User Guide SM-02: Annual Real Property Inventory Inspection, Update and Certification

Overview

To meet federal reporting requirements, each station is required to annually validate the contents of their Real
Property Inventory (RPI). This entails visually confirming the existence of each RPI asset on the ground and
ensuring that it is accurately listed in the inventory.

The Financial and Business Management System (FBMS) is the database of record for the RPI. Only regional
office (RO) and headquarters (HQ) personnel have the roles necessary in FBMS to edit RPI records. The Service
Asset Maintenance and Management System (SAMMS) is synched with FBMS; SAMMS is the only database that
contains information on asset components or sub-assets.

Near the end of each fiscal year, the RO will make available to each station a list of the station’s inventory,
including the attributes of each asset to be verified. Station personnel review the inventory, note any
corrections needed, and return the corrected list to the RO to complete any needed updates. The station
manager or project leader must also sign a statement (an “Annual RPI Update Certification” form) attesting
to the accuracy of the inventory. This signed statement must accompany a copy of the corrected inventory.

Process
A. RO facility personnel download each station’s RPl and email it, with an “Annual RPI Update
Certification” form (see Attachment 1), to the station manager or project leader.

B. Station personnel review the spreadsheet, and visually verify that all assets listed are in existence
on the ground and described correctly. (The RO may request special attention to specific
attributes, depending on direction from the Department.)

1. Corrections or changes to an asset or its attributes. Make corrections or changes to
the spreadsheet, and highlight them, so that the RO will know what needs to be
changed in the inventory.

2. Deletions from the inventory. If you discover that an asset no longer exists on the
ground but still appears on the RPI, fill out and submit a DI-103a (Attachment 2) with a
“Statement of Circumstances” to document disposal of the asset. (Further instruction
on disposals can be found in User Guide SM-05: “Disposal Process for Real Property
Assets.”)

3. Additions. If you discover an asset with a replacement value of $5,000 or more that
does not appear on your station’s RPI, complete the “New Asset Template” (See
Attachment 3) and submit it to your regional facilities office.

4. Note: Addition and deletion of assets will affect the settlement of costs to the station’s
annual O&M work order(s) in FBMS. Station managers should consult with their
regional Asset Management Coordinator (AMC) to ensure that the distribution of costs
across all assets will still equal 100%.

C. Stations create an “Inspection Annual Condition Assessment” (INAC) work order in SAMMS to
document completion of the annual assessment. Any major deficiencies that were not already
identified during the station’s last Comprehensive Condition Assessment should be
documented in the description block of the INAC. (Refer to Attachment 4.)

D. The station manager or project leader signs the “Annual RPI Update Certification” form and
emails a scanned copy, along with a scanned copy of the station’s corrected inventory, to the
regional facilities operations office.



Attachment 1

Region
Annual RPI Update Certification
Fiscal Year 20

As Project Leader/Complex Manager/Field Station Manager, | certify that an on-site existence
survey has been conducted at my field station(s) and | have verified the existence and
accuracy of all items listed on my station’s Real Property Inventory (RPI).

A list of my RPI records is attached.

Complex/Field Station Name:

Organization Code:

Date of Completion:

Project Leader/Complex Manager/
Field Station Manager (print)

Project Leader/Complex Manager/
Field Station Manager (signature)

When complete, please scan and email with your inventory to your Regional Facility
Management and Operations Office.




Attachment 2 - DI-103A
DI-103A

(Rev. 6/88)

UNITED STATES 1
Page of 1
DEPARTMENT OF THE INTERIOR —_—

Certificate No.

CERTIFICATE OF UNSERVICEABLE PROPERTY

May only be used when property is unserviceable through fair wear and tear; there are no apparent

property irregularities; no need to determine employee financial liability; no possible claims against the Date
Government; firearms and weapons, ammunition, hazardous materials, controlled substances, explosives,
or museum property are not included.
A. Originating Office and Telephone No. (include area code’ Accountable Office and Location
Identified Item(s) are: [ ] Unserviceable [ | Obsolete [ ] Other (specify)
STATEMENT OF CIRCUMSTANCES INVOLVING THE IDENTIFIED PROPERTY MUST BE ATTACHED
QUANTITY ORIGINAL CONDITION
'L%M OR ITEM DESCRIPTION ACQUISITION CODE ES\T/EQ/I'_@TEED
’ PROPERTY ID NO. COST (OAC) (See Reverse)

STATEMENT OF CIRCUMSTANCES

B. Recommended disposition (check one):[ ] Repair / Reutilization ~ | Sale / Trade-in " | Salvage [ | Scrap/Destruction [ Abandon | Other (specify):
To the best of my knowledge the attached statement of circumstances is correctand recommendations are in the best interest of the Government.

