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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

1.00 BDE BN     

Does the unit request clarification through command channels when regulatory guidance is not clear? [AR 710-2, Para 1-7a, Da Pam 710-2-1, Para 1-4(3)] 

EVAL METH 

1. Has the unit requested guidance that is not clearly explained in regulatory publications?   

2. If so has the command sent it's guidance to subordinates to alleviate repeated requests for clarification? Check SOP. 

 

REFERENCE TEXT 

AR 710-2, para 1-7. Requests for clarification or deviation.  a. Send requests for clarification through command channels to Director, U.S. Army Logistics 

Transformation Agency (ATTN: LOIA–AP), 5870 21st Street, Building 212, Fort Belvoir, VA 22060–5941.  

DA PAM 710-2-1, Para 1–4. Requesting clarification and deviation of authority.  (3) When DA clarification is necessary, major Army commands (MACOMs) 

will send clarification requests to Commandant, U.S. Army Quartermaster Center and School, ATTN: ATSM-LTD-SP, Fort Lee, VA 23801-5039. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

2.00 BDE BN     

Does the unit request formal approval from HQDA for deviation from supply policy?  [AR 710-2, Para 1-7b, AR 735-5, Para 8-2 a-e, DA Pam 710-2-1, Para 1-4(3)b] 

EVAL METH 

Ask does unit know procedures to request deviation from supply policy or review DA ALARACTS when deviations are authorized? Check SOP. 

 REFERENCE TEXT 

AR 710-2, para 1-7. Requests for clarification or deviation.  b. Deviations from accounting 

policy in this regulation are only made with prior approval of HQDA (DALO–SMZ).  

AR 735-5, para 8–2. Deviations, a. A deviation is the temporary authority given to a property 

account to use a procedure that is different from that prescribed by regulation. Requests for 

deviation from accounting procedures will be submitted after a command review has 

established that the deviation is necessary. 

b. Specific justification will be submitted with each request for deviation. Justification must 

include the reasons why the prescribed procedures will not be used, and an evaluation of the 

advantages that will result from the proposed procedure. In addition, drafts of the proposed 

directives needed to implement the proposed deviation must accompany the request for 

deviation. 

c. Property accounts requesting deviation authority will request it for a specific period of time. 

Approval of the request will limit the deviation authority to that specific period. Requests for 

extension of deviation authority must be submitted prior to its expiration, and include complete 

justification. 

d. Requests for deviation authority from property accounting procedures will be sent through 

command channels to the DCS, G–4 (DALO–SUS), 500 Army Pentagon, Washington DC 

20310–0500. 

e. The approval authority for deviations of and exceptions to supply policy and property 

accountability is the DCS, G–4 (DALO–SUS), 500 Army Pentagon, Washington DC 20310–

0500.. 

DA PAM 710-2-1, Para 1–4. Requesting clarification and deviation of authority. (3) When 

DA clarification is necessary, major Army commands 

(MACOMs) will send clarification requests to Commandant, U.S. Army Quartermaster Center 

and School, ATTN: ATSM-LTD-SP, Fort Lee, VA 23801-5039. 

b. Deviation from the procedures in this pamphlet will only be made with prior approval of 

HQDA. Use the guidance in AR 735-5 to prepare and process requests for deviation from 

accounting procedures. Request for deviation should explain the need for a deviation, how long 

it will last, how the waiver will help accomplish the mission, and how the end results will be 

measured. The request should include an opinion by the MACOM legal officer. Send all 

requests for deviation through command channels to Commandant, U.S. Army Quartermaster 

School, ATTN: ATSM-LTD-SP, Fort Lee, VA 23801-1061. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

3.00 BDE BN     

Has the unit identified and forwarded through command channels, any supply constraints currently in effect? [AR 710-2, Para 1-9, Da Pam 710-2-1, Para 1-7] 

EVAL METH 

Does unit know  how to submit documentation when they have any supply constraints? Check SOP. 

 
REFERENCE TEXT 

AR 710-2, para 1-9. Reports of supply constraint (exempt from requirement 

control symbol under AR 335–15). Commanders report to the next higher command 

when they are constrained for any reason from submitting requests or requisitions for 

items in supply Class 2 (including maps), 3 (packaged), 4, 7, 8 and 9. (Classes of 

supply are explained in table 1–1 below. Army National Guard and USAR units are not 

required to submit reports of supply constraint for unfinanced requirements if the 

requirements have already been identified through budget submissions. Submit 

reports per AR 725–50.  

DA PAM 710-2-1, Para 1–7. Reports of supply constraint (exempt from RCS 

under AR 335-15) a. Use a report of supply constraint to tell the next higher command 

when requests for supply of classes 2, 3 (pkg), 4, 7, 8, and 9 cannot be submitted for 

any reason. Two workdays are allowed to submit the report. Keep a copy of the report 

and responses from higher commands on file for 1 year. (ARNG and USAR units are 

not required to submit reports of supply constraint for unfinanced requirements if the 

requirements have already been identified through budget submissions). 

b. Commanders reporting constraints to the next higher command 

will include the information below: 

(1) Reason for constraint. Examples: 

(a) Funds (such as Consumer, Command Stock Fund (CSF), and 

Army Stock Fund (ASF)) are not available to cover the costs of 

demands. 

(b) Personnel are not available to prepare requisitions or to properly 

receive, store, maintain, and issue the materiel. 

( c ) Facilities do not meet security, safety, or preservation 

requirements. 

(2) Estimated time restriction. Examples are: 

(a) From 1 Aug 91 to 1 Oct 91. Funds are expected by 1 Oct 78. 

(b) From 1 Sep 91 to 1 Oct 91. Personnel will become available 

on 1 Oct 91. 

(c) From 1 Jul 91 to 1 Oct 91. Storage facility will be completed 

on or about this date. 

(d) From 1 Jul 91 to unknown. Request for resources to eliminate 

the reason for this constraint was submitted to (approving authority) 

on (date). (Identify correspondence on the request.) 

(3) Scope. This paragraph will define the requisitioners involvement 

and the limiting factors. (For example, members of this command 

were directed to stop sending requisitions except those having 

PD 06 or higher.) 

(4) Comments and recommendations. This paragraph will contain 

information of value to commanders who review the report for 

continuing action. 

 

Supply restraints are 

approved at ASCC level and 

reported to DA. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

4.00 BDE BN    

Has the parent implemented a Command Supply Discipline Program (CSDP)within their unit?   

Has the unit appointed a senior logistician as the CSDP monitor/coordinator? 

[AR 710-2 Para 1-10f, App B table B-7 and AR 735-5, Para 1-4d.(2) & Para 11-1b,11-6 (b) 3)]  

EVAL METH 

Check that the unit actually has a binder. 

CSDP Monitor is the senior logistician of the Battalion.  This is normally the S4, PBO or Executive Officer 

Review policies and procedures and verify appointment orders. 

 
CSDP FLOW CHART 

7.  CONDUCT 

FORMAL 

INSPECTION  

6.  FOLLOW UP AND 

CONDUCT ADDITIONAL 

TRAINING  

5.  CONDUCT 

INFORMAL 

INSPECTION  

4.  PUBLISH 

INSPECTION 

SCHEDULE  

3.  PROVIDE CSDP TRAINING 

8.  FOLLOW 

UP & 

CONTINUE TO 

TRAIN  

2.  DEVELOP 

SOP AND 

CHECK LIST  

1.  APPOINT CSDP 

MONITOR  

CSDP 

REFERENCE TEXT 

AR 710-2, 1-10. Command Supply Discipline Program. f. Subordinate commanders (excluding company, battery, troop) will— 

(1) Implement an aggressive CSDP by using existing assets (for example, chain of command, organizations, or programs) to avoid duplication or fragmentation 

of effort. The commanders’ designated asset will then incorporate CSDP into their evaluation plans and procedures.  

AR 735-5, 11–6. Implementation procedures 

a. Requirements listing (AR 710–2). 

b. Implementation. 

(1) Each commander will provide the personal interest and direction necessary to establish and ensure the success of their CSDP. 

(2) The CSDP will be incorporated into existing resources in the command to avoid redundancy of effort. 

(3) Each command level above the unit level will appoint a CSDP coordinator to assist the commander with establishing and monitoring the CSDP. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

5.00 BDE BN    

Has the parent verified administrative information for each DODAAC assigned is correct with DODAAC Coordinator?  [AR 710-2, Para 1-24 (a)] 

EVAL METH 

Review Annual DODAAC verification letter or memo. 

 

CSDP FLOW CHART 

7.  CONDUCT 

FORMAL 

INSPECTION  

6.  FOLLOW UP AND 

CONDUCT ADDITIONAL 

TRAINING  

5.  CONDUCT 

INFORMAL 

INSPECTION  

4.  PUBLISH 

INSPECTION 

SCHEDULE  

3.  PROVIDE CSDP TRAINING 

8.  FOLLOW 

UP & 

CONTINUE TO 

TRAIN  

2.  DEVELOP 

SOP AND 

CHECK LIST  

1.  APPOINT CSDP 

MONITOR  

CSDP 

REFERENCE TEXT 

AR 710-2, 1–24. Department of Defense activity address directory update 

a. All units ensure that the DODAAD contains current and complete information pertaining to their DODAAC. Commanders ensure an effective date for additions, 

deletions, and changes that result in effective supply actions and supply termination’s in accordance with AR 725–50. The ACOM/ASCC/DRU/installation 

DODAAC coordinator ensures reconciliation of the active DODAAC file on an annual basis with the TAV database. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

6.00 BDE BN     

Does the unit have a Hazardous Materials Management Program? [AR 710-2, Para 1-28] 

EVAL METH 

1. Is there excessive use of hazardous materials by the unit, when there exists a less hazardous material that will do the same thing? 

2. Is hazardous material stored throughout the facility (armory) or in a central location? 

 

REFERENCE TEXT 

AR 710-2 Hazardous Materials Management Program Para 1–28. General information 

This section provides policy to implement the objectives and goals of the Army Hazardous Materials Management Program (HMMP). The HMMP requirements are 

defined in AR 200–1 and DA Pam 200–1. The HMMP applies to the Active Army, the Army National Guard, and the U.S. Army Reserve. a. This section defines 

Army policy for identifying and managing hazardous materials. Related policy guidance may be found in safety, medical acquisi tion and environmental regulations. 

The goals of the Army’s HMMP are to reduce the cost for acquiring and disposing of HAZMAT, enhance mission accomplishment, promote the safe storage, 

handling, and use of HAZMAT, and reduce risk to public health and the environment. An Army logistics automation objective is that HAZMAT environmental 

reporting be accomplished as a by product of processing supply transactions such as receipts, issues, transfers, adjustments, inventory balances, recording storage 

locations, and disposal actions. In most cases, current reporting requirements cannot be met using logistics STAMIS. Environmental reporting and data 

compilation is accomplished per instructions disseminated by the supporting installation/regional installation management/ACOM/ASCC/DRU environmental office. 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 8 

Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

7.00 BDE BN     

Is the least hazardous materials available to meet mission requirements requested?  [AR 710-2, Para 1-28a,1-31c; AR 200-1,Para 9-1a(3)] 

EVAL METH 

View quantities of HAZMAT materials on hand. 

 

REFERENCE TEXT 

AR 710-2 Hazardous Materials Management Program Para 1–28. General information 

This section provides policy to implement the objectives and goals of the Army Hazardous Materials Management Program (HMMP). The HMMP requirements are 

defined in AR 200–1 and DA Pam 200–1. The HMMP applies to the Active Army, the Army National Guard, and the U.S. Army Reserve. a. This section defines 

Army policy for identifying and managing hazardous materials. Related policy guidance may be found in safety, medical acquisi tion and environmental regulations. 

The goals of the Army’s HMMP are to reduce the cost for acquiring and disposing of HAZMAT, enhance mission accomplishment, promote the safe storage, 

handling, and use of HAZMAT, and reduce risk to public health and the environment. An Army logistics automation objective is that HAZMAT environmental 

reporting be accomplished as a by product of processing supply transactions such as receipts, issues, transfers, adjustments, inventory balances, recording 

storage locations, and disposal actions. In most cases, current reporting requirements cannot be met using logistics STAMIS. Environmental reporting and data 

compilation is accomplished per instructions disseminated by the supporting installation/regional installation management/ACOM/ASCC/DRU environmental 

office.  

AR 200-1 Para 9–1. Hazardous materials a. Policy. 

(3) Reduce the acquisition and use of hazardous materials and the generation of solid or hazardous wastes (HW) through centralized inventory control, best 

management practices (BMPs), pollution prevention actions, improved procurement practices, material re-use, recycling, and enhanced shelf-life management. 

HMs should be procured through the standard Army supply system. Use of government IMPAC credit cards to purchase HM is generally prohibited, and may only 

be allowed on a case-by-case basis by Garrison Commanders or their designated representative. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

8.00 BDE BN     

Are personnel trained in HAZMAT handling?  [AR 710-2, Para 1-31b,TM 38-410 table G-2] 

EVAL METH 

Verify training documentation. 

 

REFERENCE TEXT 

AR 710-2 Para 1–31. Using unit or activity functions 

b. Unit-level procedures are established to provide personnel accurate and timely information and prerequisite training on the handling, storage, and use of 

HAZMATs. Information as to specific training requirements may be obtained from the supporting environmental office. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

9.00 BDE BN     

Does the unit ensure excess hazardous materials are turned-in to the supporting SSA or agency identified by the environmental coordinator? [AR 710-2, Para 1-31a-e]  

EVAL METH 

Verify guidance for turning in excess HAZMAT. 

 

REFERENCE TEXT 

AR 710-2 Para 1–31. Using unit or activity functions 

The using unit or activity ensures— 

a. The HAZMATs received are identified for proper handling, storage, use, and disposal. The majority of HAZMAT codes used by the Army can be found in the 

Hazardous Materials Data Segment (HMDS), the Freight Classification File, and the Packaging File of the FEDLOG. 

b. Unit-level procedures are established to provide personnel accurate and timely information and prerequisite training on the handling, storage, and use of 

HAZMATs. Information as to specific training requirements may be obtained from the supporting environmental office. 

c. Where choices exist, select the least HAZMAT available to meet mission requirements. Selections of HAZMATs are made by considering what materials incurs 

the lowest practical life-cycle cost while, at the same time, protects human health and the environment. 

d. The SSA is advised when material requested for local purchase is hazardous or is potentially hazardous. 

e. Prompt turn-in of excess HAZMAT to the supporting SSA or agency identified by the environmental coordinator. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

10.00 BDE BN     

Does the parent ensure units have Material Safety Data Sheet (MSDS) are available to all individuals where HAZMAT is stored? [AR 710-2, Para 1-31a, AR 700-141, 

Appendix C-1] 

EVAL METH 

Verify MSDS are with on hand items. 

 

REFERENCE TEXT 

AR 710-2 Para 1–31. Using unit or activity functions 

The using unit or activity ensures— 

a. The HAZMATs received are identified for proper handling, storage, use, and disposal. The majority of HAZMAT codes used by the Army can be found in the 

Hazardous Materials Data Segment (HMDS), the Freight Classification File, and the Packaging File of the FEDLOG,  

AR 700-141 Para Appendix C Hazard Communication Program C–1. Establishment 

A written hazard communication program will be developed and maintained at each workplace where employees are exposed to HAZMAT. It will include how 

labels and other forms of warning, MSDSs, and employee information and training requirements will be met. The written hazard communication program should 

be readily available to all affected personnel. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

11.00 BDE BN     

Does the parent ensure units have all current authorization documents on-hand as prescribed by AR 71-32, MTOE, CTA, TDA, and JTA?  [AR 710-2, Para 2-4a] 

EVAL METH: https://fmsweb.army.mil/unprotected/splash/  

Automated systems include PBUSE users.  Ensure equipment authorization documents are loaded to applicable LIN and/ or NSN. 

Review DA Form 12-series and DA Pam 25-30 to verify the latest publications are on hand. 

Ensure Current MTOE or TDA is on hand. Verify that the document is current by using WebTAADs. 

Review publications account, normally maintained by the readiness NCO and compare it to the MTOE/TDA.  This may change by command. 

 

REFERENCE TEXT 

AR 710-2, 2-4. Property authorization documents.  a. Unit and individual equipment authorization documents are prescribed in AR 71–32. Equipment requirements will be 

processed per the provisions of that regulation. The MACOM commanders authorize basic loads. Equipment identified as discretionary in authorization documents will be approved 

by the MACOM commander unless other approval authority is indicated in the document. Commanders will ensure all pertinent equipment authorization documents are current, on 

hand, or on request. Pinpoint distribution (DA Form 12-series) will be reviewed annually to ensure the latest publications are being used. A listing of required publications applicable 

to LIN and/or NSN is identified in DA Pam 25–30. Units that are automated by the Property Book Unit System-Enhanced (PBUSE) or the DPAS will ensure that equipment 

authorization documents are loaded with the REQ–VAL System, LOGTAADS.  

https://fmsweb.army.mil/unprotected/splash/
https://fmsweb.army.mil/unprotected/splash/
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

12.00 BDE BN     

Has parent reviewed and complied with requirements of CSDP tables in appendix B AR 710-2? [AR 710-2 Para 1-10g(1)] 

 

EVAL METH 

Review checklists to ensure all required areas are covered IAW AR 710-2 and AR 735-5, Appendix B. 

 

REFERENCE TEXT 

AR 710-2, 1–10. Command Supply Discipline Program. g. Immediate supervisors and company, battery, and troop commanders will— 

(1) Review the requirements listing within the CSDP (AR 710–2, appendix B) to become familiar with the applicable regulatory requirements. 

(2) Use the listing as a guide in the routine performance of their duties. 

(3) Report to their immediate higher headquarters any applicable requirements within the listing that cannot be completed. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

13.00 BDE BN     

Does the parent use the CSDP tables in Appendix B as a guide in performance of commanders property accountability duties? [AR 710-2 Para 1-10g(2)] 

EVAL METH 

Review checklists to ensure all required areas are covered IAW AR 710-2 and AR 735-5, Appendix B. 

 

REFERENCE TEXT 

AR 710-2, 1–10. Command Supply Discipline Program. g. Immediate supervisors and company, battery, and troop commanders will— 

(1) Review the requirements listing within the CSDP (AR 710–2, appendix B) to become familiar with the applicable regulatory requirements. 

(2) Use the listing as a guide in the routine performance of their duties. 

(3) Report to their immediate higher headquarters any applicable requirements within the listing that cannot be completed. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

14.00 BDE BN     

Has the parent established and maintained effective internal controls, assessed areas of risk, identify and correct weaknesses, and keep their superiors informed? [AR 11-

2 Para 2-1a] 

EVAL METH 

Review controls that are in place and procedures to keep chain of command informed. 

