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CHAPTER 1: INTRODUCTION



Preface

The Cheyenne and Arapaho Tribes established a Tribal Transit Program as authorized under
Section 5311 (j), P.L. 114-94, Public Transportation on Indian Reservations Program, and began
operations in December 2010 through planning and capital assistance grants administered by the
Federal Transit Administration (FTA). The Cheyenne and Arapaho Tribal Transit (CATT)
Program provides fixed route and demand response services within the Tribes’ reservation
boundary, or service area, that consists of nine (9) counties, including Beckham, Blaine,
Canadian, Custer, Dewey, Ellis, Kingfisher, Roger Mills, and Washita, spanning over 8,996
square miles located in western Oklahoma (see Figure 1). The Cheyenne and Arapaho Tribal
Transit Program is developed to connect tribal communities and to provide access for
employment, education, medical, and supportive service needs.

Figure 1 — Cheyenne and Arapaho Tribes Reservation Boundary (Service Area) Map
Mission Statement

The mission of the Cheyenne and Arapaho Tribal Transit (CATT) Program is to provide safe
modes of transportation and infrastructures and to improve the Tribes’ transportation system to
advance the safety and mobility of Tribal members across the Tribes’ service area.

The goal of the Cheyenne and Arapaho Tribes Transit Asset Management (TAM) Plan is to
establish a strategic and systematic process for operating, maintaining, and improving transit
capital assets effectively through the entire life cycle (useful life) of the transit capital assets. The
FY2018 Transit Asset Management Plan includes an inventory of transit capital assets, including
equipment, rolling stock, infrastructure, and facilities, condition assessment of inventoried assets,
and a prioritized list of investments to improve the state of good repair of the transit capital
assets. The FY2018 Transit Asset Management Plan shall use conditions of the Tribal Transit
Program’s assets to guide optimal prioritization of funding to keep the Cheyenne and Arapaho
Tribal Transit system operating at a full level of performance.



Cheyenne & Arapaho Tribal Transit Asset Management Plan
Wilma Tapaha, Accountable Executive

Last modified by Wilma Tapaha on 27 Sep 18 at 17:59
Introduction

Tier Il Cheyenne & Arapaho Tribal Transit Program (CATT), located in Clinton, OK, provides (9,032) rides across 4 fixed routes in Canadian, Blaine, Kingfisher,
Dewey, Roger Mills, Custer, Beckham, Ellis and Washita counties. CATT's service area covers approximately (8,996) miles in Oklahoma.

Performance Targets & Measures

[ Asset Category - Performance |

Maasuia Asset Class | 2019 Target | 2020 Target 2021 Target | 2022 Target ‘ 2023 Target -3
'REVENUE VEHICLES ] 7 ' - B
| |AB - Articulated Bus N/A
, |AO - Automobile ] N/A
|BR - Over-the-road Bus _ N/A
BU-Bus NA o
CU - Cutaway Bus , 29% | 2% | 1% | L 29%
i |DB - Double Decked Bus R N/A
|Age - % of revenue vehicles  FB - Ferryboat N/A
|within a particular asset class ‘MB-irvimbus ' . - ' N/A e
|that have met or exceeded MV - Mlm-v.;| ) ) B ) [ 100% [}1967’&7;
{their Useful Life Benchmark ;g]'; : ;-ti;re Vintage Trolley ] N/A
((uts) /SB-SchoolBus - N/A
SV - Sport Utility Vehicle - 20% | 20% | 20% | 20% | 20% |
T8 - Trolleybus . ] N/A
VN-Van N/A - i .
Sedans o 20 | 20% [ 20% | 20% | 0% |
‘ Custom2 N/A
b _Custom3 e N/A
\EQUIPMENT S N
[Non Revenue/Service Automobile N/A
Age - % of vehicles that have f_§t~egl Wil veHgles . - L
| . Trucks and other Rubber Tire Vehicles N/A
|met or exceeded their Useful i(‘:ustdm I = N/A
Life Benchmark (ULB) e — -
Custom2 , o N/A
_ (Custom3 . . N/A
FACILITIES S S , _
1 |Administration - 20% | 20% | 20% | 20% | 20%
Condition - % of facilities with | Maintenance N/A .
acondition rating below 3.0 Parking Structures _ , 20% | 20% [ 20% [ 20% [ 0% |
‘on the FTA Transit Economic iPiaWsse_vn_ge_r Facilities . N/A
'Requirements Model (TERM) |Custom1 N/A
‘Scale |Custom 2 ) N/A
|Custom3 N/A
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Target Setting Methodology

Our targets were set by using our current bus replacement schedule and determining the amount of vehicles we would need to replace on a yearly basis to
continue to provide the same level of service to our (9) county service area, while operating within FTA guidelines.

TAM Vision
A living asset database that assists in the overall re-investment in our agency.
TAM and SGR Policy

TAM - Set guidelines for agency anticipated replacement/ repair needs. SGR working with TAM to plan anticipate budget funds needed.

TAM Goals and/or Objectives
Goals ) T o Q'bjectvivesk
Agency departments working together for annual capital project planning.
Proactive Budget Plannin i S~ ey p— AR »
& E Increase Budget forecasting out to five years to optimize capital investment and
{maintenance decisions.
Mamtaln SGR levels to |mprove system performance (reduce possrble missed

:Improve tranparency and accountability runs due to breakdowns)
Reduce malntenance costs

'Responding to customer needs by driver, then as needed by staff.
Increse ridership numbers for all services for the next year. i P g Y Y

'More advertising for all services using various publications.
‘Increase route services to include more towns and cities within the service iIncrease driver count.

area, along with establishing the new 5th route.
& ) Vg ‘Get passenger input for adding towns and cities.

More employee trainings throughout emp!oyrnent

‘Increase customer service.
Verlfy needs of our customers.

About the TAM Plan

CATT's TAMP combines Safety, Performance, SGR and Risk Factors to evaluate vehicles and replacement projections. Through this document the TAMP covers a
moving five year horizon being evaluated and updated annually.

Roles and Responsibilities

Department/Individual __Role (Title and/or Description)' ) Subrecipient
Angela Blind Transportation Director CATT
Wilma Tapaha Transit Coordinator CATT
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CHAPTER 2: CAPITAL ASSETS INVENTORY



Capital Asset Inventory
Please see Appendix A (Asset Register) for the asset inventory listing.

Asset Inventory Summary )
Asset Category Total Number = AvgAge  Avg Mileage Avg Value ‘
RevenueVehicles ) ) 12 | 35 ) 109,227 _ $55,736.67

AB - Articulated Bus - :
|AO-Automobile - | e 7
BR-Over-the-roadBus - -
) | 117,480
MV-Minivan 217,788 |
ire Vintage Trolley z J
\SB-SchoolBus _ = _ -
SV - Sport Utility Vehicle 3,372 |
|TB - Trolleybus _ -
\Custom2 | -
{Custom 3 o
(Equipment i 101,276 |
|Non Revenue/Service Automobile | s |
|Steel Wheel Vehicles i -
0 - 1

N/A fL __$60,120.00
CN/A 1 $338,720.00|
_$22,000.00|

!

Passenger Facilties
|Custo I
|Custom2

N
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CHAPTER 3: CONDITION ASSESSMENT



Condition Assessment

Please see Appendix B (Asset Condition Data) for individual asset condition listing.

Asset Condition Summary
Asset Category

RevenueVehicles

1AB - Articulated Bus

AO - Automobile )

|BR - Over-the-road Bus

|BU - Bus

{CU - Cutaway Bus

‘DB - Double Decked Bus

{FB - Ferryboat

MB - Mini-bus

MV - Mini-van )
\RT - Rubber-tire Vintage Trolley
15_!_3 - School Bus
ISV - Sport Utility Vehicle
:TB - Trolleybus
|VN - Van
:Sedans

Custom 2

‘Custom 3
{Equipment . .
{Non Revenue/Service Automobile
Steel Wheel Vehicles

\Trucks and other Rubber fire \(e;tiqles

{Custom 1

Custom 2

:C_usrtomr 3

Facilities
‘Administration
[Maintenance
\Parking Structures
\Passenger Facilities
|Custom 1

Custom 2

'Custom 3

Total Number

12

=
~

O 0000 o0

P
O,)—"b

(=B ek ile)]

O0OINIOIO P O 0N O 00iNO O o o;

Avg Age

35
3.4
70
00
20

14

Avg Mileage
109,227

117,480

217,788

24,710
101,276

Page 4 of 14

Avg TERM Condition
B/A
N/A
Nig
NK
HiA
/A
N/A

M
NAA ..
NA
N/A
N/A
N/A
N/A
N/A
A
/&
L
L2
N/A
N/A
N/A
NEB
./
-
30
A0
2
4'.0

Avg Value

$55,736.67

$73,191.86

©$37,249.00,
$40,163.00,

$20,918.00

$2,12029

_$60,120.00
$338,720.00/

$22,000.00|

$14,400.00

% At or Past ULB
17%



CHAPTER 4: DECISION SUPPORT



Decision Support

Investment Prioritization

The fleet is maintained and invested in until it has met or exceeded the FTA Useful Life Guidelines. At this point, CATT will meet to
determine the overall investment needed to keep the vehicle/equipment operational and safe for passenger use versus
replacement of the vehicle.

Decision Support Tools
The following tools are used in making investment decisions:

Process/Tool Brief Description

Bus Replacement Schedule Spreadsheet forecasting future replacement of revenue vehicles.

Risk Management

Risk Mitigation Strategy
Conduct Preventive Maintenance Inspections on a OEM recommended Mileage

Equipment/Facility Breakdowns/Repairs .
Basis.

