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Chapter 1
Requirements and Procedures
1. What is the Purpose of this Standard Operating Procedure (SOP)?

The purpose of this SOP is to prescribe the procedures for the preparation and
maintenance of detailed capitalized property records and to identify the capitalized
property that meets the capitalization criteria. SBA accountable property is all the
property purchased with Government funds, whether capitalized or not. The
procedures for managing, operating, and exercising control over this property are
contained in SOP 00 13, “Property Management.”

2. What are the Criteria for the Capitalization of Property?

The criteria for capitalization are any item of equipment having an individual
acquisition cost of $5,000 or more and an estimated service of 2 years or more.
Configurations of personalized computers, word processors, telephone systems, etc.,
when added together may cost $5,000 or more. Only individual items of equipment
meeting the $5,000 and 2-year criteria are capitalized. Computers are depreciated
over a 3-year period, 1/3 each year; all other capitalized properties are depreciated
over a 5-year period, 1/5 each year, all straight line.

3. Who Manages the Capitalized Property Records?
The Office of Chief Financial Officer (OCFO), Denver Finance Center (DFC),
maintains the capitalized property records and enters the input data in the
Administrative Accountable Property (AAP) system. AAP is operated by the DFC.
4. Who is Responsible for Capitalized Property Accounting?
a. The Administrative Accounting Branch (AAB), DFC:
(1) Examines and pays invoices for purchases of capitalized property;
(2) Forwards a copy of the invoice and the receiving copy of the SF 347, “Order
for Supplies or Services,” (Appendix 13), to the Program Accounting Branch

(PAB), DFC; and

(3) Updates the general ledger control accounts in the Federal Financial System
(FFS) from the source documents.

Effective Date: February 22, 1999 Page 4
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b. The PAB, DFC:

(1) Enters the data from a. (2) above on SBA Form 278A, “Report of
Accountable Property Transactions,” (Appendix 3) and creates the
“Administrative Accountable Property System New Transactions for Fiscal
Year” listing, (Appendix 12); and

(2) Reconciles subsidiary records with general ledger control accounts and the
annual inventory verification.

c. Property officers in the Headquarters and the field offices are responsible for the
physical inventory of capitalized property and for certification of its accuracy
(see chapter 2).
5. What are the Input Data and Output Reports?
a. Input Data

(1) Support for Entries. An employee must use the following to support entries
made to the capitalized property system:

(a) Copies of paid invoices;
(b) Receiving copies of purchase orders;

(c) SBA Form 781, “Transfers of Non-expendable Capitalized
Property”’(Appendix 8);

(d) SF 120, “Report of Excess Personal Property”’(Appendix 9);

(e) SF 122, “Transfer Order of Excess Personal Property” (Appendix 10);
and

(f) Board of Survey actions (see Chapter 4, “Board of Survey,” in SOP 00
13, “Property Management”) furnished to DFC.

(2) Format and Entry. Data is entered into the AAP system maintained at PAB,
DFC, following instructions supplied by the Office of the Chief Information
Ofticer (OCIO).

b. Output Reports. The following yearly reports are produced from the AAP
system as required.

Effective Date: February 22, 1999 Page 5
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(1) SBA Form 278, “Report of Capitalized Property Transaction” (Appendix 4)

This is the official record of capitalized property transactions entered in the
AAP system.

(2) Detail Listing of Administrative Accountable Property (SBA CAPS-202)
(Appendix 5).

This report is the permanent official record of capitalized property as of the
end of the fiscal year. The records are updated yearly from the transactions
appearing on the SBA Form 278. It is also used to verify and certify the
annual inventory of capitalized equipment.

(3) Accountable Property Trial Balance Totals (SBA CAPS-203) (Appendix 6).

This report is a listing, summarized by subclass, of the total number of items,
total cost, and average cost of the inventory of capitalized property.

(4) Summary of Administrative Capitalized Property by Fiscal Year (SBA
CAPS-204) (Appendix 7).

This report is a listing, summarized by fiscal year, of the number of items and
total cost of the inventory of capitalized property. It forms the basis for
calculating the annual depreciation entry.

