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Upon receipt of the property, the Receiving PC/LPC signs the G-504 and returns the
original to the Transferring PC/LPC.

The Receiving PC/LPC scans and uploads the G-504 into Sunflower.

The Excess Clerk PC at the transferring office performs an “Excess Redeploy”
transaction in Sunflower to change the asset’s status from “Excess” to “In Service” and
initiates a transfer in Sunflower

¢ The Excess Redeploy generates a request to the Receiving PC to accept the
transfer in his/her steward code.

The Receiving PC/LPC accepts the transfer in Sunflower and verifies the steward code,
location and asset user is correct.

The Receiving PC/LPC maintains a copy of the signed G-504 and any other supporting
documentation for no less than three years after asset has been disposed of or transferred.

Excess Property Needed Within DHS

The interested DHS component contacts the ICE PC/LPC in possession of the excess
property to request the asset.

The ICE PC/LPC prepares a DHS Form 560-3 for the receiving DHS component PC/LPC
to sign.

For IT assets with data storage capability, the ICE PC/LPC confirms OCIO approval of
the SF-120 and coordinates with the OCIO to ensure that the asset is sanitized before

shipping.

a. The ICE PC/LPC completes a G-574 to temporarily transfer custody of the asset
to the OCIO for sanitizing.

b. OCIO sanitizes the asset and returns it to the ICE PC/LPC along with a Certificate
of HD Clean.

¢. The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

The ICE PC/LPC sends the DHS Form 560-3 to the receiving DHS component PC/LPC
along with the asset.

a. The receiving DHS component pays any costs associated with transferring the
asset, including any shipping and/or handling fees.

Upon receipt of the property, the DHS component PC/LPC or APO signs the 560-3 and
keeps a copy for their records. The signed original is returned to the ICE PC/LPC.
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11.5.1

The ICE PC/LPC scans and uploads the 560-3 and any other supporting documentation
into Sunflower.

The ICE PC/LPC final events the record as a “Transfer to Another Agency Within DHS.”

The ICE PC/LPC maintains the signed 560-3 and any other supporting documentation for
no less than three years after asset has been disposed of or transferred.

External Screening (21 Days)

If the asset is not claimed by the end of the 21 day internal screening within ICE and
DHS, it is reported to GSA. This reporting occurs through an automatic batch upload
into GSAXcess® via the Sunflower/GSAXcess® interoperability function for all assets
that are recorded in Sunflower. All other assets must be manually entered into
GSAXcess®.

Excess property successfully processed through the batch upload receives an ‘Item
Control Number’ in GSAXcess®. The Item Control Number links property records in
GSAXcess® to those in Sunflower and is included along with the date of the upload in
the ‘GSA Excess Information’ field of the ‘Maintain Excess Assets’ screen in the
Sunflower Excess Module. A blank GSA Excess Information field indicates the property
record has not been batch uploaded into GSAXcess®

Item Control Numbers for all ICE property that is automatically uploaded into
GSAXcess® will begin with the ICE Activity Address Code (AAC) of 7031AA,
regardless of the ICE Program Office or location that owns the asset. The AAC is a six
digit alpha-numeric code assigned to identify specific units, activities, or organizations
that have procurement authority and authority to requisition and receive excess or surplus
property.

The batch upload will not include excess property that has not been designated as
“Excess” in Sunflower or has been transferred and/or final evented before the end of the
21 day internal screening period.

Accountable personal property that is not recorded in Sunflower must be manually
entered into GSAXcess® with the AAC code 7031AA.

Computers for Learning Program

Computers for Learning (CFL) is a program that allows Federal agencies to provide computers to
educational organizations in accordance with Executive Order 12999, which directs Federal
agencies to give “highest preference to schools and nonprofits in the transfer of educationally
useful federal equipment.” An educational nonprofit entity is eligible for CFL computers if it
meets all of the following criteria:

e Is tax exempt under section 501 (c) of the U.S. tax code.
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e Serves some portion of the pre-kindergarten through grade 12 population.
e Operates exclusively for the purpose of education.
e Submits the request on the school’s letterhead.

Schools and/or educational non-profit organizations that wish to receive these computers must
register with the CFL program via the CFL website (www.computers.fed.gov).

11.5.2 Pre-selected CFL Recipient

If the Program Office identifies a CFL program participant to receive the asset, before or during
the course of the internal screening process, the PC/LPC should work expeditiously to transfer
the asset directly to the CFL participant before the asset 1s automatically uploaded into
GSAXcess® at the end of the 21 day internal screening period.

Note: If an ICE office has already identified a CFL participant to whom it wants to transfer the
asset, but was unable to complete the transfer before the asset was batch uploaded to
GSAXcess®, it can remove the asset from participating in CFL screening.

a. The ICE PC/LPC instructs the pre-selected CFL participant to request the asset via
the CFL program website.

b. The CFL program notifies GSAXcess® of the request electronically.

c. GSAXcess® forwards the pre-selected CFL participant’s request via email to the ICE
PC/LPC for processing (please refer to steps 1 through 11 in Section 11.5.3).

1) The ICE PC/LPC prepares an SF-122 (see Appendix C Forms) and Certificate of
Disposal for the CFL recipient to sign.

a. Both an ICE official and an authorized school official (Principal, Vice Principal,
Administrator, etc.) must complete and sign the Certificate of Disposal.

2) The ICE PC/LPC confirms OCIO approval of the SF-120 and coordinates with the OCIO
to ensure that the asset is sanitized before shipping.

a. The ICE PC/LPC completes a G-574 to indicate that OCIO has temporary custody
of the asset for sanitizing.

b. OCIO sanitizes the asset and returns it to the ICE PC/LPC along with a Certificate
of HD Clean.

¢. The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

3) The ICE PC/LPC removes and stores the ICE barcode label with the property
documentation.

a. If the barcode is destroyed during removal, the ICE PC/LPC must make sure the
full barcode has been removed from the asset, and must mark the barcode number

and the form of destruction in the asset Sunflower record and/or documentation
folder.
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4) The ICE PC/LPC signs the Certificate of Disposal with two witnesses present.

5) The ICE PC/LPC sends the SF-122 and Certificate of Disposal to the CFL recipient along
with the asset.

a. The CFL recipient pays any costs associated with transferring the asset, including
any shipping and/or handling fees.

6) The CFL recipient signs and returns the original SF-122 and Certificate of Disposal to the
ICE PC/LPC.

7) The ICE PC/LPC scans and uploads the SF-122, Certificate of Disposal, and any other
supporting documentation into Sunflower.

8) The ICE PC/LPC final events the record to “Donation to a School/Non-Profit Educational
Inst.” The school’s registration code, which can be obtained from the NUO, must also be
included.

9) The ICE PC/LPC maintains the SF-122, Certificate of Disposal, and any other supporting
documentation for no less than three years after the transfer of the asset.

¢ Supporting documents for excess property screened externally include:
o Transfer Order (e.g., SF-122)
o  Certificate of Disposal
o  Shipping documentation
o Barcode label (retained in hardcopy)

11.5.3 Non Pre-selected CFL Recipient

CFL eligible assets not selected and/or final evented at the end of the 21 day internal screening
process will be batch uploaded into GSAXcess® and made available exclusively for selection by
CFL program participants for the first 7 days out of the 21 day internal screening period.
GSAXcess® automatically designates CFL eligible assets for participation in CFL screening
based on the asset’s Federal Supply Code (FSC). The Item control number is used for reference
and is posted in Sunflower when batch upload is complete.

If a CFL participant requests the excess property via the CFL program website, the CFL program
will notify GSAXcess® of the request electronically. GSAXcess® will forward an allocation
request via email to the designated ICE PC/LPC for processing.

1) The ICE PC/LPC logs into the GSAXcess® ‘View/Allocate Requested Item’ screen and
approves the request to allocate the property to the CFL participant.
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Upon the ICE PC/LPC’s approval of the allocation request, GSAXcess® generates a SF-
122 and sends it electronically to the ICE PC/LPC, designated ICE HQ Approving
Official, and CFL recipient for approval.

The ICE PC/LPC prepares a Certificate of Disposal for the CFL recipient to sign.

¢ Both an ICE official and an authorized school/educational non-profit official
(Principal, Vice Principal, Administrator, etc.) must complete and sign the
Certificate of Disposal.

Once the ICE PC/LPC and ICE HQ Approving Official have signed the SF-122, the ICE
PC/LPC confirms OCIO approval of the SF-120 and coordinates with the OCIO to ensure
that the asset is sanitized before shipping.

a. The ICE PC/LPC completes a G-574 to indicate that OCIO has temporary custody
of the asset for sanitizing.

b. OCIO sanitizes the asset and returns it to the ICE PC/LPC along with a Certificate
of HD Clean.

¢. The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

The ICE PC/LPC removes and stores the ICE barcode label with the property
documentation.

a. If the barcode is destroyed during removal, the ICE PC/LPC must make sure the
full barcode has been removed from the asset, and must mark the barcode number

and the form of destruction in the asset Sunflower record and/or documentation
folder.

The ICE PC/LPC signs the Certificate of Disposal with two witnesses present.

The ICE PC/LPC sends the Certificate of Disposal to the CFL recipient along with the
asset.

a. The CFL recipient pays any costs associated with transferring the asset, including
any shipping and/or handling fees.

The CFL recipient signs and returns the original SF-122 and Certificate of Disposal to the
ICE PC/LPC.

The ICE PC/LPC scans and uploads the SF-122, Certificate of Disposal, and any other
supporting documentation into Sunflower.

10) The ICE PC/LPC final events the record to “Donation to a School/Non-Profit Educational

Inst.” The school’s registration code, which can be obtained from the ICE NUQO, must
also be included.
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11) The ICE PC/LPC retains the fully executed SF-122, Certificate of Disposal, and any
other supporting documentation for no less than three years after the transfer of the asset.

11.5.4 Excess Property Re-Utilized by Other Federal Agencies

Excess assets that are not selected during internal screening or for participation in the CFL
Program are made available for re-utilization by other Federal agencies for 21 days. Excess
property that is screened for CFL Program use, but not selected by the end of the 7-day CFL
Program screening period in GSAXcess, is eligible for re-utilization by other Federal agencies;
however, the screening period is limited to 14 days as the 7-day CFL Program screening period
counts towards the 21-day external screening process.

If an asset is requested by a federal agency outside DHS, GSA coordinates the transfer of the
asset. The other federal agency may be required to reimburse ICE for the fair value of the
property. The fair value is determined by ICE (see Chapter 7 Acquisition Costs and Values).

1) Upon approving the allocation of excess property, GSAXcess® generates an electronic
notification to the requesting agency’s Approving Official to advise that electronic
approval of an SF-122 is required for excess property selected by another Federal agency.

2) Once the requesting agency’s Approving Official approves the SF-122 electronically,
GSA signs the SF-122, requisitions the property in GSAXcess®, and sends a copy of the
fully executed SF-122 to both the ICE PC/LPC and the requesting agency.

3) The requesting Federal agency coordinates the transfer of the asset with the ICE PC/LPC.
4) The ICE PC/LPC prepares a Certificate of Disposal for the receiving agency to sign.

5) For IT assets with data storage capability, the ICE PC/LPC confirms OCIO approval of
the SF-120 and coordinates with the OCIO to ensure that the asset is sanitized before

shipping.

a. The ICE PC/LPC completes a G-574 to temporarily transfer custody of the asset
to the OCIO for sanitizing.

b. OCIO sanitizes the asset and returns it to the ICE PC/LLPC along with a Certificate
of HD Clean.

¢. The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

6) The ICE PC/LPC removes and stores the ICE barcode label with the property
documentation.

a. If the barcode is destroyed during removal, the ICE PC/LPC must make sure the
full barcode has been removed from the asset, and must mark the barcode number

and the incidence of destruction in the asset Sunflower record and/or
documentation folder.
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7) The ICE PC/LPC signs the Certificate of Disposal with two witnesses present.

8) The ICE PC/LPC sends the Certificate of Disposal to the receiving agency along with the
asset.

¢ The receiving agency pays any costs associated with transferring the asset,
including any shipping and/or handling fees.

9) The receiving agency signs and returns the original Certificate of Disposal to the ICE
PC/LPC.

10) The ICE PC/LPC scans and uploads the SF-122, Certificate of Disposal, and any other
supporting documentation into Sunflower.

11) The ICE PC/LPC final events the Sunflower record to “Transfer of Excess to Another
Federal Agency — SF-122.”

12) The ICE PC/LPC maintains the SF-122, Certificate of Disposal, barcode labels, and any
other supporting documentation for no less than three years after the transfer of the asset.