Monitoring the status of assets through monthly inspections to identify issues

Equipment/Facility Breakdowns/Repai
aulp / 'ty brea IRepals before they can remove equipment from service.

Maintenance Strategy

Avg Duration

Asset Category Asset Class Maintenance Activity Frequency (Hrs) Cost
P tive Maintena {E 7,000
RevenueVehicles CU-CutawayBus o onoveMaintenance SETY 3 $500
Inspections Miles
RevenueVehicles CU - Cutaway Bus Valve Adjustments CNG 24000 15 $300
Mai thly P tive Mai
Eejuipment am.tenance Mon y reventive alnt'enance Monthly 1 $100
Equipment Inspections per OEM requirements
. . Monthly P tive Maintenance
Facilities Administration y Freventive Mal Monthly 1 $100

Inspections per OEM requirements

Unplanned Maintenance Approach

CATT will research to find what the caused the breakdown to determine if it will be a fleet wide problem or an
isolated problem with one vehicle. CATT will, if the asset is not under warranty, meet to determine how much of
the useful life is left and how many additional years of useful life can be gained from the repairs before moving
forward.

Overhaul Strategy
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Asset Category

RevenueVehicles

Equipment

Facilities
Disposal Strategy

Asset Category

RevenueVehicles

Equipment

Asset Class

CU - Cutaway Bus

Non Revenue/Service
Automobile

Administration

Asset Class

CU - Cutaway Bus

Non Revenue/Service
Automobile

Acquisition and Renewal Strategy

Asset Category

Asset Class

Overhaul Strategy

We do not conduct mid-life overhauls on our fleet. We feel we maintain all of the
vehicles properly by utilizing local vendors and with our preventive maintenance
program correcting any issues that may arise during the inspection instead of
waiting until the mid-life overhaul.

We do not conduct mid-life overhauls on our fleet. We feel we maintain all of the
vehicles properly by utilizing local vendors and with our preventive maintenance
program correcting any issues that may arise during the inspection instead of
waiting until the mid-life overhaul.

New facility is in the planning stage.

Disposal Strategy

Buses, once ULB is met or exceeded, are disposed of using the following method:
1) Asset documents are reviewed for remaining book value. If Vehicle has 5,000
or more remaining value, FTA must be reimbursed; 2) Approval received from
both FTA and CATT official to initiate disposal procedures; 3) Vehicles are placed
out to bid, sold directly or scrapped according to CATT's Property & Supply
Guidelines; 4) Auctioned Vehicles are sold to the highest bidder; 5) The Property
& Supply Director creates the asset disposal form for documentation purposes
and sent to Finance; 6) The asset is written off the books by CATT finance
department and removed from TAMP tracking; and 6) The buyer/scrap dealer
receives title, and removes the vehicle from the property. 7) If disposal is tied to
an EPA grant, EPA disposal instructions are followed and submitted as grant
requires.

Non-revenue service vehicles, once ULB is met or exceeded, are disposed of using
the following method: 1) Asset documents are reviewed for remaining book
value. If Vehicle has 5,000 or more remaining value, FTA must be reimbursed; 2)
Approval received from both FTA and CATT official to initiate disposal procedures;
3Vehicles are placed out to bid, sold directly or scrapped according to CATT's
Property & Supply Guidelines; 4) Auctioned Vehicles are sold to the highest
bidder; 5) The Property & Supply Director creates the asset disposal form for
documentation purposes and sent to Finance; 6) The asset is written off the
books by CATT finance department and removed from TAMP tracking.

Acquisition and Renewal Strategy
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RevenueVehicles

RevenueVehicles

Equipment

Equipment

Facilities

CU - Cutaway Bus

MV - Mini-van

Non Revenue/Service
Automobile

Computer
Software/Equipment

Maintenance

CATT is trying to maintain a fleet maximizing to reduce operation costs.
Projection for replacement start the day new vehicles are added as an asset.

Vans are 4-5 years/ 100,000/150,000. Projection for replacement start the day
new vehicles are added as an asset.

Replacement of support vehicles is based on ULB and funding availability.

Upgrade of existing software is preformed every two to three years. New security
software is added/ updated as warranted.

CATT will be in the process of building a new maintenance facility in the next year
for administration and maintenance facilities.
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CHAPTER 5: INVESTMENT PRIORITIZATION



Investment Prioritization

The list of prioritized investment projects is provided in Appendix C.

Capital Investment Activity Schedules

| Document Name File Extension

| Preventative Maintenance Schedules Word

[ CATT Property and Supply Manual PDF

Appendices

Appendix A Asset Register

Appendix B1 Revenue Vehicle (Rolling Stock) Condition Data
Appendix B2 Equipment Condition Data

Appendix B3 Facilities Condition Data

Appendix C Proposed Investment Project List

Appendix D Fleet Replacement Module Output
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ATTACHMENT 1: APPENDIX A-D
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CHEYENNE-ARAPAHO TRIBAL TRANSIT PROGRAM
Preventive Vehicle Maintenance Schedule

For All Transit Buses

Course of Action

Interval

Change engine oil and filter

Every 7,000 miles or 6 months

Rotate tires, inspect tire wear and tread depth

Every 7,000 miles or 6 months

Inspect wheels for abnormal noise, wear,
looseness or drag

Every 7,000 miles or 6 months

Inspect transmission fluid level

Every 15,000 miles or 12
months

Inspect brake pads, rotors, hoses, and parking
brakes

Every 15,000 miles or 12
months

Inspect exhaust system and heat shields

Every 15,000 miles or 12
months

Inspect steering linkage, ball joints, suspension,
tie-rod ends, driveshaft and U-joints

Every 15,000 miles or 12
months

Replace engine air filter

Every 30,000 miles

Change transmission fluid and filter

Every 60,000 miles

Replace front wheel bearing grease and grease
seal if non-sealed bearings are use

Every 60,000 miles

Replace spark plugs

Every 97,500 miles

Change engine coolant

Every 105,000 miles

ALL OTHER SYSTEMS ARE INSPECTED DAILY AND RECORDED ON TRANSIT DAILY PRE-TRIP INSPECTION FORM




Cheyenne-Arapaho Tribal Transit Program

CNG Component Maintenance Schedule

Course Of Action Interval

Leak Check 5,000 miles
Drain High Pressure Filter 3,000 — 6,000 miles
Replace High Pressure Filter 12,000 miles
Replace Low Pressure Filter 12,000 miles
Perform visual inspection of CNG hoses and tubing 12,000 miles
Perform visual inspection of stainless Steel Fittings 12,000 miles
Perform visual inspection of CNG cylinder shields 12,000 miles
Check PCM Scanner Data 12,000 miles
Inspect Spark Plugs 24,000 miles
Replace Spark Plugs 48, 000 miles
Replace Oxygen Sensors 80, 000 miles
Replace Ignition Coils 100,000 miles

The CNG fuel systems require these additional maintenance procedures along with
normal service and maintenance.

Service and Maintenance Schedule
For 2016 Sedans - 2011 Vans — 2008 Ford Escape

Course Of Action

Interval

Change engine oil and filter

Every 7,000 miles or 6 months

Rotate tires

Every 7,500 miles or 6 months

Replace the A/C filter Every 14,000 miles or 12 months
Inspect Brakes linings: replace if necessary Every 14,000 miles or 12 months
Inspect CV joints Every 14,000 miles or 12 months

Inspect exhaust system

Every 14,000 miles or 12 months

Replace engine air filter Every 30,000 miles
Change transmission fluid and filter Every 62,000 miles
Flush engine coolant 104,000 miles or 60 months
Replace spark plugs 96,000 miles
Inspect PCV valve; replace if necessary 96,000 miles
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PURPOSE: This manual provides instructions, practices, procedures and responsibilities
for the economical and efficient management and control of supplies and equipment in
support of the Cheyenne and Arapaho Tribes' programs, It is the intention of the
Cheyenne and Arapaho Tribes to incorporate in this manual relevant requirements of
federal funding sources including 25 CFR 900, 2 CFR 200 and specific grantor
requirements for all programs administered by the Tribes, irrespective of their funding or
revenue source. The policies and procedures in this manual are not intended to conflict
with the federal laws or regulations. In the event of a conflict, federal law and regulation
will apply.

SECTION 1. GENERAL PROVISION

1.1 Property Management System- The property management system of the Cheyenne and
Arapaho Tribes shall control the utilization, maintenance and disposition of all property
acquired by purchase with Tribal funds, federal funds, and property issucd and/or donated
by the federal Government for the use by the Tribal Government. The property
managemeant system shall provide accurate records of all accountable property acquired,
ensure proper usage and maintenance and provide for proper disposal.of property.

SECTION 2. OBJECTIVES

2.1  Basic Standards of Conduct for Conlra:ltng and Purchasing - This manual shall
apply to all federal and tribal funded including Gaming R; Allocation Plan
(GRAP) projects, and ing cntitics using the Tribal administration
finance and accounting systems of the Cheyenne and Arapaho Tribes.

2.2 Objectives - The objectives of this manua) are (o establish and maintain an effective

and cfficient personal property program and to

1) Effective planning and scheduling of req for all personal property to assurc
that supplies and cquip are available to serve ions, while maintaining
inventory levels at a minimum,

b) Maintenance of adequatc inventory controls and accountability records.
¢) Uniformity of applications.

d) Maximum utilization of personal property.

©) Proper slorage, maintenance, prescrvation, and disposal of property.

f) Timely preparation and utilization of property management rccords,

SECTION 3. GENERAL POLICIES

3.1 Property and Supply Oﬂ'ce- The Property and Supply olTicc of the Chcycnnc nnd
Arapaho Tribes is desi as the le office for purp of imp the
policies and procedures in the Property and Supply manual,

3




3.2 Employee Responsibility: Employecs arc urged to be as carcful with tools and other
Tribal property as they are with their own belongings.