6. How is Data on Physical Inventory Recorded and Stored?

Data on physical inventory is recorded and stored in the AAP system. The AAP
system is maintained by DFC (see SOP 00 13, “Property Management”).

7. How do Property Officers Use the Administrative Accountable Property (AAP)
System?

a. The property officers must use the AAP system to:
(1) Create inventory records;
(2) Assign, transfer, surplus, and excess property;
(3) Maintain machine repair records;
(4) List lost, stolen, destroyed, or unserviceable property; and

(5) Generate queries and reports.

Effective Date: February 22, 1999 Page 6
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b. Property officers must provide current information as required in the database.
Before using the AAP system it is important to understand how the system
works. Instructions and procedures for running the AAP system are available
through the DFC (Appendix 14).

8. Must Capitalized Property be Labeled?
Yes, the property officer must affix bar codes to all capitalized property valued at
$5,000 or more, having an estimated service of 2 years or more. Bar codes are
available through the Facilities Management Branch (FMB) in the Office of
Administrative Services (OAS).

9. Who Does the Reconciliation?

DFC reconciles the totals (number of items and amount) to verify the accuracy of
data entry and file update.

Example:

Previous Year-end Balance (From
Detail Listing of Administrative
Accountable Property)

Plus Increase or Minus Decrease
during the year (From SBA Form
278)

New Year-end Balance

The new year-end balances must agree with the totals on the Detail Listing of AAP. If
not, PAB, DFC makes the corrections to bring them into agreement.

The grand total on the Detail Listing of AAP must agree with general ledger control

accounts. If they do not agree, the necessary corrections are made to bring them into
agreement.

Effective Date: February 22, 1999 Page 7
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Chapter 2
Physical Inventory of Capitalized Property
1. What are the Requirements?
The integrity of property accounts and subsidiary records is an essential factor in the
management and use of property. To ensure the reliability of accounting records, the
items of property on hand are periodically verified.

2. Who is Responsible for Physical Inventory?

Property officers are responsible for taking or directing physical inventories of
capitalized property and for certifying their accuracy.

3. When is the Inventory Cut-off?

a. SBA management administratively determines that all capitalized property be
inventoried at least once a year. The cut-off date for the annual physical
inventory is September 30 of each calendar year.

b. Transactions after the cut-off date are not added to the property records until after

inventory. These transactions are controlled so that they have no effect on the
inventory count.

4. How is Identification of Property to be Inventoried?

All property required for inventory are identified on the “Detail Listing of
Administrative Accountable Property,” furnished by DFC each year.

5. Who Does the Physical Count?

a. DFC mails the “Detail Listing of Administrative Accountable Property” annually
directly to each office by November 1, for verification and certification.

b. The property officer must verify that each item listed is on hand and sign the list
certifying its accuracy. He/she must return the certified list to DFC no later than
November 30.

6. How are the Adjustments Made?
The property officer must annotate which items on the list are no longer on hand,

attach a Board of Survey action or other document authorizing the disposal if one is
available, and return it to the DFC.

Effective Date: February 22, 1999 Page 8
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Board of Survey Actions.

(1) Property officers initiate and expedite any Board of Survey actions on an SBA
Form 386, “Report of Property for Survey,” (Appendix 11) necessary to effect
inventory reconciliation adjustments. Board of Survey procedures are covered
in SOP 00 13, “Property Management.”

(2) When DFC or survey field officers review survey actions, you must forward
the original signed copy of the Board’s action to DFC, no later than
November 30 of each calendar year. The Office of Administration is
responsible for the Board of Survey.

(3) DFC will make the appropriate adjustments, based on the Board of Survey
actions.

Other Actions. You must submit all inventory reconciliation adjustments other
than Board of Survey actions, including the supporting documents, to DFC by
November 30 of each calendar year. DFC will then make the appropriate
adjustments, based on the supporting documentation.

7. Who Makes the Depreciation Entry?

a.

