SECTION 4:  STANDARD OPERATING PROCEDURES FOR REPORTS OF SURVEYS
1.  PURPOSE. To establish standards and procedures for initiating and processing Report of Surveys.  

2.  GENERAL:


a.  Report of Surveys document the circumstances concerning the loss, damage, or destruction of Government property and serves as, or supports a voucher for adjusting the property from accountable records.  It also documents a charge of financial liability assessed against an individual or entity, or provides for relief from financial liability.

b.  Reports of survey are administrative actions taken to identify negligence, affix pecuniary responsibility, and determine proper disposition of Government property that has suffered damage, or been lost or destroyed not due to fair wear and tear.


c.
Preparing and processing of reports of survey require attention at all levels of command. Continuous monitoring of the report of survey system is necessary to maintain high accuracy, legality, and completion within the time frame established (ENCL 1).

      d. Reports of survey are NOT disciplinary actions and will not be considered as such. However, a soldier who has been found pecuniary liable for loss of Government property due to negligence, misconduct, or dereliction of duty may still be punished under the previsions of the UCMJ. Making retribution to the Government for damages is NOT, and will NOT be considered punishment

3
REFERENCE. 


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


b.  DA Pam 735-5, Survey Officer’s Guide

4.
RESPONSIBILITIES AND PROCEDURES.

 
a.
Unit Commanders/Primary Hand Receipt Holder.  Commanders and Primary Hand Receipt Holders is responsible for the care and use of all Government property under their command or assignment. They are also responsible for the security, safety and accounting requirements of Government property.  When loss, damage or destroyed property is discovered it is the Commander or primary hand receipt holder’s responsibility to initiate procedures in accordance with AR 735-5.  

       (1)  Commanders and Primary Hand Receipt Holders will ensure report of surveys are initiated and processed when one or more of the situations below exist.




(a) Negligence or willful misconduct is suspected as the cause and the individual does not admit liability and refuses to make voluntary reimbursement to the Government for the full value of the loss, less depreciation.




(b) The property loss, damage, or destruction involve a change of accountable officer’s inventory and the outgoing accountable officer made no voluntary reimbursement for the full amount of the loss to the Government




(c) The value of the admitted, loss, damage or destruction exceeds the individual’s monthly basic pay.




(d) The total handling loss of bulk petroleum product exceeds the allowable loss for that product, and the dollar value of the total loss exceeds $500.




(e) The loss or destruction involves a sensitive item.




(f) Required by higher authority or other DA regulations. (AR 190-11)




(g) The loss/damage involves a GSA vehicle, and the administrative actions under AR 735-5, paragraph 12-1c have not been taken.




(h) Loss resulted from a fire, theft or natural disaster.



(2) Commanders and Primary Hand Receipt Holder will ensure all reports of survey are initiated within their command and submitted no later than 12 calendar days after the date of discovering the discrepancy to the S4.  Prior to initiation, a prompt and thorough investigation will be conducted. Initial investigation should include, but not limited to:

 


(a)
Immediately interview and obtain statements from all soldiers involved. Statements will be recorded on DA form 2823. 

 


(b)
Promptly obtain evidence and copies of all photographs, official reports, and/or any Government documents or records (i.e. drivers licenses, DA form 2404, log books, hand receipts, MP reports, receipts, SOP’s etc.) which could impact upon an investigation of the incident.

 


(c)
Ensure damage property is processed for an Estimated Cost of Damages (ECOD) in an expeditious manner to assist the survey officer in getting equipment repaired as soon as possible and returned to an operational status.

 


(d)
Evaluate statements and evidence. In clear cases of negligence, offer the responsible soldier the opportunity to sign a Statement of Charges or Cash Collection Voucher thereby voluntarily reimbursing the Army for the cost of the loss. In cases where the responsibility cannot be determined, the Commander will take necessary actions to initiate a report of survey.

 

(2)  Preparing a Report of Survey in accordance with AR 735-1. 




(a)
Prepare block 11, date and circumstances. Utilizing the evidence and statements provided during the initial investigation prepare a clear, concise and complete statement. The full name and rank will be listed when individuals are identified. A statement from each individual will be attached as an exhibit. Describe events leading to and essential facts of the loss, damage, or destruction of Government property (who, what, where, when, how). The description of the facts must be detailed enough and in sequence to enable the Appointing Authority to make a determination of whether relief from or assessment of liability should be sought without appointing if a survey officer, or that an investigation by a survey officer is required. Block 11 will not contain the opinion of who is liable or if there was or was not a loss to the Government.  

 
NOTE:  The initiator of a report of survey must prepare a thorough survey document in recognition that an investigation by a survey officer represents a significant expenditure of time and effort.




(b)
Attach exhibits to the report of survey. Statements will be typed or printed legibly by the individual making a statement on a DA form 2823. Individuals will sign and date statement. When a DA form 2823 is not available the individual will type or print legibly his/her statement on plain bond or ruled paper, sign, and date. Evidence and statements will be properly identified in accordance with AR 735-5 (Exhibit __, R.S, date, amount, Unit).

