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Real Estate Division
ASSET MANAGEMENT — REAL PROPERTY (ClVIL)
UNDER CONTROL OF U.S. ARMY CORPS OF ENG NEERS

1. PURPOSE: The purpose of this SOP is to provide |ocal
procedures and policies for the accountability of civil real
property under the control of the U S. Arny Corps of Engineers,
Savannah District fromthe initial acquisition to final

di sposition. These procedures include the accountability and
reconciliation between the Corps of Engi neers Financi al
Managenent System (CEFMS) and Real Estate Managenent |nformation
System (REM S) as required by the Chief Financial Oficer’s
(CFO Act of 1990.

2. APPLICABILITY: This SOP applies to all District personnel
involved in the acquisition, construction, managenent and
di sposal (retirenment) of real property.

3. REFERENCES:
a. AR 405-90, 10 May 1985, Disposal of Real Property.

b. AR 420-17, 13 Decenber 1976, Real Property and Resource
Managenent .

c. AR 735-5, 31 January 1998, Policies and Procedures for
Property Accounting.

d. ER 37-2-10, 01 April 1969, Accounting and Reporting
Cvil Wrks Activities.

e. ER 405-1-12, 20 Novenber 1985, Real Property
Accountability, Chapter 16.
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f. Chief Financial Oficer’'s Act of 1990.

g. Menorandum CERM F, 29 Septenber 1997, subject: Revised
Capitalization Guidance for Cvil Wrks Personal Property.

4. RESPONSI BI LI TY: Real Estate Division (RE) nmaintains
accountability for civil real property. The real property
general | edger accounts are naintai ned by Resource Managenent
O fice, Finance & Accounting Branch (RMF).

5. DEFINITIONS: See Appendi x A

6. PROCEDURES:
a. NEW LAND ACQUI SI TI ONS.

(1) New acquisitions refer to | and that has not been
acquired or not placed in service in either CCEM S or CEFMS. |t
does not apply to land acquired while under COEM S that has not
been placed in service in CEFM5. The initiating office should
create an asset work item Prior to creating an asset work item
for land, consult wwth RMF. Asset work itens are created using
CEFMS Screen 2.101 for each acquisition type per civil project
as follows:

(a) Purchase/ Condemation - Use Cassification 1. There
should be nmultiple asset work itens for each different
appropriation used to purchase land (i.e., one for 3122
(Construction Ceneral); a different one for 3123 (Operation &
Mai nt enance); a different one for 4902 (Revol ving Fund), etc.).

(b) Found On Wrks - Use C assification 4.
(c) Transferred In — Use C assification 5.
(d) Donations — Use Classification 7.

(2) Al of the above work itens should have a Property
Category Code of “00” for Land. |If the Project is a Milti-
pur pose Power Project, an asset work itemw th a Property
Category Code of “IT” for intangi ble should be setup to all ow
anortization of certain associated | and expenses. The exact
type of expenses allowed to be anortized is contained in
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ER 37-2-10, Chapter 31, Appendix AL The IT work itemw || be
used for certain expenses such as relocation costs, supervision
and adm nistration, etc., until new policy/guidance is issued

f r om HQUSACE.

(3) A corresponding “Parent” tract record should be
created in REM S for each asset work item created above. Upon
creation in REMS, a new Property ID Code wll be generated and
the parent tract will be placed in the shared PROPERTY table in
the corporate REM S/ CEFMS dat abase. Suggested nanes for the
parent tracts:

(a) PURCHASE - For all purchases and condemations. Use
PURCHASE al ong with the appropriation synbol of the funds used
to acquire the property. Values are 3122, 3123 and 4902.
Exanpl e: PURCHASE-3122.

(b) DONATION — For all donated tracts.

(c) TRANSFER - For all transferred in tracts.
(d) FOUND-WORKS — For all found on work tracts.
(e) ADMN — For all IT Admnistrative tracts.

