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1-30-00 GENERAL

Public Law 84-863 (31 USC 66 c) which anended the Budgeting and
Accounting Act of 1950 (PL 81 784) provides that each Federal agency
shal | account for its property transactions and holdings in ternms of
monetary values as an integral part of its accounting system
Appl i cabl e basic principles, standards, and related requirenents are
prescribed by the Conptroller General In Title 2, Chapter 2 of the
CGeneral Accounting O fice Policy and Procedures Manual. In this
chapter, policies, standards and specific requirements for property
accounting are pronul gated for the gui dance of agencies within the
Departnment in accordance with the statutory and regul atory

requi rements cited.

Each agency in the Departnent shall systematically record, control,
and report in nonetary ternms its investnment in property. Departnental
property falls into two cl asses, Real Property and Personal Property,
the latter further classified as expendabl e and nonexpendabl e.
Significant classifications of transactions and hol di ngs shall be
established in the accounts and reports so as to clearly disclose the
nature and extent of the investnent.

Coordinate Materiel and Real Property procedures will agree with
comon accounting principles set forth by the Departnent. Detail ed
property records shall serve as accountabl e records and support the
bal ances in the general |edger accounts. Entries to both the genera
| edger control and subsidiary accounts and the detail ed accountable
property records shall be made fromthe sane source docunents. The
docunents will be controlled and annotated to ensure that both the
property records and the fiscal control and subsidiary accounts are
updated within two work days of receipt. Source docunents shal
contain sufficient data to determ ne whether the property is
expendabl e or nonexpendabl e, capitalized or Ooncapitalized, stocked
or nonstocked. They will disclose the unit acquisition cost or other
val ue at which the property is to be recorded and al so identify and
classify the types of property.
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Where property accounting operations are nechani zed, the property
accounting data will be recorded in machi ne readable formearly in
the process, preferably, if suitable equipment is available, as a by-
product in the preparation of the initial property transaction
docunent .

The accounts and property nmanagenment records shall be maintained in a
formwhich will provide data for effective property managenent and
for cost data which managenent can use in its overall program

eval uation, control, and planning functions.

1-30-10 EXPENDABLE PROPERTY
A. Gener al

Expendabl e property consists of categories and specific itens
whi ch are charged as an expense when received or issued,
according to the accounting system nai ntained for the using
activity.

Properties charged to expense are usual |y expendable itens that
are consuned or exhausted in use, but may include | ow val ue
itenms of a durable nature, such as desk top itens and ot her
articles included in non-capital equi pnment object
classifications. Oher property included in this category may be
converted in the process of construction, fabrication or

manuf acture and may |l ose its identity when incorporated into or
made a part of equi pnent or fixed property.

B. General Ledger Accounts and Records

Itenms of property classified as expendable for property contro
and/ or cost accounting purposes (HHS Materi el Managenent Manua
103. 27.5003-1 (00), and acquired for and maintained in duly
constituted warehouses or stockroons, shall be controlled and
accounted for as assets in Stores general |edger account 125
until issued for use or consunption. \Wen issued, they will be
charged to the appropriate accounting entity. Stores itens
delivered directly fromvendor to user shall be treated as
current expense and charged to the proper account net of tine
di scount. I n unusual circunstances where operating unit
expenses may be seriously distorted by inclusion of a charge for
itenms delivered directly, in a quantity intended for use beyond
the current period, the costs properly chargeable to subsequent
periods will be treated as deferred charges and recorded in
general | edger account 134.9.
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Separate | edger control accounts wl| be established and

mai nt ai ned for each warehouse and stockroom Further
subdi vi sions may be established in the accounts as are clearly
justified by the need for the data furnished or by inprovenents
in the exercise of control accountability. Subsidiary accounts,
records, and other devices established to 'provide accounting
data and control shall be maintained currently and accurately.

C. Det erni ni ng Cost of |ssues

Stores itenms, materials and supplies, issued for use shall be
charged to using activities on the basis of cost. Acceptable
met hods of costing include:

1. Specific identification of itens issued and costs
recorded.

2. Cost determned on a first in, first out basis.

3. Conput ed aver age cost.

4, St andard cost adjusted fromtinme to tine to reflect

changes in actual cost.

In practice the determ nation and recording of costs in the
perpetual inventory records usually occurs prior to and apart
fromthe paynent of related invoices. To allocate time discounts
by individual itenms and reconpute unit costs is too tine
consum ng for the sake of precisely allocating the small anount
of such credits. The credits can be distributed periodically
either separately or as a credit against handling charges.'
Costs will, therefore, be recorded based upon the firmunit
prices stipulated in the purchase docunents. No adjustnents will
be made for tinme discounts in the unit costs of individua

itens.

