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Property Management
	Name
	Assignment
	Phone Number

	John Morgan
	Property Manager
	5728

	Dave McFann
	Inventory Manager

Sunflower Application Issues
	6769

	Patti Atases
	Retags
	5151

	Carol Earls
	Loans
	6960

	Cindy Lytle
	Transfers
	6569

	Inventory Help Line
	8:00 am to 3:00 pm
	6769


Key Dates

	Activity
	Dates

	Last day to submit retirement packets for lost assets
	November 30, 2007

	Inventory base will be frozen
	January 2, 2008

	List of  assets in the inventory base to be distributed to property representatives 
	January 10, 2008

	Inventory dates
	January 21, 2008 – March 31, 2008

	Divisions submit “Unaccounted for” retirement packets to Property Management Group
	April 1, 2008 – April 11, 2008



	Validation Dates
	April 14, 2008 – April 18, 2008

	List of all “Unaccounted for” assets submitted to Security 
	April 30, 2008

	Final report to DOE
	May 31, 2008


Inventory Base (total of 2,700 assets)
	
	Actual Amount (as of 1-02-08)

	All assets with an official name of “Computer-Laptop” must be scanned unless extenuating circumstances preclude the scan. 
	2,543

	All assets with acquisition amounts equal to or greater than $1,000,000 
	37

	Random sample from the Sensitive category 
	60 

	Random sample from the Controlled category
	60 


Inventory Selection Criteria

EZ Quant Statistical Sampling program will be used to select the number of assets based on the following criteria:

· Confidence level equal to 96%

· Error rate percentage equal to 2%

· Precision rate percentage equal to 2%

Performance Goals
	
	Goal

	
	Assets Located
	Value Located

	All assets with an official name of “Computer-Laptop” must be scanned unless extenuating circumstances preclude the scan. 
	100%
	100%

	All asset with an acquisition amount equal to or greater than $1,000,000 
	100%
	100%

	Sensitive assets
	99.3%
	99.7%

	Controlled
	99.3%
	99.7%

	Scanning rate
	97%
	


Inventory Briefings for CFO Management
	Briefings
	Date

	Meeting (John )
	January 31, 2008

	Meeting (John )
	February 15, 2008

	Meeting (John )
	February 28, 2008

	Meeting-Final Briefing (John)
	March 31, 2008


Inventory Briefings for Business Managers

	Briefings
	Date

	Business Managers Monthly Meeting (John)

· Inventory overview
	Starting in October monthly briefings

Starting in January biweekly

	Property Representative Meeting

· Inventory overview

· Pass out spreadsheet with assets that need to be inventoried sorted by division
	January 10, 2008

	Property Representative’s Meeting

· Inventory closeout meeting
	May 8, 2008

	Awards Ceremony
	TBA


Inventory Briefings for Property Representatives
	Briefings
	Date

	Property Representative’s Meeting

· Inventory overview

· Things to do to prepare for the inventory
	October 4, 2007

	Property Representative’s Meeting

· Inventory overview
· Things to do to prepare for the inventory
	November 8, 2007

	Property Representative’s Meeting

· Inventory overview

· Barcode Reader Training
	December 5, 2007

	Property Representative’s Meeting

· Inventory overview

· Inventory reports

· Pass out spreadsheet with assets that need to be inventoried sorted by division

· Barcode reader training refresher
	January 10, 2008

	Property Representative’s Meeting

· Inventory progress report
	February 7, 2008

	Property Representative’s Meeting

· Inventory progress report

· How to fill out the “Property Asset Retirement Form” for unaccounted for assets
	March 6, 2008

	Property Representative’s Meeting

· Final inventory progress report

· Pass out spreadsheet with assets that need to be validated sorted by division
	April 3, 2008

	Property Representative’s Meeting

· Inventory closeout meeting
	May 8, 2008


Inventory Briefings for DOE

	Briefings
	Date

	· Status Meeting
	January 31, 2008

	· Status Meeting
	February 28, 2008

	· Status Meeting
	March 31, 2008

	· Final Inventory Meeting
	May 29, 2008


Division Status Report Schedule

	Report Distribution–Property Representatives & Business Managers
	Date

	· Spreadsheet of assets to be inventoried by Division (Excel)
	January 10, 2008

	· Weekly inventory stats by Division (Excel)
	Every Monday


Acceptable resolutions by order of preference:

· Barcode scan
Barcode-keyed entries will not be an acceptable resolution. All keyed entries will cause an error message.
· Inventory affidavit with two clear and readable photos

· One of the barcode tag

· One of the whole asset

· Inventory affidavit without pictures

· Brief statement by Property Representative of why pictures could not be taken

· Automated verifications (AMS transactions that create inventory verification) during the inventory time frame

· Excess asset initial event 

· Retirement from Excess disposal or transfer

· Documented Proof (Based upon receipt or execution after the beginning date of the inventory)
· Valid shipping document

· Return to Vendor (RTV)

Retags
All retag requests must be submitted on a completed “Inventory Retagging Form” to the Inventory Manager, Dave McFann.  
Inventory Responsibilities

· LBNL Divisions will have the responsibility of accounting for all items listed within their program(s) as of January 2, 2008

· Property Management Group will have the responsibility to inventory all assets on valid loans, listed in AMS, as of January 2, 2008

· On February 15, 2008, Property Management will notify the Business Manager and Property Representative of any unlocated assets on loan and request assistance
· Property Management Group will have the responsibility to inventory all controlled substances as of September 30, 2008

· Precious metal holders will conduct a self inventory, following established self-inventory procedures by August 31, 2008

Things to do now to prepare for the inventory
· Make sure barcode reader is working properly.  Conduct practice scans.