(4) The RPAO W Il continue to enter individual tracts in
REM S to record the actual |and acquired for tracking purposes.
However, each new tract nunber (as assigned by RE personnel)
shoul d be linked to one of the above parent tracts. This wll
provide the |link necessary to show appropriation and acqui sition
met hod for each individual tract.

(5) These new property ID codes will be the only real
property land records placed in service within CEFMS. The new
property I D code should be placed in service as soon as the
first tract acquired by that particular nmethod has been
officially procured. To ensure proper costing of property, the
current Asset Managenent Work Breakdown Structure (VWBS) nust be
strictly adhered to. Any costs incurred after the land is
initially placed in service wll be charged agai nst the asset
work itemor one of its children
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(6) This process wll allow admnistrative type expenses
to be charged at a quasi-project level for land. For exanple,
if a single survey or appraisal covering five separate tracts is
conpl eted, the entire anount may be charged to the appropriate
asset work itemfor the associated nmethod of acquisition
(reference paragraph 6.a. (1) above). As costs continue to be
incurred in CEFM5S agai nst one of the above asset work itens, the
costs will be rolled up each night to increase the total actua
cost for the land (i.e., each property |ID code).

(7) The responsible element (OP/PDYEN) wi Il prepare ENG
Form 3013 to show appropriate |land information and forward to
RVMF and the RPAO. This formw Il be used by RMF to transfer
the property to PIS.

b. CONSTRUCTI ON OF | MPROVEMENTS (BU LDI NGS, STRUCTURES, AND
FACI LI TI ES) OR REHABI LI TATI ON.

(1) The project manager in charge of the construction or
rehabilitation work or the designated person nmust create an
asset work itemin CEFMS using Screen 2.101 under the CEFMS
Managenment Menu for each building, structure or facility to be
constructed. The asset work itemnust be linked to the project
parent work item

(2) The Project Manager or the designated person wll
prepare ENG Form 3013 for buildings, structures, and facilities
built by contract or by Governnent enpl oyees. The ENG Form 3013
must be in the level of detail necessary to identify individual
real property assets in accordance with ER 37-2-10 and ot her
gui dance and route to RMF and the RPAO. A conpl ete description
of the asset nust be included on ENG Form 3013. The ENG Form
3013 provided to RMF wll serve as the basis for transferring
the building, structure or facility to PIS. The RPAO wil |l
create the asset in REM S and provide the property ID code to
RMF to transfer the asset to PIS.

(3) RMF will nmonitor the CIP accounts for conpleted
itens to be forwarded to the PIS account and follow up with the
Proj ect Manager or designated person as necessary.
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c. CHANNELS AND HARBORS. Expense and do not capitalize
construction, engineering and design (E&D) and supervision and
admnistration (S& ) costs and related costs associated with
excavation/ dredgi ng of channels in existing waterways,;
excavation/dredgi ng of navigation ports and harbors; renoval of
trees, brush, accunul ated snags drift debris, water hyacinths
and ot her aquatic/vegetable growhs from canals, channels,
har bors, ports, and other existing waterways (rivers, streans,
tributaries, etc.). However, if there are existing structures
(jetties, seawalls, |levees, riverbank erosion mats, etc.), in
t he wat erway/ channel and they are extended or nodified then the
cost will be capitalized as additions or betternents. Any new
structures constructed in a waterway/channel wll be
capitali zed.

d. ADDI TI ONS/ BETTERMENTS (A/B). If an inprovenent
(building, structure, facility, etc.) is an A/IB, the Project
Manager or designated person will prepare an ENG Form 3013 and

create an A/B work item classification ‘2°. CEFMS will require
that you identify the property ID code of the asset for which
the AAB work is being done. It wll also default the parent

work itemof the A/B work itemto the asset acquisition work
itemassociated with the asset. The ENG Form 3013 shoul d be
forwarded to RMF and the RPAO within 15 days of conpletion or
substantial conpletion of the inprovenent to place the AAB in
service. CEFMS will capitalize the A/B cost by adding the A/B
cost to the book cost of the asset. After placing the asset in
service, RMF should forward a copy of the ENG Form 3013 to the
RPAO to update REM S.

e. DI SPOSAL.

