PROPERTY REPORTS


APPENDIX KK


Appendix KK
General Comments Concerning Reports.

· Reports should include report date and page numbers with fields flush left/ right at the top of margin. 

· Center report headings across the page width.

· Center the report body across the page width. 

· Format reports in Landscape.

· Single space report headings with a double space between the last line of the heading and the column headings.  Insert a double space between the column headings and the body of the report.  In the report body, double space between entrees.  

· The Department will need the ability to generate reports Department-wide without having to enter each Agency separately.    

· When users generate reports by Agency or PMO, the next sort is by APO with a page break when the APO changes.

· Users should be able to enter a “wild card” for any selection criteria.  (i.e., one of the Section criteria is to generate the report by “Org”, which is a 7-digit field.  We assume that agencies can enter the first 4 digits and a wild card for remaining digits. This would produce a report for all Orgs that begin with the first 4 digits listed.  This would be the same assumption for APO number – users can enter a wild card after the first 6 characters of the number to produce a report for all APO numbers in the sequence, i.e. MS6602% would produce a report for APO numbers MS6602001 through MS6602010)

· For reports that have a field indicating if a vehicle is eligible for replacement use the SIN table.  Replacement standards are defined on that table.  If a SIN is not defined leave the replacement standards field null.

· The following fields Document Type, Document Number, and Line Item Number have subsequently been changed to Procurement Document Type, Procurement Document No., and Procurement Line Item No., but these changes are not reflected in the reports

 REPORTS

1. EXCHANGE/SALE.  Federal Management Regulation (FMR) 102-39.75 requires this report.  Annually, USDA must report to the General Services Administration (GSA) all personal property Sold or Traded-In during the fiscal year (FY).  This report is due to GSA 90 days after the end of the FY.  
DATA ELEMENTS

	Field Name
	Definition
	Length
	Character
	Notes

	Acquisition Cost 
	The original acquisition cost of the accountable personal property.
	9(11)V99
	Numeric
	 

	Federal Supply  Group (FSG)
	The first 2 digits of the Federal Supply Classification (FSC) Code.
	9(2)
	Numeric
	

	Flag/Indicator
	Flag is set to determine if the accountable personal property was sold or traded-in.
	1
	Character
	Values:  T for Trade-in

              S for Sold

	Grand Total Field
	The sum of all values.
	9(14)V99
	Numeric
	This field totals all values at the end of the report.

	Number of Items
	The count of items for a specific sort sequence.
	9(6)
	Numeric
	

	Proceeds
	The amount received for the accountable personal property that was sold or traded-in.  
	9(11)V99
	Numeric
	 

	Subtotal Field
	The sum of values for a specific sort sequence.  
	9(14)V99
	Numeric
	This field sub-totals the transactions when the flag changes.


SELECTION CRITERIA EDITOR

*Department-wide

**Agency Code

**PMO Code

**APO Number

**Org Code

· *Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.

· **Must select one of these fields.

SORT  

By Flag/Indicator

By FSG

SPECIAL INSTRUCTIONS.  This report is required each FY.  Data should be available to the Department 30 days after the close of the FY.  Purge report data 60 days after the end of the calendar year.   NOTE:  When generating by Agency Code, insert Agency name.  When generating by PMO Code or APO Number, insert the Agency Name and the PMO Code or APO Number.  The Department should have the ability to generate Agency specific data and Department-wide data.  

LAYOUT 

Heading 

United States Department of Agriculture

Corporate Property Automated Information System 

Exchange/Sale Report

Agency/PMO/APO (see note below)
Fiscal Year ___ (Insert fiscal year of reporting data)

Report

STATUS:  TRADE-IN

FSG

Acquisition Cost

Proceeds
Number of items

SUB-TOTAL:

STATUS:  SOLD

FSG

Acquisition Cost

Proceeds
Number of Items

SUB-TOTAL:

GRAND TOTAL:

1. NON-FEDERAL RECIPIENTS REPORT.  The FMR 102-36.295 requires this report.  Annually, USDA must report to GSA all personal property acquired through excess that was furnished to any Non-Federal Recipient.  This report is due to GSA 90 days after the end of the FY. 

DATA ELEMENTS
	Field Name

	Definition
	Length
	Character
	Notes

	Accountable Property Officer (APO) Address
	The APO’s first line of address.
	35
	Character
	

	Accountable Property Office (APO) City
	The APO’s city.
	20
	Character
	

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Number
	The unique number assigned to the APO.
	14
	Character
	

	APO State
	The APO’s State.
	2
	Character
	

	APO Zip Code
	The APO’s zip code.  
	9(5)
	Numeric
	

	Acquisition Cost 
	The original acquisition cost of the accountable personal property.
	9(11)V99
	Numeric
	 

	Federal Supply Group (FSG)
	The first 2-digits of the Federal Supply Classification (FSC) Code. 
	9(2)
	Numeric
	

	Grand Total 
	The sum of all values.
	9(14)V99
	Numeric
	This field totals all values at the end of the report.

	Number of Items
	The count of items for a specific sort sequence.
	9(6)
	Numeric
	


	Field Name


	Definition
	Length
	Character
	Notes

	Subtotal 
	The sum of values for a specific sort sequence.  
	9(14)V99
	Numeric
	This field subtotals when the APO changes.


SELECTION CRITERIA EDITOR
*Department-wide

**Agency Code

**PMO Code

**APO Number

· *Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.

· **Must choose one of these fields.

SORT  

By APO Name (include complete APO name, number, and address.  This information is listed as the “Recipient”)

By FSG 

LAYOUT

Heading

United States Department of Agriculture

Corporate Property Automated Information System

Property Transferred to Non-Federal Recipients

Agency:  (Insert agency name) 

Fiscal Year ___ (Insert fiscal year for REPORTING DATA)

Report

RECIPIENT (Insert the APO Name, Number, and Address)

FSG

ACQUISITION AMOUNT

SUB-TOTAL  (after each recipient)

GRAND TOTAL


SPECIAL INSTRUCTIONS:  This report is generated each FY based on new acquisitions for the fiscal year and only generated those for those items acquired through the loaned acquisition method.  Data should be available to the Department after the close of the FY.  Information for the report can be purged 60 days after the end of the calendar year and accumulation can begin for the next FY.   

3A-3E.  PHYSICAL INVENTORY REPORT:  Department regulation AGPMR 104-51.106 requires Agencies to conduct a physical inventory of accountable personal property every 2 years or when there is a change to the APO.  There are five physical inventory reports, each with a different sort option.  The sort options are:  (A) Description,  (B) Serial Number,  (C) FSC Code, (D) Asset Identification Number, and (E) Custodian.   The list of data elements and special instructions (“instructions” and “certification statement”) are the same for each report.    