 

REFERENCE TEXT 

AR 11-2, 2–1. Army management control policy 

a. All commanders and managers have an inherent responsibility to establish and maintain effective management controls, assess areas of risk, identify and 

correct weaknesses in those controls and keep their superiors informed. In this respect, the Integrity Act and OMB Circular A–123 codify this inherent 

responsibility. http://www.whitehouse.gov/omb/circulars_a123 , http://graduateschool.edu/course_details.php?cid=AUDT8003G  

SARBANES-OXLEY ACT/OMB 

CIRCULAR A-123? 

What are they and why should 

property managers know about them? 

BY GARY D. SWANSON, CPPM, CF, DUKE CITY CHAPTER 

http://www.whitehouse.gov/omb/circulars_a123
http://www.whitehouse.gov/omb/circulars_a123
http://graduateschool.edu/course_details.php?cid=AUDT8003G
http://graduateschool.edu/course_details.php?cid=AUDT8003G
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

15.00 BDE BN     

Does parent monitor the unit commander or the head of the activity conducts an annual management review of durable property?  Is a memorandum on file stating what 

the results were and what the corrective actions were taken? [AR 735-5, para 7-5d & f] 

EVAL METH 

Review the commanders or head of the activity memorandum for record. Review shortage annexes for durable shortages and ensure requirement to met. Document the 

conduct of the management reviews, stating what the results were, and what corrective actions, if any, were taken. Documentation will be prepared as a memorandum for 

record (MFR) in duplicate. One copy will be retained at the unit or activity level, and one copy provided to the next level of command. The MFR will be retained for 2 years.  

Durable property will be controlled at the Company level using hand-receipt procedures or through the use of inventory lists. The Brigade and Battalion Commanders will 

monitor items coded durable in accordance with AR 735-5, Para 7-7b(3).f.  Company Commanders will verify and document that a management review of durable property 

was conducted annually. 

 REFERENCE TEXT 

AR 735-5, 7-5. Accounting for durable property. d. Annually, the 

commander or the head of the activity will conduct a management 

review of all durable items issued or turned-in to determine whether 

there are any indications of any missing items, and whether there are 

any indications of fraud, waste, or abuse. f. The commander or the 

head of the activity will document that a management review of durable 

property was conducted, stating what the results were, and what 

corrective actions, if any, were taken. Documentation will be 

prepared in the form of a memorandum for record in duplicate. One 

copy will be retained at the unit or activity, and one copy provided to the 

financial liability investigation approving authority. These  

memorandums for records will be retained on file for 2 years before 

being destroyed. 
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

16.00 BDE BN     

Does parent ensure supplies and equipment being properly used and cared for, safeguarded, proper custody, and disposition is provided? [AR 710-2, Para 3-23d.,4-27a, 

AR 190-51, Para 3-23c, and AR 735-5, Para 2-1a & 2-8a(1)] 

EVAL METH 

Verify all equipment is protected and stored. 

 REFERENCE TEXT 

AR 710-2  Para 3–23. Storage operations d. Commanders are directly responsible for 

safeguarding all supplies under their control as shown below. 

(1) Ammunition will be stored and secured per AR 190–11, DOD Directive 4145.19–R–1, AR 

740–1, AR 385–64, DA Pam 385–64, and/or host nation agreements and public law, whichever is 

more restrictive. 

(2) Unclassified, non-sensitive items, Identaplates, and credit cards will be stored per AR 190–51. 

(3) For controlled medical substances and other medically sensitive items, see AR 190–50. 

(4) CCI will be secured per DA Pam 25–380–2. 

(5) The AR 380 series prescribes security of classified items. 

(6) For nuclear and chemical items, see AR 50–6–1, and AR 190–54. 

(7) Classified COMSEC equipment will be secured per AR 380–40 and TB 380–41. 

(8) Weapons will be secured under AR 190–11 and AR 190–51. When responsibility for the 

custody of keys for an SSA arms storage facility is transferred between individuals, they will 

conduct a physical count of the weapons and major parts for arms, such as barrels and major 

subassembly with CIIC 1–4 thereon. Results of the count will be recorded. This count does not 

replace the quarterly weapons inventory., 

Para 4–27. Storage operations 

Storage operations involve the act of storing, the act of being stored, the keeping or placing of 

property in a warehouse, shed, open area, or other designated facility. Storage is a continuation 

of receiving and is preliminary to the shipping or issuing operations. 

a. Commanders are directly responsible for safeguarding all supplies under their control  

AR 190-51 para 3–23. Administrative and housekeeping supplies and equipment, d. 

Minimum security standards for expendable and consumable supplies. 

(1) At unit and office levels, items not issued for actual use will be centrally stored in secure 

cabinets, containers, rooms, or buildings. Keys, locks, protective seals, and access to storage 

facilities will be controlled. 

(2) Self–service supply center (SSSC) account cards or plastic credit cards will be stored in a 

locked container when not in use. Access to these items will be controlled and access will be 

limited to the fewest individuals feasible, consistent with efficient operations. 

(3) Pilferable items will be stored in the SSSC and issued from a security area such as a cage. 

The SSSC will be protected by physical measures meeting the secure storage structure 

standards in appendix B.  
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Command Supply Discipline Program 

 

A-GENERAL 
QUESTION 

17.00 BDE BN     

Does parent ensure ordering/contracting officer follow procedures outlined in AR 710-2 ?[AR 710-2, Para 2-33 b-c, 1-4] 

EVAL METH 

Review appointment orders and SOP for Local Purchases. 

REFERENCE TEXT 

AR 710-2, 2–33. Property purchased by ordering officers or activity contracting officers  

b. When justified per the FAR, the supporting contracting officer may appoint a unit or activity member as an ordering or contracting officer. The ordering or 

contracting officer acts as an agent for the supporting contracting officer to make authorized local purchases (LPs) under a specific charter indicating the 

scope of authority. 

c. When an ordering or contracting officer is appointed, the unit or activity commander will ensure that— 

(1) The PBO or his/her alternate is not appointed to this duty. 

(2) The ordering or contracting officer does not make LP without a written request from the PBO. 

(3) The PBO does not request LP from the ordering or contracting officer without written authorization from the SSA. 

(4) After receipt of property purchased, the ordering officer provides the PBO copies of all receipt documents to be screened to establish required property 

accountability. 
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Command Supply Discipline Program 

 

B-PROPERTY RESPONSIBILITY 
QUESTION 

1.00 BDE BN     

 Has the parent ensured that property book accountability is established? [AR 710-2,Para 1-12, Table B-3, B-1] 

EVAL METH 

Verify all hand receipts for signature(s). 

 

REFERENCE TEXT 

AR 710-2, para 1–12. Property accountability 

a. Obligation. This accountability deals with the 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. Policy. All property acquired by the Army, regardless of source or whether paid for or not, is accounted for as prescribed by these and other applicable Army 

regulations.  

c. Donated or abandoned material. Donated material includes any items of property that have been donated to the Army from any source. Abandoned property is 

that material where ownership cannot be determined and is now under the control of the Army.  

d. Capitalized property. The recording of capitalized property is handled per the financial accounting procedures outlined in DOD Financial Management 

Regulation (DOD FMR) 7000.14R, volume 4, chapter 6 and DFAS–IN Regulation 37–1. 
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Command Supply Discipline Program 

 

B-PROPERTY RESPONSIBILITY 
QUESTION 

2.00  BDE BN    

Has the parent ensured that a PBO has been appointed for each property book within the command?  [AR 710-2 para 2-5g, AR 735-5, Para 2-10 and 2-13 (d)] 

EVAL METH 

Review the memorandum appointing the Property Book Officer. The Property Book Officer is the Accountable Officer who has the ability to make changes to the 

unit/activity’s Property Book.  The PBOs responsibilities are also supported by assigned user roles and permissions through PBUSE.  In the ARNG, Property Book Teams 

may be established at Brigade/Troop Command / USP&FO (United States Property & Fiscal Office) or J4 (Joint Forces Headquarters). The PBO appointment 

memorandum must identify the property book by the assigned UIC. NOTE: Commanders may not have these permissions through PBUSE.  It is likely the commander is 

the Primary Hand Receipt Holder. Ensure that all appointments are valid and signed by the appointing authority (ARNG - FOR THE ADJUTANT GENERAL) signature 

block. 

 
REFERENCE TEXT 

AR 710-2, 2-5.  Property book system g. A PBO will be appointed for 

each property book. The PBO is an accountable property officer. 

Persons appointing PBOs will apply the criteria in AR 735–5, paragraph 

2–10 when selecting accountable property officers. The accountable 

property officer is also directly responsible for all property not issued on 

hand receipt. When the property book is maintained at MTOE unit 

(company) level, the unit commander will be the accountable property 

officer. The MTOE unit commander may appoint a property book officer 

who then becomes the accountable property officer however, the unit 

commander will still have command responsibility.  When the property 

book for an MTOE organization is maintained above the unit level, the 

MTOE unit commander will be a primary hand receipt holder and have 

direct responsibility for the items listed on that primary hand receipt. (1) 

The PBO will be appointed in writing. If the commander elects to retain 

the function of accountable property officer, the assumption of 

command orders are sufficient. The appointing memorandum will 

identify the property book by UIC. Upon change of the appointing 

authority, if the same PBO is to continue, then that individual is 

reappointed by the new appointing authority. (2) The State Adjutant 

General (AG) is the property book appointing authority for all ARNG 

units and activities.  The State AG may delegate this authority to 

division, brigade, group, or battalion level. Property books will not be 

established for the office of Active Army advisors to the ARNG. These 

offices are supported by a hand receipt account from the unit of 

attachment. 
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Command Supply Discipline Program 

 

B-PROPERTY RESPONSIBILITY 
QUESTION 

3.00  BDE BN    

Has the parent ensured that the PBO doesn't perform dual functions of stock record accountable property officer PBO, transportation officer, army purchase card ordering 

officer or blanket purchase agreement ordering officer simultaneously? [AR 735-5, para 2-10d] 

EVAL METH 

Review the memorandum appointing the Property Book Officer. The Property Book Officer is the Accountable Officer who has the ability to make changes to the 

unit/activity’s Property Book.   

REFERENCE TEXT 

AR 735-5, 2–10. Appointment of an accountable officer g. Normally, an accountable officer will not be assigned duties that will remove or separate them 

from their property account for an extended period of time. In the event an accountable officer is assigned duties that will separate them from their 

accountable officer’s duties for a period of 30 calendar days or longer, an interim or replacement accountable officer will be appointed.  
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B-PROPERTY RESPONSIBILITY 
QUESTION 

4.00  BDE BN   

Does parent ensure/verify all authorized equipment is on hand or on requisition? [AR 710-2, para. 2-6a, n or o, page 25, and Table B-3,B.1] 

EVAL METH 

Review; compare the units’ excess/shortage equipment listing to the unit document control register against the units authorized document, i.e. MTOE, TDA, or JTA and 

basic. 

***Units using PBUSE must print and present a equipment shortage Listing.  

 
Shortage Equipment Listing  -   Date Prepared: 3/8/11 

                                  

UIC: WCNTAA               Unit: 0051TC CO   M TRK               Eff Dt: 16-OCT-2009 

Grand Total: -$34,285,090.38               Stock Funded Total: -$339,733.82               PA Total: -$33,933,994.56               OMA Total: -$11,362.00 

                                  

LIN SubLIN NSN Nomen ERC PBIC TAC REQ AUTH O/H D/I Shortage $ Shortage ABA Doc Num/Status Ser/Reg/Lot Nr ECS 

70210N     COMPUTER, MICRO LAP-TOP PORTABLE AC/DC W/BATTERY PK   8 3 0 67 0 0 -67 -$167,433.00 2       

70236N         8 3 0 16 6 0 -10 -$25,793.10 2       

    7025014333613 PRINTER,AUTOMATIC D-(4650N/HP)           1 0         YES   

    7025015273296 PRINTER,AUTOMATIC DATA PROCESSIN-(2420DN/Q5959A)           3 0         YES   

    702501C006041 

PRINTER, DAISY WHEEL / DOT MATRIX / LASER LOW TO HI: M5200N 

DELL           1 0         YES   

    702501C027237 

PRINTER, DAISY WHEEL / DOT MATRIX / LASER LOW: LEXMARK 

X6150 ALL           1 0         YES   

96555N         8 3 0 2 1 0 -1 -$3,650.00 2       

    6730015172995 PROJECTOR,MULTIMEDIA-(LP790)           1 0         YES   

A33020       A 8 1 4 4 2 0 -2 -$20,000.00 Q       

    6665014386963 ALARM CHE AG AUTO M22           2 0         YES   

B60351     BORESIGHTING EQUIPMENT WEAPON: SMALL ARMS M30 A 8 1 1 1 0 0 -1 -$627.00 2       

B83002       P 8 1 360 360 0 214 -360 -$5,987,880.00 L       

    3990014061340 BED CGO FLTTRK IPF M1           0 2       W90EH302722026 BB 1078     

3990014422751 BED CGO FLTRK DEMOUNT 0 212 ####################### 

REFERENCE TEXT 
AR 710-2, 2-6.  Requesting supplies.  a. When all units (CONUS and OCONUS) request equipment resulting from approved future TAADS changes, they will do so no sooner than 365 days before the 

effective date of the authorization document. n. This paragraph contains policy modifications for the ARNG environment. (1) Commanders will submit requests for authorized supplies as directed by the 

USPFO of their respective states. Discretionary items listed in authorization documents will be on hand or on request only when authorized by the State AG. Requests for DA-controlled, PA-funded items 

identified by the NGB will not be processed without NGB approval.  o. This paragraph prescribes policy modifications applying to the USAR. Requests for which funds are not available (unfinanced demands) 

will be sent to the unit funding activity (MUSARC) and managed as directed by the ACOM/ ASCC/DRU. Requests for items for which there is no maintenance capability or storage space will be managed as 

prescribed by the ACOM/ASCC/DRU. Table B-3. Property Book responsibilities. 1.Brigade and battalion commanders will ensure all authorized equipment and components are on hand or on 

request. a. Organization and installation property require property book accountability. Establish and maintain a property book for any subordinate TDA activity not supported by a consolidated 

installation property book.   
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B-PROPERTY RESPONSIBILITY 
QUESTION 

5.00 BDE BN     

Does parent verified organization and installation property book accountability has been established and maintained?(AR 710-2, Para 2-5i,k &l) Are they signed and on file 

? [AR 710-2, para 2-5i, DA PAM 710-2-1, para 5-3a]  

EVAL METH 

Review all PBICs to ensure the appropriate equipment is on them. 

 

REFERENCE TEXT 

AR 710-2, 2–5. Property book system  i. Property books are organized so that organization and installation property are kept separately. A separate section may 

also be kept for each type of organization property (that is, OCIE or basic load). All activities will keep a separate classified section when either the property 

description or the quantity is classified. The classified section will be safeguarded according to security regulations. 
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B-PROPERTY RESPONSIBILITY 
QUESTION 

6.00 BDE BN     

Has the parent ensured to appoint an interim or replacement accountable property officer when present accountable property officer is absent or separated from assigned 

accountable property officer duties for more than 30 days? Was 100% inventory conducted by incoming and outgoing PBOS? [AR 735-5 para 2-10g] 

EVAL METH 

Review procedures in case this happens. 

 

REFERENCE TEXT 

AR 735-5, 2–10. Appointment of an accountable officer. g. Normally, an accountable officer will not be assigned duties that will remove or separate them from 

their property account for an extended period of time. In the event an accountable officer is assigned duties that will separate them from their accountable officer’s 

duties for a period of 30 calendar days or longer, an interim or replacement accountable officer will be appointed.  
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B-PROPERTY RESPONSIBILITY 
QUESTION 

7.00 BDE BN     

Has the parent verified that the PBO conducted and sent the annual authorized allowances reconciliation statement to the appointing commander for verification of 

completion? [AR 710-2, Para 2-4b, AR 71-32,Para 6-30 and 6-35, DA Pam 710-2-1, para 9-13, 9-14] 

EVAL METH 

Annually, or prior to change of PBO verify in writing that the reconciliation has been accomplished by the commander or designated representative (PBO-AC/ARNG).  

Review ARNG procedures for the statement indicating property records verified and for USPFO reconciliation report of findings and conclusions. Unit commanders also 

receive a monthly printout of your unit property that you must reconcile against your previous records and turn-ins, transfers, and receipts accomplished during the month. 

 

REFERENCE TEXT 

AR 710-2, 2-4.  Property authorization documents. b. 

Authorized allowances will be reconciled annually with the 

authorization documents. A statement indicating that this 

reconciliation has been accomplished by the PBO will be 

submitted to the commander for whom the property book is 

maintained. The commander or designated representative will 

personally acknowledge the reconciliation in writing and has 

a copy filed in the front of the property book.  

DA Pam 710-2-1, 9-13. After receipt of the PBOs statement that 

property book was reconciled with applicable authorization 

documents, the commander for whom the property book is kept 

or designated representative acknowledges in writing that the 

reconciliation was completed.  ARNG Reconciliation 

Procedures:  A statement (“PROPERTY RECORDS VERIFIED”) 

annotated in front of the property book or end of the latest 

computer listing will be signed and dated.  

9-14. Reconciliation reports. a. Upon completion of the review 

of property accountability records, the USPFO representative will 

submit a report of findings and conclusions as directed by the 

USPFO. 
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B-PROPERTY RESPONSIBILITY 
QUESTION 

8.00 BDE BN   

Has parent verify current authorization documents are loaded in allowance tables? Does parent have a copy of the current pertinent authorization document ?(MTOE/ TDA) 

[AR 710-2, para 2-4a] 

EVAL METH 

Automated systems include PBUSE users.  Ensure equipment authorization documents are loaded to applicable LIN and/ or NSN. 

Ensure Current MTOE or TDA is on hand. Verify that the document is current by using WebTAADs 

 

REFERENCE TEXT 

AR 710-2, 2-4. Property authorization documents.  a. Unit and individual equipment authorization documents are prescribed in AR 71–32. Equipment requirements will be 

processed per the provisions of that regulation. The MACOM commanders authorize basic loads. Equipment identified as discretionary in authorization documents will be approved 

by the MACOM commander unless other approval authority is indicated in the document. Commanders will ensure all pertinent equipment authorization documents are current, on 

hand, or on request. Pinpoint distribution (DA Form 12-series) will be reviewed annually to ensure the latest publications are being used. A listing of required publications applicable 

to LIN and/or NSN is identified in DA Pam 25–30. Units that are automated by the Property Book Unit System-Enhanced (PBUSE) or the DPAS will ensure that equipment 

authorization documents are loaded with the REQ–VAL System, LOGTAADS.  
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Command Supply Discipline Program 

 

B-PROPERTY RESPONSIBILITY 
QUESTION 

9.00 BDE BN     

Has parent designated in writing a responsible person to maintain control of all fuels and provide an audit trail? [AR 710-2 para 2-37b(1)]  

EVAL METH 

Review appointment orders and procedures. 

 

REFERENCE TEXT 

AR 710-2, 2–37. Bulk petroleum and packaged fuels accountability b. Using unit commanders responsible for receiving fuels to store and issue ensures— 

(1) Designates in writing a responsible individual to maintain control of all fuels and to provide an audit trail 

using— 

(a) A record of daily issues. 