Signature of Cognizant Employee: Date: Signature of Custodial Officer: Date:

Property Staff Recommendations: Signature: Date: Signature of Accountable Officer: Date:

C. Reviewing Authority: |:| Approved ﬁ Disapproved Signature: Date:
Comments Attached

D. Certificate of destruction: | certify that the Item(s) No.(s) listed above has been destroyed.

Official Responsible for Destruction: Title: Signature: Date:

Witness Name: Title: Signature: Date:

E. Adjustment to property records (Property Official Date Completed: Financial Official (If Required): Date Completed:
Signature):
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CONDITION CODES

Unused—good

Unused—fair

Unused—poor

= Used—good

Used—fair

Used—poor

Repairs required—good (less than 15% of Original Acquisition
Repairs required—fair (16-40% of OAC required).

Repairs required—poor (41-65% of OAC required).

o

Attachment 2 - DI-103A, continued

Cost (OAC) required).

Salvage—Repair exceeds 65% of OAC, but parts have remaining value making cannibalization cost effective.
Scrap—there is no remaining value except for basic material content.

MUS. GPO: 19683-774-017 /67043



Attachment 2 - DI-103A, completed example

DI-103A
(Rev 6/88)
UNITED STATES " 1 ¢ 1
DEPARTMENT OF THE INTERIOR E—- 0
i Certificate No
CERTIFICATE OF UNSERVICEABLE PROPERTY
May anty be used when property 15 unserviceeble thiough fair wear and tesr, there are no apparent D
property inegularities, no necd 1o determine employee financial linbiliry, no possible ciaims agamst the Ate
Government, {irearms andd weapony, uenmumiion, hazardous mutenials, conolled subsiances, explogsives, 08/2/2012
or museum property are no! included
A. Orginating Gflice and Telephone No  finclude area code, Accountable Oflice and Location
Sacramento NWRC Sacramento NWRC
(530) 934-2801 81620
Identified liem{s) sre {7} Unserviceable 3@ Obsotete (] Other (specyfiy
STATEMENT OF CIRCUMSTANCLS INVOLVING TIE IDENTIFIED PROPERTY MUS'T BE ATIACHED
. QUANTITY ORICINAL CONDITION \
= OR ITEM DESCRIP 11ON ACQUISITION CODF F’“gm":};ﬁo
PROPERTY iD NO COST (OAC) See Reverse)
| 10000306 Oil/Paint Storage Building unknown S

{1314001000182520000005) constructed in
1957, Building fails environmental audits &
contains esbestos and lead-based paini,

0. Recommended disposttion [check one) [ ) Repair / Reunlization ) Sale / Trade-in [ Salvage ¥ Scrap/ Destruction [] Abandon [J Other (specify)

To the best of my knowledge the altached statement of oircumstances is correctand recommeadations are in the best interest of the Government

Signature of Cognizant Employes / | pare Sijn of Custodil ey Dato
] > fa /,
ke ¢ —  [Bhkok ',{,a!» A / wf{x ‘}4-’//;:\

{ Signalure Al Sipnature o! '\LCW!ILI;“L GI]’ ocr
CORIG STaTerenT " g - L__L'_,o__ 27 Awgron- .
o &-ﬁ{.mu ,_—d’-:j’;fy’/ % '%‘_"/%d)—q—

3
C. Heviewing Authonty M Approved L} Orsepproved Signature.
[} Commenis Auached

D. Certificale of destruction [/ ceritfy thai the ltem(s) Ko.(s) \ . lisied abave

OMicil Responsible for Destruction

7/ ,cﬁézkuc oLy Lk, tactor [Ww,

Steven R Emmons Wil&e Relione 10/30/2012

1. Adjusiment 1o property records (Properry ' Date Completed:  § Firne! \lfﬁ:r.\Hit’Req‘ulmd) Date i1y
Signature)




This is an Excel form with pop-up guidance and drop-down selection menus for items.
Please consult your regional office for your region's version.

