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Property Custodian
Responsibilities

Reference NPR 4200.1:

1. Establish and maintain a current system for the control and accountability of all Government equipment assigned to
your custodial area(s).

2. Provide adequate instructions to the equipment user of their responsibilities for the proper use of Government
equipment and advise personnel that equipment is to be used for official purposes only.

3. Report all untagged controlled equipment as Found on Station, including fabricated equipment found in your assigned
area(s), to Equipment Control, Code 279. Assist in the research to identify the circumstances relating to the untagged
items found on station and determine why control was not established at the time of receipt.

4. Assign all equipment in your property account(s) to a designated user.

5. ldentify and report any controlled equipment no longer needed in your property account(s) and, ensure that all
property assigned to your custodial account is in serviceable condition.

6. Cooperate in physical inventories of controlled equipment and assist in any follow up actions.

7. Ensure a Survey Report is submitted to the Equipment Management Team, Code 273, within 30 working days of the
date of discovery of missing property. The Security Division should be notified immediately if theft is suspected.

8. Accompany division chief during annual walkthrough inspections.

9. Establish internal procedures to ensure that your equipment users coordinate all equipment actions with you.

10. Perform functions of receipt inspector, signing off on a Receipt and Inspection Form for all purchases using funds from
a credit card or Blanket Purchase Agreement.

11. Promote and approve the reutilization of excess property within your organization.

12. Establish internal procedures to minimize the unauthorized approval to cannibalize Government property.

13. Maintain accurate documentation for Employee Loan Agreements, Shipping Documents, and borrows between
property custodians at GSFC or other NASA Centers and official loans.

14. Approve all equipment excess actions within your organizations.

15. Approve all storage actions originating from your organizations.

* Provides assistance to property custodians:

* Property Directorate Liaisons ¢ Government Property Specialist—Code 273 ¢ TRAX Equipment Managers — Code 279




User Responsibility for Safeguarding
Government Property

Reference NPR 4200.1 - Appendix I.

NASA employees are required to exercise the proper care to safeguard Government property. Failure to exercise minimum safeguards results in the employee
being held financially liable for the loss, damage, destruction, or theft of Government property, when negligence is determined. The following are examples of
precautions employees should take to minimize the loss, damage, destruction, or theft of Government property:

* Office and Laboratories

e Items such as cell phones, palm pilots, blackberries, calculators, etc. should be kept under continued control.

* Doors to laboratories, which house equipment, should be under positive control.

* Doors to offices, which house equipment, should be locked whenever practical.

* Travel

* Keep sensitive property under your positive control and do not leave unattended. Airlines and temporary lodgings do not assume responsibility for lost or
stolen valuables. Do not check sensitive equipment as baggage on transportation carriers (airplanes, trains, buses, etc.).

* If you leave sensitive property in a room in your temporary lodging while you are out of the room, store the item in a security safe (room or hotel)
whenever possible. However, if a room safe is not available, place the property out of sight upon leaving the room and double check that the room door
is locked.

« Before traveling outside of the U.S., always contact your Center Export Administrative Office and local Security Officer about the items and data in your
possession.

* Equipment in a Motor Vehicle

e Lock the vehicle any time it is left unattended.

* Do not leave sensitive items inside vehicles; unless secured in locking glove box or car trunk, and never leave these items inside of unattended motor
vehicles overnight or for extended periods.

* Do not leave portable equipment or instruments in open work trucks beds.

* Office Moves

*  Once the move is completed, report anything that you cannot find immediately to the property custodian and the person in charge of the move.

* Notify the property custodian of the location change so that the property records can be updated to reflect the new location.

*  Notify Central Receiving, Center Equipment Management, or the responsible property custodian in accordance with the Center's policy immediately upon
receipt (direct deliveries) of any controlled equipment, regardless of the procurement method so the equipment is properly controlled and tagged.

* Others

* Do not leave controlled or sensitive items in unsecured areas (hallways, outside, etc.).

*  When changing organizations or office location, notify your property custodian.

* Notify your property custodian of any property no longer needed.

e Use property only for its intended purpose.

e Use property only for official purposes.

*  Obtain a property pass for Government property leaving the NASA Installation or Sub-installation.

e Via NF 598, Property Survey Report, immediately report to the property custodian property that you cannot find.

*  Whenever theft of property is suspected, immediately notify your supervisor, the corresponding property custodian, and the NASA Security Office
immediately.




Inventory




Inventory “Why”

*Assess the effectiveness of the Center’s equipment control procedures and
operations — ensure we will pass all external audits

*Determine the completeness and accuracy of the equipment records and make
adjustments as necessary

*To be in compliance with NASA Procedures Regulation (NPR) 4200.1
* Inventory conducted annually
* An Annual Inventory Schedule is provided to NASA HQ and status reports
e All surveyed items are reported to NASA HQ annually
* The results of the walk through are reported to the Center Director annually

* A Center Inventory Report that includes an analysis of the inventory results and surveyed
items is provided to the Center Director each fiscal year; NASA HQ has requested a copy

*Good Stewardship & Accountability!
* Goddard has over 46,000 equipment assets, which cost $873M

* Wallops has over 9,000 equipment assets, which cost $240M



Annual Inventory

To be in compliance with NASA  EQUIPMENT INVENTORY CHECKLIST
Procedures Regulation (NPR) 4200.1, e s |
Code 273/279 COI’\d ucts an annual IHAVEI MOTIFIED MY PROPERTY CUSTODIAN OR EXCESSED ANY IDLE PROPERTY?

. . THE PROPERTY CUSTODIAN AND DIVISION NEED TO CONDUCT A WALKTHROUGH
inventory of all controlled equipment AND DOCUMENT THE RESULTS FOR THE INVENTORY

. DO | HAVE ALL PROPERTY FORMS FOR LOANS, BORROWS, AND STORAGE
The inventory team goes to each UPDATED?
buildi ng an d scans eve ry itemin every DO | KNOW THE LOCATION (BLDG/ROOM) OF WHERE ALL OF MY EQUIPMENT
room with an ECN bar code tag ITEMS ASSIGNED TO ME ARE?

) ) DO | HAVE ALL EQUIPMENT OFF-SITE DOCUMENTED ON GSFC 20-4 FORM

Pro pe r‘ty custodian an d/o r end user will (SHIPPER) AND PROVIDED A COPY TO THE PROPERTY CUSTODIAN?
provide supporting documentation for IF | HAVE EQUIPMENT OFF-SITE AND IT HAS BEEN MORE THAN A YEAR, DO |
active items not scanned such as HAVE AN EMAIL VERIFYING THE EQUIPMENT IS STILL IN USE?
(S hi ppers, property loan agreements, DO | HAVE ANY LOCKED CLOSETS, DESKS, CABINETS, AND ROOMS THAT THE
storage request S) INVENTORY TEAM WILL NEED ACCESS TO WHEN THEY COME TO MY BUILDING?

HAVE | CONDUCTED AN EXTENSIVE SEARCH FOR MY MISSING ITEMS IN A TIMELY

It is very important for the End User and I"““"E"?
Custodian to maintain and keep accurate | Do 1IHAVE ANACTIVE ECN, FOR EQUIPMENT, IN MY NAME THAT | EXCESSED AS

reco rd S Of a I I co ntr‘O I Ied p ro pe rty NON-CONTROLLED? IF SO, YOU WILL NEED TO PROVIDE THE SIGNED
TRANSPORTATION DOCUMENTATION.

through the EQUIPMENT (formerly N-
DID | SUBMIT A REPORT OF SURVEY, NF598, AND SUPPLEMENT FORM, GSFC 20-

P R O P SySte m 79 FORM FOR ANY LOST OR STOLEN PROPERTY TO MY PROPERTY CUSTODIAN IN
A TIMELY MANNER?



G SFC 20_78 Annual pmpen:.::::ugh Inspection S
Annual Property

Walk Through
INSpection FOrM o s se s

ECH ltem Hame Acquisition Value

The Property Custodian and
Division Chief should conduct an
annual walk-through inspection
for a” property in the property Idle Equipment Identified to be reutilized within:

account prior to the start of EcN Mem Name Acquisition Value
inventory

> Excess all idle equipment items
(ensuring tagged items are not
excessed as non-controlled)
| certify that the Annual Walk Through Inspection, required by FPMR Section 101-43.101; U.5.C. Section 524(a) 2 and

o Complete Walk Through |nSpeCti0n MPR 4200.1G 3.6.5 has been completed for the above listed property management areas.
Form, obtain division chief signature,

fO rwa rd to KeVi n RO be rts/2 7 3 Property Custodian Printed Name Property Custodian Signature Date
Division Chief or Designee Printed Name Division Chief or Designee Signature Date
Upon Completion, please retum to Code 273K evin Roberts
‘GSFC 20-78 (8/2013) Previous Editions Are Obsolete MRRS 412C




Tips in Having a Successful
Annual Inventory {

* A new property custodian should inventory all equipment before you accept responsibility
* Take responsibility & accountability for each item AFTER you have SIGHTED the items

Don’t blindly accept responsibility for equipment you have not sighted

* Develop a good relationship with your equipment users

* Communicate — let equipment users know they are responsible and accountable at all times for the
care, upkeep, condition, and location of their equipment

* Ensure all equipment has been tagged that meets the criteria

* Maintain accurate and up to date records for all controlled equipment

Report untagged controlled equipment including fabricated equipment found in your assigned area(s)
Ensure proper documentation is completed for cannibalization requests
Identify controlled equipment no longer needed and coordinating disposition with users

Ensure missing or stolen equipment in investigated, documented, and reported promptly to the Center
Security Office and to the Supply & Equipment Management Branch

Ensure prior to retirement, transfer, or resignation of an employee, all equipment is properly transferred
Ensure documents for out-coded items are updated on annual renewal



Inventory Scanning

*All equipment will be scanned
* Inventory Manager will go to each building and room and scan all equipment
with a barcode tag (ECN)
 Starting with FY15 Annual Inventory, the Inventory Team will also RFID tag
NASA ECN barcode equipment

*Property custodian and/or end user will provide supporting
documentation for active items not scanned such as (shippers, property

loan agreements, storage requests)

°At the end of every annual inventory, any items that could not be
located are considered lost or missing and a survey report must be

completed.



Inventory Reconciliation

OFF SITE JUSTIFICATION

TO CLEAR FROM INVENTORY

Equipment returned to manufacturer for
repair

Shipper and ECN tag and email from company stating equipment was returned;
provide information regarding replacement;

Transfers to other NASA Center or Govt
Agency

Shipper with appropriate signatures: property custodian, branch head or division
chief

Transfers to NASA contractors or organizations
having NASA grants

Shipper with appropriate signatures: property custodian, branch head or division
chief, contracting officer, grants officer

Loans to external organizations

Current External Loan Agreement (GSFC 20-52 now obhsolete) or new Loan of NASA
Equipment (NF 893)
(Annual Email or Letter from the Loan Recipient to update Loan)

Employee Loan (Borrow)

Current Employee Property Pass/Loan Agreement and Removal Permit (NF 892)
(Every 180 days for civil servants)

Equipment in Storage

Current Storage Request approved via the Storage Information Management
System (SIMS2)

Equipment was excessed

Signed receipt indicating item was picked up by Transportation
Pickup Documents: 270-Form-0006 or DSPL 0129 (CALL US IF YOU DON’T RECEIVE
A SIGN RECEIPT!)

If shipper is older then 1 year, an email confirming equipment is at current location is required.
*#* Automated reminder emails for expired borrows and loans will be sent to user and custodian ***




Equipment Management




Topics

* EQUIPMENT System (formerly N-PROP) Active and Inactive ECN

* NASA Tagged Property

* Non-Tagged Property

* Credit Cards

* Found on Station

* Cannibalization/Modification

* Storage

* Borrows of Government Property

* External Loans

* Transfers to Another NASA Center or Government Agency
* Trade-Ins

* Lost of Stolen Property



Cquipment Manager —
Directorate Oversight

Directorate

Assigned

Equipment

Email Address

Phone

Extension

GEWA Accounts
Directorate 100
Directorate 200
Directorate 300
Directorate 400
Directorate 500
Directorate 600
Directorate 700
Directorate 800

Manager

Alex MacNabb
Alex MacNabb
Alex MacNabb

Karen Marshall

Kim Fisher

Karen Marshall
Patrick McGinn
Patrick McGinn

Valerie Moon

Alexander.g.macnabb@nasa.gov
Alexander.g.macnabb@nasa.gov
Alexander.g.macnabb@nasa.gov
Karen.marshall-1@nasa.gov
Kimberly.a.fisher@nasa.gov
Karen.marshall-1@nasa.gov
Patrick.s.mcginn@nasa.gov
Patrick.s.mcginn@nasa.gov

Valerie.m.moon@nasa.gov

6-0757
6-0757
6-0757
6-7080
6-9243
6-7080
6-8748
6-8748
6-2266



PP&E System

* EQUIPMENT System (formerly N-PROP) is a subsystem to the PP&E System
* Property Custodians and end users have access to EQUIPMENT

* Property Custodians will have access as a custodian upon the receipt of the delegation letter signed by the division chief
* End users get entitlement to EQUIPMENT
e https://equipment.nasa.gov

*  EQUIPMENT replaced N-PROP

EQUIPMENT

* Additions: New items put on record with an add transaction require paperwork

e This paperwork can be a purchase order, Found on Station (FOS), OF 347 that is used for credit card purchases, leases, loans,
or a shipping document. The information on the paperwork is what is used to put on record. The user, building, room, and
code are obtained from that paperwork.

* Previously surveyed items are items that was surveyed and is now found. An email is required with property custodians code,
a end user, and location for the item(s).

* Deactivations: All deactivations require documentation and justification to be moved to an inactive status
* For an item that was excessed and still on your account, you will need the signed copy of the Transportation document.

e If sent off-site for repair - the ta%should be removed and attached to the paﬁerwork. Ifc?/ou have an email or receipt
paper\rf]vork from the vendor, it should contain the information for the item they received and information for the replacement
item that was sent.

* ltisvery important to document all items going off-site and reason for going off-site.
* Please have all the necessary signatures on the paperwork.




NASA Tagged Property

*Government controlled property meeting the criteria for a NASA Bar Code Tag which
in the system it is called ECN (Equipment Control Number)

* Items that have a cost greater that $500 and/or listed on the sensitive items list
* A few exceptions regardless of cost — such as weapons or hazardous items

* Items that have a cost of $5,000 or greater

* Other items that are tagged: Models, Exhibits, Safes, Shipping Containers, and Rolling Stock
(trailers, cars, carts, etc. with a NASA vehicle tag) per NPD 4200

*The ECN will be entered in the PP&E System for tracking (you can see the ECN in
EQUIPMENT)

*Capital Equipment is equipment with a cost of $500,000 or more and have an
alternative future use.

