Scheduling Inventories

by CW2 Charles Weedon and CW5 Leslie Carroll


All unit commanders are required to do inventories of the government equipment entrusted to their care.  Two of these mandated inventories are the Sensitive Item Inventory and Annual Inventory.  We have been doing these inventories for years - nothing new.  Yet, most units only publish schedules for who will be performing the inventory but not who is getting inventoried and wait to the last minute to add them to the training schedule, causing events to be rescheduled or cancelled.  Predictability ensures inventories are completed in a timely and efficient manner.


You can increase predictability by spending three hours to schedule these inventories for a year or more.  Yes, it is possible to do this in three hours or less in as little as five steps.  Plus, once it is on the training calendar, leaders will be less likely to wait until the end of the month to perform these inventories and will not be scheduling them when a section has another mission.


Don't start your three-hour clock yet though.  There are four items needed before locking yourself in a quiet room:


1.  Cyclic Inventory Schedule distributed by PBO assuming that cyclic inventories have been elected instead of the required Annual Inventory.  It is usually published on a memorandum for an entire year.


2.  Sensitive Item Inventory Listing provided by the PBO.


3.  Asset Visibility Report generated by the Supply Sergeant using ULLS S-4.


4.  Long Range Training Calendar published by the S-3.

Inventory Planning Steps

Step #1.  Using the Asset Visibility Listing from the Supply Sergeant and the Cyclic Inventory Schedule memorandum from the PBO, divide up your equipment by month.  Physically mark the Asset Visibility Listing with lines dividing the LINs from month-to-month.  For example, the month of January, for instance, we should inventory the LIN's A00732 through B58656.  For the HHC Division Support Command (DISCOM), that means that we must inventory Air Conditioners, Burner Units, M8 Alarms, OE 254 Antennas, RL-27's and GYK-33's.


Step #2.  Using the Sensitive Item Inventory Listing, determine items required to be inventoried monthly.  CIIC's (Controlled Inventory Item Code) of 1, 2, 3 or 4 identify Arms, Ammunition, and Explosives which require monthly inventories while all other CIIC's require only quarterly inventories.  The CIIC can be found on the Sensitive Item Inventory Listing in the second column from the right.


Step #3.  Use the same Asset Visibility Listing that we used in Step #1.  Mark each sensitive item on the Asset Visibility Listing to distinguish between monthly or quarterly inventoried items.  I used "SI" for items requiring monthly inventory (CIIC of 1,2,3 or 4) and "SI Q" (other than 1,2,3 or 4) for equipment requiring quarterly inventory.  You could use different color highlighters - yellow for Monthly and green for Quarterly.  For our example, that will add the SINCGARS Remote to the HHC DISCOM inventory for January.

Step #4.   Determine which sections need inventoried each month for the cyclic inventories.   I scribbled the items down on a separate sheet of paper for each month which was divided by all the sections in the HHC DISCOM.  The Asset Visibility printout from ULLS S-4 works great for this task since it lists each section that has the equipment.
Step #5.   Add the inventories to the training calendar.  

a.  Add the monthly sensitive item inventory to the calendar.  This inventory should be done when the unit is not in the field and the majority of the items are in the Arms Room or other storage area.  This minimizes the amount of paperwork required to explain their absence.  Use the sheet you made showing what sections have this equipment.  All of HHC DISCOM's Arms and Ammunition are kept in the Arms Room.

b.  Add the Quarterly Sensitive Item Inventories to the schedule.  Unlike the Monthly weapons and ammunition inventory, this inventory can be performed while in the field and does not have to be completed all at once.  Divide it up through the month if an entire day cannot be reserved.  

c.  Finally, add the cyclic inventories to the monthly schedules.  Knowing the unit and its equipment will help in scheduling these inventories.  For example, since HHC DISCOM has all of their Air Conditioners are in Expando Vans kept in the Motor Pool, they are able to schedule the January Air Conditioners during Motor Maintenance on Mondays.  Also, the MKT is kept in the motor pool, so they can schedule the Burner Unit (component of the MKT) inventory the same day they do the Air Conditioners.  That leaves antennas, RL-27, GYK-33, M8 Alarms to inventory - all in one building; easily scheduled during one other day.  One whole month completely scheduled.  

Continue through the remainder of the months scheduling the best you can with the events as scheduled.  Remember that the further out you schedule, the chances of having to change the schedule increase.  However, with the inventories already on the calendar months ahead of schedule, last minute additions should be decreased.

