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PRIVACY ACT NOTICE: The disclosure of information on this form is voluntary; however, failure to supply the requested information may result in the delay or denial of all or a portion of a claim. Social 
security numbers are used to correctly identify claimants and insure the proper payment of claims; furnishing a social security number is voluntary and refusal shall not be the basis for denying a legal right, 
privilege or benefit. Principal purpose: the information on this form is used for filing, investigating, processing and settling claims. Routine use: the information on this form may be disclosed, and used, in 
connection with (1) settling claims with common carriers, warehousemen, or other third parties or their insurers for damage or loss to, or destruction of, and employee's personal property, (2) investigating or 
processing violations of, or for enforcing or implementing, a statute, rule, regulation, order or license by a federal, state, local or foreign agency, or (3) responding to a Congressional office in response to an 
inquiry made at the request of the individual to whom the record pertains.
Authority: 31 U.S.C. § 3721.
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INSTRUCTIONS FOR COMPLETING

S C H E D U L E  O F  P R O P E R T Y

The claimant shall complete an original and two copies in accordance with the instructions below which are keyed to the numbered blocks on the sample CBP
Form 330B.

Block 1. Claimant. Enter the full name of the claimant. If the claimant is other than the employee, enter the name of the employee in parentheses adjacent to 
that of the claimant.

Block 2. Page of Pages. Consecutively number each page of the Schedule of Property. Indicate the total number of pages comprising the schedule.

Block 3. Line Number. Consecutively number each article listed.

Block 4. Description of Article. Enter the name of the article. If known, also enter the brand, manufacturer and model, serial or ID number, or other information
available to more specifically describe the article. Do NOT include government-owned property.

Block 5. Nature and Extent of Damage. Describe the nature and extent of damage for each damaged article listed. Insert the word "missing" next to each lost 
article listed. Indicate how acquired; e.g., purchase or gift.

Block 6. Date of Acquisition. Enter the month and year of acquisition. When the exact month or year is unknown, enter your best estimate. If estimated, specify
by inserting "est" adjacent to the month and/or year.

Block 7. Value of Item. Enter the value of the property. The value of the item shall be based upon either the replacement cost, the estimated value as supported
by an appraisal, or the adjusted dollar value of the item as determined by the method described in the employee claims handbook. The basis upon which the
article is valued should be indicated by inserting after the value an "R" for replacement cost, "E" for estimated value, or "A" for adjusted value. If clarification is
necessary, use a footnote.

Block 8. Depreciation. Enter the cumulative amount of depreciation for each item claimed. Instructions for determining depreciation rates for various types of
property are found in the handbook.

Block 9. Maximum Amount Allowable. Enter the depreciated value of the lost or damaged item. This figure is computed by subtracting the depreciation amount
from the value of the item. The resulting figure is the maximum amount allowable for the loss or damage.

Block 10. Cost of Repairs. Enter the cost of repairing the damaged item as supported by a receipted bill or estimate signed by a reputable dealer or repair
facility. If the item is missing or not repairable, insert "N/A."

Block 11. Amount Claimed. This amount is the lesser of the maximum amount allowable or the cost of repairs for an item of damaged personal property. For a 
missing item of personal property the amount is the maximum amount allowable.

