SECTION 1:  LOGISTICS OVERVIEW

1. PURPOSE. To establish standardized logistical procedures throughout the ___________ Battalion.

2. GENERAL. Each area of logistics require additional emphasis within the Battalion.  DA, _____ and ______ policies and procedures are inclusive to each annex.  If a conflict between this SOP and higher regulatory guidance exist, the higher guidance shall prevail and further clarification will be requested from the next higher headquarters.

3.  REFERENCES.


a.  AR 710-2


b.  AR 725-50


c.  AR 735-5


d.  DA Pam 710-2-1


e.  FM 10-14

4.  RESPONSIBILITIES.


a. Command - The obligation of a commander to ensure that all government property within his or her command is properly used and cared for, and that proper custody and safekeeping are provided.  Command responsibility is inherent in command and cannot be delegated.  It is evidenced by assignment to a command position at any level and includes - 


  (1) Ensuring the security of all property of the command, whether in use or in storage.


  (2) Observing subordinates to ensure that their activities contribute to the proper custody, care, use, and safekeeping of all property within the command.


  (3) Enforcing all security, safety, and accounting requirements.


  (4) Take administrative or disciplinary measures when necessary.

   b. Supervisory - The obligation of a supervisor to ensure that all government property issued to or used by his or her subordinates is properly used and cared for, and that proper custody and safekeeping are provided. It is inherent in all supervisory positions, is not contingent upon signed receipts or responsibility statements and cannot be delegated. It arises because assignment to a specific position and includes -



(1) Providing proper guidance and direction.



(2) Enforcing all security, safety, and accounting requirements.



(3) Maintaining a supervisory climate that will facilitate and ensure the proper care and use of government property.


c. Direct - the obligation of a person to ensure that all government property which he or she has receipted for, is properly used and cared for, and that proper custody and safekeeping are provided.  Direct responsibility results from assignments as an accountable officer, receipt of formal written delegation, or acceptance of the property on hand receipt from an accountable officer.  Commanders and/or supervisors will determine and assign in writing the individuals who will have direct responsibility for property.


d. Personal - the obligation of a person to exercise reasonable and prudent actions to properly use, care for, and safeguard all government property issued for, acquired for, or converted to a person’s exclusive use, with or without receipt.  Personal responsibility always accompanies the physical possession of property.


e. Custodial – An obligation of an individual for property in storage awaiting issue or turn-in to exercise reasonable and prudent actions to properly care for, and ensure property custody and safekeeping of the property are provided.  Custodial responsibility results from assignment as supply sergeant, supply custodian, supply clerk, or warehouse person who is rated by and answerable directly to the accountable officer or the individual have direct responsibility for the property.  Responsibility includes – 



(1) Ensuring the security of all property stored within the supply room and storage annexes belonging to the supply room or SSA is adequate.



(2) Observing subordinates to ensure their activities contribute to the proper custody, care and safekeeping of all property within the supply and storage annexes belonging to the supply room or SSA.



(3) Enforcing all security, safety, and accounting requirements.



(4) Reporting the problems(s) to their immediate supervisor when unable to enforce any of these.

5.  BASIC SUPPLY PRINCIPLES


 a.
 All property acquired by the Army from whatever source, whether paid for or not, must be accounted for as prescribed by AR 735-5 and other appropriate AR’s.


b.
 All property within the command will be properly accounted for IAW appropriate AR’s. This command will NOT tolerate extra/excess property.


 c. All persons entrusted with Government property are responsible for its proper use, care, custody and safekeeping.


 d. Army property will not be used for any private purpose except as authorized by Headquarters, Department of the Army (HQDA).


 e. No government property will be sold, given as a gift, loaned, exchanged, or otherwise disposed of unless specifically authorized by law.


 f. Giving or accepting an issue document, hand receipt, or other form of receipt to cover articles that are missing, or appear to be missing is prohibited.


 g. The requisitioning or assembling of excess repair parts and/or components to create an unauthorized end item is prohibited.


 h.
 All excess equipment and supplies will be turned in to the appropriate supply support activity in accordance with AR 710-2.


 i. Members of the _____ Battalion will seek the most efficient and economical means of accomplishing assigned tasks and will limit requests for and use of material to the minimum essential.

6.  PROPERTY AUTHORIZATION


a. An organization’s supply operation is structured under an MTOE or TDA. It is responsible for identifying, acquiring, accounting, controlling, storing, and properly disposing of material authorized to conduct the mission of the unit or used to garrison, equip, and maintain the soldier. Commanders will - 


 
(1) Ensure all pertinent equipment authorization documents are current, on hand, or on request.