· DATA ELEMENTS 

	Field Name
	Definition
	Length
	Character
	Notes

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Address
	The APO’s first line of address.
	35
	Character
	

	APO City
	The APO’s City.
	20
	Character
	

	APO State
	The APO’s State.
	2
	Character
	

	APO Zip Code
	The APO’s zip code.
	9(9)
	Numeric
	

	APO Number

	The number assigned to the APO.
	14
	Character
	

	APO Telephone Number
	The APO’s telephone number.
	9(10)
	Numeric
	

	APO Last Inventory Date
	The date listed as the last date the APO conducted a physical inventory.
	8
	MM/DD/YYYY
	

	Acquisition Cost
	The cost of accountable personal property.
	9(11)V99
	Numeric
	

	Acquisition Date
	The date the Agency received accountable personal property item.
	8
	MM/DD/YYYY
	

	Agency Code
	2-Digit agency code.
	2
	Character
	

	Agency Name
	Official agency name.
	50
	Character
	

	Asset Identification Number
	Unique identification number for each accountable personal property in CPAIS.
	12
	Character
	


	Field Name
	Definition
	Length
	Character
	Notes

	Budget Object Classification Code (BOCC) 
	The code used to identify the fund for the purchase. 
	9(4)
	Numeric
	

	Component Identification Number
	This is the unique identification number of a component item for a parent accountable personal property item in CPAIS.
	12
	Character
	Print component items below the parent asset.  Indent the component line 2 spaces from left margin to indicate the relationship.   

	Custodian
	Field used to help identify the user or physical location of accountable personal property, i.e., user name or room number.
	20
	Character
	

	Standard Description
	Description of accountable personal property.
	60
	Character
	Only include the first 35 characters or less in the report.

	Document Line Item Number
	The line item of the document.
	9(4)
	Numeric
	

	Document Number 
	The acquisition document number.
	16
	Character
	

	Document Type
	The acquisition method.
	4
	Character
	

	Federal Supply Classification (FSC) Code
	4-digit Federal Supply Classification code.
	9(4)
	Numeric
	

	License Number
	The license number assigned to the vehicle.
	10
	Character
	For Motor Vehicles Only.

	Manufacturer Name
	Name of manufacturer.
	35
	Character
	


	Field Name
	Definition
	Length
	Character
	Notes

	Method of Acquisition
	Indicates if the accountable personal property is owned, leased, or other. 
	1
	Character
	

	Model Number
	Model number of the equipment.
	15
	Character
	

	Model Year


	Year the vehicle was manufactured.
	9(4)
	YYYY
	For Motor Vehicles Only.

	Odometer
	Current miles driven.
	9(6)
	Numeric
	For Motor Vehicles Only.

	Org
	Organization code for the owner of the accountable personal property.
	7
	Character
	

	Serial Number
	The serial number or vehicle identification number of the accountable personal property.
	20
	Character
	

	Standard Identification Number (SIN)
	The number assigned by GSA for the specific vehicle type.
	4
	Character
	For Motor Vehicles Only. 

	Status
	Indicates the status of accountable personal property during the physical inventory process.
	7
	Character
	Only print column heading.  User will complete information.


	Field Name
	Definition
	Length
	Character
	Notes

	Total Acquisition Cost
	The total acquisition cost  for the selection criteria.
	9(14)V99
	Numeric
	This field provides a total acquisition cost of accountable property items at the end of the report.

	Total Number of Items
	This is a count of items for the selection criteria.
	9(6)
	Numeric
	This field provides a total number of items of accountable property items at the end of the report.

	WCF Indicator
	This field identifies property purchased with WCF funds.
	1
	Character
	


SELECTION CRITERIA EDITOR (The Selection Criteria Editor is the same for all the physical inventory reports unless otherwise specified.)

Appropriate

WCF

*Department-wide

**Agency Code

**PMO Code

**APO Number

**Org

Custodian

FSC Code

Method of Acquisition

· *Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.

· **Must choose one of these fields.

· SPECIAL INSTRUCTIONS.  Instructions apply to all five Physical Inventory Reports.   

· Users would like the option to print the physical inventory reports with or without the “Instruction Statement” and “Certification Statement”.  If this is not possible, we will need to have 2 sets of physical inventory reports, (1) reports with statements, and (2) reports without statements.  

· At the left margin provide a column to indicate the status of the accountable personal property (i.e., “on-hand” OH; excess, lost, loaned, etc.)   This column should stand-alone.

At the end of the report provide space to record additional accountable personal property that is on-hand but was not listed on the report. 

After the additions, insert the following Instruction Statement and Certification Statement.    

INSTRUCTION STATEMENT:  

This is a report of the accountable personal property assigned to you.  According to USDA regulations, you are required to conduct a physical

inventory of accountable property (either it has been 2 years since your last physical inventory or you are a departing or new APO).  

Physically verify the status of the accountable personal property and update the “Status” column.  For example:   “OH” (on-hand); loaned, lost,

stolen, excess, exchange/sold, transferred, etc.

· Correct any erroneous information by making the proper notation directly on the report, correct the description, serial number, manufacturer name, model number, license number, etc,.  

· Follow your agency’s inventory reconciliation procedures to document and remove accountable personal property from CPAIS for items that you could not locate.

Complete the required information in the space provided to list accountable personal property on-hand but not listed on the report.  Attach and submits a copy of the documentation that supports the acquisition of the accountable personal property to the appropriate office per your Agency’s inventory reconciliation procedures.   

Sign and date the certification statement below.  Return the completed report to the appropriate office per your Agency’s inventory reconciliation procedures.

CERTIFICATION STATEMENT:  

“I certify that a physical inventory was conducted of all accountable personal property assigned to me.  I have made the necessary notations for additions, deletions, and erroneous information on the report.”

APO Signature:

Date:

(Optional) Reconciliation Completed by:

Signature: 

Date:

(If applicable)

Property Management Officer Signature:

Date:  

3A.  PHYSICAL INVENTORY REPORT BY DESCRIPTION

· SORT  

· By APO Number

· By Description

LAYOUT.   This is a three-line report.  The third line is only necessary if the accountable personal property is a vehicle.

Heading 

United States Department of Agriculture

Corporate Property Automated Information System

Physical inventory report - Sorted by Description

Agency:   (Insert agency name) 

Report

APO Name:



APO Number:




Date of Last Inventory:

APO Complete Address:

APO  Phone Number:

STATUS
DESCRIPTION
MANUFACTURER
MODEL 
ASSET ID
SERIAL NO   FSC

ACQ DATE

ACQ COST

DOC TYPE
DOC NO 
DOC LINE
CUSTODIAN

COMPONENT

LICENSE NO

MODEL YEAR
SIN 

ODOMETER

TOTALS


NUMBER OF ITEMS:



ACQUISTION COST:

ADDITIONS:  (THIS WILL ONLY PRINT ON THE LAST PAGE OF THE REPORT, BEFORE THE INSTRUCTIONS AND CERTIFICATION STATEMENT.  LIST ALL THE COLLUMN HEADINGS ABOVE TO ASSIST THE APO IN LISTING  REQUIRED INFORMATION.  PROVIDE SPACE FOR 5 INSTANCES.) 