· Locate all assets over $1,000,000

· Develop a strategy to locate all assets with an official name of “Computer-Laptop”

· Inform all custodians of laptops that their laptops will be subject to inventory
· Setup a week to scan all laptops
· Make sure all requests for “Change of Steward” have been resolved
· Make sure you have located and assigned a new custodian for assets assigned to custodians who no longer work for LBNL.
· Make sure all assets have current LBNL employee custodians assigned

· Make sure all assets have buildings and rooms assigned 

Reports to Run from Sunflower
ASRV6010 Review Campaign Base Assets
ASRV6090 Resolution Interface Processing Results

Inventory Affidavit

FY2008 Statistical Sample Inventory Verification

The purpose of this Inventory Affidavit is to affirm that the signer of this document has physically verified the applicable property item(s) and the following data points: DOE property number, manufacturer name, model number, and serial number. By signing this affidavit, the property custodian of record or Property Management personnel has attested to the accuracy of the information contained.

The Property Management Group will utilize this signed affidavit as confirmation of a valid inventory resolution of the applicable property item(s).

Please complete all information requested from the data on the actual property item, sign, date, and submit the affidavit to Property Management Group for approval.

United States Government Property Information:

	· DOE Property Number:
	

	· Manufacturer Name:
	

	· Asset Description:
	

	· Model Number:
	

	· Serial Number:
	

	· Asset Location Bldg./Rm.:
	

	· Steward:
	

	· Loan Number:
	


	Reason why the above asset was not barcode scanned:  


 “My signature affirms and attests that I have physically verified the information above from the actual property item.”

___________________________________



Date: _____________

      Custodian of Record Signature

Employee #

___________________________________



Date: _____________

      Property Representative Signature

___________________________________



Date: _____________

      Business Manager Signature

Approval:

 





      


Date: _____________

      Property Management Division Signature

Rev.1-02-08

FY2008 Statistical Sample Inventory Retagging Form

Please complete all information requested from the data on the actual property item, sign, date, and submit the affidavit to Property Management Group for approval.

United States Government Property Information:

	· DOE Property Number:
	

	· Manufacturer Name:
	

	· Asset Description:
	

	· Model Number:
	

	· Serial Number:
	

	· Asset Location Bldg./Rm.:
	

	· Steward:
	

	· New LBL/DOE #:
	


	Reason why the above asset needs to be retagged:  


___________________________________



Date: _____________

      Property Representative Signature


United States Government Property Information:

	· DOE Property Number:
	

	· Manufacturer Name:
	

	· Asset Description:
	

	· Model Number:
	

	· Serial Number:
	

	· Asset Location Bldg./Rm.:
	

	· Steward:
	

	· New LBNL/DOE #:
	


	Reason why the above asset needs to be retagged:  


___________________________________



Date: _____________

      Property Representative Signature

Rev.1-02-08

Lawrence Berkeley National Laboratory

Contract # DE-AC02-05CH11231

PROPERTY ASSET RETIREMENT FORM

	 FORMCHECKBOX 

	ABANDONMENT OF PROPERTY
	 FORMCHECKBOX 

	ASSET CREATION ERROR
	 FORMCHECKBOX 

	DISMANTLED/

CANNIBALIZED
	 FORMCHECKBOX 

	DONATION

	 FORMCHECKBOX 

	EXCESS DISPOSAL
	 FORMCHECKBOX 

	INCORPORATED INTO LARGER SYSTEM
	 FORMCHECKBOX 

	RETURNED TO VENDOR
	 FORMCHECKBOX 

	STOLEN

	 FORMCHECKBOX 

	TRADE-IN
	 FORMCHECKBOX 

	TRANSFER
	 FORMCHECKBOX 

	UNACCOUNTED FOR AFTER INVENTORY
	 FORMCHECKBOX 

	UNLOCATED

	 FORMCHECKBOX 

	RETURN 

PROPERTY OF OTHERS
	 FORMCHECKBOX 

	REAL RELATED PROPERTY


(Check the appropriate box - Must check one)

	Submitted by:

Property Representative
	
	
	
	Date:
	


	Property Number: 
	
	Description:
	

	Original Acq. Value:
	
	Last Known Location:
	

	Manufacturer:
	
	Serial #:
	


	Acquisition Date:
	
	Custodian:
	

	Division:
	
	
	

	NOTE: A copy of the Asset Management System History Report must be attached (ASMN6060 Inventory Asset History), plus any other supporting documentation, i.e., Shipping Document, memo, email etc.


Justification For Retirement:

(Include personnel involved, actions taken, dates, and locations examined.)

	


	
	
	
	
	

	Property Custodian


	
	Supervisor
	
	Division Director

Required for Inventory Write Off or Unlocated only

	
	
	
	
	

	Property Manager Approval
	
	Date
	
	


cc: Property Accounting[image: image1.png]
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