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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Memorandum of Instruction for Change of Command Inventories

1.  References:  


a.  AR 710-2, Supply Policy Below the Wholesale Level.


b.  DA Pam 710-2-1, Using Unit Supply System Manual Procedures.


c.  AR 735-5, Policies and Procedures for Property Accountability.

2.  Purpose:  To provide guidance concerning all change of command inventories within the 32d Signal Battalion.

3.  Scope:  This MOI supplements instructions provided in the references for conduct of all property inventories taken upon replacement of  the officer responsible for property issued to a unit.  This inventory, conducted jointly between incoming and outgoing responsible officers, is commonly known as a Change of Command Inventory.

4.  General:  The provisions of this MOI are applicable to all units assigned or attached to the YOUR  Battalion.  There will be no formal change of command consummated between responsible officers or any ______ Battalion subordinate units until all requirements of this MOI are met.

5.  Responsibilities:


a.  The Battalion Commander will:



1)  Ensure that change of command inventories are conducted IAW the provisions of the references and this MOI.



2)  Provide both the incoming and the outgoing responsible officers with a written notice of the change of command inventory (Encl 1) and a detailed pre-inventory briefing regarding conduct of the inventory and their duties and responsibilities.  Ensure that ALL property is physically inventoried.
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3)  Provide the incoming and outgoing responsible officers the full support of the battalion staff as required for the timely and accurate completion of the joint inventory. 



4)  Ensure that officers who are conducting the joint change of command inventory are afforded 30 days PRIOR to the change of  command to conduct and complete the inventory.  If the inventory cannot be completed within 30 days, the incoming commander will request an extension in writing to the battalion commander and must include the number of days (up to 15 days).  No more than two extensions will be granted.  The change of command must be delayed until the inventory is complete.



5)  Ensure that responsibilities of a previous assignment and/or requirements at the gaining unit do not interfere with the change of command inventory.



6)  Ensure that the Battalion S4 reviews the final inventory results and ensures that all documents, i.e., statements of charges/cash collection vouchers, reports of survey, and administrative adjustment reports are initiated prior to change of command.  Ensure that shortages are placed on requisition.



7)  Appoint a disinterested person to act for the responsible officer in cases where an individual is deceased or has departed the unit prior to transferring property responsibility.



8)  Certify to the Brigade Commander that all of the above has been completed and that the unit is prepared for a formal change of command.  Forward the Company Commander Statement (Encl 2) to the Brigade Commander.


b.  Incoming and outgoing responsible officers will:



1)  Read the reference material indicated in this MOI before starting the change of command inventory.



2)  Receive a briefing on inventory procedures and responsibilities from the battalion commander.



3)  Review DA Pam 25-30 to ensure that the most current supply catalogs, component lists, technical manuals, and other related publications are available and used during conduct of the inventory.



4)   Ensure that all hand receipts, sub-hand receipts, and shortage annexes with change documents are updated prior to starting the inventory.



5)  Review the unit property records to familiarize themselves with the types of property to be inventoried.  This includes temporary hand receipts the unit has on hand from other units/activities and agencies (see Encl 3), such as community hand receipts, installation property, CTA 50-900, and individual clothing and equipment (such as coveralls, NBC suits, etc.) on the unit property books.
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6)  Identify all buildings, storage areas, motor pools, etc., where property is or may be located and notify hand and sub-hand receipt holders of when and how the property is to be inventoried.



7)  Accomplish the inventory IAW the procedures outlined in  DA Pam 710-2-1, Chapter 9.  All property must be physically inventoried.  




a.  Property will be inventoried by section or sub-hand receipt holder.  To minimize down time, inventories for that sub-hand receipt holder or section will be completed before proceeding to another scheduled section.  Results will be compiled daily.



8)  Provide the battalion commander a weekly update on the progress of the inventory, surface any problems, and request guidance and assistance from the battalion staff as required.



9)  Request an extension in writing from the battalion commander if the inventory period will exceed 30 days.  The desired number of days must be specified but not exceed 15 days.  No more than two extensions may be granted.