ATTACHMENT 3

REAL visag g e e 1 ACQUISITION TYPE: SELECT ONE Sl fe
PROPERTY 2 ORGCODE / STATION: SELECT ONE completed form with a
photo of the asset to your
ADDITION 3 COUNTY: Select county of asset's location regional facilities
FORM ASSET NUMBER: (Regional Office will enter) RIS O
4 Is construction of the asset complete? JYES/NO > Station's FBMS Business entity:
If no, estimated construction completion date: Station's FBMS Cost Center/Fund Center:
5 Is the Engineering Division involved? JYES/NO Default WBS for asset:|
6 (Estimated) Acquisition Date: JENTER DATE
7 Does this asset replace an existing asset? [YES/NO If yes » | 7a |Asset # of the asset being replaced:
8 Was the asset acquired with land? JYES/NO 9 |Farm Service Agency Property? |YES/NO
1 New Property Descripion |17 J5ciion f s sset s yo wi s st e el operyencry (5P, e e
1 DOI Asset Type: |SELECT ONE 11a For ALL buildings, indicate the meter status for electricity,
12 Method of Measurement: [SELECT ONE water, and natural gas:
13 Primary Unit of Measurement: |JSELECT ONE Electric meter: [SELECT ONE
14 Primary Quantity of Measurement: | ENTER Water: |SELECT ONE
15 Quantity or Measurement 2: | ENTER Natural gas: [SELECT ONE
16 Energy Use? | YES/NO 16a For non-buildings that consume electricity, indicate the
17 Does the asset employ alternate energy?| YES/NO electric meter status:
17a If alternate energy is used, describe the Electric meter: |SELECT ONE
alternate energy system: (See examples at bottom of form.)
18 Predominant Construction Material: ][SELECT ONE |
19 Outgrant Indicator: | YES/NO | | 19a |If asset is in use by another entity, name that entity:
20 GSA Status:JSELECT ONE
21 Historical Criteria: JSELECT ONE
22 Public Use? | YES/NO 23 |Does FWS own this asset? YES/NO
24 Disabled Access? | YES/NO 23a | If no, who is the owner?
25 Coordinates of asset (in decimal degrees)j
Start Latitude:
Start Longitude:
26 Asset Priority Index (API):
Mission Dependency: SELECT ONE
Substitutability: SELECT ONE
27 Utilization Code and Rate (Buildings Only): JSELECT ONE 28 Enter utilization rate %:
29 RESTRICTIONS
29a Environment Restrictions | YES/NO 29b | Natural Resource Restrictions | YES/NO
29c Cultural Resource Restrictions | YES/NO 29d Developmental Restrictions | YES/NO
29%e Reversionary Clauses from Deed | YES/NO 20f Zoning Restrictions | YES/NO
29g Easements | YES/NO 29h Right-of-Way | YES/NO
29i Mineral Interests | YES/NO 29j Water Rights | YES/NO
29k Air Rights | YES/NO 29L Other restrictions | YES/NO
29m Not Applicable (no restrictions) | YES/NO
For Completion by EMC:
Estimated Base Replacement Cost (CRV): ENTER COST | | Base Year: | ENTER YEAR |
For Completion by Finance:
Construction Year: | ENTERDATE | |  Actual Acquisition Date: | ENTER DATE |

You are required to provide photo documentation of the asset. Please paste the photo here:

Last revised 9/04/2014



Attachment 4
Creating an Annual Condition Assessment Work Order (INAC) in SAMMS

Intro/Background

Accounts in the SAMMS database are created by the SAMMS Coordinator in Headquarters at the
request of the Regional Office (generally the Asset Management Coordinator or AMC). All users
must submit a signed “Password Control Document” (see Appendix 1) in order to establish an
account.

How to Log In
Go to http://samms.fws.gov/maximo. You will see a screen with blanks to fill in for your user name

and password.

A. Enter your SAMMS user name. Your user name is one word, all lower-case, no longer than
eight letters. It’s generally your last name followed by the first initial of your first name. Longer
last names are truncated to seven letters.

B. Enter your password. Passwords are self-chosen, a minimum of 12 characters in length, with at
least one number and one special character.

Three consecutive unsuccessful log-in attempts will block you from the system. Don’t panic.
Contact your Regional Coordinator, who can unblock your account. If you have forgotten your
password, your regional coordinator can reset your password and send you a new one. (You
will need to change this password as soon as you log in.) If you are blocked out while your
Regional Coordinator is unavailable, contact the SAMMS Help Desk at headquarters.