The credits originating fromtine discounts shall be accunul at ed
in an operating account established and clearly identified for
this purpose. Periodically, the credits accunulated in this
account will be distributed to the users and consuners of the
supplies and materials. Adjustments in unit costs of itens
purchased fromthe GSA may be handl ed under the tinme discount
procedure, if not significant. (Unit costs on private vendors

i nvoi ces shoul d be consistent with those in the purchase
docunent .)

Costs of handling, storage and issuance nmay be: (1) prorated by
general |y accepted nethods as part of the unit cost of materials
and supplies issued or (2) accounted for separately by object of
expendi ture as operating expenses for the supply function. If an
agency accounts for and includes in its budgets, such service
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functions as part of a General Administration activity, these
costs will be reported intact. If, however, these costs are
usually prorated to operating activities for cost reports and
are so reflected in the budget, they should be distributed at
| east as often as the cost reports are prepared.

D. Di stribution of Charges to Using Activities

Charges for stores issued to the using activities shall be made
requl arly and not |ess frequently than one each nonth. The

met hod used in distributing charges, through the fisca
accounting office, shall be determ ned for each supply activity
on the basis of its size, the volume and frequency of
transactions, and the nature and extent of simlar clerica
operations with which the distribution of charges may be
efficiently conmbined within the supply function. Possible
alternatives are:

1. Pricing and routing of individual requisitions to the
fiscal accounting office as orders are filled.

2. Furni shing fiscal accounting office with nonthly reports
of issuances for each activity, by manual conpil ation, by
mechani zed operations, or by computer printouts. The
lattter two usually can be prepared as a by-product of
updati ng perpetual inventories.

The extent to which clerical operations involving the summari -
zation and distribution of charges and related activities may be
nmore effectively or econonmically perforned on mechani cal equip-
ment shoul d be considered. It is inportant that costs of
supplies issued be furnished the fiscal office regularly and
tinmely.

E. Physi cal | nventories

Capabl e personnel not engaged directly in the supply activity
wi |l be assigned to conduct the inventory.

Physi cal inventories of supplies and materials maintained in
war ehouses and st ockroonms shall be taken annually or nore
frequently as determ ned by the Property Managenment O ficer.
Determi nation will be based upon the types of storage

mai nt ai ned, their value, and the degree of internal contro
effected by stores' procedures and records. The results of
previous inventor-ies also may be a determ ning factor in how
frequently these inventories shall be taken. These factors nust
be considered in determ ning the nmethods and procedures to be
used in taking inventory in each major area or segnent of stores
responsibility.
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Sensitive stock itens controlled by a perpetual inventory system

wi Il be inventoried each quarter of the year.

Det ai | ed procedures, instructions, and the forns used will be
devi sed by the agency's property managenment staffs. The
procedures, instructions, and fornms established will be

manual i zed as part of the property managenent system Detail ed
policies and procedures are specified for this purpose in the

HHS Materiel Managenent Manual s 103-27.53. This material wll
be kept current and nade readily avail able for the consistent

gui dance of all concerned.

Reconcili ati on and Adj ust nent

Per petual inventory records of supplies and materials and the
general |edger accounts will be reconciled each nonth. At |east
annual ly, the reconciliation will be based upon a physica
inventory of the items in stock. Procedures are contained in HHS
Mat eri el Managenent Manual s 103-27.5204.

As the general rule, adjustnents will be nade to correct clearly
established errors in reporting or recording receipts and

i ssuances (HHS MM s 103-27.5019) and agreed to by the accounting
and property managenent staffs. Such adjustnents shall be
supported by a voucher properly cross-referenced to the
docunments which. were involved in the incorrect entries.
Unexpl ai ned | osses shall be fully docunmented and reported to a
desi gnated agency official (apart from property or accounting)
or a duly constituted Board of Survey, for consideration and

di sposition (HHS MM 103-25.51). Entries adjusting the accounts
and/ or the stock record cards in these instances will be
supported by a copy of the docunent evidencing approval of this
action by the designated official or board.