« Every picce of property owned by the Tribes represents an investment in
job security for our tribal employees.

* The Cheyenne and Arapaho Tribes, as an cmployer, looks upon its
Directors and Coordinators as its first line of defense against waste of
materials and carclessness in the handling of Tribal property.

3.3 Personal Use of Property- Emplayees must assure that equipment is used solely for
authorized purposes. Equipment must be used by the employee in the program or project
for which it was acquired as long as nceded whether or not the project or program
continues to be supported by federal funds.

Govermnment motor vehicles arc to be used for official purposes only and solely in the
performance of the program.

Employees may not use a Government motor vehicle (Tribal, program or GSA) for
trunsportation between their place of resid and place of employ unless the
‘Tribes authorize such usc after making the necessary determination under 31 U.S.C, 1344
and 41 CFR Part 102-5. Such authorization shall apply to police vehicles. The Property
Dircctor must keep a copy of the written authorization and monitor the use of these motor
vehicles.

3.4 Sanctions and Disciplinary Action- Thesc policics shall also provide for penaltics,
sanctions, or other disciplinary actions in this manual and in accordance with Tribal
Personnel Procedures. See also 25 CFR 900.51 - 900.60, and 2 CFR 200.310-200.316
Property Management System Standards.

3.5 Scparation from Tribal Employment- In the event Tribal employees leave
cmployment, they must check in with the Property Director for property clearance. The
campletion of the Employee Exit Interview and Clearance Form will release employee as
clearcd of debt. Failure to tum in or account for any property is subject to sanctions.
Anytime a Government Official, Director or Coordinator leaves cmployment, an
inventory shall be conducted by the Property and Supply Office and the programs
property custodian.

3.6 Insurance Coverage- In order lo protect the interest of the Tribes, reduce costly and
unnecessary litigation and meet the requirements of federal funding sources, the Tribes
will secure and maintain insurance coverage which will meet any specific requirements
of grants and conlracts, applicable statutes and Tribal policies and will generally include:

Title to property acquired with federal grant funds must be a conditional title. Title must
vest in the Cheyenne and Arapaho Tribes subject to the following conditions:

a. Use the equi for the authorized purp of the project during the period of
performance, or until the property is no longer needed for the purposes of the
project.

b. The Cheyenne and Arapaho Tribes shall not encumber the property without
approval of the federal awarding agency or pass-through entity.

c. Usc ond disposal of the property shall be in accordance with policies contained in
this manual,

Title to property cither furnished or donated excess property from the federal govenment
under a ‘638 contract or pun:hnscd with federal *638 contract funds shall vest in the
Tribes but shall be a reversiopary title. thn a sclf—dctcnmnauun commct or grant
agreerment, or portion thereof, is d, or cxpires, the
Sccrctary shall have the option to take title to any ilem of government-furnished or
purchased property:

1. Whose litlc has been transferred to the Cheyenne and Arapaho Tribes;

2, That is still in usc in the program; and

3. ‘That has a current fair market value, less the cost of improvements bomc
by the Indian tribe or iribal organization in excess of $5,000.

‘Title to any donated, cxcess, or surplus federal personal property donated through GSA
or DRMS shall vest in the Cheyenne and Arapaho Tribes upon taking possession but
shall be a restricted title subject to the terms and conditions of the excess or surplus
property transfer agreement.

43  Property Custodians- All Tribal departments und programs will have an appointed
Property Custodian who is held accountablc for pmpcrty assigned 1o their specific

department or area with the ibility of safc and ing the use and
location of property within the d Property Custodians arc also responsible for
the accurate inventory of all property and cqui they arc assigned and assisting the

Property Director in keeping the records up to date and factual. Property deemed excess
to needs or unserviceable will be reported to the Property Director by the Property
Custodians. Custodians will place special emphasis on the controls of small tools and
sensitive items, while closely monitoring their proper use, storage and accountability.
Property Custodians are responsible for:

a) Proper storage, maintenance, use and accountability of all property and materials

assigned to the program

b) Inventory of the programs property and materials as required by the Property
Director
Reporting to the Property Dircctor when property is transferred, loanced, lost,
stolen or idle.

C)

<

Gencral Liability

Property damage (including vehicle)

Accidents

Employee Fidelity

Errors and Omissions

Any single item that has a purchase value of $500 or more

federally-owned property need not be insured unless required by the terms and conditions
of the federal award.

3.7 Policy and Procedure Revicw- An auditmanagement review will be conducted

annually, by the Property Director, to determine that the property management practices
oflhc Cheyenne and Arapnhu Tribes are mecting the needs of the Tribal programs and
and are in d with federal dard.

SECTION 4. PROPERTY MANAGEMENT

Any and all tribal property purchased with tribal funds are required to be shipped to
Property and Supply at 100 Red Moon Circle, Concho, OK 73022,

All pc:sonal propcny must be ncqunred used and disposed of by procedures that comply with the

d herc and in with federal Property Management

Regulations (FPMR) Personal property denotes all property excepl real property.

4.1  Property Director- The Property Director, is respounsible for a management system

that ensures systematic physical control procedures, maintenance, surveillance, optimum
use and disposal of all personal property in the custody of the Cheyenne and Arapaho
Tribes and all programs administered by the Tribes. Physical inventorics will be
scheduled by the Property Director as required by current regulations,

4.2 Property Accountability- the Property Director maintains records of all bl

property for the Cheyenne and Arapaho Tribes.

Property records of all property held by the Cheyenne and Arapaho Tribes must reflect
the fitle to the property, the owner of the title and the type of title held.

Title to federally-owned property remains vested in the federal Govemment. The
Cheyenne and Arapaho Tribes must submit annually an inventory listing of federally-
owned property in its custody to the federal ding ngency. Upon completion of the
federal award or when the property is no longer nceded, the Cheyenne and Arapaho
Tribes must report the property to the federal awarding agency for further federal agency
utilization.

44  Property Records- the federal Government has categorized personal property into
two primary classcs: Expendable and Non-Expendable property. To identify what
property will be-nccounted for on an individual basis, federal agencies have established a
dollar threshold for ing these two ies. These regulations have established
Non-Expendable property, which is acquired at a cost of or which has a valuc of $5,000
or more, will be capitalized and for recording keeping and accounting purposes will be
individually accounted for. The phrase "individually accounted for" means that the
Tribal Government is responsible for identifying cach item with an identification
number and the property records must be maintained which show all relevant
information on the item including its location.

Property records must be maintained that include a description of the property, a serinl
number or other identification numbr, the source of funding for the property (including
the FAIN), who holds title and the type of title, the acquisition datc, and cost of the
property, p of federal participation in the project costs for the fedcral award
under which the property was acquired, the location, usc and condition of the property,
and any ultimate disposition data including the date of disposal and sale price of the

property.

However, the federal Government and the Cheyenne and Arapaho Tribes also
require that property whose value is not more than 55,000 must be internally
accounted for. Certain sensitive items subject to theft must be accounted for. These
items included such things as weapons, thumb drives, puters, digital cameras,
camcorders, calculators, cell phones, laptops, etc... These items are defined as being
sensitive property regardless of their dollar value. These items must be individually
accounfed for.

4.5 Recording of New Equip (Attach A)-All ble property records
arc to be maintained in a central filing system within the Office of Property and Supply.
Any new piece of propecty that is $50 or morc, is required to be tagged. A New

Form is preparcd for all property. A New Vehicle Form
(Allnchment B)is !o be used for vehicles. Information is cnicred into the clectronic
software system which maintains the : property mvcmory records for the tribes and

reflects isition, disposal, and
The USDA/Food Distribution Program shall haye supplemental requirements for
the recording of property in d with FNS Ilandbook 501, Scction 2412; 7
CFR 3016.32(d)(1).
4.6  Recciving Process
(1) The Inventory Specialist will a iving report (A
when the producl is received. Dnmngcs will be documented on the
receiving report
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(2) The pnckmg slip is compared with the purchasc order and a physical
inspection is made of the pmpcrty received.
(3) Any one item with a purchase price of $50 or more, is to be barcoded and
inputted into the clectronic software system.
o Depending on the piece of property, the item may be barcoded or etched.
Exceptions: parts to a piece of vehicle/equipment

4.7 Property Receipt Form (Attachment D) - It is the responsibility of the Property
Custodian to complete a Property Receipt Form to account for and keep track of
property or cquipment issucd to employces within each respective department or
program, The Property Receipt Form transfers the responsibility to cach individual
employec for safckecping of the property or equipment.

A Property Receipt Form shall contain the following information:
*  Department or Program
¢ Complete description, model, manufacturer, serial number and tag number.
© Approving signaturcs of Property Custodian and cmployee.

Copies of completed department property receipt form will be provided to the Property

and Supply Program with the ongmnl form ﬂlcd in department personnel folders. ln the
event that property is lost, stolen, or d I may be held resp

pending the decision of the Board of Survey. Upon dismissal, resignation, or transfer of
cmployment, retumn certification must be completed.

Property receipt forms will also be prepared to account for property or equipment
temporarily on loan to another department or cmployee not assigned to your department.

48  Scnsitive Iterms- Property custodians are responsible for cnsuring that small tools and
sensitive items in their custody over $50 are barcoded. Barcoding of tribal praperty will
consist of stamping, ctching, dying, or painting to identify its ownership. Barcoding of
tribal property consists of affixing a tag bearing a special identification number,

Certain property items can be used for personal use and/or readily converted to cash and
is specifically defined es sensitive personal property, which could be subject to thefi.

