Memorandum (Sample Report)
DATE:
TBD
TO:
John Doe, Executive Officer, AGENCY COMPONENT 
FROM:
Internal Audit Staff
RE:
AGENCY COMPONENT Personal Property Audit and Management Review Month Year
CC:
Selected Name, Director Office of Management, AGENCY COMPONENT  

A personal property internal audit and asset management performance appraisal was completed for the AGENCY COMPONENT during the period ____________.  The result of the review indicated that the AGENCY COMPONENT  met and, in some cases, exceeded performance standards as outlined in AGENCY’S Staff Manual Guides (or Standard Operating Procedures). The final results for AGENCY COMPONENT  is a score of  _____ 
 which reflects a property management activity operating well above standards.

The AGENCY’S Checklist
 was used to assess AGENCY COMPONENT ’s property management practices, procedures and execution. A tally of items from the check list served as the basis for overall performance measurement while an agreed upon  Report Card scoring method was used to provide summary results for the AGENCY COMPONENT.

Findings:

Findings, if any, are reflected the AGENCY’S Checklist attached.

Comments:

Recommend that existing AGENCY COMPONENT  standard operating procedures include more instruction about ‘how to handle equipment being configured at a selected AGENCY COMPONENT’S  site other than an AGENCY’S facility.’  For example, when information technology equipment is being configured in a commercial vendor’s location, which is not an AGENCY’S facility, custody and control documents should reflect an interim placement of the asset. 
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Baseline 100 Remember ... the lowest
Raw Score wins the game
Admin
Number of | Error Admin Error
Events | Eror | Major Minor Computed Results
0 x 0
0 x 0
3 x 6
Raw Score 6

Grade of Component

(A-B) [}

Numerical
Score Verbal Status
90100 Well Above Standard
8089 Above Standard
7079 Meets Standard
6069  Below Standard
5059 Significantly Below Standard
049 Failure OR No Grade

Critical Error Examples -

(2) Poor andior incorrect documentation regarding the life cycle aspects of capital assets
(b) Failure to protect capital assets from waste, fraud and abuse.

(¢) Failure to locate capital assets as recorded in official records.

Scoring Method

Error Points
Critical Ermor - Capital Asset Accountability (Each Event 70.00
Administrative Etror - Major (Each Event) 5.00

Administrative Etror - Minor (Each Event) 200




AGENCY COMPONENT: 

	A. DOCUMENTATION (Policy and Guidance)
	Yes
	No
	Comments

	
1. Federal Property Management Regulations (FPMR or 41 CFR 101 & 201); Have access or actual document? http://ofm.Agency.gov/property.html
See Footnote 1 on page 7 of 7
	YES
	
	 MERGEFIELD Remarks 

	2. AGENCY Staff Manual Guides (SMGs); Have access or actual document?

See Footnote 2 on page 7 of 7 
	YES
	
	 MERGEFIELD Remarks 

	3. HHS Logistics Management Manual; Have access or actual document?   (HHSLMM) http://www.hhs.gov/progorg/ - HHS Logistics Manual
See Footnote 2 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
4. AGENCY Component Standard Operating Procedures (SOPs); internal policy as well as other memoranda regarding property management matters. Have access or actual document?

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	Agency Standard Operating Procedure MERGEFIELD Remarks 


	B. AUTHORITIES/CONTROLS:
	Yes
	No
	Comments

	
1. Have custodial officers been properly designated and confirmed in writing?  (SMG 2620.2)

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
2. Have Accountable Property Officers (APOs) been appointed.

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	3. Have employees been designated as receiving officials for the activity?  (HHSMMM 103.27‑5018 and Agency Standard Operating Procedure

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
4. Have designated property management employees received training and certification via the DHHS Personal Property Management CDROM.

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 


	B. AUTHORITIES/CONTROLS (Cont’d):
	Yes
	No
	Comments

	
5. Has a Central Receiving Location been established for each major building/Building Complex?  (SMG 2620.2)

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	6. Has a Board of Survey been established and appointments confirmed in writing? (may be accomplished on a case by case basis)  (HHSMMM 103‑25.5100 and SMG 2620.5, dated 02/23/00)

See Footnote 2 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	This requirement is germane to AGENCY field locations. AGENCY Headquarters Board of Survey actions are handled locally.