DFC calculates the annual depreciation entry and enters it in the administrative
accounting system.

DFC uses “Summary of Administrative Capitalized Property by Fiscal Year”
listing to calculate the annual depreciation amount. You depreciate computers
over a 3-year period, 1/3 each year; all other capitalized properties over a 5-year
period, 1/5 each year, all straight lined.

Remove fully depreciated items at the end of each fiscal year from the capitalized
property inventory.

Effective Date: February 22, 1999 Page 9
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8. What Happens if My Physical Inventory Does Not Agree with the AAP System
or Other Inventory?

If the property officer cannot locate individual items, he/she must prepare a list of the
missing property and forward it to the Chairperson, Board of Survey, for action.

Effective Date: February 22, 1999 Page 10
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Chapter 3
Use and Disposal of Excess Personal Property
1. What is the First Source of Supply?
a. The GSA Federal Property Management Regulations (FPMR) provide that
“Each executive agency shall, to the maximum practicable extent, fulfill its

requirements for property by obtaining excess personal property from other
Federal agencies....” 41 C.F.R. Section 101-43.302.

b. The Federal Property and Administration Services Act of 1949 provides that,
“Each executive agency shall, as far as practicable,...obtain excess property
from other Federal agencies.” 40 U.S.C. Section 483(c).

2. Who is Responsible for Acquisition and Disposal, and Policy Formulation?

a. Property Officers. Property officers are responsible for the acquisition and
disposal of excess personal property in accordance with the policy, guidelines,
and instructions contained in SOP 00 13.

b. OCFO, DFC. The DFC is responsible for the policy, guidelines, and instructions
related to the accounting and financial control of property that meets the
capitalization criteria and for the handling of proceeds from the sale or other
disposition of property.

3. What About Excess Personal Property?

a. Acquisitions. Excess personal property acquired by SBA is entered into the
AAP system if the acquisition cost meets the capitalization criteria in chapter 1.

(1) You must handle all transfers of excess property between Federal agencies
by using SF 122, “Transfer Order of Excess Personal Property.” Forward
one copy of the SF 122 for capitalized property transfer to DFC and one
copy to Office of Administrative Services. DFC determines if the property is
capitalized and, if so, the acquisition is recorded in the AAP system.

(2) The asset value established is the acquisition cost appearing on the SF 122
with the adjustment to net book value or fair value to SBA. The adjustment
made by the property officer is derived from the Administrative Capitalized
Property by Fiscal Year listing (SBA CAPS-204).

b. Disposals. DFC will remove disposed of excess personal property from the AAP
system if the property was capitalized. Accounting entries aren’t required if the
acquisition cost doesn’t meet the capitalization criteria defined in chapter 1.

Effective Date: February 22, 1999 Page 11
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DFC uses the SF 122 copy as the authority to remove the capitalized property
from the AAP system.

4. How is the Transfer of Excess Capitalized Property Between SBA Offices
Accomplished?

a. The property officer weighs such factors as cost of transportation, necessary
repairs, refurbishing, etc., against the local purchase of new property to
determine whether such transfers are in the best interest of the Government.

b. There are two ways to transfer property:
(1) Government Bill of Lading (GBL) issued by the holding SBA office; or

(2) SBA 781, “Transfers of Non-expendable Capitalized Property.” Forward
a copy of the GBL or SBA 781 for transfer of capitalized property to DFC.
DFC will use either as the authority to relieve the sending office of
administrative responsibility and charge the receiving office with receipt
and responsibility.

c. Field offices may not transfer excess items except as approved by the field
office property officer.

5. Where do Proceeds from Sales Go?
Proceeds from the sale of excess personal property or Board of Survey actions are

deposited as Miscellaneous Receipts and returned to Treasury. Make an update in
the AAP system.