11.6 Donating Property

If an excess asset has not been re-utilized by the completion of the 21 day external screening
process, the asset becomes surplus property and is made available for donation to non-Federal
entities that requested it during external excess screening for five days via GSAXcess®. An
asset must be donated to a non-Federal entity in compliance with 41 CFR 102-37. The major
categories of eligible recipients are:

Public agencies

Non-profit educational and public health activities
Non-profit and public programs for the elderly
Public airports

Providers of assistance to the homeless

1) Upon approving the allocation of surplus property, GSAXcess® generates an electronic
notification to the requesting non-Federal entity’s Approving Official to advise that
electronic approval of an SF-123 Transfer Order Surplus Personal Property (see
Appendix C Forms) is required for property they selected during the external excess
screening process.

2) Once the requesting non-Federal entity’s Approving Official approves the SF-123
electronically, GSA signs the SF-123, requisitions the property in GSAXcess®, and

sends a copy of the fully executed SF-123 to both the ICE PC/LPC and the requesting
non-Federal entity.
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The requesting non-Federal entity coordinates the transfer of the asset with the ICE
PC/LPC.

The ICE PC/LPC prepares a Certificate of Disposal for the requesting non-Federal entity
to sign.

For IT assets with data storage capability, the ICE PC/LPC confirms OCIO approval of
the SF-120 and coordinates with the OCIO to ensure that the asset is sanitized before

shipping.

a. The ICE PC/LPC completes a G-574 to temporarily transfer custody of the asset
to the OCIO for sanitizing.

b. OCIO sanitizes the asset and returns it to the ICE PC/LPC along with a Certificate
of HD Clean.

¢. The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

The ICE PC/LPC removes the ICE barcode label and stores it with the property
documentation.

a. If the barcode is destroyed during removal, the PC/LPC must make sure the full
barcode has been removed from the asset, and must mark the barcode number and
the form of destruction in the asset Sunflower record and/or documentation folder.

The ICE PC/LPC signs the Certificate of Disposal with two witnesses present.

The ICE PC/LPC sends the Certificate of Disposal to the requesting non-Federal entity
along with the asset.

a. The receiving entity pays any costs associated with transferring the asset, including
any shipping and/or handling fees.

The receiving non-Federal entity signs and returns the original Certificate of Disposal.

10) The Transferring PC/LPC scans and uploads the SF-123, Certificate of Disposal, and any

other supporting documentation into Sunflower.

11) The Transferring PC/LLPC creates a final event record in Sunflower as “Donation to other

Non-Federal Recipients.”

12) The ICE PC/LPC maintains the signed SF-123, Certificate of Disposal, barcode labels,

11.7

and any other supporting documentation for no less than three years after the transfer of
the asset.

Disposing of Property through Sales

If an excess asset has not been re-utilized or donated, then it may be made available for sale to
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the public via GSA as authorized by the approved SF-120. GSA offers several options to sell
property for a fee, and will determine which method is most appropriate. Avenues for selling
property through GSA include:

GSA Auctions®
Live auction
Fixed price
Drop-by
Negotiated
Sealed bid

ICE can also elect to manage the sale of property itself by obtaining an approved waiver from
GSA and working with an approved Contracting Officer to conduct the sale. Details on obtaining

ilable by emailing the Federal Asset Sales Central Planning Office at
252.20V.

11.7.1 GSA Auctions®

The GSA Auctions® (www.gsaauctions.gov) offers the general public the opportunity to bid
clectronically on a wide array of Federal assets. The auctions are completely web-enabled,
allowing all registered participants to bid on a single item or multiple items (lots) within
specified timeframes.

Unless specified otherwise, GSAXcess® will automatically transfer records for property that
cannot been re-utilized or donated to GSA Auctions® for sale.

11.7.2 MySales

MySales allows Federal agencies to monitor the status of their surplus and exchange/sale
property that has transitioned into the GSA Sales Program. By using MySales, agencies will
have the ability to report, modify, and maintain information on their property for sale.

To access MySales:

1) Obtain an application from GSA at http://mysales.fss.gsa.gov/sasy/sasywel

2) Submit the application to the ICE NUO, on the located POC section of the Property
Branch intranet page at http://intranet.ice.dhs.gov/cfo/sites/OAA/pmb/poc.htm

11.7.3 Sales Process

For sales through GSA, specific processes must be followed to prepare the asset for sale and
complete the transaction in accordance with the regulations under 41 CFR 102-38.

1) Once an asset is purchased, the purchaser coordinates the transfer of the asset with the
ICE PC/LPC.

59

2023-ICLI-00006 6111



OAA Personal Property Operations Handbook 2011

2) The ICE PC/LPC prepares a Certificate of Disposal for the purchaser to sign.

3) ForIT assets with data storage capability, the ICE PC/LPC confirms OCIO approval of
the SF-120 and coordinates with the OCIO to ensure that the asset 1s sanitized before

shipping.

e The ICE PC/LPC completes a G-574 to temporarily transfer custody of the asset
to the OCIO for sanitizing.

e OCIO sanitizes the asset and returns it to the ICE PC/LPC along with a Certificate
of HD Clean.
¢ The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

4) The ICE PC/LPC removes and stores the ICE barcode label with the property
documentation.

e [f the barcode is destroyed during removal, the PC/LPC must make sure the full
barcode has been removed from the asset, and must mark the barcode number and
the form of destruction in the asset Sunflower record and/or documentation folder.

5) The ICE PC/LPC signs the Certificate of Disposal with two witnesses present.
6) The ICE PC/LPC sends the Certificate of Disposal to the purchaser along with the asset.

a. The purchaser pays any costs associated with transferring the asset, including any
shipping and/or handling fees.

7) The purchaser signs and returns the original Certificate of Disposal to the ICE PC/LPC.

8) The ICE PC/LPC scans and uploads the signed Certificate of Disposal and any other
supporting documentation into Sunflower.

9) The ICE PC/LPC creates a final event record in the Sunflower Excess Module for
“Exchange, Sale or Trade-in” as applicable.

10) The ICE PC/LPC maintains the signed Certificate of Disposal and any other supporting
documentation for no less than three years after the transfer of the asset.

11.7.4 Exchange/Sale of Property

When acquiring replacement property, Federal agencies may exchange or sell similar items and
may apply the exchange allowance or proceeds of sale in whole or in part payment for the
property acquired. Disposal of property through exchange/sale occurs outside of the excess
screening and disposal process. The exchange/sale process must be completed in accordance
with the regulations under 41 CFR 102-39.
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The ICE PC/LPC completes a SE-126 Report of Personal Property for Sale form (see
Appendix C Forms) and sends the original to GSA to report the exchange/sale property
for sale.

The ICE PC/LPC maintains a copy of the SF-126 with the property documentation.
GSA determines the appropriate sales method and makes the asset available for sale.

Once the asset is purchased, the purchaser coordinates the transfer of the asset with the
ICE PC/LPC.

For IT assets with data storage capability, the ICE PC/LPC confirms OCIO approval of
the SF-120 and coordinates with the OCIO to ensure that the asset is sanitized before
sending.

a. The ICE PC/LPC completes a G-574 to temporarily transfer custody of the asset
to the OCIO for sanitizing.

b. OCIO sanitizes the asset and returns it to the ICE PC/LPC along with a Certificate
of HD Clean.

¢. The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

The ICE PC/LPC removes and stores the ICE barcode label with the property
documentation.

a. If the barcode is destroyed during removal, the ICE PC/LPC must make sure the
full barcode has been removed from the asset, and must mark the barcode number

and the form of destruction in the asset Sunflower record and/or documentation
folder.

The ICE PC/LPC signs the Certificate of Disposal with two witnesses present.

The ICE PC/LPC delivers the asset to the purchaser along with the Certificate of
Disposal.

The purchaser signs and returns the original Certificate of Disposal or an authorized GSA
Bill of Sale to the ICE PC/LPC.

10) The ICE PC/LPC scans and uploads the signed SF-126, Certificate of Disposal, and any

other supporting documentation into Sunflower.

11) The ICE PC/LPC final events the record in the Sunflower Management module as

“Exchange/Sale.” The PC must also provide to the sales proceeds.

12) The ICE PC/LPC maintains the signed Certificate of Disposal and any other supporting

documentation for no less than three years after the transfer of the asset.
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11.7.5 Sales Proceeds

Sales proceeds are the funds that are returned to ICE on the sale of personal property. Net sales
proceeds (sales proceeds less GSA’s direct and indirect costs) that are reimbursable to ICE must
be distributed to ICE via the On-line Payment and Accounting Control System (OPAC).

GSA retains a portion of the proceeds from the sale of non-reimbursable surplus property. The

net proceeds will be deposited to miscellaneous receipts of the Treasury.

11.8 Abandonment or Destruction

If an asset has not been re-utilized, donated, or sold, it may be abandoned or destroyed in some
circumstances. In many cases, disposal by abandonment or destruction is strictly mandated by
law, regulation, or ICE directive for reasons of public health, safety, or security. No property
should be abandoned or destroyed without thoroughly researching these requirements regardless
of whether they are identified in this handbook or not. Written approval from GSA or NUO is
required before property can be abandoned or destroyed.

Abandonment is discouraged except in the rare instances when it is deemed most beneficial to
the Government by following the procedures below.

Note: Personal effects of defendants or detainees are not to be considered *“personal property” for
the purposes of the Personal Property Management Policy or the Personal Property Operations
Handbook.”

1) Upon receipt of written GSA disposal approval, the ICE PC/LPC identifies the proper
authority or justification for the disposal. These authorities are:

a. The property has no commercial value. No commercial value means that the
property, through determination, has neither utility nor monetary value (either
as an item or as scrap).

b. The cost of care, handling, and preparation of the property for sale would be
greater than the expected sale proceeds (estimated fair value).

c. A law, regulation, or directive requires abandonment or destruction.

d. Written instructions by a duly authorized official (e.g., health and safety
officer or security officer) directing abandonment or destruction.

2) Abandonment or destruction of ICE surplus property must be documented properly and
must meet all audit trail requirements (i.e. all supporting documentation from acquisition
to disposal must be present, and for a period of 3 years after the disposal takes place).
Great care must be taken to fully justify and document all actions related to abandonment
or destruction.

3) Upon delegated authority from the ICE APO, the ICE PC/LPC prepares a written finding
justifying the abandonment or destruction action (for additional detail see 41 CFR 102-
36). The written finding includes:
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11.8.1
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a. A detailed description of the property including the property control number,
serial number, condition, and total acquisition cost.

b. The authority for the abandonment or destruction action along with any
pertinent supporting documentation.

c. A statement describing the proposed method of destruction (i.e., burning,
burying) or the abandonment location with guidance from a duly authorized
official on how to dispose of the asset safely.

d. A statement from the duly authorized official that the proposed abandonment
or destruction action is not detrimental or dangerous to public health or safety
and will not infringe on the rights of other persons.

e. The signature of the ICE PC/LPC approving the abandonment or destruction
of property with an acquisition cost below $1,000. The ICE APO’s signature
is required for personal property with an acquisition cost of over $1,000.

The ICE PC/LPC provides public notice of the abandonment or destruction action for a
period not less than seven calendar days. Any exceptions to this notice must comply with
the 41 CFR 102-36. The public can be notified by posting announcements in public
places or publishing the announcement in organizational newsletters and must include:

e  General description of the property
¢ Date and location of the abandonment or destruction action

Abandonment

The ICE PC/LPC prepares and forwards the written justification and Certificate of
Disposal to ICE APO for approval.

The ICE APQ indicates that the asset is to be abandoned in accordance with the
instructions provided by the duly authorized official in the written justification and
returns the Certificate of Disposal to the ICE PC/LPC.

For IT assets with data storage capability, the ICE PC/LPC confirms OCIO approval of
the SE-120 and coordinates with the OCIO to ensure that the asset is sanitized before

shipping.

a. The ICE PC/LPC completes a G-574 to temporarily transfer custody of the asset
to the OCIO for sanitizing.

b. OCIO sanitizes the asset and returns it to the ICE PC/LPC along with a Certificate
of HD Clean.

¢. The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

d. The PC/LPC submits the signed SF-120 to the ICE NUO through his or her
HPPM.

4) The ICE PC/LPC removes and stores the ICE barcode label with the property

documentation.
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a. If the barcode is destroyed during removal, the ICE PC/LPC must make sure the
full barcode has been removed from the asset, and must mark the barcode number

and the form of destruction in the asset Sunflower record and/or documentation
folder.

5) The ICE PC/LPC signs the Certificate of Disposal with two witnesses present.
6) The ICE PC/LPC abandons the asset in its existing location.

