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NETC STAFF INSTRUCTION 7320.1 

From: Commander, Naval Education and Training Command 

Subj: PERSONAL PROPERTY INTERNAL CONTROL POLICIES AND PROCEDURES 

Ref: (a) SECNA VINST 7320. lOA 
(b) NETCINST 7320. lA 

Encl: (1) Process Flowchart for Property Management 
(2) Sample Appointment/Termination Record - Authorized Signature (DD Form 577) 
(3) Receipt/Transfer/Disposal Log · 

1. Purpose. To outline policy and procedures for personal property management at the Naval 
Education and Training Command (NETC) Headquarters (HQ) per references (a) and (b). 

2. Background. Control over property is required by the Comptroller of the Navy and Naval 
Supply Systems Command. The standard government practice is to safeguard valuable assets 
through effective internal controls. These measures include asset identification, physical 
inventory, physical security, custody control, and maintenance of property records. All capital, 
minor, sensitive, classified, and pilferable property that meets the definition for personal property 
as per reference (b) will be recorded and tracked in the Defense Property Accountability System 
(DPAS), the official personal property system as established by the Department of Defense and 
adopted by the Department of the Navy. 

3. Action. NETC HQ personal property management and accountability shall comply with 
DPAS policy and procedures as outlined in references (a) and (b) and diagrammed in enclosure 
(1 ). 

4. Required Roles and Responsibilities 

a. Command Property Officer (CPO) (N411). Responsible for oversight of the NETC HQ 
property accountability and management program; implementing the policies and procedures per 
references (a) and (b); ensuring personal property system data security and integrity; 
coordinating and maintaining physical inventories, records, and documentation; and coordinating 
and ensuring related training is scheduled and completed. 

b. Accountable Property Officer (APO)/DPAS User. Responsible for performing the 
command's property accountability and management responsibilities, implementing the policies 
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and procedures, scheduling training for personal property personnel, ensuring DP AS data 
security and integrity, and coordinating physical inventories (counting requirements). The 
APO/DPAS Users shall: 

(1) Be designated by the Commanding Officer (CO) with DD Form 577 (see enclosure 
(2) for required information on certain blocks). 

(2) Complete the DP AS Required Training. 

(3) Ensure physical inventory is reconciled with Accountable Property System of Record 
(APSR) (DP AS). 

(4) Comply with personal property metrics established in reference (b). 

(5) Prepare and sign enclosure (3) as First Line Reviewer (lLR). At a minimum, 
enclosure (3) should be verified and signed by lLR and Second Level Reviewer (2LR) on a 
quarterly basis. 

(6) Compare and validate enclosure (3) against the DPAS Increase Decrease Actions 
Report. At a minimum, enclosure (3) should be verified and signed by 1 LR and 2LR on a 
quarterly basis. 

(7) Ensure line items are barcoded and added to DP AS inventory program within seven 
calendar days after receipt. 

(8) Ensure receipt documentation qualifies as adequate Key Support Documentation 
(KSD) per reference (b). If the original KSD is lacking one or more key data elements, the data 
elements may be handwritten on the original KSD. Ifthe KSD is inadequate or lost, fill out a 
Fair Market Value Worksheet per reference (a). 

(9) Scan and upload all KSDs for each line item into DP AS at the time of receipt and 
periodic inventory. 

(10) Per reference (b), maintain KSD indefinitely for all items held in inventory, and no 
less than 36 months after transfer/disposal/removal from inventory. 

(11) Activate depreciation on all line items that meet the Capitalized Personal Property 
threshold of $1 million and above; capitalization threshold is equal to or greater than $1 million 
for items received after 1 October 2013 per references (a) and (b). 

(12) Activate depreciation on all Internal Use Software purchased on or after 1 October 
2013; the capitalization threshold increased from $100,000 to $250,000 per references (a) and 
(b). 
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(13) Attain/maintain an active DPAS account. 

(14) The APO will work with the Agency Program Coordinator for Purchasing and 
Approving Officials (AOs) to ensure newly purchased property is accounted for. 

c. 2LR. Responsible officers (RO)/custodians holding a level of authority above the lLR 
(supervisory or grade), may be assigned as 2LRs. 2LRs shall: 

(1) Check the accuracy of the APSR entry completed by the lLR as well as the adequacy 
and validity of the KSD, per reference (b). 

(2) Sign enclosure (3) as well as the DP AS Increase Decrease Actions Report after 
signed by lLR (on a quarterly basis). 