(b) Innage Gage Sheets DA Form 3853–1 (Innage Gage Sheet) 

(c) A monthly abstract of issues. 

(d) A monthly bulk petroleum accounting summary (MBPAS). 

(e) A document register to maintain the audit trail. 
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B-PROPERTY RESPONSIBILITY 
QUESTION 

10.00 BDE BN     

Are request for non-expendable or controlled local purchase processed through the PBO? And are all local purchasing requests given to the PBO to determine appropriate 

ARC? [AR 710-2, Para 2-33d(3)] 

EVAL METH 

Ask does unit know procedures when  they do not understand regulation guidance. 

 

REFERENCE TEXT 

AR 710-2, para 2-33d(3). Property purchased by ordering officers or activity contracting officers. d. The unit or activity PBO will— 

(3) As the functional expert, determine whether the property is— 

(a) Nonexpendable – required to be accounted for on property book records and responsibility to be assigned. 

(b) Durable – requires hand receipt controls for hand tools coded durable. 

(c) Expendable – Does not require property book accounting or assignment of responsibility. 

5.    THRU: 6.    FROM:

                                                                           

The supplies and services listed on this request are properly chargeable to the following allotments, the
available balances of which are suff icient to cover the cost thereof, and funds have been committed.

19.    ACCOUNTING CLASSIFICATION AND AMOUNT

12.  LOCAL PURCHASES AUTHORIZED AS THE NORMAL MEANS OF SUPPLY FOR

THE FOREGOING BY

13.  REQUISITIONING DISCLOSES NONAVAILABILITY OF ITEMS AND

LOCAL PURCHASE IS AUTHORIZED BY

FUND CERTIFICATION

PURCHASE REQUEST AND COMMITMENT
For use of this form, see AR 37-1; the proponent agency is OASA(FM)

4.    TO:

14.

ITEM

15.                                                                DESCRIPTION OF

SUPPLY OR SERVICES

16.                              

QUANTITY

17.

  UNIT

18.             ESTIMATED

UNIT PRICE

a
TOTAL COST

b

The supplies and services listed below cannot be secured through normal supply channels or other Army supply sources in the immediate vicinity, and their
procurement will not violate existing regulations pertaining to local purchases for stock, therefore, local procurement is necessary for the following reason:  
(Check appropriate box and complete item.)

EMERGENCY SITUATION PRECLUDES USE OF REQUISITION CHANNELS FOR SECURING ITEM

31.  TYPED NAME AND GRADE OF SUPPLY OFFICER

25.  THE FOREGOING ITEMS ARE REQUIRED NOT LATER THAN AS INDICATED ABOVE FOR THE FOLLOWING PURPOSE

27.  TYPED NAME AND GRADE OF INITIATING OFFICER

30.  TELEPHONE NUMBER

32.    SIGNATURE 33.    DATE

28.    SIGNATURE 29.    DATE 34.    TYPED NAME AND GRADE OF

APPROVING OFFICER OR DESIGNEE

35.    SIGNATURE 36.    DATE

20.    TYPED NAME AND TITLE OF CERTIFYING
OFFICER

26.    DELIVERY REQUIREMENTS

ARE MORE THAN 7 DAYS REQUIRED TO INSPECT AND ACCEPT THE REQUESTED GOODS OR SERVICES          

IF YES, NUMBER OF DAYS REQUIRED

21.    SIGNATURE 22.    DATE

10.    NAME OF PERSON TO CALL FOR ADDITIONAL INFORMATION 11.  TELEPHONE NUMBER

23.    DISCOUNT TERMS

24.    PURCHASE

ORDER NUMBER

2.    REQUISITION NO.  3.    DATE     PAGE             OF

                PAGES

7.    PURCHASED FOR

It is requested that the supplies and services enumerated below or on attached list be

8.    DELIVERED TO   9. NOT LATER THAN
(Date)

DA FORM 3953, MAR 91 EDITION OF AUG 76 IS OBSOLETE

  

 1.  PURCHASE INSTRUMENT NO.

NOYES

USAPPC V1.10
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B-PROPERTY RESPONSIBILITY 
QUESTION 

11.00 BDE BN     

Does the parent ensure commanders post documents to DCR when equipment is received within 3 workdays (10 workdays USATA)? 

Has receipts documents been posted and DCR updated within 3 days when equipment is found on installation or received? [AR 710-2, Para 2-8h] 

EVAL METH 

Verify  receipt documents with document register and posted date stamp. 

 

REFERENCE TEXT 

AR 710-2, para 2–8. Receiving supplies. h. Property book items received or reported as found on installation (FOI) will be posted to the property book within 3 

workdays (U.S. Army Test, Measurement, and Diagnostic Equipment Activity (USATA) 10 workdays) of the receipt Date. 
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B-PROPERTY RESPONSIBILITY 
QUESTION 

12.00 BDE BN        

Does the unit maintain a copy of the memorandum where commanders have signed a statement acknowledging responsibility for all  property within their organization upon 

assumption of command for the COL and LTC - level commanders?  [ALARACT 210/2010 - EXORD 259-10 CAMPAIGN ON PROPERTYACCOUNTABILITY(FOUO)]  

EVAL METH 

Review memorandums submitted by COL and LTC Commanders  

to the next higher headquarters.  Verify that these memorandums  

are on file, IAW FORSCOM policy guidance and forwarded to the  

next higher headquarters.   

  

 

REFERENCE TEXT 

ALARACT 210/2010 – EXORD 259-10 Campaign on Property Accountability; para  3.E.(3)(B)6.) and Has the Colonel or LTC Commanders certified in writing 

that all property accountability milestones have been accomplished?  Has all property been inventoried properly and documented (property book or stock record 

account)? Has excess property been disposed of properly?  [ALARACT 210/2010 – EXORD 259-10 Campaign on Property Accountability; para 3.D. (2)]. 
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C-REQUESTING AND RECEIVING SUPPLIES 
QUESTION 

1.00 BDE BN     

Ensures all property listed in the authorized column of the units MTOE and Basic Loads on hand or on request? [AR 710-2, para. 2-6a-b] 

EVAL METH 

Review excess/shortage equipment listing to the unit document control register against the units authorized document, i.e. MTOE, TDA, or JTA and basic.   ***PBO using 

PBUSE must print and present a equipment shortage Listing for each unit or a roll-up listing.  

 Shortage Equipment Listing  -   Date Prepared: 3/8/11 

                                  

UIC: WCNTAA               Unit: 0051TC CO   M TRK               Eff Dt: 16-OCT-2009 

Grand Total: -$34,285,090.38               Stock Funded Total: -$339,733.82               PA Total: -$33,933,994.56               OMA Total: -$11,362.00 

                                  

LIN SubLIN NSN Nomen ERC PBIC TAC REQ AUTH O/H D/I Shortage $ Shortage ABA Doc Num/Status Ser/Reg/Lot Nr ECS 

70210N     COMPUTER, MICRO LAP-TOP PORTABLE AC/DC W/BATTERY PK   8 3 0 67 0 0 -67 -$167,433.00 2       

70236N         8 3 0 16 6 0 -10 -$25,793.10 2       

    7025014333613 PRINTER,AUTOMATIC D-(4650N/HP)           1 0         YES   

    7025015273296 PRINTER,AUTOMATIC DATA PROCESSIN-(2420DN/Q5959A)           3 0         YES   

    702501C006041 

PRINTER, DAISY WHEEL / DOT MATRIX / LASER LOW TO HI: M5200N 

DELL           1 0         YES   

    702501C027237 

PRINTER, DAISY WHEEL / DOT MATRIX / LASER LOW: LEXMARK 

X6150 ALL           1 0         YES   

96555N         8 3 0 2 1 0 -1 -$3,650.00 2       

    6730015172995 PROJECTOR,MULTIMEDIA-(LP790)           1 0         YES   

A33020       A 8 1 4 4 2 0 -2 -$20,000.00 Q       

    6665014386963 ALARM CHE AG AUTO M22           2 0         YES   

B60351     BORESIGHTING EQUIPMENT WEAPON: SMALL ARMS M30 A 8 1 1 1 0 0 -1 -$627.00 2       

B83002       P 8 1 360 360 0 214 -360 -$5,987,880.00 L       

    3990014061340 BED CGO FLTTRK IPF M1           0 2       W90EH302722026 BB 1078     

3990014422751 BED CGO FLTRK DEMOUNT 0 212 ####################### 

REFERENCE TEXT 

AR 710-2, 2-6.  Requesting supplies. Commanders will ensure that equipment and components listed in the authorized column (of the MTOE and TDA) are on hand or on request. Where 

available, TAADS-based automated systems such as Distribution Execution System (DES), Logistics Army authorization document system (LOGTAADS), SPBS–R, DPAS, and the SPBS–R/I 

TDA will be used to request MTOE/TDA items. For an ammunition basic load requested on a preapproved DA Form 581 (Request For Issue and Turn-In of Ammunition), but not on hand, the 

document number will be entered to the property book. Exceptions are those granted per AR 71–32, AR 570–7, and AR 710–1 and materiel fielded under TPF. a. When all units (CONUS and 

OCONUS) request equipment resulting from approved future TAADS changes, they will do so no sooner than 365 days before the effective date of the authorization document. (1) Units will 

not request items designated for reduction or deletion, as listed on the old document, once the 365-day threshold is reached. (2) There is no need to cancel open requisitions for major items 

projected to be deleted from authorizations by approved TAADS changes when under 365 days of the effective date of the approved TAADS authorization document; this will occur 

automatically. (3) TDA activities operating under the Defense Business Operations Fund (DBOF) (formally the Army Industrial Fund (AIF)) are exempt from the requirement to be within 365 

days of published EDATE. DBOF activities may submit requests and requisitions upon receipt of approval of memorandum request (MR) from the IMA region/ACOM/ ASCC/DRU, Activity 

Group Level, or USAFISA, whichever is appropriate. Submission of requests and requisitions is dependent on availability of funds as directed by the IMA region/ACOM/ASCC/DRU. AR 71–32, 

paragraph 6–53 applies. b. Quantities of basic load items authorized by a ACOM/ASCC/DRU commander will be on hand or on request. 
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Command Supply Discipline Program 

 

C-REQUESTING AND RECEIVING SUPPLIES 
QUESTION 

2.00 BDE BN     

Ensures the unit commanders or designated representatives review all UND A and B requests, and initial the document register prior to sending requests to the SSA? [AR 

710-2, Para 2-6d, Da Pam 710-2-1, Para 1-4] 

EVAL METH 

Review  SSA transaction listing for signatures prior to sending SFTP requisitions. 

 

REFERENCE TEXT 

AR 710-2, para 2-6 Requesting supplies. d. Priority designators for all supply requests will be determined per DA Pam 710–2–1. Commanders will personally 

review or will delegate in writing to specific persons the authority to review all requests based on urgency of need designator (UND) A and B. This review is 

done before sending the request to the SSA. 
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C-REQUESTING AND RECEIVING SUPPLIES 
QUESTION 

3.00 BDE BN     

Ensures all requests for DRMS property submitted through the PBO to the SSA? [AR 710-2, Para 2-6l(1)] 

EVAL METH 

Review DRMO requests to verify PBO signature. 

 

REFERENCE TEXT 

AR 710-2, para 2-6l. Requesting supplies. (1) Using units and organizations will not request supplies directly from the DRMO. Withdrawal of Army Working 

capital funded property from the DRMO requires reimbursement at the standard price. Requests for property from DRMO will be processed through the PBO 

to the SSA that normally supplies the property. Requests for supplies to be used for other than their intended purpose must be approved by the installation 

commander (division/TAACOM/SUPCOM/-separate command commander for OCONUS, major U.S. Army Reserve Command (MUSARC) commander for USAR 

units/activities, ROTC region commander for ROTC units, and USPFO for ARNG units/activities). All nonexpendable property drawn from DRMO will be 

accounted for on the property book. 
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C-REQUESTING AND RECEIVING SUPPLIES 
QUESTION 

4.00 BDE BN     

 Does the parent ensure MSDSs are readily available to personnel to assure proper handling and emergency response preparedness? [AR 710-2 Para 1-30a &b); AR 700-

141Appendix C-1; TM 38-410, Para 8-10c,OSHA 29 CFR 1926.152) 1926.152(a)(1)] 

EVAL METH 

Verify  HAZMAT SOP, flammable cabinets  or storage area is being properly used and MSDS sheets are marked with safety and emergency procedures . 

 

REFERENCE TEXT 

AR 710-2, 1–30. Supply support activity functions 

The SSAs ensure— 

a. Receipt, handling, storage, and issuing of HAZMATs safely. 

b. MSDSs are readily available to assure proper handling and emergency response preparedness. Assistance in acquiring requisite MSDSs can be obtained from 

the supporting environmental office. 

OSHA 1926.152(a)(1) Only approved containers and portable tanks shall be used for storage and handling of flammable and combustible liquids. Approved safety 

cans or Department of Transportation approved containers shall be used for the handling and use of flammable liquids in quant ities of 5 gallons or less, except 

that this shall not apply to those flammable liquid materials which are highly viscid (extremely hard to pour), which may be used and handled in original shipping 

containers. For quantities of one gallon or less, the original container may be used, for storage, use and handling of flammable liquids. 

http://www.osha.gov/pls/oshaweb/owalink.query_links?src_doc_type=STANDARDS&src_unique_file=1926_0152&src_anchor_name=1926.152(a)(1)
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C-REQUESTING AND RECEIVING SUPPLIES 
QUESTION 

5.00 BDE BN     

Has the parent ensured that the PBO provided guidance and designated organizational elements, which are to maintain durable, and expendable document registers by 

document register series memo? [AR 710-2, para 2-6h& n(3),DA Pam 710-2-1, para 2-23b]  

EVAL METH 

Review the DODAAC number series memorandum and ensure it is broken down by class of supply and  posted in parameter file.  Approved at the appropriate level and 

distributed. 

 REFERENCE TEXT 

AR 710-2, 2-6. Requesting supplies. h. A document register for all 

supply actions will be kept by each organizational element 

authorized by the PBO to request supplies. (1) For 

nonexpendable items: one register per property book (maintained at 

property book level). (2) For expendable or durable items—one 

register per organizational element as directed by PBO. 

n(3) The USPFO, division, or separate brigade command level staff 

will make sure document numbers from various registers are not 

duplicated.  USPFO approval is required for assignment of 

blocks of document numbers. 

DA Pam 710-2-1, 2-23.  b. The Property Book Officer (PBO) 

designates, by Informal Memorandum, those elements within a unit 

authorized to request expendable and durable supplies. He will 

ensure that document numbers are not duplicated among unit 

elements. The Informal Memorandum will specify class of supply, 

DODAAC and block of document serial numbers to be used by that 

element. The Informal Memorandum will also specify any 

restrictions. For example, only one element within a unit is 

authorized to request durable items .Other elements would be 

restricted from requesting durables. The durable document register 

will have the same DODAAC as the property book account. As 

noted above only one durable register will be maintained within the 

organizational activity authorized the property book account. When 

assignment of the durable register is made to an element outside 

the property book office, i.e., an S–4 in the division or brigade, the 

establishment and maintenance of hand receipts/shortage annexes 

becomes the responsibility of the element maintaining the register.   
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C-REQUESTING AND RECEIVING SUPPLIES 
QUESTION 

6.00 BDE BN    

Has the parent ensured the units prepared signature cards  and forwarded to support activity along with property book officers  or  responsible officers appointment orders?   

[AR 710-2, Para 2-8 a (1-3)] 

EVAL METH 

Review signature cards and assumption of command orders for accuracy. Supply personnel’s copy of the signature card should be stamped received by the 

supporting Supply Support Activity. 

 

REFERENCE TEXT 

AR 710-2, 2-8. Receiving supplies.  a. Commanders or appointed accountable property officers will receipt for supplies for their units or activities in an AIT 

enabled environment. This authority may be delegated. The person delegating this authority must be a commander or PBO and remains fully responsible 

for the supplies. As a minimum the following is required:  (1) A copy of the current assumption of command and/or PBO appointment memorandum. (2) A 

document designating a person as the responsible officer. (3) Or electronic document with electronic signatures. 
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C-REQUESTING AND RECEIVING SUPPLIES 
QUESTION 

7.00 BDE BN     

 Does the parent verify the need and sign requests for local purchase?  Are request for local purchase processed through the PBO? [AR 710-2, Para 2-6l(2), Da Pam 710-

2-1, Para 1-4] 

EVAL METH 

Verify signatures on local purchase documents. 

 

REFERENCE TEXT 

AR 710-2, para 2-6l(2). Requesting supplies. (2) An exception is local purchase, which will be used for items under $2,500 in extended price. Requests for 

nonexpendable and controlled material are processed through the PBO to the purchase cardholder, if under the cost of $2,500. If over $2,500 in unit value, the 

PBO will ensure the requirement is placed into the Pbweb to Standard Procurement System (SPS). SPS provides a fully functional automated information system 

(AIS), which will standardize the procurement business practices and data elements by promoting the use of the same automated contracting 

procedures throughout DOD. Before submitting a local purchase request, commanders are responsible for verifying the need for a local purchase and 

for signing the request. Commanders may delegate this responsibility in writing to specific persons. 

5.    THRU: 6.    FROM:

                                                                           

The supplies and services listed on this request are properly chargeable to the following allotments, the
available balances of which are suff icient to cover the cost thereof, and funds have been committed.

19.    ACCOUNTING CLASSIFICATION AND AMOUNT

12.  LOCAL PURCHASES AUTHORIZED AS THE NORMAL MEANS OF SUPPLY FOR

THE FOREGOING BY

13.  REQUISITIONING DISCLOSES NONAVAILABILITY OF ITEMS AND

LOCAL PURCHASE IS AUTHORIZED BY

FUND CERTIFICATION

PURCHASE REQUEST AND COMMITMENT
For use of this form, see AR 37-1; the proponent agency is OASA(FM)

4.    TO:

14.

ITEM

15.                                                                DESCRIPTION OF

SUPPLY OR SERVICES

16.                              

QUANTITY

17.

  UNIT

18.             ESTIMATED

UNIT PRICE

a
TOTAL COST

b

The supplies and services listed below cannot be secured through normal supply channels or other Army supply sources in the immediate vicinity, and their
procurement will not violate existing regulations pertaining to local purchases for stock, therefore, local procurement is necessary for the following reason:  
(Check appropriate box and complete item.)