A successful log in will bring you to the Start Center Welcome Page:

O https://samms.fws.gov/maximo/ul/?event=loadappdiva P~ & C || O start Center

HE, — e

Administr ation | Meintenance ~

Lly Change ContentLayout m Dis play Settings E Update Start Center

Favorite Applications # = X || Bulletin Board = 7 Fiter > (), x
Assets Subject IMess sge Fost Date Expirstion Date Viewed
Bulletin Board &

== Pless E.L.Eu e the Service Request Appl.. Fromtime o time, find that SAM. 04022009 8:40 AM  1231/2020 1200 AM N
Datshase Configuration : i : Fi : T lycurruy I i g h : :

Application Designer == Training Meterigks - updated - &15..  As areminder, you can fnd videcs andv.. 05292015554 AM 1231/2020 1200 AM N
Doreis == New Lser access “YYou cangetthe pes sword control docuren. 03162015 1:28 P 1221/2025 1200 AM N
KA Menager : i _ = RN i
=>How fo get emsik regarding SAMVE M. Rericdically, w e have to take SAMVE off-..  10/232009 248 AM  1231/2020 1200 AM N
Labor a LE i i ¥ 3 1 F bk Sl i i % 5 * § ok s i S z % 1
Labor Reporting *% Keyboard Shortous F you find using the keybosrd rore effi.. 02202009 1208 AW 12/31/2020 12:00 AM N
Organiz stors ¥ FAQ - no resutts ? Why Q Why don't | have any records 71 .. 02082009 239 P\ 12/31/2020 12:00 AM N
Quick Reporting ™ =
Result Set  # Fiter = (L i @ 0 X

Securiy Groups

Sarvice Request KPI List o =X
Work Orders

This portlet has not been s etup. Tosetup, selectthe editicon # inthe portit header .
Security, U sers and Groups =X

KPl Gra ph &= X

Securty Groups This pertlet has not been s et up. Tosetup, s elect the editicon # i the portiet header

Note: Do not use your Internet Explorer “back arrow” (shown below) if SAMMS hangs up:

2 MAXIMD - Start Center - Windows Inbernet Explorer ;J_Q_IEI
N= |H_Hm:ffsm.fpﬂ.gaf,lmmnuhwﬁ j g | ¥ x | e =

More often than not, you will lose info and be booted from the system.
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Creating an Annual Condition Assessment Work Order (INAC) in SAMMS

1. Creating a New Work Order

A. From the Welcome page, click on “Work Orders”:

L SR O hitps//samms fws.gov/maximo/ui/levent=loadappéva © ~ @ G | O Start Center

Welcome, GRAY, ROBYNE.

Administr ation Meintenance A
[JE] Change Contentl ayout Dis play Setfings g Update Start Center

Favorite Applications iﬂmem;vm > x
N Subject Mess age Fost Date Expirstion Date Viewed
Bulletin Board [ [ T
Datsbase Configuraton || = Plemse ke the SEVDE"*EﬂLEmml Flunti'rebth're.ynurrqtfmth.ai SAM. 04022009 8:40 AM 1231/2020 1200 AM N
Application Designer | >>TTalmrnMatEmls Llpdated 615 As areminder, ywcsnfndwdecs andv.. 05292015554AM 1231/2020 1200 AM N
Domains | | ¥ New User access ‘r’mca‘rgetthe pesswo(d contrel documen.. 03182015 1:28 PM 1221/2025 12:00 AM N
T \ i

= || == How lnget emeik segu:hng SAMVE M. F\zmnany w & have to take SAMVS off- 10/23/2009 8:49 AM  12/31/2020 1200 AM N
Labor Reporting || == Ke_vbna:d Shortouts ryuuﬁnr_t using heteyhoa-ﬁrmreeﬁl 0220/2009 1206 AUl 12/31/2020 12:00 AM N
Organiz stons | | 7 FAQ- no resutis? Why @ Why den't| have any records 71 .. 021062009 239 FM  12/31/2020 12:00 AM N
Quwick Reporting | -

"Mlﬁetf'?ﬂk-‘q ‘g 20X
Securiy Groups | — = |
Sarvice Request ‘ KPI List =X
Work Orders |
This portlet has not been s etup. Tosetup, selectthe editicon # in the portlet header,
Security, Users and Groups e x
KPI| Graph =X

Users ez
Securty Groups || This portlet has not been's etup. Toset up, select the editicon # in the portlet header.