5. Inventory Frequency. Inventories should be conducted on a regular basis to ensure accuracy 
ofpersonal property. A completion letter will be sent to N4 stating each required inventory was 
completed. Furthermore, a copy of the signed/dated inventory sheet will be maintained by the 
CPO for a minimum of three years or until the completion of the triennial inventory. At a 
minimum, the following frequency will be followed: 

a. Monthly (minimum 10 percent of command line items) 

b. Annual (wall to wall) 

c. Triennial (wall to wall) as required by reference (b) 

d. Change of Command 

e. Change of RO/Custodian 

f. Change of AO/DP AS User 

g. Whenever directed by the CO 

6. Contract Specialist/Purchasing Agent/Purchase Card Holder (Procurement Officials). 
Procurement officials are the initiating link in APO/DPAS User chain. The act of making a 
property purchase sets into motion the steps and procedures outlined in this instruction. 
Accountability will be established from the time ofreceipt for capitalized, minor, pilferable, and 
government property in the possession of contractors, leaser, personal property, and sensitive or 
classified personal property. Procurement officials will: 

a. Use the approved purchase programs to initiate all purchases following the guidelines set 
forth. 
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b. Ensure the delivery address for accountable property is to an authorized delivery point for 
government equipment. The purchase order number must also be stated in the delivery address 
to prevent delays in delivery to the end-user. 

c. Under unusual circumstances when an order must be delivered to a location other than 
NETC Staff Supply, 250 Dallas Street, Bldg. 628, Pensacola, FL, approval of the delivery 
location must be obtained from property management and the purchase order number must be 
provided. This will allow property management to appropriately account for the incoming 
property. In the event an item is delivered to the procurement official instead of the required 
location of250 Dallas Street, Bldg. 628, Pensacola, FL, the procurement official will contact 
property management and supply the vendor shipping documentation, make, model, and serial 
numbers for each asset. Property management will then arrange for tagging. Items must remain 
with the procurement official until all property is tagged. It is paramount that this process is 
completed in a timely manner to ensure proper controls are in place prior to the end user taking 
custody. 

d. Once the property and proper documentation are received by NETC Staff Supply at 250 
Dallas Street, Bldg. 628, Pensacola, FL, the property will be recorded on DD Form 1150 
(Request for Issue/Transfer/Turn-In) and tagged with a bar-code property tag. 

e. Receiving staff will ensure property is signed for by a designated representative per the 
delivery instructions block of the purchase order. The APO will coordinate deliveries to the end 
user. The custodian will be notified via email or other authorized means, that the property is 
ready for issuance. At the time of delivery, the custodian must sign DD Form 1150 and 
applicable packing slips. A signed copy of the DD Form 1150 will be provided to the recipient, 
and the original will be given to the Property Manager or designated representative to remain on 
file for accountability and inventory. Finally, a signed copy of DD Form 1150 will be forwarded 
to the procurement official by the CPO. 

7. Records Management. Records created as a result of this instruction, regardless ofmedia and 
format, must be managed per SECNAV Manual 5210.1 of January 2012. 

8. Review and Effective Date. Per OPNA VIN ST 5215 .17 A, NETC will review this instruction 
annually on the anniversary of its effective date to ensure applicability, currency, and 
consistency with Federal, DoD, SECNAV, and Navy policy and statutory authority using 
OPNAV 5215/40. The instruction will automatically expire 5 years after effective date unless 
reissued or canceled prior to the 5-year anniversary date or an extension has been granted. 

9. Forms. The following forms are available for download from the DoD Forms Management 
Program website (http://www.dtic.mil/whs/directives/forms/index.htm): 

a. DD Form 200 (Financial Liability Investigation of Property Loss) 
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b. DD Form 577 (Appointment/Termination Record-Authorized Signature) 

c. DD Form 1149 (Requisition and Invoice/Shipping Document) 

d. DD Form 1150 (Request for Issue/Transfer/Turn-In) 

Chief of Staff 

Releasability and distribution: 
This instruction is cleared for public release and is available electronically via the NETC public 
web site,https://www.netc.navy.mil/directives.htm, or via Total Records Information 
Management (TRIM). 
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PROCESS FLOWCHART FOR PROPERTY MANAGEMENT 

PURPOSE: TO CONTROL MINOR AND PERSONAL PROPERTY 
PROCESS OWNER: NETC N411 

COMM: (850) 452-9994; DSN: 459-9994 

References : SECNAVINST 7320.lOA 

co designate 
APO , DPAS user 
(lLR) , RO, 2LR 

Receive Non 
Consumable 

Property 
> = 

$5 , 000? 