EMERGENCY SITUATION PRECLUDES USE OF REQUISITION CHANNELS FOR SECURING ITEM

31.  TYPED NAME AND GRADE OF SUPPLY OFFICER

25.  THE FOREGOING ITEMS ARE REQUIRED NOT LATER THAN AS INDICATED ABOVE FOR THE FOLLOWING PURPOSE

27.  TYPED NAME AND GRADE OF INITIATING OFFICER

30.  TELEPHONE NUMBER

32.    SIGNATURE 33.    DATE

28.    SIGNATURE 29.    DATE 34.    TYPED NAME AND GRADE OF

APPROVING OFFICER OR DESIGNEE

35.    SIGNATURE 36.    DATE

20.    TYPED NAME AND TITLE OF CERTIFYING
OFFICER

26.    DELIVERY REQUIREMENTS

ARE MORE THAN 7 DAYS REQUIRED TO INSPECT AND ACCEPT THE REQUESTED GOODS OR SERVICES          

IF YES, NUMBER OF DAYS REQUIRED

21.    SIGNATURE 22.    DATE

10.    NAME OF PERSON TO CALL FOR ADDITIONAL INFORMATION 11.  TELEPHONE NUMBER

23.    DISCOUNT TERMS

24.    PURCHASE

ORDER NUMBER

2.    REQUISITION NO.  3.    DATE     PAGE             OF

                PAGES

7.    PURCHASED FOR

It is requested that the supplies and services enumerated below or on attached list be

8.    DELIVERED TO   9. NOT LATER THAN
(Date)

DA FORM 3953, MAR 91 EDITION OF AUG 76 IS OBSOLETE

  

 1.  PURCHASE INSTRUMENT NO.

NOYES

USAPPC V1.10
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D-DISPOSITION OF PROPERTY 
QUESTION 

1.00 BDE BN     

Ensures to direct and approve lateral transfer of property between subordinates? Does directive specify minimum condition codes and maintenance standards. [AR 710-2, 

Para 2-13a, Table B-3 D.1] 

EVAL METH 

Verify Transfer packets for directed lateral transfers. 

 

REFERENCE TEXT 

AR 710-2, para 2–13. Disposing of materiel  PBOs are relieved from accounting for property upon transfer of the property to another organization or upon turn-in of 

the property to an SSA. PBOs will ensure that reporting requirements comply with paragraph 2–9. 

a. Transfers. 

(1) Transfers of organization and installation property will be directed by the commander having command jurisdiction over both the losing and gaining organization. 

(In ARNG, CNGB will approve such actions between States.) When the transfer involves two ACOM/ASCC/DRUs, it will be coordinated between the 

ACOM/ASCC/DRUs. For purposes of lateral transfer authority, Headquarters U. S. Army Installation Management Agency (IMA) will be considered a 

ACOM/ASCC/DRU. Assuming favorable coordination, the losing ACOM/ASCC/DRU will direct the transfer. In circumstances involving a single ACOM/ASCC/DRU, 

the directing/approving authority for lateral transfers between different commands on the same installation may be delegated to the installation DOL or equivalent. 

Within AMC organization the DOL or equivalent may further delegate to the installation equipment manager. USPFO may delegate their authority to the PBO when 

the property book has been centralized at a division or brigade. Transfers of property between Army and non-Army organizations requires the approval of HQDA 

(DALO–SMP). 

(2) Property transferred will meet the standards in AR 750–1, chapter 4. 
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D-DISPOSITION OF PROPERTY 
QUESTION 

2.00 BDE BN    

Ensure upon receipt of new authorization documents, or the discovery of excess equipment, is the initiation to turn-in equipment made within 10 days? [AR 710-2, para 2-

13b(1), (2) and (2)(a), page 35.] 

EVAL METH 

Review on hand and authorized levels of MTOE, TDA items. Check to see if timeline has been established for timely accomplishment of lateral transfer/turn-in. 

Suspense dates should be a part of the directive from approval authority or higher HQs of the lateral transfer/turn-in. Have units using PBUSE print an Excess Listing. 

 Excess Equipment Listing  -   Date Prepared: 3/8/11 

                                  

UIC: WCNTAA               Unit:                Eff Dt: 16-OCT-2009 

Grand Total: $87,968.81               Stock Funded Total: $25,514.86               PA Total: $62,453.95               OMA Total: $0.00 

                                  

LIN SubLIN NSN Nomen ERC PBIC TAC REQ AUTH O/H D/I Excess $ Excess ABA Doc Num/Status Ser/Reg/Lot Nr ECS 

G74711         D C 0 0 1 0 1 $14,345.17 Q       

    6115012755061 GEN ST DSL MEP-803A           1 0         YES   

M09009         D 8 0 0 2 0 2 $5,306.00 J       

    1005011277510 MACH GUN 5.56MM M249           2 0         YES   

M12418       A 8 1 170 170 212 0 42 $6,048.00 Q       

    4240013703821 MASK CHEM-BIO M40A1           49 0             

    4240013703822 MASK CHEM-BIOL M40A1           129 0             

    4240013703823 MASK CHEM-BIOL M40A1           34 0         YES   

MC8086         D C 0 0 2 0 2 $4,968.00 2       

    5180014779081 

TOOL KIT,GENERAL MECHANIC'S-

(TOOL KIT, GENERAL MECH)           2 0             

P98152       A 8 1 1 1 26 0 25 $12,425.00 J       

    1005011182640 PISTOL 9MM AUTOMATIC           26 0         YES   

R12379         8 3 0 0 2 0 2 $582.00 2       

    1095012362203 RACK STOR SMALL ARMS           2 0             

R95035         D 8 0 0 28 0 28 $12,572.00 J       

    1005011289936 RIFLE 5.56MM M16A2           28 0         YES   

T62350         D C 0 0 1 0 1 $5,593.00 Q       

    4240013658241 TEST KIT MASK PRO M41           1 0         YES   

WE4502         8 3 0 0 3 0 3 $11,038.92 2       

  WE5000 8150014813740 BICON,FREIGHT,GENER           3 0         YES   

AR 710-2, 2-13. Disposing of materiel.  b. Turn-in to SSA.  (1) The using unit commander ensures that adjustment documentation is prepared and processed per AR 735–5 when 

an item is unserviceable through other than FWT. Other than obvious FWT will be determined by competent technical authority. (2) Turn-in of property book and nonexpendable 

items is required when items on hand exceed allowances, or are unserviceable and not repairable. (ROTC, Reserve Personnel Army (RPA) funded clothing will be reported to the 

Region Headquarters for redistribution). The owning unit will work order non expendables to the supporting maintenance activity. The supporting maintenance activity classifies items 

as unserviceable and non-repairable, and assigns the appropriate condition code. The owning organization will turn the items into the supporting SSA. Items will be free of 

ammunition or explosives and cleaned within the unit’s ability. Maintenance records must be submitted with the items being turned in. Accompanying records will be per AR 750–1 

and DA Pam738–750. Turn-in documents for all items requiring serial number accounting and CCI will contain the serial number. CCI will be marked “CCI” in the remarks section.  

(2)(a) When on-hand property book items are excess and disposition instructions have not been provided, initiate turn-in action within 10 days after the effective date of the 

authorization document change.  When an authorization document change causes a replacement of items, the items being replaced may be retained if needed as a substitute until 

receipt of the authorized items. Begin turn-in of substitute items within 10 days after receipt of the authorized items (30 days for USAR). Property no longer required because of 

authorization document changes may be turned in or transferred no sooner than 365 days before the effective date of the new authorization document. The unit commander and the 

next higher headquarters must both approve the turn-ins. Commanders must ensure that turn-in of these deleted or reduced items does not degrade mission capability and 

readiness of the unit. 
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D-DISPOSITION OF PROPERTY 
QUESTION 

3.00 BDE BN     

Does the parent monitor the ammunition amnesty program? [AR 710-2, Para 2-48a, Table B-3, D-4, and DA Pam 710-2-1, Para 11-19]  

EVAL METH 

Review SOP and program. 

 

REFERENCE TEXT 

AR 710-2, para 2–48. Amnesty program a. The A&E amnesty program is intended to ensure maximum recovery of military A&E items outside the supply 

system. It is not intended to circumvent normal turn-in procedures. The A&E amnesty program provides an opportunity for individuals to return A&E found, stolen, 

or misplaced without fear of prosecution. A&E amnesty turn-ins will not be the basis for initiation of an investigation or prosecution and are exempt from AR 190-

series investigation requirements. 

b. This program does not, however, prevent investigations or prosecutions based on other evidence. The amnesty program is implemented by local regulations in 

accordance with DA Pam 710–2–1, paragraph 11–19. Installation commanders should coordinate implementation of the program with law enforcement agencies 

and their legal advisor. 
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D-DISPOSITION OF PROPERTY 
QUESTION 

4.00 BDE BN     

Does the parent ensure accountability for shortages of ammunition and residue? Has the 1st LTC or equivalent signed the DA Form 5811-R indicating actions taken to 

account for the shortages? [AR 710-2, Para 2-45d (4)] 

EVAL METH 

Review SOP against procedures. 

 

REFERENCE TEXT 

AR 710-2, para 2–45. Requesting, receiving, and turning in ammunition d. Turn-in. 

(1) Training ammunition, components, and residue will be turned in to the SSA within the first 5 workdays following completion of the training event. 

(2) Training ammunition turn-ins will be reconciled with the original issue document(s). 

(3) A 24-hour projected turn-in notice will be given to the SSA by the unit. 

(4) The first lieutenant colonel (LTC) or equivalent (GS-13 or above) in the chain of command, or major appointed on orders to a LTC level command 

position will sign the DA Form 5811–R (Certificate, Lost or Damaged Class 5 Ammunition Items) indicating action taken to account for damaged 

ammunition, shortages of ammunition and training ammunition residue shortages. DA Form 5811–R is available in DA Pam 710–2–1. Commanders will 

initiate investigation under AR 15–6 when losses or overages are found in Categories I and II. 

(5) Ammunition returned in an unserviceable condition because of improper handling  
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D-DISPOSITION OF PROPERTY 
QUESTION 

5.00 BDE BN     

Does the parent ensure all unserviceable turn-ins processed through the PBO, with a DA Form 2407 (Maintenance Request), 5504 (Maintenance Request) or ULLS-

AE/SAMS-1 automated request verifying the condition of unserviceable items?  [AR 710-2, Para 2-13 b 1-3, AR 750-1 Chap 4, Da Pam 750-8] 

EVAL METH 

Ask does unit know procedures when  they do not understand regulation guidance. 

 
REFERENCE TEXT 

AR 710-2, para 2-13 b. Turn-in to SSA. (1) The using unit 

commander ensures that adjustment documentation is prepared 

and processed per AR 735–5 when an item is unserviceable 

through other than FWT. Other than obvious FWT will be 

determined by competent technical authority. (2) Turn-in of 

property book and nonexpendable items is required when items on 

hand exceed allowances, or are unserviceable and not repairable. 

(ROTC, Reserve Personnel Army (RPA) funded clothing will be 

reported to the Region Headquarters for redistribution). The 

owning unit will work order non expendables to the supporting 

maintenance activity. The supporting maintenance activity 

classifies items as unserviceable and nonrepairable, and assigns 

the appropriate condition code. The owning organization will turn 

the items into the supporting SSA. Items will be free of ammunition 

or explosives and cleaned within the unit’s ability. Maintenance 

records must be submitted with the items being turned in. 

Accompanying records will be per AR 750–1 para 4–4. 

Technical inspections a. A technical inspection (TI) will be 

performed prior to repair, evacuation, or turn-in of unserviceable 

end items or components. TIs are to be made by technically 

qualified individuals assigned to a Field- or Sustainment-level 

maintenance activity. Inspections will be performed according to 

equipment maintenance and serviceability standards applicable to 

the maintenance level performing the repair. 
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D-DISPOSITION OF PROPERTY 
QUESTION 

6.00 BDE BN     

Does the parent ensure component shortages validated on shortage annexes prior to turn-in of equipment?  [AR 710-2, Para 2-13 b(2) (d)] 

EVAL METH 

Review shortage annexes for proper initials and date in "quantity" column after the last entry and document numbers. 

 

REFERENCE TEXT 

AR 710-2, 2–13. Disposing of materiel b. Turn-in to SSA. (2)(d) End items being turned in should be complete with all components and basic issue items (BIIs). If end 

items are not complete, the unit commander or PBO must sign a shortage list to document what is missing. Attach the shortage list to the turn-in document. TRADOC 

training activities and AMC research and development (R&D) activities that are issued items without components, will include copies of these issue documents when the 

items are turned in to the SSA. (Documents supporting turn-in of these items will be marked: USED AS TRAINING AIDS AND FREQUENT DISASSEMBLY AND 

ASSEMBLY FOR INSTRUCTIONAL PURPOSE.) 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 44 

Command Supply Discipline Program 

 

E-CIF and OCIE 
QUESTION 

1.00 BDE BN     

Does the S4 provide the Central Issues Faculty (CIF) with the Organizational Clothing and Individual Equipment (OCIE) requirement and authorized personnel strengths of 

the units?  [AR 710-2, Para 2-14 (d), Table B-3, E-1] 

EVAL METH 

Verify memorandum to CIF has been accepted by date and stamp. 

 

REFERENCE TEXT 

AR 710-2, 2–14. Organization clothing and individual equipment/central issue facility management  d. OCIE issues will be limited to only those items 

necessary to satisfy the mission and needs of the unit. Supported units and organizations will provide the CIF with their requirements for OCIE and the number of 

personnel to be supported on an annual basis. The CIF will use this information to develop tailored issues. 
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E-CIF and OCIE 
QUESTION 

2.00 BDE BN     

 Does the parent have documentation on all Emergency Essentiality Code (EEC) or Mission Essentiality Code (MEC) personal? (i.e. DA Form 3078 (Personal Clothing 

Request) and Memorandum of Appointment)  [AR 700-84, Para 3-7(6)] 

EVAL METH 

Verify memorandum and documentation, as needed. 

 

REFERENCE TEXT 

AR 710-2, 2–14. Organization clothing and individual equipment/central issue facility management  d. OCIE issues will be limited to only those items 

necessary to satisfy the mission and needs of the unit. Supported units and organizations will provide the CIF with their requirements for OCIE and the number of 

personnel to be supported on an annual basis. The CIF will use this information to develop tailored issues. 
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F-MANAGEMENT OF LOADS 
QUESTION 

1.00 BDE BN     

Does the unit have an established basic load, authorized and approved by ASCC(MACOM)? [AR 710-2, Para 2-19a, 2-20a] 

EVAL METH 

Review SOP and approved documentation files. 

 
REFERENCE TEXT 

AR 710-2, 2–19. Types of loads  This paragraph states general 

policies for the stockage of loads and the method of control for these 

loads. Loads are a 

quantity of durable and expendable supplies kept by units to sustain 

their operations. Loads of Class 6, 7, and 10 will not be kept. There 

are four types of loads: basic loads, operational loads, ammunition 

basic loads, and prescribed loads. 

a. Basic loads are ACOM/ASCC/DRU designated quantities of 

Class 1 through 5 (including maps) and 8 supplies, which allow a 

unit to initiate its combat operations. Basic loads must be capable of 

being moved into combat using organic transportation in a single lift. 

Basic load quantities will be used to support peacetime operations 

only when no supporting operational loads are available. Basic load 

items subject to deterioration or having a shelf life will be replaced 

as required. Excesses in basic loads caused by unit pack may be 

kept and used.  

2–20. Basic and operational loads 

a. Basic loads. Basic loads consist of Class 1 through 5 (including 

maps) and 8 (except medical equipment repair parts) supplies. 

ACOM/ASCC/DRUs will designate the units required to keep basic 

loads of Class 1, 2 (including maps), 3, 4, 5 and 8 (except medical 

equipment repair parts) supplies. The method of establishing the 

stockage level will also be prescribed. TDA health care activities will 

manage medical equipment repair parts in accordance with AR 40–

61, chapter 6. When authorized, basic loads will be on hand or on 

request at all times. Class 5 basic loads will not be used for training 

unless approved by HQDA DCS, G–4 (DALO–SMA). Requests that 

exceed the unit’s TAMIS–R authorization must be approved by 

HQDA, DCS, G–3 (DAMO–TRC). 
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F-MANAGEMENT OF LOADS 
QUESTION 

2.00 BDE BN     

Is a unit file established for basic and operational load lists?  [AR 710-2, Para 2-20c] 

EVAL METH 

Review files. 

 

REFERENCE TEXT 

AR 710-2, 2–20. Basic and operational loads  c. Load lists. 

(1) Basic and operational load lists register, list by Class of supply, all items authorized for stockage in a load. These lists will be on file in the using unit. The using 

unit commander approves operational load lists. Copies of the initial approved basic load list for Class 2 (including maps), 4 and 8 (except medical repair parts) 

supplies will be given to the appropriate SSA. 

(2) It is not necessary to submit an entire new list to the SSA upon each periodic review. After submitting an initial list, units will give any changes to the SSA as 

they occur. A new list incorporating previous changes will be prepared for the using commander’s approval and submitted to the SSA at the second and 

alternating periodic review. Listings for classes of supply not specifically mentioned here will be on file in the unit even if the SSA requires copies. 

Class V 

Basic/Op 

Load 

Documents 

Class II 

Basic 

Load 

Documents 

Class I 

Basic 

Load 

Documents 
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F-MANAGEMENT OF LOADS 
QUESTION 

3.00 BDE BN     

 Is a copy of the properly prepared and authenticated (DA Form 581) Request for Issue and Turn-in of Ammunition on hand for units not designated to actually have an 

ABL?  [AR 710-2, Para 2-20d] (Check BL packet) 

EVAL METH 

Review packets on file. 

 

REFERENCE TEXT 

AR 710-2, 2–20. Basic and operational loads d. Load records. 

(1) Basic and operational loads of Class 1 and 5 supplies will be accounted for on property books. Records of responsibility are required. ACOM/ASCC/DRUs will 

designate which units are required to stock Ammunition Basic Loads (ABL), and prescribe the stockage requirements. Units not designated to actually have an 

ABL on hand, will have a properly prepared and authenticated DA Form 581 on hand. This DA Form 581 will serve the purpose of satisfying the requirement for 

the ABL to be on hand or on order. The PBO provides an information copy to the supporting ASP who will, depending on mission need and storage capability, 

ensure the ammunition is either stocked or a prepositioned requisition is in place for the ammunition required. The PBO will maintain the basic load authorization 

data on the property book records in order to expedite deployment. 
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F-MANAGEMENT OF LOADS 
QUESTION 

4.00 BDE BN     

Has the DA Form 581 for ABL been signed by the authorized requestor? [DA PAM 710-2-1,Figure 11-8] 

EVAL METH 

Review all 581’s for proper signature IAW DA Form 1687. 

 

REFERENCE TEXT 

Da Pam 710-2-1 Figure 11-8. Sample of a DA Form 581, (13c) Signature Enter signature of authorized requestor, as indicated on using units DA Form 1687. 
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F-MANAGEMENT OF LOADS 
QUESTION 

5.00 BDE BN     

Do requests for ABL contain the statement “Initial Issue, Basic Load:  Quantities are within authorized allowances”?  [DA PAM 710-2-1, Figure 11-8] 

EVAL METH 

Review all 581’s for proper information. 