INSERT INSTRUCTION STATEMENT

INSERT CERTIFICATION STATEMENT

· 3B.  PHYSICAL INVENTORY REPORT BY SERIAL NUMBER  

· SORT
· By APO Number

· By Serial Number

LAYOUT.   This is a three-line report.  The third line is only necessary if the accountable personal property is a vehicle.

Heading

UNITED STATES DEPARTMENT OF AGRICULTURE

CORPORATE PROPERTY AUTOMATED INFORMATION SYSTEM 

Physical inventory report - Sorted by SERIAL NUMBER

AGENCY:   (Insert agency name)
Report

APO Name:



APO Number:




Date of Last Inventory:

APO Complete Address:

APO Phone Number:

STATUS
SERIAL NO
DESCRIPTION
MANUFACTURER
MODEL 
ASSET ID
FSC

ACQ DATE
ACQ COST

DOC TYPE

DOC NO 
DOC LINE
CUSTODIAN

COMPONENT

LICENSE NO
MODEL YEAR
SIN 


ODOMETER

TOTALS
NUMBER OF ITEMS:




ACQUISTION COST:

ADDITONS:  (THIS WILL ONLY PRINT ON THE LAST PAGE OF THE REPORT, BEFORE THE INSTRUCTIONS AND CERTIFICATION STATEMENT.  LIST ALL THE COLUMN HEADINGS ABOVE TO ASSIST THE APO IN PROVIDING REQUIRED INFORMATION.  PROVIDE SPACE FOR 5 INSTANCES.) 

INSERT INSTRUCTION STATEMENT

INSERT CERTIFICATION STATEMENT

3C. PHYSICAL INVENTORY REPORT BY ASSET IDENTIFICATION NUMBER

· SORT

· By APO Number

By Asset Identification Number  

LAYOUT.  This is a three-line report.  The third line is only necessary if the accountable personal property is a vehicle.

Heading

UNITED STATES DEPARTMENT OF AGRICULTURE

CORPORATE PROPERTY AUTOMATED INFORMATION SYSTEM 

Physical inventory report - Sorted by asset identification NUMBER

AGENCY:   (Insert agency name)
Report

APO Name:



APO Number:




Date of Last Inventory:

APO Complete Address:

APO Phone Number:

STATUS
ASSET ID
DESCRIPTION
MANUFACTURER
MODEL 
SERIAL NO
FSC

ACQ DATE
ACQ COST

DOC TYPE

DOC NO 
DOC LINE
CUSTODIAN

COMPONENT

LICENSE NO
MODEL YEAR
SIN 


ODOMETER

TOTALS

NUMBER OF ITEMS:


ACQUISTION AMOUNT:

ADDITIONS:  (THIS WILL ONLY PRINT ON THE LAST PAGE OF THE REPORT, BEFORE THE INSTRUCTIONS AND CERTIFICATION STATEMENT.  LIST ALL THE COLLUMN HEADINGS ABOVE TO ASSIST THE APO IN PROVIDING REQUIRED INFORMATION.  PROVIDE SPACE FOR 5 INSTANCES.) 

INSERT INSTRUCTION STATEMENT

INSERT CERTIFICATION STATEMENT

3D. PHYSICAL INVENTORY REPORT BY FSC CODE

· SORT 

· By APO Number

By FSC Code  

LAYOUT.  This is a three-line report.  The third line is only necessary if the accountable personal property is a vehicle.

Heading

UNITED STATES DEPARTMENT OF AGRICULTURE

CORPORATE PROPERTY AUTOMATED INFORMATION SYSTEM 

Physical inventory report - Sorted by Fsc CODE
AGENCY:   (Insert agency name)
Report
APO Name:



APO Number:




Date of Last Inventory:

APO Complete Address:

APO Phone Number:

STATUS
FSC

DESCRIPTION
MANUFACTURER
MODEL 
ASSET ID
SERIAL NO

ACQ DATE
ACQ COST

DOC TYPE

DOC NO 
DOC LINE
CUSTODIAN

COMPONENT

LICENSE NO
MODEL YEAR
SIN 


ODOMETER

TOTALS

 NUMBER OF ITEMS:


ACQUISTION AMOUNT:

ADDITIONS:  (THIS WILL ONLY PRINT ON THE LAST PAGE OF THE REPORT, BEFORE THE INSTRUCTIONS AND CERTIFICATION STATEMENT.  LIST ALL THE COLUMN HEADINGS ABOVE TO ASSIST THE APO IN PROVIDING REQUIRED INFORMATION.  PROVIDE SPACE FOR 5 INSTANCES.) 

INSERT INSTRUCTION STATEMENT

INSERT CERTIFICATION STATEMENT


3E.  PHYSICAL INVENTORY REPORT BY CUSTODIAN

· SORT

· By APO Number

· By Custodian

SPECIAL INSTRUCTIONS.   Users will need the option of having a page-break on “custodian” or “APO Number”.  If this is not possible, we will need 2 sets of this report, (1) with a page-break on custodian, (2) with a page-break on APO number.    

 LAYOUT.  This is a three-line report.  The third line is only necessary if the accountable personal property is a vehicle 

Heading
UNITED STATES DEPARTMENT OF AGRICULTURE

CORPORATE PROPERTY AUTOMATED INFORMATION SYSTEM 

Physical inventory report - Sorted by CUSTODIAN

AGENCY:   (Insert agency name)
Report
APO Name:



APO Number:




Date of Last Inventory:

APO Complete Address:

APO Phone Number:

STATUS
CUSTODIAN

DESCRIPTION
MANUFACTURER
MODEL 
ASSET ID
SERIAL NO


ACQ DATE

ACQ COST

DOC TYPE

DOC NO 
DOC LINE
COMPONENT
FSC

LICENSE NO

MODEL YEAR
SIN 


ODOMETER

TOTALS
 NUMBER OF ITEMS:


ACQUISTION AMOUNT:

ADDITIONS:  (THIS WILL ONLY PRINT ON THE LAST PAGE OF THE REPORT, BEFORE THE INSTRUCTIONS AND CERTIFICATION STATEMENT.  LIST ALL THE COLUMN HEADINGS ABOVE TO ASSIST THE APO IN PROVIDING REQUIRED INFORMATION.  PROVIDE SPACE FOR 5 INSTANCES.) 