7) The ICE PC/LPC scans and uploads the Certificate of Disposal and any other supporting
documentation into Sunflower.

8) The ICE PC/LPC Final Events the record in Sunflower as “Abandoned” when applicable.

9) The ICE PC/LPC maintains the signed Certificate of Disposal and any other supporting
documentation for no less than three years after the abandonment of the asset.

11.8.2 Destruction

1) The ICE PC/LPC prepares and forwards the written justification and Certificate of
Disposal to the ICE APO for approval.

2) The ICE APO approves the Certificate of Disposal and indicates that the asset is to be
destroyed in accordance with the instructions provided by the duly authorized official in
the written justification.

3) For IT assets with data storage capability, the ICE PC/LPC confirms OCIO approval of
the SF-120 and coordinates with the OCIO to ensure that the asset is sanitized before

shipping.

a. The ICE PC/LPC completes a G-574 to temporarily transfer custody of the asset
to the OCIO for sanitizing.

b. OCIO sanitizes the asset and returns it to the ICE PC/LPC along with a Certificate
of HD Clean.

¢. The ICE PC/LPC scans and uploads the Certificate of HD Clean into Sunflower.

d. The PC/LPC submits the signed SF-120 to the ICE NUO through his or her
HPPM.

4) The ICE PC/LPC removes and stores the ICE barcode label with the property
documentation.

a. If the barcode is destroyed during removal, the ICE PC/LPC must make sure the
full barcode has been removed from the asset, and must mark the barcode number

and the incidence of destruction in the asset Sunflower record and/or
documentation folder.
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The ICE PC/LPC signs the Certificate of Disposal with two witnesses present.

The ICE PC/LPC delivers the asset to the disposing entity along with the Certificate of
Disposal; examples include UNICOR and eWaste.

The Disposing entity signs and returns the original Certificate of Disposal to the ICE
PC/LPC.

The ICE PC/LPC scans and uploads the Certificate of Disposal and any other supporting
documentation into Sunflower.

The ICE PC/LPC final events the record in Sunflower as “Recycled”.

¢ The disposing agency generally recycles most property it receives. If, however,
the PC/LPC knows with certainty that property will be destroyed, the Sunflower
record should be final evented as “Destroyed”.

10) The ICE PC/LPC maintains the signed Certificate of Disposal and any other supporting

documentation for no less than three years after the destruction of the asset.

Chapter 12

12. REPORTING REQUIREMENTS

OVERVIEW

ICE is required to complete and file asset related reports for various stakeholders. In addition to
financial reports, GSA requires ICE to report annual property management activity in such areas
as disposal, physical inventory, and donation through the CFL program. The DHS and ICE
OAA also may require program offices to complete ad hoc reports.

PROCEDURES

121

1)

2)

12.2

Monthly Reports

Changes in capitalized asset status must be reported to OAA, for new incoming assets, as
well as adjustments to existing asset records, and outgoing disposed assets. Changes to
capital assets and their depreciation are reported by OAA to OFM on a monthly basis.
All ROS documentation must be submitted by all Programs to OAA for tracking and
accountability purposes on a monthly basis. OAA follows assets from acquisition to

disposal and needs the documentation on hand for audit purposes.

Annual Report of Lost, Damaged, or Destroyed Property
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1y

2)

3)

4)

5)

123

1))

2)

3)

4)

5)

Within 60 calendar days after the close of every fiscal year, and on a quarterly basis, ICE
submits a single consolidated Annual Report of Lost, Damaged, or Destroyed Property
(LDD) in memorandum format to DHS. The report is compiled from the input of
Headquarters, offices, and other organizations.

The PC/LPC submits the LDD report to their HPPMs on a monthly basis via email. The
report is required monthly even if there has been no LDD to report (negative report).
Negative reports contain information regarding assets that have been lost, damaged, or
destroyed, as they will be counted as a loss against the property and possibly financial
record.

PC/LPC follows all disposal guidance for assets that have been damaged (see Chapter 11,
Disposal)

The HPPM submits the consolidated LDD report to the Property Branch. Negative
reports are required.

a. Negative reports are reports that must be submitted stating that no LDD has
occurred. Negative reports are required so the Property Branch has an official
response on file from each Program Office.

The Property Branch submits the consolidated LDD report to DHS OAA. Negative
reports are required.

Note: Specific reporting instructions will be distributed by OAA Property Branch on a
yearly basis noting when the reports are due.

Government Property Furnished to Contractors

Within 90 calendar days after the beginning of the calendar year, each organizational
element submits a single consolidated report for Government Property Furnished to
Contractors (GFE). The report is compiled from the input of Headquarters, field offices,
and other field organizations.

The APO requests that contractors complete a GFE to Contractors report, inventorying all
the government assets in the contractor’s possession.

The APO submits the GFE to Contractors report to HPPMs by March 1 of each fiscal
year. Negative reports are required.

The HPPM submits the consolidated GFE Report to the Property Branch by March 15 of
each fiscal year. Negative reports are required.

The Property Branch submits consolidated GFE Reports to DHS Office of Asset
Administration by March 30 of each fiscal year. Negative reports are required.
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124

1)

12.5

1))

2)

3)

4)

5)

12.6

1y

2)

3)

4)

12.7

Annual Inventory Plan

Within 30 days after the beginning of the calendar year, the Property Branch submits an
Annual Inventory Plan to DHS OAA, outlining its plan for conducting an annual physical
inventory.

Excess Property Furnished to Non-Federal Recipients

Within 60 calendar days after the close of each fiscal year, each executive agency must
submit a single consolidated report of all personal property furnished to non-Federal
recipients (donation). The report is compiled from the input of Headquarters, field
offices, and other field organizations.

The APOs request all information regarding Excess Property Furnished to Non-Federal
Recipients from relevant parties, inventorying all government property in the parties’
possession.

The APOs submit the Excess Property Furnished to Non-Federal Recipients report to
their HPPMs by October 15 of each fiscal year. Negative reports are required.

The HPPMs submit consolidated Excess Property Furnished to Non-Federal Recipients
report to the Property Branch by November 1 of each fiscal year. Negative reports are

required.

The Property Branch submits the consolidated Excess Property Furnished to Non-Federal
Recipients report to DHS OAA, no later than November 30 of each fiscal year.

Exchange / Sale Transactions

The APO requests all information regarding any Exchange / Sale Transactions from
relevant parties.

The APO submits the Exchange / Sale Transactions report to the HPPM by October 15 of
each fiscal year. Negative reports are required.

The HPPMs submits the consolidated Exchange / Sale Transactions report to the Property
Branch by November 1 of each fiscal year. Negative reports are required.

The Property Branch submits the consolidated Exchange / Sale Transactions report to
DHS OAA no later than November 30 of each fiscal year. Negative reports are required.

Computers for Learning Donations

Except on very rare occasions, CFL donations are completed through the CFL website,
http://computersforlearning.gov/. In the event that a CFL donation is not completed through the
CFL website, the following process applies:
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1) The APO requests all documentation from PCs involved with the CFL Donation program
and compiles them into a single report.

2) The APO submits the CFL Donation report to the HPPM by November 1 of each fiscal
year.

3) The HPPM submits the consolidated CFL Donation report to the Property Branch by
November 15 of each fiscal year.

4) The Property Branch submits the consolidated CFL Donation report to DHS OAA no
later than November 30 of each fiscal year.
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Chapter 13
13. MONITORING AND OVERSIGHT FUNCTIONS
OVERVIEW

Quality review takes place at various points throughout the asset management lifecycle. Quality
reviews verify that all property is managed in accordance with federal regulations, policies, and
accountability standards. Reviews are conducted by the OAC ORG, Office of Financial
Management (OFM), and OAA. The goal is to improve the accuracy, completeness, and value
of Sunflower records and the resulting financial transactions.

PROCEDURES

13.1 Acquisition Reviews

1) ORG performs monthly quality reviews that balance monies spent against assets that are
coming into the organization on a monthly basis, ensuring assets that have been
purchased have been entered in Sunflower and that all source documentation is available
and correct, etc. Several Sunflower entries include:

Open obligations vs. Sunflower records

Vehicle production reports vs. Sunflower additions

Sunflower capital asset records contain supporting documentation
Documentation supports asset value

2) OFM runs a monthly report of assets in Sunflower to identify capital assets and adjust
FFMS accounts accordingly.

13.2 Inventory Reviews

1) The Property Branch performs quality assurance reviews of inventory results throughout
the annual inventory process and provides feedback to Program Offices as needed.

2) The Property Branch performs an end-of-inventory quality control review.

3) The Property Branch reviews inventory data from selected sites to evaluate the success of
the inventory and to identify lessons learned.

4) OFM reviews inventory results quarterly for newly added capitalized assets and adjusts
FFMS to reflect correct depreciation of assets or other adjustments.

5) ORG and OAA review Sunflower records created during inventory to determine if
assigned value is supportable.
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6)

13.3

1)

13.4
D
2)

3)

ORG and OAA conduct periodic quality checks of inventory samples throughout the
fiscal year and work with Program Offices to resolve discrepancies.

Excessing Reviews

The ICE NUO receives approved SF-120s (see Appendix C Forms) and maintains record
of ICE property designated as excess for submission to ORG during monthly quality
assurance reviews.

Disposal Reviews

ORG compares vehicle disposal reports vs. Sunflower retirements.

ORG compares GSA disposal reports vs. Sunflower retirements.

OFM runs monthly Sunflower reports to identify disposed accountable capital assets and
adjusts property, plant, and equipment accounts in FEMS accordingly.
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Glossary

A

Abandoned (or Unclaimed Property): Personal property that is found on premises owned or
leased by ICE and is subject to the filing of a claim by the former owner within 3 years of
vesting of title in the United States.

Accountability: The act of maintaining an account (record) for personal property by providing a
complete audit trail for property transactions from receipt to final disposition.

Accountable Personal Property: The personal property with an initial acquisition cost at, or
above, a specific threshold [$5,000 at ICE], and items designated as sensitive, that must be
controlled and recorded in the organization’s automated control system. Accountable items may
be either capitalized or non-capitalized.

Note: Regardless of whether property meets the definition of “accountable personal property”,
ICE organizations must develop and maintain internal controls that provide reasonable assurance
that all property is managed in accordance with federal laws, regulations, and DHS and ICE
policy.

Acquisition: To procure, purchase, or obtain personal property in accordance with Federal
Acquisition Regulations (FAR) and ICE Management Directives, including, but not limited to
transfer, donation, forfeiture, manufacture, or production at Government-owned plants or other
facilities.

Acquisition Cost: The unit price of an item including all costs required to put the asset into its
intended use.

Activity Address Code (AAC): The six-position alpha-numeric code assigned to identify
specific units, activities, or organizations that have procurement authority and authority to
requisition and receive excess or surplus property. The AAC is used to identify and bill
requestors of excess property for shipping/handling costs.

Administratively Controlled Property: Property with an acquisition cost below $5,000 that is
not recorded as sensitive, which is subject to reasonable controls relative to property values. Ata
minimum, consumable property (supplies and spare parts) should have double entry accounting
records as to what was received and to whom it was issued.

B
Barcode: A Personal Property Control Number (PCCN) used to identify Personal Property. It
must comply with the design, specifications, and standards established and approved by OAA

Property Branch.

Boards of Survey: Standing or ad hoc committees designated, as needed, to adjudicate Reports
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of Survey. The Program Board of Survey adjudicates Reports of Survey referred from the APO
to the Headquarters Program Property Manager. In the case of a National Board of Survey,
Reports of Survey are referred from the Headquarters Program Property Manager to the
OCFO/OAA/Property Management Branch.

C

Capital Leases: Transfer substantially all the benefits and risks of ownership to the lessee and
transfers ownership of the property to the lessee by the end of the lease term or contains an
option to purchase the leased property at a bargain price.

Capitalized Software: Software (COTS, internally developed software, or contractor developed
software) that is $750,000 or more of developmental phase cost. Prior to October 1, 2003, the
capitalization threshold was $500,000.

Capitalization: Financial management term that describes the function of recording the total
acquisition cost of an item in the general ledger of ICE’s financial accounts in order to accurately
reflect the agency’s investment in the asset. The recording of and carrying forward of an
expense into one or more future periods, results in expensing the cost of an asset over the
remainder of its useful life by matching the benefit gained from that expenditure with the
associated cost.

Capitalized Personal Property: Property with an initial cost at or above the criteria established
by the GAO in Title 2 of its “Policy and Procedures Manual for Guidance of Federal Agencies”
which is recorded in the general ledger of the financial management accounts. An agency may
select a lower capitalization level than that established by GAO. To identify what is to be
captured as capitalized fixed asset, the OCFO/Office of Financial Management issues criteria for
managers to go by. Capitalized personal property has an estimated service life of two years or
more and is acquired at or above a specified cost established in DHS Management Directive
1120.1.