 


(c)
A letter of delay will be attached as an exhibit explaining any delay beyond the 12 days initiating time.  Soldiers at all levels need to be made aware that reporting loss, stolen, or damaged equipment, buildings, furnishings immediately is imperative.

 
NOTE:  Reports of survey which are improperly prepared will not be accepted by the S-4 and will be returned for correction. Unit processing such surveys are responsible for documenting the delay.




(d)
Process report of survey to the appropriate S-4.


b. Battalion S-4.  The S-4 is assigned overall supervisory responsibility for processing all Reports of Surveys. 

 

(1)
Read and be familiar with AR 735-5, chapters 13 & 14 and all appendixes.



(2)
Provide guidance and assistance to the unit commanders and supply sergeants in preparing reports of survey.



(3)
Review all reports of survey for accuracy and completeness according to AR 735-5.



(4)
Provide guidance and assistance to the Appointing/Approving Authority in determining the appointment of survey officers. 



(5)
Assist Appointing/Approving Authority in briefing survey officers on duties and responsibilities. Assist in the preparation of findings and recommendation at the conclusion of the investigation.



(6)
Make weekly contact with the survey officer to determine problems or complications which would hinder the timely completion of the investigation (i.e. individuals not present for questioning, unable to obtain police reports, other duty related problems, etc.).

 

(7) Process reports of survey to the Appointing/Approving Authority.



(8) Forward Requests for Reconsideration to Approving Authority.


   (9) Forward requests for appeals to the Brigade Commander or Appellate Authority through the BDE S-4.


   (10) Provide completed surveys to the initiator.


   (11) File and maintain completed reports of survey IAW AR 25-400-2.

 

(12) The Battalion S-4 will prepare and forward monthly report to Brigade S-4 Report of Surveys over 75 days will be reported on the Monthly Readiness Report (MRA).


c.
Appointing/Approving Authority.   The Battalion Commander is responsible to ensure that all Reports of Survey are promptly reported, investigated and acted on for all losses, damage or destruction of Government property as the Approving authority.  The Battalion Commander will serve as Appointing and Approving Authority within the 32nd Signal Battalion.  Responsibilities include:

 

(1)
Become familiar with AR 735-5, chapter 13 &14 and all appendixes.



(2)
Ensure all individuals under their control are aware of the procedures for immediately reporting the loss, damage, or destruction of Government property.



(3)
Ensure initiation, processing, and adjudication takes place with the time limits cited AR 735-5.

 

(4)
Take corrective action to prevent avoidable delays that may results in exceeding the processing time limits.



(5)
Review the information in Block 11 along with any exhibits provided by the initiator. Ensure the initiator has completed a thorough initial investigation. The information should provide a clear understanding of the circumstances surrounding the loss, damage, or destruction of Government property. At no time should the initiator draw a conclusion nor indict or absolve an individual. Information and exhibits which should be attached are:




(a)
Documentation - i.e. commanders hand receipt, sub-hand receipt, drivers license, 348’s, 2408-9’s, receipts for property, licenses, MP reports, etc.

 


(b)
Statements - all individuals identified in block 11 should provide a statement along with all individuals identified in a statement should also provide a statement. If an individual is unavailable it should be noted and an explanation provided.

 

(6)
Determine from the information in block 11, DA form 4697 and attached exhibits, if there is or is not evidence of negligence or willful misconduct.




(a)
No evidence of negligence is determined complete blocks 37 - 40 (short survey).

 


(b)
Evidence of negligence - the interest of the Government will be protected at all times. If evidence in block 11 and attached exhibits shows an individual(s) pecuniary liable, comply with para (1) below. If the evidence in block 11 and attached exhibits shows that a decisions of pecuniary liability should be pursued, appoint a survey officer per para (2) below.

 



1.  Assessment of financial liability - the Appointing Authority may determine from block 11 and attached exhibits that there is evidence of negligence.  The Appointing Authority may recommend liability without appointing a survey officer.  When this option is applied, the appointing authority will ensure procedures in AR 735-5 are followed.





2.  Further investigation required appointment of a survey officer - The appointing authority may elect to appoint a survey officer when the report of survey does not contain enough information to make a decision.  The Apointing Authority will maintain a survey officer’s roster and comply with survey officer qualifications IAW AR 735-5.





3.  AR 15-6 investigation - other specific Army Regulations warrant an investigation performed per AR 15-6 in lieu of an investigation conducted under AR 735-5 or the appointing authority deems a 15-6 investigation necessary.



(7)
Personally review all the actions taken by the survey officer, ensure all requirements have been met, and make one of three decisions as follows.




(a)
Return for further investigation - complete block 37b, return the survey to the survey officer and enclose a memorandum specifying additional data and/or corrections needed.




