ETA Property Management Handbook No. 359

APPENDIX A

EXAMPLES OF EXPENDABLE PROPERTY

1. Clothing Items such as shoes, uniforms, gloves, boots coats, hats, etc.

2. Office Supplies such as paper, pencils, pens, rulers, manualy operated paper cutters,
pencil sharpeners, paper clips, etc.

3. Small Athletic Equipment Items such as roller skates, ice skates, bats, bals, boxing
gloves, tennis nets, badminton nets, helmets, small mats, skis, protective equipment,
tennis rackets, pads, bowling pins, golf clubs, golf bags, camping equipment, etc.

4. Small Kitchen Items such as dishes, silverware, china, small pots, pans and trays, tongs
and stirrers, knives, cooking utensils, etc.

5. Training Programsof all varietieson al media

6. Cassettes (video and audio), CDs, DVDs, €tc.

7. Books, including encyclopedias.

8. Training materials such as maps, charts, films, etc.

9. ADPE Supplies such as diskettes, printer ribbons, etc.

10. Small non-power ed tools such as hammers, screwdrivers, wrenches, etc.

11. Miscellaneous Items Including bulletin boards, corkboards, easels, waste baskets, trash
containers, waste receptacles, portable hair dryers, saw blades, (al types including
diamond), drill bits, tires, (except for heavy equipment), batteries, film, mirrors, belt and
tie racks, extension cords, ropes, venetian blinds, tents, cook sets, combination locks, tape

measures, irons, ironing boards, towels, headphones, mattresses, pictures and wall
hanging, artificial flowers, bedding and linens, etc.
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APPENDIX B

BLANK FORMSINDEX

1 Form ETA 3-41B, Property Requirements List (PRL) .....ccooceevvvienenieneenecee Bl
2. Screener APPliCatioN FOIM .......cceciiie et ne s B2
3. HanNd RECEIPE FOMMN ..ot B3
4, SF-122, Transfer Order Excess Personal Property ........ccccceeeeeveeeeveeneeceeseennens B4
5. Sample Stock RECOId Card..........cooiieiieeieniesie et B5
6. Form ETA 3-26, Address Master File Update FOrm..........cccceeevveeeveecvseeniecnee B6
7. SF-91, Operator Report of Motor Vehicle AcCident ..........ccooeeveeieieenenienieens B7
8. SF-94, Statement Of WITNESS.........covririiieierie e B8
9. REPAIT LOG FOMMN...eiiiiieee et st B9
10. Form ETA 3-94, Contractor’s Inventory Certificate .........ccooevveverieieeieseenens B10
11. SF-120, Report of Excess Personal Property........ccoceceeeeneeieneenesseeseesiesee e B1l
12.  SF-126, Report of Personal Property for Sale ........cccevvvceveeveccieciese e B12
13.  SF-123, Transfer Order Surplus Personal Property .........cccoceverveneenenenseennnn B13
14.  Certificate of Abandonment or DESITUCION.........ccoerererieiiieiesese e B14
15. Form ETA 3-96, Front Report of Survey/Inventory Adjustment Report ........... B15
16. Form ETA 3-95, Final Inventory CertifiCate.........cccooueveerenieenecieseeseece e B16
17. Notice of Transfer of AcCoOuNtability........ccccveeeiiriiiierie e B17
18. Form ETA 3-15, Registration Certificate for Motor Vehicles.........c.cccevveeeneen. B18
19. SF-97 with Odometer Mileage Statement..........cocoveeveneeneeie e B19
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APPENDIX C
SAMPLE LETTERSAND REPORTSINDEX
1. Screener’s CertifiCation LEtter.........ccoviirieierierisie st C1
2. Sample Monthly Transaction REPOIT ..........ccoiiiiiieiinieee e Cc2
3. Sample Master Inventory by Item Code..........ccceveeveeeereeiece e C3
4. Sample Master Inventory By LOCEHION .........cccooeeierieniiieereeeee e C4
5. Facsmile DOL Paper Label........cccoveiiieiece et C5
6. Letter of ADANAONMENT ......cc.oiiiiiieee e e C6
7. FBI NOUTICAHON LEIMEN ....oueieieeieeeiee e s C7
8. Letter of AUthOrity (VENICIES) ..c.eoeeiiiieeee e Cc8
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