INSERT INSTRUCTION STATEMENT

INSERT CERTIFICATION STATEMENT


4.  CPAIS CHANGE REPORT.   This report identifies changes made to CPAIS records relating to additions, modifications, transfers, and deletions.  Users must generate the report for a specific time frame.   Depending on how USDA handles accounting data, we foresee having three report types, (1) a report specific for accountable personal property data, (2) a report specific to accounting data, and (3) a report listing both accountable personal property and accounting data.

For acquisitions, the report should contain all fields that were populated in the acquisition process.

For modifications, at a minimum, the report should contain the complete APO number asset identification number, description, serial number, manufacturer, model number, license number (if a vehicle), and any data that was changed.  Clearly identify the data that was changed.

For deletions, at a minimum, the report should contain the APO number, asset identification number, description, serial number, manufacturer, model number, disposal document number, and license number (for vehicles).  Identify the disposal method.  

Treat transfers as an acquisition for the receiving APO and as a deletion for the losing APO.   

SELECTION CRITERIA EDITOR

 *Agency Code

*PMO Code

*APO Number

Date Range of Transactions  (Users must indicate a date range)

· *Must choose one of these fields.

SORT

By APO Number

By Transaction Code

SPECIAL INSTRUCTIONS.  The report should contain a summary identifying the number of changes by transaction type, i.e, addition, modifications, deletions, and transfers.

5A.  PMO AND APO INVENTORY STATUS REPORT.  This report will list the status of each APO’s physical inventory. 

DATA ELEMENTS

	Field Name
	Definition
	Length
	Character
	Notes

	Accountable Property Officer (APO) Address
	The APO’s first line of address.
	35
	Character
	

	APO City
	The APO’s city.
	20
	Character
	

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Last Inventory Date
	Date listed as the last date the APO conducted a physical inventory.
	8
	MM/DD/YYYY
	

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Number
	The number assigned to the APO.
	14
	Character
	

	APO State
	The APO’s State.
	2
	Character
	

	APO Telephone Number
	The APO’s telephone number.
	9(10)
	Numeric
	

	APO Zip Code
	The APO’s zip code.
	9(9)
	Numeric
	

	Agency Code
	2-Digit agency code.
	2
	Character
	

	Agency Name
	Official agency name.
	50
	Character
	

	Inventory Status
	Indicates the status of the APO’s inventory.
	11
	Character
	This field will be system generated by the inventory date and coded as: 

Current, Delinquent, No Date, and No Property. .   Age the current status as shown in special instructions.  


	Field Name
	Definition
	Length
	Character
	Notes

	Property Management Officer’s (PMO) Address
	The PMO’s first line of address.
	35
	Character
	

	PMO City
	The PMO’s city.
	20
	Character
	

	PMO Code
	The number assigned to the PMO.
	2
	Character
	

	PMO First Name
	The PMO’s first name.
	12
	Character
	

	PMO Last Name
	The PMO’s last name.
	20
	Character
	

	PMO State
	The PMO’s State.
	2
	Character
	

	PMO Zip Code
	The PMO’s zip code.
	9(9)
	Numeric
	

	Status Total  of Current Inventories
	Computes the number of current inventories.
	9(5)
	Numeric
	

	Status Total of Delinquent Inventories
	Computes the number of delinquent inventories. 
	9(5)
	Numeric
	

	Status Total of No Date Inventories
	Computes the number of inventories that have no date.
	9(5)
	Numeric
	

	Status Total of No Property Inventories
	Computes the number of inventories that have no property.
	9(5)
	Numeric
	

	Total Number of Inventories
	Computes the total number of inventories for the specific PMO.
	9(5)
	Numeric
	


SELECTION CRITERIA EDITOR

 *Agency Code

*PMO Code

*APO Number

Inventory Status (if status equals “delinquent”, the report will generate a list of delinquent inventories, etc.)

· *Must choose one of these fields.

· SORT 

· By PMO Code

· By APO Number

SPECIAL INSTRUCTIONS.  We would like the option to generate this report with or without the APO address.  If this is not possible, we will need 2 sets of this report, (1) report with APO address, (2) report without APO address.   At the end of the report, it should contain a summary listing the total number of inventories by PMO or Agency (depending on the selection criteria), by each status code and a summary page by PMO.  To determine if an APO’s inventory is current or delinquent you take the current date and subtract two years.  If the APO’s inventory date is more than two years ago it is delinquent.  Also, age the inventories in the current status to show those due an inventory within 30, 60, or 90 days. 

· LAYOUT

Heading  

· UNITED STATES DEPARTMENT OF AGRICUTLURE

· CORPORATE PROPERTY AUTOMATED INFORMATON SYSTEM

PMO, APO INVENTORY STATUS REPORT

Report

PMO CODE:
AA




PMO NAME:
  KATHY FAY
AGENCY CODE:  DA

PMO COMPLETE ADDRESS:


  USDA/ARS/AFM/APD

AGENCY NAME:  RURAL DEVELOPMENT  









  1400 INDEPENDENCE AVE.
PMO TELEPHONE NUMBER:








  WASHINGTON, DC 20250

APO NUMBER
APO NAME

APO COMPLETE ADDRESS
APO TELEPHONE
INVENTORY DATE 

STATUS

AA-110010-AAAA
KATHY FAY

USDA/ARS/AFM/APD

202-720-2359

05/25/2004


CURRENT







1400 INDEPENDENCE AVE.








WASHINGTON, DC 20250




INVENTORY STATUS TOTALS:


CURRENT

1











DELINQUENT 
1











NO DATE

1











NO PROPERTY
1








TOTAL NUMBER OF INVENTORIES:




4

5B.  PMO and APO SUMMARY INVENTORY REPORT.  This is the same report as the PMO, APO Inventory Report except this report only produces the Summary Pages by Agency.

LAYOUT.  Use the same layout for the inventory status totals in the above report, PMO and APO Inventory Status Report.  

INVENTORY STATUS TOTALS:


CURRENT

1








DELINQUENT 
1








NO DATE

1








NO PROPERTY
1





TOTAL NUMBER OF INVENTORIES:


4

6A. STAGING AREA REPORT BY DOCUMENT NUMBER.   This report identifies transactions received from FFIS where there was not all “property Records” have been established.
DATA ELEMENTS

	Field Name
	Definition
	Length
	Character
	Notes

	Accounting Data Segment
	The appropriation number used to charge the acquisition cost against.
	9(68)
	numeric
	

	Acquisition Cost
	Cost of accountable personal property.
	9(11)V99
	Numeric
	

	Acquisition Date
	Date accountable personal property was received.
	8
	MM/DD/YYYY
	

	Agency Code
	2-Digit Agency code.
	2
	Character
	

	Agency Name
	Official agency name.
	50
	Character
	

	Agency Reference Number
	The agency reference number assigned to a PCMS transaction.
	23
	Character
	

	Budget Object Classification Code (BOCC) 
	The code used to identify the fund for the purchase. 
	9(4)
	Numeric
	

	Cardholder First Name
	The name of the PCMS cardholder.
	12
	Character
	For this report combine both first and last name so that it is one field.  Only use the first initial of the first name.

