
SECTION 3. PROPERTY BOOK OFFICE PROCEDURES

1. PURPOSE.  This annex describes policies and procedures for all assigned and attached units of the _______Battalion to request, receive and account for supplies and equipment.  This annex reflects current Army doctrine, to include Army Regulations, DA Pams, Field Manuals, Technical Manuals, Circulars and Bulletins.  It also provides an interface between the manual procedures prescribed in AR 710-2 and DA PAM 710-2-1, and the automated Standard Property Book Redesigned (SPBS-R) contained in AIS Manual 25-L18-ALV-ZZZ-EM.

2. GENERAL.

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 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/Brigade 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.

3. REFERENCES.  

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

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

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

    d.  AIS Manual 25-L18-ALV-ZZZ-EM

4. RESPONSIBILITIES.


a. Organizational Commanders



(1) All commanders are responsible for ensuring that government property is used for its intended purpose.  This includes providing adequate means of securing property for which they have been assigned responsibility.  This responsibility further extends to the enforcement of accounting and reporting requirements applicable to that property.  



(2) The Battalion Commander of the primary hand receipt holder (unit commander) is responsible for ensuring that all outgoing commanders have met all inventory requirements prior to the change of command.


b.  Battalion Property Book Officer 



(1) Responsible for directing and controlling all operations within the battalion property book office.  Ensures all procedures are being enforced to account for and secure U.S. Government property.



(2) Responsible for the daily maintenance of unit property book accounts and ensuring that authorization documents, inventories and accountability procedures are being followed IAW governing regulations and as directed by the Brigade PBO.



(3) Maintains liaison with the Brigade Property Book Officer, subordinate units,  supporting DSU, Director of Logistics,  other external supply facilities and other higher sources of supply.



(4) Responsible for the accuracy of monthly USR/MRA data.



(5) Ensures disposition instructions are requested from the Brigade PBO for the management of excess property.



(6) Provides monthly asset visibility’s update to Brigade PBO. 



(7) Serve as command Supply discipline Program Monitor for the Battalion to ensure supply management and discipline.


c. Unit Commanders



(1) The commanding officer of a company or detachment is by virtue of his/her assignment, responsible for all property in his/her unit, regardless of whether or not he/she has signed for the property.  This inherent supervisory responsibility cannot be delegated, and requires the commander to become personally involved in the administering the procedures that will safeguard and ensure proper use of that property.  This includes ensuring that direct responsibility is assigned for all property through the use of sub-hand receipts and items are issued to the user by MOS or duty position as intended.



(2) Commanders must also ensure the completion of all required inventories, including Cyclic, Change of Hand receipt Holder (s), Property Receipts, Sensitive and  command directed inventories.  Discrepancies disclosed during inventories must be resolved without delay and in the case of change of command inventories, the outgoing commander must ensure that discrepancies are resolved prior to the change of command.  Unit commanders should notify the Property Book Officer as soon as a problem is disclosed, in order to allow time for as much research as possible.


d.  Unit Supply Sergeants



(1) Are responsible for managing all unit property.  Supply economy and supply discipline are to be employed at all times.



(2) As the units primary logistician the supply sergeant has an inherent duty to provide logistical guidance to all unit personnel.


e.  Individuals



(1)  All individuals using military supplies and equipment are responsible for exercising good supply economy and supply discipline.  This includes safeguarding of all government property regardless of the type or the relationship of the individual to the property.



(2)  It is also the individual responsibility of those personnel involve to ensure that all procedures contained herein are adhered to.

5.  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. The using unit is the foundation of the supply system.


b. Procedures


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


 (2) Commanders will ensure that pinpoint distribution (DA Form 12-Series) is reviewed annually to ensure that the latest publications are being used.


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


 (4) The PBO will reconcile annually the authorized allowances with the authorized documents.


 (5) The PBO will document the annual reconciliation and submit the statement to appointing commander (Battalion Commander).


 (6) The battalion commander or designated representative will personally acknowledge the reconciliation in writing.


 (7) The PBO will file the annual reconciliation statement with the Brigade/Battalion commander’s acknowledgment.