(1) Land. Prior to disposal of land, the Project
Manager or designated person should submt a nenorandum
requesting approval to dispose of land to RE. Upon finalization
of disposal, the RPAOw Il update REM S and provide
docunentation to RMF and RE-PR to update CEFMS and appropriate
RE records. A disposal work itemnust be created by RMF for
asset disposals to capture expenses linked to the asset.

(2) Inprovenment. Prior to renoval or destruction of any
i nprovenents, the Project Manager should submt a nmenorandum
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requesti ng approval to dispose of a real property inprovenent to
RE. This menorandum nust include justification for the proposed
di sposal action and a statenent concerning National Hi storic
Preservation Act requirenents and environnmental considerations
(asbestos, lead paint, etc.). The RPAOw || prepare a Finding
of Fact and forward to the appropriate office for approval.

Upon approval of the disposal, the RPAOw || update REM S when
the asset is disposed and forward CESAS Form 1302, Real Property
Fi nanci al Adj ustnment Voucher, to RMF to renove the asset from
PIS and to record appropriate di sposal transactions.

f. DONATI ONS/ TRANSFERS. The Project Manager or designated
person should submt CESAS Form 1302 to record donati ons and
transfers to REERMw thin 15 days of receipt of donated/
transferred property. Al donated real property wll be
recorded at the estimated fair nmarket value at the tinme it is
acquired. Transfers wll be recorded at the book cost of the
transferring activity along with any accunul at ed depreci ati on.
The RPAOwi |l create the asset in REMS and within 15 days
forward CESAS Form 1302 to RMF to create a donated asset work
item and place asset in service within 15 days of receipt of the
form

g. FOUND ON WORKS. The RPAO W Il pronptly submt CESAS
FORM 1302 to RMF to record found on work assets.

h. [INPUT INTOREMS. Wthin 15 days of receipt of
notification, the RPAOw || ensure that the appropriate REM S
records exist for |and acquisitions and inprovenents. The RPAO
wll furnish the REM S generated property ID code to the Project
Manager and to RMF.

i. PLACI NG ASSETS I NTO SERVICE. Wthin 15 days of receipt
of the final ENG Form 3013 and REM S property I D code, RMF w ||
pl ace the real property iteminto PIS in CEFMS.

7. RECONCI LI ATION OF REAL PROPERTY: It is the responsibility
of RMF and RE to maintain financial accountability over real
property transactions. Both offices share the responsibility of
reconciling records.
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a. The reconciliation of real property will be conpleted by
mont h end February and August of each year.

b. The RPAOw Il review REM S reports to verify no variance
in REM S and CEFMS costs. The reports will be forwarded to RMF
tw ce a year by 1 February and 1 August to conplete the
reconciliation. The follow ng reports should be reviewed in
addition to any other reports that may becone available in the
future relating to the reconciliation process:

(1) Real Property Reconciliation Report (Placed In
Service) — RECI NSV.

(2) Real Property Reconciliation Report (Not Placed In
Service) — RECNI NSV.

(3) Real Property Reconciliation Report (Project Sunmary
— Placed in Service) — SUM NSV.

(4) Real Property Exception Report (Property in CEFNMS
Not in REM S) — REM SEXC.

C. RM F shoul d verify reconciliation of the general |edger
and subsidiary | edger using the General Ledger to Asset Cost
Tabl e Reconciliation (RECONAST) Report and notify the RPAO of
the results of the reconciliation.

8. WORK ORDER/ COVPLETI ON REPORT, ENG FORM 3013:

a. Initial ENG Form 3013. An ENG Form 3013 nust be
i mredi ately conpl eted upon the creation of a CEFMS asset work
itemand forwarded to RMF and the RPAO by the project nmanager
or the initiating office. The initial 3013 nmust contain the
foll ow ng information:

(1) Name of initiating organization.

(2) CEFMS asset work item nunber. State if action is
for a new acquisition or addition/betternent.