	Cardholder Last Name
	The name of the PCMS cardholder.
	20
	Character
	See note above.

	Field Name
	Definition
	Length
	Character
	Notes

	CPAIS Transaction Date
	The date the transaction was received by CPAIS.
	8
	MM/DD/YYYY
	

	Document Line Item Number
	The line item of the document.
	9(4)
	Numeric
	

	Document Number 
	The acquisition document number.
	16
	Character
	

	Document Type
	The acquisition method.
	4
	Character
	The acquisition method can be either IAS, FFIS, Found, BANK, etc.

	Org
	Organization code for the owner of the property.
	7
	Character
	

	Property Management Officer (PMO) Address
	The PMO’s first line of address.
	35
	Character
	

	PMO City
	The PMO’s City.
	20
	Character
	

	PMO Code
	The code assigned to the property management officer.
	2
	Character
	

	PMO First Name
	The PMO’s first name.
	12
	Character
	

	PMO Last Name
	The PMO’s last name.
	20
	Character
	

	PMO State
	The PMO’s State.
	2
	Character
	

	PMO Zip Code
	The PMO’s zip code.
	9(9)
	Numeric
	

	Quantity Received
	The number of items acquired for the individual line item.
	9(5)
	Numeric
	

	Quantity Updated
	The number of items updated. 
	9(5)
	Numeric
	


	Field Name
	Definition
	Length
	Character
	Notes

	Quantity Outstanding
	The number of items pending update.
	9(5)
	
	System generated.  Subtract the number of “quantity updated” from “quantity received” per line item

	Sub Line Order Number
	Number used to identify a further breakout of a line number to separate or consolidate line item numbers
	4
	Character
	

	Vendor
	The company where the item was purchased.
	15
	Character
	PCMS transactions only


SELECTION CRITERIA EDITOR

*Agency Code

*PMO Code

*Org 

· *Must choose one of these fields.

SORT

By Agency Code

By PMO Code

By Document Number

By Line Item Number


BY CPAIS Transaction Date

SPECIAL INSTRUCTIONS:  Insert “Instructions” only on the first page.  Also, asterisk the where the CPAIS Transaction Date is more the 60 days old.

LAYOUT.  This will be a two-line report for non-PCMS transactions and a three-line report for PCMS transactions.

Heading

12
UNITED STATES DEPARTMENT OF AGRICUTLURE

CORPORATE PROPERTY AUTOMATED INFORMATON SYSTEM

WEEKLY STAGING AREA REPORT – BY DOCUMENT NUMBER

Report

PMO CODE:
AA


PMO NAME:
  KATHY FAY


AGENCY CODE:  DA

PMO COMPLETE ADDRESS:


  USDA/ARS/AFM/APD

AGENCY NAME:  RURAL DEVELOPMENT  









  1400 INDEPENDENCE AVE.
PMO TELEPHONE NUMBER:








  WASHINGTON, DC 20250

INSTRUCTIONS:  YOUR AGENCY RECEIVED ACCOUNTABLE PROPERTY PURCHASED UNDER THE LISTED DOCUMENTS.  PROMPTLY RECONCILE TRANSACTIONS.  PROPERLY RECONCILE NO LATER THAN 30 DAYS OF CPAIS TRANSACTION DATE.  (Note:  only print instructions on the first page.) 

DOC

DOCUMENT
LINE 
SUB     BOCC 
ACQUISITION
DATE

QTY
QTY

QTY

CPAIS DATE


TYPE

NUMBER
ITEM
LINE
                        AMOUNT

RECVD
RCVD
UPDT
            OUTSTDNG

ACCOUNTING DATA SEGMENT

PCMS Transactions will generate another line with the following data elements

CARD HOLDER NAME
VENDOR
AGENCY REFERENCE NUMBER


At the end of the report, provide a summary of the number of transactions grouped by the CPAIS Transaction Date. 

PMO  

Agency Code

Agency Name

Group


No. of Items

Acq. Cost

  0 – 30 Days

31 - 60 Days

61 – 90 Days

Over 90 Days


TOTAL



6B. STAGING AREA REPORT BY ORG.   This report identifies transactions received from FFIS where there was not all “property Records” have been established.
SPECIAL INSTRUCTIONS:   This report is identical to the report above, Weekly Trans Report by Document Number, except for addition sort options.    

SORT

By Agency Code

By Org 

By Accounting

By Document Number

By Line Item
6C. SUMMARY STAGING AREA REPORT BY PMO.  This report is a summary of the Staging Area Report.  By PMO, it lists the number of transactions and the acquisition cost of listed items that have not yet been updated with an associated “property record”.. 
SELECTION CRITERIA EDITOR
*Department-wide

**Agency Code

**PMO Code

**Org

· *Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.

· **Must choose one of these fields.

SORT

By Agency Code

By PMO Code

By CPAIS Transaction Date  (this date groups transactions by the specific time frames)

LAYOUT

PMO CODE

AGENCY CODE
AGENCY NAME

Group


No. of Items

Acq Cost

  0 – 30 Days

31 - 60 Days

61 – 90 Days

Over 90 Days 

TOTAL



SPECIAL INSTRUCTIONS.  At the end of the report provide a summary by Agency.

LAYOUT

AGENCY CODE
AGENCY NAME

Group


No. of Items

Acq. Cost

  0 – 30 Days

31 - 60 Days

61 – 90 Days

Over 90 Days 

TOTAL

6D. SUMMARY STAGING AREA REPORT BY AGENCY.   This report is a summary of the Staging Area Report.  By Agency Code, list the number of transactions and the acquisition cost of items on the Weekly Transaction Report that have not yet been updated to CPAIS. 
SELECTION CRITERIA EDITOR

*Department-wide

**Agency Code

**PMO Code

**Org 

· *Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.

· **Must choose one of these fields.

SORT
By Agency Code

By CPAIS Transaction Date (this date groups the transactions by specific time frames)

LAYOUT:

AGENCY
# OF

ACQ. COST
 # OF

ACQ. COST
#  OF

ACQ. COST
#  OF


ACQ. COST



CODE

ITEMS
0-30

ITEMS
31-60 

ITEMS
61-90 

ITEMS

OVER 90 



0-30 DAYS
DAYS

31-60 DAYS
DAYS

61-90 DAYS
DAYS

OVER 90 DAYS
DAYS 

DEPARTMENT TOTAL  


7.  PERSONAL PROPERTY SUMMARY REPORT BY FSC, MANUFACTURER, MODEL, AND DESCRIPTION.  This report summarizes all personal property items by FSC, Manufacturer, Model, and Description.