Effective Date: February 22, 1999 Page 12
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Index of Forms and Reports

Forms Paragraph

SBA Form 278, Report of Capitalized Property Transactions
SBA Form 278A, Report of Accountable Property Transactions
SBA Form 386, Report of Property for Survey

SBA Form 781, Transfers of Non-expendable Capitalized Property

SF 120, Report of Excess Personal Property

SF 122, Transfer Order of Excess Personal Property

SF 347, Order for Supplies or Services

Reports

Accountable Property Transactions

SBA CAPS 101, Administrative Accountable Property System
New Transactions for Fiscal Year

SBA CAPS 202, Detail Listing of Administrative Accountable Property

SBA CAPS 203, Accountable Property Trial Balance Totals

SBA CAPS 204, Summary and Administrative Capitalized Property by
Fiscal Year

Effective Date: February 22, 1999
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AAB
AAP
CFO
FFS

FMB

Appendix 2

Acronyms

Administrative Accounting Branch
Administrative Accountable Property
Chief Financial Officer

Federal Financial System

Facilities Management Branch

FPMR Federal Property Management Regulations

GBL
GSA
PAB

Government Bill of Lading
General Services Administration
Program Accounting Branch

OCFO Office of the Chief Financial Officer
OCIO Office of the Chief Information Officer

OAS
SOP

Office of Administrative Services
Standard Operating Procedure

Effective Date: February 22, 1999
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Appendix 3
(paragraph 1-4)
Sample SBA Form 278A, Report of Accountable Property Transaction

Effective Date: February 22, 1999 Page 15
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INSTRUCTIONS FOR PREPARATION OF SBA FORM 278A

The following information must be entered:

1.
. Month. Enter the applicable month and calendar year of preparation.

9.

Property Location Code. Enter the appropriate property location code.

Subclass Code. Enter appropriate subclass code contained in SBA Form 110.
(Annual Inventory Report), which depicts property type.

Serial Number. Enter this number for all machinery.

Document Number. Enter the identifying source document number.

Date of Receipt or Disposition. Enter the date the line item is received or disposed
of, for acquisitions and disposals. For transfers between SBA locations, the original
date of acquisition should be entered.

Units. Enter the number of units acquired, disposed of, or transferred for each line
item.

Purchase Price.

a. Gross Cost

(1) New Acquisitions. Enter the acquisition cost (cash paid or payable, plus trade-
in allowance, plus freight and installation charges).

(2) Transfers Between SBA Locations. You must show amounts on the
transferring location report (minus figures) and receiving location (plus
figures) in the same amount.

b. Dispositions You must dispose all items at the gross cost of the item on the latest
property trial balance listing. Reflect dispositions minus figures.

c. Cost Adjustment Enter the amount allowed on disposition of property, such as
trade-in allowance.

d. Net Cost Enter the difference between the gross cost and cost adjustment.

Disposition Enter the amount shown under gross cost, for trade-ins and other
dispositions. Do not include transfers between locations within SBA, which are
reflected as a reduction in gross cost and net cost columns.

Effective Date: February 22, 1999 Page 16
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Appendix 4

(paragraphs 1-5 and 1-9)
Sample SBA Form 278, Report of Capitalized Property Transaction
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Appendix 5

(paragraphs 1-5, 1-9, 2-4, and 2-5)
Sample SBA CAPS 202, Detail Listing of Administrative Accountable Property

CAPS 202

ADMINISTRATIVE ACCOUNTABLE PROPERTY
DETAIL LISTING AS OF

SERVICING OFFICE:

Att: Accountable Property Officer

Please review listed administrative capitalized
property chargeable to your location. (This procedure
is separate from the annual SBA Form 110
requirements.) Note any changes on this list and
attach appropriate documentation. Sign and date list
as accurate and return to:

Small Business Administration
Program Accounting Branch

Denver Finance Center

Office of the Chief Financial Officer
P.O. Box 205

Denver, CO 80201-0205

Property Class Serial Document  Purch Ord Nbr
Code Number Number Date Units Total Cost

Effective Date: February 22, 1999
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Appendix 6
(paragraph 1-5)
Sample SBA CAPS 203, Accountable Property Trial Balance Totals

CAPS 203

ADMINISTRATIVE ACCOUNTING
ACCOUNTABLE PROPERTY TRIAL BALANCE TOTALS
AS OF

Property Number of Total Average
Class Items Cost Cost

Specifications:

1. Nationwide totals of items by subclass code in ascending order.
2. Average cost shown for each subclass code (Total cost — Number Items).