Each Property Custodian will take extra p ions to maintain control of sensitive ilems
while in use, storage, or assigned to lh:rn Sensitive items include, but not limited to, the
following:

*  Small tools

e Fircarms

 Digital Carocras, Camcras, Camcorders, Video Equipment

. Tclcwsxons DVDNCR players, Calculators

. (@ key % i printers, and other ancillary

dcwccs),
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4.10 Theft or Loss of Tribal or G Property (Attach E) - The property
custodians of cach program will immediately report to the Property Director any lost,
stolen, damaged or missing Tribal property using the Theft or Loss of Tribal or
Government Property Form. Depending upon the ci ployee charged
with the responsibility of the pmpcrty can be held liable. If it has bocn determined afier
an mvcsugauun by the Board of Survey or Law Enforcement, that the property was lost,
stolcn or d d due to ncgli or carcl then an ic payroll
deduction may be made to cover the cost of item.

4.11  Board of Survey — A committce consisting of six officials of the Tribe o includc the
Property Dircelor, Procurement, Grants, and Contracts Dircctor, Insurance Specialist,
Director of program that the property belongs to, and respective program accountant. The
Board of Survey shall i mqum: into the circumstances of loss, damage, destruction or
condition of Tribal property, in d with d policies and d The
Board of Survey will report their finding and n:commcndalvon ona Rr:pon of Survey
Form (Attachment F, page 1).

* Report of Survey (Aftachment F, page 1 and 2)- - The Report of Survey is a
three (3) part form to include a) the Board of Survey's recommendations for
disposal of lost, stolen, or damaged property; b) Certificate of Disposal for
property; and c) Destruction Certification of property.

a.  Finding and Recommendation- The first part of the Report of Survey is
completed by the Board of Survey when property has been reported as lost,
stolen, d d or in need of disposition. The Report of Survey certifies that
the Board of Survey has inspected the property and includes findings and
recormmendations for said property. (Sec Attachment F)

b.  Disposition - When the Board of Survey has determined that property or
equipment is no longer needed, the Certification of Disposition will be
completed by the Property Director. The Certification of Disposition will
provide information as to how said property will be disposcd of and will also
include the Disposition Code.

c.  Destruction- When the Board of Survey has determined that property is in
need of destruction, the Property Director will complete the "For Approved
Destruction Only" scction which will include the Scrap Value Amount of said
property. The Property Director will maintain records. Destruction will be
accomplished by cutting, burning, or other methods deemed appropriate,

4.12 Property Transfer Form (Attachment G) - The Property Transfer form shall be
ulilized to record excess or surplus property, when transferring or disposing of property,
or o record unserviceable property.

Thumb drives or USB drives

Cell Phones, Blackberries, Headsets
Laptops, Noltbooks LPuds
Sports Equi
Vchicles, ATV's, Golf Carts, Gawrs

Artwork and other items of historical significance to the Cheyenne and Arapaho
Tribes

«  Additional itcms dncmmd necessary by the Property Director or Program Director
luding most cl

The Program Dlrcclor and propcﬂy custodian must ensure that sensitive ilems within
their d are i and lcd by the following methods:

. chpmg records of the cmployees who have sensitive items ('Usmg Property
Receipt Form, Attachment D)
Conducting annual inventory
Program inventory audits
Adhcring to cxit interview procedures to ensure the retumn of all sensitive items.
Written notice that all sensitive items are to be used for official business only

e e s o

Upon dismissal, resignation, or transfer of cmployment, employees are required to
promptly retumn all items that were issued to them and complete retum certification.

4.9  Loaning or Borrowing of Tribal Property- To cosure continuation of services and
to preclude the Tribes from being held liable for the damages resulting from loss or
destruction of property, the following policy shall apply:

Under no circumstance shall Tribal property be loaned to another agency or person not
of the Cheyenne and Arapaho Tribes programs or depariments.

All interdepartmental requests to loan or borrow Tribal property shall be referred to the
Property Director for proper action. The Property Director will approve/disapprove any
requests for the loaning of Tribal property to assure compliance with contractual and
Sfederal or Tribal regulatory requirements.

The Cheyenne and Arapaho Tnbcs must n]so make cquipment available for use on other
projects or orp ipported by the federal Gov

prowdcd that such use will not ml:rfcte wnh the work on the projects or program for
which it was originally acquired. First preference for other use must b given to other
programs or projccts supported by the same federal awarding agency that financed the
equipment and second prefercnce must be given to pmgrams or projccls undcr fedcral
awards from other federal ding ies. Use for non-f , or
projects is also permissible after federal have di d that lhcy do not need
the item. User fees should be considered if appropriate.

9

a. Excess Property - Property that is not in use in its present location should be
reported to the Properly Director as excess, by compleling a property transfer
form.

The Property Director will review all property and majcmls reported as excess and

circulate a list of excess property to all other depar to d ine il
such pmpcnylmakcnnl has a possible use by others. The cquxpmcnt may be used and
d to other with the foll g

(1) Activitics under a federal award from the same federal awarding agency
which funded the original program or project, then

(2) Activitics under fedcrnl nwa.rda from other l'ed:ml nwardmg agencies.

This includes P for il systems.

e FED -> FED (BIA, HHS, IHS, etc.)
e IDC-> IDCor FED
¢ GAM - ANY FUNDED PROGRAM

. Surplus Property - When the list of excess property has been circulated to other
department/programs and no need is established in any program, the property or
material shall be deemed surplus. Property custodians will report the property
surplus by completing a Property Transfer Form and the Property Dircctor will
determine final disposition of the property or material.

o

c. Property Transfers- Transfers of property are recorded and approved by the
department or program Dircctor/Coordinator and the Property Director. Transfers
will be documented and entered into the electronic software system with the
completion of a Property Transfer Form, then will be forwarded to the finance
office in order to reconcile the Fixed Assct accounts.

d. Disposal - When original or replacement cquipment is no longer needed for the
original project or program or for other activitics currently or previously
supported by a federal agency, disposal of the equipment will b in accordance
with respective federal agencics by completion of the Property Transfer Form.

A. Federally funded programs/de;

1) The Cheyennc and Arapaho Tribes shall request disposal instructions
from the federal awarding agency if required by the terms and
conditions of the federal award. Disposal of the equipment will be
madc as follows, in accordance with federal awarding agency
disposition instructions:

i) Iteras of cquipment with a current per unit fair market value of
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§5,000 or Icss may be retained, sold or otherwise disposed of with
no further obligation to the federal awarding agency.

ii) If the federal awarding agency fails to provide requested disposal
instructions within 120 days, items of cquipment with a current
per-unit fair-market value in excess of $5,000 may be retained by
the Tribes or sold. The federal awarding agency is cntitled to an
amount calculated by multiplying the current market valuc or
proceeds from salc by the federal awarding agency's percentage of
participation in the cost of the original purchase. If the cquipment
is sold, the federal awarding agency may permit the Cheyenne
and Arapaho Tribes to deduct and retain from the federal share of
$500 or ten pereent of the proceeds, whichever is Iess, for its
selling and handling expenses.

iif)  The Cheyennc and Arapaho Tribes may transfer title of the
property to the federal Government or (o an eligible third party
provided that, in such cases, the Cheyenne and Arapaho Tribes
must be entitled 10 comp ion for its attri p of
the current fair market value of the praperty.

2) For federally owned property, the Cheyenne and Arapaho Tribes shall

report to the federal agency in writing any federally-owned personal
property that is wom out, lost, stolen, damaged beyond repair, or no
longer needed for the performance of the contract.

i) The Cheyenne and Arapaho Tribes shall state whether the Tribes
want to disposc of or return the property.

ii) If the federal agency does not respond within 60 days, the
Cheyennc and Arapaho Tribes may retum the property to the
federal agency, who shall accept transfer, custody, control, and
responsibility for the property (together with all associated costs).

B. Tribal funded programs/departments

1) Programs property custodien submits Property Transfer Form
(Attach G) and leted Vehicle Inspection Sheet
(Attachment H) by certified mechanic to Property and Supply
Vehicle Inventory Control Specialist for a vehicle disposal request

2)  Vehicle Inventory Control Specialist will do the following: finds
the title and valuc of the vehicle/cquipment (Example: Kelley Blue
Book)

3)  Property and Supply Dircctor will initiate the Report of Survey
(Attachment F)
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retain the proceeds of the sale and to put them back into the program per the instructions
from the awarding agency.

A.  Tribal funded programs/departments
1) Programs property custodian submits Property Transfer Form (Attachment G) and
ipleted Vehicle [nspection Sheet (A H) by certified mechanic to
Property and Supply Vehicle Inventory Control Specialist for a vehicle sale
ucst

2) Vehicle Inventory Control Specialist will do the following: finds the title and
valuc of the vehicle/cquipment (Example: Kelley Blue Book)

3) Put the valuc against the repairs of the vehicle

4) Intemal advertisement for five business days to give programs the opportunity to
purchasc vchicle/cquipment.

5) If vehicle is not purchased intemally afier five business days, extemnal
advertisement will be made

6) Title will be submitted for the G

7) Vehicle Inventory Control Specialist will complete the sale process

4.15 Storage and Movement of Property- the Property Director shall assure that
property, equipment and material, not in use, is stored in such a manner that damage
from the elements, loss from thef, and mixing with other property is prevented to the
preatest extent possible.

When property or material is moved within Tribal facilities. the Property Director shall
assure that proper identification is madc, shipping labcls arc attached, packing and
moving facilitics arc adequale to prevent damage and any losses are promptly
investigated and reported.

