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Training Objectives 
 Property Overview 
 Acquisition of personal property 
 How does BLM acquire personal property 
 Asset Shell   
 What goes into FBMS? 
 Inventory Report Certification (Appendix 1) 
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What is Personal Property 
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Personal Property Overview 
 Personal Property – any property e.g. computers, vehicles, 

boats, radios - except real property and records 
 Official business only 
 Must be adequately safe-guarded and inventoried 
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Personal Property Overview 
 System-Controlled Property: 
• Original acquisition cost over $5000 
• Property with license plate (I tag or M tag) 
• Items leased over 60 days 
 Bureau Sensitive (firearms, GPS > $500, computers, 

tablets, Ipods) 
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Personal Property Overview 
 Locally-Managed Property: 
• Original acquisition cost less than $5000 
• Managed in accordance with bureau/office policy 
• Easily converted to personal use (camera, GPS) 
• Poses a security threat if lost (privacy/proprietary) 
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Personal Property 
 Capitalized – cost threshold 
 Personal: over $15000 per item 
 Vehicle: over $15000 vehicle (I-Tag vehicles) 

   Bureau Sensitive – pilferable & small items   
 Designated by Bureau 

o Computers, GPS > $500, radios, firearms 
o M-tag vehicles 
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Acquisition Types 
 Available property within the BLM or DI-104 or 

electronic transfer in FBMS 
 Excess from other government agencies (SF-122) 
 Donation – (DI-102) 
 Acquisitions from NIFC (1520-31) 
 Purchase Request in FBMS 
 Credit Card Purchase 
 Found on Inventory ( DI-102) 
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Personal Property – Reuse 
 First source – Current federal property 
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Property Receiving 
 Control Registers 
• Required to record all FY acquisitions  

• Acquisition Control Register (1520-7A) 
• Disposal Control Register (1520-7B) 

 Receiving Officer 
• Designated in writing to sign for & receive goods or services 

 Receiving in FBMS 
• Goods Receipt or SES (service entry sheet) 
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Receiving Officer Appointment Letter 
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Control Register 
 Enter property within 5 days 
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Disposal Register 
 Enter for disposal of assets 
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Custodial Property Officer 
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 Usually the immediate supervisor 
 Overall responsible for property  
 Required to conduct annual inventory 
 Responsible to train cognizant employee regarding 

property use and security 
 Cognizant Employee – responsible for day-to-day use and 

proper operation and security   



FBMS Asset Shell 
 Created  by Purchase Order 
 Starts asset in FBMS & used for life of asset 
 Data entered here  
 Incorrect UPC will create a shell that must be deleted 
 Asset Shell corresponds to Responsible Cost Center 
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Create an Asset Shell 
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Create an Asset Shell 
 In FBMS – Under Master Data 
 Use: Acquisition w/ Autom.Offsetting Entry 
(use this transaction when FBMS does not create an asset shell - 
     examples – credit card, found on inventory, donation) 
 OC-653 creates Asset Shells for Capitalized assets (over 

$15,000)  
 Call OC-653 for further assistance 
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Personal Property – FBMS Help 
 Home Page – Help on the FBMS Portal 

 

18 



Personal Property – FBMS Help 
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Personal Property – FBMS Help 
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FBMS Help Tip!! 
 ALL DATA ENTRY – CAPS LOCK!!!! 

 
 
 
 
 

 If you want to redo all your work……..lower case!!! 
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Incomplete Asset Report 
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 FBMS asset report that “lingers” in the system 
 Needs to be reconciled  
 Instructions on NOC Property Operations website 
 Run weekly report  
 OC-653 can assist – Kathy or Lois  
 (303) 236 – 9460 (Kathy) or 9461(Lois) 

 



Incomplete Asset Report 
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Running the Incomplete Asset Report  
 EMIS – BI Launch Pad 
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Incomplete Asset Report 
 Folders  - Property  -  Asset  - Incomplete Asset Report 

 1 

2 

3 

4 
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Incomplete Asset Report 
 Responsible Cost Center 

 

1 
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Incomplete Asset Report 
 My applications – click on top icon 
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Incomplete Asset Report 
 Responsible Cost Center 
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Incomplete Asset Report 
1 – Drag Key figures from left column into rows column that you want 
2 – Click Down Arrow left of printer icon (choose Excel 2007 or later) 
3 – You can save as favorite at this point 
 
 

1 

2 
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Incomplete Asset Report 
 Click on Repeat Outer Header Members 

 

1 
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Incomplete Asset Report 
 Open and Save (or Save as) 

 

31 



Verify Account Assignment 
 Click Acquisition/Financial Assistance 
 Click Display Purchase Order  
 Input Purchase Order Number – ENTER 

1 

2 

3 
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Verify Account Assignment 
 To find accounting information, click on line number 
 Click on Account Assignment Tab for commitment item 
 If “A” or “L”, then an Asset Shell has been created;  “K” indicates no shell 

(this is where “Acquisition w/ Off Setting Entry” is used) 
 

1 
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FBMS Reminders – Call OC-653 
 Do not create an Asset Shell for I-Tag or M-tag items 

purchased with a Credit Card or Found on Inventory  - 
Call OC-653 

 If a Capitalized Asset does not appear on the Incomplete 
Asset Report – Call OC-653 

 If a Asset requiring license plate is received and does not 
have an Asset Shell – Call OC-653 

 Kathy -(303) 236-9460  or Lois - (303) 236-9461 
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Transfer an Asset 
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Transfer an Asset 
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Transfer an Asset 
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DI-105 Hand Receipt for Property 
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Appendix 1 
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 Inventory Report Certification 



Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Inventory Report Certification 
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Thank You 
 Questions? 
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