3. Grand totals for number items and total cost.

Frequency:
Quarterly
Distribution:

Original - Program Accounting Branch, Denver Finance Center, Office of the Chief Financial Officer

Effective Date: February 22, 1999 Page 20
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Appendix 7
(paragraphs 1-5 and 2-7)
Sample SBA CAPS 204, Summary of Administrative Capitalized Property
by Fiscal Year

CAPS 204

SUMMARY OF ADMINISTRATIVE CAPITALIZED PROPERTY
BY FISCAL YEAR OF RECEIPT AND AS OF

For Computers on Three-Year Depreciation

Fiscal Year Item Count Capitalization Depreciation For Year

CAPS 204

SUMMARY OF ADMINISTRATIVE CAPITALIZED PROPERTY
BY FISCAL YEAR OF RECEIPT AND AS OF

For Other Capitalized Property on Five-Year Depreciation

Fiscal Year Item Count Capitalization Depreciation For Year

Effective Date: February 22, 1999 Page 21
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Appendix 8
(paragraphs 1-5 and 3-4)
Sample SBA Form 781, Transfers of Non-expendable Capitalized Property

@ TRANSFER OF ACCOUNTABLE PROPERTY Instructions: This form is to be used for transfer of accountable
property between any SBA property locations when said transfer is not
Submit Criginat Only accomplished by Government Bill of Lading.

TO: Office of Administrative Services
Facilities Management Branch

FROM: TO:
Property Property
Location Code Location
Office Machine|
Sub-Class Code Serfat Number { ) Bar Code Number
Make Model Serial Number

Transferred by (Signature of Accountable Officer) Date

Received by (Signature of Accountable Officer) Date

SBA Form 781 {8-93) REF: SOP 00 13 Use 8-81 edition until stock is exhausted
This form was electronically produced by Elite Fadaral Forms, Inc.

Fagersl Meovaund Progren ﬁm-na-n—r-—

Effective Date: February 22, 1999 Page 22



TRANSFER OF FURNITURE ITEMS

SUBMIT ORIGINAL ONLY
TO: Office of Administrative Services
Facilities Management Branch

EROM
~TrUON

20133

PROPERTY LOCATION
CODE

TO:
PROPERTY LOCATION
CODE

NATIONAL STOCK NUMBER ICONDITDN CODE {BAR CODE NUMBER DESCRIPTION OF ITEM

—

E—

Translerred by (Signature of AcCountable Omcer) Date
Received by (Signature of Accountable Officer) Date

S ——— S——
SBA Form 781 (8-92) REF: SOP 00 13 Use B-81 edition until stock is exhausted

Effective Date: February 22, 1999
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Appendix 9
(paragraph 1-5)
Sample SF 120, Report of Excess Personal Property

Effective Date: February 22, 1999 Page 24
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PAGEY oF
%QT"AQ?; FORM 120 REV. REPORT OF 1. REPORT NO. 2. DATE MAILED 3. TOTAL COST
EXCESS PERSONAL
V. ADMIN.
EE”RS(ETCFR) 101-43.311 PROPERTY 3
4. TYPE (Gheck one only of [} a ORiGINAL (] © PARTIALWD Also check "s" and/or " [[] e OVERSEAS
OFREPORT "&b 8" o ") [ p.CORRECTED [ | ¢ TOTALWD 2ppropriate)

[7] f CONTRACTORS INV

5.TO (Name and Address of Agency to which report is made) THRU

6. APPROP. OR FUND TO BE REIMBURSED (if any)

7. FROM (Name and Address of Reporting Agency)

8. REPORT APPROVED BY (Name and Title)

9. FOR FURTHER INFORMATION CONTACT (Title, Address and Telephone No )

10, AGENCY APPROVAL (If applicable)

