



Interim DRAFT Guidance for Completing Asset Inventory and

Financial Records
 Verification and Validation Project (Revision #3)
Overview
The purpose of the interim guidance is to initiate the asset inventory and financial records (Project) of real property assets owned by the U. S. Government (except land).  This Project moves Reclamation toward ultimate completion of the inventory, reconciling constructed assets with our financial/subsidiary records, and fulfilling the reporting requirements stipulated under the Executive Order 13327 (E.O.), Federal Real Property Council (FRPC), Federal Real Property Profile (FRPP), DOI - Real Property Financial Management Policy (April 30, 2003), DOI – Real Property Financial Management Policy Guide (May 15, 2003), DOI – Asset Management Plan, Financial and Business Management System (FBMS), and DOI/Reclamation performance measures.
Please note that as the FRPC and FRPP interim guidance changes, this interim guidance will change accordingly.  The Department of the Interior’s Real Property Financial Management Policy provides Interior’s real property accounting policies and procedures as well as responsibilities for financial and real property personnel.  The Real Property Financial Management Policy Guide specifically provides direction on requirements for physical inventories of real property.  
It is very important to complete the inventory on the “getting to green” columns first, especially those columns with an asterisk.  The green columns with an asterisk are related to performance measures that senior managers will be rated on in each bureau of the Department.  There are corresponding performance measures and standards that address the inventory and condition of assets that are being pushed into each bureau by the Department.  Reclamation holds 80% (September 30, 2005) of the constructed assets (acquisition cost) in the Department and there will be pressure from the Office of the Inspector General, Office of Management and Budget (OMB), and the Department to ensure that there is compliance with the established reporting requirements.

Excel Spreadsheets/Access Database
Data and information in the Excel spreadsheet comes from a number of sources, such as the Foundation Information for Real Property Management (FIRM), Dam Safety Information System (DSIS), Property Office (buildings), Statistical Compilation of Engineering Features on Bureau of Reclamation Projects (SCEFBORP), Active Names List, Building Seismic Safety Program (BSSP), Facility Review Program files, DATAWEB, BOR Cost Summary Report (730 Report), and Records Office.
For this reason, the Excel spreadsheet and corresponding tabs will be the source in which to populate the XXStructure Names05Revised file.  The Access database will be the final repository of verified and validated information from the Excel spreadsheet – XXStructure Names05Revised file. Due to security concerns for dams and other high visibility assets, latitude and longitude information was not migrated to the spreadsheet or database.  The most current FIRM data was captured on June 13, 2005 and includes building and structure information and is identified in their respective tabs in the spreadsheet.  The 730 Report data is current to September 30, 2005.  The most current 730 Report data should be used.
The “inventory” in the spreadsheet is the most current, comprehensive, and detailed listing of constructed assets to date, and is derived from the 730 Report and the 590 Monthly Detail Report, which is the official subsidiary ledger for real property as agreed to by the Department and Reclamation in 1997.
  “Although the Department of the Interior’s general capitalization threshold for real property is $100,000, based on an exemption from the Department, Reclamation uses a zero threshold.  To comply with legislative and cost recovery requirements, Reclamation is required to account for all construction-related costs (Property Management Process Memorandum, March 1, 2006)”.
The Reclamation field definition explains each field in the spreadsheet.  This includes a description of the tabs in regard to the data and information in each tab.
The XXStructure Names05Revised tab in the spreadsheet can be used to match the appropriate Construction/Plant Accounts and the 730 Report at the job class level (see 730_Report tab).  There is sufficient detail in the XXStructure Names05Revised file and/or 730_Report tab at the job class level to enable grouping of the assets to create a listing of assets that were constructed under the respective headings in the XXStructure Names05Revised file.  The grouping of assets will then become the financial reconciliation portion of this project.  There is no requirement to verify or substantiate the dollar amount to some documentation, since this work was completed in the past.  In any event, the documentation may or may not currently exist in archived files.
The verification and validation of the inventory will be the most consuming part of this Project.  The XXStructure Names05Revised file is the master file to which data and information will be added, verified, validated, and corrected.  For the time being, it is recommended that data not be deleted from the master file until the inventory has been completed.  This is to ensure that records are not prematurely deleted.  Records to be deleted should be documented in the appropriate columns so that each record can be checked for deletion prior to actual deletion.  Assets that have had a title transfer should not be included in the inventory.  This project pertains only for those assets where Reclamation holds title.
It is important to focus on those constructed assets of a project that would be of the highest cost to construct, such as dams, powerplants, pumping plants, diversion dams, tunnels, roads, main canal features (wasteways, drains, headworks, laterals, inverted siphons, flumes, pipelines, dikes, under chutes, over chutes, bridges (Type I and II), check structures, levees, etc.).  Although reservoirs are not considered structures, they will be included in the inventory because reservoirs have value, are on the land, and are used for a variety of reporting purposes.
THE REGIONS/AREA OFFICES ARE ADVISED NOT TO CHANGE THE FORMAT IN THE EXCEL SPREADSHEET AND ACCESS DATABASE.  THE CURRENT FORMAT IS PER “INTERIM FY 2005 GUIDANCE FOR REAL PROPERTY INVENTORY REPORTING.”  THIS IS TO FACILITATE TRANSFER OF DATA DIRECTLY INTO THE FEDERAL REAL PROPERTY PROFILE (FRPP) AT THE END OF THIS FISCAL YEAR AND QUARTERLY, THEREAFTER.  ANY CHANGES IN FORMATTING WILL HINDER TRANSFER OF DATA INTO THE FRPP.  
Level of Detail