	C. RECORDS:
	
	
	

	1.
Personal Property:
	Yes
	No
	Comments

	a. Are HHS‑22s prepared and signed for the transfer of property between custodial accounts of the activity, or between AGENCY and any other HHS organizations? Agency Standard Operating Procedure

See Footnote 2 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	Capital item transferred to specified government agency. MERGEFIELD Remarks 

	b. Are Seven (7) digit  barcode numbers shown and the dollar amount indicated for trade-ins on requisitions and purchase orders? (SMG 2620.2 02/23/00)

See Footnote 2 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	c. A statistical sampling of the existence of accountable personal property, valued under $000,000
, indicates an error rate below 2%. (Forward Audit)

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	d. A statistical sampling of the records for  accountable personal property, valued under $$000,000 indicates an error rate below 2%. (Reverse Audit)

                  See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 


	

	2.
Inspection, Acceptance, and Identification of Personal Property and Supplies:
	Yes
	No
	Comments

	a. Are inspections of containers made immediately upon receipt? 

See Footnote 2 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	Agency’s Contract and/or Purchase Order MERGEFIELD Remarks 

	
b. Are physical counts made of the number of pieces or packages prior to signing waybill or carrier's receipt?

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	Agency’s Contract and/or Purchase Order MERGEFIELD Remarks 

	c. Report of Survey findings indicates the presence of a potential waste, fraud and abuse condition. Each occurrence (e.g., a single piece of equipment involved) carries a minor administrative error value of  …. 
    

See Footnote 3 on page 7 of 7
	
	NO MERGEFIELD Negative_Answer 
	No formal ROS in process at the time of the audit. MERGEFIELD Remarks 

	
d. Upon receipt of accountable property, at a designated Central Receiving location, are property decals affixed and the information, together with serial number, recorded on the Receiving Official’s Receive and Add Property (RAP) report. Is this action accomplished prior to submission of the RAP to the DCS Property Management activity? (SMG 2620.2, dated 2/23/00)

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	Agency’s Contract and/or Purchase Order MERGEFIELD Remarks 


Continued on next page

	2. Inspection, Acceptance, and Identification of Personal Property and Supplies (Cont’d):
	Yes
	No
	Comments

	
e. Upon receipt of accountable property, is one or more Receive and Add Property (RAP) reports completed and distributed by the designated RECEIVING Official in accordance with existing amendments to AGENCY SMG 2620.2 dated 2/23/00?

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	Agency’s Contract and/or Purchase Order MERGEFIELD Remarks 

	
f. Is the acquisition of all personal property, that has been determined to be a capital asset, (current value ( $25.0K), promptly reported to HFA‑225? For example does the procurement activity electronically distribute a copy of a purchase order to HFA 225? This action will initiate a tracking process for the proposed acquisition. 

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	g. Is the acquisition of all personal property, that has been determined to be a capital asset, (current value ( $25.0K), promptly reported to OFM/DA (HFA  120)? For example, does the AGENCY Center, NCHQ Office,  the Regional or District Office , send a copy of the RAP report to AGENCY OFM Division of Accounting. (SMG 2620.2 dated 2/23/00)

                    See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
h. Are current year Capital asset documents and inventories in balance and reflected in the AGENCY Depreciation Table properly? 

   See Footnote 4 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 


	2. Inspection, Acceptance, and Identification of Personal Property and Supplies (Cont’d):
	Yes
	No
	Comments

	3. Inventories:
	
	
	

	
a. Are inventories accomplished in accordance with HHSMMM 103.272.53 and SMG 2620.2

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	FY2000 Inventory is complete. CBER in the process of completing asset reconciliation; 50% complete at date of audit. 100% will be confirmed DCS/ASB. MERGEFIELD Remarks 

	
b. Did spot inventory of personal property for each custodial area indicate that property is being controlled and accountability maintained by custodial officers?

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
c. Are inventory line items identified as personal custody property being controlled by utilization of HHS439? (SMG 2620.2)

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
d. Is the activity maintaining a record of each item or group of identified items leased and/or rented?  (SMG 2620.2)

See Footnote 1 on page 7 of 7
	N/A
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
e. Are survey actions prepared in accordance with prescribed procedures and on a timely basis?  (HHSMMM 103‑25.5100; SMG 2620.2 and 2620.5)

f. Is the Center or NCHQ Office maintaining any Computer Assisted New Drug Application (CANDA) equipment for the private sector? If yes, is there an adequate internal tracking method in place?