1-30-20 NONEXPENDABLE PERSONAL PROPERTY

A

Gener al

Nonexpendabl e property consists of categories and specific
itenms, generally equi pnment, which are carried as capital assets
of a programor activity until disposed of by transfer, sale or
sal vage. Accounting control shall be established and nmintai ned
as an integral part of the agency's accounting system Policies
and procedures shall:

1. Clearly state the criteria for capitalization of non-
expendabl e personal property (HHS MM s 103-27.5007 (c) and
GAO Accounting Standard P40.02).
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2. Provide for current recording of all such acquisitions and
di sposals to the general |edger control accounts and
subsi di ary property managenent records.

3. Provi de for subsidiary property nmanagenment records that
support the financial accounting records (HHS MM 103-
275201 (d).

4. Provide for nonthly reconciliation of the subsidiary
property managenent records to the general |edger contro
accounts.

5. Provide for reconciliation and adjustnent of general

| edger control accounts to subsidiary property nanagenent
records subsequent to the regularly schedul ed physica
i nventories.

6. I nclude requirenents for determ nation and periodic
recordi ng of depreciation.

B. Principles of Capitalization

Nonexpendabl e personal property is capitalized at cost (invoice
price less discount) plus significant and identifiable
transportation and installation charges, and rel ated costs of
obtaining the property. Mire specific policies are:

1. An itemis conplete in itself and is not consuned.

2. It does not lose its identity by reason of being
i ncorporated into another item of property.

3. It has a useful life of nore than two year w t hout
material inpairnment of its physical condition.

4. An item has a unit cost of $5,000 or nore, including
accessories. The exceptions to this rule are:

S Weapons, regardless of cost, will always be
capitalized.

S Li brary books and other |ibrary resources, when
acqui red for "permanent collection” will always be
capitalized regardl ess of cost.

Direct material and | abor costs, together with a representative
overhead factor, will determ ne the capitalized val ue of agency
fabricated equi pnent.
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Initial installation charges are considered as part of the val ue
at which an itemor group of items of personal property is
capitalized. These include costs required to install, erect, or
ot herwi se construct or assenble an item of personal property.
Costs incident to the installation of equi pnment are not
capitalized as a part of the cost when:

1. The costs are identifiable with an i nprovenent to the
bui l di ng or structure housing the equi pnent and which wll
be capitalized as part of the real property costs.

2. The costs are of an indirect nature and consist of
handl i ng, noving or placing portable and plug-in type
equi prent i n use.

3. The costs are directly identifiable to an.item of
equi prent which is costed to current operations.

When a trade-in is involved in a purchase, the capital cost of
the acquisition will be the lesser of (1) the cash paid and/or
liability incurred plus the net book value of the traded-in
property or (2) the anmount that the purchase would have been

wi thout the trade-in. The itemtraded-in will be renoved from
the records together with accumul ated depreciati on upon rel ease
to the seller.

The cost of an item acquired by donationo devise, forfeiture or
confiscation shall be established according to its value to the
agency, its condition and fair market val ue.

When an itemis retired fromthe inventory for any reason, the
capitalized anount shall be renpoved fromthe asset account with
a corresponding entry to adjust the reserve account for the
anount of the accunul ated depreciation.

Itenms acquired by | ease-purchase contract, that have the prac-
tical effect of installment purchasing, shall be established at
the purchase price. in accordance with the ternms of the con-
tract, rental paynents may be applied toward the purchase price.
That portion to be capitalized whi-ch has been expensed shall be
credited to current and prior years expense, as appropriate.

Any property acquired by foreclosure will be capitalized at the
| esser of the appraised market or fair market val ue.

Property acquired from ot her agencies will be recorded as
capital assets. That transferred with reinmbursement will be
recorded at the agreed upon price, Qut no less than its
estimated useful value. That transferred w thout reinbursenent
will be recorded at its depreciated value, fromthe transferring
agency's records, plus all costs incurred in acquiring the item
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Property will be recorded net of trade and cash di scounts

whet her or not the cash discount is taken. Any penalty for late
paynment will not be considered an increase in the value of the
asset acquired, but will be recorded as an added adm nistrative
cost of operation.

As itens are identified and segregated for trade-in, sale or

ot her disposal, the gross capitali.zed value will be transferred
fromthe In-Use general |edger accounts 137.1 and 140.1 to the
Pendi ng Di sposal general |edger accounts 137.2 and 140. 2.

Property purchased by installnent contracts will be capital ized
at the tinme it is received and accepted by the Governnent,

rather than periodically as installnment paynments are made or
when title passes. Capitalization is based upon purchase price
pl us any related costs which may include include site
preparation, installation and simlar costs whether included in
the contract or incurred separately.