6.  CHANGE OF COMMAND PROCEDURES.


a. Outgoing Commanders: No later than 120 days prior to start of Change of Command Inventory, the outgoing commander will begin a 100%, Pre-change of Command Inventory.  The purpose of this inventory will be to identify and correct property deficiencies and alleviate problems during the actual change of command.  Outgoing commander will have 30 days to complete this inventory.  All Property Book adjustments must be initiated no later than 90 days prior to the Change of Command and completed prior to the Joint Change of Command Inventory.  Hand Receipts and Shortage Annexes will be corrected and updated during this period.  Report of Surveys and Statement of Charges for lost, damage or destroyed property will be initiated at this time in accordance with AR 735-5.  Property Book discrepancies of models and serial numbers will be adjusted in accordance with DA Pam 710-2-1.  All current TMs, SCs and manuals will be used for the inventory.


b.  Incoming Commander: Prior to the joint Change of Command Inventory, the incoming commander will be briefed by the Property Book Officer. The PBO will explain procedures for maintaining property accountability and conducting inventories.  Incoming commanders should also be familiar with DA Pam 710-2-1, chapter 9 (Inventories) and their property responsibilities as outlined in AR 735-5, chapter 2. 


c.  Joint change of Command Inventory: The incoming and outgoing commanders must conduct a one hundred percent joint physical inventory of the units property.  Thirty days are authorized for this inventory.  Should an extension be required, it must be obtained from the next higher commander, prior to the end of the thirty day period.  The extension must be in writing, specifying total number of additional days required.  The inventory, conducted IAW DA Pam 710-2-1, chapter 9, must be completed prior to the Change of Command Ceremony.  The Battalion Commander will brief both commanders prior to beginning the joint inventory.   Both commanders will submit a memorandum to the Brigade Commander with the results of the inventory.  See Tab 3-1 for format.  



(1) Hand Receipt and Shortage Annexes will be updated by the incoming commander.  PBO will validate all nonexpendable Shortages Annex adjustments.



(2) All adjustment documents (i.e. Reports of Survey, Cash Collection Vouchers, Statements of Charges, etc.) will be brought to the Property Book Office at least 72 hours prior to the Change of Command.



(3) When the inventory has been completed, the incoming and outgoing commanders must report to the Property Book Office with the following items:




   (a) Notice of Delegation of Authority Card (DA 1687) for the new Commander, in four copies prepared IAW DA Pam 710-2-1, listing individuals designated to receive supplies and equipment for the commander.




   (b) Assumption of Command Orders for the incoming commander.



(4) The incoming commander must update and sign for the unit’s property prior to the change of command.  The monthly sensitive items inventory will also be conducted and signed by either the outgoing or incoming commanders for the month in which the inventory is taking place.

7.  NOTICE OF DELEGATION OF AUTHORITY-RECEIPT FOR SUPPLIES (DA 1687)

a.  DA Form 1687 is required when the Property Book Officer designates individuals (Supply Personnel, etc.) to receive nonexpendable property from 26th Quartermaster Company (Class II, IV and VII) and other supporting facilities and supply sources as required.   The commander will submit a DA Form 1687 to the Property Book Officer designating personnel he/she authorizes to sign and manage his non-expendable property.  This may include receiving, turn-ins, lateral transfers, FOIs, AARs, etc.  The Property Book Officer will not authorized individuals to receive or turn in property without a current signature card from the commander.  


b.  Preparation instructions for DA Form 1687 are contained in DA Pam 710-2-1.  Additional instructions are as follows:



(1) Three copies are required by the PBO, with distribution as follows:




(a) 1 copy to the PBO after validated by supply facility




(b) 1 copy to the supporting supply facility




(c) 1 copy for the unit



(2) Original signature and initials will be on all copies.


c.  Units will deliver updated DA Form 1687’s as required to the PBO for validation prior to delivery of copies to the Class II, IV, and VII warehouse.

8.  TURN-IN PROCEDURES.


a.  Types of Turn-ins:



(1) Serviceable Turn-ins: Item is excess to the units authorization and to European Command.   Disposition instructions will be issued to the unit by the Battalion PBO.



(2) Unserviceable Turn-in: Any item which is authorized or excess that has become unusable for its intended purpose due to fair, wear and tear or damaged to the point which makes the item uneconomically repairable.



(3) Found on installation (FOI): Items found on installation either serviceable or unserviceable which are not listed on accountable property records.


b.  Turn-in Points:  ___ Quartermaster Company - Accepts turn-in of unserviceable equipment with RICC of 0.  All other turn ins will be directed by ____ CMMC.


c.  Turn in of Serviceable Excess (Property Book Items and Nonexpendable Components):



(1) The PBO will direct units to turn-in or lateral transfer excess equipment.  Excess property is cross-leveled within the Battalion and Brigade first and if it cannot be utilized within the Brigade, disposition instructions are requested by the Brigade PBO to ____CMMC.



(2) Unit Commanders may request disposition instructions for serviceable excess property at anytime.  A memorandum can be submitted to the PBO requesting disposition instructions.  A packet will be prepared IAW _____ CMMC policy.



(3) Prior to request for disposition:




(a) Have property technically inspected.




(b) Inventory items against current SC or TM when applicable.




(c) Prepare a DD Form 1348-1 for turn-in.




(d) Attach any other paperwork required for the turn in (Technical Inspections, shortage annexes, missing parts statement, etc..).




(e) Process DD for 1348-1/packet  through the battalion Property Book Office.