* You will see equipment in the system over $500,000 but is not considered Capital Equipment
because it does not have an alternative future use

*If you receive equipment that has gone through the GSFC Receiving in Bldg. 16W,
that meets the criteria for tagging, and was not tagged, you can send a tagging
request through EQUIPMENT (formerly N-PROP) or send an email to GSFC-05-
Equipment@ mail.nasa.gov.




Tagging Criteria

EQUIPMENT MEETING THE TAGGING CRITERIA

GSFC/WFF/H

a All equipment items with an acquisition value @ $5,000 or more _ .

a Capital Items - $500,000 or more with reasonable expectation the item will be used on another program that has not yet commenced
a Sensitive Items as listed below (per NPR 4200.1G)

a Exhibit and Display Items (regardless of acquisition value — per NPD 4200.1C) ~a

a Safes (all types — added per Security) ) (-

a Rolling Stock (items requiring a NASA vehicle tag — per NPD 4200.1C) s

a Shipping Containers (specialized — per NPD 4200.1C) | 4 |
SENSITIVE ITEMS LIST: k;\\\ ’

Items, regardless of acquisition value: ‘i’ { /

1) WEAPONS, all types including, but not limited to, air, spring, powder, or other propulsions system.
2) HAZARDOUS DEVICES, including environmentally hazardous devices. (Example: Breathing apparatus, portable x-ray, Defibrillator, etc.
3) Tablets, Mini Laptops, Smartphones, or other Computing Device

Items with an acquisition value of $500 or more:

1) AUTOMATED DATA PROCESSING EQUIPMENT (ADPE), which includes the following:

a. Computers, all microcomputers, personal computers, including desktop systems, work stations, laptops, notebooks, handheld computers (palms), and other portables, but
excluding mainframes.

b. External Computer Peripherals, including:
a. Printers.
b. Disk Drives, (Fixed and Removable Media). (Zip Drives included)
c. Tape Drives. (Magnetic, etc.)
d. CD and DVD Drives.
e. Scanners. (Optical Reader, Data Entry included)
f. Monitors. (Display Units for Computers only)
g. Terminals.
2) Cameras, all types.
3) Recorders and Players, including, but not limited to digital, laser, cassette, and reel to reel.
4) Radios.
5) Receivers. (Global Positioning System — GPS included)
6) Transceivers.
7) Televisions.
Shuttle Tiles.




- q®OFERy,

'NASA
*

Non-Tagged Property

NF 1517

*Government administratively-controlled Property not meeting the criteria for
tagging

*Items with a acquisition cost of less than $5,000 and are not on the sensitive item list
or other items listed for tagging per the NPD 4200

*ltems should have the NASA meatball tag “Property of U.S. Government” (NF 1517)
* If you need stickers, please contact your Equipment Manager

*Tracked internally by the organization per the requirement in the NASA Equipment
Management Procedural Requirement (NPR 4200.1), Chapter 3.1.3 Non-controlled
Equipment

* Spreadsheet

*Some organizations have developed their own internal tags for tracking this
equipment

*If a user has personal or contract property in their area a label should be affixed
stating ownership and identification



What is that tag?

* NASA ECN (Equipment Control Number) Barcode Tag
e This tagis used by Code 273/279 and other NASA Centers for tracking controlled property in N-PROP

* Inventory Team will scan during the Annual Equipment Inventory

e See tagging criteria sheet

* NASA Meatball (NF 1517) Non-Tagged NASA Property

ROPERZ,
* This tagis used on equipment that does not meet the criteria for tagging with NASA ECN and considered administratively- I:IIASA"
*

controlled

N ) i
» Tracked by your organization as they see fit I||||l||||||||1|7!!|!!z|.|.|!

e See your property custodian for stickers or email GSFC-05-Equipment@mail.nasa.gov OmnEID" recn

* RFID Tag

e Radio Frequency Identification Tags
* This tagis used in conjunction with the NASA ECN barcode tag

\

* ACES Asset Tag
* ACES Equipment

* Not tracked in EQUIPMENT (formerly N-PROP)
* Not Inventoried by the Property Inventory Team

* Personal Property Tag
A label you can create if you have personal property on Center Personal Property Of:

Jane Washington
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Credit Cards

* Government Purchasing Card Program Manager is Dawn Murvin, Code 210

* All government property should be delivered to Central Receiving, Bldg. 35, and inspected visually or
through an x-ray machine

* After inspection the purchase will be delivered to the cardholder as indicated on shipping label

* Failure to ensure your supplier/vendor labels properly and a completed Optional Form 347 (OF347)
could result in delayed receipt or refused delivery of your equipment/material

 All ec1uipment items with a value (per line item) of $5,000 or more and/or designated on sensitive
item list or other items that meet the tagging criteria are controlled with a NASA Bar Code Tag (ECN)

* The OF347 should be completed when the order is placed and sent to Pat Burns, Central Receiving
Section Head (Code 279) by Fax (301) 286-7556 or email edward.p.burns@nasa.gov

* Areas on the form marked X must be completed by the cardholder.
* This form needs to be in Receiving prior to the arrival of your items.

* If the credit card holder purchased ADP/IT Hardware or “sensitive” material and picked it up, in lieu of
shipping it to GSFC’s Central Receiving in Bldg. 35, they must forward the completed form OF347 to
Equipment Control, Code 279, Fax (301) 286-3445 or email to GSFC-05-Equipment@mail.nasa.gov




Optional Form 347

ORDER FOR SUPPL ES OR SERVICES

| Pace of PAGES

IMPORTANT: Mark all packages and papers with contract and/or order numb:

ers.

T. DATE OF ORDER 2. CONTRACT NO. (If any)
N/

6.SHIP TO

o NAME OF CONSIGNEE

3.ORDER NO. - CREDIT CARD
X PO NUMBER/ORDER LOG NO,|

4 REQUISTION

X NASA/Goddard Space Flight Center Attn: Cardholder Name
|p. STREET ADDRESS

S 1SSUING OFFICE (Address correspondence to)

X Mail Code, Building, Room Number

X Cardholder Name, Mail Code cITY STATE ZIP CODE
7.70 Greenbelt MD r 20771
a. NAME OF CONTRACTOR |f- SHIP VIA
X Vendor Info
b. COMPANY NAME 8. TYPE OF ORDER
. STREET ADDRESS lREFER ;NZ%RVCOHlﬁ?SE B .DELIVERY — Except for billing instructions on the

o erve tis dell ety crdr s ubject instnuctons conialne an

[Please furnish the following on the terms and conditions only of this form and is issued subject to the terms and

acy STATE |f ZIP CODE

pecified on both sides of this order and on the attached

onditions of the sbo e-numbered contract
heet if any including deli ery as indicated.

5. ACCOUNTING AND APPROPRIATION DATA

[10. REQUISITIONING OFFICE
X Cardholder’s Name, Mail Code, Phone Number

1. BUSINESS CLASSIFICATION (Check appropriate box(es))
[ a smALL [T b. OTHER THAN SMALL.

] d. WOMEN OWNED [ e. HUBZone

[Jc. DISADVANTAGED
f. EMERGING SMALL BUSINESS

2.F.0.B. POINT

o SERVICE DISABLED
VETERAN-OWI

13. PLACE OF
. ACCEPTANCE

[14- GOVERNMENT B/

3 INSPECTION

LNO. 5. DELIVER TO F.O.B. POINT ON OR

[BEFORE (Date)

6. DISCOUNT TERMS

17. SCHEDULE (See re_erse for Rejection:
UANITY | UNIT ONIT QUANTITY
EM NO SUPPLIES OR SERVICES SoERED SRICE AMOUNT prersiiling
(@) (d) (E) - Q)
1 XXXX XXX XXX XXX XXX
X Mark For: Requestor’s Name:
Requestor’s Code:
Requestor’s Bldg/Room Number:
Requestor’s Phone Number:
[16. SHIPPING POINT 19. GROSS SHIPPING WEIGHT Ize. INVOICE NO.
17(h) TOT.
SEE BILLING 21. MAIL INVOICE TO (Cont.
insTrRucTIONS [ NAME Fooe)
CREDIT CARD ORDER
oN Jo. STREET ADDRESS (or P.O. Box)
17()
REVERSE s
fo.ciy Ia STATE . ZIP CODE TOTAL
22. UNITED STATES OF AMERICA BY (Signature) 3. NAME (Typed)

LTLE CONTR,

AUTHORIZED FOR LOCAL REPRODUCTION
PREVIOUS EDITION NOT USABLE

OPTIONAL FORM 347 (REV. 412006)
Prasaibed by GSAIFAR 43 CFR 53.,213(1)




Found on Station

*NASA Form 1618 — Found on Station form is completed when
equipment is found in your area that meets the criteria for tagging. You
can call Equipment Control, Code 279, Alice Williams @ (301) 286-2551
or email GSFC-05-Equipment@mail.nasa.gov

* Purpose of this form is if no purchase order or the purchasing document is
over a year old

°If you receive equipment delivered directly from the vendor or a credit
card holder purchased equipment and bring it on site, please:
* Log into EQUIPMENT (formerly N-PROP) and submit a request for tagging or

call the above number for a Tag In Division (TID) or email GSFC-05-
Equipment@mail.nasa.gov

* Have a copy of the supporting documentation ready for the Tagger



Found on Station (FOS

When you find a piece of government property that should be tagged email GSFC-05-Equipment@mail.nasa.gov.

Do you have the paperwork or is the paperwork older that 1 year? You will need to complete a FOS form.

Information to provide when submitting a “Found on Station” form for processing? The fields below must be completed prior to
submitting. NASA Form 1618

— Found On Station (FOS) e
Speoe  em Equipment Investigation " AT
e, - See insbuctions on revarse. Fiease bype o § (This Area for Supply and Equipment Management Branch)
Users Name Mail Code (Equipment Manager Representative- Recommendation this
o wooe Section)
“’Equ Mgr. Name) ((Signature ) " (Date)
a \ermmnsmlusmnmu
|Custodian’s Name & Signatu o ) )
AT NVESTIGATION AND STATEWENT OF CIROUMSTANGES (SEMO Investigation and Recommendation Section)
Ormcmemn e O Ew - O &E=""" O5G="" oo
" v ———— ] i I 6 ¥ G PRINTED FANE C BEATURE TBATE
sumvorTy S— S— (SEMO Name ) I (Date)
vl CONTRACTORNENDOR TO Du DOCK TOURER  [m] CONTRACTOR INSTALLED
A thi ti o Fa¥'a W GENERAL INFORMATION
U l I D Q& A wenan cast of $1.000 of more, or senstivg Roms with an acquistion cost of 3800 or
FABRICATED BY rnonrlultb. the NASA System (NEMS) and NASA financial records, and
[S%p o Teonecire) (Vo Croer 1o ) wmlummw)m-mwmmm
(Requeste) Crg. Coosy :Iupmumnmmmmmu.::;nmmmmummnlqu Found on
Station (FOS) Ex and (2) in order to faclfate
2 EXPLANATIONS (Usw B ersian ahy nm was ol coroted LEon rece g, GRVITRT ATOLPN Mematy i COMNew on sepera mwel ¢ tecassary) mummm
Fill In Explanation Here R
3 NVESTIGATION AND FINDINGS BY (Name asd ] 4 OFRCEAWL CODE 5 DATE Racumant No. - A Wansaction number assigned by control equipment Rem 1o bypess phyeicel
Name & Signature | "Date D e e e
ame 19 T equipment tam. ) m'm:‘mmnwmw-ww
S SRR e Part | — mvessigation and Statement of
. ‘_““_‘“"""“‘““"“’_‘"“"’;""“*"“ . Sxsormiatus - o b= comed by e« s Batll=Action ~ Sek-explanatony Howe, o
(Division Chief’s Recommendation To Prevent Recurrence) "ot ctner o i corcitance f i) rced, 4435
the that alicwed the SPNotate CONCUrTence 8% part of his of her revire.
Signature) (Date)

MASA FORM 1418 SEP 2000 FREVIOUS EDIMON CAN BE USED




Cannibalization/Modification

*NASA Form 1617 - Request for Cannibalization/Modification of Controlled
Equipment

* This form is completed when an item has been added or removed from a controlled piece of
government owned equipment

* The modification cost adjustment should be $1,000 or above

*This form can be obtained through EQUIPMENT ﬁformerly N-PROP) or on the Code
273 webpage. It needs to be filled out completely, please type or print clearly

* At the bottom of this form in Section V — Actions, it states that the users
Division/Directorate or Contracting Officer’s or other Official’s must review and
approve the information, sign, and date this form before you mail it to Code 279
Equipment Control

*Once approved a cost adjustment or a deactivation transaction 73 — Delete Resulting
from Assembly/Disassembly will be processed to remove this item from your
Property Account. The cost adjustment will be made to add or delete monies from
your tagged equipment. The item may or may not be removed from your Property

Account depending on the cost and whether it still meets the criteria for tagging



Cannibalization /
Modification

What form to fill out Prior to
adding or removing items to
a controlled piece of
government equipment.

The Property Custodian or
end user must complete and
submit a “Request for
Cannibalization /
Modification of Controlled
Equipment” Form!

NASA Form 1617

National Agronaufics andl Request for Cannibalizatiom/Nlodification Cheq

epmmmmm of Controiled gulpment _—
A mm i . —

LL Dar":{; [efaoor
rﬁmmmm RN, TG RSN, SN NIMaaF, eCr:)

Equlpment Information From EQUIPN[ENT Database

HESE Requestors Signature Here " T elephone IWE e

IEGMW‘NA'I L mm mwmm mammw mmuﬂmm TURKED INTO THE PROPERTY

,-‘,.-g,-- O TR TR TS G e

Propety Custodlan Signature Here Telephone’a_ Date

e Y fetneked i) Check Here
O ) Describe Reason If Checked “NO”
| Name & Tltle Her ionature Here | Date

i o Check Here
) (Thls area 1s for Equipment out on Contract)

Name & Title Here ignature Herer’W Date

. Check Here
[ v )Fm Supply and Equlpment Management Branch Review

) Name Here Slgnature Heréﬁ Date

'k One

25



Storage

*Storage Information Management System (SIMS) is the automated
tracking/data collection and reporting system for the GSFC Storage

Program.
* https://gs279sims.gsfc.nasa.gov/sims/login
* Please see the User Guide located on the website above.
* You must submit a storage request through the SIMS system.

* All storage requests must have a valid WBS number, fun number, cost center
number, or Contract Task Number in order to pay for storage services.

*The Project Storage Program is the storage of equipment and materials
including program critical hardware, ground support equipment,
exhibits, and other materials.

*The NASA GSFC storage facility is located in Laurel, MD.