 
(2) Ensure that all manuals, TMs, and SCs are reviewed annually to ensure that the latest publications are being used.


 
(3) Ensure that a current user’s Technical Manual (TM) and/or Supply Catalog (SC) is on hand for every authorized piece of equipment.


b. The PBO will reconcile annually the authorized allowances with the authorized documents.

7. PROPERTY ACCOUNTABILITY.


 a. All persons entrusted with government property are responsible for its proper use, care, custody and safekeeping.  



(1) Responsibility for government property is an obligation which is either inherent by duty possession or entered into by the acceptance of property whether signed for or not.



(2)
Accountability is an obligation to keep records of property, documents, or funds such as, identification data, gains, losses, dues-in, dues-out, and balances on-hand or in use.


 b. Property accountability cannot be stressed enough.  All individuals within the brigade will adhere to strictest accounting procedures.  NO PROPERTY will be given, loaned, transferred, turned in, shipped, or change hands in anyway without proper documentation.


 c. Accounting procedures will be the same whether a unit is in garrison, conducting field training, or deployed.  Individuals will utilize accounting procedures which apply to their level.




(1)
The property book



 
(2) 
Hand and sub-hand receipts



 
(3)
Hand receipt annexes




(4) 
Component hand receipts



 
(5) 
Temporary hand receipts



 
(6) 
Inventory list



 
(7) 
Equipment receipts



 
(8) 
Record Book (expendables)



 
(9) 
Tool room procedures




(10) 
OCIE records




(11) 
Clothing records



 
(12) 
Daily issues of petroleum products/coupons



 
(13) 
Training ammunition control document.

   d. Special Areas of Emphasis.



  
(1) Equipment loaned outside of the unit must be turned in to the unit supply section with the unit supply representative conducting the transaction.



  
(2) Unit 1SG’s are responsible for enacting SOP’s to account for and control property utilized in common use areas.



  
(3) Supervisors and responsible individuals must enact accounting procedures for property in office environments, with extra emphasis on automation equipment, automation software and typewriters.



  
(4) Battalion Automations will monitor the repairs of automation equipment.



  
(5) The Brigade will issue all IMPD software to the Battalion Information Officer or manager who will hand receipt the software to the user.



  
(6) Beware of dual and double accounting-




 
(a) Dual accounting is accounting for the same item twice. Once as a major end item and once as a component.

           

(b) Double accounting is having two individuals (hand receipt holders) signed for the same item.  This normally occurs when squads, section or platoons share the same storage areas the item is accounted for on the installation and organizational property books.  

8. SAFEKEEPING/STORAGE OF SUPPLIES AND EQUIPMENT



a. Care and protection of supplies and equipment is an important part of the supply function. The requirement to properly store and protect property does not stop when items are issued to an individual. Commanders and supervisors must ensure that provisions of this Annex and common sense are applied in the storage of all supplies and equipment. (See AR 735-5 for command, supervision, direct and personal responsibilities)



b.  FM 10-14 provides a general guide for the storage of supplies and equipment.  All commanders, supervisors and supply personnel will ensure the guidelines in this manual are adhered to.


 
c. In addition to the above, the following procedures will apply:




(1) All supplies stored in basement storage areas or in rooms with water pipes will be palletized.




(2) All steel wool will be kept in metal container with lids (flammable).




(3) Flammables will be stored IAW with local regulations.




(4) All supplies and equipment will be protected from pilferage.


  

(5) All canvas items will be cleaned and palletized when not in use, and will be neatly stacked with a minimum of four inches between canvas items to allow air circulation.


  d. Supply rooms will utilize good housekeeping practices.  This is an essential part of the protection and good management of supplies.


  e. Fire prevention measures and maintenance of fire fighting equipment will be in strict compliance with local regulations.


  f. Meal ready to eat (MRE’s) will not be stored in the unit area with the exception of the day prior to a field exercise for issue.

9.  SECURITY OF NIGHT VISION DEVICES.

Due to the high pilferage of night vision devices it has become necessary to implement additional procedures to protect and account for said devices.

   a. All night vision devices will be maintain behind double barrier protection. The arms room may be used to secure night vision devices.

   b. All night vision devices will be inventoried each month by serial number. At no time will the serial number on the outside of a case be viewed. Each night vision sight will be looked at and serial number recorded. The results of this inventory will be kept with the sensitive items inventory.