(f) Make appointment for turn-in and verify required documentation needed for turn-in.




(g) Process documentation and item to be turned-in through the appropriate turn-in point.




(h) Once the item is turned in and personnel at the turn -in point sign off on the DD 1348-1, the unit will immediately turn in a copy of the completed DD Form 1348-1 to the Property Book Office within 24 hours.




(i) Verify posting by checking the Trans Affecting Property Book (ALV-142).




(j) Units will retain a copy of the turn-in document until a new automated hand receipt is received showing that the change has been posted by the Property Book Office.



(4).  The Property Book Office will:




(a) Verify the information on the DD Form 1348-1 and supporting turn-in documents.




b) Assign a PBO document number which will remain valid for a period of 30 calendar days unless extension is requested to by the unit supply.




(c) Maintain a carbon copy of the turn-in document (DD1348-1) in suspense.




(d) Process the completed turn-in document for credit on the units property book.




(e) File the completed turn-in document in the document supporting file.

d.  Turn-in Unserviceable Nonexpendable Items:  


Units will utilize same procedures as turn-in of serviceable excess.  All unserviceable equipment with RICC (FEDLOG) of 0 will be turned in through _____ QM Co. unless special instructions have been issued (signal equipment).  

e.  Turn-in of Found on Installation (FOI) Property:



(1) Expendable/Durable FOI Supplies





(a) Expendable/Durable FOI property and supplies will be returned to the GSA or turned-in to the supply source using a DA 2765-1 with an expendable document number.




(b) Expendable items should first be cross-leveled within the battalion and brigade prior to turn-in.



(2) Non-Expendable FOI Property




(a) Units will check all hand receipts and component listings to insure item is not accounted for.




(b) Unit will notify PBO of FOI.  The PBO will check serial numbers on the SPBS-R to ensure the item is not accounted for by another unit.




(c) PBO will contact each supported unit to ensure item does not belong to them.




(d) If equipment is not required disposition will be requested through the PBO IAW paragraph c.

9.  ADJUSTMENT DOCUMENTS.

a.  Administrative Adjustment Reports



(1) Administrative Adjustment Report (AAR DA Form 4949): The Administrative Adjustment Report will be used to make minor administrative adjustments to property book accounts, only when there is no actual gain or loss of property.  DA Pam 710-2-1, chapter 4, contains examples and instructions on the use of AAR’s.



(2) AAR’s will be prepared in three copies 




(a) Original and one copy will be submitted to the PBO for posting (one will be returned to unit)




(b) One copy will be maintained by unit as suspense copy



(3) AAR’s will be signed by the unit commander unless representative has been designated.



(4) In cases of serial/ registration number change supporting documents will accompany the AAR.



(5) If  serial number is adjusted a brief explanation will be typed on back of AAR or the original work order will attached to the AAR.


b.  Statement of Charges/Cash Collection Vouchers



(1) Statement of Charges/Cash Collection Vouchers (DD 362): Used when liability is admitted for the loss, damage or destruction of non-sensitive items of government property and the cost of the item does not exceed the Service Members monthly base pay (IAW AR 735-5, para 12-2).  Statement of Charges/Cash Collection Vouchers for nonexpendable items will be processed through the Property Book Office.  The Property Book Office will assign a document number and post the loss to the unit’s hand receipt.  Depreciation will be allowed IAW AR 735-5.



(2) When Statement of Charges/Cash Collection Vouchers are used for components, shortage annexes will be prepared by the unit and authenticated by the office assigning the document number.  Units must ensure that the end item line number is included for management of components.

c.  Reports of Survey (DA 4697) 



(1) Reports of Survey are required when the requirements of AR 735-5, para 13-2 are met.



(2) Reports of Survey will be initiated within 12 calendar days after discovery of loss, damage, or destruction of property.  DA Form 4697 will be prepared in six (6) copies.



(3) Processing of Reports of Survey in the Property Book Office (PBO): A thorough review of the Report of Survey will be done by the S-4 before the Report of Survey is turned-in to the supporting Property Book Office.  Once the S-4 completes the initial review, the survey is then taken to the Property Book Office for assignment of document numbers.  Letters of Delay will be attached to the Survey at time of turn-in to the S-4.



(4) Distribution: Original and three copies will be returned to the appointing authority; one copy will be retained by the S-4.  When the property listed on the Report of Survey has been lost or destroyed, a copy is provided to the Property Book Office for posting to property book accounts.



(5) Recovered Property: Property that is listed on a Report of Survey and is recovered will be processed IAW AR 735-5, para 14-16.  A Memorandum will be submitted to the PBO stating that the property has been recovered, requesting accountability be re-established and if the survey is to be canceled.


d.  AR 15-6 Investigation, used in Lieu of Report of Survey



(1) Investigations for the loss, damage or destruction of government property may be conducted IAW AR 15-6 as directed by the commander.  When this occurs, the investigation will be processed in accordance with AR 15-6.  A Report of Survey will be prepared to adjust balances on the property records or to assess financial liability. 