APO and DPAS Osers identi~y 
Responsible Officers 
(Custodians), Key Supporting 
Documentation (ESD), i.e. DD 
250, DD 1149, DD 1348-lA, DD 
1155, DD 200. Bnsure training 
is completed. 

DODINST 5000.64 
DoDFMR Volume 4 
SECNAVINST 5200.42 

-
Determine if item(s) 
should be tracked in 
the Local Command 
Database accordingly 
if required, i.e. 
SERMIS/eTEM/ALTIRIS 

Pilferable? 
Missioo­ Historical? 

critical? Sensitive? 

AND Hard to o:ntrolled? 

replace? 

lLR uploads KSD into DPAS. 

Identify items (floor t o 
book) not in inventory that 
should be added . Find KSD, 
create KSSD or Fair Market 

value Worksheet , and upload 
documents into DPAS . 

Is 
inventory 

100% 
acoountable 

? 
-

Are any 
iters 

daTaged 
re;arl 

ec:n:mi.cal 
rep3.ir? 

-

CO aaaigna inveatigating 
officer. Complete a DD 
Form 200. Attach XSD to 
the DPAS record• adjuat 
inventory as required . 

DD 200 kept on file 
indefinitely with 
all other KSD for 
items removed from 
inventory. Send DD 

200 copy to CPO 
(NETC N411) . 
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APPOINTMENT/TERMtNATi"ON RECORD~ AUTHORIZED SIGNATURE-
. · (R~~d Pl.i~cy./4~t.StalellJe'!tan~flnstruciion~ b·e,~re•~"}Pl~tlngfonn.) 

P.RIVAGY ACT STATEMENT 

AUTHORITY: :E.O. 93gr;·3.1 \.1.$,9, Sections 33~5; 3528, DoDFMR., 7000.:14•R,Vol. 5, 
PRINCIPAL PURPOSE(S).: to· malnt.aln a record of, appointment and·termlnation of.appointment ofpersons. to ~ny ofttie positions listed in Item 6. 
and to !.~entify o:ie.dl!lies·1issocla.tec,l wi\h,thi.s.appoint1T1ent . . . · . . . . . . . . 
. so Rt-!. T1300 (http://dpclii;defen!}J:: i;jovlf'.dcacyJSOBNslndex.(QQJlComponenffiJ:tideViewft~bidl1589/Arllcle/62351t13QO aspx}. 
ROUTINE USE($}:. The'lnfor171atlcin on·t~ls fcirni m?y be disclosed as.gene(!'1lly:petmilte<fond~r 5.. U.S.C Sect!pn 552a(b)·c,!the Privacy Act}>f 1974, 
;,s. amen~ed,. It.may also be disclosed outslde•ofthe Depa rtrnent of Defense (DoD) to the tne Federa\ Reserve. Banks to verify. autt,orltY of tile' 
appqlnted indMduals:to is~ue Treasu!Y checks, lffa~dllion, othei:-Federal, ·state and local .governrn~rit a~encies, which have identified a need·to 
know; may ·obtain ~lils !~formation for lhe.purpose(s) Identified in .the □on Blanket Routin~ U~es publisJ1ed at;, 
fittp·//diJcJo,defease.gov/Privacy/SORNs1odexts1anketRou1ineuses;aspx.
o.1scLosURE Volun)ary; however.,·failure,to provide tM requested lnformation·ma}' preclude appointments, 

SECTION I:· APPQINTE.E 
1. NA.ME (First, Middle /ilitial, .Latif.and Rank or Gt,Jqe) 2. DoD IO NUMl;lER 

·xxx-xx-xxxx 1 
3·, TITLE . 

· Acc9llµt,ahle Property Offi(,er.(APb) 

·4. DOD COMPONEtilTIORGANIZATION 5. ADDRESS (lilclude.:ZIP Ccide, email address, and teteplione numberwil/1 ?tea ixlda a.ri~ DSNJ · 

250 Dallas Street 
Pe11$acola, FL 325.08 

ydslllON TO. WHICH APPOINTED (X appropriate box..::zie oniy. ·cnecking m:Ore than one../nva~s t(1e app9infmenf.) 
DISBURSING dFFICER: OSSN CASHIER CHANOE FUND CUSTODIAN.- .. --- - . - .--- ~::~~~:ei;~:~OFFICE~. DSSN __ - ~~:~~~~:TAGENT - ;;~!!~:::.c~~~6.~N 