Property made available to a contractor by purchase or otherw se
will be recorded in general |edger accounts 137.4 and 140.4
until disposed of by transfer, donation or sale, unless an
exception is made by specific statute or regulation. Simlarly,
property made available to a grantee will be recorded in genera
| edger accounts 137.5 and 140.5. Only property acquired by grant
funds may be transferred to a grantee.

A. General Ledger Accounts and Records

The chart of accounts provides five subordinate classifications
to the general |edger control accounts "137 Equi pment” and "140

Equi pnrent Trust". Use of these and other sub accounts will be
governed by the needs of each agency. Besides providing
fi nanci al and nanagenent data, the sub accounts will facilitate

reconcilia-tion to subsidiary property records and the periodic
physi cal inventories.

In determining the need for subordinate classifications (or
other internediate control records) these factors will be
consi der ed:

1. The size and type of agency and conponents.
2. The nature and extent of asset transactions and hol di ngs.
3. The activity or cost center |evels at which depreciation

costs are to be recogni zed as operating expense.

4. The system or nethods and procedure in cffect for physica
control and/or accountability for the assets involved.
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Detail ed records in support of the general |edger control and

sub accounts will be nmaintained by the property nanagenent

staff. As a m ninmum subsidiary property records will be

est abl i shed for:

1. Each organi zati onal segnment established as an accountable
ar ea.

2. Each accounting entity for which costs are periodically

conpiled, if different from accountable area.

3. Each maj or grouping of property, such as, furniture and
furni shings, and nechani cal, technical, nedical
scientific and el ectronic equi pnent, etc.

Equi pnent property records will contain the date of acquisition
and the estimted useful |life of the item If these records are
mai nt ai ned on ADPE, print-outs or nmethods to itens by life
expectancy may be nmde available to assist in determning the
anount to be charged to the depreciation expense account.

Additionally, property subsidiary records will be maintained to
account for fixed equipnent installed in |eased real p,,roperty;
property | oaned or borrowed or under personal custody; and
federally owned property held in custody by a grantee or
contractor, to include the nane of the custodi an and his

physi cal |ocation.

D Depr eci ati on

The procedures for determ ning and recordi ng depreciation shal
be sinple. Under precision and detail in maintaining deprecia-
tion accounting records should be avoided. Generally, an annua
conmput ati on of depreciation with proportionate allocation of the
annual anmpount to each intervening report period should serve to
provide fair estimates of equi pment depreciation chargeable to
the reporting period. These proportionate allocations nust be
revi sed whenever unusually | arge purchases of equipnment are made
during a current year. Depreciation of unusually |arge cost
itenms of equi pment should begin as soon as they are put in use.
The cal cul ati on of depreciation can be made qui ckly and sinply
if subsidiary property records are mai ntai ned on ADPE to furnish
year of acquisition and |ife expectancy data. For the sake of
sinmplicity, salvage or trade-in value will be recognized in
devel oping forrmula for conputing depreciation only for those

cl asses of capital equipnment in which firm patterns of
significant residual val ues have been established.
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The useful life estimtes for capital equi pnent should be
reviewed and revised periodically in accordance with actua
experience. The Internal Revenue Service bulletin on
depreci ation may be used as a gui de.

When equi prent, including ADP software, is acquired or
constructed for a particular research and devel opnent project,
and no alternative future use is contenplated, the cost may be
depreci ated/anortized over the life of the specific projects.

Depreciation will be recorded each nonth in a cunul ative control
account in the general |edger, or annually for those agencies
that do not require a nore frequent determ nation of the costs
of all resources consumed in perform ng services. |f subordinate
classifications (or other internediate control records) are
mai nt ai ned for capital equi pment, the anmount of depreciation
shal|l be recorded to the counterparts of such accounts or
records. The debit part of the cunul ative nonthly depreciation
entry is a charge to the Expense Control in the CGeneral Ledger
and subsi diary accounts. Finer allocations of depreciation to
budget activities or other cost breaks not directly aligned with
accounting entities will be nade only as required for periodic
total cost reports for managenent.

E. Physi cal | nventories

As in the case of expendable materials, the inventorying of
nonexpendabl e property is the responsibility of the Property
Managenent OfFficer, except that inventorying of library books
and other library resources are the responsibility of the

Li brarian. Detailed policies and procedures are contained in HHS
Mat eri el Managenent Manual s.103-27.53. The physical inventory
is necessary to verify the accuracy of the property nanagenent
records and nust be reconciled to the anounts recorded in the
general | edger accounts. Capitalized nonexpendabl e property wll
be inventoried annually except that personal custody property,
regardl ess of cost and ~hether or not capitalized, wll be
inventoried at | east every three years.

