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MANAGEMENT OF GOVERNMENT PROPERTY -


REPORTS OF SURVEY FOR AIR FORCE PROPERTY





______________________________________________________________________________


This instruction implements AFR 68-1, Reports of Survey for Air Force Property (Presently in the process of being converted to AF Manual 23-220); and AFR 20-14, Management of Government Property in the Possession of the Air Force. This instruction explains the actions to be taken by Rome Laboratory (RL) personnel when Government property is lost, damaged, or destroyed. 





SUMMARY OF CHANGES: 





This instruction supersedes RLI 23-202, 2 Mar 95, and extends responsibilities to the RL Commander and Laboratory personnel when Government property is lost, damaged, or destroyed. 





1. Responsibilities: 





1.1.  The RL Commander is the approving authority for Rome Laboratory. 





1.1.1.  The RL Commander appoints an investigating officer for Reports of Survey or Statement of Charges/Cash Collection Voucher. The investigating official must be a WG-9, WL-5, WS-1, or an officer or NCO E-7 or above, or a civilian GS-7 or above. The individual selected must not be the person responsible for the item. The purpose here is to determine and document the pertinent facts and circumstances surrounding the loss, damage, or destruction.





1.1.2.  The RL Commander designates each director and staff office chief as the initial point of contact to report government property which becomes lost, damaged, or destroyed. For purposes of this instruction, this person is also designated the responsible officer. Para 2.2, this instruction, further delineates the duties of this individual. 





1.2.  Property custodians are responsible for safeguarding Air Force property under their control and immediately reporting all lost, damaged, or destroyed property to their directors or staff chiefs. 
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1.1.3.	The RL Commander designates RL/FM as the Report of Survey (ROS) Administrator and to


act as the Rome Laboratory focal point. 





2. Procedures: 





2.1. If a property custodian discovers that government property is lost, damaged, or destroyed: 





2.1.1.  Report the suspected loss to the director or staff office chief. 





2.1.2.  Next, report the circumstances to either: 





RL/LGSE - LMCA, Equipment Control Section -( equipment items) 


RL/SC- data processing (ADPE) items 


RL/LGT - motor vehicles 


RL/CE- - buildings (real property) 





2.1.3.  Report the loss to the RL Security Office, X2916. 





2.1.4.  Advertise loss in the RL Staff Bulletin and EMAIL. 





2.1.5.  Conduct a thorough search of the directorate to attempt to locate the missing item(s). 





NOTE:  Under no circumstance should there be a delay until the annual inventory or for any other reason. 





2.2.  The director or staff office chief: 





2.2.1.  Upon receiving notification of loss, damage or destruction of property, reports the loss to RL/FM who, in turn, prepares a memo for RL/CC requesting the appointment of an investigating official. 





2.2.2.  When notified by the investigating official that the Report of Survey cannot be completed and sent to RL/FMD within 15 days, furnishes in writing the reason for the delay and a new estimated date. The letter is sent to RL/FMD with a copy to the applicable monitoring office. 





2.2.3.  Reviews the completed Report of Survey and completes and signs Block 12 of DD Form 200, Financial Liability Investigation of Property Loss. 





2.3.  The investigating official: 





2.3.1.  Contacts RL/FMD and is issued a report of survey control number as well as additional guidance, direction and instruction on report preparation. Completes and sends the Report of Survey to RL/FMD within 15 calendar days of the loss. 





2.3.2.  Obtains description of the item including stock number, model, serial number, nomenclature, price, applicable account number, and AMCS label number. 


�
2.3.3.  Gathers applicable facts concerning the item in question including statements from the


subcustodian and other persons having knowledge of the incident, including persons who might have had the property on loan when the loss or damage occurred. 





2.3.4.  Prepares the DD Form 200 (original and three copies), per AFMAN 23-220, and sends it to the appropriate accountable officer for further action. NOTE: When liability is admitted and the dollar value is less than $500, the individual responsible for the loss, damage, or destruction may offer voluntary acceptance of liability. In this case, he or she prepares a DD Form 362, Statement of Charges for Government Property Lost, Damaged, or Destroyed, or a DD Form 1131, Cash Collection Voucher, per AFMAN 23-220. 





2.3.5.  Ensures that if the Report of Survey cannot be completed within the 15-day time limit, the


director is notified of the reason for the delay and the estimated date the report will be initiated. The director must report these facts as directed in paragraph 2.2.2. above and send a copy of the letter to the applicable office. 





2.3.6.  Ensures that if the individual accepts responsibility for liability, he or she must hand carry the DD Form 362 or DD Form 1131 to RL/FMD. 





2.3.7.  In cases where an individual liability is recommended to be lower than the property value, the investigating officer and/or the responsible officer should explain this recommendation in the Report of Survey per AFMAN 23-220, paragraph 2-8. 





2.3.8.  Advises the ROS administrator when the person responsible for the lost or damaged property is scheduled for separation or transfer. 





2.4. RL/FMD: 





2.4.1.  Maintains a Report of Survey log and issues control numbers to all Report of Survey investigating officials. 





2.4.2.  Conducts training in the proper conduct of the investigation and completion of the DD 200. 





2.4.3.  Checks all completed Reports of Survey for accuracy, completeness, logic and recommendations. 





2.4.4.  Sends the Report of Survey to RL/JA when legal review is warranted by ROS inconsistencies or as required by the approving/appointing authority. 





2.4.5.  Forwards Reports of Survey to the appointing/approving official for approval. 





2.4.6.  Receives all voluntary payment documents for quality control examination and assignment of a Report of Survey number before they are processed for collection. 





2.4.7.  Files the original completed , signed, and approved copy of the DD Form 200 in the FMD


office and sends the other two copies to the appropriate accountable officer and responsible officer respectively. 





2.5.  Approving Authority. The approving authority for all Rome Laboratory Reports of Survey is delegated to the Comptroller/Deputy Comptroller, and: 





2.5.1.  Initiates collection or refund action when required. 





2.5.2.  May disapprove the recommendation of the investigating official. The adequacy of the investigation should be discussed with legal officials prior to disapproval. 





2.5.3.  May appoint a financial liability officer if circumstances warrant . (The responsibilities and duties of the financial liability officer are outlined in Chapter 10, AFMAN 23-220.) 





2.6. Voluntary Payments. 





2.6.1.  When a voluntary payment for lost or damaged Air Force property is indicated, that fact is made known to the Rome Laboratory ROS Administrator who assigns an ROS control number.


The supporting documentation (DD Form 362 or DD Form 1131), when completed, is brought to


the ROS Administrator for a quality control check and collection. The forms must reflect the actual cost of repairs for vehicle damage cases, the fair market value (price a willing buyer would pay a seller), or a depreciated (adjusted) replacement cost for lost or damaged property, per AF Man 23-220, Chapter 11. 





2.6.2.  Upon receipt of voluntary payment, the ROS administrator annotates the log, ensures the


correct address is on the check, and mails the check and DD Form 1131 to DFAS-DY/FDT who is responsible for collection and processing. One copy of the DD Form 1131 is retained on file and one copy is provided to the member for clearance purposes. The ROS Administrator provides the necessary follow up to make sure the check is received by DFAS. In the case of the DD 362, the original copy is mailed to DFAS-DY/FDT and one copy is retained on file. 
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