
PROPERTY CUSTODI AN APPOI NTMENT LETTER 
 

( Revised 0 3 / 2 0 16  –  Previous versions are obsolete and w ill not be accepted.)  
 

 

 
CUSTODI AL AREA: OFFI CE NAME:  

 
 

NAME: _  BLDG.: STATI ON:  

 
 

PHONE NUMBER: TI TLE: MAI L CODE:     

 

PROPERTY CUSTODI AN’S SUPERVI SOR ( APPOI NTMENT AUTHORI TY) : 

 

I  AFFI RM THE CRI TI CAL ELEMENT HAS BEEN PREPARED AND ADDED TO THE PERFORMANCE 

PLAN. 
 

 

 

( PRI NT FI RST &  LAST NAME)      ( SI GNATURE)                             ( DATE)  

 

PROPERTY ACCOUNTABI LI TY OFFI CER: 

 

 

 

( PRI NT FI RST &  LAST NAME)              ( SI GNATURE)                   ( DATE)           

 

PROPERTY MANAGER: 

 

 

 

( PRI NT FI RST &  LAST NAME)              ( SI GNATURE)                   ( DATE)  

 

PROPERTY CUSTODI AN ( APPOI NTEE) : 

 

THI S CERTI FI ES THAT I , THE UNDERSI GNED, ACCEPT ACCOUNTABI LI TY AND 

RESPONSI BI LI TY FOR ALL ACCOUNTABLE PERSONAL PROPERTY, AS PRESCRI BED I N 

THE DEPARTMENT OF COMMERCE PERSONAL PROPERTY HANDBOOK, W I THI N  MY 

DESI GNATED AREA OF PERSONAL PROPERTY ACCOUNTABI LI TY/ CUSTODI AL 

ORGANI ZATI ON. 

 

I  FURTHER UNDERSTAND ANNUAL PHYSI CAL I NVENTORI ES W I LL BE CONDUCTED 

W I THI N  MY AREA OF ACCOUNTABI LI TY AND RECONCI LED W I TH PERSONAL PROPERTY 

RECORDS. 

 

ALL ASSETS ASSI GNED W I THI N  MY CUSTODI AL AREA W I LL HAVE CURRENT USERS 

ASSI GNED AND THOSE ASSETS W HERE A CURRENT USER I S NOT OR CANNOT BE 

I DENTI FI ED, W I LL HAVE MY NAME AS THE CURRENT USER I N THE PERSONAL 

PROPERTY SYSTEM. 

 

W I THI N  3 0  DAYS OF MY SI GNATURE DATE, A JOI NT I NVENTORY W I LL BE CONDUCTED I N 

ACCORDANCE W I TH PROCEDURES SPECI FI ED I N  THE NOAA PERSONAL PROPERTY JOI NT 

I NVENTORY PROCEDURES.  

http://www.pps.noaa.gov/inventory_upr/inventory/Joint_Inventory_Procedures.pdf  
 

I  OFFI CI ALLY ACCEPT THI S RESPONSI BI LI TY UNTI L FORMALLY RELI EVED. 

 

 

 

 

( PRI NT FI RST &  LAST NAME)                           ( SI GNATURE)                                    ( DATE)             

http://www.pps.noaa.gov/inventory_upr/inventory/Joint_Inventory_Procedures.pdf