 

REFERENCE TEXT 

DA Pam 710-2-1, Figure 11-8 
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F-MANAGEMENT OF LOADS 
QUESTION 

6.00 BDE BN     

Does the unit have an established operational load? (Classes 2, 3, 4, 5, and 8) and is demand data being capture for issues? (issue books) [AR 710-2, Para 2-20b(2)] 

EVAL METH 

Review all PBICs to ensure the appropriate equipment is on them. 

 

REFERENCE TEXT 

AR 710-2, 2–20. Basic and operational loads 

b. Operational loads. Operational loads consist of Class 1 through 5 (including maps) and 8 (except medical equipment repair parts) supplies. 

(1) See AR 30–1 and AR 30–18 for operational loads of Class 1 supplies. 

(2) Up to a 15-day stockage of expendable Class 2 (including maps), 3 (packaged), 4 and 8 supplies are authorized, based on the allowance in CTA 50–970 and 

CTA 8–100. The stockage quantity will be developed and justified on the basis of local experience. If the items are available through an SSSC, General Services 

Administration Customer Service Center (GSACSC) or by use of the purchase card, then 7 days’ stockage is sufficient. No records of demands are required. 
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F-MANAGEMENT OF LOADS 
QUESTION 

7.00 BDE BN     

 Does the parent ensure Class 1 and 5 basic load authorizations are accounted for on the property book?  [AR 710-2, Para 2-20d,2-44b(3)] 

EVAL METH 

Review property book for authorization data. 

 
REFERENCE TEXT 

AR 710-2, 2–20. Basic and operational loads d. Load 

records. 

(1) Basic and operational loads of Class 1 and 5 supplies will be 

accounted for on property books. Records of responsibility are 

required. ACOM/ASCC/DRUs will designate which units are 

required to stock Ammunition Basic Loads (ABL), and prescribe 

the stockage requirements. Units not designated to actually 

have an ABL on hand, will have a properly prepared and 

authenticated DA Form 581 on hand. This DA Form 581 will 

serve the purpose of satisfying the requirement for the ABL to 

be on hand or on order. The PBO provides an information copy 

to the supporting ASP who will, depending on mission need and 

storage capability, ensure the ammunition is either stocked or a 

prepositioned requisition is in place for the ammunition required. 

The PBO will maintain the basic load 

authorization data on the property book records in order to 

expedite deployment.  

2–44. Ammunition basic and operational loads b. 

Ammunition basic load. 

(1) ACOM/ASCC/DRUs will designate units required to keep 

ABL and prescribe the method of establishing stockage 

requirements. 

(2) ABL assets on hand at the unit level will be accounted for on 

property book records by Department of Defense Identification 

Code (DODIC), quantity, lot number, and serial number. 

Property book policy and procedures in this publication will be 

used. ABL stored in bulk and not receipted for by the using unit 

will be accounted for on a Standard Army Ammunition System.  

(3) When authorized, the ABL will be on hand or on requisition 

at all times. When ABL is authorized but not on hand, the PBO 

will build the ABL authorization requirement into SPBS–R. 

(PBUSE) 

 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 53 

Command Supply Discipline Program 

 

F-MANAGEMENT OF LOADS 
QUESTION 

8.00 BDE BN     

Are hand receipt procedures used to account for durable items in basic and operational loads?  [AR 710-2, Para 2-20 d(2)] 

EVAL METH 

Review basic load for durable items. 

 

REFERENCE TEXT 

AR 710-2, 2–20. Basic and operational loads d. Load records.(2) Durable items in the basic and operational loads require that responsibility be assigned using 

hand receipt procedures. 
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F-MANAGEMENT OF LOADS 
QUESTION 

9.00 BDE BN     

Has the PBO maintained accountability for basic loads of class 1 and 5?   

Do they maintain lot and serial number accountability? [AR 710-2, Para 2-20d,2-44b(2)] 

EVAL METH 

Review property book for information. 

 REFERENCE TEXT 

AR 710-2 , 2–20. Basic and operational loads d. Load 

records. 

(1) Basic and operational loads of Class 1 and 5 supplies will be 

accounted for on property books. Records of responsibility are 

required. ACOM/ASCC/DRUs will designate which units are 

required to stock Ammunition Basic Loads (ABL), and prescribe 

the stockage requirements. Units not designated to actually 

have an ABL on hand, will have a properly prepared and 

authenticated DA Form 581 on hand. This DA Form 581 will 

serve the purpose of satisfying the requirement for the ABL to 

be on hand or on order. The PBO provides an information copy 

to the supporting ASP who will, depending on mission need and 

storage capability, ensure the ammunition is either stocked or a 

prepositioned requisition is in place for the ammunition required. 

The PBO will maintain the basic load 

authorization data on the property book records in order to 

expedite deployment.  

2–44. Ammunition basic and operational loads b. 

Ammunition basic load. 

(1) ACOM/ASCC/DRUs will designate units required to keep 

ABL and prescribe the method of establishing stockage 

requirements. 

(2) ABL assets on hand at the unit level will be accounted for on 

property book records by Department of Defense Identification 

Code (DODIC), quantity, lot number, and serial number. 

Property book policy and procedures in this publication will be 

used. ABL stored in bulk and not receipted for by the using unit 

will be accounted for on a Standard Army Ammunition System.  

(3) When authorized, the ABL will be on hand or on requisition 

at all times. When ABL is authorized but not on hand, the PBO 

will build the ABL authorization requirement into SPBS–R. 

(PBUSE) 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 55 

Command Supply Discipline Program 

 

F-MANAGEMENT OF LOADS 
QUESTION 

10.00 BDE BN     

 Has the PBO maintained accountability for operational loads of class 5 IAW CTA 50-909 and Class 1 maintained on property books? [AR 710-2, Para 2-44c(1)(a)-(b)] 

EVAL METH 

Review all PBICs and authorizations to ensure the appropriate  quantities are annotated. 

 

REFERENCE TEXT 

AR 710-2, 2–44. Ammunition basic and operational loads c. Operational loads. 

(1) The two types of operational loads are— 

(a) Ammunition authorized by CTA 50–909 or ACOM/ASCC/DRU and not expected to be expended (for example, security guards, emergency signals, and site 

security) will be accounted for on the property book by DODIC, quantity, lot number, and serial number, and will be controlled through hand receipt procedures. 

(b) Ammunition authorized by CTA 50–909 and ACOM/ASCC/DRUs and expected to be expended “within 5 days” (that is, qualification of civilian guards, blank 

ammunition for ceremonies, and disposal of duds) will be accounted for by DODIC, quantity, lot number, and serial number using hand receipt procedures. 
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F-MANAGEMENT OF LOADS 
QUESTION 

11.00 BDE BN     

 Does the parent ensure Class 1 and 5 operational load quantity is physically verified, checked for serviceability, and a file is maintained for inventory results?  [AR 710-

2,table 2-2k. a.] 

EVAL METH 

Review all PBICs and authorizations to ensure the appropriate  quantities are annotated. 

 

REFERENCE TEXT 

AR 710-2, Table 2–2. k. Basic and operational loads Commanders ensure the following inventories are conducted: a. Physical count and serviceability check of 

classes 1, 2, 3 (packaged), 4 and 8. Maintain a file copy of inventory results. a. Semiannually. 
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F-MANAGEMENT OF LOADS 
QUESTION 

12.00 BDE BN     

 Has the parent ensured commanders maintain responsibility for all petroleum issued to them for consumption as part of their basic or operational load? [AR 710-2, 2-

20b(4), 2-37a] 

EVAL METH 

Review procedures for fuel accountability. 

 
REFERENCE TEXT 

AR 710-2, 2–20. Basic and operational loads. b. Operational loads. (4) 

Operational loads of Class 3 (bulk) supplies are kept by units as directed 

by their ACOM/ASCC/DRU. 2–37. Bulk petroleum and packaged fuels 

accountability a. Units are responsible for all petroleum issued to them 

for consumption as part of their basic or operational load. Unit must ensure 

protection, maintain control, and provide an audit trail. Aggressive 

management policies must be 

pursued to permit prompt and accurate identification of shortages or 

overages. b. Using unit commanders responsible for receiving fuels to 

store and issue ensures— 

(1) Designates in writing a responsible individual to maintain control of all 

fuels and to provide an audit trail 

using— 

(a) A record of daily issues. 

(b) Innage Gage Sheets DA Form 3853–1 (Innage Gage Sheet) 

(c) A monthly abstract of issues. 

(d) A monthly bulk petroleum accounting summary (MBPAS). 

(e) A document register to maintain the audit trail. 

(2) Ensure that petroleum-handling personnel are trained in safe and 

proper procedures. 

(3) Establish, maintain, and provide a standing operating procedure (SOP) 

to operations personnel that handle and account for bulk fuels by the 

particular organization. 
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G-INVENTORIES 
QUESTION 

1.00 BDE BN     

Does the parent ensure commanders and supervisors execute proper inventory procedures in accordance with AR 710-2 and other applicable regulations? [AR 710-

2,para 2-12d,DA PAM 710-2-1and Table 2-2]  

EVAL METH 

Ensure the unit annotates on the document when equipment is not present during inventory. 

REFERENCE TEXT 

AR 710-2 Para 2–12. Evaluations, inspections, and inventories dd. Commanders and supervisors ensure inventory of property is taken per table 2–2. Property 

book items with serial numbers, Army registration numbers, and ammunition lot and serial numbers will be verified against the property book or hand receipt. 

Components are verified against appropriate supply catalog (SC) or technical manual (TM). The use of AIT devices will ensure minimum error occur while verifying 

the various numbers of the property book items. 

(1) Inventories of weapons and ammunition will not be done by unit armorers nor by the same person 2 months in a row. 

(2) Inventories of controlled items other then weapons and ammunition are done by any controlled item hand receipt holder. 
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G-INVENTORIES 
QUESTION 

2.00 BDE BN     

 Has the parent directed additional inventories to be conducted when required by the commander? [AR 735-5 Para 2-6f] 

EVAL METH 

Review instructions on inventory completion process.  SOP or cover letters from PBO or responsible officers 

REFERENCE TEXT 

AR 735-5, 2–6. Inventories of personal property f. For Army prepositioned stocks (APS) a 100 percent inventory is required when ships are off loaded during cyclic 

maintenance vessel berthing. Inventories will be conducted more often when prescribed by other regulations or when directed by the commander or the 

accountable officer. The person having possession of, or having command and/or direct responsibility, over the property is responsible for the conduct of the 

inventory. The accountable officer will ensure inventories are conducted when required. A record of the inventory and all adjustment documents resulting from 

the inventory will be maintained with the property records for a minimum of 2 years.. 
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G-INVENTORIES 
QUESTION 

3.00 BDE BN     

Has the parent ensured inventories are conducted in accordance with AR 735-5? [AR 735-5 Para 2-6f] 

EVAL METH 

Review instructions on inventory completion process.  SOP or cover letters from PBO or responsible officers 

REFERENCE TEXT 

AR 735-5, 2–6. Inventories of personal property c. At the user level, all on-

hand property carried on property book records and/or hand receipt records will 

be inventoried annually, or upon change of the primary hand receipt holder, 

whichever comes first. d. Upon change of the PBO, all property not issued on 

hand receipt will be jointly inventoried by the outgoing and incoming PBOs. The 

conduct of these inventories will be documented and the results reconciled with 

the accounting records. See AR 710–2 for variances in the frequencies of these 

inventories. The above inventories will be accomplished in accordance with AR 

710–2. 

f. For Army prepositioned stocks (APS) a 100 percent inventory is required when 

ships are off loaded during cyclic maintenance vessel berthing. Inventories will 

be conducted more often when prescribed by other regulations or when directed 

by the commander or the accountable officer. The person having possession of, 

or having command and/or direct responsibility, over the property is responsible 

for the conduct of the inventory. The accountable officer will ensure inventories 

are conducted when required. A record of the inventory and all adjustment 

documents resulting from the inventory will be maintained with the property 

records for a minimum of 2 years.. 

DEPARTMENT OF THE ARMY 
HEADQUARTERS XXXX BATTALION 

FT BRAGG, NC  09058 

 

 

 
 
AERTR-A-PBO (700a/710-2d)                       1 October 2012 
 
 
MEMORANDUM FOR ALL CONCERNED 
 
SUBJECT:  Annual Property Book Inventory  
 
 
1.  Under the provisions of DA Pam 710-2-1, paragraph 9-8, a physical inventory of all 
property book items not issued on hand receipt was concluded on 30 September 2012.  
All discrepancies found were accounted for IAW AR 735-5. 
 
2.  Under the provisions of paragraph 9-6, DA Pam 710-2-1, a 100% physical inventory 
of the unit hand receipted equipment for FY 2012 has been completed.  The inventory 
was conducted using the cyclic 10% method increments listed as follows: 
                                 

MONTH                            LIN NUMBERS   
OCTOBER   00001I THRU BZ9999 
NOVEMBER   C00001 THRU EZ9999                                                  
DECEMBER   NONE                                                        
JANUARY    F00001 THRU HZ9999                                                      
FEBRUARY   I00001 THRU JZ9999                                                       
MARCH    K00001 THRU MZ9999                                                    
APRIL    N00001 THRU PZ9999                                                          
MAY    Q00001 THRU RZ9999                                                      
JUNE    S00001 THRU T61103                                                       
JULY    T61494 THRU W32867                                                     
AUGUST    W33004 THRU WZ9999                                                       
SEPTEMBER   X00001 THRU ZZ9999                                                       

 
 
3.  All commanders have satisfied the requirements and accounted for shortages IAW 
AR 710-2, AR 735-5 and DA Pam 710-2-1. 
 
4.  Point of contact for this action is CW4 XXXX at DSN XXX-XXXX. 
    

  
 
     
XXXXXXXXX     XXXXXXXXXXXXX 
CW4, QM      LTC, LG 
Property Book Officer    Commanding 
       

 DISTRIBUTION: A 
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H-COMSEC 
QUESTION 

1.00 BDE BN     

Has the parent ensured that the commander has appointed a COMSEC custodian and alternate in accordance with TB 380-41? [AR 710-2, Para 1-18b(1) and TB 380-41] 

EVAL METH 

Verify appointment orders. 

 
REFERENCE TEXT 

AR 710-2, 1–18. Communication security equipment management, b. 

COMSEC custodian and alternate(s). The Army COMSEC Custodian is an 

accountable property officer as defined in chapter 2, AR 735–5. COMSEC 

custodian and alternate custodian requirements are listed below. (1) 

Appointment. When a COMSEC account or subaccount is to be established, the 

commander appoints a COMSEC custodian and alternate per TB 380–41. More 

than one alternate may be appointed as required. The following policies apply to 

the Active Army, ARNG, USAR, and ROTC: 

(a) The COMSEC custodian and alternates are commissioned or warrant 

officers. If officers are not assigned or are otherwise unavailable for custodial 

duty, DOD civilians or noncommissioned officers may be appointed. Grade 

limitations for enlisted personnel and civilians are as follows: custodian-E6/GS–

5; alternate-E5/GS–4. Wage grade personnel (WD, WN, WG, WL, and so forth) 

must be of the equivalent grade. 

(b) ACOM/ASCC/DRUs may approve the appointment of an E5 or GS–4 to 

serve as COMSEC custodian and an E4 or GS–3 to serve as alternate 

COMSEC custodian in those subordinate command facilities where personnel 

specified above are not authorized by MTOE or TDA. 

(c) Contractors may be appointed as a COMSEC custodian for COMSEC 

accounts designated as a “Contractor Maintenance COMSEC Account.” All 

other COMSEC custodians are considered accountable property officers and 

therefore their positions and responsibilities are not contractible. Any exceptions 

to this policy must be sent through HQDA DCS, G–2 (DAMI–CHS) to HQDA 

DCS, G–4 (DALO–SMP). 
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H-COMSEC 
QUESTION 

2.00 BDE BN     

 Is there a written record or automated systems output on hand to document the COMSEC inspection of subordinate units has been conducted every 2 years?  [AR 710-2, 

para 1-18h(1), AR 380-40, para 5-2, AR 25-400-2] 

EVAL METH 

Verify inspection results and ACRS files. 

 

REFERENCE TEXT 

AR 710-2, 1–18. Communication security equipment management h. COMSEC Classified Audit and Inspection Program. USACCSLA is charged with the 

responsibility for conducting formal audits and physical security inspections of all COMSEC facilities and accounts. The above audits and inspections are 

coordinated with the ACOM/ASCC/DRUs. 

(1) Per AR 380–40, commanders at all levels are required to conduct command COMSEC inspections of their subordinate elements not less than every 2 years. 

AR 380-40, 5–2. Communications security inspections 

USACSLA or the ACOM, ASCC, or DRU command COMSEC inspector or qualified security officer should conduct a COMSEC facility inspection prior to initial 

activation of any new COMSEC account or a new COMSEC facility, whenever possible. However, such an inspection must be conducted within 90 days of 

activation. Thereafter, facilities must be reinspected every 2 years or at alternative intervals based on the type of facility, sensitivity of operations, and 

past security performance. 
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H-COMSEC 
QUESTION 

3.00 BDE BN     

Has the parent ensured that unserviceable classified COMSEC items turned into the COMSEC custodian for repair? [AR 710-2, Para 1-18o, TB 380-41, and DA PAM 25-

380-2, appendix C] 

EVAL METH 

Verify procedures for controlling COMSEC in SOP. 

 

REFERENCE TEXT 

AR 710-2, 1–18. Communication security equipment management o. Special handling of COMSEC materiel. Unserviceable COMSEC items repairable only at 

depot level or special repair activity are automatically returned to the supporting special repair activity or the depot, as applicable, using ARI procedures in 

paragraph 3–31d, of this regulation. Demilitarization and disposal of COMSEC materiel are performed only by Tobyhanna Army Depot, Tobyhanna, PA. 

(1) WARNING: ONLY trained and certified COMSEC maintenance technicians will disassemble and internally service or repair COMSEC equipment and 

components as specified in applicable equipment technical manuals. This restriction applies equally to classified equipment, unclassified CCI, and modular and 

embedded CCI components installed within common CE and ADP systems; for example, MSE/SINCGARS Receiver/Transmitters. Access by other than trained 

and certified COMSEC technicians is a reportable security violation per AR 380–40. 

(2) Commanders, accountable property officers, and other responsible individuals must ensure that unserviceable COMSEC items, and systems containing 

COMSEC components, are submitted for repair to only those support units specifically authorized to perform maintenance on COMSEC materiel. 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

1.00 BDE BN     

Does the parent review quarterly summaries of memorandums from commanders who utilize memorandum procedures for adjusting durable hand tool loses when loss  

is not the result of negligence or misconduct? [AR 735-5, Para 4-19c,Table 12-2, AR 710-2 Table B-1(H)] 

EVAL METH 

Check to see if the unit document s the procedures in their SOP. 

 
REFERENCE TEXT 

AR 735-5 14–19. Losses of durable hand tools and components of 

sets, kits, and outfits at the using unit level when negligence or 

willful misconduct is not suspected c. Review criteria. 

