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Information Bulletin No. UT 2003-006

To:                       All Employees

From:                   Deputy State Director for Support Services

Subject:                Employee Responsibility for Government Property

This bulletin is to remind all Utah BLM employees of their personal responsibility and accountability for personal property in their use.  The authority for this information is in BLM Manual 1520.

Do you know what your responsibilities for government property are?  You are responsible for the proper care, safeguard, maintenance and use of all government property in your custody at all times. You should take extra measures to ensure that you know where controlled property items are at all times.   Controlled property items are all items over $5,000 and items identified as Bureau sensitive (Firearms, Portable Radios, Computers (laptops and cpu units), GPS units over $500 and surveying equipment), regardless of cost.  These items should have a Bureau property tag attached with the property number on the tag.

Are you a custodial property officer?  Custodial property officers are designated officials (usually supervisory or management) who are responsible for ensuring that property under their control is accounted for and cared for properly.  Custodial property officers are also responsible for providing documentation regarding loss, damage or theft of government property under their control and for ensuring that departing employees complete a final salary clearance form.  For further information about custodial property officer responsibilities please refer to BLM Manual 1520.4.

Is your sensitive property secure?  Any equipment that is highly susceptible to theft, such as laptop computers, portable radios, cameras, cellular phones, etc., must be kept in a locked room, locking cabinet or desk, when not in use.  

Do you exercise the same care and vigilance with government equipment that you would exercise with your own personal property?  Report all incidences of damage, loss, or theft immediately to your supervisor, who will determine the resources to be expended searching for the missing item and /or documenting the incident.

What if you need to remove usable parts from worn out or obsolete property and use them as spares?  This is a completely acceptable procedure to save the government the cost of new parts or equipment if the paperwork is submitted in advance.  Contact your property manager or warehouse staff for more information.  If the paperwork is not submitted in advance, a survey action will be required, and you may be held liable for the loss.

Do you purchase sensitive property with a government bankcard?  It is your responsibility to ensure that if you purchase sensitive property you contact your property manager to have a property number assigned and entered into the accountable property records.       

Do you operate a government vehicle ?   It is the operator’s responsibility to be familiar with the vehicle and its operating characteristics.  The operator must insure that the vehicle is operated safely, within government regulations, and is properly maintained.  Proper fluid levels and tire pressures are the operator’s responsibility.  Expenses resulting from vehicle damage due to inadequate or improper maintenance, or negligent operation, including towing charges, can be charged to the operator’s benefiting activity.  Extra effort should be taken to safeguard the vehicle credit card and make sure that only valid authorized charges are put on the vehicle card.

What happens if you lose or damage property?  The State Office Board of Survey investigates the incident and considers the possibility that the employee involved was negligent and/or responsible for the loss, damage, or destruction.

What happens if you loan the property to someone else and they lose or damage it?  You can be held liable for property loss unless you have transferred accountability of the property by using a DI-105 (Receipt for Property) or similar form.  However, accountability of the property can only be transferred temporarily to other BLM employees using this method.  You must contact your property manager and/or custodial property officer if you want to permanently transfer accountability of property to someone else.  Because contracted employees, volunteers, and employees of cooperating agencies have contractual agreements with our agency, it is likely that their liability will be limited.  Government property used by these individuals should be assigned through their custodial property officers (Contracting Officers, Assistance Officers or Volunteer Coordinators.       

If you have any questions regarding this information contact Kit Collings at 801-539-4173.   
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