Condition Codes: Codes that consist of an alpha code (supply) and a numeric code (disposal)
that describe the physical condition, readiness for issue, and serviceability of personal property.

Contractor Inventory: Personal property furnished to, or acquired by, and in the possession of a
contractor pursuant to the terms of a contract, in which title 1s vested in the Government.

Custodial Area: A subdivision of an accountable area, defined by organizational or
geographical limits, for which a property custodian has been designated. For ICE a custodial
area is represented by the steward code or set of steward codes for which an individual is the
property custodian.

D

Dangerous Personal Property: Property with harmful potential such as weapons, ammunition,
and dual-use property that can be converted to terrorist usage. Dangerous property will be
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subject to life cycle management, which is to be tracked from acquisition to disposal.

Depreciation: The systematic rational allocation and periodic accounting entries made in the
financial records to reflect decreases in the value of property through age, wear, deterioration, or
obsolescence over its estimated useful life.

Destruction or Abandonment: The process used for ultimate disposal of personal property by
ICE when no other means of disposal is appropriate.

Disposal: Any approved method used to remove an item from the property and financial records.
Approved methods are: transferred to another agency or organizational element, sale, donation,
abandonment, board of survey, and destruction.

Disposal Documents: Official forms used to adjust the property and the financial records.
E

Excess Personal Property: An asset identified as no longer required by an office that must be
reported to the OCFO/OAA/Property Branch. Until the disposal is complete, excess items are
accounted for.

Exchange/Sale Property: The process by which personal property not excess to the needs of
ICE, but eligible for replacement, is exchanged or sold with the application of the allowance or
proceeds towards purchase of the replacement item.

Expendable Personal Property: Property which, by its nature or function, is consumed in use,
is used as repair parts or components of an end product considered non-expendable, or has an
expected service life of less than one year.

F

Fair value: The price for which an asset could be bought or sold in an arm's-length transaction,
an immediately available transaction, between unrelated parties (e.g., between a willing buyer
and a willing seller).

Federal Acquisition Regulation (FAR): The FAR contains the acquisition policies and
procedures for Government agencies issued by GSA.

Federal Management Regulations (FMR): The successor regulation to the Federal Property
Management Regulation (FPMR). The FMR contains updated regulatory policies originally
found in the FPMR. However, it does not contain FPMR material that described how to do
business with the GSA.

Federal Property and Administrative Services Act of 1949: The act which most directly
affects property management. This legislation (63 Stat. 378, P.L. 152), as amended, became
effective on July 1, 1949,
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Federal Property Management Regulation System (FPMR): FPMR serves to govern and
guide Federal agencies in prescribing regulations, policies, procedures, and delegations of
authority pertaining to the management of property and records, and other programs and
activities of the type administered by GSA, except procurement and contract matters contained in
the Federal Acquisition Regulation (FAR).

Federal Register: A publication issued daily except Saturdays, Sundays, and legal holidays
which contains proposed, general and permanent rules of all agencies of the Federal
Government.

Federal Supply Schedule: A contract entered into by GSA with a vendor from which ordering
agencies submit purchase orders for specified products.

Foreign Gifts and Donations: Gifts received and accepted from individuals representing a
foreign government. A foreign gift which is accepted immediately becomes property of the
Federal Government.

G

General Ledger: The fiscal record maintained by the OCFO/OFM which is comprised of
several control accounts that reflect the dollar values of assets on hand. The general ledger is the
primary record against which all property records are balanced.

Government Furnished Equipment: Any property, regardless of value, in the possession or
control of a contractor which was directly acquired by ICE and subsequently furnished to the
contractor, or acquired by the contractor with title vested in ICE. Government Furnished
Equipment is provided to a contractor under the terms and conditions outlined in a contract.

Gross Negligence: An act or omission of the employee(s) which constitutes misconduct, willful
negligence, or a wanton and reckless disregard for the property.

H

Hazardous Property: Personal property components or material that is deemed hazardous,
chemical substances or mixtures, or hazardous waste under the Hazardous Materials
Transportation Act (HMTA), the Resource Conservation and Recovery Act (RCRA), or the
Toxic Substances Control Act (TSCA). Such items are recognized by Material Safety Data
Sheets or Hazardous Material Information Sheets. This property is subject to life-cycle
management.

I

Idle Property: Personal property that is no longer needed by the organization to which it is
assigned, no effort has been made to excess, and has not been reported to GSA.
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Inventory: The formal listing (property record) of all personal property assigned to an
organization.

Inventory Adjustments: Changes made to the official property record when physical counts and
official records do not agree. All such changes require specific approval and a documentation
trail specific to the type of adjustment for audit purposes.

L

Life-Cycle Management: The accounting of personal property is a continuous process from the
time of planning and acquisition until the ultimate consumption or disposal of the property.

Life Expectancy: The number of years that an item of equipment can be anticipated to provide
useful service when properly maintained.

Line Item: A single line entry on a reporting form which indicates a quantity of personal
property at any one location that has the same description, condition code, and unit cost.

M

Maintenance: The act of cleaning, servicing, and repairing equipment to ensure that items are in
operational condition.

N

Non-Capitalized Personal Property: All Government-owned personal property that does not
meet the GAO or the holding agency’s established criteria for capitalization and entry into the
general ledger of the agency’s financial management account.

Non-Expendable Personal Property: Property which is complete within itself, does not lose its
identity or become a component part of another article when put into use and is of a durable
nature with an expected service life of one year or more.

Non-Reportable Personal Property: Property which does not meet the reporting criteria set
forth in FPMR 101-43.311, and therefore is not required to be formally reported to GSA, but
which is available locally for transfer.

0]

Original Cost: The initial cost of a property in the hands of its present owner. Not necessarily
the cost to the property’s first owner.

P

Personal Custody: An article which is “sensitive to appropriate for private use,” or is used in
situations beyond normal supervisory observation. Such property should be accounted for by the
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person to whom use and trust of the item is assigned.

Personal Property: Property in use or controlled by ICE or any type or interest therein, except
real and related property and records of the Federal Government. For management and

accounting control, personal property is categorized as “expendable personal property,” “non-
expendable-property,” and “controlled personal property.”

Personal Property Management: All functions necessary for the proper determination of need,
source, acquisition, receipt, accountability, utilization, maintenance, rehabilitation, storage,
distribution, and disposal of personal property.

Physical Inventory: A physical count of items for the purpose of verifying the actual items on
hand against those recorded on the personal property record. A physical inventory consists of
sighting, viewing, barcoding, or otherwise marking, determining condition, describing,
reconciling of exceptions, recording, and reporting inventory completion.

Property, Plant, and Equipment (PP&E): Tangible assets that have an estimated useful life of
two years or more, are not intended for sale in the ordinary course of operations, and have been
acquired or constructed with the intention of being used or made available for use by the
organization. PP&E also includes real property that is covered under DHS Management
Directive 0560.

Purchase Order: An offer by the Government to buy certain property of non-personal services
from commercial sources, upon specified terms and conditions.

R

Receiving Report: A property accounting (tracking) record which acknowledges receipt by an
accountable individual of property or service from a vendor or other source.

Reconciliation: The process by which the OCFO/OAA/Property Branch reviews certified
inventories to identify adjustments for complete accuracy, e.g.. changes, additions, deletions; and
ensure the presence of supporting documentation and reports of survey (where applicable).

Replacement Standards: The factors that should be considered in making a decision to acquire
new equipment.

Report of Survey: A Report of Survey is an official report prepared on a standardized form,
which records the circumstance concerning the loss, damage or destruction of property and
which serves as the authorization to relieve the Agency/program of accountability. Reports of
Survey should be used as a last resort to close the status of an asset that has been lost, damaged
or destroyed. A Report of Survey documents every effort that was made to locate or resolve an
asset. This process includes removing the asset from Sunflower.

Reportable Property: Personal property which is required to be reported to the General
Services Administration (GSA) in accordance with FMR 102-36.210 prior to disposal. This
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promotes reuse by the Government to enable Federal agencies to benefit from the continued use
of property already paid for with taxpayer’s money, thus minimizing new procurement costs.
Reporting excess personal property to GSA helps ensure that the information on available excess
personal property is accessible and disseminated to the widest range of customers.

Risk Assessment: A documented review by management of a component’s degree of
susceptibility to waste, loss, unauthorized use, or misappropriation and includes consideration of
management controls.

S

Salvage: Property which has some value in excess of its basic material content, but is in such
condition that it has no reasonable prospect of use for the purpose originally intended, and its
repair or rehabilitation for use is impractical.

Scrap: Property that has no value except for its basic material content.

Seized Property: Personal property that has been confiscated by a Federal agency, and whose
care and handling will be the responsibility of that agency until final ownership is determined by
the judicial process.

Sensitive Personal Property: All items, regardless of value, that require special control and
accountability due to unusual rates of loss, theft or misuse, or due to national security or export
control considerations. Such property includes weapons, ammunition, explosives, information
technology equipment with memory capability, cameras, and communications equipment. These
classifications do not preclude agencies from specifying additional personal property
classifications to effectively manage their Programs.

Simple negligence: The failure or omission to observe, for the protection of Government
interest, that degree of care, precaution and vigilance, whereby the Government suffers through
loss, damage, or destruction of property.

Source Documentation: Documentation that justifies adjustments in Sunflower. Source
Documents may include Purchase Orders or other acquisition documents, SF-120s (Report of
Excess Personal Property), and Certificate of Disposal (see Appendix C Forms).

State Agency for Surplus Property: An agency in each State designated under State law as
responsible for the fair and equitable distribution, within the State, of all donations of surplus
personal property to public agencies and eligible non-profit, tax-exempt activities for authorized
purposes.

Sunflower Asset Management System (Sunflower): ICE’s automated personal property
management system. The system should contain a record for each piece of personal property
subject to physical inventory. Sunflower is a commercial off-the-shelf (COTS) software program
designed to manage assets within various organizational elements of DHS and to provide a wide
range of functional capabilities in the lifecycle management of its assets.
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Surplus Personal Property: Excess personal property not required for the needs and the
discharge of the responsibilities of all Federal agencies, as determined by GSA.

U
Unclaimed (or Abandoned Property): Personal property that is found on premises owned or
leased by ICE and is subject to the filing of a claim by the former owner within 3 years of

vesting of title in the United States.

Usable Property: A disposable Condition Code that describes property other than scrap and
waste.

Use Standard: Guideline established for determining in what quantity, when, and where items
or categories of items are required.

Utilization: The identification, reporting and transfer of excess personal property among Federal
agencies to fill current or future authorized requirements in lieu of new procurement.

W

Willful Intent: The determination made by a Board of Survey to describe someone willfully
damaging or destroying personal property.
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Appendix A: PC Designation Letter
MEMORANDUM FOR (Program Office Name) Employees

FROM: (APO Name)
Accountable Property Officer

SUBJECT: Appointment as Property Custodian

Ref:  (a) Personal Property Operations Handbook
(b) Office of Asset Administration Webpage
(¢) Office of Asset Administration SOP No: OAA/PROP 00006

1. In accordance with references (a) and (b), you are hereby appointed as Property Custodian for
all (Program Office Name) property that is under your Custodial Steward Code: (Steward Code
and Group). As Custodian, you will be responsible for the accountability and safeguarding of
accountable property, and accuracy of information recorded in Sunflower.

2. As the Property Custodian, your responsibilities include, but are not limited to: Ensuring that
all computers under your administrative control are encrypted; reviewing all procurement
requests for property; safeguarding sensitive equipment such as laptop computers, blackberries,
and thumb drives; ensuring property is recorded in Sunflower within 5 working days of receiving
the property; ensuring that all property, which no longer meets the operational requirement of
ICE, is reported as excess and disposed of properly; coordinating Reports of Survey for property
lost, stolen, or damaged; coordinating the search for missing property; maintaining property
management files and supporting documentation to support and substantiate the information
recorded in Sunflower including assigning property to users and ensuring user, location, and
accountability for the asset is accurate/up-to-date.

3. A physical inventory of all Personal Property is required every year, in accordance with
references (a) and (b), and upon relief of the custodian. Inventories may be taken more
frequently than required, if deemed necessary by the APO/EAD/AD/Office Manager. I will
designate other staff to conduct periodic physical inventories of property based on guidance from
the ICE Property Management Officer. You will assist as needed in those inventories and
prepare inventory packages for my review and forward to the Headquarters Program Property
Officer.

