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Management Academy LANL Business Systems 

 Property Management 

Course #31036 

 

Introduction 

 
 

LANL Property 

 

Property Management Overview 

  

Los Alamos National Laboratory (LANL) is responsible for the efficient economical 
management of all government property in its stewardship. This training explains the role LANL 
managers have in managing, controlling, and disposing of government property. 

The Laboratory's goal is good asset management. By properly managing property across the 
facility, Laboratory managers can help ASM improve government property utilization and 
extend asset life, while reducing  asset-related operating costs and expenditures. 

  

  

Course Navigation: 

This course features a navigation bar that can be found at the top of this page or a gray next 
button that can be found at the bottom of the page. 
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 Property Management 

 
 

Accountability of Property 

To establish and maintain organizational accountability of property, all Laboratory workers are 
required to: 

  

• Properly protect all government property, assigned or otherwise from loss, damage, destruction 
or theft and reporting immediately if any of these incidents occur. Also, report if any property is 
recovered or relocated. 

• Notify their Property Administrator Specialist if they relocate, or plan to transfer the property 
to another employee. 

• Notify their Property Specialist if they have property that is excess to their needs. 

• Notify their Property Specialist Administrator when they terminate their employment with 
LANL or any of its subcontractors. 

  

Property Terms You Should Know 

 

 

 

 



 

 

 

 

 



 

 

 

  

 

 



 

 

 

 

ASM-Property Management can run specific property value reports for your organization upon 
your request. 



 

 

 

 



 

 

  

 

Property Management System 

 

The Laboratory utilizes its Sunflower Property System to manage barcoded property from the 
point receipt to final disposition. Property accountability is maintained at both organizational and 
Laboratory worker levels in the database. 

 

Laboratory workers are required to sign an Accountability Statement at least once a year or when 
they are assigned/transferred barcoded property. Accountability Statements list all of the 
barcoded property assigned to the Laboratory worker. By signing their Accountability Statement 
the Laboratory worker agrees to fulfill his or her responsibilities for the property. Laboratory 
workers ‘sign’ their statement via the on-line versions of the Accountability Statement, which is 
then recorded in the property database. The electronic signature is equivalent to signing a paper 
copy. It is important to physically verify the location of all property listed on Accountability 
Statement before signing. If the item cannot be located, contact your Property Specialist. 

  



 

If two Laboratory workers agree that an item is to be transferred between each other either 
temporarily or permanently, the releasing Laboratory worker notifies their organization’s 
Property Specialist to electronically transfer accountability for the property. The transfer will 
also be documented on both Laboratory workers’ Accountability Statements. Similarly, verify 
the location of property prior to accepting a transfer. 

Property Storage 

 

1. Government property must be protected from fire, theft, damage, or abnormal decay. 

 

2. Storage areas must be locked and have signs posted that clearly indicate U. S. Government 
ownership of the stored items. 

 

3. Entrance to storage areas should be restricted to authorized personnel only. 

 

4. Only items that do not require covered protection may be kept in outdoor storage yards that 
must be protected by locked fences or other secure enclosures. However, these items must be 
protected from the weather by appropriate means, such as tarpaulins, unless they are designed for 
outdoor storage (e.g., motor vehicles). 

 

5. Hazardous, contaminated, or suspect items must not be commingled with other property. They 
should be stored as instructed by Environmental, Safety, and Health technicians. 
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The Laboratory submits annual inventory schedules to the NNSA Organizational Property 
Management Officer, which identifies property categories to be inventoried, the methods (wall-
to-wall, statistical sample, inventory by exception, or electronic inventory), time frame, and the 
gradients and score (outstanding/pass, satisfactory, unsatisfactory/fail). Laboratory organizations 
not achieving a satisfactory or higher score during a given campaign may  be required to conduct 
a wall-to-wall inventory. 

  

The types of property that may be inventoried include: 

• sensitive property, 
• equipment property, 
• high risk property, 
• stores holdings, 
• precious metals, 
• borrowed property, 
• vehicles, 
• and fuel cards. 

 

 Other inventory or inventory validation campaigns may be conducted based on concurrence by 
NNSA and the Laboratory. 

 

See the Los Alamos National Laboratory Property Management Manual (PMM) for more 
information in inventories. 
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Shipping Property  

Government personal property may be shipped off-site for change-of-station, repairs by external 
vendors, warranty exchanges, returns to sponsor/owner, exchange/trade-ins, Government 
Furnished Property (GFP) to subcontractors, loans, permanent transfers to other government 
agencies, etc., using Form 1768, Shipping Request, or the forms available on the ShipIt system 
(available by clicking the “NON-HAZ/NON-RAD/NON-CLASSIFIED SHIPMENT [SHIPIT]” 
button at the bottom of the ShipIt page). 

  

Instead of a PTR and Property Pass, a copy of the signed Form 1768 or hard copy of the ShipIt 
forms (see paragraph above) and government badge may accompany the government personal 
property during on-site or off-site transport until it is released to Acquisition Services 
Management-Materials Management (ASM-MM or Materials Management) or a commercial 
carrier. 