(b)
Concur with findings and recommendations, process survey IAW AR 735-5.




(c)
Nonconcur with findings and recommendations - process IAW AR 735-5.



(8) Review individual rebuttals and requests for reconsideration when financial liability has been assessed. 


d.
Survey Officer.  Upon appointment as a survey officer this duty becomes the primary duty of that individual until the survey has been properly concluded.  It is imperative that the survey officer begin an immediate investigation seeking out the facts surrounding the loss, damage, or destruction of Government property while personnel are still available and circumstances are fresh on their minds.  The duties and responsibilities of an appointed survey officer are to:

(1) Obtain briefing of duties from the battalion and/or brigade S-4.



(2)
Read and become familiarized with AR 735-5, chapter 13, and all 

appendixes.





(a) Know terms in paragraph 13-28. 





(b) Utilize checklist for report of surveys.  



(3) Perform a thorough investigation according to AR 735-5 within 26 days of appointment as survey officer.



(4)
Compile all physical evidence, information and facts relevant to the loss, damage, or destruction of property under investigation.  Question all witnesses to establish validity of previous statement.  Resolve conflicts in the evidence.



(5)
Consult the appointing authority, BN S-4 on any matter on which there is doubt.



(6)
Provide the Bn S-4 with weekly status reports.  Identifying any problem areas interfering with your duties (i.e., other duties, unavailability of individuals, equipment, police reports, etc.).



(7) Complete blocks 27 through 27 in accordance with AR 735-5.  Use own words of how loss occurred.  Refer to evidence to support findings.  Don’t include unsubstantiated opinions.  Make unbiased recommendations concerning pecuniary liability, disciplinary action, and preventive measure to preclude reoccurrence.  



(8)
Identify systemic problems noted in property accountability procedures and practices.



(9) Identify incidents of negligence and dereliction of duty which contributed to, but were not the proximate cause of the loss, damage, or destruction of property, to include supervisory responsibilities.



(10) Identify shortcoming and/or recommendations for changes to SOP’s manuals, regulations, command policies, etc...which impact upon the loss, damage, or destruction of property.



(11) Recommendation:





(a) To hold someone liable the survey officer must show in the findings that through negligence or willful misconduct a person violated a particular duty involving the care of property.  





(b) Before holding a person liable for a loss to the Government the facts must clearly show that the person’s conduct was the proximate cause of loss, damage, or destruction.





(c) Before holding a person financially liable the facts must show that a loss to the Government did occur.





(d) Develop logical recommendation.  Findings must clearly be supported by the evidence.







1. If no negligence or willful misconduct is found – do not assess liability.







2. When negligent act or willful misconduct is not proximate cause  - relieve from liability.







3. When negligent act or willful misconduct is proximate cause of loss – hold individual(s) responsible.



(12) If property is recovered ensure proper action is taken to restore property accountability.  If property is damaged, inspect immediately and release vehicle for repair.





(13) If financial liability is recommended, verify the full name, rank, SSN, and individual’s monthly base pay at the time of loss and the date individual is expected to terminate his or service, or employment.



(14) Calculate all charges on a separate sheet and attach as an exhibit.  Prepare continuation sheet if more space if needed to complete block 26.  Prepare addition continuation sheet for block 30 through 32 if more than one person is assessed financial liability.



(15) Provide S-4, Battalion Executive Officer and Appointing Authority with findings and recommendations prior to final preparation for approval.  Refer to all exhibits in the recommendations and findings.



(16) Financial liability:





(a) Not recommended - forward survey to the appointing authority.





(b) Recommended - contact individuals of the recommendation against him/her IAW AR 735-5.






1.  Ensure individual(s) have been provided with a complete copy of the report of survey and all exhibits.






2.  Ensure individual(s) are notified by memorandum of their rights.  Individual charged will sign memorandum and complete blocks 30 through 31 of DA Form 4697.  Use continuation sheets if more than one person if recommendation if for more than one person to be held financial liable.






3.  Provide individual(s) the opportunity as outlined in AR 735-5 to submit a rebuttal statement.  This may involve the soldier’s unit arranging a legal appointment.  (This time is NOT computed against processing time.)






4.  Review rebuttal, amend recommendation if needed and process to the appointing authority.

5.  SUMMARY.  AR 735-5 is specific about the processing for report of surveys, the procedures for conducting investigations, reestablishing property accountability, notification of pecuniary charges and protecting the interest of the Government.  Commanders will ensure the procedures outlined in this SOP and those outlined in AR 735-5 are strictly adhered to by their units.  All personnel in the report of survey chain will ensure the timely submission and completion of all reports of survey.  A letter of delay will be attached to the report of survey by any and all persons not meeting their respective time limit.  Government property will be protected at all times and the proper procedures will be followed to obtain relief from responsibility and accountability.

7.
Questions concerning this section should be directed to ________, _______ Bn, ____,  xxx-xxxx.
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