4. For a more comprehensive list of responsibilities and guidance, refer to references (a) and (b).

Copy to: (HPPM Name)
(Program Office) - HPPM
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(Program Office Name)

U.S. Department of Homeland Security
(Program Office Address Line 1)
(Program Office Address Line 2)

U.S. Immigration
and Customs
Enforcement

Appendix B: HPPM Designation Letter

MEMORANDUM FOR (Program Office Name) Employees

FROM: (APO Name)
Accountable Property Officer

SUBJECT: Appointment as Headquarters Program Property Manager

Ref:  (c) Personal Property Operations Handbook
(d) Office of Asset Administration Webpage

1. In accordance with references (a) and (b), you are hereby appointed as Headquarters Program
Property Manager (HPPM) for all (Program Office Name) property that is under the Parent
Steward Code: (Steward Code and Group). As HPPM, you have oversight for your area of
Jjurisdiction to ensure an accurate accounting of all program property. Serve as liaisons between
(Program Office Name) and the Office of Asset Administration (OAA) Property Branch, to
coordinate property matters, and are considered the Subject Matter Experts for (Program Office
Name).

2. As the HPPM, your responsibilities include, but are not limited to: Overseeing and
administering property management responsibilities. Ensuring that offices comply with
established deadlines for inventory, recording property transactions, and reporting. Serving as
the first-level of property management support to Property Custodians (PC). Facilitating,
coordinating, and compiling supporting documentation for property transactions upon request.
Verifying the accuracy of supporting documentation before submission to the Property Branch.
Submitting monthly ROS, including negative reports (reporting that there are no ROS) to the
Property Branch. Ensuring that property personnel are aware of and register for required
property management training. Monitoring and managing their Program’s personal property
inventory. Ensuring timely maintenance of property records for transactions including
acquisitions, transfers, and disposals of personal property. Performing quality assurance reviews
of property records. Disseminating property related communications within their program.
Disseminating and reinforcing all communication sent from the Property Branch to Program
Offices.

3. For a more comprehensive list of responsibilities and guidance, refer to references (a) and (b).

Copy to: OAA Property Branch
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Appendix C: Forms

Form Form Name

Certificate of Excess Certificate of Excess Screening

Screening

ICE Form 12-023 Certificate of Disposal

Certificate of HD Clean Certificate of HD Clean

DHS 560-3 DHS Property Transfer Receipt

G-504 ICE Report of Property Shipped - Received
G-514 ICE Purchase Requisition

G-570 ICE Record of Receipt-Property Issued to Employee
G-574 ICE Property Control Card for Temporary Issues
SF-120 GSA Report of Excess Personal Property
SF-122 GSA Transfer Order Excess Personal Property
SF-123 GSA Transfer Order Surplus Personal Property
SF-126 GSA Report of Personal Property for Sale
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_Certificate of Excess Screening

ARy
\“'/—-:{_h

/ - U.S. Immigration
d . and Customs
7 Enforcement

Certificate of Excess Screening

REPORT NUMBER
AAC-Julian Date-Log #
NAME ICESTUDENT01 DATE 8/12/08
TITLE Property Custodian PHONE NUMBER
OFFICE ORGANIZATION CODE ICESTWO01
LINE DESCRIPTION OF PROPERTY UNIT TOTAL
ITEM | (Include make, model, serial number, barcode number) | QUANTITY | VALUE VALUE

I certify that I have made positive efforts to satisty the ICE property requirements

described herein by obtaining and using excess personal property before initiating any

other form of acquisition in accordance with Subpart 8.1 of the FAR regulations.

PROPERTY CUSTODIAN ACCOUNTABLE PROPERTY OFFICER
NAME NAME
SIGNATURE SIGNATURE

(This form is currently under review from ICE OPLA and Privacy for formal forms approval

process)

2023-ICLI-00006 6134
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Certificate of Disposal

‘a‘p,\RTMé\

U.S. Immigration e .
i@: and Custo%ns Certificate of Disposal

o’ Enforcement

NAME ICESTUDENTO01 DATE 8/12/08

TITLE Property Custodian PHONE NUMBER

OFFICE ORGANIZATION CODE  ICESTWO01

REPORT NUMBER DATE TRANSFER, DONATION, SALE, ABANDONMENT, OR

DESTRUCTION COMPLETED

AAC-Julian Date-Log #
Date the transfer/donation/sale/abandonment/destruction was completed

LINE ITEM BAR SALES SALES SALES AMT.
NUMBER DESCRIPTION CODE PROCEEDS FEES TO ICE
OF PROPERTY | NUMBER
0001 Dell Computer CS26410 How much Fees How much $
GX620, S/N 23490 received from sale applled ICE received
from sale
$600
$100 $500
NAME OF ADDRESS AND DATE PROPERTY ADPE SANITIZED
AGENCY/PURCHASER TELEPHONE PICKED UP OR YES/NO
NUMBER SHIPPED N/A
METHOD OF LOCATION OF ABANDONMENT/DESTRUCTION
ABANDONMENT/DESTRUCTION Location where the property was destroyed or abandoned.
How property was destroyed (UNICOR, List address
DONATION (NAME AND ADDRESS)
WITNESS #1 WITNESS #2
NAME NAME
SIGNATURE SIGNATURE
ICE PERSONNEL COMPLETING CERTIFICATE OF DISPOSAL
NAME SIGNATURE
TITLE
RECIPIENT OF ITEM(S)
NAME SIGNATURE
TITLE AGENCY/COMPANY

(This form is currently under review from ICE OPLA and Privacy for formal forms approval

process)
*This also includes vehicles
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Certificate of HD Clean

SECURITY INSPECTION AND RELEASE AUTHORITY

INSTRUCTIONS

Complete Part 1 of this formto document the local release or disposal of any component(such as a printer) or sub-component
(such as a printed circuit board) being removed from any information system. File a copy of the completed form with the
Accreditation Package. If the formis used to release a complete information system for which the accreditation has to be
formally rescinded and components formally released, forwardthe signed hard copy original form and a soft copy to the
Information Systems Security Branch (ISSB).

PARTI. TO BE COMPLETED BY THE CSO OR EQUIPMENT CUSTODIAN

1. Type or print name and title 2. Grade 3. Dat=
4. Organization, Office, return mailing address 5. Office phone number
6. Has the equipment processed sensitive or classified information? O veES O No
7. Does the equipment contain electronic or magnetic storage capability? O YES o no
8. Hasthe equipment been physically searched for sensitive or classified material? O Yes O no
Was an incident report initiated if sensitive or classified information was found? o YES o No
i ?
a Was the equipmentdegaussed? O YEs o no
IFYES, provide the name, model, and date of the calibration of the degausser.
- — == :
10. Was the equipment overwritten? (if YES, attach a description of the overwrite procedure) o vES O nNo
11. System name on Accreditation Package 12. Reason for release

13. Enter all items to be released

MODEL DESCRIPTION SERIAL NUMBER IDENTIFY ACTION
DESTROY | DEGUASS | OVERWRITE
O O O
E O O
O O O
O O ]
O O O
O O O
Comments:
15. Signature ifindividual in Part 1. 16. Signature ofthe Organization’s Information Systems Security Officer

| PART II. TO BE COMPLETED BY THE INFORMATION SYSTEMS SECURITY MANAGER- The accreditation of this system
(item 1) is formally rescinded once this form is signed by the ISSM. This signature authorized the release or disposal of the

equipmentinitem 13.
17. Signature of Information Systems Security Manager 18. Date
U.S.CUSTOMS FORM 2001 SECURITY CLASSIFICATION (IF ANY)

2023-ICLI-00006 6136
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DHS 560-3 DHS Property Transfer Receipt

DEPARTMENT OF HOMELAND SECURITY DATE: Dl Sorni b cseated
REPORT NUMBER
PROPERTY TRANSFER RECEIPT AAC-Julian date-Log #
FROM TO

RELEASING OFFICE (Name and Address)
Agency transferring the property

RECEIVING OFFICE (Name and Address)
Office receiving the property

CUSTODIAN (Name and Phone Number)
Name of Property Custodian transferring
property

CONSIGNEE (Name and Phone Number)
Name of person receiving property

TERMS OF TRANSFER (Describe conditions or reason for the transfer)

LINE DESCRIPTION OF PROPERTY UNIT TOTAL
ITEM (Include make, model, serial number, barcode number) QUANTITY | VALUE | VALUE
0001 | Dell GX620, S/N- HJV0983, Barcode- CS123456 3 $500 $1,500
0002 Motorola XTS 3000, S/N- ZIU9880, Barcode — 1 $600 $600
ICE0000002569
TOTAL $1,100 $2,100

SHIPPING INSTRUCTIONS
How the property is being shipped

SIGNATURE TITLE DATE
APPROVED

SIGNATURE TITLE DATE
RELEASED

SIGNATURE TITLE DATE
RECEIVED
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2023-ICLI-00006 6137




G-504 ICE Report of property Shipped — Received

U.S. Immigration

and Customs
Enforcement

Report of Property Shipped - Received

Type of Transfer

Report
Number

AAC-Julian Date-
Log #

TRANSFERRED FROM

Page of
" " . Date
Office Property is being transferred FROM Dpermanem D — Data form creatad
I:‘Transfer I:‘Loan g?g:g{f;d Sl
TRANSFERRED TO APO
Signature
Office Property is being transferred TO ettt oussd
APQ Phone #
Estimated return date if temporary:
Fill out if
transfer
is LOAN
Instructions or Remarks:
Location Property is Going To, Coming From, anything else important
ftem No. Description Bar Code Serial Number Unit of Original
(1) 2) Number (4) Issue Cost
(3) (5) (6)
Each item gets | Descriptions should be brief
own item but complete
number
g’[gg;ng with Example:
0001 Dell Computer GX240,
Model.12345, Computer works
but has bad video card CS123456 AB11XYZ 1 $1,500
Shipped by Received by
Date Signature and Title Date Signature and Title
APO or Delegate A
P
O
or
D
el
€g
at
e

2023-ICLI-00006 6138
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G-514 ICE Purchase Requisition

1. NUMBER
DRO-04-RQ0029
REQUISITION — MATERIALS-SUPPLIES-EQUIPMENT
2.DATE
28-MAY-2004
SEE INSTRUCTIONS ON REVERSE ey
See Attachment A
4. T0: MAME - SECTION (OR STOREROCM) S FROM: NAMEANDADORESS -~ REQUISITIONER 1
DHS IDHS, ICE, EALR BRANCH
PROCUREMENT OFFICE DIANE SIMON
24000 AVILA ROAD 24000 AVILA ROAD, # 5180
LAGUNA MIGUEL, CA 92677 LAGUNA NIGUEL, CA 92677
DESCRIPTION OF ARTICLE cosT acrion |
STOCK MBS (MAKE. MODEL. TYPE SIZE COLOR MFGR. ETC) AT N emce | amow ||
6 7 N 3 10 " 12
DOCUMENT MAILING FEE 1 EA 20/00 20100
EST, FEE AMD COST 5 EA 400100 2,000 00
COURT REPORTER APPEARANCE FEE FOR 1-DAY 1 =Y 150 00 150{ 00 I
|
Justification:
‘COURT REPORTER NEEDED FOR ARBITRATION HEARING FOR EMPLOYEEROBYN PERRY
Recommended Vendor: 521097058
MNEAL R GROSS & COINC
CCRDATA NSYSTEM
WASHINGTON, DC 20005-3701 }
Phone: (202) 234-4433 l
Contact: NEAL GROSS |
|
13, BIGHATURE OF APPROVING CFAICIAL 14. TITLE OF APPROVING OFFICIAL [
| i
i ]
24, SIGNATLRE OF FUNDING CFFICIAL 25, TITLEOF FUNDING OFRICIAL 15
G K SOURK TOTAL 2,170 00
16. KEY TO ACTION CC0E PROCUREMENT
| 8 | SUBSTITUTEITEM 2 | cAncALED-MOT STOCKID 1. 18. PURCHASE ORDER
B BACK CROEFED 3 | CANCRLLID-MOT ARLE 1O CENTFY DATE MM BER
|_P_| PURCHASED FOR DIRECT SHIPMENT 0| OTHER- AS GDCATED 18 APPROVED
|1 | cancEL
1 CERTIFY THAT THE ABOVE ARTICLES — COLUBINS 3. § AND 12
\ 20, LOCATION | 21.DATE 22. SIGNATURE 3. TMLE
United States Department Of Homeland Security
Immig And Customs Enfor t
FORM G-514 (REV. 8-1-5 Pags 1 of 3

2023-ICLI-00006 6139
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G-570 ICE Record of Receipt-Property Issues to Employee

1. Employee Name and Title

Purpose of Issued Property:

2. Location/Program

PROPERTY RECEIVED RETURNED
3. Quantity 4. Description 5. Serial 6. 7. Employee’s 8. Date 9. Supervisor’s
No. Date Signature Signature

2023-ICLI-00006 6140
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G-574 ICE Property Control Card for Temporary Issues

DESCRIPTION BARCODE # OFFICE
RADIO O WEAPON O OTHER O

DATE ISSUED TO DATE RECEIVED BY
ISSUED SIGNATURE RETURNED SIGNATURE

2023-ICLI-00006 6141
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SF-120 GSA Report of Excess Personal Property

3. TOTAL COST

T ARDARG FORMAE REPORT OF 1. REPORT NO. 2. DATE MAILED

EE;E;LSESC - EXClE:?‘So '552?3"“ AAC-0231-0008 | 8/20/08 $ 1464.00
|_EPMR (41 CFR1 101

4. TYPE (Check X a. ORIGINAL . PARTIALWID  (Also check “e” and/or “f" o. OVERSEAS

Rpggn‘r &, b b. CORRECTED Bl & TOTAL WD if appropriate) | l;.()CNTRACTORS

5. TO (Name and Addr:;z;s of Agency to which report is made) THRU
ICE HQ OCFO/OAA Attn:—
50012" ST SW, Washington, DC 20536

6. APPROP. OR FUND TO BE REIMBURSED (it

any)

s of Reporting Agency)
4251 Washington DC, 20536
202-555 202-569

Accountable Property Officer

(SAC, FOD, etc.)