F. Reconcili ati on and Adj ust nent

The subsidiary property records and the general |edger accounts
will be reconciled each nonth (see MM s 103-27.5020(c) for use
of Property Voucher Register). The subsidiary property records
and the general |edger accounts will subsequently be reconciled
to the results of the annual physical inventory. Differences
will be investigated to determine the cause and to identify
materi el and fiscal accounting procedures that require

nmodi fication to preclude future error and | oss. Accounting
records nusi C. webrought into agreenent with the physica

i nventory findings.
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Di fferences which are determned to the errori in recording

receipts or disposals will be fully docunented. Wth the
approval of designated property managenent and accounti ng
officials, adjustnment to the accounts will be made for such

di fferences wi thout Board of Survey action.

Shortages, determned to be other than errors in recording
recei pts or disposals, and damages will be docunented with al
known facts and be referred to a designated individual or Board
of Survey for determ nation of responsibility. (HHS MM 103-
25.51) After the determ nation is made a copy of the

determ nation will be used to adjust the property nanagenent
records and the fiscal control accounts. If an individual is
hel d pecuniiarly liable, the fiscal office will set up an

account receivable and initiate action to recover the anmount of
the loss. If pecuniary liability is not established, the | oss
will be witten off by a charge against the appropriate invested
capi tal account or special |oss gain account.

G Nonexpendabl e Personal Property Not Capitalized

Itenms of equi pment acquired at | ess than $5,000 will be charged
directly to the operating expense of the applicable activity,
general |edger account 601, and identified as non-capitalized
equi prent by use of object class code 31.90.

Inlimting the recording of item asset values to $5,000 and
over, there should be no I essening of the agencies' responsibil-
ity for proper control over the non-capitalized equipnment. The
property accounting system nust nmaintain itemaccountability
control over both capitalized ($5,000 and over) and non-capital -
i zed equi pment costing from $300 to $5,000. Since a reconcilia-
tion between property and financial records is not required for
non-capi talized equipnment, it is essential that adm nistrative
controls are established to ensure that property personnel have
know edge of receipt of all non-capitalized equi pmrent as well as
possession of all docunents evidencing purchase, delivery,
trans-fer or disposal. Methods of control on itens costing | ess
t han $300, especially sensitive items, may include nenorandum
receipt files, safekeeping facilities, unique decals, hand
receipts, etc.

When activities operating on a "fee for service" basis acquire a
nunmber of itens that would substantially distort costs in the
current accounting period, the cost may be recorded in genera

| edger account 134.9 as a deferred charge. Costs will then be
anortized over a three to five year period of tine.

Li brary books and other library resources, whose use will be
limted to a year or less, will be recorded as expended non-
capitalized property. Simlar itens purchased as reference
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material for individual offices will be recorded as adm ni stra-
tive supplies.

Items of any value that are not capitalized because they tend to
| ose identify by reason of being incorporated into another item

ol property will be recorded as expensed noncapitlized property
or as a deferred charge. An exanple mght be installed
car peti ng.

1- 30- 30 REAL PROPERTY

A Gener al
Real property consists of |and, buildings and other structures
i ncl udi ng permanently attached fixtures, equi pnment and ot her
appurtenances. The cost of such property will be recorded in the
general |edger accounts and invested capital accounts when an
agency of the Departnment has been assigned hol di ng and
accountability responsibility.

B. Principles of Capitalization

1.

Land purchased by the Department shall be capitalized at
the acquisition price, plus all costs incidental to the
acqui sition and to preparing the |and for use.

Bui | di ngs and structures shall be capitalized on the basi
of original cost plus the costs of additions, betternents,
rehabilitation, or replacenents costing $500 or nore as
defined in Section *17-10-40 Real Property Managenent
Manual , and which signficiantly increase the useful ness,
productivity, service life or capacity. Repair and

mai nt enance costs necessary to keep the buildings and
structures in operating condition shall be treated as
current operating costs.

