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Preface

This Aerospace Industry Procedure Template and Guideline is documented to assist in the establishment and performance of contractor Property Management processes and procedures.  When utilizing this template, an entity must be aware that all or part of this template may be utilized.   In addition, the required ‘review’ date should be designated, i.e., “procedures will be reviewed and updated within a two year cycle”.
For smaller companies, written procedures may be only a few pages.  For larger companies with complex systems and processes, written procedures may be extensive, supplemented with detailed operating instructions and desk level instructions.  These written procedures tell who the responsible parties are and what their roles and are relating to the property management in their stewardship.
Under the Requirements section, you may wish to quote the policy that governs the performance outcome in your procedure or provide the reference or a link.  

We extend an opportunity to everyone to assist us in improving our documents or suggest new ones.  Suggestions may be sent to NDIA, Lynette Petito at LPetito@NDIA.ORG
Attention:  Government Property Systems Committee.

Suggested Performance Outcome Minimum Requirements

Property Management
(1) The Contractor shall have a system of internal controls to manage (control, use, preserve, protect, repair, and maintain) Government property in its possession. The system shall be adequate to satisfy the requirements of this clause. In doing so, the Contractor shall initiate and maintain the processes, systems, procedures, records, and methodologies necessary for effective and efficient control of Government property. The Contractor shall disclose any significant changes to its property management system to the Property Administrator prior to implementation of the changes. The Contractor may employ customary commercial practices, voluntary consensus standards, or industry-leading practices and standards that provide effective and efficient Government property management that are necessary and appropriate for the performance of this contract (except where inconsistent with law or regulation). 

(2) The Contractor’s responsibility extends from the initial acquisition and receipt of property, through stewardship, custody, and use until formally relieved of responsibility by authorized means, including delivery, consumption, expending, sale (as surplus property), or other disposition, or via a completed investigation, evaluation, and final determination for lost property. This requirement applies to all Government property under the Contractor’s accountability, stewardship, possession or control, including its vendors or subcontractors (see paragraph (f)(1)(v) of this clause). 

(3) The Contractor shall include the requirements of this clause in all subcontracts under which Government property is acquired or furnished for subcontract performance. 

(4) The Contractor shall establish and maintain procedures necessary to assess its property management system effectiveness and shall perform periodic internal reviews, surveillances, self assessments, or audits. Significant findings or results of such reviews and audits pertaining to Government property shall be made available to the Property Administrator. 

(5) Contractors shall establish and implement property management plans, systems, and procedures at the contract, program, site or entity level to enable the following outcomes: 

Identify the “who” and “how” the following occurs:
1.  Acquisition of Property


 

· Authority for acquisition.  
· Reutilization - Internal reviews of existing items performed prior to placing orders to make or buy new items.
· Fabrication or Purchase Decision
· As a minimum, assure the item has the detailed nomenclature, classification of property, proper charging of the property, and acquiring proper quantities.  
· Annotate all different processes or methods of acquiring items depending upon the type of property.
· Internal controls for assuring all the above is performed may be included under the Self Assessment section.
2.  Receipt of Government/Customer Property

· Document the receipt of property, 
· Record the information necessary to meet the record requirements, 
· Manage any discrepancies incident to shipment (two separate processes, one for GFP and the other for contractor acquired property,  and
·  Identify as Government/Customer owned in a manner appropriate to the type of property (e.g., stamp, tag, mark, or other identification). 

3.  Records of Government Property




· Ensure that property records contain all the required record elements 

· The record system(s) is able to provide a complete, current, and auditable record of all transactions

· Document what the element ‘Location’ signifies within your company (ex.  Dept., Bldg, Beam, Supplier name or address, etc.) 

· How you properly safeguarded from tampering or destruction 

· Maintained as prescribed by the contract, and record retention schedules.

· Ensure that proper distribution and retention of documentation associated with the records (e.g., acquisition, receiving, shipment, transfer/move, issue documents, etc.) is accomplished and retained to facilitate the generation and maintenance of current and accurate records.

· Establish and maintain any supplemental records as needed. Reports of Government/Customer property will be coordinated with the Government Property Management Site point of contact (POC) and provided to the Government/Customer per contract requirements, utilizing stewardship property record data.

· Are readily available to authorized contract Government/Customer personnel. 

· Accountability records and supporting documentation retained in accordance with contract requirements or Record Retention schedules
4.  Physical Inventory




· Document what your company uses – a customary commercial practice, an ILP or VCS.  These may vary with the type of property (e.g., tooling, test equipment, material, consumables, items coming in for repair, real property)
· Frequency - periodic, continuous, Inventory By Exception (IBE), Transaction Based, Type of Items (e.g., sensitive, hazardous, potential for theft)
· Types – Cyclical, Wall-to-Wall, ABC or Statistical Samplings
· Methodology – Electronic barcodes or RFID, Manual tagging or marking each item, System pinging

· Reconciliation with the records 
· Acceptable variance

· Reporting

5.  Subcontractor Control

· Pre-procurement review to assure the supplier is qualified to possess Government/Customer owned property
· Requirements terms & conditions for flow down to suppliers including: 
· 10 Performance Outcomes

· Property Furnished for Use
· Any limitations for use
· Liability
· Ownership

· Purchasing actions
· Evaluation and Review 
· Risk Assessment

· Surveillance (Limited/Full)
· How often
· Where supplier records are maintained (with them or with you)
6.  Reports
Some examples of property reports are Govt/customer owned property in your possession, exceptions or discrepancies, excess property loss of property, physical inventory results, audits and self-assessments, corrective actions, and other property-related reports required in your contract. 