9. FOR FURTHER INFORMATION CONTACT (Title, Address and Telephone No.)
Program Point of Contact, Address and Phone Number

10. AGENCY APPRQOVAL (I applicable)

APO Signature

11. SEND PURCHASE ORDERS OR DISPOSAL INSTRUCTIONS TO (Ttle, Address and

12. GSA CONTROL NO.

Telephone No.)
N/A
13.FSC 4. LOCATION OF PROPERTY (If location is to be 75, REMREQD 16. AGENCY 17. SURPLUS
GROUP abandoned give date) CONTROL NO. RELEASE
No; 4251 St., NW_ YES [ MO DATE
Washington, DC 20536 TBD or leave
blank
18. EXCESS PROPERTY LIST NUMBER ACQUISITION COST FAIR
ITEM DESCRIPTION COND. | UNIT OF UNITS PER UNIT TOTAL VALUE
NO. %
(a) (b) (c) (d) (e) (f) (@) (h)
0001 Dell Computer 1400SC ICE i EA |1 $1,464 | $1,464.00
Computer's hard drive no
0002 (Manufacturer, Model, Serial #
Barcode)
STANDARD FORM {Use Standard Form 120A for Continuation Sheets) 120-104
120 REV.
APRIL 1957
EDITION
90
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SF-122 GSA Transfer Order Excess Personal Property

STANDARD FORM 122
JUNE 1974

GENERAL SERVICES
ADMINISTRATION

FPMR (41 CFR) 101-2.306
FPMR (41 CFR) 101-3.315

TRANSFER ORDER
EXCESS PERSONAL PROPERTY

1. ORDER NO.

Report Number
AAC-Julian Date-
Log #

2. DATE

Date form is
created

3. TO: General Services Administration®

The Address for GSA in your Region

4. ORDERING AGENCY (Full name and address)®
Agency receiving the Property

5. HOLDING AGENCY (Name and address)*

APO’s Name, Address, Phone and Fax Numbers

6. SHIP TO (Consignee and destination)*

Only complete if Address is different from
above

If same, put “Same as Block 4”

7. LOCATION OF PROPERTY

Address of where property is physically located

8. SHIPPING INSTRUCTIONS
How the property was shipped

9. ORDERING AGENCY APPROVAL

10. APPROPRIATAION SYMBOL AND TITLE

a. SIGNATURE
Person receiving the property

b. DATE\
Date property
was received

Leave Blank
Use only for reimbursements

c. TITLE
Title of person receiving property

11. ALLOTMENT
Leave Blank

12. GOVERNMENT B/L
NO.

Leave Blank

13. PROPERTY ORDERED

ACQUISITION COST
GSA AND ITEM DESCRIPTION
HOLDING NO. (Include noun name FSC Group and Class. UNIT | QUANTITY
ANGENCY NOS. Condition code and if available, National Stock UNIT TOTAL
(@) (b) Number) (d) (e) Y] (9)
c)
Barcode 0001
Number EA 2 $1,500 | $3,000
14. GSA a. SIGNATURE b. TITLE c. DATE
APPROVAL | Leave for GSA
FOR AGENCY &
LOCATION
GSA AGENCY | STATE FSC | CONDITION | SOURCE
USE CODE
ONLY
91
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SF-123 GSA Transfer Order Surplus Personal Property

TRANSFER ORDER

1. ORDER NUMBER(S)

FORM APPROVED OMB

a, NUMBER
SURPLUS PERSONAL b. 3090-0014 oAGE 1 OF
PROPERTY PAGES
2. TYPE OF ORDER 3. SURPLUS 4.SETASIDE | 5. 6. TOTAL
RELEASE DATE CINON-REPORTABLE ACQUISITION GOST
[0 STATE AGENCY [J DOD(SEA) [ DATE CJREPORTABLE
FAA
7.T0 GENERAL SERVICES ADMINISTRATION* 8. LOCATION OF PROPERTY

The address for GSA in their region

If different than block 9

9. HOLDING AGENCY (Name and Address)*
Name and address of Agency who has the property

10. FOR GSA USE ONLY

SOURGE CODE [
STATE I:D CITY ED:D
TYPED OF DONATION I:I:l
ADJUSTED ALLOCATION CODE D:l

11. PICKUFP OR SHIPPING INSTRUCTIONS*

12, SURPLUS PROPERTY LIST

QUANTITY ACQUISITION COST
LA INDENTIFICATION DESCRIPTION DEMIL. COND. AND
NO. NUMBER(S) CODE CODE UNIT UNIT TOTAL
(a) (b) (c) (d) (©) (0 @ (h)
001 Barcode Make Model nhame, A 4 1 $500 $500
number Model, and Serial Number
13. TRANSFEREE ACTION a. TRANSFEREE (Name and address of | b. SIGNATURE AND TITLE OF STATE c. DATE
state Agency, SEA, or public airport)* AGENCY OR DONEE REPRESENTATIVE
Transferee certifies and
agrees that frasfers and P Ivi i d. SIGNATURE OF HEAD OF SEA (School | e. DATE
; " erson receiving the item - {School | e.
donations are made in g or National Headquarters)
accordance with 41 CFR 101-
44, and to the terms,
conditions, and assurances as
specified on this document.
14. ADMINSTRATIVE a. DETERMINING OFFICER (DOD OR b. SIGNATURE OF DETERMINING . DATE
ACTION FAA)* OFFICER 3
| certify that the administrative
actions pertinent to this order
are in accardance with 41 d. GSA APPROVING OFFICER gF.?:I%IE;;TU RE OF APPROVING f. DATE
CFR 101-44 and as specified
on this document have been
and are being taken.
*Please include “ZIP codes” in all address blocks. WHITE STANDARD FORM 123

(Rev6-82)

NSN 7540-00-865-2415

(41 CFR) 101.44.110
Previous Editiions not usable

Prescribed by GSA FPMR

92
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SF-126 GSA Report of Personal Property for Sale

Page OF
93
1. FROM (name. address and zip code of owning agency) 2. REPOHT NO. 3. DATE
Office giving the property away AAC-Julian Date-log number Date form is
comnleted
4. FSC GROUP 5. TOTAL
ACQUISITION COST
2310 (vehicle) Original purchase price

6. PUBLIC MAY INSPECT PROPERTY BY CONTACTING (NAME, ADDRESS, ZIP CODE
Same as Block #1

7. PROPERTY LOCATED AT
Where the property is physically located

5. TO

General Services Administration
Region Contact Information

a. ACTIVITY WILL LOAD FOR
PURCHASER

(If the office has the
means to load the
equipment)

|:| (2) NO

[T ves

b. EXTENT (if CHECKED “YES")
(e.g. forklift or pallet jack)

10. PROPERTY IS EXCHANGE/SALE | 11. PROPERTY IS
REIMBURSABLE
(Rama answar as

[(Javes [Jo.no a. YES
b NO

12. SEND EXECUTED SALES DOCUMANTS TO (NAME, ADDRESS AND ZIP CODE)

Same as Block #1

TITLE)

13. DEPOSIT PROCEEDS TO (APPROPRIATE FUND SYMBOL AND

Account # specified by the Property office

Leave blank

14, STATION DEPOSIT SYMBOL OR STATION ACCOUNT NUMBER

15, UTILIZATION AND DONATION SCREENING REQUIREMENTS
COMPLETED. PROPERTY IS AVAILABLE FOR SALE.

BY (SIGNATURE AND TITLE)

16. PROPERTY LIST (USE CONTINUATION SHEET, IF NECESSARY)
ITEM NO. NUMBER ACQUISITION COST
ITEM NO. (a) Asswggio BY | commercial | WNT | ©OF IEJEI}I\TS o —
) DESCRIPTION | UNIT @
0001 Barcode EA | 2 $1,500 | $3,000
Number
17. RECEIPT OF PROPERTY AT GSA SALES SITE OR CENTER ACKNOWLEDGED 18. REGEIPT IS HEREBY ACKNOWLEDGED
SIGNATURE AND TITLE DATE | SIGNATURE AND TITLE DATE
Leave for GSA
FOR GSA INTERNAL USE ONLY
19. SALE NO. 20. TYPE 21. INSPECTION 22. BID OPENING DATE AND TIME
OF SALE DATES
93
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Appendix D: Acronym List

Acronym Full Title Acronym Full Title

ACCS Accounting Code Classification NFTTU Nalflonal Firearms and Tactical Training
Structure Unit

ADPE Automated Data Processing Equipment NUO National Utilization Officer

APO Accountable Property Officer OAC Office of Assurance and Compliance

ASB Administrative Services Branch 0OAA Office of Asset Management

BFC Burlington Finance Center 0AQ Office of Acquisition

BOS Board of Survey OCFO Office of The Chief Financial Officer

CFL Computers for Learning Program OCIO Office of the Chief Information Officer

CO Contracting Officer OFM Office of Financial Management

DASM o R R OMB Office of Management and Budget
Management

DFC Dallas Finance Center OPR Office of Professional Responsibility

DHS Department of Homeland Security ORG Operational Risk Group

?HS'SGO- DHS Property Transfer Receipt PC Property Custodian

EBOS Executive Board of Survey PCard Purchase Card

ECSF East Coast Staging Facility PCN Potomac Center North

FFMS Federal Financial Management System PMO Property Management Officer

G-504 g;];:eiee%ﬂn glEroperty-SHippecs PPOH Personal Property Operations Handbook

G-514 ICE Purchase Requisition PR Purchase Request

G-570 ICE Record of Receipt-Property Issued RO Receiving Officer
to Employee

G-574 ICE Property Control Card for ROS Report of Survey
Temporary Issues

GSA General Services Administration SAMS Sunflower Asset Management System

GSAXcess | GSA asset management system SF-120 GSA Report of Excess Personal Property

HD Hard drive SF-122 GSA Transfer Order Excess Personal

Property

HPPM Headquarters Program Property SE-123 GSA Transfer Order Surplus Personal
Manager Property

ICE i1 Imm prHomandCustoms SF-126 GSA Report of Personal Property for Sale
Enforcement

HSI Homeland Security Investigations SFFAS Statement of Federal Financial Accounting

Standards

ITFO Iniorm‘a fondicehnglogy el SOP Standard Operating Procedure
Operations

LpPC Local Property Custodian TIE Technical Investigative Equipment

NBOS National Board of Survey TMF Technical Maintenance Facility

2023-ICLI-00006 6146

94




Appendix E: Process Flows with Key Control Matrices

Process Flow Summary:

Life Cycle Component

Process Flow Title with Key Control Matrix

H(Q Acquisition Planning

1.

HQ Acquisition Planning

Acquiring Accountable Personal
Property

el

Acquiring Excess Property

Acquiring Property through Procurement
Acquiring Property using a Purchase Card (PCard)
Leasing Property

Receiving and Barcode Labeling

Receiving and Barcode Labeling

Creating Property Records

. Creating Property Records

Acquisition Costs and Values

. Acquisition Costs and Values

Internal Transfers and Reassignments

. Internal Transfers and Reassignments

The Inventory Process

. The Inventory Process

Warehousing and Storage

. Warehousing and Storage

Excess Screening

. Excess Screening

Disposal

1. Disposal of Accountable Personal Property
Through Donation

2. Disposal of Property through Sales

3. Disposal through Abandonment or Destruction

95
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Section B

SECTION B:
SUPPLIES OR SERVICES AND
PRICES/COSTS

B.1 GENERAL

The Contractor shall provide all management, supervision, labor, and materials necessary
to perform the services identified in the Performance Work Statement, including the
purchase of detention bed at firm-fixed prices, on an Indefinite Delivery — Indefinite
Quantity basis.

