LAWRENCE BERKELEY NATIONAL LABORATORY
I’I}‘ Property Management

rrreererer

BERKELEY LAB LBNL Property Management Procedure
Subcontractor Property (GFP/SAP)

Owner

Policy-Property Management-Property Manager
Procedure-Property Management-Property Manager
Process-Property Management-Property Specialist

Overview of the Process

The Laboratory may furnish property to a subcontractor that is performing work for us. The term used to describe
such property is Government Furnished Property or GFP. In other cases, the Laboratory may authorize a
subcontractor to procure property for the purpose of performing work for us. The term used to describe such
property is Subcontractor Acquired Property or SAP. In either case, the subcontractor is responsible for receiving,
utilizing, maintaining and managing GFP and SAP in accordance with the Laboratory’s Property Management
regulations, until the property is returned to the Laboratory. LBNL has a system to track GFP and SAP in the
possession of its subcontractors to ensure that we can account for our Government property.

Regulations:
e Department of Energy Order 580.1, CRD, 1.e.
e  Procurement Standard Practices, Section 45, Subject 45.1
e LBNL Personal Property Policy Manual 07), 17.0 Subcontractor Property
0 http://www.lbl.gov/Workplace/CFO/assets/docs/pro/prty/PropertyManual.pdf

Definitions:

e  GFP - Government Furnished Property is any property that has been acquired directly by LBNL and
subsequently delivered to the Subcontractor for the performance of the contract

e SAP —Subcontractor Acquired Property is any property authorized to be acquired, fabricated, or
otherwise provided by the Subcontractor for performing a subcontract or grant, to which the Government
takes title

e Subcontractor - A firm that has contractual responsibility to LBNL for execution of defined work related to
a project.

e  Requester-Initiates the process
e  Procurement -Negotiates and awards the subcontract
e Property Specialist-Ensures GFP and SAP is tracked and managed by subcontractor

Responsibilities:
Requester/Custodian:
e Initiates process by submitting a requisition
e Changes location of GFP barcoded assets in Sunflower upon shipment to subcontractor
e Changes location of GFP barcoded assets in Sunflower and scans them upon return to the Laboratory

Procurement Specialist (see Procurement SP 45.1 for detailed responsibilities):
e Determines whether a subcontract will involve GFP or SAP
e Identifies in PeopleSoft Purchasing System whether subcontract involves GFP or SAP
e Provides copy of subcontract to Property Management if GFP or SAP involved
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Property Specialist (see Procurement SP 45.1 for detailed responsibilities):
e Maintains record of all barcoded property in possession of subcontractor
e Reviews and approves subcontractor’s Property Management System when GFP or SAP is $ 500 K or more
e Reviews for approval, requests from the Procurement Specialist for disposal of subcontractor property

Procedure:

e Requester/Custodian identifies need for GFP/SAP in purchase request or amendment to an existing P.O

e Procurement Specialist will verify, and/or update the GFP/SAP setting in PeopleSoft Purchasing System

e Procurement Specialist provides Property Management with a copy of the Subcontract at award

e Property Specialist reviews subcontract to confirm subcontract involves GFP or SAP

e If subcontract does not involve GFP or SAP, sends email to buyer, and copies buyers group leader
explaining why material provided or authorized does not qualify as GFP or SAP, and asks buyer to uncheck
the check box in PeopleSoft Purchasing System

e If subcontract involves GFP or SAP sets up hard copy file

e Property Specialist contacts subcontractor and establishes point of contact for property management
purposes

e Property Specialist verifies location in Sunflower reflects subcontractor location

e Property Specialist enters barcode numbers into Sunflower agreements module

e  Property Specialist sends subcontractor (1) requirements letter, (2)guidelines for managing subcontractor
property, and (3) Sensitive Property List

e  Property Specialist runs query of PeopleSoft Purchasing System for subcontracts awarded with GFP or SAP
during the previous month on the first of every month

e [fitis clear that the system is indicating GFP or SAP in error send email to buyer and copies the buyers
Group Leader explaining why material provided or authorized does not qualify as GFP or SAP, and
requests the PeopleSoft check box be unchecked

e If system accurately reflects GFP or SAP check to see if copy of subcontract has been forwarded by
Procurement, if a copy has not be sent send email to buyer and copy buyers Group Leader requesting
subcontract

e Go back to bullet #4 and start over

e Upon knowledge of subcontract close out contact subcontractor and obtain final inventory

e Contact custodian to have property being returned scanned and location updated

e Reconcile final subcontractor provided inventory with property scanned by custodian

e Remove assets from Sunflower agreements module

e Annotate hard copy file as “Closed”, date and sign

Forms:

None applicable
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Reports:

Title: Open Subcontracts with Property

Information Displayed: | Subcontractors Name, Subcontract Number, Expiration Date, Number of Barcoded Assets
on Subcontract and Last Inventory Date

Purpose of the report: Identify open subcontracts
Recipient(s): Internal to Property Management Group
Frequency: Annually, as of October 1
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