10)  Certify to the battalion commander that the actions above are completed by co-signing and completing the informal memorandum at enclosure 2.  A copy of the updated SPBS-R hand receipt signed by the incoming commander will be attached to the memorandum.



11)  The incoming commander will make an office call with the Brigade Commander at least 48 to 72 hours prior to the change of command.

2 Encl





______________

1.  Memo of Notification


LTC, SC

2.  Certificate of Completion


Commanding
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4 April 2001


Current Commander, C Company, ________ Battalion, APO AE 09175

Incoming Commander, C Company, ________ Battalion, APO AE 09175

SUBJECT:  Change of Command Inventory Notification

1.  In accordance with paragraph 2-12, AR 710-2 and paragraph 9-5.1, DA Pam 710-2-1, a 100% physical inventory of the property belonging to C Company, ________ Battalion, is required prior to the change of command.

2.  The change of command is currently scheduled for 18 _______.  You will begin a 100% physical inventory of all property NLT ___________, and finish NLT __________.  Adjustment documents required to account for losses, i.e., statements of charges/cash collection vouchers, reports of survey, and administrative adjustment reports, will be completed and posted to the property books, hand receipts, and shortage annexes NLT _________.

3.  Attached at enclosure 1 is a checklist provided for the inventory.  Addressees will return this checklist along with their letter of completion as required by the Battalion Change of Command Inventory MOI.  

Encl





_______________







LTC, SC







Commanding

Enclosure 1 to Change of Command Notification Memorandum

A.  Actions prior to inventory:  

	ACTION
	BY WHOM
	COMPLETED

	
	
	

	1.  Check with next higher commander for any instructions.


	Both
	

	2.  Make sure all hand/sub-hand receipts and component listings with change documents are updated.  This must be accomplished prior to the change of command inventory.


	Outgoing Cdr
	

	3.  Review the unit property records to find the type of items to be inventoried.  If needed, select personnel to assist in the inventory and give them instructions.  Review records against current TOE and hand receipts.  Ensure all property and accounts are identified to include hand receipts from other agencies (Installation, CIF, TASC, community, etc.).


	Both
	

	4.  Notify hand/subhand receipt holders of when and how the inventory is to be conducted.


	Outgoing Cdr
	

	5.  Review DA Pam 25-30 to ensure that the most current supply catalogs, component lists, technical manuals, and other publications are used during the inventory.  Contact your Bn S4 if any additional publications are needed above publications provided by the outgoing commander.  Your Education Center is also a good source.


	Incoming Cdr
	

	6.  You must now decide how to record the results during the inventory.  A spreadsheet is a good tool to accomplish this.


	Incoming Cdr
	

	B.  Property is jointly inventoried as follows:
	
	

	
	
	

	1.  Check all items to make sure the items and their descriptions on the property book match.  Make a list of any differences. 


	Both
	

	
	
	

	
	
	

	
	
	

	
	
	

	ACTION
	BY WHOM
	COMPLETED

	
	
	

	2.  Make a visual check of the condition of the property.  Make a list of any damaged or unserviceable equipment and expiration dates.  The outgoing commander should ensure that unserviceable and expired items are turned in.


	Incoming Cdr
	

	3.  Count all items listed or not listed on unit property records.  Make a list of any shortages or overages.


	
	

	3a.  All clothing records should be checked to ensure all property is accounted for and all personnel have all authorized OCIE.


	Both
	

	3b.  An inventory of COMSEC items with the security manager must be accomplished.


	Both


	

	4.  Check end items for completeness.  Use proper TM or SC to identify components. Check the document register to make sure that component shortages are on request.  Make a list of any component overages.  Ensure that all BII, end item components, and items troop installed or on the additional authorized list are counted when major end items are inventoried.  Boxed and banded items and unit pack items should be opened to ensure all items are accounted for.


	Both
	

	5.  Check the serial number on the item against that on the property book.  Make a list of any serial number differences.  


	Incoming Cdr
	

	6.  If items are in maintenance, make sure the maintenance request is valid. Check all open maintenance requests with the supporting activity.


	Incoming Cdr
	

	7.  Report damaged equipment to unit maintenance personnel for repair.  Initiate a survey if required.


	Both
	

	8.  Check/compute the basic and operational loads of the unit.  Make sure all items are on hand or on request.  Be sure to check POL coupons.