B.2 CONTRACT PRICING

Please see Section B of SF1449 above.

B.3 MINIMUM AND MAXIMUM QUANTITIES

In accordance with FAR 16.504(a)(4)(ii), the minimum and maximum quantity the
Government will acquire under this contract is as follows:

Minimum:_during the period of performance of the IDIQ.

Maximum: The maximum of this IDIQ contract will be the calculated total value of

the IDIQ including the base year and all options. This amount is_
B.4 FUNDING

Funds for the services ordered will be obligated, at the task order level, as such services are
ordered, and excess funds de-obligated at the task order level, by modification to the task
order contracts unilaterally by the Government.

The GEO Group - Page 1 of 158
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Section C

SECTION C:
DESCRIPTION/SPECIFICATIONS/PERFO
RMANCE WORK STATEMENT

U.S. Department of Homeland Security
Immigration and Customs Enforcement

Performance Work Statement

Detention Services
(Texas-Wide RFP)

See Attached PWS - Addendum A
And PWS Addendum - Requirement A - Addendum B
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Section E

SECTION E:
INSPECTION AND ACCEPTANCE

E1 CLAUSES INCORPORATED BY REFERENCE (FAR 52.252-2) (FEB 1998)

This contract incorporates the following clauses by reference with the same force and effect as if
they were given in full text. Upon request, the Contracting Officer will make their full text
available. Also, the full text can be accessed electronically at this internet address:
http://acquisition.gov/far/index.html.

Clause Number Clause Title

52.246-4 Inspection of Services — Fixed Price Aug 1996

52.246-6 Inspection of Services — Time and Material May 2001
and Labor Hour

E.2 INSPECTION REQUIREMENTS
Review of Deliverables ---

a.  The Contracting Officer or Contracting Officer’s Representative will provide written
acceptance, comments and/or change requests, if any, within thirty (30) business days
from receipt by the Government of the initial deliverable.

b. Upon receipt of the Government comments, the Contractor shall have fifteen (15) business
days to incorporate the Government's comments and/or change requests and to resubmit
the deliverable in its final form.

c. If written acceptance, comments and/or change requests are not issued by the Government
within thirty (30) calendar days of submission, the draft deliverable shall be deemed
acceptable as written and the Contractor may proceed with the submission of the final
deliverable product. The Contractor shall provide all deliverables to the COR in Microsoft
Excel, PowerPoint or Word format.

E3 DELIVERABLES CHART

# Deliverable Due Date

1 Quality Control Plan With Proposal Submission; Updated as Needed

The GEO Group - Page 4 of 158
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Section F

SECTION F:
DELIVERIES OR PERFORMANCE

F.1 CLAUSES INCORPORATED BY REFERENCE (FAR 52.252-2) (FEB 1998)

This contract incorporates the following clauses by reference with the same force and eftect
as if they were given in full text. Upon request, the Contracting Officer will make their full
text available. Also, the full text can be accessed electronically at this internet

address: hitp://acquisition.gov/far/index.html.

Clause Number Clause Title
52.242-15 Stop Work Order Aug 1989
52.242-17 Government Delay of Work Apr 1984

F.2  PERIOD OF PERFORMANCE

The period of performance for this requirement is as follows:

Period of Performance

Base Period 08/06/2020 - 08/05/2021
In Accordance with FAR 52.217-9
Option 1 08/06/2021 - 08/05/2022
Option 2 08/06/2022 - 08/05/2023
Option 3 08/06/2023 - 08/05/2024
Option 4 08/06/2024 - 08/05/2025
Option 5 08/06/2025 - 08/05/2026
Option 6 08/06/2026 - 08/05/2027
Option 7 08/06/2027 - 08/05/2028
Option § 08/06/2028 - 08/05/2029
Option 9 08/06/2029 - 08/05/2030

F.3 PLACE OF PERFORMANCE:
South Texas ICE Processing Center

566 Veterans Dr.

Pearsall, TX 78061

No single facility described below should provide housing of less than 250 adults. The facilities’
requirements are as follows:

» One facility or several facilities shall house approximately 2,000 adult male and female
detainees within the San Antonio AOR. The facility shall be located within 75 miles from
the San Antonio Field Office located at 1700 NE Loop 410, San Antonio Texas 78217, to

The GEO Group - Page 14 of 158
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Section F

maximize transportation and manpower etficiencies, and no more than 30 driving miles
from a major hospital and emergency services. The facility(ies) shall have access to
public and commercial transportation routes and services and must be located 90 driving
miles or less from San Antonio International Airport (SAT). The facility(ies) is (are)
expected to house Level 1, 2, and 3 risk detainees. Please see the PWS Addendum B for
additional specific requirements.

The facility shall be managed and operable 24 hours a day, 7 days a week for 365 days a year
and 366 days a year for any leap years. The services shall be conducted in accordance with
industry standards and ICE’s Performance Based National Detention Standards (PBNDS) 2011,
as revised in 2016, as well as applicable federal. state, and local laws, regulations, codes,
guidelines, policies and standards. The facilities must meet the requirements of the DHS Final
Rule, 6 CFR Part 115, Standards to Prevent, Detect, and Respond to Sexual Abuse and Assault in
Confinement Facilities, also known as the DHS Prison Rape Elimination Act (PREA) Standards
applicable to immigration detention facilities.

F4 CONTRACTOR EVALUATING PROCEDURES:

The Government will issue Contractor performance ratings for each awarded requirement from
this solicitation via the Contractor Performance Assessment Reporting System (CPARS) in
accordance with FAR 42.1502. The CPARS website is located: hitp://www.cpars.gov.

[THE BALANCE OF THIS PAGE IS INTENTIONALLY LEFT BLANK]

[END OF SECTION F]
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SECTION G:
CONTRACT ADMINISTRATION DATA

G.1 CONTRACT ADMINISTRATION
Notwithstanding the Contractor’s responsibility for total management responsibility during the

performance of this contract, the administration of the contract will require maximum
coordination between the ICE and the Contractor.

The Government points of contact for this resulting contract are identified above.
G.2 CONTRACTING OFFICER’S REPRESENTATIVE

The following individual is designated and authorized by the CO to perform contract
administration functions related to the technical performance of this contract.

The Government points of contact for this resulting contract are identified above.

(a) The Contracting Officer (CO) may designate Government personnel to act as the
Contracting Officer's Representative (COR) to perform functions under the contract such as
review or inspection and acceptance of supplies, services, including construction, and other
functions of a technical nature. The CO will provide a written notice of such designation to the
Contractor within five working days after contract award or for construction, not less than five
working days prior to giving the contractor the notice to proceed. The designation letter will
set forth the authorities and limitations of the COR under the contract.

(b) The CO cannot authorize the COR or any other representative to sign documents, such as
contracts, contract modifications, etc., that require the signature of the CO.

G.3 INVOICE REQUIREMENTS
Invoices shall be submitted as follows:
Service Providers/Contractors shall use these procedures when submitting an invoice.
1. Invoice Submission: Invoices shall be submitted monthly in a “*.pdf” format in accordance
with the contract terms and conditions via email, United States Postal Service (USPS) or
facsimile as follows:

a) Email;

*» Contracting Officer Representative (COR) or Government Point of Contact (GPOC)
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» Contract Specialist/Contracting Officer

Each email shall contain only (1) invoice and the invoice number shall be indicated on the
subject line of the email.

b) USPS:

DHS, ICE

Financial Operations - Burlington
P.O. Box 1620

Williston, VT 05495-1620

ATTN: ICE-ERO-FOD-FAO

The Contractors Data Universal Numbering System (DUNS) Number must be registered and
active in the System for Award Management (SAM) at https://www.sam.gov prior to award
and shall be notated on every invoice submitted to ensure prompt payment provisions are met.
The ICE program office identified in the task order/contract shall also be notated on every
invoice.

¢) Facsimile;
Alternative Invoices shall be submitted to: (802)-288-7658

Submissions by facsimile shall include a cover sheet, point of contact and the number of total
pages.

Note: The Service Provider’s or Contractor’s Dunn and Bradstreet (D&B) DUNS Number
must be registered in the System for Award Management (SAM) at https://www.sam.gov prior
to award and shall be notated on every invoice submitted to ensure prompt payment provisions
are met. The ICE program office identified in the task order/contract shall also be notated on
every invoice.

2. Content of Invoices: Each invoice shall contain the following information in accordance
with 52.212-4 (g), as applicable:

(i). Name and address of the Service Provider/Contractor. Note: the name, address and DUNS
number on the invoice MUST match the information in both the Contract/Agreement and the
information in the SAM. If payment is remitted to another entity, the name, address and
DUNS intformation of that entity must also be provided which will require Government
verification before payment can be processed;

(i1). Dunn and Bradstreet (D&B) DUNS Number;

(iii). Invoice date and invoice number;
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such as: Social Security Numbers, Alien Registration Numbers (A-Numbers), or combinations
of information such as the individuals name or other unique identifier and full date of birth,
citizenship, or immigration status.

As part of your obligation to safeguard information, the follow precautions are required;

(1) Email supporting documents containing Sensitive PII in an encrypted attachment with
password sent separately to the Contracting Officer Representative assigned to the contract.

(i1) Never leave paper documents containing Sensitive PII unattended and unsecure. When not
in use, these documents will be locked in drawers, cabinets, desks, etc. so the information is
not accessible to those without a need to know.

(ii1) Use shredders when discarding paper documents containing Sensitive PIL.

(iv) Refer to the DHS Handbook for Safeguarding Sensitive Personally Identifiable
Information (March 2012) found at http://www.dhs.gov/xlibrary/assets/privacy/dhs-privacy-

safeguardingsensitivepithandbook-march2012.pdf for more information on and/or examples of
Sensitive P11

5. Invoice Inquiries. If you have questions regazdi ; lease contact ICE Financial
Operations at 1-877-491-6521 or by e-mail at ervice(@ice.dhs.gov.

Invoices without the above information may be returned for resubmission.

The preferred method of submittal is email.
[THE BALANCE OF THIS PAGE IS INTENTIONALLY LEFT BLANK]

|END OF SECTION G]
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SECTION H:
SPECIAL CONTRACT REQUIREMENTS

H.1. CONTRACTOR'’S INSURANCE

The Contractor shall maintain insurance in an amount not less than-to protect the
Contractor from claims under workman’s compensation acts and from any other claims for
damages for personal injury, including death which may arise from operations under this
contract whether such operations by the Contractor itself or by any subcontractor or anyone
directly or indirectly employed by either business entity. The Contractor shall maintain
General Liability insurance: bodily injury liability coverage written on a comprehensive form
of policy of at least per occurrence is required.

Additionally, an automobile liability insurance policy providing for bodily injury and property
damage liability covering automobiles operated in the United States shall provide coverage of
at leastiper person andiper occurrence for bodily injury and er
occurrence for property coverage. Certificates of such insurance shall be subject to the
approval of the CO for adequacy of protection. All insurance certificates required under this
contract shall providejilldays’ notice to the Government of any contemplated cancellation.

The Contractor shall provide that all staff having access to detainee monies and valuables are
bonded in an amount sufficient to ensure reimbursement to the detainee by the Contractor in
case of loss.

H.2. SECURITY REQUIREMENTS - REQUIRED SECURITY LANGUAGE FOR
SENSITIVE /BUT UNCLASSIFED (SBU) CONTRACT DETENTION FACILITY

General: Performance under this Contract Detention Facility requires access to sensitive
DHS information and will involve direct contact with ICE Detainees. The Contractor shall
adhere to the following.

Contractor Employee Fitness Screening: Screening criteria under DHS Instruction 121-01-
007-001 (Personnel Security, Suitability and Fitness Program), or successor thereto, that may
exclude contractor employees from consideration to perform under this agreement includes:

Misconduct or negligence in employment;

Criminal or dishonest conduct;

Material, intentional false statement or deception of fraud in examination or appointment;

Refusal to furnish testimony as required by 5 CFR § 5.4 (i.e., a refusal to provide

testimony to the Merit Systems Protection Board or the Office of Special Counsel);

e Illegal use of narcotics, drugs, or other controlled substances without evidence of
substantial rehabilitation.

e Alcohol abuse, without evidence of substantial rehabilitation, of a nature and duration

that suggests that the applicant or appointee would be prevented from performing the
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shall include the contractor employees’ name and social security number, along with the adverse
information being reported.

