Federal Property Management Regulations

(1) For essential requirements arising
from quantitative increases in onboard
employment which constitute the total
requirement of any agency or major
component thereof (e.g. bureau, serv-
ice, office).

(2) For essential requirements arising
from a need not related to onboard em-
ployment increases but which are de-
termined necessary to avoid impair-
ment of program efficiency.

(b) Each agency shall restrict re-
placement of furniture or office ma-
chines either to usable excess, rehabili-
tated, or the least expensive new lines
available which will meet the require-
ment under the following cir-
cumstances, authority for which will
meet the requirement under the fol-
lowing circumstances, authority for
which shall be fully documented in the
agency file:

(1) Where the agency determines that
the item is not economically repair-
able.

(2) Where reductions in office space
occupancy are accomplished through
use of more convenient or smaller size
furniture and the space economies thus
achieved offset the cost of the fur-
niture to be acquired.

[30 FR 5479, Apr. 16, 1965, as amended at 42
FR 1031, Jan. 5, 1977]

§101-25.104-1 Redistribution,
or rehabilitation.

Prior to the purchase of new office
furniture and office machines, agencies
shall fulfill needs insofar as practicable
through redistribution, repair, or reha-
bilitation of already owned furniture
and office machines. In furtherance of
the use of rehabilitated furniture and
office machines, agencies shall review
inventories on a continuing basis to as-
certain those items which can be eco-
nomically rehabilitated and institute
programs for their orderly repair and
rehabilitation. All such items which
are not required for immediate needs
shall be reported as excess.

[42 FR 1031, Jan. 5, 1977]
§101-25.105 [Reserved]

§101-25.106 Servicing of office ma-
chines.

(a) The determination as to whether
office machines are to be serviced by

repair,
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use of annual maintenance contracts or
per-call arrangements shall be made in
each case after comparison of the rel-
ative cost affecting specific types of
equipment in a particular location and
consideration of the factors set forth in
paragraph (b) of this section.

(b) Prior to making the determina-
tion required by paragraph (a) of this
section, consideration shall be given
to:

(1) Standard of performance required;

(2) Degree of reliability needed,;

(3) Environmental factors; i.e., dusty
surroundings or other unfavorable con-
ditions;

(4) Proximity to available repair fa-
cilities;

(5) Past experience with service facil-
ity; i.e., reputation, performance
record, quality of work, etc.;

(6) Daily use (heavy or light) and op-
erator’s care of machine;

(7) Age and performance record of
machine;

(8) Machine inventory in relation to
operating needs; i.e., availability of re-
serve machine in case of breakdown;

(9) Number of machines; including
overall frequency of repairs required;

(10) Security restrictions, if any; and

(11) Other pertinent factors.

[31 FR 14260, Nov. 4, 1966]

§101-25.107 Guidelines for requisi-
tioning and proper wuse of
consumable or low cost items.

Consumable and low value items in
inventory (cupboard stocks are not
considered inventory) are subject to ac-
counting and inventory record controls
in accordance with applicable provi-
sions of law and the principles and
standards prescribed by the General
Accounting Office, 2 GAO 12.5. Nor-
mally, however, the systems of control
for such property cease at the time of
issuance from a warehouse or store-
room to the consumer.

(a) The guidelines set forth in this
§101-25.107 are considered minimum to
assure proper use of consumable or low
cost items by individuals, subsequent
to issue from accountable records and
termination of formal accountability.
Consumable items, for the purpose of
this section, are considered to include
those items actually consumed in use
(e.g., pads and pencils) and those items



§101-25.108

required in performance of duties but
for which, primarily by reason of the
low value involved, no formal account-
ability is maintained after issue, and
are generally referred to as ‘“‘expend-
able.”

(b) Approval of requisitions for re-
plenishment of cupboard storeroom
stocks should be restricted to officials
at a responsible supervisory level to
ensure that supply requirements are
justified on the basis of essentiality
and quantity. Where requisitions are
not required, such as in obtaining
items from GSA customer supply cen-
ters, informal ‘‘shopping lists’” should
be approved at the same level.

(c) Adequate safeguards and controls
should be established to assure that
issues of expendable supplies are made
for official use only. In appropriate sit-
uations, this will include identification
of individuals to whom expendable sup-
plies have been issued. Experience has
indicated, also, that certain items of
expendables should not be displayed ei-
ther at seasonal periods of the year or
on a permanent basis.

(d) The items listed below have from
experience proven to be personally at-
tractive and particularly susceptible to
being used for other than official du-
ties. Agencies should give special at-
tention to these and any other
consumable or low cost items when
issues are excessive when compared
with normal program needs.

Attache cases, Ball point pens and refills,
Brief cases, Binders, Carbon paper, Dic-
tionaries, Felt tip markers, Felt tip pens
and refills, File folders, Letterex, Letter
openers, Pads (paper), Paper clips, Pencils,
Pencil sharpeners, Portfolios (leather,
plastic, and writing pads), Rubber bands,
Rulers, Scissors, Spray paint and lacquer,
Staplers, Staples, Staple removers, Tape
dispensers, Transparent tape, Typewriter
ribbons.

[32 FR 4413, Mar. 23, 1967, as amended at 42
FR 1031, Jan. 5, 1977; 51 FR 13498, Apr. 21,
1986]

§101-25.108 Multiyear
for publications.

Subscriptions for periodicals, news-
papers, and other publications for
which it is known in advance that a
continuing requirement exists should
be for multiple years rather than for a
single year where such method is ad-

subscriptions
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vantageous for the purpose of economy
or otherwise. Where various bureaus or
offices in the same agency are sub-
scribing to the same publication, con-
sideration shall be given to consoli-
dating these requirements, to the ex-
tent practical, on an agency-wide basis
and on a multiyear basis. Payment
covering issues to be delivered during
the entire subscription period may be
made in advance from currently avail-
able appropriations (31 U.S.C. 530a).

[33 FR 17140, Nov. 19, 1968]

§101-25.109 Laboratory and research
equipment.

(a) This section prescribes controls
for use by Federal agencies in man-
aging laboratory and research equip-
ment in Federal laboratories. Agencies
may establish such additional controls
as are appropriate to increase the use
of already-owned equipment instead of
procuring similar equipment.

(b) The term Federal laboratory, as
used in this section, means any labora-
tory or laboratory facility in any Gov-
ernment-owned or -leased building
which is equipped and/or used for sci-
entific research, testing, or analysis,
except clinical laboratories operating
in direct support of Federal health care
programs. To the extent practicable,
agencies should observe the provisions
of this section with regard to commer-
cial laboratories and laboratory facili-
ties which operate under contract with
the Government and use Government-
furnished equipment.

[43 FR 29004, July 5, 1978]

§101-25.109-1 Identification
equipment.

(a) The provisions of this §101-25.109-
1 apply to all Federal laboratories re-
gardless of size.

(b) Inspection tours of Federal lab-
oratories shall be conducted on a
scheduled basis, annually, if feasible,
but no less than every 2 years, for the
purpose of identifying idle and
unneeded laboratory and research
equipment. Following each tour, a re-
port of findings shall be prepared by
the inspection team and, as determined
by the agency head or his designee,

of idle