11. SEND PURCHASE ORDERS OR DISPOSAL INSTRUCTIONS TO (Titie, Address and Telephone No.)

2. GSA CONTROL NO.

13 FSC GROUP | 14. LOGATION OF PROPERTY (If location 15 1o be ebandoned giva date) | 15. REINVREGD | 15, AGENCY CONTROL |17, SURPLUS RELEASE

NO. Yes | WO NO. DATE
18. EXCESS PROPERTY LIST NUMBER ACQUISITION COST FAIR
~[TEM COND. | UNIT | OF UNITS VALUE

%A DESCRIPTION PER UNIT TOTAL %

@ ® © | @ © (n @ ®
STANDARD FORM 120 REV. {Use Standard Form 120A for Continuation Sheets) PREVIOUS EDITION USABLE
APRIL 1957 EDITION.

Effective Date: February 22, 1999 Page 25
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et A CONTINUATION SHEET
?Eﬁ‘ﬂfﬁ“ér?{?%ﬁ‘xa.a T (Report of Excess Personal Property) PAGE
FROM (Name and Adkdress of Reparting Agency) ~[REFORTRO. AGENCY CONTROL NG.
EXCESS PROPERTY LIST (Contimecd) NUMBER ACQUISITION COST T FAR
v COND. | UNIT | OF UNITS VALUE

Ny DESCRIFTION PER UNIT TOTAL %

{8) 1] © ] (8 [\ (o) )
STANDARD FORM 1204 120-204
APRIL 1957 EDITION

Effective Date: February 22, 1999 Page 26



Sample SF 122, Transfer Order of Excess Personal Property

Appendix 10

(paragraphs 1-5 and 3-3)

20133

STANDARD FORM 122 T. ORDER NO.
ShE Ml serces TRANSFER ORDER
o ‘J?:?R; To1.32.306 EXCESS PERSONAL PROPERTY 7 OATE
FPMR {#1 CFR) 101-43.315

3, ORDERING AGENCY (Fll name ond addess)®

3. To: GENERAL SERVICES ADMINISTRATION®

5. FHOLDING AGENCY {Norme and auddress)®

7. LOCATION OF PROPERTY

-
B, SHIPPING INSTRUCTIONS

6 SHIP TO (Consigne and destinaifonj®

9. ORDERING AGENCY APPROVAL 10. APPROPRIATION SYMBOL AND TITLE
A SIGNATURE 8. DATE
C.TITLE 11, ALLOTMENT 12. GOVERNMENT B/L NO.
5. PROPERTY ORDERED
GSAOR DESCRIPTION ACQUISITION COSY
HOLDING TN {Inclisde not name, FSC Group and Class, Conlition Cade and, UNIT | quanTTY PSR R
AGENCYNO, | NO- If available, Federal Stock Number}
(a) () ) @ (0] 4] ()
. Y A\TORE B TLE T. OATE
GSA
APPROVAL
FOR AGENCY AND LOCATION [WRCE
GSA AGENGY _1STATE F5C CONDITION conE
USE
ONLY|
12211
* Include ZIP Code

Effective Date: February 22, 1999
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TRANSFER ORDER Ml
Page EXCESS PERSONAL PROPERTY
— (CONTINUATION SHEET)
PROPERTY GRDEREQ
T ssaon GESCRIPTION {Tnclide nows rme, FIC ] ACGUISITION COST ToTAL
HOLDING TTEM Group and Cluss, Condlition Codle and, NIt QUANTITY FAIR VALUE
AGENCY RO. . f aiilable, Federai Stack Nuwber) NIt TOTAL any)
) ® @ @ ) 0 ® | ®
|
Effective Date: February 22, 1999 Page 28
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Appendix 11
(paragraph 2-6)
Sample SBA Form 386, Report of Property for Survey

: SMALL BUSINESS ADMINISTRATION 1. SURVEY NUMEER
: REPORT OF PROPERTY FOR SURVEY
2 ACCOUNTABLE ORGANIZATIONAL UNIT 3. TOCATION CBATE |