(3) Name, phone nunber, and signature of the point of
cont act .
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(4) Project nanme. |If the itemis an inprovenent, the
specific | ocation nust be shown (i.e., Hartwell Project, Twin
Lakes, Pickens County, South Carolina).

(5) Inprovenents nust have a detail ed description (i.e.,
type of materials, dinensions, usage).

(6) Additions/betternents must include the property ID
code and the account nunber of the existing property item

(7) Land nust include the classification and
appropriation.

(8) Estimated cost of acquisition or construction. Al
costs related to the acquisition or construction of an item of
real property, including | abor and travel nust be captured in
REM S and CEFMS. These costs include E&, S&A, and incidental
costs (appraisals, surveys, title evidence, closing costs,
etc.).

(9) Estimated start date and estinmated conpl etion date.

b. InterimENG Form 3013. Upon acqui sition or physical
conpl etion or physical conpletion of a functional portion of a
real property construction project, the Project Manager wl |l
forward the interimENG Form 3013 which contains the cost as of
date to RMF and the RPAO within 15 days. The interimENG Form
3013 will contain the sanme information required on the initial
ENG Form 3013 and shoul d be signed by the chief of the
initiating office or a designed enployee. RMF wll transfer
the asset to PIS and notify the RPAQO

c. Final ENG Form 3013. A final ENG Form 3013 w || be
conpl eted after all project construction is physically conplete,
financially conplete and the final accounting close-out conplete
for cost-shared projects. The final ENG Form 3013 w Il be
provided to RMF and the RPAO within 15 days of final project
conpl eti on.

9. I NVENTORY OF REAL PROPERTY: RE will conduct an on-site
inventory of real property by HRH on a 3-year cycli cal
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basis. During the intervening years, a responsible enpl oyee
at each project wll perform annual reviews of the inventory
list, update accordingly, and sign to certify accuracy.

3 Appendi xes JOSEPH K. SCHM TT
Appendi x A - CA.L, EN

| ndex of Definitions Conmmandi ng
Appendi x B -

| ndex of Acronyns
Appendi x C -

CESAS Form 1302

DI STRI BUTI ON:
RE

RE- R

RE- RM

RE- RP

RE- P

RE- PC

RM

RM F

RM FR

RM FM

oP

OP-R

OP-H

OoP-T

OoP-M

OP- SR

OP- SSDY Sego
OP- N/ Maci ej ewski
| M

| M | E/ Hook

| M PR

CD- RR/ Li st
PM

PM C/ Lynch
PM C/ Parrott
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APPENDI X A
| NDEX OF DEFI NI TI ONS

Accountability. Accountability is the obligation of a
desi gnated person to keep an accurate record of real property.

Acqui sition Cost. Acquisition cost includes anobunts paid to the
prior owner, vendor, additional expenditures to place the
property in service (such as recording fees, supervision and
adm ni stration, engineering and design, interest during
construction, |abor, transportation, etc.), construction costs
and the book or fair market value of property acquired by
transfer, trade-in, found on works or donation. Assets are
recorded at the acquisition cost.

Addition. An addition is the addition to project facilities,
(i.e., buildings, structures, etc.), that previously did not
exist. Additions will be capitalized regardl ess of estimted
useful life or dollar anount.

Asset. An asset is any item of econom c val ue owned by a
Governnmental unit. The item may be physical in nature
(tangible) or a right to owmership (intangible) that is
expressed in terns of cost or sone other value. All assets wll
be created in REM S

Betterment. A betternent is a change to an existing asset which
results in an increase of efficiency, durability, or capacity of
the property item Betternments will be capitalized regardl ess
of estimated useful life or dollar anount.

Capital Inprovenent. A capital inprovenent is any

addi tion/ betternment, renovation, rehabilitation or upgrade
adding to an asset sonething that was not there before or

repl aces part of an asset, which when added, extends the usable
life of the asset, enlarging or inproving its capacity.

| mprovenents will be capitalized regardl ess of estimated useful
life or dollar anount.

