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To:   		All Cognizant Employees, National Research Program - Eastern Branch
From:    	Harry L. Jenter, Assistant Chief, National Research Program - Eastern Branch
Subject:   	Off-site Property Accountability 

If you are the Cognizant Employee responsible for a piece of controlled property that is not physically located at your duty station and/or you are not able to put your hands on it within minutes, you are required to keep digital photographs of that property at your duty station.  For each piece of off-site property, you must keep at least two photos: 1) zoomed-in to show clearly the inventory number of the property and 2) zoomed-out to show the entire item. These photos should be date-stamped and no more than one year old at any time. This requirement applies to all off-site accountable property regardless of whether it is stored off-site or deployed in the field.

Please contact me or Emerson Perez-Paniagua if you have any questions regarding accounting for off-site property.
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