You've completed your five steps for scheduling inventories.  Sections are identified on the training calendar along with the equipment that must be inventoried.  Monthly weapons and ammunition item inventories are scheduled as well as the quarterly sensitive item inventory.  Now you are on your way to a year of predictable inventories.  Inventories on a schedule are more apt to be completed.  Your ability to complete them will be more efficient and never "on the back burner".  Good luck in your command!
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WEEKLY TRAINING SCHEDULE   UNIT:HHC/MMC DISCOM

WEEK AND PHASE OF TRAINING

WEEK 17

DAY&DATE             PERSONNEL TO

TIME

BE TRAINED

ACTIVITY

LOCATION

TEXT EQUIP

0530-0700

HHC/MMC DISCOM

SPECIAL POPULATION PT

CO AREA

FM 21-20

0600-UTC

HHC/MMC DISCOM

FORMATION

PT FLD

FM 22-5

0605-0700

HHC/MMC DISCOM

PHYSICAL TRAININING

PT FLD

FM 21-20

0700-0820

HHC/MMC DISCOM

PERS HYGIENE/BREAKFAST

CO AREA

CO SOP

0820-1500

GSO,PBO

INVTRY AIR CONDS

MTR POOL

CYCLIC

CMD GRP, DFAC

BURNER UNIT

0820-1500

HHC/MMC DISCOM

COMMAND MAINT

MTR POLL

APPL MAINT

1130-1300

HHC/MMC DISCOM

LUNCH

DIN FAC

CO SOP

1500-1700

HHC/MMC DISCOM

CMD MAINT AAR

MTR POLL

CO SOP

1700-1830

HHC/MMC DISCOM

DINNER

DIN FAC

CO SOP

THUR 25 JAN 01

0530-0700

HHC/MMC DISCOM

SPECIAL POPULATION PT

CO AREA

FM 21-20

0600-UTC

HHC/MMC DISCOM

FORMATION

PT FLD

FM 22-5

0605-0700

HHC/MMC DISCOM

PHYSICAL TNG

PT FLD

FM 21-20

0700-0845

HHC/MMC DISCOM

PERS HYGIENE/BREAKFAST

CO AREA

CO SOP

0900-1000

HHC/MMC DISCOM

MISSION SUPPORT

SECTION 

CO SOP

0900-UTC

ARMORER

ARMS ROOM INVENTORY

ARMS RM

SENS ITEM

0900-1200

HHC/MMC DISCOM

SERGEANT'S TIME

SECTION

CO SOP

1130-1300

HHC/MMC DISCOM

LUNCH

DIN FAC

CO SOP

1300-1500

SIGO, NBC

INVTRY M8 ALARMS 

NBC RM

CYCLIC

REMOTE, ANT'S

SIGO

QRTY SENS

RL-27 GYK-33

1300-1700

HHC/MMC DISCOM

MISSION SUPPORT

SECTION AREA

CO SOP

1700-1830

HHC/MMC DISCOM

DINNER

DIN FAC

CO SOP

MON 22 JAN 01

WEEK 17 2ND QTR FY 01 22 JAN 01-28 JAN 01















Fig. 3:  Training Schedule
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		WEEKLY TRAINING SCHEDULE   UNIT:HHC/MMC DISCOM						WEEK AND PHASE OF TRAINING

		WEEK 17				WEEK 17 2ND QTR FY 01 22 JAN 01-28 JAN 01

		DAY&DATE             PERSONNEL TO

		TIME		BE TRAINED		ACTIVITY		LOCATION		TEXT EQUIP

		MON 22 JAN 01

		0530-0700		HHC/MMC DISCOM		SPECIAL POPULATION PT		CO AREA		FM 21-20

		0600-UTC		HHC/MMC DISCOM		FORMATION		PT FLD		FM 22-5

		0605-0700		HHC/MMC DISCOM		PHYSICAL TRAININING		PT FLD		FM 21-20

		0700-0820		HHC/MMC DISCOM		PERS HYGIENE/BREAKFAST		CO AREA		CO SOP

		0820-1500		GSO,PBO		INVTRY AIR CONDS		MTR POOL		CYCLIC

				CMD GRP, DFAC		BURNER UNIT

		0820-1500		HHC/MMC DISCOM		COMMAND MAINT		MTR POLL		APPL MAINT

		1130-1300		HHC/MMC DISCOM		LUNCH		DIN FAC		CO SOP

		1500-1700		HHC/MMC DISCOM		CMD MAINT AAR		MTR POLL		CO SOP

		1700-1830		HHC/MMC DISCOM		DINNER		DIN FAC		CO SOP

		THUR 25 JAN 01

		0530-0700		HHC/MMC DISCOM		SPECIAL POPULATION PT		CO AREA		FM 21-20

		0600-UTC		HHC/MMC DISCOM		FORMATION		PT FLD		FM 22-5

		0605-0700		HHC/MMC DISCOM		PHYSICAL TNG		PT FLD		FM 21-20

		0700-0845		HHC/MMC DISCOM		PERS HYGIENE/BREAKFAST		CO AREA		CO SOP

		0900-1000		HHC/MMC DISCOM		MISSION SUPPORT		SECTION		CO SOP

		0900-UTC		ARMORER		ARMS ROOM INVENTORY		ARMS RM		SENS ITEM

		0900-1200		HHC/MMC DISCOM		SERGEANT'S TIME		SECTION		CO SOP

		1130-1300		HHC/MMC DISCOM		LUNCH		DIN FAC		CO SOP

		1300-1500		SIGO, NBC		INVTRY M8 ALARMS		NBC RM		CYCLIC

						REMOTE, ANT'S		SIGO		QRTY SENS

						RL-27 GYK-33

		1300-1700		HHC/MMC DISCOM		MISSION SUPPORT		SECTION AREA		CO SOP

		1700-1830		HHC/MMC DISCOM		DINNER		DIN FAC		CO SOP