Capitalization. Capitalization is the process of adding capital
expenditures to the PIS accounts (capital assets). Al real

A-1
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property is capitalized at the total acquisition cost. Any real
property that has an inherent life of 2 or nore years wll be
capitalized regardl ess of nonetary val ue.

Construction-In-Progress. CIP is an asset in the process of
bei ng constructed or inproved.

Plant-In-Service (PIS). PISis plant, property, or equi pnent
that is now operational and accountable by Property Book O ficer
as an asset.

Real Property. Real property consists of |and and capital

i nprovenents to land. It includes, but is not limted to, |and;
| esser interests in |land; buildings, other than portable;
structures; roads; railways; and permanent utility systens.

Real Property Accountable Oficer (RPAO). The RPAOis the
i ndi vidual fromRE, designated in witing by the D strict
Commander, who is responsible for maintaining records of real

property.

Real Property Reconciliation. Real property reconciliation is
the review of the REM S real property records to ensure the cost
of inventory itens are reconcil ed against the capitalized

proj ect costs captured in the CEFMS accounting system gener al

| edger financial records.

Repl acenent. Replacenent is the replacenent of a conplete,

total existing retirement unit. The replacenent unit may or may
not increase the service life, efficiency, capacity, or
durability. Replacements will be capitalized regardl ess of
estimated useful life or dollar anount.

Responsi bl e Enpl oyee. The responsi ble enployee is the specific
person in charge of the office or activity, officially
designated, with the basic obligation for the property use,
care, custody, and safekeeping of real property. The
responsi bl e enpl oyee is further defined as the Hand Recei pt

Hol der (HRH) for the real property.
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APPENDI X B
| NDEX OF ACRONYMS

A B Addi tion & Betternent
AR Arny Regul ation
CEFMS Cor ps of Engi neers Financial Managenment System
CFO Chi ef Financial Oficer
ClP Construction In Progress
COEM S Cor ps of Engi neers Managenent | nformation System
E&D Engi neeri ng and Desi gn
ER Engi neer Regul ati on
HRH Hand Recei pt Hol der
| T | nt angi bl e
Pl S Plant in Service
RE Real Estate Division

RECI NSV Real Property Reconciliation Report (Placed In
Servi ce)

RECNI NSV  Real Property Reconciliation Report (Not Placed
In Service

RECONAST Ceneral Ledger to Asset Cost Table
Reconcil i ati on Report

REM S Real Estate Managenent |nformation System
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REM SEXC

RE- PR

RM F

RPAO
S&A
SOP

SUM NSV

V\BS

Real Property Exception Report (Property in
CEFMS Not in REM S - REM SEXC

Real Estate Division, Planning & Control Branch,
Control & Reports Section

Resource Managenent O fice, Finance and
Accounting Branch

Real Property Accountable Oficer
Supervi sion and Adm ni stration
St andard Operating Procedures

Real Property Reconciliation Report (Project
Summary — Placed in Service) - SUM NSV

Wor k Breakdown Structure



REAL PROPERTY FINANCIAL ADJUSTMENT VOUCHER

VOUCHER #

ADJUSTMENT IDENTIFICATION

DISTRICT LOCATION (Include Project): RESPONSIBLE EMPLOYEE & OFFICE:
. Charleston

Savannah

Wilmington

REAL PROPERTY INVENTORY DATA
PROJECT / CURRENT DEBIT CREDIT ADJUSTED REASON / REMARKS
PROPERTY ID ACCT # OR TRACT # AMOUNT (+) (-) AMOUNT (New Property ID No., if applicable)
TOTALS

JUSTIFICATION

APPROVAL AND ACCOUNTABILITY

JUSTIFICATION FOR ADJUSTMENT:

(Signature of Responsible or Accountable Employee)

(Date)

(Phone #)

| certify that the above adjustments were made to the records in REMIS
and a copy of this document has been forwarded to the appropriate F&A
Office for any necessary adjustments in CEFMS.

(Records Updated)

(Real Property Accountable Officer or Real Estate Auditor)

(Date forwarded to F&A)

CESAS FORM 1302
Apr 99