B. The Work Order list screen appears. Click on the “New Work Order” icon. It looks like a page
with a number sign:

| e & O https://samms fws.gov/maximo/ui/7event=loadappéiva O = @ & || O Work Orders

Bulletims: (8 " Golo Bepok Swilenter Hofile Sgnlul

| ] L v st i O, e Awo@d R IS8e

Let | Work Order |I Plars . Assignent | RebfedRecords  Actusb |] Safd,Hq—NEWWDrkUrdEr CTRL+ALT+I Lamnstmsl AuditHstory | Grow th-Offset

o

@) AdvsncedSearch ' ¥ [ Savewery ¥ || Bookmars

| Work Orders - Pt > O, & i o-od0

[ Q| | Q| » | Q| » | » |

To find recosds, ise the fiter fieks and ]
For more search options , us= the Advanc
To enter & new record, select the Insert ic
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Creating an Annual Condition Assessment Work Order (INAC) in SAMMS

C. The work order tab will open to a new, blank work order screen. Fill in the following fields as
numbered in the screen print below:

1) Title of the work order. The suggested naming convention is “FY __ Annual Assessment
of Name of NWR (3-letter station code)”.

2) Location/RPI # -- enter the org code of the station.

3) Work Type — enter “IN” (for inspection)

4) Sub-Work Type — enter “INAC” (for Inspection, Annual Condition)

x|

Buletns:(8) ¥ GoTo FRepors Stwilerter Profile SgnOu Heb

\ | Fina:| ) |select Action FMHE e *‘mem@ggg

Lit | Work Crder Plans Assignmens  Rebied Records Actusk Safety Ran Log = Failre Reporting Specifications Audit Hs tory Grow th-Offs et

* FY 18AnnualAssessmentof Stone Lskes NWR(SLW) Site:| RS Attachments [

= 3 Class: WORKORDER Status {WA
m * Status Dete: i
Bus ines's Entity:| 4 8% Work Type|NAC Q Inhert Status Changes?[¥
B.lldi\gl Work Category: & Accepts Charges?[v
Parent| . 2 Warranty Expiration Dste s Task?[]
Asset| » [ : .
Regional Rank: FBIS Rekvant N 2
Ass et Code | aQ &
e Station Rank:
Parent WO » (=)
Orgeode:| Q|
Hoyam!dem‘ﬁer.i
. . )
Job Details & ] Account Information = | Priority

D. Atthe end of the title field, where you’ve named the work order, click on the icon that looks
like a piece of paper. This will take you to a large text field where you can enter any pertinent
information from the assessment. Be sure to click save when you are done!

Work Orders

| | Fina €4 v/ select Action RRON = B
Lst | WcrtO'de-rl Plans As signments Rebied Records Actuss | Saefety Ran chl

Weork Order: 201!
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Attachment 4, Appendix 1

U.S. Fish and Wildlife Service | PrintForm |

Password Control Document

I, the undersigned Employee, have read and/or been briefed on proper utilization of the passwords
provided for access to the system listed below and accept the conditions as stated. [ understand that
it is my responsibility to protect my password from loss or disclosure and to change it in
accordance with system guidelines. [ understand that my password may be considered a legal
signature and that I may be held accountable for any system activities that occur against it. I also
agree to abide by all Rules of Behavior for this system provided by the system owner or manager
as a condition of access to the system.

General Information

Employee Name: Organization:

Employee Signature: Date:

Type of employee: Federal Contractor Other (specify)

Supervisor Name: Station Org. Code:

Supervisor Signature: Date:

Training completed / to be completed on (circle one) Date:

System to which access is requested : Service Asset and Maintenance Management System (SAMMS)
Reason for access:

A. Select level of access (select HPO/SO only for Regional users): for read-only use 'Other’
Field Station Reg. Ofc. Reg. Coord. Budget/Finance Office

Historic Preservation Office Safety Office Other (specify)

B. Select area of access (Financial limited to Regional/National)

RPI (Field/Project Leaders) RPI (Regional/National) Financial (Regional/National)
Access Approval by System Owner or Manager
Name: John K Dyer Organizational Title: NWRS - System Manager
Signature: Date:

SAMMS Login ID:

Comments:

Termination of Access

Employee System Owner or Manager
Date: Date:
Signature: Signature:

Instructions: This form is required by Service Manual 270 FW 7 and should be submitted for every user who
requests access to an Automated Information System that requires user authentication to gain access. Supervisors
should fill out and sign the form, have their employee sign, attach a copy of the employee's current "Statement of
Responsibility” form, and submit to the system manager for approval. The system owner or manager should provide
the user with any system-specific Rules of Behavior. Upon approval of the application, the system owner
will provide a copy of the password control document to the user's Installation Information Technology Security
Manager (IITSM). When access to a system is no longer required, including transfer or departure of an employee,
the supervisor will notify the IITSM, who will in turn notify the system owner of each system for which that
employee has a system application on file. System owners and IITSMs will enter on this form the date that access

was removed and retain the information for one year. FWS Form 3-2211

Rev 07/10
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