The level and degree of detail in the available finance information differs in each region.  As a general rule, detail at the job class level in the 730 Report must be used.  If sufficient detail is not available, use the detail in the XXStructure Names05Revised file or the level of detail that is available in the plant account records as stipulated in the Reclamation Manual – Directives and Standards FIN 07-20, Appendix A.

The XXStructure Names05Revised tab has most of the constructed assets but is not a comprehensive listing of all of the constructed assets.  Missing structures or facilities should be added to provide the level of detail for this Project.  The level of detail at the job class should show the major class of assets constructed in the project or the individual structures at the job class level.  If the individual turnouts, check structures, type I and II bridges on each lateral are available, it is recommended that the information be captured and grouped under the dollar amount.  If a structure has a dollar amount, then use the dollar amount.  However, if the level of detail is not available, we recommend that the total number of specific features be captured and grouped.  In other words, if the amount of detail is available in the inventory or financial report, it should be used in this Project because the detail will be used to track operation and maintenance costs for all constructed assets, at the constructed asset level under the FRPP requirements.
Duplication of Data
In the spreadsheet, duplication of data could not be avoided because of the financial record entries taken from the 730 Report.  In looking at the detail in the job class, one will find that even though the record appears to be duplication, the individual entries are in fact different asset types.  This office did not have an adequate description of the detail to determine exactly what the asset type was, therefore, an apparent duplication at the facility or constructed asset type level could not be avoided.  Care should be exercised when deleting seemingly duplicated assets because there may be a corresponding financial data record.
Comprehensive Condition Assessments (CCAs)
Performing CCAs is a requirement under E.O. 13327, DOI-Asset Management Plan, and Real Property Financial Management Policy, and individual bureau reporting requirements.  CCAs are required on certain constructed assets every five years.  A condition assessment is any site review, inspection, or examination conducted to assess the maintenance condition of a building or structure.  RO&M examinations of associated water facilities; facility reviews (CFRs and PFRs) for both dams and power facilities; Type 1 bridge inspections; CCAs for reserved works buildings and recreation sites are all considered to be comprehensive assessments.  CCAs for buildings and recreation sites will only be conducted on reserved works (owned and operated by Reclamation), greater than $50,000 in current replacement value, and not currently reviewed as part of any water or power facililty under the RO&M or Facility Review Program are included under this category.  Informal annual condition assessments are to be accomplished by facility manager or staff.  Formal CCAs are to be accomplished every 5 years (preferably by someone other than a facility manager or staff).  Initial condition assessments, for establishment of a baseline were accomplished in FY 2004.  Formal CCAs will commence in FY 2005.  Maintenance deficiencies (formal recommendations) will be documented as a result of the CCAs.  Cost estimates and scheduled completion dates will be kept in regional records as a minimum.  The cost of deferred maintenance will be used to compute a facility condition index (FCI), which will be given a condition descriptor of good, fair, or poor.  The reporting on the FCI is used for reporting to GPRA, PART, and for the Asset Inventory.  Based on the above requirements, scheduling and completion of CCAs will be reported to the Department on a quarterly basis.
Buildings and Quarters (SGL 1730)
Buildings are defined as:  any structure with a roof and commonly enclosed by walls, designed for storage, human occupancy, or shelter for animals, distinguished from other structures not designed for occupancy (such as fences or bridges). Buildings include offices, warehouses, post offices, hospitals, prisons, schools, housing and storage units.  Fixed equipment, that is permanently attached to and a part of the operation of the building, and cannot be removed without cutting into the walls, ceilings or floors, is also included.  Examples of fixed equipment include plumbing, heating and lighting equipment, elevators, central air conditioning systems and built-in safes and vaults.
Offices are encouraged to verify the existing Buildings and Quarters Inventory forms (sample provided) for validity of information related to constructed buildings and quarters.  Information contained on this form will be able to be entered to the Department of the Interior Financial and Business Management System when available.  Offices that do not have an existing building and quarters form should use the provided form.  This inventory form should be retained in accordance with Reclamation’s Records Management Handbook PRJ-17. 