(2) If the investigation determines that government property has been lost, damaged or destroyed, a DA Form 4697 must be prepared and turned in to the PBO so that adjustments (turn-in credit) may be posted to the units property book records, IAW AR 735-5, para 13-24.



(3).  Assessment of pecuniary liability may not be made on an AR 15-6 investigation.  To accomplish this, attach DA Form 4697 completed IAW AR 735-5, para 13-24 using the AR 15-6 investigation as an exhibit.

10.  MONTHLY HAND RECEIPT VERIFICATION PROCESS.


a.  Hand Receipts (PCN: ALV-150/151) are generated on a monthly basis by the Standard Property Book System-Redesigned (SPBS-R).  Units are required to update their hand receipts monthly.  This procedure is used to update all transactions applied to a units hand receipt in a given month.  It ensures that all debits and credits are posted; shortages are placed on requisition; and excesses are disposed of properly.  Additionally, it acts as a tool to ensure accuracy between the quantity of equipment on hand in a unit and the quantity recorded on the Property Book.  When properly conducted the verification prevents deterioration of audit trails that may occur over long periods of time.  It provides the most expedient method of accurately verifying Battalion assets, as of a specific point in time.  This information is particularly important during USR reporting and it prevents an accumulation of discrepancies a commander would have to resolve if problems were allowed to persist month after month.  Unit work copies from the previous month are used to annotate monthly transactions and verify entries to new hand receipt.


b.  Procedures applicable to the monthly hand receipt verification and update are as follows:



(1) The unit Supply Sergeant coordinates a date and time for the commander to meet with the Property Book Officer to sign the hand receipt 4 days prior to the last working day of each month.  Adjustment documents initiated as a result of discrepancies found during the Cyclic and Sensitive item inventory must be resolved with the Property Book Officer at this time.



(2) The Monthly Hand Receipt will be available no later than the third working day of the month.  Upon receipt of the monthly hand receipt from the PBO, the commander/supply sergeants are to review all transactions that occurred during the previous month and ensure that the transactions were posted accurately.  This review includes any and all actions that affect the hand receipt (e.g., turn-ins, issues, lateral transfers, etc..) and non-document number initiatives (e.g., changes to authorizations document, etc.) that were posted to the units hand receipt.



(3) Once a transaction is processed by the Property Book Office into the SPBS-R computer and posted to the units property account, it is considered complete.  Units should validate transaction by reviewing.  Any transaction that is not posted properly should be brought to the Property Book Officers attention prior to the monthly update.



(4) The unit commander will sign the original copy of the hand receipt on the scheduled date/time.  It will be scheduled no later than the last working day of the month.  During this period the commander will be able to question supply or property book personnel on any transaction affecting the hand receipt with which he may be concerned.  Units deploying on a training exercise are required to sign/update the monthly hand receipt for the month that they are deploying.  Units will coordinate with their supporting Property Book Office to receive hand receipts earlier than scheduled if necessary. 



(5) When unit commanders are not available to sign the sign the SPBS-R monthly hand receipt in time to meet the scheduled suspense date, a Memorandum for Record (MFR) signed by the unit commander, acting commander, or the next higher level commander must be submitted to the PBO.  This MFR must contain a statement of circumstance and inclusive dates.  The MFR must arrive at the supporting Property Book Office not later than the suspense date of signing the hand receipt.  Acting commanders are not permitted to sign the SPBS-R hand receipt. 


(6) Failure to turn in hand receipt by scheduled time may result in freezing of all transactions for the unit.  Commander will turn in the original signed hand receipt to the Property Book Officer.    The second signed copy will be filed in the Unit Supply Room.  The third copy will be the working copy.  

11. CYCLIC INVENTORIES.

a.  Cyclic inventories are used (IAW DA Pam 710-2-1, para 9-6) in the ________ Battalion in lieu of annual responsible officer inventories.  This allows commanders to inventory a portion of assigned property on a periodic basis rather than all property is inventoried at least once a year IAW AR 710-2, para 2-12.  This method of inventory also prevents losses and transaction errors to go unnoticed for several months or to have errors found right before or during a change of command.


b.  Cyclic inventory listings (PCN:ALV-885) will be generated by the units supporting Property Book Office on a monthly basis along with a listing lines to be inventoried and the suspense date.  This listing contains all information necessary for accomplishing a complete and accurate inventory.  Listings will be available at the supporting Property Book Office NLT the 3rd working day of each month.  Cyclic inventories will be validated and turned-in at the same time monthly hand receipts are updated/signed.


c.  Hand receipt holders must certify that the scheduled items on the print out have been properly inventoried by signing the certification statement on the print out.


d.  Specific procedures for conducting cyclic inventories are as follows:



(1).  Notify sub-hand receipt holders of when, what and how the inventories are to be carried out (e.g., tool box layouts, etc.).