Memorandums used as adjustment documents for losses of durable 

hand tools and components of SKO, as prescribed in paragraph 14–

19a and paragraph 14–19b, will be summarized quarterly (adjustment 

documents will be attached to the summary) and forwarded to the 

financial liability investigation of property loss approving authority for 

review. Following the review, the approving authority will sign and 

return the summary and the attached adjustment documents to the unit 

commander.  

AR 710-2 Table B–1 H. Adjustments for lost, damaged, or 

destroyed property 1. Company Commanders are authorized to 

adjust losses of durable hand tools and components of SKO up to $500 

per incident when the losses did not occur from negligence or 

misconduct.   
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

2.00 BDE BN     

Does the parent evaluate quarterly summaries of memorandums to ensure subordinate organizations do not abuse the non-liability adjustment method of durable hand 

tools? [AR 735-5, Para 4-19c(1), Table 12-2, AR 710-2 Table B-1(H)]  

EVAL METH 

Verify that unit submitted quarterly summary and submitted to the approving authority. 

 
REFERENCE TEXT 

AR 735-5 Para 14–19. Durable hand tools at the using unit 

level when negligence or willful misconduct is not suspected, 

c. Review criteria. Memorandums used as adjustment documents 

for losses of durable hand tools and components of SKO, as 

prescribed in paragraph 14–19a and paragraph 14–19b, will be 

summarized quarterly (adjustment documents will be attached to 

the summary) and forwarded to the financial liability investigation of 

property loss approving authority for review. Following the review, 

the approving authority will sign and return the summary and the 

attached adjustment documents to the unit commander. 

(1) The approving authority’s review will validate the absence of 

abuse to this adjustment method. 

AR 710-2 Table B-1 H. Adjustments for lost, damaged, or 

destroyed property 2. Commanders at all levels who determine 

that the cause of lost, damaged or destroyed property warrants 

adverse administrative or disciplinary actions should take 

appropriate action. Summarize Memorandum for Record, attach 

memorandums to summary, and send to the Financial Liability 

Investigation of Property Loss approving authority   
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

3.00 BDE BN     

Does the parent receive a copy of the memorandum from commanders to adjust losses of durable hand tools and components of SKO for up to $500 per incident when 

the losses did not occur from negligence or misconduct?  [AR 710-2 Table B-1(H) 1, AR 735-5, Para 14-19a] 

EVAL METH 

Verify that unit submitted a copy of the memorandum(s) for the quarterly review. 

 REFERENCE TEXT 

AR 735-5 Para 14–19. Durable hand tools at the using unit level when negligence 

or willful misconduct is not suspected, a. Modified table of organization and 

equipment organization. Using unit commanders are authorized to adjust losses of 

durable hand tools and components of SKO up to $500 per incident when the losses 

did not occur from negligence or misconduct. When determining the total cost of these 

lost durable items, the depreciated price will be used per paragraph b–2b(1). 

(1) Prepare a memorandum in the following format: 

(a) Subject block: Memorandum for Record; Adjustment Document. 

(b) Prepare a narrative of the incident. 

(c) List the items requiring adjustment by end-item LIN and NSN (if applicable), 

nomenclature, unit of issue, number of items to be adjusted, unit price, extended price, 

and total price. 

AR 710-2 Table B-1 (H) Adjustments for lost, damaged, or destroyed property 1. 

Authorized to make adjustments for losses of durable hand tools up to $100 per 

incident when losses are not the result of negligence or misconduct. Prepare a 

Memorandum for Record, signed by the unit commander. Adjust hand receipts and 

maintain on file. As needed 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

4.00 BDE BN     

Are memorandums used as an adjustment document for losses of durable hand tools summarized quarterly and reviewed by the approving authority? [AR 735-5, Para 14 

19c and AR 710-2 Table B-1(H)] 

EVAL METH 

Check to see if the unit document s the procedures in their SOP. 

 
REFERENCE TEXT 

AR 735-5 14–19. Losses of durable hand tools and components of 

sets, kits, and outfits at the using unit level when negligence or 

willful misconduct is not suspected c. Review criteria. 

Memorandums used as adjustment documents for losses of durable 

hand tools and components of SKO, as prescribed in paragraph 14–

19a and paragraph 14–19b, will be summarized quarterly (adjustment 

documents will be attached to the summary) and forwarded to the 

financial liability investigation of property loss approving authority for 

review. Following the review, the approving authority will sign and 

return the summary and the attached adjustment documents to the unit 

commander.  

AR 710-2 Table B–1 H. Adjustments for lost, damaged, or 

destroyed property 1. Company Commanders are authorized to 

adjust losses of durable hand tools and components of SKO up to $500 

per incident when the losses did not occur from negligence or 

misconduct.   
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

5.00 BDE BN     

Is adjustment action (Financial Liability investigation of property Loss, cash Collection Voucher, Statement of charges), initiated for items unserviceable due to other than 

fair wear and tear?  [AR 710-2, Para 2-12e, 2-13b (1), and Table B-1 (H)3] 

EVAL METH 

Ask does unit know procedures when  they do not understand regulation guidance. 

 REFERENCE TEXT 

AR 735-5, 12–1. General actions to protect Government 

property c. Administrative action to be taken for causes of other 

than fair wear and tear. When DA property becomes lost or 

damaged by causes of other than fair wear and tear, take 

administrative action according to this regulation regardless of 

the ARC assigned to the property. This action will determine the 

facts concerning the incident and the amount of the loss to the 

Government, assess financial liability if appropriate, and/or 

provide relief from responsibility and accountability. 

(1) Obtain relief from property responsibility by the following 

actions: 

(a) DD Form 362 (Statement of Charges/Cash Collection 

Voucher), per paragraph 12–3 per this regulation. 

(b) Cash sale provisions, per paragraph 12–2b. 

(c) DD Form 200, per chapter 13. 

AR 710-2 Para 2–12. Evaluations, inspections, and 

inventories, e. Property that is lost, damaged, or destroyed is 

accounted for per AR 735–5. Also, the loss of COMSEC 

equipment and CCI requires the submission of an incident 

report per TB 380–41 and TB 380–40–22, respectively. Para 2–

13. Disposing of materiel b. Turn-in to SSA. (1) The using unit 

commander ensures that adjustment documentation is prepared 

and processed per AR 735–5 

when an item is unserviceable through other than FWT. Other 

than obvious FWT will be determined by competent technical 

authority. Table B-1 H. Adjustments for lost, damaged, or 

destroyed property 3. Initiate adjustment actions for items 

unserviceable due to other than fair wear and tear. This may 

involve statement of charges/cash collection voucher or a 

Financial Liability Investigation of Property Loss. Follow the 

procedures in AR 735–5 to determine the appropriate method.  
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

6.00 BDE BN     

Has DD Form 362 been forwarded to Finance and Accounting office within five workdays after the date of discovery of the discrepancy? [AR 735-5, Para 12-3a&c (1)] 

EVAL METH 

Verify transmittal letter that documents were sent within required time frame. 

 REFERENCE TEXT 

AR 735-5 Para 12–3. DD Form 362 a. This form will be used when— 

(1) Military and civilian employees admit liability and offer cash payment or agree to 

payroll deduction to settle the charge of financial liability. 

(2) Contractor admits liability and offers cash payment. 

(3) If a military member, the charge does not exceed monthly basic pay, or if a civilian, 

does not exceed 1/12th an annual salary. Contractors admitting liability will pay for the 

entire loss or damage, no matter the amount. 

(4) There is not a mandatory requirement for either a DD Form 200 or an AR 15–6 

investigation per paragraph 13–3 or paragraph 13–25 of this regulation. 

(5) Civilians will see their human resource service representative for DD Form 2481 

(Request for Recovery of Debt Due the United States by Salary Offset) for payroll 

deduction submission (see fig 12–9). The property book office will process the DD 

Form 362 upon receipt of the processed DD Form 2481. 

c. Figure 12–6 and figure 12–7 depict the flow and distribution of the DD Form 362 

from the time of initiation, to the final actions by the FAO, and the subsequent return to 

the initiator.(8) Active Army and/or U.S. Army Reserve. The Active Army will initiate 

and furnish a DD Form 362 to FAO within 5 workdays after the date of 

discovering the discrepancy. The USAR will accomplish this action within 60 

days. For personnel departing the installation on an expiration term of service and/or 

permanent change of station move and hand carrying a DD Form 362 to the FAO, 

commanders, PBOs, and accountable officers will not affix clearing signatures or 

stamps on any document in accordance with installation SOP to clear the individual 

until after the individual returns to them a copy of the DD Form 362 annotated by FAO 

indicating receipt by the FAO. 

(9) Army National Guard. The ARNG will initiate and forward a DD Form 362 to the 

USPFO within 45 workdays after the date of discovering the discrepancy. For 

personnel departing the installation on an expiration term of service and/or permanent 

change of station move and hand carrying a DD Form 362 to the USPFO, 

commanders, PBOs, and accountable officers will not affix clearing signatures or 

stamps on their DA Form 137–1 (Unit Clearance Record) and DA Form 137–2 

(Installation Clearance Record) until after the individual returns to them a copy of the 

DD Form 362 annotated by the USPFO indicating receipt by the USPFO.  
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

7.00 BDE BN     

Are DD Form 362, (Statement of Charges/ Cash Collection) vouchers prepared correctly?  [AR 735-5, Para 12-3b, Figure 12-5] 

EVAL METH 

Verify forms are filled correctly, ensure soldiers Sign and annotate price on documents. 

 

REFERENCE TEXT 

AR 735-5 Para 12–3. DD Form 362 b. The unit command, the primary hand receipt holder, or the accountable officer will prepare DD Form 362c. Figure 12–6 

and figure 12–7 depict the flow and distribution of the DD Form 362 from the time of initiation, to the final actions by the FAO, and the subsequent return to the 

initiator. 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

8.00 BDE BN     

Are DD Form 362s filed IAW AR 25-400-2? [AR 25-400-2 Para 1-6, AR 735-5, Figure 12-6] 

EVAL METH 

Verify documents are filed under the ACRS system. 

 

REFERENCE TEXT 

AR 25-400-2, 1–6. Application of ARIMS.  a. ARIMS applies to— (1) All unclassified Army records, including For Official Use Only (FOUO), regardless of 

medium. (2) All classified Army records through SECRET. Records that are TOP SECRET may be set up under ARIMS or in any manner that will make 

accountability and control easier. Regardless of the arrangement used, however, the disposition instructions in the ARIMS Records Retention Schedule –Army 

(RRS–A) or on the Army Electronic Library (AEL) compact disk-read-only memory (CD–ROM) (EM 0001) will be applied to TOP SECRET records. The security 

classification of a record does not change its retention value 

Record Number:  700A                                                             (FY 12) 

Folder title :K:  735-5t1 Relief from responsibility 

(LIABILITY ADMITTED)( DD FORM 362) 

Keep until completion of collection action, then destroy 

Record Number:  700A                                                             (FY 12) 

Folder title :K:  735-5t1 Relief from responsibility 

(LIABILITY ADMITTED)( DD FORM 1131) 

Keep until completion of collection action, then destroy 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

9.00 BDE BN     

Does the unit or activity commander authorize prorating of charges when the charge exceeds two thirds of the person monthly base pay?  [AR 710-2 Table B-1 (H) 6, and 

AR 735-5, Para 12-3f and Table 12-4] 

EVAL METH 

Verify if commander sign a memorandum to prorate charges. 

 
REFERENCE TEXT 

AR 710-2  Table B-1 H. Adjustments for lost, damaged, or 

destroyed property 6. Commander authorized to prorate 

statement of charges financial liability if charges exceed two-

thirds of person's monthly base pay. Attach a memo to the DD 

Form 362 specifying the length of time for payment. AR 735-5,12–3. 

DD Form 362 f. Property listed on DD Form 362 may be recovered 

before a document or voucher number is assigned. When a portion 

of the items listed is recovered, the commander will line through 

those items recovered and initial adjacent to the line through. If all 

the items listed on the DD Form 362 are recovered before a 

document or voucher is assigned, destroy the DD Form 362. When 

property listed on a DD Form 362 is recovered after the collection of 

the indebtedness, in full or in part, or the charges are reduced due to 

improper computation, an amendment will be prepared. The 

amendment citing the specific alteration will be attached to the 

statement of charges as an exhibit. A copy of the amendment will be 

provided to the accountable officer with instructions to reestablish 

accountability for the recovered property and then forwarded to the 

FAO and/or USPFO under a memorandum signed by the 

commander, directing repayment of the value of the recovered 

property to the individual, as a “collection erroneously received.” 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

10.00 BDE BN     

Has the DD Form 200 (Financial Liability Investigation of Property Loss) and DA Form 7531 (Checklist and Tracking Document for Financial Liability Investigations of 

property Loss) been initiated, within 15 days (AC) , 75 days (ARNG/USAR) of discovery of lost, damaged, or destroyed property by the Commander? [AR 710-2,Table B-3 

(G)4c, AR 735-5, Para 13-8a&b, and Para 13-9] 

EVAL METH 

Verify correct documents are in initiation packet. 

 

REFERENCE TEXT 

AR 735-5 Para 13–8. Time constraints for initiation of financial liability investigations of property loss, 13–9. Basic requirements for DD Form 200,  

AR 710-2 table B-3 4c. Adjustments for lost, damaged, or destroyed property 4. Initiate Financial Liability Investigation of Property Loss within established 

time limits. When Government property is reported missing, Commanders at all levels, primary hand receipt holders, and accountable officers will ensure a 

preliminary investigation and search is conducted before a relief document is initiated IAW AR 735-5 Para c(1). Initiate a Financial Liability Investigation of 

Property Loss after discovery of the type of discrepancies in AR 735–5, Paragraph 13–2. Complete blocks 1 through 12 of DD Form 200 (Financial Liability 

Investigation of Property Loss) to document proof the item(s) existed, who was assigned responsibility, and the date and circumstances. Process DD Form 200 

through the approving authority to the PBO. Active Army—within 15 days.  ARNG—within 75 days.  USAR—within 75 days.  
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

11.00 BDE BN     

Is an accurate and concise statement of facts given, including date and place?  [AR 735-5, Para 13-10b(5)] 

EVAL METH 

Did block 9 contain the 5 w’s. 

 

REFERENCE TEXT 

AR 735-5 Para 13–10. Preparation requirements for DD Form 200 (5) Block 9 will contain a description of the events leading to the loss or damage of 

Government property, with an explanation of how it happened, when it happened, and who was involved, omitting personal opinions and conjectures. 

The description will provide enough detail to determine the proximate cause of the loss or damage if possible. Show all persons directly concerned by name and 

grade. The description of the facts must be detailed enough to enable the appointing authority or the approving authority to make a determination of whether relief 

from, or assessment of financial liability will be sought without appointment of a financial liability officer, or that an investigation by a financial liability officer is 

required. The initiator of a DD Form 200 must prepare a thorough document in recognition that an investigation by a financial liability officer represents a 

significant expenditure of time and effort. It may be necessary for the initiator to obtain statements from individuals who were witnesses or who have knowledge of 

the incident resulting in the loss. 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

12.00 BDE BN     

Are all persons identified by name and grade?  [AR 735-5, Para 13-10b(5)]  

EVAL METH 

Ensure all persons are identified by name and grade in block 9. 

 

REFERENCE TEXT 

AR 735-5 Para 13–10b. Preparation requirements for DD Form 200 (5) Block 9 will contain a description of the events leading to the loss or damage of 

Government property, with an explanation of how it happened, when it happened, and who was involved, omitting personal opinions and conjectures. 

The description will provide enough detail to determine the proximate cause of the loss or damage if possible. Show all persons directly concerned by name 

and grade. The description of the facts must be detailed enough to enable the appointing authority or the approving authority to make a determination of whether 

relief from, or assessment of financial liability will be sought without appointment of a financial liability officer, or that an investigation by a financial liability officer is 

required. The initiator of a DD Form 200 must prepare a thorough document in recognition that an investigation by a financial liability officer represents a 

significant expenditure of time and effort. It may be necessary for the initiator to obtain statements from individuals who were witnesses or who have knowledge of 

the incident resulting in the loss. 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

13.00 BDE BN     

Does the parent return a suspense copy Financial Liability Investigation of Property Loss to the initiator? [AR 735-5, Para 13-16b] 

EVAL METH 

Ensure the unit has a suspense copy on file with PBO document number. 

 

REFERENCE TEXT 

AR 735-5 Para 13–16. Distribution of financial liability investigations of property loss by the accountable officer 

immediately after the document number or voucher number is assigned-—b. The accountable officer returns one copy to the initiator.  
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

14.00 BDE BN     

 Is adjustment action Financial Liability investigation of property Loss initiated for commanders who determine that the cause of lost, damaged or destroyed items warrants 

adverse administrative actions and attached a statement to the maintenance request or turn-in document stating cause of damage?  [AR 735-5, Para 12-1a(2)(a-f)] 

EVAL METH 

Verify adverse actions or damage statements are attached to turn-in documents. 

 

REFERENCE TEXT 

AR 735-5 Para 12–1. General actions to protect Government property 

a. Administrative action. Administrative measures available to commanders to ensure enforcement of property accountability. When property becomes lost, 

damaged, or destroyed, use one of the adjustment methods discussed in this regulation.  

(2) Commanders who determine that the cause of LDD warrants adverse administrative or disciplinary action should 

take appropriate action. These actions include, but are not limited to-— 

(a) An oral or written reprimand. 

(b) Appropriate remarks in officer’s, noncommissioned officer’s, and civilian’s evaluation reports. 

(c) MOS reclassification. 

(d) Bar to reenlistment. 

(e) Action under the UCMJ. ARNG members who are not in the Federal service are not subject to the UCMJ; they 

are subject to the military codes of their State. 

(f) Adverse actions against civilian personnel as authorized. 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

15.00 BDE BN     

 If ECOD was utilized, has an ACOD been requested by the initiator and forwarded to the Approving Authority?  [AR 735-5, Para 14-18j] 

EVAL METH 

Verify ECOD/ACOD was attached to FLIPL. 

 

REFERENCE TEXT 

AR 735-5 Para 14–18. Damaged property j. The ECOD is a process to determine the estimated cost of damage to Government owned equipment prior to 

repair and/or evacuation. An ACOD can only be determined when the item is actually repaired. Damaged property for which negligence or willful misconduct is 

suspected will not be repaired, disposed of, or continued in use until the investigating officer releases the item for repair (see para 13–31c). 

(1) An ECOD will be used to compute the value of a loss only when actual costs cannot be obtained within a reasonable time. An ECOD may be requested by the 

commander, TDA activity chief, or may be provided by the maintenance or other activity in the absence of a specific request. When an ECOD is used to compute 

the value of the damaged property, the DD Form 200 must state why, and state the basis on which the estimate was made. 