10. INVENTORIES


a. An inventory is a physical count of property on hand.  Components are inventoried when the end item is inventoried.  There are as many reasons why we inventory as there are types of inventories, but the bottom line is inventories are to verify an item and insure its completeness.  It is essential that inventories be conducted and completed IAW AR 700-84, AR 710-2 and DA PAM 710-2-1.  It would be a disservice if commanders and supervisors conducted only paper inventories without viewing our soldier’s equipment.  Your soldier’s life or that of another might rest upon whether you completed an inventory.  Purpose for complete and accurate inventories are - 


 
(1) Make sure the items are for your unit/section.


 
(2) Make sure item matches the description on the issue/receipt document.

  
(3) Insure quantity received/on hand agrees with that on the issue/receipt document.


 
(4) Verify completeness by checking proper TM or SC to identify components.


 
(5) Verify serial number recorder on issue/receipt document is correct.


 
(6) Make sure items is in the proper condition/size.

 b. There are several types of inventories mandated by AR 710-2 and DA Pam 710-2-1.



(1)Personal clothing inspection



(2) OCIE inventory



(3) Receipt of property inventory (See PBO SOP)

    
(4) Change of hand/sub-hand receipt holder inventory (See PBO SOP)



(5) Tool room inventory



(6) Cyclic inventory (See PBO SOP)



(7) Change of PBO inventory (See PBO SOP)



(8) Sensitive item inventory (See PBO SOP)



(9) Weapons and ammunition inventory



(10) Weekly serial number/night vision device inventory



(11) Recovery inventories



(12) Bulk petroleum inventories


c. Commanders will insure time is allotted in order to conduct inventories by placing inventories, especially cyclic inventories, on the unit’s training schedule.

  d. Property Book Officer will annually publish a listing of LIN’s to be inventoried monthly for cyclic inventories with cutoff dates for inventories to be returned to the property book officer.


e. Supply Sergeant will provide forms, guidance and assistance to commanders and supervisors.


f. Supervisors will conduct proper and thorough inventories and record inventories on required forms.  Provide commander and supply sergeant with a list of discrepancies.

11.  EXCESS.

Excess property is a major concern within the 32nd Signal Battalion.  At no time will excess non-expendable property be tolerated unless written authorization is granted.  Excess durable/expendable supplies will not be stored “just in case.”  Planning and managing of supplies will ensure required equipment/supplies are on hand when needed.  All excess property will be reported to the Property Book Officer immediately. (See PBO SOP)

12. RELIEF OF RESPONSIBILITY.

  a. Relief of accountability procedures listed in this SOP are administrative measures available to commanders to ensure enforcement of property accountability.  These measures are designed to protect the right of the U.S. Government to obtain reimbursement for loss, damage, or destruction of government property caused by negligence or misconduct. These methods:


   (1) Are material accounting oriented and are not appropriate for, nor intended to be used as corrective action or punishment, when negligence or willful misconduct is known or suspected to have contributed to the loss, damage, or destruction of government property.


   (2) Do not constitute a punishment.


   (3) Do not and should not preclude the use of adverse administrative or disciplinary measures.


 b. Administrative action taken for causes of other than fair wear and tear.  Obtain relief from property responsibility by the following actions:


     (1) DA Form 4697 (Report of Survey), AR 735-5, ch 13.



(2) AR 15-6 in conjunction with DA Form 4697, (AR 15-6), AR 735-5, ch 13.



(3) DD Form 362 (Statement of Charges/Cash Collection Voucher), AR 735-5, ch 12.



(4) Cash sale provisions (local regulation or SOP).



(5) Damage statement, AR 735-5, ch 14..



(6) Abandonment order, AR 735-5, ch 14.



(7) Memorandum to adjust losses of organization clothing and equipment due to contamination, AR 735-5, ch 14.



(8) Memorandum to adjust losses of durable hand tools, AR 735-5, ch 14. 



(9) DA Form 4170-R (Statement of Gains and Losses, AR 30-18.


c. Regardless of the method of accounting for property lost, damaged, or destroyed, title (ownership) of the property remains with the government.

NOTE: The above listed actions will not under any circumstances be used to obtain government property for personal use or reward, i.e.,



 (1)
Unit guidons.



 (2)
Watches.



 (3)
OCIE.



 (4)
Protective vest.



 .


 d. The commander will ensure that when DA property becomes lost, damaged or destroyed by causes other than fair wear and tear that the appropriate administrative action according to AR 735-5 is processed within the regulated time frame.


 e. The commander will determine if the cause of loss, damage or destruction warrants adverse administrative or disciplinary action should be taken.  These actions include, but are not limited to -



(1) An oral or written reprimand.




(2) Appropriate remarks in officer evaluation reports, enlisted efficiency reports.




(3) MOS reclassification.




(4) Bar to reenlistment.