The back of the form is reserved for the claims review officer. Leave blank.
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PRIVACY ACT NOTICE: The disclosure of information on this form is voluntary; however, failure to supply the requested information may result in the delay or denial of all or a portion of a claim. Social security numbers are used to correctly identify claimants and insure the proper payment of claims; furnishing a social security number is voluntary and refusal shall not be the basis for denying a legal right, privilege or benefit. Principal purpose: the information on this form is used for filing, investigating, processing and settling claims. Routine use: the information on this form may be disclosed, and used, in connection with (1) settling claims with common carriers, warehousemen, or other third parties or their insurers for damage or loss to, or destruction of, and employee's personal property, (2) investigating or processing violations of, or for enforcing or implementing, a statute, rule, regulation, order or license by a federal, state, local or foreign agency, or (3) responding to a Congressional office in response to an inquiry made at the request of the individual to whom the record pertains.
Authority: 31 U.S.C. § 3721.
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INSTRUCTIONS FOR COMPLETING
S C H E D U L E  O F  P R O P E R T Y
SCHEDULE OF PROPERTY
The claimant shall complete an original and two copies in accordance with the instructions below which are keyed to the numbered blocks on the sample CBP
Form 330B.
The claimant shall complete an original and two copies in accordance with the instructions below which are keyed to the numbered blocks on the sample C B P Form 330B.
Block 1. Claimant. Enter the full name of the claimant. If the claimant is other than the employee, enter the name of the employee in parentheses adjacent to that of the claimant.
Block 1. Claimant. Enter the full name of the claimant. If the claimant is other than the employee, enter the name of the employee in parentheses adjacent to that of the claimant.
Block 2. Page of Pages. Consecutively number each page of the Schedule of Property. Indicate the total number of pages comprising the schedule.
Block 2. Page of Pages. Consecutively number each page of the Schedule of Property. Indicate the total number of pages comprising the schedule.
Block 3. Line Number. Consecutively number each article listed.
Block 3. Line Number. Consecutively number each article listed.
Block 4. Description of Article. Enter the name of the article. If known, also enter the brand, manufacturer and model, serial or ID number, or other information
available to more specifically describe the article. Do NOT include government-owned property.
Block 4. Description of Article. Enter the name of the article. If known, also enter the brand, manufacturer and model, serial or I D number, or other information available to more specifically describe the article. Do NOT include government owned property.
Block 5. Nature and Extent of Damage. Describe the nature and extent of damage for each damaged article listed. Insert the word "missing" next to each lost 
article listed. Indicate how acquired; e.g., purchase or gift.
Block 5. Nature and Extent of Damage. Describe the nature and extent of damage for each damaged article listed. Insert the word "missing" next to each lost article listed. Indicate how acquired; for example, purchase or gift.
Block 6. Date of Acquisition. Enter the month and year of acquisition. When the exact month or year is unknown, enter your best estimate. If estimated, specify
by inserting "est" adjacent to the month and/or year.
Block 6. Date of Acquisition. Enter the month and year of acquisition. When the exact month or year is unknown, enter your best estimate. If estimated, specify by inserting "e s t" adjacent to the month and/or year.
Block 7. Value of Item. Enter the value of the property. The value of the item shall be based upon either the replacement cost, the estimated value as supported
by an appraisal, or the adjusted dollar value of the item as determined by the method described in the employee claims handbook. The basis upon which the
article is valued should be indicated by inserting after the value an "R" for replacement cost, "E" for estimated value, or "A" for adjusted value. If clarification is
necessary, use a footnote.
Block 7. Value of Item. Enter the value of the property. The value of the item shall be based upon either the replacement cost, the estimated value as supported by an appraisal, or the adjusted dollar value of the item as determined by the method described in the employee claims handbook. The basis upon which the article is valued should be indicated by inserting after the value an "R" for replacement cost, "E" for estimated value, or. "A." for adjusted value. If clarification is necessary, use a footnote.
Block 8. Depreciation. Enter the cumulative amount of depreciation for each item claimed. Instructions for determining depreciation rates for various types of
property are found in the handbook.
Block 8. Depreciation. Enter the cumulative amount of depreciation for each item claimed. Instructions for determining depreciation rates for various types of property are found in the handbook.
Block 9. Maximum Amount Allowable. Enter the depreciated value of the lost or damaged item. This figure is computed by subtracting the depreciation amount
from the value of the item. The resulting figure is the maximum amount allowable for the loss or damage.
Block 9. Maximum Amount Allowable. Enter the depreciated value of the lost or damaged item. This figure is computed by subtracting the depreciation amount from the value of the item. The resulting figure is the maximum amount allowable for the loss or damage.
Block 10. Cost of Repairs. Enter the cost of repairing the damaged item as supported by a receipted bill or estimate signed by a reputable dealer or repair
facility. If the item is missing or not repairable, insert "N/A."
Block 10. Cost of Repairs. Enter the cost of repairing the damaged item as supported by a receipted bill or estimate signed by a reputable dealer or repair facility. If the item is missing or not repairable, insert "Not Applicable."
Block 11. Amount Claimed. This amount is the lesser of the maximum amount allowable or the cost of repairs for an item of damaged personal property. For a 
missing item of personal property the amount is the maximum amount allowable.
Block 11. Amount Claimed. This amount is the lesser of the maximum amount allowable or the cost of repairs for an item of damaged personal property. For a missing item of personal property the amount is the maximum amount allowable.
The back of the form is reserved for the claims review officer. Leave blank.
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