Reporting Lost, Damaged Destroyed, Dismantled or Stolen and Recovered Property 

 

Laboratory workers must immediately report: 

• barcoded property, 
• precious metals, 
• power tools, and 
• any property that poses a security or safety risks that is lost, destroyed, damaged, or 

stolen. 

 

  Laboratory workers must also request permission before dismantling barcoded property for 
internal reutilization/cannibalization. Also, report when applicable government personal property 
is recovered. Failure to report may result in disciplinary actions.  See P821 or Property 
Management Manual (PMM) for specific reporting requirements. 

https://irm.lanl.gov/forms/Shared/1768.pdf
http://swdev.lanl.gov/IM8/Projects/SHIPIT/default.htm
https://int.lanl.gov/policy/documents/P821.pdf
http://int.lanl.gov/services/property/_assets/docs/pmm.pdf
http://int.lanl.gov/services/property/_assets/docs/pmm.pdf


 

  



 

 

Disposition and Retirement of Property 

• When a Laboratory worker no longer needs property they should check with their 
stewardship organization and Property Specialist to determine if there is an internal need. 

•  
o  The Property Specialist can assist in transferring accountability to the new 

Laboratory worker. 
o If the item is not transfered internally, complete an Excess/Salvage Equipment 

Form #1893 for all barcoded items and forward to the Property Specialist. 
o Laboratory workers remain accountable for protecting unneeded property from 

theft, damage, or unauthorized use until it is removed for disposal. Keep a copy of 
the fully executed 1893 form for your records. 

• LANL may deactivate property items in the property database for various reasons 
including property that is: 



•  
o Reported lost/stolen, 
o unlocated during an inventory, 
o incorporated into another barcoded item, etc. 

  

• Deactivated property records are not deleted. The record is moved to a separate part of 
the database and is not subject to annual inventories. Deactivated property will be 
reactivated if located or other conditions change. 

 

 

 



 

 

 



 

 

 



 

 

 



 

 

When Property Management is Done Right 

 

LANL’s property management program successes are due to the diligent efforts of line managers 
and their workers. 

  Recent successes include: 

•    FY2010 and FY2013 – NNSA approved LANL’s personal property program for 3 
years at a time rather than annually. 

•     FY2014 – NNSA overall property management performance score of 
“Outstanding” for 12 consecutive years. 

 



Property Management and Warehouse Operations Resources 

Property Office, 667-6122 

Property Management Website and Forms, http://asm.lanl.gov/pmwo/default.shtml 

Property Customer Service E-mail,  lanlproperty@lanl.gov 

  

Property Customer Service Hot-line, 665-3230 

SM30 Receiving and Distribution, 665-0646 

TA60 Stores Warehouse, 667-4914 

Excess/Salvage Operations, salvage@lanl.gov or 667-2109 

 Knowledge Checks 
Introduction 
This Knowledge Check is for you to assess your own understanding of the material presented in 
this training module. 

1. For property management purposes at the Laboratory, the definition of Personal Property 
is property: 

including equipment, materials, or other items, that is owned by private 
individuals and used at a government-owned facility. 

except for real estate, interests therein (such as easements and right-of-ways) 
and permanent fixtures which are Government owned, chartered, rented, or leased 
from commercial sources by and in the custody of DOE, NNSA, or their 
contractors. 

including High risk personal property that is subject to special internal and/or 
external purchasing, managing, and disposal requirements. 

 that is subject to formal property controls, can easily be converted to personal use 
or sold for cash, is susceptible to theft, and is not expended during use or incorporated 
within other property.  

http://asm.lanl.gov/pmwo/default.shtml
mailto:lanlproperty@lanl.gov
mailto:salvage@lanl.gov


 

2. The success and overall health of the Laboratory’s personal property management 
program is measured annually via what method? 

GAO and FAR audits 

Internal surveys, inventories, and interviews 

      Personal Property Performance Objective Matrixes, or POM 

Annual Personal Property Implementation Parameters 

 

3. Which of the following characteristics are true about property storage at the Laboratory? 

Government property must be protected from fire, theft, damage, or abnormal 
decay. 

Storage areas must be locked and have signs posted that clearly indicate U. S. 
Government ownership of the stored property. 

Entrance to storage areas should be restricted to authorized personnel only. 

All of these are correct. 

 

4. Which of the following is NOT a specific property-related responsibility of LANL 
managers? 

Informing employees of their responsibilities 

Reassigning property when necessary 

Ensuring employees need the property assigned to them 

Monitoring property policy compliance 

Administering inventories of bar-coded property 



 

 

Course Credit! 
By requesting credit for this training, I acknowledge that I have read and understand the 
content of this training and that I will follow and meet requirements of this training, 
unless it is unsafe to do so. 

 

Click Here for Credit! 
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