(2).  Ensure that the make, model and item description of all inventoried items are accurate and match the inventory listing.



(3).  Check the condition of all items and report damaged equipment to maintenance personnel after the item and applicable components have been inventoried.  Items already in maintenance must be verified by validating the work order with the maintenance support activity.



(4).  Check items for completeness against the current TM/SC and ensure the correct date of the publication is annotated on all subhand receipt shortage annexes and/or component hand receipts.  Any components authorized, nut not on hand, will be accounted for on valid shortage annexes will be authenticated.



(5).  Ensure that all Found on Installation (FOI) property is secured and reported to the PBO.



(6).  Verify all serial numbers and/or registration numbers.


f.  After the inventory is completed, causative research will first be conducted at the unit level for any discrepancies noted during the inventory.  If no solution to discrepancies can be found at the unit level, the unit will report the discrepancies to the Property Book Office for assistance.  Any inventory discrepancy that cannot be corrected by either the unit or Property Book Office  will be adjusted IAW AR 735-5.  The adjustment documents (Report of Survey, etc.) will be turned-in at the same time the inventory is validated and turned-in to the PBO no later than the last working day of the month.

12. SENSITIVE ITEMS INVENTORY PROCEDURES.


a.  Sensitive items inventories are conducted monthly (IAW DA Pam 710-2-1, para 9-9) to ensure accountability of critical items such as weapons, ammo, or highly pilferable items.  IAW SPBS-R, a Sensitive items listing (PCN: ALV-441) is produced monthly.  Verification that sensitive items have been inventoried is accomplished by completing and signing the Sensitive Items List.  The Sensitive Item Inventory Report may be used for the monthly arms room inventory.


b.  The following procedures will be used in conducting the sensitive items inventory:



(1) The inventory will be conducted by the unit commander/hand receipt holder or his representative (IAW DA Pam 710-2-1, ch 9 para 9-11 (3) b, an NCO (SFC if there is ammunition) or above.  Inventories are required every thirty days (30).  Normally the same items are inventoried each month unless there is a change in the CIIC Code in the Army Master Data File.  Sensitive items on hand but not recorded on the listing will be written in during the inventory and reported to the PBO.  The same individual will not conduct this inventory on consecutive months.



(2) Ensure that makes, models and item description match Sensitive Items Listings.  Check the condition of all items inventoried.  Report any damaged equipment to the unit commander as soon as possible.  Any  item that is shown to be in maintenance will be validated by checking work orders and contacting maintenance facility.

 

(3) Check items for completeness against SC/TM/SB and ensure the correct date on the publication is annotated on all subhand receipt shortage annexes and/or component hand receipts.  Any authorized components which are not on hand and are not listed on the applicable shortage annex, must be adjusted IAW AR 735-5.  Components which are authorized and are not on hand, but are listed on valid shortage annexes will be authenticated.



(4) Ensure that all excess items are reported through the appropriate supply channels.  If there are any questions or problems contact the support PBO.



(5) Verify all serial numbers and/or registration numbers.  Serial numbers/registration number errors that cannot be attributed to a posting error must be adjusted IAW AR 735-5.  An AAR, however, cannot be used to adjust discrepancies on sensitive items.



(6) After the inventory has been completed, causative research will be performed at the unit and/or S4 level on all discrepancies discovered.  Research will also be conducted with the PBO.  Based on this research the unit will initiate the following corrective action if required:



(a) Administrative Adjustment Report (AAR DA Form 4949) for all make or model discrepancies. 








(b) Secure and report all FOI property to the Property Book Office.  Prepare DA Form 2765-1.  Request for Issue for posting to the units property book account.




(c) Initiate any other relief documents (Reports of Survey, Statement of Charges, etc.) required to account for losses, damage, or destroyed property.



(7) Once all actions have been completed, unit commanders will sign the original copy of the inventory maintained at the Property Book Office.  This will ensure that all inventory requirements have been met, and results on the inventory are accurately posted to the SPBS-R hand receipt. 