DATA ELEMENTS

	Field Name
	Definition
	Length
	Character
	Notes

	Accountable Property Officer (APO) Address
	The APO’s first line of address.
	35
	Character
	

	APO City
	The APO’s city.
	20
	Character
	

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Number

	The number assigned to the accountable property officer.
	14
	Character
	

	APO State
	The APO’s State.
	2
	Character
	

	APO Telephone Number
	The APO’s telephone number.
	9(10)
	Numeric
	

	APO Zip Code
	The APO’s zip code.
	9(9)
	Numeric
	

	Acquisition Cost
	Cost of accountable personal property.
	9(11)V99
	Numeric
	

	Agency Code
	2-Digit agency code.
	2
	Character
	

	Agency Name
	Official agency name.
	50
	Character
	

	Standard Description
	Description of accountable personal property.
	60
	Character
	Only include the first 35 characters on the report.

	Federal Supply Classification (FSC) Code
	4-digit FSC Code.
	9(4)
	Numeric
	

	Manufacturer Name
	Name of Manufacturer.
	35
	Character
	

	Model Number
	Model number of the equipment.
	15
	Character
	

	Field Name
	Definition
	Length
	Character
	Notes

	Number of Units
	The count of items.
	9(6)
	Numeric
	

	Org
	Organization code for the owner of the property.
	7
	Character
	

	Property Management Officer (PMO) Code
	The number assigned to the PMO.
	2
	Character
	

	Total Acquisition Cost
	The sum of values of the acquisition amount.
	9(14)V99
	Numeric
	

	Total Number of Units
	The sum of the number of units.
	9(6)
	Numeric
	


SELECTION CRITERIA EDITOR

Appropriate Fund Property (This will be a yes or no answer.)



WCF Fund Property (This will be yes or no answer.)
*Department-wide

**Agency Code

**PMO Code

**Org

**APO Number

FSC Code

· *Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.

**Must choose one of these fields.

SORT

By FSC Code

By Manufacturer

By Model

By Description

LAYOUT

Heading 

UNITED STATES DEPARTMENT OF AGRICULTURE

CORPORATE PROPERTY AUTOMATED INFORMATION SYSTEM

LIST OF PERSONAL PROPERTY – BY FSC AND MANUFACTURER

Report

AGENCY NAME
AGENCY, PMO OR APO (DEPENDING ON SELECTION CRITERIA SELECTED)

APO NAME

APO ADDRESS

APO TELEPHONE NUMBER

FSC
MANUFACTURER

MODEL
DESCRIPTION

UNITS

TOTAL ACQUISITION COST

(INSERT A TOTAL LINE)




TOTALS:
NUMBER OF UNITS:



ACQUISITION COST:

SPECIAL INSTRUCTIONS.  This report will sum the number of units and acquisition cost in order by FSC, manufacturer, model, and description.

8.  PERSONAL PROPERTY SUMMARY REPORT BY FSC.  This report summarizes all personal property items by FSC.

DATA ELEMENTS
	Field Name
	Definition
	Length
	Character
	Notes

	Accountable Property Officer (APO)  Address
	The APO’s first line of address.
	35
	Character
	

	APO City
	The APO’s city.
	20
	Character
	

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Number

	The number assigned to the accountable property officer.
	14
	Character
	

	APO State
	The APO’s State.
	2
	Character
	

	APO Telephone Number
	The APO’s telephone number.
	9(10)
	Numeric
	

	APO Zip Code
	The APO’s zip code.
	9(9)
	Numeric
	

	Acquisition Cost
	Cost of accountable personal property.
	9(11)V99
	Numeric
	

	Agency Code
	2-Digit agency code.
	2
	Character
	

	Agency Name
	Official agency name.
	50
	Character
	

	Federal Supply Classification (FSC)  Code
	4-digit FSC Code.
	9(4)
	Numeric
	

	Number of Items
	The count of items.
	9(6)
	Numeric
	

	PMO Code
	The number assigned to the property management officer.
	2
	Character
	

	Total Acquisition Cost
	The sum of values of the acquisition amount.
	9(14)V99
	Numeric
	

	Total Number of Items
	The sum of the number of items.
	9(6)
	Numeric
	


SELECTION CRITERIA EDITOR

Appropriate Fund Property (This will be a yes or no answer.)



WCF Fund Property (This will be yes or no answer.)
*Department-wide

**Agency Code

**PMO Code

**APO Number

FSC Code

*Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.

**Must choose one of these fields.

SORT

By FSC Code

LAYOUT

Heading 

UNITED STATES DEPARTMENT OF AGRICULTURE

CORPORATE PROPERTY AUTOMATED INFORMATION SYSTEM

LIST OF PERSONAL PROPERTY - BY FSC 

Report

AGENCY NAME
AGENCY, PMO OR APO (DEPENDING ON SELECTION CRITERIA SELECTED)
APO NAME

APO ADDRESS

APO TELEPHONE NUMBER

FSC
UNITS

COST




FSC

UNITS

COST


(INSERT A TOTAL LINE)




TOTALS:
NUMBER OF UNITS


ACQUISITION COST

SPECIAL INSTRUCTIONS.  This report will sum the number of units and acquisition cost by FSC.  If necessary it can be a two or three column report depending on space in the report.

 REPORTS

9.  AGENCY/PMO ASSET REPORT SUMMARY.  This report lists the total number of inventory items and the total acquisition cost  by Agency, PMO, Org, APO Number, or APO City/State.

