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October 18, 2002

(UT952) P

Instruction  Memorandum  No. UT 2003-005

Expires :  9/30/04

To:                          Deputy State Directors, Utah State Office

From:                      State Director

Subject:                  Designation of Custodial Property Officers

BLM Manual 1520 requires that Accountable Officers designate individuals as Custodial Property Officers for personal property in their area of responsibility.  This Instruction Memorandum designates the following individuals as Custodial Property Officers in the Utah State Office:

      UT910 – Bob Bennett          UT923 – Jim Kohler
       UT950 - Linda Colville     

      UT911 – Keith Aller            UT924 – Bob Lopez
 UT951 – Stew Nelson 

      UT912 – Don Banks            UT930 – Kate Kitchell
       UT952 – Roy Turner

      UT920 – Kent Hoffman       UT933 – Verlin Smith
       UT953 – Wayne Garner

      UT921 – Joe Incardine         UT934 – Shelly Smith
       UT954 – Dan Webb

      UT922 – Bob Henricks        UT936 – Sheldon Wimmer
  UT955 – Rulon Duncan

Custodial Property Officers are local operating officials responsible for ensuring individuals within their area of responsibility acquire, maintain, and properly use property needed to perform their duties. They are also responsible to identify unneeded property for disposal.  Custodial Property Officers are normally supervisors, are appointed by the Accountable officer, and are identified in Fixed Assets (FA) as “Custodial Officers”.  They are responsible for:

1 Ensuring employees under their jurisdiction are aware of their personal

property management responsibilities.  This includes ensuring employees              receive training before using government equipment   (i.e., employees must receive special training before operating special use vehicles) and that they have a valid state licenses before operating government passenger vehicles, or special use vehicles.

2. Ensure purchase card transactions of personal property are reported to the property manager so a property number can be assigned and the item entered into the Fixed Assets Property System  

3. Ensure accountability of non-FA property which is easily converted to personal use, complete an annual inventory of items under their control, and ensure these items are accounted for and tracked using DI-105 or another local method. 

4. Ensure that all personal property is used for official use only.

5. Ensure that all instances of loss, damage, or theft are immediately reported to the Property Manager.

Sub-Custodial Officers:  Custodial officers may designate individuals under their organizational area of responsibility as sub-custodial officers to assist them in fulfilling the responsibilities as named above.

If you have any question relating to your responsibilities as a custodial property officer, please contact Kit Collings at 801-539-4173.                        
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