If items need to be stored, the Cheyenne and Arapaho Tribes will provide 2 main storage
facility on the Tribal reserve, or where they deem appropriate.

4.16 Physical Inventories- Physical Inventories of all Tribal property will be completed
annually or more often as determined by the Property Director. The Property Director
will determine the date for this. These inventories will be monitored by the Office of
Property and Supply. [nventory printouts of property will be submitted to the various
Property Custodians with instructions to conduct a physical inventory of all items. In
conducting this inventory all items of property shall be physically checked against the
listing. As cach is inventoricd the Property Custodian will:

When receiving new property, the Inventory Specialist/Property Custodian must
complete a New Equipment Form; the program inventory should be provided a copy of
all New Equipment Forms.

For property which is owned by the federal government or which the federal government
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4)  Put the value against the repairs of the vehicle

5)  After the determination of the Board of Survey a copy will be
provided to the treasurer, and the Programs property custodl.m

6)  Title will be submitted for the G

7)  Vehicle Inventory Control Specialist will complete the disposal
process

c. Unserviceable Property- Unserviceable property is property beyond repair. For
property, matcrial or motor vehicles determined unserviceable by the property
custodian of the program, a property transfer form will be initiated and forwarded
1o the Property Director. The Property Director will determine the disposition
procedures after a review of the property and its condition.

If determined economically feasible, unserviceable property or material may be
cannibalized, however, this must be done only upon approval by the Property
Director. Any items of property or material deemcd unserviceable will not be
destroyed unless approved by the Property Dircctor.

4.13  Exchange of Property- To provide optimum use and/or realization of Tribal property
purchascd with federal funds may be exchanged in accordance with the policies of the
funding agency and only after disposal instructions are received from the Government
Praperty Administrator or Contracting officer.

‘The application of exch: 1l ds of sale in whole or part payment for
property acquired is authorized when nll ul' the following conditions apply:

o The items exchanged are similar to the itcms acquired.

» ‘The items exchanged are not excess and the items acquired are needed in the
conduct of approved programs.

o There has been, at the time of exchange, a Property Transfer Form submitted
and approved.

4.14  Sale of Property - If an item of equipment with a current per unit fair market valuc
of $5,000 or less is sold, the Cheycnne and Arapaho Tribes shall have no further
obligation to the federal awarding agency.

If an item of cquipment with a current per-unit fair-market value in cxcess of $5,000 is
sold, the federal awarding agency is entitled to an amount calculated by multiplying the
current market value or proceeds {rom sale by the federal awarding agency's percentage
of participation in the cost of the original purchase. If the cquipment is sold, the federal
awarding agency may permit the Cheyenne and Arapaho Tribes to deduct and retain
from the federal share $500 or ten percent of the proceeds, whichever is less, for its
selling and handling expenses. The federal awarding agency may allow the Tribes to
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retained tille, there are three additional requircments:

(1) The Cheyennc and Arapaho Tribes shall conduct a physical inventory of
the federally-owned property and reconcilc the results with the Indian tribe
or tribal organization's property records annually;

(2) Within 90 days following the end of an annual funding agreement. the
Indian tribe or tribal organization shall certify and submit 10 the Scerctary
an annual inventory of all federally-owned real and personal property used
in the contracted program; and

(3) 'The inventory shall report any increase or decrease of $5,000 or more in
the value of any item of real property.

4.17 Matching Share/in-kind Contributions- It is the policy of the Cheyenne and
Arapaho Tribes to accept donated materials and property directly related to the purposcs
operated by the Tribe. Such donations are creditcd toward the non-federal share
requirements as allowed by Lhe regulations of the funding sources.

Excluded in-kind contributions are items such as:

e Costs incurred prior to the effective date of the federal-grant or contract
Funds or property derived (rom other federal sources

The same service, property, or funds uscd to match grants awarded by other
fcderal agencies

Ttems not needed or unusable

e Undocumented donations

Facilitics which may be donated will be accepted und will be covered by a written lease
covering the terms of the donation and usc of the property (description, location, period
for which property is donated and restrictions, if any, on the usc of the property). Donated
facilitics will be covered by liability insurance and will be valued for non-federal share
purposes based on an independent written appraisal,

Application of costs for facilitics owned by lhc Tnbcx and contributed in support of

Tribal will be putcd based on d policics or methods of
p use all in d with federal guidelincs. Full d iated or
P d property and equip items are maintained in the ing 2 records to help
provide control.

Donated property from third parties may include such items as equipment, office
supplies, 1 y supplics, or workshop and cl supplics. Value assessed (o
donated property included in the cost sharing or matching share must not exceed the fair
market value of the property at the time of the donation.
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The value of donated property must be determined in accordance with the usual
accounting policies of the Cheyennc and Arapaho Tribes, with the following
qualifications:

o. The value of donated land and buildings must not cxceed its fair market value at
the time of donation to Cheyenne and Arapaho Tribes as cstablished by an
independent appraiser (c.g., certificd real property appraiser or General Services
Administration represcntative) and certificd by the Govemor of the Cheyenne and
Arapaho Tribes as required by the Uniform Relocation Assistance and Real
Property Acquisition Policies Acl 0f 1970, as nmendad (42 U.S.C. 4601-4655)
(Uniform Act) except as provided in the irapl lations at 49 CFR part

24,

b. The valuc of donated equipment must not exceed the fair market valuc of
cquipment of the same age and condition at the time of donation.

c. The valuc of dona(ed space must not exceed lhc fair rental valuc of comparable
space as established by an | of space and
facilities in a privately-owned buﬂdmg in the same locnhly

d. The value of loancd cquipment must not exceed its fair rental value.

4. 18 Vclucle Maintenance Schedule - Each vehicle shall have a Tribal Vehicle

i hedule, which will d routine repairs and adjustments, preventive
maintenance and emergency repair performed on the vehicle. Maintenance is the care
and servicing for the purpose of maintaining cquipment, vehicles, property and facilities
in satisfactory operating condition and the steps necessary to protect the interests of the
contractor and the federal agency m any express wammn:s or guarantees covering the
property by providing for and ion of failures
either before they occur or before t.bcy dcvclop into major defects.

Maintenance can be divided into the following categories:

¢ Routine repair and adj done when ient or on a scheduled basis,
usu.nlly mwomphshed by the user.
. this is the foundation of every mai program. It

is the maintenance performed on a regularly scheduled basis to prevent major
breakdowns. It includes periodic cleaning, servicing, inspection and replacement

of working parts.
» Emergency Repair; heduled repairs lished as a result of cquip
failure.
The Program Director/Coordi arc ble for assuring that cquipment, vehicles,
property and facilities undcr their supervision, received effective preventive maintenance
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responsible il they violate State or local traffic laws. If employees are fined or otherwise
penalized for an offense committed while pcrforming official duties, but which was not
required as part of official dutics, payment is a personal responsibility. Employee’s in
Govemment motor vehicles must usc all provided safety devices mcludmg s.nfcty belts

and follow all appropriate motor vehicle fi safety guideli are
not permitted to smoke in government motor vehicles. All occupants in the vehlcle must
be on official business and employces are not permitted to port family bers in

government motor vehicles. Employee must posscss a valid State motor vehicle
cpcmlm‘s lu:cnsc and have speclﬁc authorization to opcra.tc a Government-furnished

ized to usc an availabl bile who use a
privately owncd uu(cmobllc instead will be rcu-nbu:scd at the reduced mileage rate
cstablished by GSA and published in an FTR bulletin annually.

The original Vehicle Mileage Logs are due on the first business day of every month
to the Vehicle Inventory Control Specialist. Upon review, the Vehicle Inventory
Control Specialist will then file n appropriate program files. Copies will be
provided (o the program for their vehicle records.

421 Real Property Management - Title. Subject to the obligations and conditions sct
forth in this section, title to real property acquired through purchase or through donation
of excess real property or improved under a federal award will vest upon acquisition in
the Cheyenne and Arapaho Tribes. The Cheyenne and Arapaho Tribes shall take title in
fee simple to all property unless the Cheyenne and Arapaho Tribes requests that the
United States retain the title in trust os specified below.

If the land is owned by the United States but not held in trust for any other Indian tribe or
individual Indian, the Cheyenne and Arapaho Tribes shall specity to the Secretary of the
Interior whether it wants to acquire fee simple title to the land or whether it wants the
land to be held in trust for the benefit of the Cheyennc and Arapaho Tribes.

(n) If the Cheyenne and Arapaho Tribes requests fee title, the Sccretary shall take the
necessary action under federal law and regulations to transfer fee title.

(b)  Ifthe Cheyennc and Arapaho Tribes requests beneficial ownership with fee title
1o be held by the United States in trust for the Cheyenne and Arapaho Tribes:

i The Cheyenne and Arapaho Tribes shall submit with its request a
resolution of support from the governing body of the Cheyennc and Arapaho
Tribs.

il If the request is submitted to the Secretary of Health and Human Services
for land under the jurisdiction of that Secretary, the Secretary shall take all
necessary steps to cffect a transfer of the land to the Sccretary of the Interior and
shall also forward the Indiun tribe o tribal organization's request and the tribe's
resolution.

consisting of the following actions:

* Inspecti pendable and pitalized equip ntsuchpcrlodlc
intervals as will assure ion of wear or imp
breakdown.
. Regularly schedulc Iubnmlmn of bearings and moving parts in accordancc with
ions or cquivalent plan.
o P i fmm‘ to deteriorating agents.
Adjustmcnts for wear, repair, or n:plnu:mr.nt of wom or damaged parts and the
ion of causes of deteri from and
® Proper storage and plcscrvmmn of accessorics nnd special tools fuished with an
item of | p but not regularly used withit

Within the maintenance function, routinc repairs and preventative maintcnance arc

designed to reduce emergency repairs to a mini and is 1o be comp in
with prescribed procedures contained in the operator's manual.