Storage Information
Management System




Borrows of Government Property
to NASA Government Employees

* Internal On-Site Borrows
* GSFC Form 20-34 - GSFC Property Custody Receipt

* To be used when you want the equipment to stay in your Eroperty account code and you let another user
in another account code borrow it for a short period (Both parties should retain a copy)

* Off-Site Borrows by GSFC Employees for less that 30 days (NF892)
* NF 892 — Employee Property Pass/Loan Agreement and Removal Permit (see the attached)

. 'I{n:lggg)rm can be found in EQUIPMENT (formerly N-PROP) under the LINKS tab (Property Pass Form —

e 30 days or less: Emploa/ee, property custodian, and division chief signs; Copy retained by employee and
property custodian — do not send form to Equipment Control

* Off-Site Borrows by GSFC Employees for 31 to 180 days (NF892)
* NF 892 — Employee Property Pass/Loan Agreement and Removal Permit up to 180 days (see attached)

. 'I{n:lggg)rm can be found in EQUIPMENT (formerly N-PROP) under the LINKS tab (Property Pass Form —

* Signature required for employee, property custodian, and division chief; Forward to Code 279 Equipment
Control or GSFC-05-Equipment@mail.nasa.gov to process in the system as a borrow out

* Automatic reminders are being emailed before the expired due date

* When the borrowed items are returned — you can send an email to GSFC-05-Equipment@mail.nasa.gov
for updating the location and remove the borrow information




NF892 Employee Property Pass/ Loan
Agreement and Removal Permit

Naoral EMPLOYEE PROPERTY PASS AGREEMENT
—— AND REMOVAL PERMIT

Space
Administration (For use of this form see NPR 4200.7) Page

This Form applies to MSAequmlnenlmmem!nﬂyanASA employees or (on sitc) mmmammmm«m
herein and

(Telework or travel). This with the to remove the
equipment described below to the location mdﬁrﬂmoﬁwpumosewmdmwﬁramn-mdmm exl:esd' 180 calendar days
for NASA empioyees (30 calendar days for COntractor will be returned Ioan period, or
immediately at mmmmmwmmmmym

1. EMPLOYEE NAME (Last, First, Mi): 2. ORGANIZATION 3. CUSTODIAL ACCOUNT NUMBER | 4. OFFICE PHONE NO.

5. PERIOD OF PASSIAGREEMENT (Galendar days) 7.RETURNDATE |8. CONTRACT NUMBER

[] 30DAYSORLESS [ | 31-180 DAYS
9. PURPOSE AND LOCATION OF THE EQUIPMENT ON THIS PASS AGREEMENT: (Indicate the reason why official use cannot be accompiished on
site: during normal or extended hours, and the location where the equipment will be ussd).

6. REMOVAL DATE

10. EQUIPMENT DESCRIPTION

TEM#[ a ECN | b ITEM NAME | o MODEL  [d SERIALNUMBER
T

iz | \ | \

CONDITION. The employee assumes full for the: mdmnfﬂwmwwmmmmnmﬁ

its use for other than the puIpose of this pass/agreement. Per NASA Pomymemvememnﬂum: (Equipment Management), the
M&smymmmmmwmmmmmwwm damage, or destruction of the NAA equipment resulting from
or wanton and willful misconduct.

11. EMPLOYEE ACCEPTANCE

1 request, accept, and assums compiete respansibility for the equipment listed in Section 10 and | certify that the smnpnmwaemdm conduct
official NASA business. | also certily that this passfagreement is requested for the minimum i the specified.

project. The use and the tmely retum of the above listed equipment will comply with aif stipulati tained in this property

EMPLOYEE SIGNATURE: DATE:

o

12 NAME AND SIGNATURE OF APPROVING OFFICIALS

a PROPERTY CUSTODIAN SIGNATURE DATE

—

b. DIVISION CHIEF OR CONTRACTING OFFICER SIGNATURE DATE:
(If contractor employee) —

. SEMO CONCURRENCE SIGNATURE DATE:
(For agreements exceeding 30 calendar days) —

13. RECEIPT FOR RETURN OF PROPERTY
SIGNATURE DATE:
[ =

NASA Form 892 01/14 (4.0} PREVIOUS EDITIONS ARE OBSOLETE NRRS 4/38




External Loans

* Equipment may be loaned within NASA and outside NASA to:
° NASA Center

* Government

* Private
* Foreign
* Partnership Agreement

 External loans may be loaned out for an initial period of 4 years
* Loans may be granted up to two 1 year extensions

* Loan requestor provides a written justification that clearly explains the NASA mission requirement

* The NASA organization proposing the loan is responsible for creating and gaining approval for any loan or loan extension prior to
the movement of property to a loan recipient

* External loans outside of NASA must be reviewed and concurred by Center Chief Counsel/Office of General Counsel
* Foreign Loans must be reviewed and concurred by NASA Headquarters OIIR/Export Control Administrator

* All external loans will require NF893 Loan of NASA Equipment
e Send to Code 279/273 for processing and updating of the PP&E / EQUIPMENT System (formerly N-PROP)

e Allloans will be assigned a loan number

* Loans should list both controlled (tagged) and administratively-controlled (non-tagged) equipment




NF893 Loan of NASA
Equipment — Interactive Form

The Terms
and
Conditions
for the
external
loan will
change

based on the
box checked
within
section 4c
(Within
NASA) or 4d
(Outside
NASA).

National

Aeronatis and LOAN OF NASA EQUIPMENT
Spwe (For Lisw of s Form 3me WFD 4200.1)

1. LOANMRGREEMENT NUMBER

|2 LOAK FROM: (ASA]

[3 LOANTO. (Barmcwen)

22 ORBANTATION (KASA coner oanscaing the (oan)

32 CRGANTATION [Name of Borcuwsy and Booows s 3adwss)

% SPONSOR CREANZATION (Program Promet and name of NASA |36 WILL BE USED
ofeial spomsaring e koan) Borrowers addross)
|43 START DATE: 46 END DATE-

4 WTHNNAZA (]

44 OUTSDENASE  []

[]USGOVT [7] PRNATE [7] FOREGN [T] FARTNERSHE

[] CENTER TO CENTER [] WTHIN GENTER [] OTHER
7

THE LOAN: (Eatorthe

o
an the NASA mvsson requiement zatfied by the ban)

& EQUIPMENT DESCRIPTION (EQUIPMENT)

Addfiow | Femowe flow

| 2. NOWENCLATURE. WCCELSERIAL NUNBER [ed Aca. CosT|
[7- TERMS AND CONDITIONS
Section 4 Lean Derale option 42, Mthin NASA
or&d Ourtswde of NASA
[B. CERTIFICATIONS INAMEITITLE OF SIGNING OFFICIAL [SIGNATURE \TE
ProgamFronc: Oficial Dwicicn Deosier’ | -
Ba Approved wed Auherimd Exbltl Marmer
Bomowse -
. Approved s Auhoneed
NASA Form 833 0116 20) 'PREVIOUS EDITIONS ARE OSSOLETE WARS 688

Page 1012

B NASA CERTIFICATIONS (Fer bnsermal Une] |NAMETITLE SONATURE AT
3| Bavs roviomed and concsr wih fis loan | Sorlee Chind ConasiiOFcn of Canmeal -
agreementimed Councel

a3ton 1o the b3
sgreement.

The NASA

80, NiA. Proceed 1o Gc.

Certifications
(signatures

96, | have processed fis loan (AW the
rmcpsiemarta of NPD 4200 1.

required) for

rQuPpT

od pds
k] o i NFER3 i SAP.

Suppty and Equpment Mansgement Oficer | S
{SEMO)
' [

the external

NASA Ferm 833 01114 (2.0)

PREVIOUS EDITIONS ARE CESOLETE

loan will
change based
on the box
checked
within section
4c¢ (Within
NASA) or 4d
(Outside
NASA).




Instructions for Completing NF823 (Loan of NASA Equipment)

1. Loan/Agreement Number - Enter the Center generated "Loan Mumber” assigned fo fhe loan by Center logistics for control
purposes. Also enter the Partnership Agreement Mumber if in support of a Parinership Agreement. The Loan/Parinership
Agreement Mumber shall also be recorded in SAF fo indicate the “Out Status™ of equipment items.

2. Loan From (MASA) - Complete ltems 2a and 2b. This secfion idenfifies the crganization and the MASA official lending the
equipment.
2a. Organization (NASA Center Sponsoring the loan) - Enter the name and address of the Center and organizafion within
the Center lending fhe equipment.

2b. Sponsor Organization - Enter the name of the Organization, Program. or Project. and the full name of the MASA official
sponsoring the loan.
3. Loan To (Borrower] - Complete ltems 3a and 3b. This Secfion identifies the onganization borrowing the equipment.
3a. Organization [Mame of Borrower and Borrower's Address) - Enter the name and address of the organization
borrowing the equipment. Also enter the name of the responsible individualiofficial represenfing the bomowing
organization.
3b. Address where property will be used (if different from recipient address) - Self explanatory. This is the address
where the equipment will be located for the duration of the loan.
4. Loan Details - Complete ems 4a through 4d.
4a. Start Date - Enter the effective date of the loan. This is the date the bomowing official takes custodial responsibility of
MASA property. including in-fransit period.
4b. End Date - Enfer the effective expiration date of the loan. This is the date the MASA official regains physical custody of the
equipment after the in-fransit period.
4c. Within NASA - Check this block if the loan is infemnal fo NASA. Select one of the fallowing: "Center fo Center” if the loan is

executed among Centers; “Within Center” if the loan is executed between organizations within the Center's responsibility.
“Other” if the loan is executed among MASA organizations and under circumstances not described herein.

4d. Owtside NASA - Check this box if the loan is external o MASA. Select one of the following:
“U.S. Gow't," if the loan is fo a U.5. Government entity
“Private.” Self explanatory LAW NPD 42001
“Foreign,” Self explanatory 1AW NPD 4200.1
“Partnership Agreement,” If the loan is to an enfity under a partnership agreement.

5. Purpose of the Loan - Enter the agreement number if in support of a partnership agreement; otherwise clearly explain the
benefit to NASA and the NASA mission requirement safisfied by the loan.

B. Egquipment - Complete [tems Sa through 6d.

Ba. ECHN - Enter the Equipment Control Mumber (ECN) assigned fo the equipment item.

Gb. Nomenclature - Enter the full ltem nomenclaiure/descripfion

Bc. Model/Serial Mumber - Self explanatory. Enter the Model and Serial Mumber.

Bd. Acquisition cost - Self explanatory. Enter the acquisition cost.

7. Terms and Conditions - Terms and Conditions of the loan for all parties to read and agree upon.
8. Certifications - Read and Complete 8a and 8b.

Ba. NAMEITITLE of Signing Official - The loan is approved and suthorized by the NASA signing official. The Program/
Project Official, Division Director/Exhibit Manager, or equivalent MASA official approves the release of the equipment,
signs and dates.

Bb. NAMEITITLE of Signing Official - The signing official of the borrowing organization completes this section. The
responsible individualiofficial identified in Block 3a (representing the bormowing organizafion) agrees with the terms and
condifions of the koan, prints name. signs and dates.

8. NASA Certifications (For Infernal Use) - Complete items Sa through 8d (as applicable).

‘Ba. Mame/Title/Signature/Date - OGC'OCC reviews the loan in accordance with MPD 4200.1, signs and daies prior fo the
agreement being signed on behalf of NASA.

8b. Mame(Title/Signature/Date - Only applicable when "Outside MASA" and "Foreign” is selected. OlIR/Export Control
Administrator reviews the loan if the loan is to a foreign entity.

B¢ Mame Title/Signature/Date - The SEMO cerfifies the process of the loan in accordance with NPR 4200.1, signs and
dates.

Bd. MameTitle/Signature/Date - The Equipment Manager, or the individual designated by the SEMO, certifies that the
transaction{s) is recorded in SAP, signs and dates.

MASA Form 833 01/14 (2.0) PREVIOUS EDITIONS ARE OBSOLETE MRRS 4538
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Transfer to NASA Center or a
Government Agency

*GSFC Form 20-4 - Transfer/Shipping Request is required

* Off-Site Transfers to another NASA Center
* Do not remove the tag

* |tems will be removed from your custodian account and transferred to the other NASA
Center upon verification

* Please have the other NASA Centers information as to who is receiving the item, the
location, and telephone information

* The other NASA Center is contacted to verify the item has been received and a transfer in
the PP&E System will be processed

* Off-site Transfers to a Government Agency
* Tags need to be removed from the item(s) before shipping to the other Government Agency

* |tems will be removed from your custodian account and transferred to Government Agency

* The shipper needs to contain the information of what Agency it is going to and the point of
contact with a phone number. We will need an acceptance signature from the Agency in
order to transfer.



Transfer/Shipping Reguest (See instructions on Reverse) , Page____of .
¥, Frode ‘ 8. Orighater’s Name, Cods, Phone &, Autharity for Shipment
s LA POuContrantTask Ne,
. FAX Mo o Date (Gaining & Losing 1FApyL] : :
4. Requirad Balivery Nater 8. Prajeet Namo [ Contracitng Oficar pproval. - L
o S : Losing L
: & Raason For Shnnmenl' ™ ’
ke Eacadis . Letter/Loan Agicemeant:
Pigkup Location - — | A Gawact @ive P.O/Contact o, In Black 64 [ [oto, Subjacs Fite No. Galsing
: [} Repair/Retumy Undes Warramy B -
Contact; Piwng . | [ Repair Qut of Warranty 110.Other Ang\rmnf& hate
) - P E ONLFAGTS [ [
2, SHip TodNark Foy/Phane: [ Srmasfer Baluon Contracts /
|| Gentragtar Agguied e
B. Tsans%ors (Give Gainkn & Losing Avct) [C]o- Othar {Explain. in 18}
[V] Between NASA avdd Arofiier Agency . e ] 11,0.4. Spproyal ' " Dwte
Betweei NASA Cenfers ] 7, ShipPrepald []  Fund¥i
[ within GSFC JOb . '
Losing Acgt: Galnlng Azct:
Handl Camy [] Qr Ship Collacs 12, Approving Autharity Date
6. [ Ot (Expiainy : By: *Division Chief Slgnature
13, Are ‘lh,era. Hazardous, ﬁlamw YN IFYes, Explain, . ) : /
14, TR YN Commerce YAY____ Lisenseor ExempronNe _ hORLOReNOU I agn
Tech. Cantact __ Phone frax. i
15, 16 Noww Nasme, MFG, Madel No, S&N, Stck No, Qwner's Gantrpl Number, €ther Unlque 17, 18, 19, 20, EGN 21 Usig 22, Tl 23 | 24
ey 1-.3"*!&1'"\91 Bata and Spesial lstuctians FUT/Gut | Qiw | Uns Number Gast . {  Gos! | Wt | Dimensions 1
TRANSFER TO ANOTHER CENT ER OR GOYV. 1234567
AGENCY
*Copy must be forwarded to Code 279, Equipment Control , :

via mail, hand carry copy, or legible to GSFC-05- '
Equipment@mail.nasa.gov '

Verification of receipt must be received to allow processing
of transfer transaction to another Government Agency,

Center, or Within the Center ‘ !
Shaded| Atea For Traffic Management: tse Quly

Total Size
1

Date

GSFC 20-4. (2498) l NOTE ANM DDSGREPANCI‘ES ONITHIS AND:ON CARRIER'S: BOCUMENTS

. ACCOQUNTING COPY




Trade-Ins

*Equipment that is being sent to the vendor for exchange toward
another item

* The purchase order for the new item should contain the pertinent
information and if money is being exchanged toward the new item

* The item(s) being sent to the vendor should be typed on the
Transfer/Shipping Request, GSFC Form 20-4

* Please pull the tag on the item(s)
* Please notify Code 273 — Supply and Equipment Management Branch or

Code 279 Equipment Control about the trade-in via the GSFC-05-
Equipment@mail.nasa.gov mailbox

s




Lost or Stolen Property

*NASA Form 598 — Property Survey Report and GSFC Form 20-79 — Survey Report
Supplement

*If an item is lost or stolen, you will need to complete a survey report and supplement
and forward to Supply and Equipment Management Branch — Code 273

* Forward within 30 days from the discovery

* You are required to obtain all signatures when submitting a survey report. It is the property
custodian's responsibility to verify the report, ensuring that all signature blocks are
completed.