(5) Action under the UCMJ.


 f. Supervisors will immediately report all losses or damages to their commander. The report will state in writing the circumstances of loss or damage, and a listing and description of the property involved.


g. Supply Sergeant will provide commander with guidance in determining appropriate measures to be taken include preparing, processing and tracking documentation.

    h.  Units will submit a Quarterly Adjustment Report no later than the 5th working after the end of the quarter.  The Quarterly Adjustment Report will include all adjustment documents processed during that quarter.  See Tab 1-1 for format.

NOTE: Individuals at all levels need to enact preventive measures of the loss or damage of government property. The financial burden to replace or repair lost or damaged equipment falls upon the annual budget of the unit. Monies utilized to replace or repair lost or damaged equipment would be better spent on purchasing nice to have items or upgrading/replacing older equipment. Monies recovered in the relief from responsibility for lost or damaged equipment does not revert to the unit’s account.

13. REQUEST FOR SUPPLIES.

   a. The U.S. Army has one of the most effective and efficient supply request procedure in the world.  The obtain ability of items in the supply system range from 81 cent doorstop (black or brown) to a 1.4 million dollar Abrams tank.  Supplies and equipment can be requested through multiple sources, MILSTRIP, GSA catalog, local purchase, and I.M.P.A.C. credit card.  But, for all the ways to request supplies and equipment they all require the same fundamental procedures as listed below.


 b. Authorization is the first and most important step is to determine authorization; whether it be MTOE, TDA, CTA, TM, or SC. If your not authorized it, you don’t need it.  If you do need it, you need to process appropriate paperwork and have it approved prior to requesting.  At no time will items be requested in excess without authorization from the brigade commander.


 c. Funds - units must insure funds are available prior to requesting items.


 d. Planning - a very key element in order to obtain what you need when you need it. Supply personnel are not magicians and cannot make items appear out of the air. Plan ahead and provide the supply sergeant and system time to procure needed items. It is understood that urgent requests pop up from time-to-time, but that should be the exception not the rule.  Remember, “A lack of planning on your part, does not constitute an emergency to the supply system.”



 e. Priorities - commanders are responsible for the accurate assignment of priority designators. The commander will either personally review or delegate, in writing, specific personnel the authority to authenticate high priorities.


 f. Documentation - regulatory requirements dictate maintaining an audit trail for requested items.



(1) Document register.



(2) CSR receipts.



(3) Credit card receipts.


f. All MTOE, TDA equipment, and components of end items will be on hand or request.


g. All request for property from the Defense Reutilization and Marketing Office (DRMO) must be processed through the PBO.


h. Document registers will be maintained by each organizational element authorized by the PBO to request supplies.  Only those items authorized will be requested (i.e., element maintain the Class IX register will not request other classes of supplies).


 i. Elements maintaining documents registers will conduct reconciliation with the appropriate SSA within the time frame prescribed by the SSA.  A monthly reconciliation report will be subitted to the S4 no later that the 19th of each month.  See Tab 1-2 for format.


 j. Request only minimal qualities in order to accomplish the mission.

14. GSA, FEDERAL SUPPLY SERVICE.


a. The Federal Supply Service or GSA is a mandatory source of supply.  Units will make every effort to maximize the source of supplies prior to utilizing the I.M.P.A.C. credit card.  The inability to receive items from GSA, 3 days, is not an excuse to use the I.M.P.A.C. credit card.  If like items are available through GSA and items are purchased elsewhere a letter of justification must be on file with I.M.P.A.C. credit card receipt.  To justify monetary savings, the savings must be at least 10% of the overall cost and must have a letter of justification. Time, quality and cost is impact factor when justifying a purchase of supplies by IMPAC rather than GSA.  GSA is a mandatory source of supplies. 



(1) Unit will maintain billing receipts for current and previous year.


 
(2) Units will purchase only those items authorized.


 
(3) Units will not purchase non-expendable items without written approval from the appropriate PBO (i.e., U.S. flags, tool kits, power tools, water coolers, etc...).

15.  IMPAC CREDIT CARD PROGRAM.

The IMPAC government VISA credit card program provides a cost effective method in which units can fulfill local purchase requirements and services under $2,500.00 efficiently and expeditiously. The government credit card will produce a lower administrative cost for contracting and a quicker turn around time for the end user. There are fewer controls from contracting on what is purchased locally; therefore, individual credit card holders and Billing Officials have a greater responsibility than under the previous system.  The program operates in compliance with the Federal Acquisition Regulation (FAR), various procurement ethics and standards of conduct, and numerous executive orders.  Procedures for IMPAC purchases are listed in a separate Brigade SOP