The Contractor will provide, through the COR a Quarterly Report containing the names of
contractor employees who are active, pending hire, have departed within the quarter or have had
a legal name change (Submitted with documentation). The list shall include the Name, Position
and SSN (Last Four) and should be derived from system(s) used for contractor payroll/voucher
processing to ensure accuracy.

CORs will submit reports to_@%&

Contractors, who are involved with management and/or use of information/data deemed
“sensitive” to include ‘law enforcement sensitive” are required to complete the DHS Form
11000-6-Sensitive but Unclassified Information NDA for contractor access to sensitive
information. The NDA will be administered by the COR to the all contract personnel within 10
calendar days of the entry on duty date. The completed form shall remain on file with the COR
for purpose of administration and inspection.

Sensitive information as defined under the Computer Security Act of 1987, Public Law 100-235
is information not otherwise categorized by statute or regulation that if disclosed could have an
adverse impact on the welfare or privacy of individuals or on the welfare or conduct of Federal
programs or other programs or operations essential to the national interest. Examples of sensitive
information include personal data such as Social Security numbers; trade secrets; system
vulnerability information; pre-solicitation procurement documents, such as statements of work;
and information pertaining to law enforcement investigative methods; similarly, detailed reports
related to computer security deficiencies in internal controls are also sensitive information
because of the potential damage that could be caused by the misuse of this information. All
sensitive information must be protected from loss, misuse, modification, and unauthorized access
in accordance with DHS Management Directive 11042.1, DHS Policy for Sensitive Information
and ICE Policy 4003, Safeguarding Law Enforcement Sensitive Information.”

Any unauthorized disclosure of information should be reported to -@ICE.dhs.gov.

12.7  SECURITY MANAGEMENT

The Contractor shall appoint a senior official to act as the Corporate Security Officer. The
individual will interface with the OPR-PSU through the COR on all security matters, to include
physical, personnel, and protection of all Government information and data accessed by the
Contractor.

The COR and the OPR-PSU shall have the right to inspect the procedures, methods, and
facilities utilized by the Contractor in complying with the security requirements under this
contract. Should the COR determine that the Contractor is not complying with the security
requirements of this contract, the Contractor will be informed in writing by the Contracting

Officer of the proper action to be taken in order to effect compliance with such requirements.

The computer security requirements as described in paragraphs 1.2.8 and 1.2.9 of this section
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apply to both Department of Homeland Security (DHS) U.S. Immigration and Customs
Enforcement (ICE) operations and to the former Immigration and Naturalization Service
operations (FINS). These entities are hereafter referred to as the Department.

1.2.8 INFORMATION TECHNOLOGY SECURITY CLEARANCE

When sensitive government information is processed on Department telecommunications and
automated information systems, the Contractor agrees to provide for the administrative control of
sensitive data being processed and to adhere to the procedures governing such data as outlined in
DHS MD 4300.1, Information Technology Systems Security. or its replacement. Contractor
employees must have favorably adjudicated background investigations commensurate with the
defined sensitivity level.

Contractor employees who fail to comply with Department security policy are subject to having
their access to Department IT systems and facilities terminated, whether or not the failure results
in criminal prosecution. Any person who improperly discloses sensitive information is subject to
criminal and civil penalties and sanctions under a variety of laws (e.g., Privacy Act).

1.2.9 INFORMATION TECHNOLOGY SECURITY TRAINING AND OVERSIGHT

In accordance with Chief Information Office requirements and provisions, all contractor
employees accessing Department I'T systems or processing DHS sensitive data via an IT system
will require an ICE issued/provisioned Personal Identity Verification (PIV) card. Additionally,
Information Assurance Awareness Training (IAAT) will be required upon initial access and
annually thereafter. [AAT training will be provided by the appropriate component agency of
DHS.

Contractor employees, who are involved with management, use, or operation of any IT systems
that handle sensitive information within or under the supervision of the Department, shall receive
periodic training at least annually in security awareness and accepted security practices, systems
rules of behavior, to include Unauthorized Disclosure Training, available on PALMS or by
contacting [N @CE. dhs.gov. Department contractor employees, with significant
security responsibilities, shall receive specialized training specific to their security
responsibilities annually. The level of training shall be commensurate with the individual’s
duties and responsibilities and is intended to promote a consistent understanding of the principles
and concepts of telecommunications and IT systems security.

All personnel who access Department information systems will be continually evaluated while
performing these duties. System Administrators should be aware of any unusual or inappropriate
behavior by personnel accessing systems. Any unauthorized access, sharing of passwords, or
other questionable security procedures should be reported to the local Security Office or
Information System Security Officer (ISSO).

H.3. ICE INFORMATION GOVERNANCE AND PRIVACY REQUIREMENTS
CLAUSE (JUL 2017)
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Nao section of this clause may be read as self-deleting unless the terms of the contract meel the
requirements for self-deletion as specified in this clause.

A. Limiting Access to Privacy Act and Other Sensitive Information

(1) Privacy Act Information

In accordance with FAR 52.224-1 Privacy Act Notification (APR 1984), and FAR 52.224-2
Privacy Act (APR 1984), if this contract requires contractor personnel to have access to
information protected by the Privacy Act of 1974 the contractor is advised that the relevant DHS
system of records notices (SORNs) applicable to this Privacy Act information may be found at
www.dhs.gov/privacy. Applicable SORNS of other agencies may be accessed through the
agencies’ websites or by searching FDsys, the Federal Digital System, available at
http://www.gpo.gov/fdsys/. SORNs may be updated at any time.

(3) Prior Approval Required to Hire Subcontractors

The Contractor is required to obtain the Contracting Officer's approval prior to engaging in any
contractual relationship (Subcontractor) in support of this contract requiring the disclosure of
information, documentary material and/or records generated under or relating to this contract.
The Contractor (and any Subcontractor) is required to abide by Government and Agency
guidance for protecting sensitive and proprietary information.

(4) Separation Checklist for Contractor Employees

Contractor shall complete a separation checklist before any employee or Subcontractor employee
terminates working on the contract. The separation checklist must verify: (1) return of any
Government-furnished equipment; (2) return or proper disposal of sensitive personally
identifiable information (PII), in paper or electronic form, in the custody of the employee or
Subcontractor employee including the sanitization of data on any computer systems or media as
appropriate; and (3) termination of any technological access to the Contractor’s facilities or
systems that would permit the terminated employee’s access to sensitive PIL.

In the event of adverse job actions resulting in the dismissal of an employee or Subcontractor
employee, the Contractor shall notify the Contracting Officer's Representative (COR) within 24
hours. For normal separations, the Contractor shall submit the checklist on the last day of
employment or work on the contract.

As requested, contractors shall assist the ICE Point of Contact (ICE/POC), Contracting Officer,
or COR with completing ICE Form 50-005/Contractor Employee Separation Clearance Checklist
by returning all Government-furnished property including but not limited to computer
equipment, media, credentials and passports, smart cards, mobile devices, PIV cards, calling
cards, and keys and terminating access to all user accounts and systems.

B. Privacy Training, Safeguarding, and Remediation

If the Safeguarding of Sensitive Information (MAR 2015) and Information Technology
Security and Privacy Training (MAR 2015) clauses are included in this contract, section B of
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this clause is deemed self- deleting.

(1) Required Security and Privacy Training for Contractors

Contractor shall provide training for all employees, including Subcontractors and independent
contractors who have access to sensitive personally identifiable information (PII) as well as the
creation, use, dissemination and/or destruction of sensitive PII at the outset of the employee’s
work on the contract and every year thereafter. Training must include procedures on how to
properly handle sensitive PII, including security requirements for the transporting or
transmission of sensitive PIl, and reporting requirements for a suspected breach or loss of
sensitive PIL. All Contractor employees are required to take the Privacy at DHS: Protecting
Personal Information training course. This course, along with more information about DHS
security and training requirements for Contractors, is available at www.dhs.gov/dhs-security-
and-training-requirements-contractors. The Federal Information Security Management Act
(FISMA) requires all individuals accessing ICE information to take the annual Information
Assurance Awareness Training course. These courses are available through the ICE intranet site
or the Agency may also make the training available through hypertext links or CD. The
Contractor shall maintain copies of employees’ certificates of completion as a record of
compliance and must submit an annual e-mail notification to the ICE Contracting Officer’s
Representative that the required training has been completed for all the Contractor’s employees.

(2) Safeguarding Sensitive PII Requirement

Contractor employees shall comply with the Handbook for Safeguarding sensitive PII at DHS at
all times when handling sensitive PII, including the encryption of sensitive PII as required in the
Handbook. This requirement will be flowed down to all subcontracts and lower tiered
subcontracts as well.

(3) Non-Disclosure Agreement Requirenent

All Contractor personnel that may have access to PII or other sensitive information shall be
required to sign a Non-Disclosure Agreement (DHS Form 11000-6) prior to commencing work.
The Contractor shall maintain signed copies of the NDA for all employees as a record of
compliance. The Contractor shall provide copies of the signed NDA to the Contracting Officer’s
Representative (COR) no later than two (2) days after execution of the form.

(4) Prohibition on Use of PII in Vendor Billing and Administrative Records

The Contractor’s invoicing, billing, and other financial/administrative records/databases may not
store or include any sensitive Government information, such as PII that is created, obtained, or
provided during the performance of the contract. It is acceptable to list the names, titles and
contact information for the Contracting Officer, Contracting Officer’s Representative, or other
1CE personnel associated with the administration of the contract in the invoices as needed.

(5) Reporting Suspected Loss of Sensitive PI

Contractors must report the suspected loss or compromise of sensitive PII to ICE in a timely
manner and cooperate with ICE’s inquiry into the incident and efforts to remediate any harm to
potential victims.

1. The Contractor must develop and include in its security plan (which is submitted to ICE) an
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Section D applies to information technology (IT) contracts. If this is not an IT contract,
section D may read as self-deleting.

(1) Restrictions on Testing or Training Using Real Data Containing P1I

The use of real data containing sensitive PIl1 from any source for testing or training purposes is
generally prohibited. The Contractor shall use synthetic or de-identified real data for testing or
training whenever feasible. ICE policy requires that any proposal to use of real data or de-
identified data for I'T system testing or training be approved by the 1CE Privacy Officer and
Chief Information Security Officer (CISO) in advance. In the event performance of the contract
requires or necessitates the use of real data for system-testing or training purposes, the
Contractor in coordination with the Contracting Officer or Contracting Officer’s Representative
and Government program manager shall obtain approval from the ICE Privacy Office and CISO
and complete any required documentation.

If this IT contract contains the Safeguarding of Sensitive Information (MAR 2015) and
Information Technology Security and Privacy Training (MAR 2015) clauses, section D(2) of
this clause is deemed self-deleting.

(2) Requirements for Contractor IT Systems Hosting Government Data

The Contractor is required to obtain a Certification and Accreditation for any IT environment
owned or controlled by the Contractor or any Subcontractor on which Government data shall
reside for the purposes of IT system development, design, data migration, testing, training,
maintenance, use, or disposal.

(3) Requirement to Support Privacy Compliance
(a) The Contractor shall support the completion of the Privacy Threshold Analysis (PTA)
document when it is required. PTAs are triggered by the creation, modification, upgrade, or
disposition of an IT system, and must be renewed at least every three years. Upon review of
the PTA, the DHS Privacy Office determines whether a Privacy Impact Assessment (PIA)
and/or Privacy Act System of Records Notice (SORN), or modifications thereto, are required.
The Contractor shall provide adequate support to complete the PIA in a timely manner and
shall ensure that project management plans and schedules include the PTA, PIA, and SORN
(to the extent required) as milestones. Additional information on the privacy compliance
process at DHS, including PTAs, PIAs, and SORNS, is located on the DHS Privacy Office
website (www.dhs.gov/privacy) under “Compliance.” DHS Privacy Policy Guidance
Memorandum 2008-02 sets forth when a PIA will be required at DHS, and the Privacy Impact
Assessment Guidance and Template outline the requirements and format for the PIA.

(b) If the contract involves an I'T system build or substantial development or changes to an IT
system that may require privacy documentation, the Contractor shall assign or procure a
Privacy Lead, to be listed under “Key Personnel.” The Privacy Lead shall be responsible for
providing adequate support to DHS to ensure DHS can complete any required PTA, PIA,
SORN, or other supporting documentation to support privacy compliance. The Privacy Lead
shall work with personnel from the program office, the ICE Privacy Office, the Office of the
Chief Information Officer, and the Records Management Branch to ensure that the privacy
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