The original Vehicle Mnmunnnce Schedule is due on the first business day of every
month, with of scrvices, to the Vehicle
Inventory Control Specialist. Upon review, the Vehicle Inventory Control Speclalist
will then file in appropriate program files. Copies will be pravided to the program
for their vehicle records.

4.19 Vehicle Inspection (Attachment I)- the Vehicle Inventory Control Specialist will
conduct annual, or as necessary, Vehicle Inspections for programs having vehicles,
regardless of funding source (GSA, FLEET, Tribal, ctc...). The Physical Vehicle
Inspection Form shall be utilized to document the inspection and will include
commcats/recommendations to the program Director/Coordinator.

The use and carc of vehicles shall be monitored by the Program Director/Coordinator.
Should any mfr.ychons occur, it shall bc the pmgmm Dircctors/Coordinator's

and d linary action, if necessary. Staff and/or
Pmscngexs are pmhlbllcd from smoking, using xllcgnl drugs and/or Alcohol in any tribal
vehicles, in accordance with Tribal Personnel policies.

The individual program and Vehicle Inventory Control Specialist shall file completed
vehicle inspections forms in appropriate program files.

420 Vehicle Mileage Log (Attachment K) - Each vehbicle shall have a Vehicle Mileage
Logs, which will document vehicle usage.

Govemment motor vehicles (Tribal, program and GSA) are to be used for official
purposes only and solely in the perfi of the program. | must abey all
motor vehicle traffic laws of the State and local jurisdi Empl are p ily
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iii. The Sccretary of the Interior shall expeditiously process all requests in
accordance with applicable federal law and regulations.

(c)  The Secrctary shall d inc the p of any hazard t activity,
defined in 41 CFR 101-47.202.2(6)(10).

(d)  Use. Except as otherwise provided by federal statutes ar by the Federal awarding
agency, real property will be used for the originally authorized purpose under such
terms and conditions as may be agreed upon for their use and maintenance as long as
needed for that purpose, during which time the Cheyenne and Arapaho Tribes must
not dispose of or cncumber its title or other interests.,

(¢)  Disposition. When real property is no longer needed for the originally authorized
purpose, the Cheyenne and Arapaho Tribes must obtain disposition instructions from
the fedcral awarding agency or pass-through catity. The instructions must provide
for onc of the following altematives:

i. Retain title after ing the federal ding agency. The amount paid to
the federal awarding agency will be computed by applying the federal awarding
agency's percentage of participation in the cost of the original purchase (and
costs of any improvements) to the fair market value of the property. However, in
those situations where the Cheyenne and Arapaho Tribes is disposing of real
property acquired or improved with a federal award and acquiring replacement
real property under the same federal award, the net proceeds from the disposition
may be used as an offset lo the cost of the replacement property.

i. Sell the property and compensate the federal awarding agency. The amount duc to
the federal awarding agency will be calculated by applying the federal awarding
agency's percentage of participation in the cost of the original purchase (and cost
of any improvements) to the proceeds of the sale after deduction of any actual
and reasonable selling and fixing-up expenses. If the federal award has not been
closed out, the net proceeds from sale may be offset against the original cost of
the property. When the Cheyenne and Arapaho Tribes is directed to sell property,
sales procedures must be followed that provide for competition to the extent
practicable and result in the highest possible return.

iii. Transfer title to the federal awarding agency or to a third party
designated/approved by the federal awarding agency. The Cheyennc and
Arapaho Tribes is entitled to be paid an amount calculated by applying the

Cheyenne and Arapaho Tribes® p ge of participation in the purchase of the
real property (and cost of any improvements) to the current fair market valuc of
the property.

422 Intangible property ~
a Title to intangible property acquired under a federal award vests upon acquisition
by Cheyennc and Arapaho Tribes pursuant to contract provisions unless the title to
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the intangible propenty is retained by the vendor. The Cheyenne and Arapaho Tribes
must use that property for the originally-authorized purpose, and must not encumber
the property without approval of the federal awarding agency.

When no longer needed for the originally authorized purpose, disposition of the
intangible property must occur in accordance with the provisions above in Scction 6,
N4.

b. The Cheyenne and Arapaho Tribes may copyright or Trademark any work that is
subject to copyright or trademark and was dcveloped. or fnr which me:l'shlp was
acquired, under a federal award. Costs of igh k arc
expenses.

The federal awarding agency rescrves a royalty-free, nonexclusive and
irrevocable right (o reproduce, publish, or otherwise use the work for federal
purposes, and to authorize others to do so unless the submission of the property by the
Cheyennc and Arapaho Tribes to the federal agency contains restrictions on
discl as provided in the ions to the Freedom of Information Act.
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d. The Chcycnnc and Arapnho Tribes is sub_;ccl Io applicable regulations goveming

patents and i ding gover lations issued by the
Dcpumn:m ofCommcrc: at 37 CFR Part 401, “R:ghts to Inventions Made by
ions and Small Busi) Fizms Under G Awards,

(o]
Conu-ucls and Cooperative Agreements.”

SECTION 5. PROHIBITIONS CONTAINED IN THE PRO-CHILDREN ACT OF 1994

Smoking is not permitted within any indoor facility or vehicle (or portion thereof) owned, leased
or contracted for by the Cheyenne and Arapaho Tribes for the provision of regular or routine
health care, day carc or carly childhood development program (Head start) which provides
services Lo children, or for the use of the employces of the tribes who provide such services.

‘The purpose of this rulc is lo protect children uoder the age of 18 from exposurc to
environmental tobacco smoke when recciving education, library, health care, daycare, and early
childhood developmental services in indoor facilities.

Failure to comply with the provisions of the law may result in the |mposman of a civil monetary
penalty of up to $1,000.00 per day and/or the i ition of an ad i order
on the Cheyennc and Arapaho Tribes.

(Reference: Individual program policics regarding Drug-Free Work Place and Head Start Smoke
Free palicy).

SECTION 6. DEFINITIONS
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improvements, modifications, repl i ions, or
alterations 1o capital asscts that materially increasc their value or uscful life.

Capitalized Property- That personal property which has been cniered on the fiscal accounts as
an investment or asset and which has a total acquisition cost or fair market value exceeding
$5,000 and an anticipated service of one year or longer. Examples: vehicles, trailers

Conditional title - property purchascd with federal dollars. The Tribe has title however, the
federal agency retains a vested interest in the item, and the item is subject to conditions imposed
by the Super Circular - 2 CFR 200.310 to 200.316

Consultant- A person who gives advice or services for a fee, but not as an employee. Consultant
acts as an Independent Contractor.

Contract- A formal agreement between two pamu to do or refrain from domg one or more
things. The terms of the contract are exp d in writing, ding to the req that
make the agreement legally binding as a contract.

Custodial Location- A segment of an accountable area

Employee- An empl d by proper authority to be responsible for the proper use,
maintenance and pmlcclmn of property entrusted to his/her possession or charged to his/her
custody.

Equip Tangible (; bl le personal property (including information
technology systems) having a \mcful life ofmurc than one ycar and an acquisition cost or fair
market value of $5,000 or more per unit. Examplcs: trailers, tractors, Jawnmowers

Excess Property- Property, under the control of any program, which the program no longer
shows a need for. Then which this property is available to transfer to another program within the
same funding source.

Exchange/Sale- The cxchange or sale of personal property for replacement purposes where the
proceeds arc to be applicd towards the purchase of similar items. The property replaced in this
instance is not considered to be excess, it is considered to be new property.

Expendable Property- Spccnﬁc items orpropcny whlch have been classified for property
conlml and/or cost g as d during the ycar of

ition and the cost or isal value i is to be pend: wu!nn the ycar of acquisition.
Examples: ink, toner, pens. paper.

Fee (itle - the type of ownership giving the owner the maximum interest in the land, cntitling the
owner to use the property in any manner consistent with federal, state, and local laws and
ordinances.
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Definitions, terms and examples of their use in property management are arranged in
alphabetical order for reference purposes. The terms listed arc generally recognized in
Government Agencics directly and indirectly concerned with property matters.

A bility- The responsibility for the of property and the appropriate
d ion of all i ffecting property on hand and reccived by a Tribal program or
activity within the Tribal organization.

Acqulre (Acquisition) - To obtain ownership of personal property in any manner, including
p transfer, donations, or fz . An item will be considered to be acquired at the

time title o the item passes to the Cheyenne and Arapaho Tribes irrespective of the point of
origin. Usually title will pass upon delivery of property.

Acquisition Cost - Acquisition cost means the cost of the assct including the cost to rcady the
assc( for its ln(cnded use. The nct invoice price of the item, including the cost of modifi

ics, or auxiliary app necessary (o make the property
usable for the purpose for which it was acquired.

Back Order- A requisition, or part thereof, on which praperty/supply action has been suspended
pending availability of the item ordered.

Board of Survey- A committee consisting of three officials of the Tribes (or federal
government) appointed to inquire into the circumstances of a loss, damage, destruction, or
condition of property in accordance with prescribed policies and procedures. The board members
shall consist of the Procurcment, Grants, und Contracts Director, Property Director, Director of
program that the property belongs to, and respective program accountant.

Cannibalize- To di: le (a picce of ) for parts to be uscd as replacements in other
equipment. A Report of Survey (Attachment F) is required prior to cannibalization.