X .DEPARTMENTAL ACCOUNTABLE OFFlClAL - OISBURSING.AGEN'r - ASSIST.b.~TSAfEKEEPING·CUSTODIAN 

7. YOU·ARE·APPOINTED TO SERVE IN THE POSITION. IDEfllTIF.IED IN. ITEM. 6. YOUR RESPON~IBIUTIES INGLUOE: 
Accouot~blc PrQpertt.Office·r (APO), DPA~ Us~r;.an.d Primary Level Revie~-er(lLR):
• Ifonly command DPAS l,Tser, m:aintain·D.PAS Account.:and training: 
- Plan/conducr. reconciie physical .inventories. 
- Gomp\y with NAVSU~~pi:omulgated pc~Sol)al proper.t)' metrics. . 
- Perform acq~isition and ·dispo~ition· transactions includ.ing 1 LR)ignatures/valid,at~on wl F.CAR complia.nt KSD~ 
- Harcodc ·ifoms w/in 7, calenaar day.s ofieceipt date. . . . . . . . 

8. REVIEW AtlO ,AllHERE TO THE FOLLOWIN~. PUBLICATION(S) NEEDED TO. ADEC)UA,:TELY p·~F.ORM. YOUR ASS!GNE~ DUTIES: 
SECNAVINST 7320.l0A 
DoDINST·S00it64. 
BUP~RSlNST ~,no.I 
Dor;, FMR Voiume .i2, Chapter i 
.f1ob FMilVolumc·4, Chapier 6 

·9,: NAME (FirsrMiddle lriiUa4 Last) 

1t DATE (WYY!trfMDDJ 

SECTION.JI· APPOINTING AUTHORITY 
10; TlTLE 
C!)mmandirlg Offic~riOfficcdn Cl).s.rge 

13;'SIGNATURE 

11, DOD COMl;IONENT/ORGANl?ATION 

Command.Name 

SEGTION.111 - APPOINTE.E ACKNOWLEDGEMENT 

I a~now!edge·and accept;the posit)on and respor:isl~ilities deffned above. I .understand fhat I am strictly liabre·to the United 
States· for an P.ublic.funds or paymentcertification·; as. appropriat~. under my.c;ontr!'.>!. I h~ve l;\een counseled on m.y pecuniary liab!llty 
applicable to·this,appointrnent:al'.ld have: been given writ,:en operatjng.ins~ctionsi· I ceitjfy .thafmy official·signature is. shown Tn item'16below: . . . . . . . .. .. . . 

14, PRl~TED NAME.:(first, Middle)nit~al, Last) 15. DA;JE ('(WYMMDP) (Not 16; SIGNATURE
earlier than date In Item 12 or 13) i--8-;-0 -1G-,..l-.T,-A_L_.;.______________ 

b, MANUAL 

SECTION lV • APPOINTMENT TERMINATION 

lhe.appointmenfofthe·individu;al n.amed above is 'hereby revoked. 
17, DATE(YYYYMMDD) 118. APPOINTEE INITIAi..$ 

·19..NAMEt)F APPOINTING AUTHORITY 20. TITLE ;z1. APPOINTING AUTHORITY SIGNA:TUR!= 

OD FORM 577, JUL 2014 PREVIOUS EDITION IS OBSOLETE. 
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INSTRUCTlbNS FOR COMPLETING 

APPOJNTI\IIE;NTfTER~tNATION..R,ECORD ~ AUTHORIZED ~IGN_ATURE 

.U.se·this form lo: 

1•.Appoint d·isbursj!")g officers·,and their agen\$,"e.g., deputr disbtjrsing officers, d!sbursfng agents, p·aying agents; cashiers, 
(_mprest flinp cashiers,_.change fund custo.dians, and·collection agents;• ·· · · 

2, 'Appoint-ce"rtifyll)g officers. Certifying officers are those individuals, military or civilian, dei,ignated .to attei,t to·lne ..correctn.ess 
ofs~tEamen~s, f,;1<::ts; acco·unts, i:l.'nd ~mour(ts _app~aririg ~ri·.a voucher for payment 

3. Appoint ~ep;::irtm1antal. qfficials.. Departmenta:I officials /ilre ·th9se· individuals; .r:n1litary or civilian, who are designated in writing 
and are0nototherwlsEfaccouritaple under applicable-law,.who provide source information, ·data or service·on which :a . . 
certifying ·officer relies:when:~rtifying vouch!3rs-as correct"and proper forpayme(lt. 

4. ,t,.ppoint safekeeping custqdians or,a~si$t~rits. Appo_intees totheseposttlons are no~ sul?ject.to pecunfary liability. 