Buildings and Quarters Inventory forms are considered as permanent records and should be maintained accordingly, even after final disposition of the building or quarter.  Associated source documents, e.g. Property Voucher, Reports of Survey, legislative authorization for Title Transfer, etc. related to the final disposition of the building and/or quarter should be attached to the appropriate inventory form.  
Structures (SGL 1740)
Structures are generally and broadly defined as:  assets customarily associated with Reclamation’s mission, such as the delivery of water and power.  Structures are not designed solely for occupancy, such as dams, gate houses, valve houses, check structures, or power/pumping plants, but used to control/convey water or power from one location to another.  Components of structures are not structures per se, such as radial gates, jet flow gates, turbine runners, or generators.  A component or components can be readily removed and reinstalled on a structure in a building.  Structures are more synonymous with permanency such as being part of the foundation in one way or another.  Although buildings in this case may contain office space and storage, the primary use of a structure in Reclamation is for the pumping or conveyance of water or generation of electricity.  Predominant usage is the primary identifier in regard to what a building/structure is ultimately described.  The DOI Facilities and Asset Definition list in the spreadsheet will also help to clarify whether an asset is a building or a structure.  A reservoir is not considered a structure but is an integral component in the inventory because of its physical, financial, and economic value.
Cultural Resources
“Historic value” is one of the 23 required data elements to be populated in the data base.  Historic designation is a formal process as done in consultation among Reclamation, the State Historic Preservation Office, and the public.  These assets are also called multi-use heritage assets because they have historic value and are still in use by Reclamation and its contractors.  The Cultural Resource Management (CRM) staff are the keepers of historic property records and designations.  Each Region/Area Office is to coordinate with the applicable CRM specialist to ensure that the data entered is current and accurate.
Records Management
The Information Management Division (D-2230) has responsibility for maintaining an effective system of managing all information and records created throughout Reclamation, and for making them available to both internal and external customers, as appropriate.  Each new Project, beginning about 1915, has been assigned a unique number for use in tracking the thousands of drawings, photographs, and other records associated with its construction, operation, and maintenance.  Current development and implementation of Reclamation’s Electronic Document System (REDS) is based on this Project numbering system.  REDS will be used to manage drawings, records (including correspondence and reports), and audio-visual products. A primary goal of the Information Management Division is to support Reclamation-wide efforts to link information and data through the use of spreadsheets and databases that enhance accountability for Reclamation’s information, data, and records that are essential to mission-related operations.  Further development of the master tables that support these spreadsheets and databases is viewed as a critical element in future information and data management throughout Reclamation. 

“Roles and Responsibilities
 per the Department’s Real Property Financial Management Policy, the following are general roles and responsibilities
A.  Chief Financial Officers of Bureaus and Offices are responsible for:

1. Ensuring that adequate financial controls are in place and financial records and reports

accurately reflect the status of real property in accordance with these policies.

2. Ensuring independent control of data in the accounting system.

3. Reconciling accounting system data to the official real property subsidiary records at least monthly.

4. Maintaining documentation of account reconciliations. This documentation must be

available for review by the auditors.

5. Maintaining financial records in cooperation with Real Property Officers and Facility

Managers for each capital facility project in progress. These records are the source for

entries to the general ledger work in progress accounts. The Contracting Officer or their

Representative, in consultation with the Real Property Officer, is responsible for furnishing information to identify costs applicable to construction work in progress.

6. Maintaining close liaison with property management, facilities management and other

personnel concerned with real property to provide assurance that values reported are

accurate.

B.  Persons who manage real property are responsible for:

1. Ensuring that real property accounts are reconciled and inventories are documented.

2. Maintaining all records related to real property, including records of financial transactions related to real property.

3. Reconciling official real property subsidiary to the accounting system data at least

monthly.

4. Performing physical inventories. The inventory must be reconciled with financial and

property records, and the accuracy of the results must be certified by the accountable officer or designee. These physical inventories must be coordinated with the OIG and outside auditors.

5. Maintaining documentation of physical inventories. This documentation must be available for review by the auditors.

6. Maintaining close liaison with Chief Financial Officers and other personnel concerned

with real property to provide assurance that values reported are accurate.
Physical Inventory of Real Property Financial Records
Interior’s Real Property Financial Management Policy Guide 

Section VIII. B. Physical Inventories of Real Property:

1. What are the requirements associated with physical inventories of real property?

Bureaus must physically verify the presence and condition of all real property assets on a

regular basis. All real property (i.e., 100%) must be inventoried over a five year period.

2. What basic information must be recorded during the inventory?

The following basic information must be gathered in the course of an inventory:

(a) location of items/assets;

(b) assessment of utilization of the real property items/assets; and

(c) confirmation of accuracy of subsidiary records.