VWhen maj or inprovenments are nade by replacenent of fixed
equi prent, (e.g., installation of a nore efficient heating
plant or hig nent will be tion of the cords.
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4. The costs of non-structural inprovenments and alternations
bui | di ngs and structures for which an agency does not have
hol di ng and accountability responsibility will be included

in current operation expenses. For additions, inprovements
or betternments which affect the capacity or change the
basi ¢ design of the property the cost shall be treated as
an asset, classified as a long term deferred charge and
anortized over the planned period of possession. Such
costs that are to be recouped by increased charges for
services rendered in subsequent accounting periods may be
prorated proportionately.

5. Property transferred from anot her Government Agency, at no
cost or at a cost |ess than original acquisition cost,
will be capitalized at the original acquisition cost.
Annual inventory reports on real property owned by the
United States are stated on the basis of origina
acqui sition cost. Expired costs represented by

depreci ation accurmul ated to the date of transfer will be
assuned and recorded in the cunul ative depreciation
accounts.

6. Property acquired by donation or forfeiture, from outside
the Governnment, will be recorded in a capital account at
an anount which the Agency determnes it would have been
willing to pay for it, giving due consideration to the
useful ness to the Agency, condition, and estimted market
val ue.

7. Accrued costs for construction of real property are

recorded in construction-in-process capital accounts on
the basis of reported work performance under construction
contracts. All significant el enents of cost, whether
direct or indirect, are accrued. Upon acceptance of
property-fromthe contractor, the anmpunt thus accrued is
transferred to the appropriate real property account.

8. Addi tions, inprovenents and betternents to | easehold
bui | di ngs and structures having a useful life of over one
year will be accounted for as an asset and anortized over

the period of possession or the life of the inprovenent,
whi chever is |ess.
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C.

General Ledger Accounts and Records

Accounts subsidiary to the general |edger control accounts, 145
Fi xed Real Property or 146 Fi xed Real Property - Trust, will be
mai ntai ned to show i nvestnent in |and separately frominvest nment
in buildings and other structures. As a mninum separate
control accounts will be maintained for each accountabl e

of ficer. The conprehensive real property records maintained by
the accountable officer will be subsidiary to the general | edger
control accounts. Procedures will provide that controlled rea
property vouchers, Form HHS-88, which assenble the docunents
evidencing these transaction, will be used to support entries to
both the real property records and the general |edger accounts
(See HEW Real Property Managenent Manual, Chapter 17-10).

Depr eci ati on

Depreciation of real property will be recorded in the accounts
of all agencies of the Departnent at-Ileast annually; however a
mont hly recording is preferably so that all significant costs of
an agency can be included when reporting costs of performance to
managenment officials, the Congress and the public.

The expense account and reporting |level at which the rel ated
expense or charge will be distributed in the detail ed accounts
is determined by the needs and circunstances of each
application.

Agenci es that periodically prepared "total cost"” reports for

eval uation of conparable major installations or the costs of a
maj or installation over an extended period, will require
distribution of these costs to unfunded expense control accounts
established at that |evel. Agencies, or segnments thereof,
engaged in activities, services and/or in furnishing goods and
supplies on a reinbursable or charge basis are required to

di stribute depreciation charges at a | evel of detail appropriate
to the proper determ nation and inclusion of those unfunded
costs in charges established for the services or products

furni shed. Ofice of Managenent and Budget Circul ar A-25

provi des that cost conputations used to establish user charges
and fees for governnment services and property, shall include
depreci ati on of buildings and equi pnent.
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The period selected to anortize real property costs shall be
estimted with due regard to all available information with
respect to physical |life, technol ogical, and other factors of
consequence whi ch have a bearing on the probable useful period
of life of the property to the agency. The maxi num period to be
used is 100 years.

The conputation of the annual charge for depreciation and

mai nt enance of detailed records are the responsibility of the
fiscal accounting office. This office will distribute lithe
conmput ed charges to the rel ated general |edger accounts ,and
expense accounts according to the proration period established
by the agency.

The conversion of depreciation expense into units of cost usefu
in structuring reports for shorter tine periods, or in obtaining
cost per unit of space occupancy and such other forms required
to conmpute charges for reinbursable services and property
exchanges, is also a function of the fiscal accounting office.

E. | nventory Real Property and Adjustnent of Records

A review of the real property records and reconciliation with
the general | edger accounts will be nade at |east annually to
the accuracy of the real property records before the annual rea
property report is prepared. Any adjustnents required to update
either the property records, accounts, or both will be
docunented on a Real Property Voucher (*See HHS Real Property

I Managenent Manual , Chapter 17-10).

* Chapter 17-10 to transferred to an appropriate part of the
Facility Engi neering and Construction (FEC) Mnual .



