Nine Steps for “Splitting the Hand Receipt” for the OIF Deployment:

Step 1-Identify the units deploying.  All deploying company-level units must transfer their non-deploying equipment from their current property book hand receipt to a new one created for their rear detachment commander (RCDR) before deploying.

Step 2-Request the derivative unit identification codes (DUIC's).  The PBO requires D-UIC's and Department of Defense activity address codes (DODAAC's) for the deploying element of each unit.  In conjunction with the G3, the PBO will request the DUICs.  The deploying unit does nothing regarding acquiring a DUIC.  Once published by the Army G3 in SORTS, the PBO will load a new header in their property book computer systems (PBUSE) or (SPBSR) for each deploying unit. 

Step 3-Determine and separate the non-deploying & deploying equipment.  Once a unit is identified, the unit commander decides which equipment on his primary hand receipt (PHR) is needed for the deployment and what is not. 

Step 4-Appoint a rear detachment commander.  At this time, appoint the rear detachment commander in writing. 

Step 5-Complete a change-of-command inventory.  Separate the deploying from the non-deploying equipment.  Then, conduct a 100-percent physical inventory of the equipment remaining in home base station in the same manner as a change-of-command inventory.  (For the purposes of the division property book, the rear detachment commander becomes the commander of the unit when he assumes command and signs the rear detachment’s PBUSE or SPBSR hand receipt). 

Step 6-Prepare the PBUSE or SPBSR sub-hand receipt.  The deploying unit's supply sergeant prepares a PBUSE or SPBSR  sub-hand receipt for the RCDR.  After the RCDR signs it, the unit must immediately provide this document to the PBO. 

Step 7-Prepare the lateral transfer documents.  The PBO will process a Task Force Split within PBUSE or SPBSR simultaneously creating a Department of the Army (DA) Form 3161, Request for Issue and Turn-In, to laterally transfer the equipment.  The deploying commander and the RCDR must verify the accuracy of serial numbers, quantities, and nomenclature on the DA Form 3161.  Accuracy of the DA Form 3161 is very important.  If accurate, both the forward and rear commanders must sign the DA Form 3161 and immediately return it to PBO for processing.

Step 8-Complete the hand receipt “splitting” process.  After DPBO processes the final DA Form 3161 listing the equipment for deployment, they will produce two PBUSE or SPBSR hand receipts, one for the forward CDR and one for the RCDR.  Both CDRs must reconcile the hand receipt accuracy.  PBO will email a draft copy to the deploying CDR to reconcile with the RCDR.  Once reconciled, both commanders must sign his applicable hand receipt and bring to PBO.  Additionally, the RCDR must provide the DPBO with the rear detachment commander's orders and DA Form 1687, Delegation of Authority Card.  

Step 9-Replicating PBUSE at the unit & property book levels.  Last step.  Unit supply sergeants must make coordination with the DPBO for replication BEFORE leaving.  The replication process takes approximately 3 hours for one unit.  The BDE S4 or SEP BN S4 should schedule an appointments for all units NLT then two weeks before “wheels up.”

Note:  As far as the division property book is concerned, there are now two units with two commanders—essentially a split hand receipt.   Normal property book business will continue except that the rear and forward commanders will be treated as separate customers (hand receipt holders).