The accuracy and completeness of each physical inventory must be certified in writing by

the appropriate property officer or program manager. Physical inventories are a

significant part of the annual financial audit. Accordingly, it is imperative that external

auditors be consulted as each bureau’s physical inventory plans and procedures are

developed.

3. How do I conduct an official physical inventory?

The inventory can be accomplished through visitation, satellite imagery, aerial flight

observations, maps, and photography, or other visual observations. The overall objective

is to ensure that the records in the bureau/office database are accurate and complete. It is

absolutely essential that testing throughout the year be conducted of the inventories to

ensure existence and completeness of the inventory, accuracy of the acquisition dates,

depreciation, transfers, etc.

4. Can the data gathered through physical inventories for financial accounting also

be used to complete the Annual Report of Real Property Owned by or Leased to the

United States (also known as the Worldwide Inventory – Real Property Profile –

Annual Report, GSA Form 1166)?

Yes, you can use information gathered from the physical inventories as a basis for

meeting the requirements for financial accounting of real property and the GSA Form

1166 report. The information contained in the two types of reports must be consistent.

(Refer to Appendix C for information requirements related to the Annual Report of Real

Property Owned by or Leased to the United States.)”
Reclamation’s Physical Inventory of Real Property Financial Records
The BOR Cost Summary Report is the official subsidiary ledger for real property and will be used for the physical inventory of real property.

Level of detail in either the 730 Report or XXStructure Names05Revised file will be used to itemize assets associated with the financial transaction(s).  Generating a list of assets using the XXStructure Names05Revised file and the corresponding 730 Report, captures Reclamation costs from the plant accounts such as dams, waterways, etc. 
Regions must physically verify the presence and condition of property on a regular basis to ensure that all real property is inventoried over a five-year period. The physical inventory must include location of items, assessment of utilization and confirmation of accuracy subsidiary records. The accuracy and completeness of the physical inventory must be certified in writing by the appropriate property officer or program manager. Physical inventories are a significant component of the annual financial audit. 
Quarterly Progress Reports
Quarterly progress reports will be submitted by the region points of contact two weeks before the beginning of each quarter.  The quarterly reports will address the President’s Management Agenda items, such as the Project (inventory and financial records) Mission Dependency, Condition Index, Annual O&M Costs, Reclamation Asset Management Plan, any site-specific business plans, and any future specified reporting by the GSA or Department.
Funding Issues
This activity is similar to the Land Reconciliation Project that was initiated about 5 years ago.  At this time, the work, including the asset inventory, financial records inventory, and comprehensive condition assessments, are considered to be totally non-reimbursable.  This is an internal Reclamationwide bookkeeping activity to accommodate a number of internal and external reporting requirements for the Department and the GSA.

Waivers on Reporting Requirements
Reclamation will not be appealing the waiver denial by OMB in December 2005.  This means that Reclamation will be required to report on the four performance metrics related to utilization, facility condition index, asset priority index (mission dependency), and annual O&M costs; of all constructed Reclamation assets held in the name of the United States.  Draft guidance will be provided in the near future to address a proposed plan of action for conducting this activity across Reclamation.
Points of Contact (as of February 3, 2006)
Each Region has established a point of contact for the Project.


PN Region:  Bruce Cassidy (208) 378-5120


MP Region:  Sheral Palace (916) 978-5151

LC Region:  Bill Manning (702) 293-8579

UC Region:  William Rideout (801) 524-3639

GP Region:  Scott Boelman (406) 247-7652

The point of contact for each region will be responsible for making quarterly progress reports, ensuring the Project is on schedule, ensuring data integrity, and disseminating any information/changes in the inventory and reporting processes to personnel conducting the inventory throughout the Region.

In Denver, the point of contacts are:


Program Manager:  Ken Maxey (303) 445-2727


Financial Records:  Rudy Avila/Ed Abreo (303-445-3501/303-445-3423)


Buildings and Quarters (Housing):  Debra Lange (303) 445-2030


Structures, Spreadsheet, and Database:  Stuart Hirai
(303) 445-2932

The points of contact will respond to any questions or concerns that the regions or area offices may have in their respective areas and resolve them on a corporate basis.
�I suggest deleting reference to reconciliation.  Finance performs a monthly reconciliation of the real property SGLs (17XX).  Unless there is a requirement on the property side, I don’t believe this effort is a “reconciliation” of costs.


�Since this document will be reviewed by the auditors, I suggest deleing the info below.  If you feel stronglty that we should keep, I suggest something along the lines of :


In an effort to enhance the level of detail currently maintained in the BOR 730, regions should  . . .


�Do we want to add general roles and responsibilities section for finance and property per Interior policy??
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