Capital asscts - Tangible or i ible assels used in of having a uscful life of more than
one year which arc capitalized in accordance with GAAP. Capital assets include:
a) Land, buildings (facilitics), cqui and intel] property (includi
whether acquired by p i e 1 purchasc, cxch or

through capital leases; and

b) Additions, improvements, modifications, repl
renovations or alterations to capital assets that materially increase their value or uscful
life (not ordinary repairs and maintcnancc),

Capital Expenditure- The cost of the capital asset including the cost to put it in place, Capital
expenditures means cxpenditures to acquire capital asscts or expenditures to make additions,
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Fixed Equipment- Equipment that is built into or is pcrmanently affixed to the building or
structure, the removal of which will seriously impair the utility of the real property for successor
occupants without major repair. Examples: air conditioning units, piping, heaters,

Intangible property - Intangible property means property having no physical existence, such as
trademarks, copyrights, patents and patent applications and property, such as loans, notes and
other debt instruments, lease agreements, stock and other instruments of property ownership
(whether the property is tangible or intangible).

Inventory Aide - To assist Inventory Specialist/Vehicle Inventory Specialist 1o keep an accurate
account of all programs/departments inventories and vehicles

Inventory Specialist - Kcep an accurale account of all programs/departments inventory and
supplies

Life Expectancy- The average usclul lifc of cquipment items expressed in years.

Lost Property- Property that has disappeared because of fload, storms, accidents or other
circumstances over which a person has no control and there is no reason to suspect thefl.

Maintenance- Any work required to keep property in the original condition. It may include
replacement of minor parts, matcrials or cquipment.

Non-expendable Persoual Property- bqu:pmem msu'umculs or tools which must be
controlled until rclease in d with pi p Non-cxpendable personal
property includes:
1) Capitalized items: Those items which meel the following criteria:

a) Have an estimated service life of one year or more.

b) Normally has an acquisition cost of $5,000 or more per unit.

c) Retains identity when put to use.

d) Will not be d in the perfi of program activitics or incorp { into some

cnd product.

2) Non-Capitalized items: Those items normally having an acquisition cost of Iess than $5,000

and which mect all of the other criteria for capitalized cquipment.

Personal Property- Any property other than real property including supplics, matcrials end
equipment. It may be tangible, having physical cxistence, or intangible, having no physical
existence, such as copyright, patents, or securities.

Physical Inventory- Confirmation of the cxistence of property by actual sighting and counting
of the items(s) of equipment or materials.
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Praperty- Tribal, Government or grant funded equipment and related personal property that is
being controlled for financial, security property, non-capital controllable property and property
on loan from others.

Property and Supply Director- It is the responsibility of the Property Director to maintain a
master inventory and central record of all property and to maintain a list of Property Custodians.

Property Custodian — A Property Custodian shall be appointed by the Program Director of
cach department/program. The Property Custodian will be held accountable for all property
desi to his/er dep /program and will ilc annually with the Property and
Supply program inventory records. The Administrative Assistant for each program is appointed
as the Property Custodian for that program

Purchasc Order- The official document which authorizes a vendor to deliver specific goods or
render described services to a Tribal organization or department,

Purchase Requisition- The official d questing and identifying the specific goods or
services required by a program or department.

Real Property- Land, including land improvements, structures and attachments.
Report of Survey- A form izing the ci and finding ding a shortage,

loss, theft, damage or destruction of property, or it may be a report establishing the condition of
property. (scc Atlachment F)

Restricted title - property acquired through GSA or DRMS under excess or surplus property
transfer through BIA or [HS 638 contracts and the property was transferred to un identified
contract, The property is restricted to that contract until the contract ends (or the property is no
longer needed by the contract after at least one year), Property is not to be sold until all transfer
and disposal proccdures conditions identified in 2 CFR 200 arc met.

Reversionary title - property purchased with either BIA or IHS funds, the tribe has title,
however in addition to the conditions imposed by the Super Circular, the tribe must also revert
title to the BIA or IHS if the tribe retrocedes the contract or if the federal government reassumes
the contract.

Salvage- Property that has been inspected and determined to have some value beyond its basic
materiol content, but which is in such condition that it has no ble prospect of continued
use as originally intended.

Scrap- Property that has been inspected and determined to have no value except its basic
material content.

to iation for private

Scnsitive Property- [tems of property that are
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*  Maintains property records and manages physical inventory

*  Receives and signs for incoming shipments.

= Visually checks for damages.

« Completes recciving report.

*  Submits bills of lading and receiving reports to accounts payable,

Procurement Director
*  Manages formal procurement pracess.
*  Reviews and approves purchase requisitions.
*  Determine if procurement of item(s) or service(s) should go thru the bid process.
* Approves purchasc orders.
* Ensures maximum full, free and open competition and reasonable cost to tribes.
© A online purct for ble office supplies and furniture.

PP!

Department/Program Dircctor
*  Prohibited from ncgotiating with vendors
*  Prohibited from soliciting bids ding $5,000.
* Determines need for property acquisition based on program goals and objectives.
*  Responsible for complying with approved program budget
*  Issues and approves purchase requisitions.

Property Custodian
*  Is responsible for use, mai and of property assigned to the
Department for which he/she is designated as property custodian.
*  Assists the Property Dircctor in maintaining accurate property records and conducting

annual physical inventorics.

Finance Accountant
* Checks purchasc requisitions for allow ability, and availability of funds and budget linc
item funding status.
*  Verifies correct account coding.

SECTION 8. ATTACHMENTS

. New Equipment Form

. New Vehicle Form

. Property and Supply Receiving Report
Department Property Reccipt Form

. Thef or Loss of Tribal/Gov't. Property
. Report of Survey (page 1-2)

. Propenty Transfer Form

. Vehicle Inspection Sheet

Physical Vehicle [nspection Form
Vehicle Maintenance Schedule

:":—:O'T-F'l‘UOU>

use, i.¢., subject to theft or personal usc or that which can be readily converted to cash.
Examples: cell phones, laptops.

Supplies and Materials- All tangiblc personal property other than "equipment”. This shall
include Computing Devices if such items cost less than $5000.

Surplus Property- Excess property that has been declared excess (o any program's needs and
becomes eligible for donation or public sale.

Tribal funds - all funds allocated to the tribe that come under the control of the treasurcr
(gaming funds, federal funds, tex revenue, oil and gas revenue, farming and grazing).

Trade-in - The exchange of one property for another.
Unserviceable Property- An itcm determined to be no longer useful or ready for usc,
Vehicle Inventory Control Specialist - Keep an accurate account of all Programs/Departments

\ y y (anything on whecls) in the clectronic software system, mileage logs,
maintenance logs, and titles. Also handles the Fuclman duties for the program.

SECTION 7. ROLES AND RESPONSIBILITIES

The following descriptions of roles and ibilities relating to the Property and Supply
Management function are not intended to be comprehensive and detailed. Their inclusion in this
manual is to illustrate the diffcrent funclions and positions utilized in the process and to show
that the Cheyenne and Arapaho tribes have intentionally designed a system of Property and
Supply Menagement. Internal Controls provide for a comprehensive approach, so no one
performs a complete cycle of aperations involving acquisition and custody of assets.

p
Department of Administration:
« Establishes policics and p durcs for the of the tribal Property and Supply
office. |
* Supervises day to day operations relating to Property and Supply.
* Reviews Property and Supply management practices cvery two years to cnsure the needs
of user department/programs are being met.

Accounts Payable
«  Compares receiving report
* [mplements payment process
«  Contacts Property and Supply when check request is made for items that need to be
inventoried.

Property and Supply Director
*  Responsible for the tribal property management system

25
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(ATTACHIMENT A)

Cheyenne and Arapaho Tribes

Property and Supply

NEW EQUIPMENT FORM

Program:
Date of Form:
Purchasc Order #:

(Use Separate Sheet for Each P.

o.#)

FUND

TRIBAL ID #

ITEM

DESCRIPTION

SERIAL #

TYPE OF TITLE

VENDOR

DATE ACQUIRED

QUANTITY

COST

LOCATION

ASSIGNED PERSON

NOTE: After completion of this form, update your property inventory and then submit
form to the Property and Supply program.

Revised: August 2016

(ATTACHMENT C)

Cheyenne and Arapaho Tribes

Property and Supply

RECEIVING REPORT

Property and Supply received the following items on PO #:

Date:

Vendor:

Back

Reccived Ordered

Shipped

Description

Serial number

‘Total Number of Packages:

]

Checked in by:

ups_ FedEx Ground FedEx Express
My Office Products Treight____ Pick Up,
Other

CONDITION OF PROPERTY:

Shipper’s Packing Slip #:

Beavex

Bill of Lading

Program;

Rectived by:

Circle onc: Pick up or delivery

Print Name and Sign

Revisced: Aupust 2016

Date

(ATTACHMENT B)

Cheyenne and Arapaho Tribes

Property and Supply

NEW VEHICLE FORM

Program: Year: Calor:
Purchase Order: Make: Odometer:
Tribal ID: Model: Tribal tag#:
[lchicl: Identification Number:
Vendor: Address: Phonc:

Disposition Information for a vehicle

P ge of Federal (for Federally funded vehicles):

Tn the project cost for the Federal award under which the property was acquired.)