13.  REQUEST FOR ISSUE PROCEDURES.


a.  All requests for Stock Funded items (OMA) organizational equipment must be submitted to PBO.  Requests for Issue will be signed by the unit commander.  This procedure ensures that the budgetary constraints are consciously controlled by the unit.  Stock Funded items may be identified by checking the MATCAT Code on the Army Log.  When the second character is numeric, the item is (OMA) stock funded.  If the second character is alphabetic, then it is Procurement Appropriated (PA), paid for by the Army.


b.  The PBO is responsible for ensuring that all PA funded organizational equipment authorized by the MTOE is either on hand or on order. The PBO ensures that this is accomplished by reviewing hand receipt balances and back order status from the SSA.  As changes to either on hand balances or equipment authorizations occur, actions are initiated to keep equipment balances in agreement balances equal with authorizations.


c.  Requests for Stock Funded items (OMA) increases created by changes to the units MTOE authorization documents, will be prepared by each unit and submitted to the PBO  and  will be signed by the unit commander.  Requests for CTA items will also be submitted  to PBO and signed by the unit commander.  Stock Funded and CTA items are not automatically reordered.  Units Will track and reconcile all stock funded requisitions through DCAS finance system.


d.  The appropriate Property Book Officer will assign the document numbers to all nonexpendable requisitions and process the request through the ___ Quartermaster Company.


e.  All requisitions will be assigned Priority Designators (PD) as prescribed by DA Pam 710-2-1.  All high priority requests initiated by a unit must be signed by the Commander on the back of the original copy of DA Form 2765-1 Request for Issue.  This authority may be delegated IAW DA Pam 710-2-1, a copy of the memorandum delegating this authority must be turned-in to the supporting Property Book Officer.


f.  Status on requests for nonexpendable items is received and maintained by the Property Book Officer from the Supply Support Activity.  Documents showing cancellation or rejection status will be researched and reordered by the Property Book Officer.


g.  Requests for cancellation on CTA items due-in, but no longer required will be submitted  using DA Form 2765-1 or memorandum.  The cancellation request will be identified by using document identification code (DIC) of “AC1”, and will be turned-in to the Property Book Officer.


h.  The status of requisitions for items will be indicated on each unit’s SPBS-R generated Due-in listing ALV-880 and ALV-511 Active Transaction History/Document Register.

    i.  Units are responsible for the expendable/durable requisitions.  They will conduct monthly reconciliations.   S4 will pick up the reconciliations from ____ QM Co and  distributed to the companies.  Reconciliations will be printed on the first of the month, completed by the untis and due to the S4 no later that the ___ of the month.  Monthly Reconciliation Report will be submitted no later that the 21st of the month.  ____QM Co. will freeze all accounts to include requisitions if reconciliations are not turned in on time. 

14.  TOOL ROOM IN INVENTORIES.  Tool Room Inventories will be inventoried semi-annually.  The PBO will annotate by memorandum which month the Tool Room will be inventoried.  A Cyclic Inventory printout from the SPBS-R will be generated for that month by the PBO for all sets, kits and outfits stored in the tool room.  Commanders will annotate results of the inventory on the SPBS-R printout and turn in to the PBO.  

15.  RECEIPT AND ISSUE PROCEDURES.


a.  Receipt of Property: All items requested by the unit through the Battalion PBO are received by the ____ Quartermaster Company by the units

     b. All issues to the unit representatives are made using DD Form 1348-1 Single Item Release Document or multiple release printout.  Units are responsible for checking with the warehouse at least twice weekly to determine if there are any items to be picked-up.  IAW AR 710-2, appendix B, units have three (3) working days to pick-up supplies and equipment from issue points.  Late pickups will result in accounts being closed and all new requisitions rejected.   Issue documents will be turned in within 24 hours to the PBO.

      c.  It is imperative that units pick-up their equipment as soon as possible, there is limited space and a large number of units to support. If supplies are not picked up in the prescribed amount of time ____ QM Co will return items to stock and the unit will lose money that was obligated to fund the requisition. Units who fail to pick-up supplies and equipment on a timely manner will be notified through higher command channels and will also be reported to the Battalion Executive Officer.  Units are responsible for notifying the PBO by memorandum of any reason for not picking-up items that are ready for issue (FTX, Deployments, etc.).


d.  Units are responsible for ensuring that all personnel authorized to pick-up supplies and equipment are listed on an updated Delegation of Authority Card DA Form 1687.  Warehouse personnel are responsible for verifying the identification of personnel picking-up supplies and equipment.  Up to date Delegation of Authority Cards (Signature Cards) DA Form 1687’s will be turned-in to the Property Book Office, ____ QM Co and supporting facilities as required (Change of Command, personnel change, etc.).


e.  Issue/Receipt Procedure: The hand receipt holder or his/her designated representative, accepts delivery by inventorying and signing for the equipment/supplies on either a DD Form 1348-1 (MRO) or multiple receipt document.  In addition to the signature, he/she will print name, date, quantity received and unit.  Documentation will be distributed as follows:



(1)  The original will be turned in to the PBO.  If original is lost or not available a “missing document statement” will be turned in to the PBO.

(2) One carbon copy will be retained by the unit and used to update the units work copy of the hand receipt listing

Note:  These transactions should appear on the next monthly hand receipt update.  If the transaction does not appear on the next monthly hand receipt update, notify the Property Book Officer.