5. THE FOLLOWING PROPERTY IS (INSERT EITHER - MISSING, DESTROYED, DAMAGED, UNSERVICEABLE, OBSOLETE, ETC)
AT

FROM
ITEM SUB-CLASS COND. BOOK VALUE (11)
NO. ) QUANTITY | OR SERIAL NO. NANME AND DESCRIPTION OF ARTICLE CODE Iy ricE TTOTAL VALUE
©) @ ® ® (o) @ )

'__.,——_

L .
12, V certify that the following {with aftachments named below, ¥ any) 16 a true and complete statement of facls known 1o me refating to this matter,

including identity of other persons directly respensible or having knowledge of the circumstances and statements they desire to make:
SIGNATURE OF ACCOUNTABLE OFFICER TITLE
13. TO0: BOARD OF SURVEY
FROM:

{ have satisfied myseff that the statements in and with this repart are frue and complete, except as stated below or in separate
attachment(s), and in my opinion:

D NO INDIVIDUAL SHOULD BE HELD PERSONALLY LIABLE FOR THE LOSS OR CONDITION.

1S RESPONSIBLE, AND SHOULD BE CHARGED FOR THE ACTUAL LOSS

D EOWHCHHESTIMATETORE-$—
E D REPLACEMENT IS D 1S NOT REQUIRED.

SIGNATURE TITLE DATE
TBA Form 386 (9-67) REF, S0P 00 13

SO Y

Effective Date: February 22, 1999 Page 29
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14. NOTE - On lines below when appropriate, list item numbers of

T0: damaged, tinsefviceable, or obsolete property, and disposition to

_ be made; such as - retain in property accounts and restore to

useful condition by repair or conversion; or expend from accounts

FROM: BOARD OF SURVEY and dispose of - by sale as scrap, sale as a commedity, or by
THE BOARD FINDS THAT: destruction.

AND RECOMMENDS THAT MISSING OR WHOLLY DESTRQYED ITEMS AND THEIR BOOK VALUE BE EXPENDED FROM THE RECORDS
AND ACCOUNTS OF §.B.A.: AND/OR THAT

AND FURTHER RECOMMENDS THAT - [] ™HE ACCOUNTABLE OFFICER BE RELIEVED OF LIABILITY

N I;{EKMBURSEMENT N THE AMOUNT OF BE SECURED
FROM DATE
CHAIRMAN: MEMBER: MEMBER:

TO THE RECOMMENDATIONS OF THE BOARD OF SURVEY ARE

APPROVED IN DETAIL, OR AS MODIFIED IN THE FOLLOWING RESPECTS:

Title Signature Date

16. CERTIFICATES OF ACCOMPLISHMENT
b T

(a) 1 certify that, as required by preceding endorsements, the (b} I certify that the property in question fias been expended from the
respective items of property have been expended from the accounting tecords of this office as directed above.
recacds; that the sum of § has been billed as directed
and immediate steps will be taken towards collection and deposit; and
that the General Accounting Offica has been advised of such charge as
required by 28 Stat. 47, as amended by 37 Stat. 591 and 42 Stat. 24
(Title 31 U.S. Code, Sections 89, 90, and 91).

SIGNATURE SIGNATURE

Title Date Title Date
%EA Form 386 (3-67) REF: SOP 00

Page 2
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Appendix 12
(paragraph 1-4)
Sample SBA CAPS 101, Administrative Accountable Property System
New Transactions for Fiscal Year

PAGE NO. ADMINISTRATIVE ACCOUNTABLE PROPERTY SYSTEM CAPS
101
NEW TRANSACTIONS FOR FISCAL YEAR

Loccod Propcl Serial Docnbr Recdate Entdt Fisyr Units Dispunits Grosscost Dispcost

Effective Date: February 22, 1999 Page 31
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Appendix 13
(paragraph 1-4)
Sample SF 347, Order for Supplies or Services

Effective Date: February 22, 1999 Page 32
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Appendix 14
(paragraph 1-7)
Administrative Accountable Property
Instructions and Procedures

Effective Date: February 22, 1999 Page 33
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