(2) An ECOD may be used for assessment of financial liability until the equipment is actually repaired, and then the ACOD will be used. When an item is not 

completely repaired until after a financial liability has already been assessed and the ACOD is less than the ECOD, the initiator of the adjustment document will 

cause it to be reopened and the appropriate FAO and/or USPFO will be requested, on a memorandum, to reimburse the difference to the charged individual. 
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I-ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 
QUESTION 

16.00 BDE BN     

Has parent approved adjustments made to bulk fuel accountable records? [AR 710-2, Para 2-37a thru l, and Table 2-2k]  

Was a DD 200 or 15-6 initiated as result? 

EVAL METH 

Check to see if the unit document s the procedures in their SOP. 

 

REFERENCE TEXT 

AR 710-2, 2–37. Bulk petroleum and packaged fuels accountability j. Adjustments of accountable records are as follows: 

(1) The responsible individual will complete the MBPAS within 3 workdays of the last day of the month reported. The MBPAS, with applicable supporting 

documents (report of survey(FLIPL), causative research) will be forwarded for approval. 

(2) The next higher commander or the commanders designated representative of the activity having accountability is the approving authority for adjustments made 

on the MBPAS. An individual will not be designated as approving authority for an MBPAS covering property for which he or she is immediately accountable. The 

approving authority may disapprove the adjustment of any item on the MBPAS that does not appear justified based on facts available. Approving authority’s 

disapproval of any loss on the MBPAS automatically requires the initiation of a report of survey(FLIPL). Disapproval of any gain requires an investigation under AR 

15–6. 
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J-PHYSICAL SECURITY 
QUESTION 

1.00 BDE BN     

 Does the parent ensure physical security inspections are conducted per AR 190-11 and AR 190-13? [AR 710-2, Para 2-12c, AR 11-2] 

Were PS inspections conducted at least every 18 months? [AR 190–11, para 2–6a; and AR 190–13, para 2–11b] 

EVAL METH 

Review  last inspection document. 

 
REFERENCE TEXT 

AR 710-2, 2–12. Evaluations, inspections, and inventories c. 

Commanders and supervisors ensure that physical security inspections 

are conducted per AR 190–11 and AR190–13. 

AR 190-11 para 2–6. Inspections and audits Security measures 

including theft or loss reporting and inventory and accountability 

procedures for AA&E will be examined during inspections and audits. 

The status of existing waivers and exceptions will be examined for 

compliance and continuing necessity. 

a. The garrison commander will ensure that PS inspections are 

conducted in accordance with AR 190–13 for AA&E governed by this 

regulation. Additionally, conduct PS inspections as follows: 

(1) For new AA&E storage facilities, and before and immediately after 

occupancy. 

(2) On significant change in facility structure. 

(3) After a forced entry or attempted forced entry with or without theft. 

(4) When units have received an unsatisfactory rating on PS inspection, 

re-inspection will be within 6 months. A copy of an unsatisfactory PS 

inspection concerning RC and ROTC units will be furnished the 

installation commander providing logistical report. The follow–up report 

will include written comments to show what elements have received 

copies. 

AR 190-13 para 2–11. Security threat assessment b. Installation 

threat statements will be disseminated to all subordinate and tenant 

activities, and included as an annex in the installation physical security 

plan. 

c. Commanders will also use security assessment documents that 

identify vulnerabilities to help determine security weakness that may be 

compromised by threat forces. These may include documents such as 

risk assessments and security engineering vulnerability assessments. 
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J-PHYSICAL SECURITY 
QUESTION 

2.00 BDE BN     

Does the parent ensure internal controls checklists are used and report the loss of personal arms and equipment? [AR 735-5 ,12-1b(2)] 

EVAL METH 

Review  last inspection document. 

 

REFERENCE TEXT 

AR 735-5, 12–1. General actions to protect Government property. b. Reporting requirements. 

(1) Persons responsible for Government property will immediately report, in writing, all losses or damages to their immediate supervisor or commander. The report will 

state the circumstances of the loss or damage and a listing and description of the property involved. 

(2) When reporting personal arms and equipment (PA&E) according to AR 190–11, or whenever the loss appears to involve unlawful conduct report incident to military 

law enforcement authorities for investigation. Personal arms and personal equipment are the weapons and equipment assigned to Soldiers for their use. This includes 

a Soldier’s OCIE issued to them. A preliminary investigation by the military or security police will assist the commander when taking action according to this regulation. 
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REFERENCE TEXT 

AR 710-2 Para 3–23. Storage operations d. Commanders are directly responsible for safeguarding all supplies under their control as shown below. 

(1) Ammunition will be stored and secured per AR 190–11, DOD Directive 4145.19–R–1 (Obsolete), AR 740–1, AR 385–64, 

DA Pam 385–64, and/or host nation agreements and public law, whichever is more restrictive. 

(2) Unclassified, non-sensitive items, Identaplates, and credit cards will be stored per AR 190–51. 

(3) For controlled medical substances and other medically sensitive items, see AR 190–50. 

(4) CCI will be secured per DA Pam 25–380–2. 

(5) The AR 380 series prescribes security of classified items. 

(6) For nuclear and chemical items, see AR 50–6–1, and AR 190–54. 

(7) Classified COMSEC equipment will be secured per AR 380–40 and TB 380–41. 

(8) Weapons will be secured under AR 190–11 and AR 190–51. When responsibility for the custody of keys for an 

SSA arms storage facility is transferred between individuals, they will conduct a physical count of the weapons and 

major parts for arms, such as barrels and major subassembly with CIIC 1–4 thereon. Results of the count will be 

recorded. This count does not replace the quarterly weapons inventory. 

J-PHYSICAL SECURITY 
QUESTION 

3.00 BDE BN     

Does parent/commanders ensure storage facilities meet physical security requirements according to publications listed in AR 710-2 and conduct routine inventories and 

inspections for verification? [AR 710-2, para 3-23d] 

EVAL METH 

Review  last inspection document. 
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K-HAZMAT MANAGEMENT  
QUESTION 

1.00 BDE BN CO    

Does the parent have a Hazardous Materials Management Program? [AR 710-2, Para 1-28] 

EVAL METH 

Review HAZMAT program. 

 

REFERENCE TEXT 

AR 710-2 Hazardous Materials Management Program Para 1–28. General information 

This section provides policy to implement the objectives and goals of the Army Hazardous Materials Management Program (HMMP). The HMMP requirements are 

defined in AR 200–1 and DA Pam 200–1. The HMMP applies to the Active Army, the Army National Guard, and the U.S. Army Reserve. a. This section defines 

Army policy for identifying and managing hazardous materials. Related policy guidance may be found in safety, medical acquisi tion and environmental regulations. 

The goals of the Army’s HMMP are to reduce the cost for acquiring and disposing of HAZMAT, enhance mission accomplishment, promote the safe storage, 

handling, and use of HAZMAT, and reduce risk to public health and the environment. An Army logistics automation objective is that HAZMAT environmental 

reporting be accomplished as a by product of processing supply transactions such as receipts, issues, transfers, adjustments, inventory balances, recording storage 

locations, and disposal actions. In most cases, current reporting requirements cannot be met using logistics STAMIS. Environmental reporting and data 

compilation is accomplished per instructions disseminated by the supporting installation/regional installation management/ACOM/ASCC/DRU environmental office. 
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K-HAZMAT MANAGEMENT  
QUESTION 

2.00 BDE BN     

Does parent ensure personnel are trained in HAZMAT handling? [AR 710-2, Para 1-31b,TM 38-410 table G-2] 

EVAL METH 

Verify training documentation. 

 

REFERENCE TEXT 

AR 710-2 Para 1–31. Using unit or activity functions 

b. Unit-level procedures are established to provide personnel accurate and timely information and prerequisite training on the handling, storage, and use of 

HAZMATs. Information as to specific training requirements may be obtained from the supporting environmental office. 
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K-HAZMAT MANAGEMENT  
QUESTION 

3.00 BDE BN     

 Does the parent ensure MSDSs are readily available to personnel to assure proper handling and emergency response preparedness? [AR 710-2 Para 1-30a &b); AR 700-

141Appendix C-1; TM 38-410, Para 8-10c,OSHA 29 CFR 1926.152) 1926.152(a)(1)] 

EVAL METH 

Verify  HAZMAT SOP, flammable cabinets  or storage area is being properly used and MSDS sheets are marked with safety and emergency procedures . 

 

REFERENCE TEXT 

AR 710-2, 1–30. Supply support activity functions 

The SSAs ensure— 

a. Receipt, handling, storage, and issuing of HAZMATs safely. 

b. MSDSs are readily available to assure proper handling and emergency response preparedness. Assistance in acquiring requisite MSDSs can be obtained from 

the supporting environmental office. 

OSHA 1926.152(a)(1) Only approved containers and portable tanks shall be used for storage and handling of flammable and combustible liquids. Approved safety 

cans or Department of Transportation approved containers shall be used for the handling and use of flammable liquids in quant ities of 5 gallons or less, except 

that this shall not apply to those flammable liquid materials which are highly viscid (extremely hard to pour), which may be used and handled in original shipping 

containers. For quantities of one gallon or less, the original container may be used, for storage, use and handling of flammable liquids. 

http://www.osha.gov/pls/oshaweb/owalink.query_links?src_doc_type=STANDARDS&src_unique_file=1926_0152&src_anchor_name=1926.152(a)(1)
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K-HAZMAT MANAGEMENT  
QUESTION 

4.00 BDE BN     

Does parent ensure units provide reports on HM? [AR 710-2, Para 1-28a, 1-31g; AR 200-1, Ch. 4] 

EVAL METH 

Verify reports if there are any. Validate Hazardous Materials Inventory Sheet, MSDS and posted Spill Response Procedures 

 

REFERENCE TEXT 

AR 200-1 Chapter 4 Environmental Asset Management,  

AR 710-2 Para 1–28. General information This section provides policy to implement the objectives and goals of the Army Hazardous Materials Management 

Program (HMMP). The HMMP requirements are defined in AR 200–1 and DA Pam 200–1. The HMMP applies to the Active Army, the Army National Guard, and 

the U.S. Army Reserve. 

a. This section defines Army policy for identifying and managing hazardous materials. Related policy guidance may be found in safety, medical acquisition and 

environmental regulations. The goals of the Army’s HMMP are to reduce the cost for acquiring and disposing of HAZMAT, enhance mission accomplishment, 

promote the safe storage, handling, and use of HAZMAT, and reduce risk to public health and the environment. An Army logistics automation objective is that 

HAZMAT environmental reporting be accomplished as a by product of processing supply transactions such as receipts, issues, transfers, adjustments, inventory 

balances, recording storage locations, and disposal actions. In most cases, current reporting requirements cannot be met using logistics STAMIS. Environmental 

reporting and data compilation is accomplished per instructions disseminated by the supporting installation/regional installation management/ ACOM/ASCC/DRU 

environmental office.  

Para 1–31. Using unit or activity functions g. Necessary information is provided to respond to HAZMATs reporting requirements, as stated in paragraph 1–29h 

above, as well as any additional ACOM/ASCC/DRU requirements. 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 87 

Command Supply Discipline Program 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 88 

Command Supply Discipline Program 

 

L-UNIT MOVEMENT 
QUESTION 

1.00 BDE BN     

Does the unit have on-hand an adequate SOP detailing functions in managing unit movement operations and are they conducting business in accordance with their SOP?  

[FM 4-01.30, para 3-10, page 3-4, para 8-14, page 8-8, para 8-20, page 8-9]. 

EVAL METH 

Units will develop a detailed movement standing operating procedures (SOPs) to support unit movement planning. The SOP will define the roles and responsibilities of all 

unit personnel from Brigade to Company level. The SOP will outline preparations for all modes of movement: air, rail, sea and convoy. Functions addressed in SOPs could 

include unit property disposition, supply issue, equipment maintenance, vehicle and container loading, security, marshaling procedures, purchasing authorities, unit 

briefings, risk assessment and other applicable deployment activities. 

 

REFERENCE TEXT 

[FM 4-01.30, para 3-10, page 3-4, para 8-14, page 8-8, para 8-20, page 8-9]. Units prepare detailed movement standing operating procedures (SOPs) to support 

unit movement planning.  (See example of an SOP at appendix B). 
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L-UNIT MOVEMENT 
QUESTION 

2.00 BDE BN    

Does the unit retain and use all current required publications for unit movement including specialized or non-standard equipment manuals and instructions? [FORSCOM 

Reg 55-1, app A, sec I] 

EVAL METH 

Ensure all publications are available and current. Check DA Pam 25-30 for updates at http://armypubs.army.mil/2530.html  

 

REFERENCE TEXT 

FR-55-1, app A, sec I. Required publications:  Units are required to maintain current copies of the following which apply to the movement of their units.  

REGULATION LAST UPDATED 

DOD 4500.9-R Part III 28 Jan 2010 

FORSCOM / ARNG REG 55-1 1 Jun 2006 

AR 190-11 15 Nov 2006 

FM 4.01-011 replaced by FM 3-35 1 Apr 2010 

FM 55-10 replaced by FM 4.01.30 1 Sept 2003 

FM 55-30 27 Jun 1997 

FORSCOM REG 55-2 31 Oct 1997 

SDDCTEA PAM 55-19 Apr 2010 

SDDCTEA PAM 55-20 May 2009 

ARMY TB 55-46-1 1 Feb 2011 

TM 38-250 1 Mar 1997 

http://armypubs.army.mil/2530.html
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L-UNIT MOVEMENT 
QUESTION 

3.00 BDE BN    

Has the unit established and is it maintaining a mobilization file or movement binder which includes documentation needed for unit movements? [FORSCOM Reg 55-1, 

page 18, para 4-8, page 22, figure 4-1] 

EVAL METH  

Review mobilization file for accuracy.   ● NATIONAL GUARD / RESERVE UNITS:  Ensure unit personnel have access and can demonstrate by printing a sampling of data, 

i.e., Document Solder Readiness, Unit Mobilization File, Produce Alert Roster, and other Phase I, II and III Activities. ● The Army Forces Command adopted the RCAS 

AITS Mobilization Planning Data Viewer (MPDV) application as a must-use system for Reserve component unit and individual mobilization. MPDV passes information 

directly to the active Army information systems to ensure efficiency of the mobilization process in the current environment of increased operating tempo. ● The MPDV 

software is the only approved data interface with Deployment and Reconstitution Software (DARTS).  National Guard and Reserve units are required by Army policy to load 

unit and individual data on MPDV prior to mobilization for transmittal to the mobilization station.  The use of MPDV is critical for data transfer and the automation of 

mobilization processing. ● Army National Guard units will use MPDV for Mobilization Planning Phases I, II and III.  MPDV replaces paper-based mobilization binders. 

Phases I, II and III.  MPDV replaces paper-based mobilization binders. 

 
REFERENCE TEXT 

FORSCOM Reg 55-1, page 18, para 4-8, page 22, figure 4-1. Company UMOs maintain 

movement binders.  Movement binders include items such as appointment order training 

certificates, recall rosters, current OEL; and copies of load cards, packing lists, 

transportation requests, convoy movement requests, special handling permits, and 

BBPCT requirements.  Suggested items to be included in movement binders or files are in 

FORSCOM Reg 55-1, page 18, para 4-8, page 22, figure 4-1, ▪  Appointment orders and 

training certificates for Unit Movement Officers and alternates, load teams, and personnel 

qualified to certify hazardous material. ▪  A Recall roster and instructions. ▪  A listing of 

required references. ▪  A list of blocking, bracing and packing materials, as well as actions 

required to obtain materials not already on-hand. ▪  A list of supplies by support activity, 

coordination requirements (lists of personnel, transporting locations, and materials-

handling equipment), and prepared requisitions. ▪  Coordination requirements for plan 

execution and a list of supporting agencies and POCs. ▪  Prepared copies of 

transportation requests, convoy movement requests and special handling permits. ▪  Strip 

maps for each route of march the unit will take (see annex 2 to appendix C for convoy 

briefing outline). 

▪  Advance party composition and instructions. ▪  Examples of forms required for 

personnel support during deployment (e.g., Adjutant General, Judge Advocate General, 

medical). 

▪  Transportation requirements (such as trucks, buses) that are beyond the unit’s organic 

transport capability.  This includes POCs and preplanned coordination channels for 

obtaining needed transport capability. ▪  Rear detachment and family support group 

operations plans. ▪  Other unit checklists or handbooks developed by the unit to assist in 

deployment planning and execution. ▪  Contact telephone numbers during off duty hours 

for service organizations supporting deployment. 
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L-UNIT MOVEMENT 
QUESTION 

4.00 BDE BN    

Has a UMO  and alternate been appointed at battalion level?  [FR 55-1, para 2-12a, page 11] 

EVAL METH 

Review battalion level and above appointment orders and training certificates. Ensure orders are signed and cite FORSCOM Regulation 55-1 as the authority.   NOTE:  

Company Commanders, First Sergeants, hazardous material certifiers, and Mobilization Officers cannot be appointed UMOs. 

 
REFERENCE TEXT 

FR 55-1, 2-12. a. Intermediate command UMOs (IC-UMO) and 

alternate will be appointed at battalion level and above to coordinate 

and assist in the development, maintenance and evaluation of 

subordinate unit’s mobilization/deployment plans. 
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L-UNIT MOVEMENT 
QUESTION 

5.00 BDE BN     

Are the unit and battalion UMO's properly trained, have at least 1 year retain ability in the unit, and hold at least a SECRET security clearance?  [FR 55-1, para 2-12a page 

11;  app K, para K-2, page 99] 

EVAL METH 

UMO should contact S2 and requests a copy of each UMO’s JPAS printout to verify the security clearance status.  Obtain security clearance from the S-2 or the unit 

readiness NCO.  Verify school training certificate or documented movement training from higher. UMO should have these documents on file. 

 
REFERENCE TEXT 

FR 55-1, 2-12. a. These individuals will be trained  

(see Appendix K), have at least 1 year retain ability in the unit, and hold at least a SECRET 

security clearance. 
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L-UNIT MOVEMENT 
QUESTION 

6.00 BDE BN    

Does the unit have trained personnel to certify hazardous material, and are they appointed in writing?  [FR 55-1, para 2-12i, page 11; app K, para K-4a, b, page 100.] 

EVAL METH 

Review appointment orders. Ensure orders are signed and cite FORSCOM Regulation 55-1 as the reference. Review certificates of training and ensure they are dated 

within the past 24 months.  NOTE: Company Commanders, First Sergeants, hazardous material certifiers, and Mobilization Officers cannot be appointed UMOs. 

 
REFERENCE TEXT: 

FR 55-1, 2-12i. Ensure the unit 

(company/detachment level) has trained personnel 

available and appointed in writing by the 

commander to certify hazardous material. 

 K-4., a.  All personnel involved with the preparation 

and shipment of hazardous materials for 

commercial or military transportation must receive 

training in accordance with 49 CFR 172.700 

through 172.704 and DoD component regulations.  

Improper procedures could result in loss of life or 

equipment or, at a minimum, frustrated cargo.  Each 

unit (company/detachment level) requires at least 

one person who is trained to certify hazardous 

cargo. b.  Hazardous cargo certifiers must be 

trained at a DoD approved school on applicable 

regulations for all modes within the past 24 months.  