16.  LATERAL TRANSFER PROCEDURES.

a.  Lateral Transfers are initiated in three ways:



(1) By the Battalion PBO to realign excess equipment within the Battalion.



(2) By the Brigade PBO to transfer excess equipment within the Brigade.  



(3) By the ____ CMMC transfer excess equipment within the European Command outside the Brigade.  These transfers will a coordinated effort between the Brigade PBO and the organization concerned.


b.  Preparation instructions for use of DA Form 3161 (Request for Issue or Turn-in) for lateral transfer action are contained in DA Pam 710-2-1, chapter 3. Preparation of the Lateral Transfer is the responsibility of the losing unit.  The transfer should be prepared in at least five (5) copies.


c.  Prior to transferring any equipment, the request for lateral transfer will be delivered to the PBO for editing and approval.  The losing unit is responsible for obtaining a Property Book document number, PBO approval and gaining unit document number from the PBO.  Initial processing procedure will begin with the unit’s Property Book Office.


d.  Once initiated, units have 5 days to complete the transaction.  Lateral Transfers will be completed before and no later that the suspense date on the directive.  Current publications will be used to inventory components.  Current hand receipt annexes and component listing will be used for the inventory and turned over to the gaining unit.  Unless other wise directed, equipment will be turned over to the gaining unit at 10/20 maintenance standard.  If property has to be immediately transferred prior to meeting the 10/20 standard or is awaiting parts the unit will notify the Battalion S4 for possible transfer of funds. 


e.  Units are responsible for ensuring that the original copy of the completed transfer is turned-in to the PBO of the gaining unit.  The losing unit retains a copy of the lateral transfer.   Units will also maintain a copy of the transfer.

17.  TEMPORARY LOAN OF BATTALION  PROPERTY.

a.  All temporary loans of property outside unit will be from Commander to Commander (Supply to Supply).  


b.  Temporary loans of  Battalion property outside of the Battalion will be done IAW DA Pam 710-2-1, para 5-4.  Units tasked to loan property to organizations outside of the Brigade will coordinate through the PBO prior to hand receipting the property.


c.  The PBO is the POC for accountability purposes only, and ensures that an audit trail is present in case of loss, damage or destruction of loaned property.  Maintenance, delivery and any other coordination involving loaned property will be coordinated by the units involved.

18.  DIRECT DELIVERY RECEIPTS.


a.  When supplies are delivered directly to units, the items should be checked immediately for completeness and serviceability.  A legible copy of the receipt document must be retained and delivered to the Property Book Office within 24 hours in order for the requisition to be properly closed out and accountability established for the items received.


b.  Shipment discrepancies will be handled IAW DA Pam 710-2-1, para 2-30.  In all such instances close coordination must be made with the Property Book Office.

19.  LOCAL PURCHASE PROCEDURES (IMPAC CREDIT CARD PURCHASES).


a.  Local purchase procedures will be used for those items with an Acquisition Advice Code of “L”, also for items that are non-standard but authorized for purchase by the Brigade S-4, or for items considered critical for an emergency deployment.  Local purchase is the last available method of procurement for items that can normally be requisitioned through the Army supply system.


b.  Local purchase requests DD 1348-6 DOD Single Line Item Requisition System Document for non-standard items that would normally be considered non-expendable or property book items will be processed through the Property Book Office IAW AR 710-2, para 2-6, if it cannot be determined that an item is accountable or not, the document should be brought to the PBO before it is processed.


c.  Use of IMPAC CREDIT CARDS is limited to goods and services with a cost of less than $2,500.00.  This system was designed for the procurement of consumable and expendable items that are sometimes hard to replace.  The IMPAC system was also designed to speed up procurement and improve service to units in need of supplies and services.


d.  The purchase of non-expendable items can however be made by processing IMPAC requests through the PBO for approval.  The items requested must be authorized by CTA, AR or other authorization document in order for the purchase to be processed.  If the item is authorized and an urgent need exists for the item, a nonexpendable document number will be assigned by the Property Book Officer.  Once the unit completes the purchase, an original copy of the receipt and DA Form 3161 completed IAW DA Pam 710-2-1 will be turned-in to the Property Book Office for posting to property book accounts.

20.  DEFENSE REUTILIZATION and MARKETING OFFICE (DRMO) WITHDRAWALS.


a.  CONCEPT:  The use of assets available through the DRMO is encouraged.  These assets are often the solution to specific need within a unit.  In this respect, the DRMO is to be treated the same as any other source of supply.


b.  RESTRICTIONS:  Commanders exercising control over assets from DRMO and those desiring to withdraw assets from DRMO must first ensure that the following criteria’s are met:


(1) Authority - All property for units is issued under specific authorization (MTOE, CTA, etc.,).  This is also the case for equipment or supplies withdrawn from the DRMO.

