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Equipment Management


	References:
* DODINST 5000.64
* SECNAVINST 7320.10A - DON Personal Property Policies and   

   Procedures                                     

* NAVMED P-5132 - Equipment Management Manual 
* BUMED FIP SOP
* Current FY Logistics Guidance
	Command POC:


	Standard
	Yes
	No
	Comments/Notes

	Existence and Completeness 


	Methodology:                                                                                                                                                                                   1. Prior to the visit, contact the Head of Equipment and Technology Management at the Naval Medical Logistics Command and acquire the latest Key Performance Indicators metrics on command’s Equipment Management program.                                                                

2.  Onsite, acquire the latest completed MICP-EM and validate the results.  The equipment list used in this MICP can be used as the equipment list for this checklist.  


	Verify Acquisition Control Points


	How many items had incorrect locations?
Note: Take note of the location where you found the equipment and compare it to the location recorded in DMLSS.
	
	
	

	How many items do NOT have procurement documents on file? (Purchase Order, Contract, DD Form 1149, or Similar Asset/Fair Market Value worksheet (prior to FY15) will suffice the procurement documentation requirement)
	
	
	

	For how many items did the acquisition cost not match the receipt documents on file? (DD Form 250 is required for all receipts)
	
	
	

	How many items requiring a UID did not have had a UID label affixed?
Note: Check the “Approval/Acquisition” Tab of the Equipment Record Detail to determine if the item requires a UID barcode.  Items requiring UID must have the physical barcode label affixed.  
	
	
	

	How many equipment had incorrect nomenclature, make, model, or serial number?
	
	
	

	Did any of the findings differ from those reported in the MICP?  If so, what were the differences?


	
	
	

	Are information technology (IT) servers recorded in DMLSS?  
For example:

(1) Active Directory Servers

(2) Picture Archiving and Communication System 

     (PACS)
(3) Health Information Servers (CHCS/AHLTA)
	
	
	

	Are equipment items storing Personally Identifiable Information (PII), or Protected Health Information (PHI), recorded in DMLSS regardless of cost?  
For example:
(1) Smartphones (Blackberries)
(2) PACS computers
	
	
	

	Verify Physical Inventory Control Point



	Are annual/periodic physical inventory documentation folders maintained?  

	
	
	

	Verify Disposition Control Points



	Have sites run the following reports from DMLSS?  

Signed, printed copy is not necessary but site must know the purpose of the reports.  See Notes.

	Equipment Transfer Report?
Note: This report can be used to validate if equipment is properly transferred.
	
	
	

	Equipment Gain and Loss Report?
Note: This report can be used to validate if equipment is properly gained or transferred as intended.
	
	
	

	Reported Excess Equipment Report?
Note: This report can be used to validate if equipment reutilization program is in effect.
	
	
	

	Verify Financial Control Points



	Have sites run the following reports from DMLSS?  

Signed, printed copy is not necessary but site must know the purpose of the reports.  See Notes.

	Monthly Capital Asset Balance Report?
Note: This report will show the capital equipment gain, transfer and disposal activities.  Previous month's transaction will reflect on this report. Ask for a printed, signed copy.
	
	
	

	Monthly Capital Depreciation Report?
Note: This report will show if depreciation is activated on all capital equipment.  Capital equipment gained during the previous 2 months should be reflected on this report.  Ask for a printed, signed copy.
	
	
	

	Other Key Supporting Documents



	Is there a designated Personal Property Manager (PPM)?
	
	
	

	Is the delegation letter signed by the Commanding Officer?


	
	
	

	Do the PPM personnel have the appropriate PPM training?

	
	
	

	What specific training have PPM personnel taken?

	
	
	

	Are the delegation letters for Responsible Officers (RO) on file?

	
	
	

	Based on a review of training records, what percentage of EM staff have been trained IAW SECNAVINST 7320.10a within 30 days after reporting?


	
	
	

	After comparing the latest equipment gained in DMLSS-EM with the receipt date on the DD Form 250, were all tested equipment assets entered into DMLSS and bar-coded within 7 calendar days of receipt?


	
	
	

	Is the government furnished equipment (GFE) clause, FAR 52.245-1, and the GFE list included in the non-personal services contract?


	
	
	

	Are all GFE assigned to contractors by name AND with a return date NLT 15 days prior to the end of the contract in the DMLSS-EM loan module?
Note: GFE must be loaned to the individual contractors by name but they are not required to sign the form.
	
	
	

	Under the transaction history, perform a search for loss transaction reason “Financial Liability Investigation.” Are signed DD200's on file for all these items?


	
	
	

	Internal Controls

	Equipment Program Review Committee (EPRC)

	Is there an EPRC?
	
	
	

	Does the EPRC meet at least twice a year?
	
	
	

	Is there documentation of meetings?


	
	
	

	Is there a prioritized listing of OP equipment needs?


	
	
	

	Does OP equipment needs list project requirements out through at least five years?


	
	
	

	Is there a prioritized listing of O&M equipment needs?


	
	
	

	Does O&M equipment needs list project requirements out through at least five years?


	
	
	

	Other Items

	Is leased equipment used in the facility?


	
	
	

	Is Cost Benefit Analysis performed to determine whether to buy or lease equipment?


	
	
	

	Is there a lease determination worksheet on file for leased equipment?


	
	
	

	Is leased equipment meeting the accountability criteria recorded in DMLSS? 


	
	
	

	Is there an emergency management plan for resource sharing  IAW CAMH EM 02.02.03?


	
	
	

	Is patient health information (e.g. name, SSN, medical/treatment information) removed from ADP and medical equipment memory before disposal?  
Note: A DLIS Form 2500 should be affixed to the equipment and the notes field of the equipment record should indicate as such.   
	
	
	

	Are all unable to locate (UTL) medical equipment reported to the Safety Committee?  


	
	
	

	Are UTL reports documented in meeting minutes?


	
	
	

	Are EM and responsible departments documenting actions taken to locate UTL equipment?
Can they provide documentation of the process like contact sheet between EM, BIOMED and Custodian?
	
	
	

	Additional Comments:
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