* |f stolen on or off-site the Goddard Security office should be contacted

* The security office will do a incident report and this report should accompany the survey report

*The Property Survey Board, Property Survey Officer, and Legal are making the
determination for negligence and to hold someone accountable for lost property

*Each survey counts towards the agency’s annual loss rate of a 0.5% that is reported
to HQ



Property Survey Report

What to do if Government owned equipment is Lost, Damaged, Destroyed or Believed to be stolen! A “Property Survey Report,” (NF598), must be
completed, making sure all Fields and Proper Signatures are included prior to submitting form to Supply & Equipment Management Branch — Code

273.

NS E GUIRTTT

Property Survey Report

U S et oy

Fill in, Check & Sign
all boxes!

A e & monven,

Division Chiefs Recommendation to prevent recurrence.

\ (fbr"nplete [

RSN RORM, Sy ] e e

Ibgféﬁr;ature "Date

A
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Survey Report Supplement

GSFC Form 20-79 — Questions to be completed by user, division chief, and property custodian to submit along with the NF 598,
Property Survey Report, for equipment that is Lost, Damaged, Destroyed or Believed to be stolen. Submit form to Supply &
Equipment Management Branch — Code 273.

Survey Report Supplement Survey Report Supplement
Complete and return to 273/Kevin Roberts Complete and return to 273/Kevin Roberts
(Kevin.J.Roberts@nasa.gov) (Kevin.J.Roberts@nasa.gov)
Provide the following information which is needed to investigate the Survey Report. To be completed by user: TO BE GOMPLETED BY DIVISION GHIEF

1. ECN # of Equipment: a. f user is a Contractor, provide Contract Number: 1. As cofrective actions for the missing item({s), what additional u-cumypmcad\mﬁ.e locked room of storage, £tc.) have you put in
place to prevent unauthorized access to the property for which you are account

2. Contracting Officer Nome: Email: Phone:

2. As cofrective actions for the missing itemis), what additional control procedures have you put in place to document who, when. and

u{mmds:hswquﬂyuﬂp{wﬂnmmwummam:;mbh ign out sheets for lab areas, use of property loan

3. Describe the missing item(s) and for what purpose you used the ftemis). forms, moifying Property Gustodian to move of transfe property,etc.)?

4. Were the missing itemis) in your custody? K so, when and at what location? 3. What other cormective actions have you implemented to prevent reoccurrence of missing itemis) from the property for which you are

accountable?

5. the missing ftem(s) were not in your custody and given to another user, provide the user's name, the date provided, and location.
Provide any documentation (i.¢., loan form, email, etc.)

4. What have you done to communicate to your employees their obhgation for property management/accountability?

. What was the type of faciity of the last known location f1.6., 1ab, storage, etc.)

TO BE COMPLETED BY PROPERTY CUSTODIAN

1. Date last inventoried:

7. Please provide the names of individuals who had access to the missing item(s).

a. Was this annual of an internal inventory (L., quarterly check in with users to ensure they have the property assigned o them):

. What security and control procedures did you have in place fo maintain custody of the ftemis)?

2. If user claims that the property was excessed, what's your procedure for excessing equipment (i.e., locked storage, etc.)?

9. Describe the s‘dlhllldnus.mvms,mll’wl!uuhsw locate the L lies i, physical search,
etc.). (“Search not completed” is not an acceptable response.)
a. Date the excess action was initiated: b. Name of the initiator of the excess request:
70. Who saw the missing flem(s) last? When and where were the ftem(s) 1ast seen?
< Was it excessed lled or Hled ? d. anm;edmN-PﬁW or via the disposal emall box as a
picl ?
n ctive actions for the i e.. locked room or storage, etc.) have you put in controlled equips lled equi N-PROP Disposal email box
loce o prvet Unsoteed oooess o e ety 1o which you ot scommabie? a (] (| O
GSFC Form 20-79 [January 2012) Previous editions are obsolele. Page 2ol 2

12 A actions for the missing i what additional ‘you put in place to document who, when, and
where someone else has custody of property f wwi»chwuwnwaurnsueue ﬂmumﬂwﬂslwhhnleo&uwmmwlm
forms, notifying Property Gustodian to move or transfer property, etc.)?

13. What other d have you missing itemis) from the property for which you are
accountable?
14, What do you need from your management and coworkers to strengthen ty and dures to prevent of

missing itemis] from the property for which you are sccountable?

GSFC Form 20-79 (January 2012) Previous editions are obsolete. Page 1 of




Contract Property




Code 270 Points of Contact

Point of Contact

Contract Property (NASA)

Gary Morris
GSFC Industrial Property Officer

Patricia Ellis
Industrial Property Management
Specialist

Nadja Hardy
HQ Industrial Property Officer

Equipment Management

Phillip Guzman (TRAX)
Equip Process System Spec
External Loans

Linda Wallace (NASA)
Equipment Manager

Code

273

273

273

279

273

Location

Building 26
Room N250

Building 26
Room N250

Building 26
Room N250

Building 26
Room $250

Building 26
Room N250

Phone/Fax

6-5031
6-1644 (Fax)

6-3265
6-1644 (Fax)

6-3242
6-1644 (Fax)

6-8255
6-3445 (Fax)

6-3244
6-1644 (Fax)




Borrows for Contractors

*NASA Form 892 — Employee Property Pass/Loan Agreement and
Removal Permit — only up to 30 days

°If required off-site for more than 30 days the equipment needs to be
transferred to the contractor via a GFE.

*A GSFC Form 20-4 — Transfer/Shipping Request needs to be completed
for Contractor Employees use of Government Furnished Equipment
(GFE) off-site and approved by a Contracting Officer (CO) and the
Contracting Officer’s Technical Representative (COTR).

*The External Loan process is also an option for use of Government
Furnished Property off site for individuals not affiliated with a NASA
Procurement award (Contracts/Grants/Cooperative Agreements) Center
Property



Removal and Use of Equipment by
Government Employees

NPR 4200.1: NASA Equipment Management Procedural Requirements

*Employee Property Pass/Loan Agreement and Removal Permit (NF 892)

* Approval to remove equipment from the Center for off-site use by a NASA employee will
be granted by the division chief and processed by Equipment Control, provided the
request is in accordance with the policy of this paragraph and Center policy.

*The division chief must also provide certification that removal of the property will not
adversely affect the performance of official duties in the division by the requesting
employee or any other division employee and that the equipment being removed is not
excess equipment. For on-site contractors, the additional approval of the Contracting
Officer's Technical Representative (COTR) and the contracting officer shall be required
before removal (only up to 30 days).

* Failure to meet these policy requirements can lead to disciplinary action or financial
liability for the employee, especially if loss, damage, destruction, or theft occurs during
the removal period.



NF 892 — Employee Property Pass / Loan
Agreement and Removal Permit —
Contractors Only for 30 days

EMPLOYEE PROPERTY PASS AGREEMENT

National

Aeronautics and

Space AND REMOVAL PERMIT

Administration (For use of this form see NPR 4200.1) Page 1 of 1
mmwsmmywtmmmwmm or {on site) ing official duties off-site
(Tetework o travel). This with the ions set forth herein and authorizes the employes/contractor to remove the

Eqmmdeswnbedbemwmﬂlehmun cited for the official purpose or project stated and for a temporary period not to exceed 180 calender days
for NASA employees (30 calendar days for . Subject will be returned at the conclusion of the loan period, or
tely at

the discretion of NASA upon nofice fo the employee.

4. OFFICE PHONE NO.

1. EMPLOYEE NAME (Last, First, Mi). ‘ 2. ORGANIZATION 3. CUSTODIAL ACCOUNT NUMBER

5. PERIOD OF PASSIAGREEMENT (Calendar days) [ 6. REMOVAL DATE |7. RETURN DATE | 8. CONTRACT NUMBER

[[] 20DAYSORLESS [ ]| 31-180 DAYS
9. PURPOSE AND LOCATION OF THE EQUIPMENT ON THIS PASS AGREEMENT: (indicate the reason why official use cannot be accomplished on
site during normal or extended hours, and the iocation where the equipment will be used).
10. EQUIPMENT DESCRIPTION
TEM#] a.ECN | b. ITEM NAME | ¢ MODEL [ d. SERIAL NUMBER

T
==
CONDITION. The employee assumes full il care, mdmeufmmeqwmwmmm
mmhammmmmdmwmfPermsanmcyoremmsmwomf(
memywmmmemmmmmmmm damage, wmwmw::wmm
MisConGuCt.

respansibility for the equipment listed in Section 10 and | certify that the equipment will be used to conduct
time required fo

I request, complete
official NASA business. | also certify that this is for the complete the specified purpose or
project. The use and the timely return of the above listed equipment will comply with all stipulations contained in this property pass agreement.

DATE:

EMPLOYEE SIGMATURE:
[

12 NAME AND SIGNATURE OF APPROVING OFFICIALS

a. PROPERTY CUSTODIAN SIGNATURE DATE
_——
b. DIVISION CHIEF OR CONTRACTING OFFICER SIGNATURE DATE:
(If contractor employee) —
. SEMO CONCURRENCE SIGNATURE DATE:
(For agreements exceeding 30 calendar days) =—
13. RECEIPT FOR RETURN OF PROPERTY
DATE:

SIGNATURE
-

NASA Form 892 01/14 (4.0) PREVIOUS EDITIONS ARE OBSOLETE NRRS 4/8B




Temporary and Other Than Full Time
Permanent (OTFTP) Short-Term and
Borrows

Temporary and Other Than Full Time Permanent (OTFTP) personnel can obtain Short
Term and Borrows exceeding 30 days (but less than 180 days or 6 months) when
approved by appropriate authority.

* Civil Servants

* Emeritus (former GSFC employees)

* Personnel donating services under donation of services agreement (not former GSFC employees)
* Graduate Student Research Program (GSRP) and undergraduate Student Research Program (USRP)
* NASA Post-doctoral program Personnel

* Post-doctoral Fellowships

* Temporary personnel — Students and Summer Faculty

* University of Maryland, College Park, ESSIC Program

* Graduate Summer Student Program (GSSP)

* Undergraduate Student Summer Institute (SI)



Transfer of GFE Accountability
to Contractor or Grantee

*Described in NPR 4200.1

*GSFC 20-4 (Transfer / Shipping Request)

*Send a copy to Code 273, EQUIPMENT / SAP Controlled




Transfer/Shipping Request (See Instructions on Reverse) , Pags____of
1. From: : ' 3. @riginator's Name, Gode, Phone 6. Authority for Shipmant
' [C]A. pO/ConracyTask Na,
. FAX Ne., - *V[)gu_lge = {Gaining & Losing if Appl)
4. Ragquired Delivesy Date; ﬁ%oggtgli&ftt\l/ag;antlcoop No. Q. (,(m!rar,nng Qﬁ_gggv Apgrgval .
s e Lesns  *Must have CO
o ‘ . Reasan Far Shipment: e, r/Loan A t i
Pickup Location___ A Gontract (Give B.O /Bontract Ne in Blncie gy | L O LSOO Agrasment Geinirg  signature
) . Hepairiaturn Under Warranty B B
Contack._. Phere... = ) Repair Qut of Warranty ) — | 10.Other Approvals Date
s Transfer Between Contracty . N
2. Ship Te/Mark ForPhane: § e
t : AF! .
a‘*‘"‘”—“@- ; COTR Signature
J Bontsactar Acquired -
B, Transters (Give Gaining & Losing Acet) [C]0. Other Explain in 416) ) ) .
Between NASA and Anather Ageney e -———1{ 11.Q.A. Approval " Date
Botween NASA Centess 7. Ship Prepald | ] Fund ¥r o
[ within GSFC JON - ’
ln%ir\g Acel Giai ning Acot: Y T~ T
XXX NNGO0AA Hand Carry [] ©rShip Gollect [ re-Anproving AURORY. 8
. X to OOC(G)"ew e — . *Div. Head, Project Man., or
€.[] Other (Exnlain) By: B h-Head-or-HicherSi |
13. Are There Hazardous Moms ¥/N _____ 1 ¥as, Explain, '
14, MARY/N _ Gommerse Y/N ____ Lieanse ar Exernpfian Na____ . 1LOA, LOA, or MOL Cxpert Approved Date
Teety. Contact, thne Eeqx .
15, 16. Naup Name, MFG, MQdeI NQ SN, s(e,cl\ No, Ownef s, Co&kol N’ufnber Qmev Umque 17, | 18, 19. 20. ECN zl Uml 22, Tetal 23. | 24.
ltom f  [densfying Data and Spacial lnwuanena FLT/Crie| Qty | unn Number Cost . Cost Wt | Dimensions
To GFE Contractual Agreement must be active 1234567

* - ey . . . . B

Items $5,000 ($500 if sensitive or as indicated .on tagging list) or greater Must be reviewLe d
. * To GFE Equipment against contractual Agreement the following approval . by C?de 279 fo
- arelrequired. If no signature from CO- Call originator to pick up shipper. | POs sible taggin
Obtain CO & COTR signature. (Can not process until signatures are obtained)

No ECN

v
v

vy

Indpstrial Propgerty Officer (IPO) Apgroval required
for GFE to Conitract, Grant or Coop Agreement

* GFE includes materials (administratively- controlled equipment items),
copy should be forwarded to Code 273 or 279.

Shaded Area For Traffie Management Use Gnly ‘ ed LONnracto \ Ownﬁd.