16.  PROPERTY BOOK OFFICE


a.  The Property Book Office operates on the principle of property management using the Army’s Standard Property Book System-Redesign (SPBS-R).  The Property Book Office employs a Desktop computer system for garrison use and a laptop system for field use.


b.  SPBS-R property book accounting system establishes one Property Book Officer (PBO) for the entire Battalion.  The PBO maintains accountability for all organizational property (except OCIE) of the Battalion/ Brigade by the use of automated hand receipt print-outs/listings generated by the SPBS-R system on a monthly basis.  These hand receipt print-outs/listings are managed by the Property Book Office for assigned units, with the responsibility for insuring that the hand receipts are accurate and updated by the unit commanders monthly.

   c.  Unit commanders are hand receipt holders of the Battalion Property Book Officer, unless otherwise approved in writing by the PBO.  Sub-hand receipts will then be used by each unit commander to further delegate responsibility for property to the user level.


d.  Procedures are listed in separate section of this SOP.

17.  SMALL ARMS REPAIR PARTS.

Small Arms Repair Parts (SARP), Small Arms, Ammunition and Explosives accountability and management is a top priority in the Army.  SARP management consists of accountability, responsibility and security of small arms repair parts.  Commanders, supply personnel, SARP managers and Armorers who have the responsibility of ordering, storing, issuing, repairing or maintaining SARP will ensure compliance will applicable regulations and higher headquarters guidance to eliminate vulnerabilities of small arms repair parts.

18.  COMMAND SUPPLY DISCIPLINE PROGRAM.


a.  CSDP SOP addresses supervisory/managerial responsibilities within the supply system from the user to the Battalion Commander.


b.  Commanders, supervisors, and managers are required to implement provisions of this SOP and existing regulatory requirements in order to standardize supply discipline throughout the Battalion.  As a mandatory program, CSDP is meant to simplify command and supervisory responsibilities.


c.  The CSDP is a commander’s program.  Commanders will implement the CSDP by using their existing resources.  Examples are:



(1) Command Logistics Review Program (AR 11-1)



(2) III Corps and Fort Hood Regulation 710-2.



(3) Battalion Command Inspection Program (CIP).


d.  CSDP is a four-fold program addressing the following:



(1) Responsibilities of commanders and supervisory personnel to instill supply discipline in their operations.



(2) Guidance for evaluating supply discipline.

       (3) Feedback through command and technical channels for improving supply policy and procedures to monitor supply discipline.

       (4) Follow-up to ensure discipline is maintained.


d.  Procedures are listed in separate section of this SOP.
19.  FINANCIAL AND BUDGET.

a. Commanders and Staff are responsible for planning and executing their budgets to support the following:

(1) Training

(2) Readiness (Maintenance/Equipment On Hand/Shortages)

(3) Higher Headquarters Initiatives

(4) Fiscal Prudence

b. Unit Commanders must ensure that their clerks and section NCOICs (maintenance & supply) are working within established guidelines for purchases, and within the budgets set aside for their areas (CL IX/Supply).  Also, they must ensure their Supply/PLL personnel do the following:

(1) Reconciliation with their SSA, for accurate supply status.

(2) Reconciliation with their Dcas statements, for accurate financial status.

c. Each Fiscal year, a new policy letter will be published to reflect yearly allocations and the Brigade Commanders Fiscal guidance and priorities.  It will also include specific procedures for the following:

(1) Next FY Command Budget Estimate (CBE)

(2) Phased Spending Plan

(3) Unfinanced Requirements (UFR)

(4) End of Year guidance

d. Battalion S4 personnel will provide oversight and assistance, in their respective areas, to ensure that units and staff are correctly spending their budget.  

20.  RECURRING REPORTS. 

Periodically, reports are due to higher headquarters in accordance with guidance with regulations and local policies.  Following is a list of recurring reports:

	REQUIREMENT
	 SUSPENSE DATE
	REMARKS

	Command Budget Estimate
	Annually, prior to start of FY (due around May-June)
	Units submit budget plans based off initial budget guidance.  Refinements done through the PBAC.

	UFRs
	Due prior to start of FY
	Units turn-in rank ordered list of UnFunded Requirements, with project description, outcome if not funded, and $ cost.  Consolidated and forwarded to RM

	Phased Spending Plan
	Normally due prior to start of FY
	Units turn in a planned ,monthly, cumulative total of expenditures by category.  End of September should show total budget for a unit.  

	Unit Budget Updates
	Weekly, Every Monday
	Scrub based off prior week's DCAS scrub

	MRA Slides
	Monthly, as part of USR
	Powerpoint slides over Reports of Survey,Vehicles over 30, Excess, Delinquent Turn-Ins & XFERs,.  Due to Brigade monthly.