5. C3oyeming glild~flce is :in the l:;)epartmerit ofDefl;Jpse Financial Management R_egulation,· Volume. 5 (Disbursing Polley). 

SECTIONi. 

1. Enter the App_ointee's name ~md i:arik or grade. 

2. Enter the Appointee'.s.10~lgit OoD ldentitica.tlon Number. 

3. Ent.er the Appointee's: title. 

4. - 5._ Enter.the name', complete address (tQ-1ncru~~ e~mail address), _and telephone.number (incJude DSN whef'\ available) 
of the DoD Component or-activity .to. which appointed. · · · 

6. 1v'lark X fn.the appropriate box to.lridicate-.the.duty the appointee·.will perform· (select orily'.onl3).· If appointing a disbursing 
officer or deputy.disl:!Urs_ing 9fficer,.en~er the apprqpnate DS$N in the sp~c~ proYid_ei;:1; · 

7. The appointing _c1-uth_orify identi_fies the types of·pay'1'!en~ affectec;l,..but n~ed only b~ speci~c as. h~ or s),e co_n~iders 
necessary,.an~ may include any other_pertinent, applicable·lnfonnation (e.g._, system involved). 

8. _List all_pub.lication$ the Ap·polntee must review and follow ih order"to adequately-fulfill the requirements of the appointment. 

SECTIOtJ. ]I; 

9. - '.I 2. Enter the appoint\ng authority's n~me,·title,. DaD.. Cornponent/Org~nizatlon location,. a.hd da.te signed,__ 

13; The appolntfng authority mu.$t enter-his Qr her manual Qr d_igitai s!gn!!tt,1re. If signature ts dig~!. cqr11'pieiting ite;n ~2 is not 
required since the digital-signaturii includes the date; enter only· after" com·p1ation of items· 1 · through 11.- as· thls. signature 
will .,,l_ock" those items.. · · 

S_ECTION Ill, 

14.. ~ 16•.The appoint¢e entl:lrs·his. or-her n_ame·-anti digital .(-16_a) 9r-manual (1 E}b). signature, or .Qoth, ~epending on fype(s) of 
signature(s) to.be employed, in the appropriate.spaces. If the signature is manual {16b); complete item 15, but if the: 
signatur~. is .O_N\..Y dlg_ital {16a), tj,mpleting !tern 1~ i1q1ot r:equlred slht:e ;the-d(g(fal°signature includes.the 9ate. !f the 
.appointee.ent!'}rs path manual and digital signatures, the dates in items·15· and 1aa· must match, The date in item 15· 
(Qr 16a ifsigned digitally) cannot.be e~riierthan the·~ate in item 1-2 or 1"3.. The ~ppolntment is elfecti.ve on the date of 
accep~arfoe-by the .-appo,nfee;•.and Is not in force· without his or" her·acknowtei:lgement. · · · 

~'fECTION"fV.. 

C.ompleting th)s_sec{ionterminates the:orJgirial app.ointmen_t. lfp.artial authotity is t9 be re~ained. complete a.new DO Form 577_ 

17~ En~r the. d;~.te .the -~errninatlori :is e~c~ve. Completi9n ofthis 1t~m is not .required .if item. 2f_ls·slgned dlgifally; since the 
electtonlq slgn·ature lrich..ides.. tbe date. · · · · · · · 

18. The appointee initiqls ln the space j:>rovioed acknowledging re~ocatioo .of the appointment. 

19. - 21. The appointing .;::iuthority enters his or hen:1ame; tl!le and·signatur~ (whicl_l may b_e'digital} in the _spaces provld°ed. 

DD FOR~ 577_(J;3ACK),.JUL.2014 
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Rcpt/ 
Expenditure# 

Receipt 

Date 

Transfer 

Date 

UIC 

transferred 

from 

UIC 
transferred 

to Item Descrip./Nomen. Mfr Data 

Category/ Asset 

Type 

Reporting 

Organization 

Custodial 

Organization Model# 

Enclosure (3) 



NETCSTAFFINST 7320.1 
RECEIPT/TRANSFER/DISPOSAL LOG 1 2 AUG 2016 

Stock# Identification or Serial# Barcode # Quantity 

Acquisition 

Date 

Acquisition 

Cost 

Inventory 

System 

Reconciled to 

Inventory System? 

Y/N Discrepancies/Notes 

DPAS 

Primary Level Reviewer (DPAS User) Signature/ Date 

Second Level Reviewer Signature / Date 

Personal Property Manager Signature/ Date 
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