Total Size

Date

L S ----:_AG@QU,M’HNQCOW . - , e il




INSTRUCTIONS FOR GSFC 20-4 TRANSFER/SHIPPING REQUEST
(SEE GODDARD MANAGEMENT INSTRUCTION 6000.1 B)

Block 1: Enter the name, address, and phone number of source organization. Also add pickup location (bldg, room no., etc.) and name and
phone number of person to contact.
Block 2: Provide complete name, address, and phone number of destination & consignee. Post office boxes are not acceptable for any mode of
transit except the U.S. Mail.
Block 3: Provide the originator’s name, mail code, telephone extension, fax number, and date the document is originated.
Block 4: Provide the required delivery date for the shipment or effective date for the transfer. (Calendar date only)
Block 5: Check the proper block for contractor or government shipments. For shipments to a contractor, indicate in Block 6A the contract
number. Also, for transfers between contracts, indicate the losing contract number (account) and gaining contract number as
ltol,
Block 6: Indicate the authority for shipment. For any shipment to a contractor, the contracting officer’s concurrence is required. The project
name should be given in 6B when available.
Block 7: Check to indicate whether the shipment is prepaid, collect, or hand-carried. If prepaid, provide the job order number and funding year.
If hand carried, enter the name of the person who will carry it.
Block 8: Signature block for the property custodian, who will review every shipment to ensure proper accounting with the NASA Equipment
Management System (NEMS).
Block 9: Signature block for the contracting officer, which is required for any contractual shipment action identified in block 5A. For transfer
between contracts, both losing and gaining contracting officers’ signatures are required in this block.
Block 10: Signature blocks for other signatures that may be required by the originating organization. For shipments to tracking stations, route to
Code 533.
Block 7 1: Signature block for quality assurance approval. This is required if any items are identified in column 17 as flight or critical hardware.
Block 12: Signature block for designated final approving authority by the originating organizations. At the GSFC, this is normally the Division
Chief/Project Manager or higher.
Block 13: indicate with Y or N whether or not the shipment contains hazardous materials. If it does, describe the quantity, type, proper shipping
name or UN identification number, and packaging of these materials. Provide Material Safety Data Sheet(s), if available.
Block 14: This will be completed for any shipment from or to locations outside the United States. The Export Control Office (Code 234), as the
Center-designated export approval authority, will complete all applicable portions of Block 14 in coordination with the Originator/Project
prior to submission to the Traffic Management Office/Code 239.
Block 15: Number each line item sequentially.
Block 16: List each line item and describe by noun name, manufacturer, model number, serial number, stock number, and any other necessary or
useful descriptive data. Multiple quantities of serialized or tagged items may be listed as a single line item if the identifying numbers of
each are clearly described. If there are any special packing, handling, or shipping instructions, explain them in this block.
Block 17: Indicate by Y if the item is flight or critical hardware. If Y is entered for any item, Q.A. approval is required in block 11.
Block 18: Enter the quantity of each line item.
Block 19: Enter the unit description (i.e., each, package, lot, etc.).
Block 20: Provide the NEMS Equipment Control Number (ECN) for each applicable line item. If the item is a container, system, or rack, list all
ECNs therein.
Block 21: Enter the unit cost of each line item here. If estimated, precede the cost with “E”.
Block 22: Enter the total cost of each line item here. If estimated, precede the cost with “E”.
Block 23: Provide the actual or estimated weight of the line item, with units of measure. Enter total at bottom.
Block 24: Provide the actual or estimated dimensions of the line item, with units of measure. Enter total dimension at bottom.

Block 25: Signature block for person(s) hand carrying and receiving shipment.
For any questions, contact GSFC Traffic Management Office, Bldg 16W, x6-9933. Instructions, GSFC 20-4




Transfer/Shipping Request (See Instructions on Reverse) Page ____of [oocne: 2 THR2E
9. Fram ° " ' ’ | 3. Originator's Name, Code, Phone 8. Autthority tor Shipment ﬁ g, Brc.pem:m,sio&-i\n Apnmj;&f :
: C)a P.OuCantiactTask Ne. n R
FAX No. Date: (Balnivg & Losing 1 &pol ! M
4. Required Delivery Date: 5. Frolect Name |9, Contracting Officer Approval
‘ Lasivai
5. Reason For Shipment: . ; .
LR A. Contract (Give P.0./Contrect No. in Block 68) | " ,"D"f,’,if_“éfﬁgﬁ';f Gaiving
. (24 Repair/Return Under Warranty " -
Caontact Fhene 54 Repair Out of Warranty 10 Chen &pprovals Date
N . (] Transfer Between Contracts / '
2, Ship TofMark FosPhene: Contract GFE
Contractor Acquired T T '
B. Transfers (Give Gaining & Losing Acct) Other (Eiplain in #18) - o
Between NASA and Another Agency . . S ! 11.QK. Approval S Date
(<] Botween NASA Centers 7. Ship Prepald D Fungdyy
(<] Within GSFC JONI '
Losing Acct: Gaining Acgl! ~ - -
Hand Camry | | OrShio Collect |7 T.Averocing Authonity Rl
C.[8 Other (Explain ey : __» *Division Chief Signature
13, Are Thewe Hazardous ems YN _____ I Yes, Explain.
4. [TAR YN . Commerce YN ______, Licenss o Exampiien Nev e FLOWK, LOK, or MOU — Expert Kpproved Dafe
Tech, Contact Phore iy Fox i - _
118, ] 18. Noun Name, MFG, Made! Mo, 8:N, Stock K, Ownar's Conl mier, Cfer Unigue 1Z 18, 19. 20, EGN L, Uni 22. Total 23 | 24,
[tem ! Igeatifing Data and Speial nsinwtions Tt | Giy | Uk Number [ Cost . Gost Wit | Dimensions
Property Custodian Signature Required |
1234567
——» |
. - - - / |
Approving Authority Signature Required — Yes 1
f -
*Item $5,000 or greater . Item ECN Tagged | Lo
, i I 1
$500.00 for Sensitive Items or as indicated on tagging )
— i Must be reviewed by
\ H
. No . Code 279 or 273 for
End User or Property Custodian Signature Required \ ‘ possible tagging.
,‘ Total Size
i
Date
Sl SRR

GEFE 20-4 (2/96) » - HOTE ANY SCREPANCIES: ON THIS AND QN CARRIER'S DOCUMENTS
' .o KAOCOUNTING CORY




Transfer/Shipping Request (See Instructions on Reverse) _ Page of : ~loeeno. - 2TBB2
1. From:- 2. Qriginator'a Mamae, Ciade, Phone G. Authority far Zhipment B. Propmity Gustudian Awni;n:l'
T4 PO.MContranyTask No. ) v
FAX No. Date: T {Gaining & Losing If Appl) * .
4. Fequired Delvery Date: (8. Project Hame ' 9. Fontmcting Oftcar Aporoval - Late ii ’
. 1.05'."9 S .
8. Reazon For Shipmant: : ) )
Pluptocaton M. Gonteact (Gve .0 /Conteact N, InBlock 68) | © iy -] Gaining
) ) |__| BepairRetum Under Warranty T
fontagt _ Phone e | Repair Qut of Warranty 10. Other Appravals liate
' o | "y, oy N
2. Ship TofMark For/Phone: ) -, éﬂﬁf&‘gﬁ“" ontraoty ——
H Contractor Acquired — e
B. Transters (Give Gaining & Losing Acg) [C]D. Other Explain in #16) )
[ Batwoon NASA and Another Aganey — .04 Appraval . Dats
| Botwaan NASA Genters 7. ship Prepaid [ Fund Yr,
(] within GisFg JON ) .
Losing Azet: Gairing Acct: - -
Hand Garry {(-)r ship Golleet 12.Approving Authodity Data
©.[] Other (Expining By: : “*Division Chief Signature

13. Ara There Hazardous ltems YN ___ IFYes, Explain.

14. TARY/N_____ CommerceY/N____ Ligense or Exemption No ____ o ILOA, LOA, or MOU - CBpfiAmpovee Date
Tech. Contact Phone .. Fax i / .

15. | 18, Noun Name, MF(G, Model No, S/, Stock No, Qwner's Contre! Number, Qther Unisue 17, 7| 18 | 19 20. ECN, | 21, Unit 22, Total 23. } 24.

Item Identifying Data ang Special Instructions B ) o ) FLT/Grit | Qty | unit | Nurger | Cost | _Cost _|_Wt_| Cimensions

1234567
*Copy must be forwarded to Code
273 ifitem is controlled or GFE.

Shaded Area For Traffic Management Use Only

Total | Total SI;E )

P sy

25. Received By Date

- _ACCOUNTING COPY




Tl‘amsieréShippmg Reqwest {See Instructions on Reverse)

Page  of

L Dog No.

GIFG .:04‘6 (2/96)

SebeE e

)

* Y, Fioms cf)mg,namr‘ Narm, Coag, D"me (6, Authgrity for Shipument &, Broperty Cystodian Approval
1A, P.O/GantiagtTask No. , et
| FAXNo, Date; — (Gaining & Losing if Appl) .
4. Renuired Lelivery Datg: [T]B. Project Name . ,Géru:ras;tmg Qftlcar Aphraval
o Losing -
&, Reason For Shipment: ’ ; N
P‘H\W"- R o A. Centrect (Give P.Q./Contract No. in Block 64} e :‘5;,?%3%%2?‘;3‘; ;:1 Gaining
| Rapalr/Retum, Unday Warrarty
_Gentact Phene — Fepair Qut of Warranty / 10. Other Approvals Date
2, Siip TeMark FovPhape: @gﬁi‘:ﬁzi‘m Cf’"‘"“’"
|_Ji Gonfrastor Acquired T
B, Traps/ers (Give Gaining & Losing Acat) o vor (Explain fn #16) o . .
V] Betiwean NABA and Angther Agency S—— 11.0.A. Approval Dato
/| Betwisan NASA Genters. 7. Ship Propald _] Fur\d‘ ¥,
7] Within GSFG JON
Lc:lmq\ Acet: Gaining Acet: p o
Hand Carry ] OrShip Gollect 12. Appyaving Authadty ate
o[ Qther Explang By: *Division Chief Slgnature
13, i&:taim;eraHamrm,mimvm YIN__ ifYes, Explain.
. Commercs YAN | UesnseorExemptionNe — ILOALOA, or MQU Expdit Approved o Date
B S . Phene Fax - o /o S
13, | 16 [‘ls:).srubﬁat'mv M"G M‘Qdell!\o ScN Stock N, Qwner s«qonlml Number,&her Um‘auo 17, 18. 19, 20,ECN 21, Unit 22, Total 23, |24,
Its dentifying Dataand Spesial Instrustians o |FLTGA: | Qy | Umit | N Cost _Cost Wt [ Dimensiens
1234567
*Copy must be forwarded to Code 279 if item is
controlled or GFE.
E e
| Verification of receipt must be received to allow :
; . - i |
- processing of Transfer Transaction to another Agency,
Center, or Within the Center
Shaded Arga For Traffic: Management: Use Only
: Tatal | Total Size
| Wt
o
Date

NOTE &NV DISCREPANCIES ON/THIS AND ONI CARRIER 8 DOCUMENTS

 ACCOUNTING COPY




Tr&ns!erlsm ppmg qu uest (See Instructions on Reverse) ) Pagn____of_ -~ Dos o 276
¥ Frofe ’ a Orxgmra Mamg, Gods, !’I".D'!Q ‘0 Aut.lw*nylw&!up'nsnl o ﬂm;tﬂyl‘ usl\'uimuhrnmn
A POSContrast/Task Mo, -
L oemo. vate: A e & oot Aot *Signed
4. Fenuired Delivery Date: [, Proicet Name . 8. Conlracting Otticer Approval
} Lusing
e |G Letlevioun Agruement Giagin]
Pickup Location ____ l y J {Date, g,.h}.a? Files e ) Galnlng
o ! Emwmum Uncw. Wmmty -
Gemtact Phars | [ Repalr Ot of Warranty 10.Qther Apprevals Date
2.’ ship Te/Mark Fos=hane: . ,—q g:ﬁ?ﬁaﬂﬁégm Contiasls
[ Cartractor Asquired -
8, Transfers [Glve Galning & Losing Acot) [l Othor (Explain in #18)
Between NASA and Arother Agency o 1.0 A Appirosal Date
_| Botwaon NASA Centera . shipPropatd  [T] Bund ¥t
[T within GSFG JON ’
Loging Aect: Gaining Acat:
. Hang Garry [_—_] Or Ship Gollegt D 12. Approving Autherity Dte
2,[7] Other (Explain) By: S *Slgned
14, Are Thers Hazardous llev,':;s_ YN I Yes, Explain,
14, TARYN___ Gommerce Y/N____ Liconse ar Exemption No  poaoaormMoU B " Export Approvad - Dats
: o : ~ Phona . Fax o 7
185, 6 Nw" me, MFG, Madel No, S/K, Stack Ne, Qwner's Contral Number, Qther Unigus 17, 18. 19, 20, ECN 21, Unit 22, Total 23. |2
Ham Identifying Data and Spegial Instyuetions FUT/CHE | Qly | unit Number Cost Cost wt | Dimensions
> 1234567
//
*ECN Tag should be removed by PC, if not, Code 279 (TRAX) must tfo.
Total Size
Date
GSFC 20-4 (2/98)

NQTE ANY DISCREPANCIES OM THIS AND ON CARRIER'S DOCUMENTS

_ACCOUNTING CORY




'll'ransierlShlppmg Request (See Instructions on Reverse) Page of . ' loocno. - 27682 5 -
"1 Frome §. Originator’s Name, Code, Phone 6. Authority for Shipment: le. Prepenty Custodian Apbm'vai '-‘1-‘ v Dalo 4
1A P.OContracyTask No.. * :
FAX No., bate: tGaining & Losing if Appl} Slgned
4. Required Celivery Date: [7]B. Projeot Name 9. Contracting Officer Approval Bate © -
) Lasing ‘ ‘
) 3. Reason For Shipment: 5 / A .
Pickup Location . A. Centract: (Give P.Q/Contract Na. in Block 64 ML &?gif ‘s'mamm::? [32?) Gaining
. y g . Repair/Betirn Urdar Warrarty
Contact Phane Repalr Qut of Warranty 10. Gther Aaprovals Date
("} Transfar Betwsen Contracts '
Sh i B L
2 Ship To/Martk Foy/Phone: ) ) Ganfracs GFE
GCorfrantar Asquired - -
B, Transfers (Give Galning & Losing Acat) [Jo. Other Explaintn #16) o
(| Betiween NASA and Arother &gency 1.Q.A. Approval Date
Betiween NASA Genfers 7. Ship Prepaid [ Fund¥r_____
Within GSFG JON
Lasing &cet: Gairing Acety . "
Hand Carry D Or Ship Cellect D 12. Approving Autharity Date
. * . Qs
. oter@aan T LOAN By: Signed
13, AraThere Hazardous fems YENI__ ifi s, Explain.
14, IWARYIN_____ CommemceY/N______ LicensearE plian Mo ILOA, LOA, or QU Expast Approved o mDalo ‘
Teaty, Contact Phone Fax
18. 16. Noum Narme, MFG, Madel No, S/N, Stack Ne, Qwner's Contio! Number, Other Un'gue 17, | 4. 19. 20.ECN 21. Unie 22. Total 23. | 24,
Hem Tdennifying Dara andl Special lnstruetions FLT/Crit| Qty | Unft Nurmber Cost Caost Wt | Dimensians:

*See Code 279 to verify Loan agreement; active agreement
number must be on file (LOOXXX).

| NOTE: “Process/Return” is not considered a Loan '

Eduipm_enf Control (Code 279) Approval required for
ILOA, LOA & MOU Type Loan

Shaded Area For Traffic: Managerment Use Only

Total Size

Date

[ : ek A R ion D PTRED LY, : iz ; b
GSFC 20-4 {2/96) N‘.OTE ANY DISCREFANCIES ON THlS AND ON CARRIER‘Q DOCUMENTS
. ACCOUNTING COPY




'lrmnsferlsrtippmg Requesi (See Instructions on Reverse) v Page __ of . ooove 076825

r‘ Frome &. Qriginator's: Wame, Code, Phone | &, Authority far Shinment &, Property Gustadian Approval s . Date s
i A P.O/ContractiTask No. . i ILRRC S e R
BAX No: Date: = P {Gaining & 781ngliA Er) N *Slgned My
e . : ontract/Grant/Coo 0. - -
4. Rengirec Delivery Date: [ 1B Praject Name, P 9. Contracting Qificer Approval N Date -
: : : : Lesnz *Must have
5. Reason ForShipment: U::C Letter/Loan Ag L .
Poivplocsten . | A Contract (Give P.Q.Contract Na. in Block €A} " Date F Gaining s1gnature
S . . ' Rapai/Retuin Lindar Warranty S -
Centack frene . Repair Qut of Wasanty 10. Other Approvals Date
. | Tt
&, Ship Te/Nath FauPhare: %c':,’;&%":é‘““ Can .
: [ Contractar Aaquirer] - COTR Slgnature
: B. Transfars (Give Galning & Losing Acct] [J©. Cther Explain i #18}
PRIME Contractors Name C/O Befwean NASA ard Anather Agency . 11.0.A. Approval Date
Bedwesn NASA, Centers 7. Ship Prepaid D
Subcontractor, employee...etc. =] within GSFG o
Lesing Acct: Gaining Acct:: s e Arthert Dat
) ot . Appirow 5 ate
. Code/Contract/Gr ant/Coop No. [HandCamy [] llest | praving Aufharty
. *Qs
‘ : &[] Other [Expiain) . By: Signed
13, are These Hazardous lems YA I Yes, Explain. , ‘ /
14 AR YN Comwerce ¥/ ______ License ar Exemption No ILOA, LD#, ar NQU / éxpoh'-Approved Dates
Teet Cantant . R .. Phane Fax
15, | 16 Nouw Narre, MFG, Mcdel Ne, SiN, Stock: WNo, Cwner's Cansrol Number, Other Unigue 17. 3 19. 20, ECN 21, Unit 22, Total 23. |24,
Itatmy ldentifying Diata and Speg al Irstiucticns FLY/Crit | /Qty || Unk Number . Cost Cost. Wt | Dimensions

* Even for materials (non-equipment items), copy should be
forwarded to Code 273 or 279.

* If no signature from CO- Call originator to pick up shipper. Obtain i
! CO signature. (Do not ok until CO signs) ' :

* Industrial Property Officer (IPO) Approval required for GFE

Shaded Area For Traffic Panagerment Use Cnly

Total Size

Date

“*wf’m G D, 5
GG 204 o136y NOTE &H¥ DISCREPENGIES ON THIS ARD OH CARRIER'S DOCUMENTS

- ACCOUNTING COPY




Transfer/Shipping Request (See Instructions on Reverse) _ Page __of DocNo.. 2 [ 682 5 |
1. From: o 4. Originator's Name, Gode, Phane ' 6. Authority for Shipment " 8. Proparty Custodian Approval -+ . Daté
[T]A. P.O/ContracyTask No. Qs 1 NI TTH
FAX No, Date: n P - Signed Fab
dd ol . - .ontrac ran .00 0. [ e (a ———
; 4. Required Delivery Date []B- Project Name P 9. Contracting Officer Approval Date -
| Losing
) 5. Reason For Shipment: . o
Pickup Location ___ ‘ A. Cantract (Give P.O/Contract No. in Block 64) Le (ngil:%uggég?{?ﬁ;n 525 Gaining
| __| RepairReturn Urder Warranty
Eomaﬂ — Phone | || Repair Qut of Warranty 10.0Qther Approvals Date
) ) A j () Transfer Between Contracts I B I '
2. Ship To/Mark For/Phone: | (¥} Cantract GEE i
| Contractor Acquired -
) B. Transfers (Give Gaining & Losing Acet) [T]0. Qther Explain in #16) R o
PRIME Contractors Name C/O [_]Betviaen NABA and Another Agency — ——| 11.0.A. Approvel Date
Betwaen NASA Genters 7. ship Prepaid  []  FundYr
Subcontractor, employee...etc. " Within GSFC JON
Losing Acet: Gaining Act: i PR 5
. 1 i 12, Approvin thorit ate
Code/Contract/Grant/Coop No. |HandCary [] OrShip Coltect [7] provna !
G.jﬂlher(&xplain_) Return of GFE By:
13.  Are There Hazardous ltems YN _ I Yes, Explain
14 ITARYMN ____ Commerce Y/N ____ License or Exemption No 1LOA, LOA, or MOU - ] i ”-Expérl Approved Date
 Tech.Cotact. . Phene____ Fax____ EE— 7 7 - -
15, 16, Noun Name, MFG, Madel No, S/N, Stack No, Owner's Conatral Number, Other Unigue 17. 18 19. 20. ECN 21, Unit 22. Total 23. | 24,
tem Identifying Data and Special Instructions ) . i FLT/Crit| Qty | Unit Number Cost. ~ Cost | Wt | Dimensions
* Copy should be forwarded to Code 273 or 279.

. * For return of GFE no CO signature required, in most cases.
; Property Custodian signature or acceptance required. z

* Industrial Property Officer (IPO) Approval required for GFE

Shaded Area For Traffic Management Use Only 1

Total | Total Size
wt

Date

g

b i S R G E OB B e T e fa
(2/96) NQTE ANY DISCREPANCIES ON THIS AND ON CARRIER'S DOCUMENTS

- _ACCOUNTING COPY
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Federal Acquisition Regulation (FAR)
and NASA FAR Supplement Contract
Clauses

-Elederal Acquisition Regulation (FAR) Part 45, Section 45.107 Contract
auses

* Records of Government property

* The Contractor shall create and maintain records of all Government property
accountable to the contract, including Government-furnished and Contractor-
acquired property.

*NASA FAR Supplement (NFS), Part 1845 Government Property
* 1852.245-71 Installation-Accountable Government Property

e Contractor use of Government property at an off-site location and off-site
subcontractor use reguire advance approval of the Contracting Officer and
notification of the Industrial Property Officer. The property shall be considered
Government furnished and the Contractor shall assume accountability and
financial reporting responsibility. The Contractor shall establish records and
property control procedures and maintain the property in accordance with the
requirements of FAR 52.245-1, Government Property, until its return to the
installation. NASA Procedural Requirements related to property loans shall not
apply to offsite use of property by contractors.




Return of GFE Contractor
Accountable Equipment

*Equipment being return from off site contractor must be documented.

* The DD 1149 or GSFC 20-4 is used to document return. Controlled items are
place in a N-PROP property custodial account upon approval.

*NASA chooses to use the property for performance of work at the NASA
Center. The Center IPO shall coordinate the physical transfer and receipt
of the property. On notification of receipt, the Center Equipment
Manager should activate or reactivate an ECN with the acquisition
method 06 - "Receipt by Transfer - From Contractor" to place the items
in the appropriate property custodial account.

*Government Furnished Property provided to contractor and no longer
needed by contractor or the government is not returned to the
installation for disposal.



Disposal of Excess Property




Topics

* Property Disposal Services

* DISPOSAL NASA Property Disposal Property System

* Excess Controlled Property (Tagged Property)

* Excess Administratively-Controlled (Non-tagged) Property

* Transportation Document from EQUIPMENT System (formerly N-PROP)
* Disposal Form for Excess Labeling and Transportation Pick-up (Form 270-0129)
* Excess Furniture and Miscellaneous Items for Pick-up Ticket

* Cancellation of Excess Request

* Reutilization of Excess Property

* Excessing Artifacts

* Recycling of Scrap Metal

* NASA Property Sales



Property Disposal Services

*The Property Disposal Team (Code 273) at Greenbelt provide guidance
to Center personnel on property disposal policies and procedures.
Services include:

 disposal of hazardous material and hazardous waste

disposal of property in foreign countries

disposal of precious metals

transfer of property to educational activities
disposal of NASA artifacts

Point of Contact — Code 273
Diane Goddard, Property Disposal Officer, 301-286-5924



DISPOSAL NASA Property
Disposal Management System

°An Agency wide system that tracks all property that is declared excess from
the time it is reported to the Property Disposal Officer for excess action
until the item receives final disposition.

* EQUIPMENT gives users the capability to screen excess equipment that is pending
pickup on Center, other NASA Centers, or located in the Excess Warehouse

pending reutilization
* For EQUIPMENT System training, please contact Amy Goldberg 301-286-6465.

TRAX - Logistics Contract Support (Code 279):
GSFC-05-Disposal@mail.nasa.gov; Fax no. 301-286-0255
Branch Manager: Connie Higgs 301-286-2004
Warehouse Supervisor: Marvin Jackson 301-286-9042
Warehouse Lead: Keith McNair 301-286-0157

Property Disposal Office Staff:
Shane Ittenbach, Property Disposal Specialist, 301-286-9304
Tanika Crockett, Property Disposal Specialist, 301-286-6649

Dawne Chandler, Property Disposal Specialist, 301-286-7717



Excess Controlled Property
(Tagged Property) g

*Controlled Property — Equipment with a NASA Bar Code Tag

* To excess controlled property, the end user or property custodian will process their excess via
EQUIPMENT https://equipment.nasa.gov.

* EQUIPMENT will automatically create a case number in the disposal web based program
(DISPOSAL).

* The equipment’s current condition code must be annotated in EQUIPMENT.

* All data and personal records should be removed from the excess computer’s hard drive prior to
excessing.

* The end user or property custodian can print the PDF transportation document and place it on the
equipment for identification

* Condition Code Brief Definition

1 - New - Property which is in new condition or unused condition and can be used immediately
without modifications or repairs.

4 — Usable - Property which shows some wear, but can be used without significant repair.
7 — Repairable - Property which is unusable in its current condition but can be economically repaired.

X- SaIvaFe Property which has value in excess of its basic material content, but repair or
rehabilitation is impractical and/or uneconomical.

S — Scrap - Property which has no value except for its basic material content.



Excess Administratively-Controlled
(Non-tagged) Property

Administratively-Controlled Property

 gROFEAy,
'NASA
+*

G, u“é
o Equipment without a NASA barcode tag. -

> To excess administratively-controlled property, the end user or property
custodian will process their excess request via EQUIPMENT (formerly N-
PROP).

o Excessing as Non-Controlled requires the Federal Supply Class (FSC); if not known, please put
9999 in the box.

o EQUIPMENT will automatically create a case number in DISPOSAL.

° The end user or property custodian can print the PDF excess transportation document and place
it on the equipment for identification.



Hazardous Excess

Contact Code 250 Environmental if you have any questions on disposing
of hazardous materials, waste, and compressed gas cylinders.

Dewars and cylinders must be drained, de-valved, and have a hole cut in
cylinder prior to being excessed.

Shop equipment and any other items that may contain liquids and
gasses should be drained prior to being excessed.



Transportation Document from
EQUIPMENT (formerly N-PROP)

*Print two copies: one for your @ o s g
records and one to tape to the e e
equipment for easy identification e D e

Date Excessed: 02/082010
Contains Hazardous Material? No
Requires Special Handling? No

*Important Reminder: Do not leave Sovcimritions:

small, valuable equipment ity

PDO Phono: [256) S44-388¢

(especially controlled equipment) T

Bullding: MS-INTG700
Initiator: EndUserC TestAud

for excess in a hallway. Items such P

Emall: thomas. & sewyen@nsss.gov

as laptops, cameras, etc. can easily || St con s

be taken by another employee. v —
Please make sure to secure all T s
items until transportation can pick e

them up.




Excess Personal Property Pickup
Authorization

*°The GSFC From 270-0129 is used
to label and pickup the excess Case Number _ 80322840100043 .
item, and serves as receipt for o e —
pickup o :
.3 COpieS Pickup At
* First copy (white) has the label in m:m;;'é‘um[ ““““““““ e
the top left corner that is peeled o e
off and affixed to the equipment B -
* Second copy (pink) goes to e e
transportation for pick-up S g ————
* Third copy (yellow) goes to the Lat u "
initiator/end user for receipt of ’
excess Ciowel:d;MI Date Canceled




Excessing External & Internal
Hard Drives

* External Hard Drives — must be excessed via EQUIPMENT as administratively-controlled (non-tagged) property

* Internal Hard Drives — must be excessed via EQUIPMENT as administratively-controlled (non-tagged) property as follows:
* Item Name: Internal Hard Drives; Lot
. Mfr Various, Model: Various, Serial: Various; Unit of Measure: LOT; Quantity: 1; Total Cost: $420
*  EQUIPMENT provides Excess Case #: Sample: 8032262222222

. ?u”stomer prepares a spreadsheet listing data for each internal hard drive & forwards spreadsheet to the Disposal Email Box: GSFC-05-Disposal@mail.nasa.gov; Sample as
ollows:
|1 LOT of Internal Hard Drives for Excess Case # 8032262222222
[serial#
MAMIH551538
MAMSZF 76125
MALG 1402630
LIEZFFE
LVDIEPM

35

UG 1PS400L50 ujitsu 5 35
ES&AZZBD Hitachi 35
L257147 Fujitsu 5 35

F.‘am?l!m%n estern Digital |j s

57020543345 festern Digital 5 35

ADRLWE eagate |§ 35
msuny 5

@DFJIHZ&E??S

* Property Disposal Office will match the spreadsheet, with the referenced case number, to the appropriate GSFC 0129 Pick up Ticket

* Upon receiving the lot of drives in the Excess Warehouse, the Computer Technician will add the list of drives to the Sanitization Log
in accordance with the ITS-HBK-2810.11.01, Digital Sanitization Log, dated 7/13/12

* The Warehouse Computer Technician will degauss each internal hard drive and notate the date of the degaussing in the
Sanitization Log and affix a sanitization label to each drive indicating the drive was degaussed.