	CBS-X  
	Weekly, Friday (Last Working Day)
	Disk From SPBS-R  Submitted to LOGSA

	
	
	

	Property Book Extract for Assist Visibility 
	Monthly(Last Working Day)
	Disk From  SPBS-R submitted from BN to BDE PBO

	Hand Receipt Update Cyclic & Sensitive Items Inventories
	Last Working Day of Every Month
	Unit Commander Must Sign

	Reconciliation of Statement of Accounts (IMPAC)
	10th Working Day of Every Month
	Reconcile IMPAC Statement s, 715-X5s and Purchase Request with the Billing official

	Billing Official Statement of Account (IMPAC)
	10th Working Day of Every Month
	Turn in of Billing Official's Account Statement to RM 

	Weekly Maintenance Status Report
	Weekly, Friday    (Last Working Day)   13:00
	From Bn by Company, Non-Mission Capable Reports

	Monthly Maintenance  Status Report
	Two Days Before  BDE USR
	Turned in as part of USR

	Un-Accompanied Personnel Housing Report (Barracks Utilization)
	As of EOM for Mar, Jun, Sept, & Dec.  Due to Bde by 10th of following month.
	Due to DPW, Real Property by the 15th.

	Quarterly Adjustment Document Report
	10th Working Day After End of Qtr 
	Companies Will Submit Report the 5th Working Day After the End of The Quarter.  BN will submit report to BDE by 10th working day after the quarter

	Monthly Recon Report
	Due the 19th of each month
	Unit/each company will submit report to BN S4

	GSA Report
	Due to Bde every Monday
	Rolls up GSA purchases.  Bde S4 builds a spreadsheet to sum GSA reports, then passes to units.

	POL REPORTS
	Out to us every 3nd Working day of the month
	Shows retail purchases.  Distributed to units once we pick it up.  Shows billing for previous month.


21.  Hazardous Material Management Program

    a.  Hazardous Material Management Program is established to ensure that the hazards of all chemicals materials used in the workplace are evaluated and that this information is transmitted to those individuals who are occupationally exposed, or have the potential to be exposed, to  hazardous materials.   Supply personnel will be responsible for obtaining and maintaining the MSDS system for all HAZMAT supplies stored in the supply room and billets.  MSDS will be annually for accuracy and completeness.  

     b.  The MSDS shall list:

1)  All physical and chemical characteristics of the chemical.  The Chemical and common name of all ingredients determined to present a hazard shall appear on all MSDSs. 

        2) The fire, explosion, and reactivity hazard(s) of the chemical mixture including the boiling point, flash point, and auto ignition temperature.

3) The health hazards or the chemical mixture, including signs and symptoms of exposure with primary route(s) of entry.

4) The permissible exposure limit (PEL) or any other exposure limit used or recommended by the manufacturer, importer or employer.

        5) Whether the material is listed as a carcinogen (NTP) or a potential carcinogen (IARC listing), or listed by OSHA.

        6) Control measures (including fire, engineering, and personal protective equipment).

        7) General precautions for safe handling and use, including protective measures during repair and maintenance, and procedures for cleaning up spills and leaks.

        8) Emergency and first aid procedures.

        9) Date MSDS was prepared or changes.

       10) Name, address and telephone number(s) of manufacturers, importers, or responsible persons to contact in the event of an emergency.

    c.  New hazardous materials shall not be used until a MSDS has been obtained.       

22. LAUNDRY AND LINEN SERVICE

        1) Linen and laundry turn in will be conducted weekly by the companies.  Unserviceable linen will not be accepted for exchange unless it is determined to be damaged from fair wear and tear.

2) Sleeping bags can also be turned in for laundry.

23. FUEL COUPON PROCEDURES:

    a.  The fuel accountability memorandum must be completed before issue of the coupons.

    b.  The AE Form 3093-R must be completed so all fuel coupons can be accounted for and returned to the unit supply room during day zero recovery.

    c.  The attendant at the gas station must sign and stamp the AE Form 3093-R. 

    d.  All receipts must be retained and returned to the supply room on day zero recovery.

    e.  The unused coupon booklet must be returned on day zero recovery to the supply room.

    f.  If the coupons are passed to another person to obtain fuel for authorized government equipment, the personnel responsible must brief the receiving personnel on al rules and regulations regarding the fuel coupons.

    g.  The fuel coupons are to be used for government owned vehicles only and are not for privately owned vehicles.

h. If the person signed for the coupons fail to comply with the signed fuel coupon accountability memorandum the soldier can be held financially liable for the amount of the coupons.  