Use and condition of vchicle:

Date of disposal:

Sale price:

Any other informetion regarding disposal:

Created: August 2016

(ATTACHMENT D)

Cheyenne and Arapaho Tribes

Property and Supply

PROPERTY RECEIPT FORM

D /Program:

I _ will assume responsibility for the care and retum of

the following equipment that is being issucd to me for usc in performing my assigned duties:

L

(ltem description: model/manufacturer) (Serial #) (Tribal Tag #)
2.
(Ttem description: modeUmanufecturer) (Seriol £) (Fribal Tog #)
3. s
(ltem description: modeUmsnufactuter) (Serial #) (Tribal Tag #)
4. R
{liem descripion: modeUmanulscturer) (Scrial #) (Tribal Tag #)
CHECK OUT CERTIFICATION:
Checked Out to: Empl i o
Name/Title Date
Inspected by:
Property Custodian Datc
Initial of Property Specialist and Copy Rec'd:
RETURN CERTIFICATION:
Retumned by:
Nume/Title Date
Inspected by:
Troperty Custodian Date

Initial of Property Specialist and Copy Rec’d:

Copy of completed form must be provided to the Property Director with the original form filed in

department personnel folder.

Revised: August 2016




(ATTACHMENT E)

Cheyenne and Arapaho Tribes

THEFT OR LOSS OF TRIBAL OR GOVERNMENT PROPERTY

Report Date: Department:
CHECK ONE:

“Tribal Property Thel  ___ Loss

Gevernment Property Theft Loss
ITEM DESCRIPTION:
Tribal Tag # Description (Make, model, ctc) Scrial#
Other identification of marking
GENERAL INFORMATION:
Purchaso Date Person Assigned t0 Phonc/Exicnsion

s,

Department Program POY Original Price

WITNESSES (if applicablc): Persons either present at the time of the incident, or upon
discovery of the loss or theft.

Employec Name Department Phonc Number
Employec Name Depanment Phone Number
INSURANCE SPECIALIST:

Report sent to I iali Yes No

REMARKS: Doscribe the actions ar events that led to tho loss or theft of the property, responding
agencics, contact persons in program, recovery aclions, elc.

Signed: Date:
Property Custodian

Revised: August 2016

(ATTACHMENT F) Page 2

Property and Supply

CERTIFICATION OF DISPOSITION
Disposition Code:

I certify that, in accordance with existing Policics and Procedures, the Property listed herein has
been disposed of in the following manner:

Date Property Dircclor

FOR APPROVED SCRAP ONLY
I certify that I have witnessed the destruction and disposal of the Property listed herein.

Scrap Value: §
Datc Property Director
ODES:;

Condition codes: Disposition Codes:;

(Should be coded as follows: e.g. N-1, 0-3, 1. Unneeded (disposc of in accurdance with

R-2, etc.) 1. Excellent applicable regularions)
2. Good 2. Destruction

N - New 3. Fair 3. Abandonment

E —Used (reconditioned) 4, Poor 4. Donation

O - Used (usablc without repair) 5. Sale

R — Used (repairs required) 6. Repair

X ~ Items of no further valuc for usc as 7. Salvage

originally intended but of possible valuc 8. Reduce to scrap

other than as scrap 9. Trash

Y — Wom out (no valuc cxcept as scrap) 10. Other

(ATTACHMENT G)

(ATTACHMENT F) Page |

REPORT OF SURVEY

Date of Survey Tribal Tag Number i f Property

CHECK APPLICABLE BOX:

‘THIS IS TO CERTIFY that the Property lisicd hercin has been inspected by the Board
D of Survey and its current condition and cstimated value are as shown. The finding(s)
listed below substantiate the recommended disposition stated in this form.

THIS IS TO CERTIFY that the Property circumstances surrounding the Loss, Theft,
or Damage of the Property listed herein have been investigated by the undersigned and
the finding(s) and recommendation(s) arc as stated in this form.

FINDINGS: (Indicate condition and/or disposition code and bricfly describe condition)

ESTIMATED CURRENT VALUE (Based on above Findings): S

RECOMMENDATION(S):

BOARD OF SURVEY CERTIFICATION:

Dae Print Name & Sign Property aad Supply Dircetor
Date Print Name & Sign PORC Director
Date Priot Name & Sign Program Accountant
Dato Print Name & Sign Program Director
Daie Print Namo & Sign Tnsurancs Specialist
4
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(ATTACIIMENT 1) {

For Certified Mechank Use only
Power Saats
feated Seats
| 'ower Antenna
" . o onecibinn A Turn Signals
Please VISUALLY INSPECT all components for proper operation and condition. All results documented to complete the inspestion. Allitems found e
defective must be repaired and proof of repair(s) need ta be submitted with the inspetion form. for vchicle t be considerad cligible for repalrs. et
cctronic Drive Displ
anity Mirrors
Program: [Program & phone: RReooF
[ ear, Make, Modcl: JVin: aio/CD Player/Tape Player
Date: | Current mileage: e
TR T S ] l
Condition of Vehicle{check one) Yes No Needs Repalr or Replacement: Yes No :
Above Average WarmTiot Air From Vents |
Aversge |Com| i Comments:
Below Average [A/C Programmer.
R T Ly e S T SR
SIgas) of Collizion Braking System
odlfcationts) [Needs Repair or Replacement: Yes Ne |
B R ee | Ant-Lock Synem
Leaks Yes No Calipers
oif Wheel Cylinders
Coolant Power Booster i
Radiator Brake Lincs i
Pawer Stecring Pump s i
Water Pump Engin. Yes No I
Rack & Pinion Roughness
BchyHoses Gaugcy/Lights
Starting T on Shift
ldlc Forwan] Needs Repair/Replscement
Engine Noise Reverse Noods Repain/Replacement
iy Rt 1 - : LT G RO R Revised: August 2016
[Needs Repalr or No Yes No
Mounts Performance Problem
Leaks Engine Operating T
Drive Axels ‘Accclcration
| Boos Exhaust Neods RepairfReplacament
rive Shafl Transmission:
R e o 7 SR B R g 2
Needr Repulcor Replaciamedt Ya No Smoothness, Effoct, Slippage Yes No
Dl Jolnis [Noise
Control Arm Bushings: Drive Axel:
Upper & Lower Bocklash
McPherson Struts Stecring Necds RepaiRepl
Spindles Dindin
X Suspension:
Y = 5 ¥
Needs Repalr or Replacement: Yes i Needs Repair or Replacement: Vis o
Gauges Ball Joim
| _Caution & Waming Lights frakes
ower Door Locks
ower Windows
ower Trunk Lock Molor
Page10f2 Pago20f2
(ATTACHMENT I)
For Vehicle [nventory Control Specialist/Property and Supply use only - -
z B2
= 2 2 & e
Cheyenne and Arapaho Tribes Property and Supply ; 7] Sy . n:i &
B ° THFE B
Physical Vehicle Inspection Form E Ex S g =
; 2 Z 8 8 & = g
Program: Name of driver present: 15 = E = '6 E
Tag#: ) gl . - R z ]
INH: i " & 3 J =
i SR (EE 88 g
R ] ] M @ g g g
Ay, G, waterleaa? ' i =) 52 é E =g E
! D P h-)
' [ 2]
118 ||k T -
Chedk Badloves of; ] 3
0 EngheOl g e 8 q B é
0 Brake uld Feument md apes “ = ﬁ T &5 g
0 Power steering fluld 0 Fuellevel U a ﬁ E 7 El %
0 Auto transmission flud(if apphicable) 0 Qilpressure V7] [; g a S
Chedkviaterleve’s of: O Howarning lights on dash | E = 2 £ o
O Radiator heater tank and coolant i = g 3 i IE
O Check radiator cap s dlosed Cortras 1 Q ! as g g &
O Windshicld wiper/washer reservoir QO Brakes = a g & = s
0 3atteryflud 0 wipers 5 ¥ 3
T D Emergency brake i = E HE : 3 g S
U Headights 0 Horn i E Z . ﬁ a oE L, g . = 4
o tefyRight AfRada = g B g 8 £ 3 3
0 Dracelights 1l Alr conditioning i 5] = =] g E @& 5 ®
o LefuRint 0 Radiaworking i < = = 3 3 e® 3 o &
0 Tunsignals 0 Defrostens i E e 2 g £ 23 E e
o Lefywzh: 2 _ { 3 =5 °5
0 Reverselighis Vinchad rdwindshod wpars i E EZ g 8 K g S §
o LefyRight 0 windshleld wipers i EE ag Z Hg SR
= O Windshleld ~clean and urobstructed 1 S 5 g 2 3 Qg
0 Check pressure contact . ! 15 3] Q R NS
O Tiead depth minimum 16 mm Seats seat b, and vitors: i @l = = ©
O Tread pottetnmitches 11 Drvers seat position anc scatbelts | = 832 3 @ e 5 Z
0 Nodeep cuts, lumps, bulges, tears, oy O Passengerseats and seathefts | 7B & s & S:
o ! o -] U g 2 )
exposure o Mirrors ! <3E 7 A% ¢ Qmy
Vehicie Body: O Head rests B | 3 U Z o o 573 g =)
0 Nodamage ooy Luipmont 2 EEO Ei g a 2 3 Eﬂ
T Ughts and Reflectors cean U Gtk sndoceessoriai 7 - S = E§ 3 5 Q E
O Doors 11 First a'd ki (optional) g E -5 = £ 4 29
0 windows 0 Commuication device E: = 5% - N 3
Doaumertation: . = > w & 5] 3 ﬁ ga 5 ﬁ 5
0 nrance s g & C2x 3 B85 0 8
0 Regiswration & 289 8 gs g EE
O Upto datel'cense plate el El-S I
B < E w2 o W
aae  § FE 4 5o
o ol @
Inspection by: Bate: -g 04 gl 2 § =
ate: @ 4 E [él £ g =L
s i L
g 5 g2 § f3 # 2°
! 5 2l | w o0R dT o= &3
> oly & PN
9 oz & HES
= z|4)
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