· Type or Name of report

· Frequency
· Format

· Content

· Authorization

· Distribution (including backup documentation)
7.  Relief of Stewardship Responsibility and Liability
Losses

· Document your process that enables the prompt recognition, investigation, disclosure and reporting of loss of Government/Customer property, including losses that occur at subcontractor or alternate site locations. 

· Include corrective actions to prevent recurrence
· Such reports should contain the following information: 

(1)
Date of incident (if known). 

(2)
The data elements required under (f)(1)(iii)(A). 

(3)
Quantity. 

(4)
Accountable contract number. 

(5)
A statement indicating current or future need. 

(6)
Unit acquisition cost, or if applicable, estimated sales proceeds, estimated repair or replacement costs. 

(7)
All known interests in commingled material of which includes Government/Customer owned material. 

(8)
Cause and corrective action taken or to be taken to prevent recurrence. 

(9)
A statement that the Government/Customer will receive compensation covering the loss of Government/Customer owned property, in the event the Contractor was or will be reimbursed or compensated. 

(10)
Copies of all supporting documentation. 

(11)
Last known location. 

(12)
A statement that the property did or did not contain sensitive, export controlled, hazardous, or toxic material, and that the appropriate agencies and authorities were notified.
Pre-Disposal

· Internal reutilization

· Transfers

· Transfer of Costs (Debit/Credit)
Disposal

· Declaration/Reporting o f Excess Property
· How and who carries out these Disposal Methods

· Purchases

· Trade-ins/Exchange (must be coordinated with the customer)

· Types of Sales

· Donations

· Destruction

· Abandonment

8.  Utilizing Government Property




Use of Government property 

· Method of ensuring that assets are utilized only for the purpose they were acquired.

· Mechanism for obtaining use authorization for other work from the customer.

· Means to identify when an asset is idle or is no longer needed for contract performance

· Periodic utilization assessment or review
Consumption of Material

· Quantities of material are being consumed as identified by planning, contractual, or other measurable requirements. 

Generally, sites shall ensure that:

· Bills of Material are accurate;

· Actual use properly documented and compared to planned use;

· Reasonable allowances for scrap and spoilage are recognized;

· Material is not issued in excess of the anticipated quantity required to do the job;

· Material is issued only as authorized by contract utilizing approved issue documentation with signature control;

· Waste and spoilage are kept to a minimum;

· Material is not diverted to unauthorized use;

· Material identified as excess is promptly returned to stores;

· Excess or residual material is screened for use on other contracts;

· Materials for which there is no contractual need are promptly reported for disposition;

· Machining processes attain effective use of materials and excessive scrap rates are investigated to determine cause;

· Parts that have been removed or recovered from repair work, rework, testing, or cannibalization should either be repaired, stocked or scrapped as appropriate;

· Adequate protection for materials will be provided from the time of issue through the manufacturing process to final disposition.

Movement
· Proper authorization generated to direct the movement Authorization process for Internal and External Movement

· Forms/Documentation to be used

· Property protection provided (packing, packaging, covering, skidding etc.)
· Appropriate equipment employed 
· Training performed for personnel who move property in the use of the material handling equipment, related techniques and safety precautions. 

· Hazardous or sensitive property movement requirements

· Shipments to locations outside of the continental United States must be authorized by the customer and be in compliance with the International Traffic and Arms Regulations (ITAR). 

Storage
· Designate storage areas 
· How areas are secured, controlled with limited authorized access

· Type of item, level of protection required, and whether short or long term storage.

· Preparation for storage by cleaning, covering, protecting, or preserving, as applicable, to prevent damage, corrosion, or deterioration. 

9.   Maintenance




· Type of maintenance required by property type or subtype

· What constitutes normal maintenance requirements v. capital type rehabilitation?

· Providing the different types of maintenance

· Identification of system containing the maintenance record

· Decision to repair or replace and under what conditions

· Application of maintenance labels providing visible identification of service periods or when service is not required or suspended.
10. Contract Closeout 

 Contract Closeout relating to property management, contains the requirement to transfer or dispose of property that is excess to contractual needs and properly documenting all closeout actions.  It includes reporting, investigating and securing closure of all loss of Government/Customer property cases; physically inventorying all property upon termination or completion of a contract; and disposing of items at the time they are determined to be excess to contractual needs. 

· Notification of appropriate parties that a contract period of performance is completed 
· Functional areas having actions
· Function or point of contact for coordinating the property closeout process
· Instructions for customer contract terminations, partial terminations, or stop work orders

11. Self Assessments 

· Establish and maintain a process for assessing the effectiveness of your company’s property management system
· Perform periodic self assessments, internal reviews or audits. 
· Report of findings and/or results of such reviews and audits made available to the customer when required by contract. 

· Note:  ASTM International has crafted a voluntary consensus standard to guide the performance of a self-assessment, specifically, ASTM E2936 – 13, Standard Guide for Contractor Self Assessment for U.S. Government Property Management Systems.

12. Definitions/Acronyms 

Identify in this section all definitions and acronyms in your opinion are necessary where a reasonable person in the field of property/asset management may not know the standard terminology.[image: image1.png]



� ASTM Standards are available at  http://www.astm.org/
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