DATA ELEMENTS

	Field Name
	Definition
	Length
	Character
	Notes

	Accumulated Depreciation Amount
	The accumulated depreciation amount applied to asset.
	9(11)V99
	Numeric
	

	Accountable Property Officer (APO) City
	The APO’s city.
	20
	Character
	

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Last Inventory Date
	The date listed as the last date the APO conducted a physical inventory.
	8
	MM/DD/YYYY
	

	APO State
	The APO’s State.
	2
	Character
	

	APO Zip Code
	The APO’s zip code.
	9(9)
	Numeric
	

	Acquisition Cost
	Cost of accountable personal property.
	9(11)V99
	Numeric
	

	Agency Code
	2-Digit agency code.
	2
	Character
	  

	Agency Name
	Official agency name.
	50
	Character
	

	Lease Cost
	The monthly cost of leased accountable personal property.
	9(11)V99
	Numeric
	


	Field Name
	Definition
	Length
	Character
	Notes

	Method of Acquisition
	Identifies if accountable personal property is owned, leased, or other.  
	5
	Character
	

	Number of Items
	Calculated field that counts the number of items.
	9(6)
	Numeric
	

	Org
	Organization code for the owner of the property.
	7
	Character
	

	Property Management Officer (PMO) Code
	The code assigned to the property management officer.
	2
	Character
	

	PMO First Name
	The PMO’s first name.
	12
	Character
	

	PMO Last Name
	The PMO’s last name.
	20
	Character
	

	Total Accumulation Depreciation Amount
	Calculated field - it is the sum of the accumulation depreciation amount for a specific APO.
	9(14)V99
	Numeric
	

	Total Acquisition Amount
	Calculated field - it is the sum of the accumulation depreciation amount for a specific APO.
	9(14)V99
	Numeric
	

	Total Monthly Lease Cost
	Calculated field – it is the sum of the total monthly lease costs for a specific APO.  
	914)V99
	Numeric
	

	Total Number of Items
	Calculated field – it is the sum of the number of items for a specific APO.
	9(6)
	Numeric
	


SELECTION CRITERIA EDITOR

*PMO Code

*Org 

*APO Number

APO City

APO State

Method of Acquisition

FSC Code

*Must choose one of these fields.

· SPECIAL INSTRUCTIONS.   Users can generate this report by Agency, PMO, Org, APO Number, or APO City or State.  By APO, it will provide a count of the number of inventory items and the total acquisition cost and accumulated depreciation amount.  It also provides a count of the number of leased items and the monthly lease cost by APO.  It will separate owned item from leased items.

10.  WEEKLY STAGING AREA REPORT BY DOCUMENT NUMBER.   This report identifies transactions received from FFIS where there was no “property Record”.

DATA ELEMENTS

	Field Name
	Definition
	Length
	Character
	Notes

	Accounting Data Segment
	The appropriation number used to charge the acquisition cost against.
	9(68)
	numeric
	

	Acquisition Cost
	Cost of accountable personal property.
	9(11)V99
	Numeric
	

	Acquisition Date
	Date accountable personal property was received.
	8
	MM/DD/YYYY
	

	Agency Code
	2-Digit agency code.
	2
	Character
	

	Agency Name
	Official agency name.
	50
	Character
	

	Agency Reference Number
	The agency reference number assigned to a PCMS transaction.
	23
	Character
	

	Budget Object Classification Code (BOCC) 
	The code used to identify the fund for the purchase. 
	9(4)
	Numeric
	

	Cardholder First Name
	The name of the PCMS cardholder.
	12
	Character
	In this report combine the first and last name so that it is one field.  Only use the first initial of the first name.

	Cardholder Last Name
	The name of the PCMS cardholder.
	20
	Character
	See note above

	CPAIS Transaction Date
	The date the transaction was received by CPAIS.
	8
	MM/DD/YYYY
	


	Field Name
	Definition
	Length
	Character
	Notes

	Document Line Item Number
	The line item of the document.
	9(4)
	Numeric
	

	Document Number 
	The acquisition document number.
	16
	Character
	

	Document Type
	The acquisition method.
	4
	Character
	

	Org
	Organization code for the owner of the property
	7
	Character
	

	Property Management Officer (PMO) Address
	The PMO’s first line of address.
	35
	Character
	

	PMO City
	The PMO’s city.
	20
	Character
	

	PMO First Name
	The PMO’s first name.
	12
	Character
	

	PMO Code
	The code assigned to the PMO.
	2
	Character
	

	PMO Last Name
	The PMO’s last name.
	20
	Character
	

	PMO State
	The PMO’s State.
	2
	Character
	

	PMO Zip Code
	The PMO’s zip code.
	9(9)
	Numeric
	

	Quantity Received
	The number of items acquired for the individual line item.
	9(5)
	numeric
	

	Quantity Updated
	The number of items that have been updated. 
	9(5)
	Numeric
	

	Quantity Outstanding
	The number of items that are pending update.
	9(5)
	Numeric
	System generated.  Subtract the number of “quantity updated” from “quantity received” per line item


	Field Name
	Definition
	Length
	Character
	Notes

	Sub Line Order Number
	Number used to identify a further breakout of a line item number to separate or consolidate line item numbers. 
	4
	Character
	

	Vendor
	The company where the item was purchased.
	15
	Character
	PCMS transactions only


SELECTION CRITERIA EDITOR 

*Agency Code

*PMO Code

Org

· *Must choose one of these fields.

11
PERSONAL PROPERTY DATA REPORT.  This report contains all the data elements related to personal property including aircraft but excludes vehicles.  This will allow agencies to generate reports to meet their specific needs.
SELECTION CRITERIA EDITOR

*Department-wide

**Agency Code

**PMO Code

**Org 

**APO Number

· *Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.

**Must choose one of these fields.

12 DEPARTMENT REPORT ON INVENTORY STATUS.  This report gives the status of each APO’s physical inventory.

DATA ELEMENTS

	Field Name
	Definition
	Length
	Character
	Notes

	Accountable Property Officer (APO) Address
	The APO’s first line of address.
	35
	Character
	

	APO City
	The APO’s city.
	20
	Character
	

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Inventory Status
	Indicates the status of the APO’s inventory.
	11
	Character
	This field will be system generated by the inventory date and coded as: 

Current, Delinquent, No Date, and No Property.   

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Last Inventory Date
	Date listed as the last date the APO conducted a physical inventory.
	8
	MM/DD/YYYY
	

	APO Number

	The number assigned to the APO.
	14
	Character
	

	APO State
	The APO’s State.
	2
	Character
	

	APO Zip Code
	The APO’s zip code.
	9(9)
	Numeric
	

	APO Telephone Number
	The APO’s telephone number.
	9(10)
	Numeric
	

	Agency Code
	2-Digit Agency code.
	2
	Character
	

	Agency Name
	Official Agency name.
	50
	Character
	

	Property Management Officer (PMO) Code
	The code assigned to the PMO.
	2
	Character
	

	PMO First Name
	The PMO’s first name.
	12
	Character
	


	Field Name
	Definition
	Length
	Character
	Notes

	PMO Last Name
	The PMO’s last name.
	20
	Character
	


SELECTION CRITERIA EDITOR

*Department-wide

**Agency Code

**PMO Code

**APO Number

APO Inventory Status

· *Only individuals with special authority can generate Department-wide reports.  When selecting “Department-wide” criteria, no other selection criteria is necessary.  