24.  BULK FUEL ACCOUNTABILITY

a.  Daily issues of bulk fuel will be recorded on DA Form 3643 in accordance with DA Pam 710-2-1, Paragraph 12-15.

b.  All issues and receipts for fuel will be posted to DA Form 3644 (Monthly Abstract of Petroleum Products and Operating Supplies).  A document number will be assigned from the Class III document register (DA 2064).  

c.  DA Form 4702 (Monthly Bulk Petroleum Accounting Summary will be completed by the Fuel Section to maintain auditable records of monthly receipts, issues and inventories.  DA Form 4702 is also used to adjust inventories.  All fuel will be inventoried on the last working day of each month.

d.  S4 will review all records and submit to the Battalion Commander/Approving Authority no later than the 3rd working day after then end of the month.  The Battalion commander/Approving Authority will approve or disapprove the report and direct the S4 to initiate a Report of Survey if the loss exceeds the maximum amount of allowable loss and is over $500.  The Battalion Commander will direct causative research if the amount is less than $500 and exceeds the maximum amount of allowable loss.

25. AMMUNITION PROCEDURES

    a.  The S4 is responsible for processing of DA Form 581 (Ammunition Request) and DA Form 1687 (Signature Card) for Ammunition Basic Load (ABL), TAT and training ammunition.  S4 will also maintain the document register for requests and turn in of ammunition.  

    c.  Companies will be designated to pick up, turn in and transport training ammunition from the Ammunition Supply Point (ASP).  Designated personnel from each unit will be appointed on DA 1687 to receive ammunition.  Units will also be responsible for storing ammunition in the arms room and turning in residue upon completion of ranges.

    d.  S3 is responsible for the monthly and annual training forecasts for weapons ranges.  S3 is also responsible for Weapon Density Report and storage of training ammunition in the Ammunition Holding Area (AHA).

26.  PERSONAL CLOTHING AND EQUIPMENT

An inventory of personal clothing and organizational clothing and equipment will be conducted on each person newly assigned to the unit. DA For 3078 will be used to inventory personal military clothing and Da Form 3645 will be used to inventory all organizational clothing for all enlisted soldiers in the grade of E-1 through E-4.  This inventory will be conducted by personnel in the grad of E-5 or above.  E-5 and above will sign a statement stating they have all authorized items on hand and in serviceable condition.  A separate Battalion Recovery SOP covers inventories upon return from field exercises.  Replacing missing OCIE and personal clothing will be the responsibility of the individual soldier and first line supervisor.  

27. ABSENTEE CLOTHING AND EQUIPMENT

       a.  The following actions will be taken when an individual is reported AWOL:


1)  AWOL:  Once individual is reported AWOL, all of their clothing and equipment will be inventoried by a SGT/E-5 or above.  A witness will also assist during the inventory and the Commander will initial the final inventory.

   
2)  The individual’s military clothing (initial issue) will be listed on DA Form 3078.  All OCIE items will be inventoried on DA Form 3645 and DA Form 3645-1.  The individual’s 
personal effects will be inventoried using plain bond paper (MFR) IAW DA Pam 600-8.  All inventories will be made in five copies.  Copies 2 through 5 will be placed in unit supply file IAW AR 25-400-2.  All items will then be secured within the supply room in an absentee baggage wall locker. 



3)  Any money found during the inventory will be turned in to the finance office using.


4)  Flammable liquids will be stored separately to avoid damage.


5)  If no property belonging to the absentee is found then the Officer/NCO conducting the inventory will sign statement stating such.


6)  Containers will be marked with the following:


      (a)  The Absentee’s name, rank, and SSN.


      (b)  The absentee’s status (AWOL, TDY, etc.) and date of departure


      (c)  The containers will be numbered ___ of ___.

    
7)  If individual returns from authorized absence of from AWOL prior to being dropped from the roll (DFR), all property will be returned.  The individual will inventory their property with supply personnel.  Once individual has accounted for the property, the individual will acknowledge receipt on the original inventory listings and it will be filed in supply room.

        b.  The following procedures will be taken when soldier is dropped from the rolls (DFR):


1)  DFR:  When individual is DFR’d (31 days following AWOL), the unit supply personnel will initiate action to turn-in all of that individual’s personal military clothing and personal effects.

2)  OCIE issued to the individual will be turned in to CIF by Commander’s representative as part of the individual’s clearance.  Any adjustment documents will be processed IAW AR 735-5.

       c.  The following procedures will be taken when soldier becomes hospitalized:


1)  Upon notification the commander will advise supply personnel to have all clothing, 
equipment, and personal effects secured immediately.  If soldier has not returned to duty 
within 120 hours (5 Days), the soldier’s equipment, clothing, and personal effects will be inventoried and stored in the supply room IAW AR 700-84.