* The lot of drives will be dispositioned via the Agency R-2 Recycler




Excess Furniture / Miscellaneous
Administratively- Controlled items for
Pick-up Ticket

Item Name/Description

htem Name/Description

BUS EXTENDERS

POWER SUPPLIES (small office power supplies)

CALCULATORS (manual and electronic)

PROJECTOR SCREENS

CARD CAGE (EMPTY ONLY)

RACK MOUNT MUFFIN FANS

CARDS (suchas N/C, P/C, Circuit) ***if contains data contact
idicposal.

RACKS (EMPTY RACKS ONLY or RACK PIECES)

CHASSIS (EMPTY ONLY) REFRIDGERATOR
COMPUTERACCESSORIES [ such as mice, keyboards, keyboard
[trays, speakers, softwareefc. ) SCALE

CONNECTORS

SHEET FEEDER-SETUP

DOCKING STATIONS (such as bookends)

SHREDCDERS

FANS (office)

SPACE HEATERS

FURNITURE (such as desks file cabinets _etc. )

STANDS (such as microscopes, oscilloscopes, camera)

LAPTOP BATTERIES

TYPEWRITER

LENS (such as cameras)

UNINTERRUPTABLE POWER SUPPLY (Small only}

IMCROWAVES (kitchen) VACUUMS (such as office/wet dry)
OFFICE SUPPLIES (any) IEWGRAPHS
(OVERHEAD PROJECTORS \WEBCAM CAMERAS

more, (3) is rack mountable, (4) contains digital media data, or (5) if you are excessing any of these items in bulk. (6) if the item you are

FHEVERY IMPORTANT****
Please contact the Disposal Office for further assistance if the itemyouare excauing (1) has an ECN, to ensure itis no longer active, (2) has an acqukﬂon coﬂ of SdOO or

[Submityour requeststo the Disposal Email Box:

GSFC-05-Disposal @mail.nasa.gov

Revised as of 10-17-12

Email the Disposal Mailbox
at GSFC-05-
Disposal@mail.nasa.gov
with a description and
quantity of the items to be
picked up, a point of
contact, location, and any
special instructions for
transportation. Tape a
piece of paper to the items
that says EXCESS so that
transportation can easily
spot the items.




Cancellation of Excess Request

*Once you have submitted your request and you need to cancel the
request prior to pick up, send an email to:
GSFC-05-Disposal@mail.nasa.gov

*Property may be cancelled by the disposal team for any of the following
reasons:

* Property not in location designated
* Property is cannibalized
Property does not match excess label : -""‘ﬂ\

e
Customer wants to keep property 6&’&6‘1&@

Property is hazardous or requires draining

Property should be on pick up ticket il



Reutilization of Excess 'y
roperty (

* Equipment that has been declared excess by GSFC, NASA Headquarters, other NASA Centers, and other Federal agencies is
available to Goddard organizations. A large percentage of this equipment is in very good condition and is usable without repairs.

* On Center Screening

* The Excess Warehouse in Greenbelt is located in Building 16W (moving to building 35 in mid 2015). The hours for screening and pickups is
Monday - Friday from 8:30 a.m. to 3:30 p.m.

If you identify property for reutilization, it will be placed on hold by the excess warehouse personnel. To obtain the property, complete a
GSFC 20-38, Excess Property Transfer Request, and ensure you obtain the Property Custodian’s signature. You can hand-carry your
approved GSFC Form 20-38 request to the Property Disposal Specialist in Bldg 16W (moving to building 35 in mid 2015).

Equipment excessed at Goddard can be viewed: Go to https://equipment.nasa.gov, go to Reports Tab and then Excess Shopping Tab. If
you identify property that you need, please contact Disposal Specialist at Gsfc-05-Disposal@mail.nasa.gov.

e Screening other NASA Centers

e Other NASA Centers can be viewed: Go to https://equipment.nasa.gov, go to REPORTS Tab and then EXCESS SHOPPING Tab. If you
identify property that you need, please contact Diane.c.goddard@nasa.gov.

* Screening other Federal Agencies

* Property excessed by other federal agencies can be viewed on http://gsaxcess.gov/
° User name: govuse

*  Password: govuse

e If you identify property that you need, please contact Diane.c.goddard@nasa.gov

* Note: The requesting organization will be required to pay for any shipping/handling charges for excess equipment obtained
from other NASA Centers or other Federal Agencies.




GODDARD SPACE FLIGHT CENTER Check box if picking up item yourself
EXCESS PROPERTY TRANSFER REQUEST

Check box if requires delivery of item

(Initiators — See Reverse) p.A
Section I Requestor Information / /
(1) P.A.’s Code Property Account Cade | (2) Requestor’s/User’s Name  Name / / (3) Code End User Code
@)Bldg Fill Out Room Fill Out Phone Fill Out a4 User Number
Section II Ship/Pick-Up
(1) Job Order Number (2) Walk-Thru m/Yes ErNo (3) Date to Transportation
(4) HAZMAT/MSDS O Yes ONo (5) Justification: Reason item is being reutilized
Section IIT Approvals

Property Custodian Signature: Print and Sign

(1) Property Administrator Date (3) Contracting Officer Date

Code 273 Signature

(2) Reutilization Specialist (235.2) Date (4) Other(s) Date

Section IV Required Items
DESCRIPTION LOC QTY ECN COST CASE NUMBER COMMENTS

Fill out a line jtem p¢r each piece of ¢quipment

The informatipn for fhe item can be found on the white label affixed t¢ the item.

NOTE: EXCESS EQUIPMENT FROM THE EXCESS WAREHOUSE IS FOR OFFICIAL GOVERNMENT USE ONLY.

Received by: End User Signature upon final receipt of property
GSFC 20-38 (11/92) PREVIOUS EDITIONS OBSOLETE

Date:




Excessing Artifacts

*Artifacts are defined as unique objects that document the history of the science and
technology of aeronautics and astronautics of flight in the atmosphere in space

* Space-related object examples:
* Astronauts
° Models
* Space Suits

* Original photos/posters produced by NASA
* |tems flown in orbit

*NASA has an agreement with the Smithsonian Institution concerning the transfer and
management of all NASA artifacts

* Procedure:
* Do not process excess for Artifacts in the EQUIPMENT (formerly N-PROP) System

* Provide EQUIPMENT print screen if controlled (tagged) or a spreadsheet for administratively-controlled (non-
tagged) to Property Disposal Officer, Code 273 at Diane.c.Goddard @nasa.gov.

* Provide documentation, description of item and any details on why item is considered an Artifact
* Include websites and drawings pertaining to mission flown on
* The excess request will be processed directly into DISPOSAL by the Property Disposal Office




Recycling Scrap Metal

*Do you ever wonder where the gray metal furniture went?

* NASA GSFC has a recycling contract through GSA. The Recycle Contract pays
GSA and the funds are returned to the U.S. Treasury.

*Excess Warehouse Scrap Metal




NASA Property Sales

°The General Services Administration (GSA) conducts all NASA sales
which are normally auctions

*General and specific information regarding sales, types of equipment
being sold, and conditions applicable to the sale are available at the
sales web site: https://gsaauctions.gov

* Once you register with GSA online, you may bid on the auctions

* Inspections are usually held for 1 specific day whereby you can physically
inspect the sale items located in the Excess Warehouse, by appointment

-0

/




GSA Auctions®

(ERYAY General Services Administration ‘
... @ GovSales.gov partner d b

o - e - e - 0 - 6 - 0

User Name and Password  Terms and Conditions  Personal / Company Information  Credit Card Validation Account Preferences  Confirm Completion

ATTENTION GSA AUCTIONS® USERS:
Click here to Re-attempt Registration with same User Name after unsuccessful Registration attempt,
You are entering confidential information in this module of GSAuctions.gov. To ensure your privacy, security and confidentiality, the browser Back button on these

pages has been disabled. Attempts to exit, clear and re-enter information using this button will result in the closing of this session and you will be required to
begin a new session.

> Step 1: User Name and Password Creation

GSA Auctions® will be your entrance into the world of electronic bidding on a wide array of Federal government personal property assets for sale. All registered
participants will be able to bid on individual items or items in "lots” within specified time frames. This site offers Federal personal property assets ranging from
commonplace items like office equipment;, to hard to find items like heavy machinery, airplanes, vessels, and much more. Visit us often to see the many items up
for bid.

Please indicate whether you would like to register as an Individual or a Company:

The Registration determine how your information is reflected on your paperwork. Your/Company name and Home/Company address in our records will appear on all subsequent
paperwork. If you wish to participate as an individual and a representative of a company, you must reqgister separately for each and place bids accordingly.

Bidders wanting the Title, SF97, issued in their Business/Company name MUST register as a Company.

O Individual Q Company
Choose a User Name

User Name |

Create a Password
Password (Note:Choose a password between 6 and 15 characters in length.)

Verify Password

Please choose a question in case you forget your password. This will be your personal clue question.

|What is your mother's maiden name? ¥

Enter the answer to your personal clue question: |




quipment System (formerly
N-PROP

EQUIPMENT NASA

Assistive Technology Mode: [

0 Home (1)Actions | Userlist | Manage Property = | || Reports = « /Contacts | Links . FAQ (2) Help +
News ? Important Information for Amy Lynn Goldberg T
Issues using Internet Explorer +|

Caution with Find/List: Real-Time +|

Find/List: Real Time Report Info +|

T irad I - . .

o EXes roys . Awaiting Acceptance Pending Approval Pending Cases
N-PROP has been deactivated +|

S e e *' N-PROP is transitioni g to Equif Read about the details of the transition in the N-PROP Transition Guide.

New NASA Forms available on Links |+
Tab




What is the EQUIPMENT
System (formerly N-PROP)?

*EQUIPMENT is an easy to access, user-friendly, web-based application
that facilitates the real-time updating, tracking, managing, and
reporting of controlled equipment.

*EQUIPMENT is the Agency’s property management system that
everyone, civil servant or contractor, has access to.

*EQUIPMENT is a valuable tool for anyone who uses NASA-tagged
property to perform his or her job functions, including:

* Property Custodians
* Property Users (also referred to as Property Owners or End Users)

*EQUIPMENT is part of NASA’s Agency-wide initiative to improve the
accountability and visibility of assets utilized by all NASA installations,
programs, and projects.



Why is equipment important
to NASA?

*NASA procures, fabricates, and maintains billions of dollars of property,
plant, and equipment (PP&E) to support the Agency’s mission
objectives.

*This equipment is vital to NASA’s ability to accomplish its mission
objectives. For that reason, NASA requires property owners to manage
the equipment assigned to them via Equipment Control Numbers
(ECNs).

*Here’s an example of an ECN tag from a piece of equipment at NASA:

‘ e

_ 1234567 I
*You'll find this tag on anythmg from a shuttle to a S50 million
supercomputer to a projector.




What can | do in the EQUIPMENT
System (formerly N-PROP)?

* Actions * Initiate Excess Request
* End User Accepts/Rejects Property * End User Initiates Excess Request
e Custodian Accepts/Rejects Property Transfers * Custodian Initiates Excess Request
from another Custodian
* Cancel Outgoing Actions Pending * Equipment Search Reporting
* Active equipment (Find/List Report)
* Display Property  Excess equipment (Excess Shopping Report)

* Property Assigned to End User or Custodian

* View equipment data (ECN Detail Report)
* Property Transfer History

* View equipment waiting to be excessed (Pending
Excess Report)
* Transfer Property

¢ Custodian Transfers Initiated by a Custodian * Generate and Print Transportation Documents
* End User Transfers Initiated by a Custodian

* End User Transfers Initiated by a End User * Create Tag Requests

. * Initiate Administratively-Controlled (Non-tagged
* Change Property Custodian Equipment Excess Reql}/ests ( gged)

* Add or Change User Comments « Display News, Contacts, Links, FAQ, and Help



How will the EQUIPMENT System
(formerly N-PROP) help me?

I’m a Property Custodian... I’'m a Property Owner (End User)...

| can now perform all of my normal <l won’t have to sign the paper form
property custodian functions online, (1602 Form) accepting equipment
in an automated fashion, especially:  assigned to me.

* Property Owner (End User )
reaspsignyments ( ) | won’t have to deliver that form to

- Property tags my property custodian.

* Excess turn-ins | can manage information about my
* Property passes property online.

| can now assist individual Property
Owners (End Users) with tracking
and managing their equipment
online.

Everyone else can...
e Search excess equipment at any Center for utilization.
e Search active equipment at any Center for short-term / temporary borrows.



But don’t forget...

Everyone involved in the work performed by NASA needs to be aware of
the value and importance of the Agency’s equipment inventory, as well
as, understand their own role in being a good steward of these assets.

The best way to ensure that Agency equipment is properly cared for and
utilized is to assign each piece of controlled equipment to one Property
Owner (End User).

The Property Owner (End User) can be anyone working at NASA, either a
civil servant or a contractor, who needs the equipment in order to
perform their job functions.

Property Custodians cannot accept ownership of a piece of equipment for a
- ;- ‘ Property Owner. Property Owners are legally responsible for the safe handling

and tracking of equipment assigned to them. Therefore, they must explicitly

acknowledge their acceptance of each instance of controlled equipment.



How do | access the EQUIPMENT
System (formerly N-PROP)?

*There are two options:

* Direct access to EQUIPMENT e :
through the intranet

A

Financial -

* Enter the EQUIPMENT link in your internet
browser — https://equipment.nasa.gov/

Disposal

_ Equipment (formerly N-PROP) _

* Logon with your Agency User ID (AUID) and

MDI

password
MdM
* Access EQUIPMENT through the A o oo o o (45

bReady Systems Launcher: he o s
* Enter the bReady link in your internet SAP R3 (PC)

browser — https://bReady.nasa.gov/ | sap Ri5 (xenapp Citr)
* Logon with your AUID and password Web Access Tool
* Select My Systems | Budget H B
* Select the EQUIPMENT link under Financial —Procurement r s



What if | get stuck in the
EQUIPMENT System (formerly N-
PROP)?

l@Help '; The Help icon appears on every page!

(i) About Equipment Click on the second link “HELP ON:” to
get specific help for the tab you are

i) Help On: Home
® - currently on.

Click on the different links below under

?) Contact Equipment Support...
“NEWS” to see changes and updates! ® et L

Use the N-PROP Transition Guide to see

- N-PROP Transition Guide the changes between systems.

EQUIPMENT

Assistive Technology Mode: ll

4 Home (1) Actions | | User List ' Manage Property » | || Reports » = /Contacts | . Links '« FAQ [@Help -
News ? Important Information for Amy Lynn Goldberg ® SRt
Issues using Internet Explorer + @ Help On: Home
Caution with Find/List: Real-Time + (2) Contact Equipment Support...
Report
/~ N-PROP Transition Guide
Find/List: Real Time Report Info -t —
D — Awaiting Acceptance Pending Approval Pending Cases
N-PROP has been deactivated +
Supported Internet Browsers

N-PROP is transitioning to Equipment. Read about the details of the transition in the N-PROP Transition Guide.