See Footnote 1 on page 7 of 7
	N/A
	 MERGEFIELD Negative_Answer 
	No ROS actions were in process during audit activity 6/12 thru 6/14. MERGEFIELD Remarks 


	4. Property Utilization and Disposal:
	
	
	Comments

	
a. Is AGENCY Headquarters Excess personal property processed in accordance with OFACS/DCS Interim policy  - Disposition of Excess Personal Property dated February 23, 1999.      (SMG 2620.2)

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	Agency’s Contract and/or Purchase Order MERGEFIELD Remarks 

	
	Yes
	No
	Comments

	
b. Does the activity have any government property on loan to a non‑federal institution, organization, or individual? (SMG 2620.4)
	NO
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
c. Was the loan approved by an authorized official and within the dollar limitation as prescribed by SMG 1425.6?

See Footnote 1 on page 7 of 7
	N/A
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	5. Transportation:

	
a. Is HHS‑16, "Request for Permission to Use Government Owned or Leased Vehicle for Transportation between Residence and Place of Employment", in AGENCY Headquarters area, being properly prepared? (SMG 2173.1 4/29/94; and 41 CFR 101‑38.301)

See Footnote 1 on page 7 of 7
	N/A
	 MERGEFIELD Negative_Answer 
	Not required at AGENCY HQ. Optional at other locations. See 103-38.301-56 MERGEFIELD Remarks 

	
b. Is the use of government‑owned or leased vehicles for home‑to‑work transportation limited to "field work", and the positions authorized by the Secretary?  (SMG 21732.1  4/29/94)

See Footnote 1 on page 7 of 7
	N/A
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 


	5. Transportation (Cont’d):
	Yes
	No
	Comments

	
c. If used for other than "field work was the proper request submitted to HFA‑225 for approval by the Secretary? Was approval received? (SMG 2173.1 4/29/94)

See Footnote 1 on page 7 of 7
	N/A
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
d. Is form AGENCY 3369, Daily Record of Government Vehicle, being used? Is it properly completed? (41 CFR 101‑38.301 and SMG 2173.1)

See Footnote 1 on page 7 of 7
	
	 MERGEFIELD Negative_Answer 
	Open Item MERGEFIELD Remarks 

	6. Traffic Management:
	
	
	

	
a. Is the office maintaining accountability records and physical control of GBLs? (FPMR 101 41.308)

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	7. Sample Shipments ‑ Government and         Commercial Bills of Lading:
	
	
	

	
a. Are shipments of samples and other freight transportation requirements being made on commercial bills of lading in accordance with FPMR 101‑41.304‑2?

See Footnote 1 on page 7 of 7
	N/A
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 

	
b. Are shipments by GBLs being processed in accordance with prescribed procedures? (FPMR 10141.305‑1)

See Footnote 1 on page 7 of 7
	YES
	 MERGEFIELD Negative_Answer 
	 MERGEFIELD Remarks 


Footnote 1:  A finding other than Yes in this instance is a Major Administrative Error.

Footnote 2:  A finding other than Yes in this instance is a Minor Administrative Error.

Footnote 3:   A finding other than No in this instance is equivalent to 1 to 20 Minor Admin errors.

Footnote 4:   A finding other than Yes in this instance is equivalent to 1 critical error.

Total Number of  1’s = 29; Total Number of  2’s = 27 ; e.g., includes question number 2c = a value from 1 to 20 minor errors; 

� Recommend use of a numeric value relative to the performance of the Agency Component when compared to other’s within the agency.  This method fosters (a) standard measurement criteria, (b) is easily understood by a wide variety of stakeholders and (c) stimulates friendly management competition among functional units in the agency responsible for personal property subject to risk. 


� Checklist used for the Date  internal audit and review.


� Insert the agency’s capital asset dollar value here


� Agency establishes its own criteria for non-capital asset loss ratio. Example .. agency owns 100 assets. Report of Survey shows 10 items lost. Each item is equivalent to 1/100 = .01   Stated differently 10 times .01 = .10 or 10%.    Is a 10% loss ratio tolerated in the agency? What is the loss ratio target not to exceed?
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