        2)  if the hospitalized soldier is transferred to a hospital away from this duty station, all personal military and civilian clothing will accompany the soldier if possible.  The soldier will sign the unit-related copy of DA Form 3078 and a copy of the MFR to acknowledge receipt.  Organizational Clothing and equipment (OCIE) issued to the transferred individual will be turned into CIF by unit personnel as part of installation clearance for the individual.

     d.  The following procedures will be taken when a soldier is on Leave and TDY:


1)  Personnel going on leave or TDY in excess of 5 days will be required to secure their own equipment in their wall locker or by storing in supply room.  If items are stored in the supply room items must be in locked containers prior to storage.  The contents will not 
be inventoried.  The individual will maintain the keys to these containers.  Locked containers will then be described and signed for by supply personnel on DA Form 3161.  The DA Form 3161 will be made in two copies, one for the individual and one kept on file in the supply room.

      
2)  Off-post personnel have the same option to store items in the supply room as approved by the commander and will follow the same guidelines listed in 4a.

      e.  The following procedures will be taken when a soldier is confined:  Upon notification, the commander will direct that soldier turn-in OCIE to CIF.  An inventory of personal effects and recorded on plain bond paper and soldier will give disposition instructions to supply personnel.  Soldier will take all military issue items to confinement facility.

      f.  In the event of a soldier’s death procedures will be followed IAW AR 638-1.

28. GOVERNMENT TRAVEL CARD PROGRAM

    a.  Government Travel Card, with ATM privileges is available for personnel traveling on official government business.  It eliminates or reduces the number of travel advances paid by disbursing offices without imposing a financial burden on travelers.  It applies to all official government travel or permanent change of station (PCS moves performed by any DoD personnel.  All Government Travel Card applications will be processed through the Battalion S4.  

    b.  Cardholders Rules.

1) Each cardholder must sign the DoD Government Travel Card Program Statement of Understanding before issuance of the card.  The agreement states (in part) that the government travel Card with ATM privileges will be used solely for official travel and that the traveler agrees to submit timely travel claims so that reimbursement is made in time to pay the monthly billing statement.  That payment is due upon receipt of the card bill.  If the cardholder has not received payment due to process delays by the disbursing office, he or she should immediately contact the APC to advise that individual of the payment delay.

2) Cash withdrawals are limited to the amount of cash needed to cover incidental and miscellaneous expenses, that cannot be charged to the card, and as authorized by official travel orders.  ATM cash withdrawals may not exceed $500 in a billing cycle (unless other arrangements authorized).  Individual card holders may request, through their Agency Program coordinator (APC), an increase in the cash withdrawal limit up to $1000.  The service charge for withdrawing from ATMs is reimbursable through the travel voucher system as long as the cardholder claims the fee on the voucher and the cash is not withdrawn more than 5 days prior to the start of travel or after the last day of travel.  Receipts for these withdrawals are not   required when filing your claim.

3) In the event the cardholder loses, forgets, or misplaces his or her assigned personnel identification number (PIN), the card holder must call NationsBank at (XXXX) XXX-XXX-XXXX immediately.  The APC also must be notified of the missing card as soon as possible.

3) All travel-related expenses (e.g., hotels, meals, transportation, and car rental fuel) should be charged to the card.  The miscellaneous official travel expenses for which the ATM program is designated are for parking fees, or tolls, or public transportation and emergency incidentals.

4) To obtain ATM locations within the CONUS and OCONUS, the card holder may call (001) XXX-XXX-XXXX or visit website: www.visa.com.  

5) Personnel serving on long-term TDY must file a supplemental voucher every 30 days.  Travel reimbursement delays should be reported immediately to the APC.

6) Cardholders who repeatedly are delinquent through their own nonpayment of a legitimate bill from the contractor will be canceled from the Card Program and issued a memorandum affirming the cancellation and denial of the card and ATM privileges.  Misuse of the card also may be grounds for disciplinary action.

7) Cardholders, at their own discretion, may request their APC to suspend card privileges during periods of non-travel.  Reinstatement may be effected when travel is required.

8) To call Bank of America (from __________) collect – not at government/personal expense: Call the ________ operator at (from DSN first dial 00-) XXXX=XXX=XXXX. 

29. OPERATING HOURS

S4 operating hours will be posted on the door of room ___.  Monday morning will be closed for battalion maintenance.  Thursday morning will be closed for training.  

30.  Questions concerning this SOP should be addressed to the ______ Battalion, ATTN: S4, XXX-XXXX.
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