New NASA Forms available on Links |+
Tab




Where can | learn more?

EQUIPMENT

A tome (1) Actions | | Userlist | | Manage Property * | | Reports = = :Contacts | :Links ' FAQ (2 Help ~

Click on the B —
FAQ Tab to

See # 2. Where is the log off button?

# 1. How do I submit a question / comment about Equipment?

# 3. Can I create a property pass for equipment that does not belong to me?
F req u e nt Iy # 4. How an I tell if a system generated e-mail requires an action on my part?
# 5. What browsers can I use to access N-PROP?
AS kEd # 6. How do I obtain property that I found in the Excess Shopping report?

° # 7. Where can I get N-PROP training in SATERN?
Questions

downs?

rEga rd i ng t h e # 9. What is the multiple accept and what Adtions are eligible?
EQUIPMENT & 10. What is a Property Pass?

# 11. How do I transfer property to another user or custodian?

# 12. Can I access and use N-PROP via a mobile device?
System

# 13. What if I'm accessing N-PROP via a tablet?

Why do Custodian and End User names display inconsistently (last name, first name; first name, last name; all caps; all lower case) in the drop-

# 14. What platforms are supported for mobile N-PROP?




EQUIPMENT LINKS

R B P s ey B G e T e Reference the

drks
ndobe Acrabat Softwam Download

[ ] L]
wepfwew.adobe.comy product 5 acrabatf
n arder to downbad property ks and reports to FOF, Adobe Acrobat software isneedad on your computer,

Cennibakeation Form

WL :/f s ver-mpo.anc.nasa. gov/Sevices'NEFS/NEF_PDFData/NFLEL7 paf

JASA Form 1617 dacuments cannbaiztion of property,
Ixport Control Clssification Numbers (ECCH) | o
kpsd v b doc.gov/ icen sng/exporting bascs.ht m
Ihe ECEN & an aphanumens code, e.0., 3A001, that descrbes a paticulsr gem or type of item, ad shows the controk placed on that Eem.

[TAR Cateqores
wtpi/fwww.fas ong/spp/ st erwarg/offdocs/kar/p L 2L.htm
Jdting and description of ITAR Categones,

Loan of NASA Equipment - NFED 3

wepsyf 0. 80C. NAM. 0w/ S & NEFS/DCYNEF_Oth f pdf

T Forms, NASA

P
Jse thislnk te bok up and print NASA Forms not ksted in the inks, for example s property pass (NFB92) for property other then your own.

AsA Promedural Reauiements 4200.1

P gefe.nasa Ep ~fmintemal_ID=N_FR_4200_001C_Spage_neme=man
4FE (NASA Procedurl Requrements) 4200,1 contans al palces and quidelnes for the management of property.

IASA Procedural Requirements 4200.2
1wep:/f noded.g ste.nasa gov/dsplayDr. cfm?t =NPRAC=420085=28
PR (NASA Procedural Requirements) 4200.2 contans ion for Praperty C

e Requirements,

The officidl NASA webste,

ISCAR - NASA's Online Supply Catalog
wips/foscar.nas.gav
Alows ol NASA users to view store stock. Certain userscan reserve store stock onine.

0 Download Add-On
tpsy faddans, mo i, TE
he Quick Reference Guide & not dimlayed in Frefox 2.0 browser £ the POF Download Add-On is not avakable on your desktop.

S —— Trainings, etc.

Hlnk 892 (Froperty Fess) form.

SATERH Training
Whps e ern, nass gov
SATERN. NASA'strmaining websate. noudes a weh-hased training couras for N-PROP.




Resources

GDMS2 Website
o https://gs279gdmsias.gsfc.nasa.gov/GDMSv2/index.htm

NASA Technical Standards for NPR 4200.1, 4200.2, 4300.1, and NPD 4200.1, 4300.1
o https://standards.nasa.gov/documents/nasadir

NASA Electronic Forms
o https://nef.nasa.gov/nef/?ACSREQUESTID=Ka8e560f7fca631db572712cbdb3f9be9fa25049f

Equipment Mailbox for all Equipment questions, submitting paperwork, etc.
o GSFC-05-Equipment@mail.nasa.gov

Disposal Mailbox for all Disposal questions, excess, pick-up ticket requests, cancellations, etc.
o GSFC-05-Disposal@mail.nasa.gov

Contract Property Mailbox for all contract questions, GFE’s, contracting officers, etc.
o GSFC-05-Contract-Property@mail.nasa.gov

Satern Training Courses
° NASA Property, Responsibility, and Accountability



Contacts

DO YOU KNOWWHO TO CALL IN PROPERTY?

Branch and Title Name Phone #

SUPPLY AND IPMENT MANAGEMENT BRAMCH - CODE 273

Branch Head/Supplyand Equipment Mansgement Officer (SEM O} Sars Jensen 8-3388
Associse Branch Head Su and Equipment Man nt Ofiicer (HQ SEMO} Jack Cronise 8-3388
me@PENTAID DISPOSAL BRANCH- Code 273

Contscior: Branch Head Connis Hggs 8-2004
Contscor: Specisl Frograms Team Philip Guzman 22258
Contmcior Equipment Mansger Specslist AnyGoldbery 28455
Contmcior: HQ Support WiliamBurks 202-358-2124
1EGJI’IENT MANAGEMENT SUPPORT - Questions: NPROP, tagging,

cannibalization, i SUrvey, erc.

Gowernment PropertyEguipment Mansger Linds Walgcs 2-3244
Gowernment PropertyEquipment Manager Kewin Robers 2-3242
Wslops: PropertyMansgement Specalist R=gins WaErs 7-1337
Contscior: Branch Head Connie Higgs £-2004
Cont=cior: InenoryMansger Tesm Lead (Codes 300, 500) Haren Marchsll 8-7080
Contscior: Equipment Manager: Tagging in Division Alice Wiliams 2-2551
Contscior: InvenoryManager (Codes 800, 700, NICSS) Patrick M cGinn E-2748
Contacor: InenpryMansger (Walops and O Site Locaions) Valenie Moon 8-22688
Contacior: Equipment Dats EntrnyClerk Lizz Wills 8-8807
Contscior: InvenoryManager (Codes 100, 200, GEWA) Al=x MacNsbb 80757
Contzcor: InenonyMa r {Code 400) Wim Fisher £-3242
DISPOSAL MANAGEMENT SUPPORT - Quesrions: excessing, excess pickup,

reutill BHon, Di dgers, ecc.

Gowrnment PropertyDisposal Ofcer Disne Goddard £-5524
Gowrmment PropertyDispossl Specsist Jonathan Carpenisr 8-1388
\Walops: PropemyMansgement Specslist R=gins WaErs 7-1337
Wslops: PropetyMansgement Specalist R Chare Pamks 7-1280
Contmcor: Branch Head IComne g £-2004
Cont=cior: Disposal Superdsor Mavh Eckson £-5042
Contmcor: Exoess Warshouse Lead e MeNalr B-2555
Contscior: Equipment Disposal Manager Shane Menbach 2-1541
Contscior: Equipment Disposal Mansger [Tanks Cocken B-8845
| Contscor: Equipment Dispos3l Mansger o awne Chandier 87717

CONTRACT PROPERTY SUPFPORT — Questions: contract propery, ransfer o
contacror GFE, erc.




Frequently Asked Questions

: What is Government property?

Government property of any kind includes equipment, materials, and supplies, excludes real property.

: Who is responsible for government property?

YOU ARE! It is your responsibility to follow all rules and regulations associated with the property in your control.

: Who is a Property Custodian?

: A Division Chief or Program Manager designates a Property Custodian to manage the property within their organization. Custodians are
responsible for the management of the property assigned to their property accounts. You can find a current list of GSFC’s Property Custodians on
Code 273’s homepage @ http://code273.gsfc.nasa.gov. A sample letter for property custodian delegation is @ http://code273.gsfc.nasa.gov
SEMB forms.

Q: What is the PP&E System?

A: NASA Property, Plant, and Equipment (PP&E) System to identify, account for, and control Center-held equipment. The NASA PP&E System is an
Agency-wide tool hosted at the NASA Enterprise Applications Competency Center (NEACC) at NASA’s Marshall Space Flight Center.

Q: What is EQUIPMENT (formerly N-PROP)?

A: EQUIPMENT is a component of the NASA PP&E System. It is a web-based front end used by the agency. Property custodians and end users will
have access to excess, update user, and location changes in EQUIPMENT. The property custodian will have access to transfer between codes. In
addition, within EQUIPMENT you are able to search for equipment NASA-wide and search for excess equipment. The website is
https://equipment.nasa.gov .

Q: When should | notify my Property Custodian?

A: Before property is:

emoved or transferred

*“loaned” to another person, organization, NASA Center, Government Agency, or Contractor (government furnished property)

eremoved from the building

*to be excessed

emodified or cannibalized

epurchased by credit card and needs to be tagged

ewhen property is:

estolen or missing

edamaged or destroyed

*no longer in your possession

*no longer being utilized

emissing a barcode tag

>O>P0>0




Frequently Asked
Questions...Continued

Q: Can | provide equipment to a contractor by using a property pass?

A: Yes for 30 days or less. If more than 30 days, Contractors may only receive Government equipment if the cognizant Contracting Officer has
approved the transfer. Please prepare a shipping document, GSFC 20-4 for the transfer to the contract.

Q: If my Division has Government property they no longer need or obsolete, can we give it to our favorite charitable organization?

A: No. Other organizations on Center, other NASA Centers, and other Government agencies are given an opportunity to use any property that
you no longer need. The process of reutilizing Government equipment is called “reutilization”. If you have disposal or reutilization questions, you
should call 301-286-2995 or email GSFC-05-Disposal@mail.nasa.gov.

Q: Can I (civil servant) use NASA property to do official work at home or while on travel?

A: Yes. However, you must document on the Employee Property Pass/Loan Agreement and Removal Permit, NF892, for official use of
Government equipment for a temporary period not to exceed 180 days. In addition, the property should only be used for OFFICIAL work, not
personal correspondence, budget keeping, or private business records. If you need further information, please contact your property custodian
or Equipment Control at 301-286-8255 or email GSFC-05-Equipment@mail.nasa.gov.

Q: What happens when equipment is missing?

A: Notify the property custodian, your supervisor, and the Center Security Officer, Code 240, if theft of Government property suspected, security
will do an incident report. A Property Survey Report, NF 598, and a Survey Report Supplement, GSFC 20-79, needs to be submitted, along with a
copy of incident report, and forwarded to Supply and Equipment Management Branch, Code 273, in a timely manner from the date of loss, theft,
or damage.

Q: How can I avoid pitfalls when | sign for a piece of Government property?

A: You should obviously never sign or accept an item in EQUIPMENT, which you have not seen. Once you sign or accept, the previous user is
released from accountability and you are then held accountable for the item. This means that if the item is lost, damaged, or destroyed YOU will
be responsible for completing the required documents and explaining what happened to the item.

Q: If 1 am an accountable user of Government property and a co-worker in my division wants to borrow the items for a few days, isn’t it a
waste of time to get my co-worker to sign for the property if it’s going to be used right down the hall from me and it’s only for a few days?

A: No. We are all human, and we sometimes have a tendency to forget who borrows things. In our environment, some work projects have a
tendency to take longer to complete than we anticipate. One quick way to keep track of property is to have the borrower sign and date a piece of
paper, which fully identifies the equipment they are borrowing. That way, if the equipment cannot be located, there will be an audit trail to help
locate the equipment.

Q: If I have some Government property, which is broken, can | throw it in the trash?

A: No. Many pieces of Government property have barcode tags attached to them. Government property cannot be thrown in the trash or
dumpster. You can contact 301-286-2995 or email GSFC-05-Disposal@mail.nasa.gov for disposal questions.

Q. What do | do when | am ordering equipment on a credit card and it being handled by Central Receiving for direct delivery?
A. You need to fill out an Order for Supplies or Services, GSFC OF 347 and fax it to Central Receiving at 301-286-7556.




Frequently Asked
Questions...Continued

Q: When someone comes to pickup Government property for repair or shipped off-site for repair, how can I protect myself from being
accountable for the equipment while it is out of my hands?

A: A shipping document, GSFC 20-4, should be prepared for sending the item offsite for repair. The person picking up the item can sign the
shipping document as receiving the item or receive a receipt from our onsite shipping department that has the date the item was shipped. The
barcode should be removed before the item is removed off-site and taped to the shipping document. When the item or the replacement item is
received, you can call Equipment Control at 301-286-2551 or send a tagging request through EQUIPMENT, to have the item re-tagged and the old
barcode tag removed from the system.

Q: What should I do when I inadvertently receive Government property that has not been tagged?

A: You should contact Equipment Control at 301-286-2551 or send a tagging request through EQUIPMENT to have the equipment tagged. All
Government property received at the Center should be delivered through our Central Receiving, Code 279, in Building 16W. If the item was
purchased by credit card and by passed receiving, an Order for Supplies or Services, GSFC OF347, needs to be sent to Equipment via email to
GSFC-05-Equipment@mail.nasa.gov.

Q: What do I do when I no longer need a piece of equipment, supplies or material?

A: Contact your Property Custodian. Your custodian will need detailed information from you in order to request the item be excessed by way of
EQUIPMENT or email GSFC-05-Disposal@nasa.gov.

Q: What type of information will my Property Custodian need to excess a controlled piece of property?

A: You can submit an excess request through EQUIPMENT and then the property custodian can approve. If not, your custodian will need the ECN
(Equipment Control Number), condition, where the item is actually located. You will also need to let your custodian know if the item is hazardous,
Artifact or Heritage asset.

Q: What if the item does not have an ECN and | want to excess?

A: You will need the item name, manufacture, model number, serial number, condition, whether the item is hazardous, Artifact or a Heritage
asset and the current location for the property to be excessed. You can submit an excess for administratively-controlled items through
EQUIPMENT or email the property custodian to submit the request for excess.

Q: Why is it important to include so much information if I no longer need the property?

A: Anitem may appear to have no ECN associated with it but it could have fallen off. This will be next to impossible to find when an item comes
up missing. Some items will require special handling such as, Artifact, a Heritage Asset or hazardous item. It is also required to allow other
Federal and State agencies to obtain property that we longer require at NASA.

Q: If1 dg nc;t need to use my Government property right now, but I think | might need it in the future, what harm is there if | want to keep it for
a rainy day:

A: Wf¥en eyquipment sits idle, equipment tends to be picked up and moved. The longer the interval from the time the item is stored until the time
you discover it missing, will be more difficult to investigate where the item went. In addition, unused equipment may be damaged by being
constantly moved. Process the equipment for excess by way of EQUIPMENT.




