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June 29, 2004



(UT-952) P

Instruction Memorandum No. UT 2004-073
Expires: 09/30/2004

To:

All Employees

From:               State Director

Subject:         
Care, Use and Custody of Government Property

This directive is to remind all employees of their responsibility for the proper care, and use of Government property and their liability for lost, damaged, or stolen property, as a result, of the failure to exercise proper care.

The following definitions outline areas of responsibility as it relates to the proper care, and use of government property.

ACCOUNTABLE OFFICERS are office heads responsible for ensuring accountability of personal property items; that accurate personal property records are maintained; that custodial officers are designated; and that all employees are aware of their roles and responsibilities, and personal liability resulting from improper use and/or care of items assigned to them.  The Accountable Officer accepts accountability for all of the assets in the Fixed Assets (FA) system by completing Form 1520-9, Accountability Certificate.  This form is completed upon arrival and before departure of an Accountable Officer.

CUSTODIAL OFFICERS are the local operating officials responsible for ensuring individuals within their area of responsibility who acquire, maintain, and properly use accountable or non accountable property needed to perform their duties and identify unneeded property for disposal.  Custodial 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 acknowledging receipt of assigned property using DI-105, Receipt for Property or an approved automated form, 
ensuring employees receive training before using Government equipment (i.e., employees must receive special training before operating heavy equipment or special -use vehicles) and that they have a valid State licenses before operation of heavy equipment or special-use vehicles.

2.
Ensuring purchase card transactions of personal property that must be entered into Fixed Assets are reported to administrative personnel who are responsible for entering the data.

3.
Ensure that all personal property is used for official purposes only.

4.
Ensuring that all instances of loss, damage, or theft are immediately documented and reported to the Property Manager.

5.
Ensuring that Bureau inventory requirements are met

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 named above.

COGNIZANT EMPLOYEES.  Cognizant Employees are employees who use personal property and who have been informed of their responsibilities for use, care and safeguard of their property.
They are responsible for:


1.   Security of all personal property under their control.  Employees at a minimum must:

             
a.  At Office Location

(1)   Place portable items out of sight in a desk or cabinet when not in use, or when the work area is unattended.

(2)   Place portable items in secure (locked storage) areas when leaving for the night, or for extended periods during which the item is not expected to be used.

             
b.   At Field Locations.

(1)   Maintain personal possession of assigned personal property during field work or fire suppression activities, unless an emergency makes this impossible.

(2)   Leave personal property in a container, or at least covered from view, when left unattended at a camp site.

(3)   Transport personal property to each new work site unless it is left behind as part of the operation, e.g., a portable radio repeater used with electronic distances                                   measuring equipment, etc.

             
c.   In Travel Status.

(1)   Exercise responsible care when in travel status, e.g., keep laptop computers with you while in airports; lock them in a non-removable storage box in the vehicle; lock them in the trunk of your vehicle; or secure them in your temporary                                          residence, motel, hotel or cabin.

(2)   If traveling by truck or automobile, lock the vehicle any time it is unattended                                  unless the keys must be left when using a commercial parking lot.  Never leave                               credit cards with the vehicle.

(3)   Personal property that cannot be locked inside a storage box or trunk when the vehicle is left unattended for a short period must be covered with anything                                       available to screen the property.  Never leave portable personal property in open                            pickup truck beds.

(4)   If a vehicle is to be serviced or repaired by a commercial garage or service station, remove and store any personal property not locked in a storage box.

(5)   Remove and properly store personal property from “pool” vehicles at the end of the workday.  This precaution is recommended even if the employee anticipates using the same vehicle the following day.

(6)   Operate vehicles in compliance with all laws and regulation in performance of official business.

         2.  Return unneeded personal property promptly.

         3.  Use personal property safely, efficiently, and only for official purposes.

4. Make a written report to the supervisor and the Property Manager in all cases of                            property loss, damage, destruction, or theft.  This report must be made as quickly as                       possible, i.e, during the next communication with the supervisor.

Employees can and will be held financial liable for the improper care and use of government property. 

If you have any questions regarding these responsibilities, please contact Robert Richardson at 801-539-4175.

Signed by:







Authenticated by:

Gene R. Terland






Rosie Geren

Acting State Director






Records Managers
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