Note:  Requests for withdrawal of DRMO property must cite the justification and authority for the property being sought for issue, and explain how the property will be used.



(2) Serviceability - Equipment from the DRMO used for other then its intended purpose is authorized.  However, if the items drawn are to be used for their intended purpose they will not be withdrawn and upgraded to Mission Capable standards if such upgrades require the expenditure of funds and manpower.  Unit s will be charged for equipment/property if other than code H unserviceable.  



(3) Use of Scrap Material - The withdrawal of scrap material, or items identified as scrap is strictly controlled.  If the item has not been demilitarized or still retains its basic identity, it will not be considered as scrap.  Commanders and supply personnel will ensure that the item is not diverted to make up shortages of equipment similar to what is being drawn.



(4) Accountability of Property - The DRMO accounts for and issues property IAW DA Pam 710-2-1, para 4-2c. based on the items description, stock number, or part number.  The standard for accountability of property withdrawn from the DRMO is the same as the standard used for property received through any source of supply.  For instance, if a non-expendable item is withdrawn from the DRMO, that item will be added to the units hand receipt.  Durable and expendable supplies, as well as recoverable items will be accounted for exactly as though the item has been received through the wholesale system.  Prior approval from the Bde S-4/PBO is required when accountable items withdrawn from the DRMO are to be consumed in use or severely altered, and therefore cannot be accounted for in a normal manner, prior approval from the Bde S-4 is required.

21.  EXCESS PROPERTY MANAGEMENT.

a.  Excess property management in the Brigade is a PBO priority.  The PBO is responsible for ensuring that steps are being taken to reduce the units excess.  This is done by constantly checking on hand balances and directing the transfer or turn-in of excess property.  First priority is given to filling the units ERC A, B and C shortages.


b.  Excess property that cannot be utilized in the Battalion is then reported to the Brigade S-4 for disposition.  It is imperative that units transfer or turn-in excess in a timely manner.  Excess consumes valuable dollars and man-hours to maintain and manage.


c.  Units must submit request for retention or extension for items which have been directed for turn-in or lateral transfer.  These requests are submitted on a 2028 or 4610 R to the Brigade S-4/S-3 for approval.

22.  SYSTEMS INTERFACE AND REPORTS.


a.  Combined System Expanded (CBS-X) - The  Battalion PBO submits weekly CBS-X transactions to the central data collection point (LOGSA) which updates the units on hand balances for the Department of the Army.  The semi-annual CBS-X Validation will be submitted upon notification from LOGSA.  


b.  Requisition Validation System (REQVAL) - The REQVAL is updated weekly in conjunction with the CBS-X update.  The REQVAL shows authorizations, on hand quantities as well as excess’s and shortages in the Brigade.  This system is used to fill requisitions by Item Managers throughout the Army Supply System.  The REQVAL also shows projected fills of equipment.


c.  LOGTAADS – LOGTAADS is the Army’s automated authorization system.  It is generated by LOGSA annually and inputted into the SPBS.  LOGSA may also produces an overlay to update changes to authorizations.  LOGTAADS is the official TAAD’s authorization document used to fill shortages throughout the Army.  It contains all of the units current and projected required, authorized quantities and Equipment Readiness Codes (ERC) codes.


d.  UIT Reconciliation will be submitted to LOGSA upon notification.

e. The Battalion Property Book Officer will print monthly Consolidated Property 

 Listing (PCN:ALV-431) and the Active Transaction History File (PCN:ALV-511).  This will be done no later than the third working day of the month.  A copy of the reports will be kept on file for two years.  The Inactive Transaction History File will be printed effective on the 1st of January of each year.

   f.  The Daily Process will be ran periodically according to the number of transactions inputted into the SPBS-R.  The original output, PCN:ALV-141 and ALV-142 will be kept on file.  A copy of the ALV-142 will be forwarded to the units for review.

   g. The SPBS-R Catalog  will be ran semi annually normally during the month of January and June.  The CICF will be updated monthly.  These updates SB 700-84 and DODAACs in the SPBS-R.


h.  The SPBS-R Requisition Blast will be processed to ____ QM Co every other day and after MILSTRIP transactions of follow ups (AF1) and requisitions (A0_).  Blasts update current supply statuses from the SSA.  If the blast method is not used the PBO will submit diskettes to the SSA for requisitions and statuses.

23.  SPBS-R MAINTENANCE.

The Property Book Officer will periodically run the following processes on a weekly basis:


a.  Run Files Balancer

b. Clean TMP and Spool Files


c.  Reorganize All Masters File


d. Backup of All Masters File

23.  Questions concerning this SOP should be addressed to the __________ Battalion, ATTN: Property Book Officer, XXX-XXXX.
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