**Must choose one of these fields.

13 INVENTORY REPORT.  This report allows agencies to export the Inventory Report into EXCEL format.

· DATA ELEMENTS 

	Field Name
	Definition
	Length
	Character
	Notes

	Accountable Property Officer (APO) Address
	The APO’s first line of address.
	35
	Character
	

	APO City
	The APO’s city.
	20
	Character
	

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Last Inventory Date
	Date listed as the last date the APO conducted a physical inventory.
	8
	MM/DD/YYYY
	

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Number

	The number assigned to the accountable property officer.
	14
	Character
	

	APO State
	The APO’s State.
	2
	Character
	

	APO Telephone Number
	The APO’s telephone number
	9(10)
	Numeric
	

	APO Zip Code
	The APO’s zip code.
	9(9)
	Numeric
	

	Acquisition Cost
	Cost of accountable personal property.
	9(11)V99
	Numeric
	


	Field Name
	Definition
	Length
	Character
	Notes

	Acquisition Date
	Date accountable personal property was received.
	8
	MM/DD/YYYY
	

	Agency Code
	2-Digit Agency code.
	2
	Character
	

	Agency Name
	Official Agency name.
	50
	Character
	

	Asset Identification Number
	Unique identification number for each accountable personal property in CPAIS.
	12
	Character
	

	Budget Object Classification Code (BOCC) 
	The code used to identify the fund for the purchase. 
	9(4)
	Numeric
	

	Component Identification Number
	This is the CPAIS unique identification number of parent accountable personal property.
	12
	Character
	Print components below parents.

	Field Name
	Definition
	Length
	Character
	Notes

	Custodian
	Field used to identify either user of accountable personal property or physical location, i.e. room number.
	20
	Character
	

	Standard Description
	Description of accountable personal property.
	60
	Character
	Only include the first 35 characters on the report.

	Document Line Item Number
	The line item of the document.
	9(4)
	Numeric
	

	Document Number 
	The acquisition document number.
	16
	Character
	

	Document Type
	The acquisition method.
	4
	Character
	

	Federal Supply Classification (FSC) Code
	4-digit FSC Code.
	9(4)
	Numeric
	

	License Number
	The license number assigned to the vehicle.
	10
	Character
	For Motor Vehicles Only.

	Manufacturer Name
	Name of Manufacturer.
	35
	Character
	


	Field Name
	Definition
	Length
	Character
	Notes

	Model Number
	Model number of the equipment.
	15
	Character
	

	Model Year


	Year the vehicle was manufactured.
	9(4)
	YYYY
	For Motor Vehicles Only.

	Odometer
	Current miles driven.
	9(6)
	
	For Motor Vehicles Only.

	Org
	Organization code for the owner of the property.
	7
	Character
	

	Property Management Officer (PMO) Address
	The PMO’s first line of address.
	35
	Character
	

	PMO City
	The PMO’s city.
	20
	Character
	

	PMO Code
	The number assigned to the PMO.
	2
	Character
	

	PMO First Name
	The PMO’s first name.
	12
	Character
	

	PMO Last Name
	The PMO’s last name.
	20
	Character
	

	PMO State
	The PMO’s State.
	2
	Character
	

	PMO Zip Code
	The PMO’s zip code.
	9(9)
	Numeric
	

	Serial Number
	The serial number or vehicle identification number of the accountable personal property.
	20
	Character
	

	Standard Identification Number (SIN)
	This is the number assigned by GSA for the specific vehicle type.
	4
	Character
	For Motor Vehicles Only. 

	Total Number of Items
	This is a count of items for the selection criteria.
	9(6)
	Numeric
	

	Total Acquisition Cost
	The total acquisition value for the selection criteria.
	9(14)V99
	Numeric
	


	Field Name
	Definition
	Length
	Character
	Notes

	Transaction Type Description
	This is the description for the type of transaction.
	10
	Character 
	Example:  Deleted as Duplicate, New Acquisition, etc.

	WCF Indicator
	This field identifies property purchased with WCF funds.
	1
	Character
	


· SELECTION CRITERIA EDITOR

Appropriate

WCF

*Department-wide

**Agency Code

**PMO Code

**APO Number

**Org

Custodian

FSC Code

·  *Only individual with special authority can generate Department-wide reports.  When selecting “Department-wide” no other selection criteria are necessary.  

· **Must choose one of these fields.

14 SUMMARY REPORT OF ACQUISITIONS OR DISPOSALS FOR A FISCAL YEAR.  This report provides by Agency, PMO, Org, or APO, a summary of either acquisitions or disposals for specified budget fiscal year.
	Field Name
	Definition
	Length
	Character
	Notes

	Accountable Property Officer (APO) Address
	The APO’s first line of address.
	35
	Character
	

	APO City
	The APO’s city.
	20
	Character
	

	APO First Name
	The APO’s first name.
	12
	Character
	

	APO Last Name
	The APO’s last name.
	20
	Character
	

	APO Number

	The number assigned to the accountable property officer.
	14
	Character
	

	Acquisition Cost
	Cost of accountable personal property.
	9(11)V99
	Numeric
	

	Acquisition Date
	Date accountable personal property was received.
	8
	MM/DD/YYYY
	

	Agency Code
	2-Digit Agency code.
	2
	Character
	

	Agency Name
	Official Agency name.
	50
	Character
	

	Asset Identification Number
	Unique identification number for each accountable personal property in CPAIS.
	12
	Character
	

	Budget Fiscal Year
	Year in which the funds were expended to purchase the property.
	9(4)
	Numeric
	

	Org
	Organization code for the owner of the property.
	7
	Character
	

	PMO Code
	The number assigned to the PMO.
	2
	Character
	


	Field Name
	Definition
	Length
	Character
	Notes

	PMO First Name
	The PMO’s first name.
	12
	Character
	

	PMO Last Name
	The PMO’s last name.
	20
	Character
	

	Total Number of Items
	This is a count of items for the selection criteria.
	9(6)
	Numeric
	

	Total Acquisition Cost
	The total acquisition value for the selection criteria.
	9(14)V99
	Numeric
	

	Transaction Type Description
	This is the description for the type of transaction.
	10
	Character 
	Example:  Deleted as Duplicate, New Acquisition, etc.


· SELECTION CRITERIA EDITOR

Appropriate

WCF

*Department-wide

**Agency Code


**PMO Code

**APO Number

**Org

Custodian

FSC

Transaction Type Description

Fiscal Year (indicated in one of the positions of the accounting segment)

· *Only individual with special authority can generate Department-wide reports.  When selecting “Department-wide” no other selection criteria are necessary.  

· **Must choose one of these fields.

· Example if Selection Criteria is PMO.

· BUDGET FISCAL YEAR  ___

· ACQUISITIONS

· PMO
# OF Items
ACQUISITION COST

· FD

234

989,000.00

· DISPOSALS

· PMO
# OF Items
ACQUISITION COST

· FD

153

678,000.00