	Both
	

	
	
	

	
	
	

	ACTION
	BY WHOM
	COMPLETED

	
	
	

	9.  Report all differences regarding property book items to the PBO.


	Incoming Cdr
	

	10.  The PBO conducts causative research on any differences.  When no conclusive findings are made, take the following actions:


	Outgoing Cdr
	

	10a.  Turn in overages to respective supply sources.


	Outgoing Cdr
	

	10b.  Account for shortages according to AR 735-5 or applicable reference cited in AR 735-5.


	Outgoing Cdr
	

	10c.  Prepare and process an administrative adjustment record (AAR) to correct differences in make/model/size.


	Outgoing Cdr
	

	10d.  Adjustment documents must be posted to the property book prior to the change of command.  Also adjust all hand or subhand receipts and shortage annexes immediately.


	Outgoing Cdr
	

	10e.  Submit requisitions for issue to replace shortages.  Ensure all non-expendable and durable items are justified by the unit's supply supporting document files.


	Outgoing Cdr
	

	11.  After completing actions 1 through 10, the incoming responsible officer signs for the unit's property.  Use the proper procedure in Chapter 5, DA Pam 710-2-1.


	Incoming Cdr
	

	12.  Coordinate with the PBO to review all open DA 581s to verify unexpended and expended rounds to include required residue.


	Incoming Cdr
	

	C.  When the inventory cannot be completed within the prescribed 30 days, the battalion commander may grant an extension.  The incoming commander must request it in writing and include the desired number of days, not to exceed 15.
	Incoming Cdr
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MEMORANDUM THRU Commander, ________ Battalion, APO AE 09175

MEMORANDUM FOR Commander, ___________ Brigade, APO AE 09175

SUBJECT:  Certificate of Compliance and Completion (Change of Command Inventory)

1.  Reference:  Letter of Instruction for ________ Battalion Change of Command Inventories

2.  Certificate of Incoming and Outgoing Commander:


a.  The undersigned incoming and outgoing commanders of C Company, ______ Battalion were fully briefed by the Battalion Commander on 4 April 2001 regarding our responsibilities in the conduct of a change of command inventory according to DA Pam 710-2-1. We fully understand those responsibilities, and do certify that the change of responsible officer inventory was conducted IAW DA Pam 710-2-1 (copy of Battalion  MOI attached).


b.  The undersigned certify that all organizational and installation property on the commander's hand receipt was inventoried, including property on temporary hand receipt from other activities and units.


c.  The undersigned certify that all CTA 50-900 property carried on unit property books or individual clothing records was inventoried and any adjustment documents initiated IAW AR 735-5.


d.  During the period 9 April 2001 through 11 May 2001, the outgoing commander, CPT ____________ and CPT _____________ conducted a 100% joint change of command inventory for C Company, ____________ Battalion.



1)  During the course of the inventory, ____ adjustment documents were necessary (copies of all documents are attached):  



(a)  ____ Administrative Adjustment Reports



(b)  _____ Statements of Charges for a total amount of $____________



(c)  _____ Cash Collection Vouchers for a total amount of $____________



(d)  _____ Reports of Survey for a total amount of $____________



2)  The undersigned are satisfied with the results of this inventory and the incoming commander assumes responsibility for all equipment listed on the unit's master hand receipt.
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SUBJECT:  Certificate of Compliance and Completion (Change of Command Inventory)

3.  POCs for this memorandum are the undersigned.


_________________


__________________



CPT, ___ 



CPT, __

Outgoing Commander


Incoming Commander


DATE:




DATE:

cf:

Bn PBO
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MEMORANDUM FOR Commander, ___Company, ___________ Battalion,  ______________
SUBJECT:  Cyclic Inventory During Change of Command Inventory

1. During the months of _____and _____ 200_, you will be conducting a 100% inventory for the Change of Command.  Cyclic Inventories will not be required during these months.  The 10% Cyclic Inventory will resume for the month of ______200_.

2.  POC for this action is the undersigned, XXX-XXXX 







________________







CW3, QM







Property Book Officer