Personnel must receive refresher training every two 

years in order to continue to certify shipments of 

hazardous materials for transportation.  They can 

certify documentation for all modes of shipment to 

include commercial and military truck, rail, sea, and 

air.  This individual must also be designated in 

writing by the commanding officer or supervisor.  

This designation must include the scope of the 

individual's authority.  This individual will be 

responsible for ensuring the shipment is properly 

prepared, packaged, labeled, marked, and 

placarded. The certifier must personally inspect the 

item being shipped before signing the HAZMAT 

documentation. 
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L-UNIT MOVEMENT 
QUESTION 

7.00 BDE BN    

Have commanders at unit level appointed in writing an officer or senior NCO (E6 or above), with an alternate (E5 or above), to serve as Unit Movement Officer (UMO)?  

[FR 55-1, para 2-12a, page 11] 

EVAL METH 

Review unit level appointment orders and training certificates.  Ensure orders are signed and cite FORSCOM Regulation 55-1 as the authority.   NOTE:  Company 

Commanders, First Sergeants, hazardous material certifiers, and Mobilization Officers cannot be appointed UMOs. 

 
REFERENCE TEXT 

FR 55-1, 2-12a. Unit commanders (e.g., corps, divisions, brigades, 

regimental cavalry squadrons, battalions [down to company level], separate 

companies and detachments [split from parent organization]) will: a. Appoint 

in writing an officer or senior NCO (E6 or above), with an alternate (E5 or 

above), to serve as the UMO at the company/detachment level.  Separate 

detachments will assign individuals commensurate with their units’ grade 

structure. RC units are authorized to appoint a military technician/dual 

status civilian as alternate. 
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L-UNIT MOVEMENT 
QUESTION 

8.00 BDE BN    

Are the results from the last chain of command review, inspection or evaluation corrected?  [FR 55-1, para 1-12a, page 11] 

EVAL METH 

Review previous “chain of command” inspection. 

 

REFERENCE TEXT 

FR 55-1, para 1-12a. Battalion UMOs are appointed to be responsible for battalion movement actions and to coordinate and assist in the development, 

maintenance, and evaluation of subordinate units’ movement plans. 
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L-UNIT MOVEMENT 
QUESTION 

9.00 BDE BN Has the unit prepared, approved and is it maintaining a unit movement plan tailored to the goals and missions specific to real world 

contingencies for mobilization (RC), deployment (AC) (RC) and exercise scenarios (AC) (RC)? [FR 55-1, paras 1-5a, 2-12] 

EVAL METH 

Review unit movement plans. 

The movement plan must be signed by the commander or specifically authorized representative. If the signature is not reproduced or on subsequent copies, authentication 

by the appropriate coordinating staff officer is required. 

Annexes (Annexes are used for those items that would require too much space in the basic plan. If an annex is not necessary or unused type title and N/A). 

 

 
REFERENCE TEXT 

FR 55-1, 1-5a page 6 and Para 2-12 page 11. Movement plans are 

prepared to execute a move. Mobilization movement plans govern 

movement from home station (HS) to mobilization station (MS). 

Deployment movement plans govern movements from MS to air or 

seaports of embarkation. RC units will develop mobilization movement 

plans. Active Component units will develop deployment movement 

plans.  Reserve Component units will develop deployment plans, if 

directed in writing by the mobilization station.  This requirement will 

include written guidance provided to the RRC/ DRU / JFHQ-ST who will 

in turn forward it to the units.  Movement plans are prepared at various 

levels of command and must be approved by the chain of command 

prior to submitting to the Installation UMC.  They are prepared to 

address mobilization, deployment, redeployment, and demobilization 

and must consider operational and logistics planning movement 

parameters.  Units will develop unit movement plans based on MS 

guidance, scenario driven regional contingencies / OPLANs, and 

identified strategic aerial / seaports. 
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L-UNIT MOVEMENT 
QUESTION 

10.00 BDE BN  

Has the unit/battalion designated and trained unit load teams at least annually?  [FR 55-1, para 2-12, page 11, app K, para K-3]  

EVAL METH 

Review load plans.  Ensure test date and evaluations are annotated in pencil on load cards and filed with movement plans.  Note:  RC (National Guard and USAR Units). 

REFERENCE TEXT  FR 55-1, 2-11b.  Test load plans 

every two years for RC units and every year for AC 

units.  
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L-UNIT MOVEMENT 
QUESTION 

11.00 BDE BN    

Has the unit prepared, tested and evaluated load plans at least bi-annually for Reserve Components and annually for Active Components units?  [FR 55-1, para 2-11b, 

page 11] 

EVAL METH 

Review memorandum designating load teams and verify training documentation.  Note:  Some installations are using commercial contracts. 

 
REFERENCE TEXT 

FR 55-1, 2-12.  Designate unit load teams and ensure teams are properly trained. 

K-3. Each unit will have an appropriate number of personnel trained in vehicle 

preparation and aircraft and rail loading and unloading techniques. Training can be 

arranged through SI/MS UMCs utilizing installation personnel, DSBs and USAR rail 

units. This training will include the following: (1) Activating vehicle load plans. 

(2) Preparing vehicles for shipment: purging; protecting fragile components such as 

windshields and mirrors, and weighing and marking for air and rail modes. (3) Tie 

down procedures for aircraft and railcars.  (4) Loading and unloading unit vehicles 

on aircraft and railcars. Training should include using standard hand signals. (5) 

Palletizing cargo on the 463L Cargo System. b. Unit load team composition will be 

tailored based on type and quantity of equipment (size of deploying force) and time 

available for loading. 
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L-UNIT MOVEMENT 
QUESTION 

12.00 BDE BN  

Is the unit maintaining a current copy of their DEL (TC ACCIS) or OEL / UDL (TC AIMS II)?  [FR 55-1, para 1-5, page 5, 7] 

EVAL METH 

Verify unit AUEL and / or OEL data and make recommendations or changes, if necessary. 

 

REFERENCE TEXT 

FR 55-1, 1-5.  Unit Movement Data (UMD) is a list of equipment and supplies the unit plans to deploy to accomplish its mission. It includes the transportability data 

necessary to plan the move.   Movement can be severely affected without valid UMD.   Planning UMD is kept on file and updated IAW schedule published in 

FORSCOM Reg 55-1.  The printed, formatted listing is called the Automated Unit Equipment List (AUEL).   It reflects current on-hand equipment.  When the unit is 

alerted for an actual mission, their AUEL is updated and tailored for the specific movement.  The execution UMD is provided as a printed report called the 

Deployment Equipment List (DEL).   For TC AIMS II, the terms change to Organizational Equipment List (OEL) and Unit Deployment List (UDL), respectively. 
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L-UNIT MOVEMENT 
QUESTION 

13.00 BDE BN   

Has the unit identified TOE / MTOE, CTA equipment that will need special considerations for movement and coordination with external organizations for support?  Have 

they rehearsed the special support operations?  [FR 55-1, para 5-1e, 5-5b, 5-5b(1) ] 

EVAL METH 

Review unit movement planning documents for the shipment and handling of all equipment. 

 
REFERENCE TEXT 

FR REG 55-1. 5-1. e.  Mobilizing units must plan to take all 

authorized MTOE/CTA property to the MS.  5-5. b  In 

conducting a unit analysis, the UMO must review the unit’s 

TOE/ MTOE, CTA, and the unit property book.  The UMO 

must have a detailed listing of each piece of equipment to 

be deployed.  All outsize, oversize, overweight, or 

hazardous equipment/ cargo must be identified.  These 

pieces of equipment will need special considerations.  (1)  

For planning contingency/ OPLAN movements, units will 

plan to deploy with equipment on hand.  Upon execution, 

plans may need to be modified if equipment cross leveling 

is necessary to bring units up to required readiness levels, 

if units are authorized to draw APS, or if units fall in on Stay 

Behind Equipment. 
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L-UNIT MOVEMENT 
QUESTION 

14.00 BDE BN    

Are unit movement plans submitted to the approving authority for review and approval within the specified timeframe?  [FR 55-1, para 2-12f, page 11] 

EVAL METH 

Review documentation and verify movement plans are reviewed and approved. 

NOTE:  Approving authority levels are Installation Unit Movement Coordinator (AC ) and JFHQ-ST Defense Movement Coordinator (DMC) for National Guard and US Army 

Reserve Major Subordinate Commands (USAR MSC). 

 

REFERENCE TEXT 

FORSCOM REG 55-1, 2-12f.   Ensure movement plans are submitted for approval NLT three months (AC) / eight months (RC) after changes of MS, major TOE 

change, or effective date for newly activated units.  Approval authority can grant extensions. (FORSCOM REG 55-1 Para 2-5, page 9  and Para 4-2, page 15 thru 16) 

NOTE:  Approving authority levels are Installation Unit Movement Coordinator (AC ) and JFHQ-ST Defense Movement Coordinator (DMC) for National Guard and US 

Army Reserve Major Subordinate Commands (USAR MSC). See FR 55-1, Annex V. 

Mobilization 

Movement Plan 

Deployment 

Movement Plan 
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L-UNIT MOVEMENT 
QUESTION 

15.00 BDE BN     

Is the unit using TC-AIMS II, the Army approved automated support system?  [FR 55-1, para 1-5, page 6] 

EVAL METH 

Review unit authorizations and / or access to TC-ACCIS / TC AIMS II.  Identify issues with connectivity or other types of system support. 

 
REFERENCE TEXT 

FR 55-1, 1-5. Transportation Coordinator Automated 

Command and Control Information System (TC-ACCIS) 

or Transportation Coordinators’ Automated Information for 

Movement System II (TC-  AIMS II) will be used for 

creating unit movement documentation and reporting 

supplies and equipment the unit plans to move.  The TC 

AIMS II fielding began in 2003 and is scheduled to be 

completed in 2009.  See Appendix J for TC AIMS II 

policies and procedures. 
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

1.00 BDE BN     

 Does the organization  have a current GPC SOP on file? (AR 34-4, Para 7d(4)) 

 Is there a Copy of Government Purchase Card Program, DoD Purchase Card Policy, on file or on hand? 

EVAL METH 

Review current SOP. 

 

REFERENCE TEXT 

AR 34-4  Para 7. Implementing standardization programs and policies d. At commands battalion size and smaller and organizations that 

carry out policy, standardization will be implemented through— 

(1) Standardized drills. 

(2) Standardized maintenance procedures. 

(3) Standardized gunnery proficiency procedures. 

(4) The development of SOPs and programs which require the uniform application of standardized practices and procedures. 

Army GPC SOP: SUPERSESSION. These checklists replaces the checklists for the Purchase Card Program previously published in AR 715-XX dated May 2, 

2007. 
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

2.00 BDE BN       

Has the unit made proper separation of duties that creates a situation that should preclude errors and attempts at fraud or improper usage of the GPC?  i.e. Cardholder, 

Billing Officer, Property Book Officer. [DoD Purchase Card Policy, Para 3-6] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP, Para 3-6. Separation of Duties  

a. OMB standards for internal controls require that key duties and responsibilities be divided or segregated among individuals to ensure they do not exceed or 

abuse their assigned authority - OMB Circular A -123, Appendix B Revised, paragraph 4.3.  
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Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

3.00 BDE BN       

What procedure has the Command put in place if the individual is GPC Card holder as well as the Hand Receipt Holder? [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP, Para 3-6. Separation of Duties  

c. Notwithstanding the above-described waiver process, certain key duties must not be assigned to the same individual. In no case shall the same individual 

be the CH and the BO for a GPC account. In no case shall the CCO, Property Book Officer, or any Level 4 A/OPC (primary or alternate) also be a CH, BO or 

contracting officer who is making contract payments with a GPC or executing GPC purchases. It is highly recommended that a CH, who is also a hand receipt 

holder, not purchase property for their own use.  
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

4.00 BDE BN     

Has a Certifying/Billing Official and at least one Alternate Certifying/Billing Official been trained and appointed in writing? [DoD Purchase Card Policy] 

EVAL METH 

Ensure a DD Form 577 (Appointment/Termination Record-Authorized Signature) is properly filled out appointing the Certifying/Billing Official and at least one Alternate 

Certifying/Billing Official. The A/BO, Alternate A/BO(s), and Cardholder(s) completed all required training (e.g., DAU and Service/Agency GPC, Certifying Officer Legislative 

Training) prior to Appointment/Delegation of Authority.  

 
REFERENCE TEXT 

Army GPC SOP, 2-1. Nomination, Selection, and 

Appointment of Cardholders and Billing 

Officials  

a. Nomination, selection, and appointment of CHs 

and BOs will be in accordance with AFARS Part 

5113. The nominating official should be in the 

supervisory chain of the individual being nominated 

- if not the reason must be documented. A/OPCs, 

CHs, BOs, and Check writers must be issued 

written authority identifying their limits of authority, 

duties, responsibilities, credit limits, and the written 

authority must reference mandatory compliance 

with the AFARS Subpart 5113.2 and the Army 

Government Purchase Card Operating Procedures. 

Warranted contracting officers do not require a 

separate delegation of authority to use the GPC.  

 2-2. Training Requirements   

d. All trainees must sign a statement of training 

certifying they have received the initial GPC 

program training, they understand the training 

provided, GPC program training materials have 

been provided or made available, and they 

understand the penalties associated with misuse of 

the card. Cardholders should keep a copy of the 

training certificate for future reference.  
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

5.00 BDE BN    

Does the Government Purchase Card (GPC) cardholder possess a written Delegation of Authority? [DoD Purchase Card Policy] 

EVAL METH 

Ensure all cardholders have a copy of the Delegation of Procurement Authority stating their single purchase limit, their total monthly spending limit and identifying their 

Billing Official. This will be signed by the Chief of Contracting and the cardholder will sign it acknowledging their understanding of the responsibilities connected with the 

GPC program. 

 

REFERENCE TEXT 

Army GPC SOP, 1-6. GPC Authority f. The maximum single transaction dollar limit for the GPC for stand-alone purchases shall be the micro-purchase 

threshold as defined at FAR 2.101, DFARS 213.301(2) and AFARS 5113.270-90. The maximum single transaction dollar limit for contract payments against 

existing contracts shall be as identified in the contract and shall be within the limits defined in the CH written Delegation of Authority letter or the contracting 

officer’s warrant.  
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

6.00 BDE BN    

Does the Certifying/Billing Official notify the Property Book Office of all accountable property purchased with the GPC, regardless of ARC, and verify all purchased 

accountable property receives complete accounting documentation?  [[DoD Purchase Card Policy, AR 710-2, para 2-6l(2), 2-6m(2); OSAA SOP, pg 3-1-16, para 1-16c.] 

EVAL METH 

Review Billing Official's billing statement file to verify that accountable property is being reported to PBO for accountabil ity.  Check for requesting  procedures and 

documents. Verify training has been conducted within established timeframes and is current. 

 
REFERENCE TEXT 

Army GPC SOP, 1-8. Program Organization, Roles and Responsibilities e. Level 6 

– Cardholder duties:  

(20) checking with the Property Book Officer to determine what is considered pilferable 

property to be recorded in the property control systems records or which items can be 

placed on a hand receipt;  

(21) ensuring all pilferable and other vulnerable property receipts are provided to the 

supporting Property Book Officer (PBO) within five working days to enable the PBO to 

establish accountability and asset-safeguarding controls by recording the asset in the 

property control system records;  

AR 710-2, 2-6. Requesting supplies.   l.  All supply requests will be submitted to the 

appropriate SSA. (2) An exception is local purchase, which will be used for items under 

$2,500 in extended price. Requests for nonexpendable and controlled material are 

processed through the PBO to the purchase cardholder, if under the cost of $2,500. 2-

6m (2) The purchasing/ordering officer does not make local purchase without a written 

request. Within 5 days after the purchase(s), he or she furnishes the supporting PBO all 

purchase receipts/invoices for screening. The screening by the PBO is to determine the 

accounting requirements for the purchased property, such as nonexpendable or 

controlled (Requires property to be accounted for on property book records), durable 

(requires control when issued to the user) and expendable (no requirement to account 

for on property book records). Following applies to OSAA Activities: (1) Delegation of 

Authority from Ft Belvoir.  OSAA SOP, pg 3-1-16, para 1-16c. Each approving official 

must have the following documentation on file prior to conducting any GPC transaction: ▪ 

Delegation of Authority Letter from Ft. Belvoir CDCC; ▪ Defense Acquisition University 

(DAU) Continuous Learning Center (CLC) ▪ GPC Tutorial & Refresher Training 

Certificates (on-line biennial requirement); the DAU GPC Tutorial must be completed 

prior to assuming duties as a cardholder, billing official, or A/OPC.  DoD Government 

Purchase Card Refresher Training must be completed biennially thereafter; ▪ Signature 

Card (DD Form 577) authenticated by OSAA commander (the DD Form 577 is required 

for billing officials only); ▪ Ethics Training Certificate (annual requirement conducted via 

Internet). 
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

7.00 BDE BN        

 Does the cardholder comply with the established single purchase limit and monthly purchase limits? [DoD Purchase Card Policy] 

EVAL METH 

Inspect receipts, review CARE transaction log and transaction file. Verify funding document from budget office is on file and monetary allocation has not been exceeded. 

The Cardholder has not exceeded their single purchase or monthly limit over the past year.  If they have, note how many times.   

REFERENCE TEXT 

Army GPC SOP ,2-3. Account Establishment  c. Each GPC account has a single purchase transaction limit and monthly purchase limit. Generally the 

single purchase limit is the micro-purchase threshold. The cumulative spending total of all CHs’ monthly purchases make up the billing cycle limit for the 

BO. Total monthly purchases may not exceed the billing cycle limit that is established in the Servicing Bank’s transaction authorization system. The 

CH’s monthly spending limits are modified by the RM in AXOL when operational circumstances warrant. The A/OPC is notified of the monthly spending 

limits change, approves the change, and forwards the change to the servicing bank.  
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

8.00 BDE BN        

Does the unit exceed the single purchase/monthly spending limit for the GPC? [DoD Purchase Card Policy] 

EVAL METH 

Inspect receipts, review CARE transaction log and transaction file. Verify funding document from budget office is on file and monetary allocation has not been exceeded. 

 

REFERENCE TEXT 

Army GPC SOP, 3-1. Making Purchase Transactions  

c. Purchase requirements exceeding the micro-purchase threshold must be referred to a contracting office for formal contracting action. Splitting 

requirements into smaller parts to avoid formal contracting procedures; competition requirements; or to keep spending limitat ions under the micro-

purchase threshold is prohibited. GPC micro-purchases should be distributed equitably among qualified suppliers, in accordance with FAR 

13.202(a)(1), with special consideration paid to supporting local, small, and small disadvantaged businesses. When purchasing from FSSs and BPAs, 

cardholders must review prices on at least three contracts/agreements unless it is a competitively awarded BPA and select the best value item for their 

requirements.  

 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 111 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

9.00 BDE BN       

Does the Cardholder obtain the pre-approval from his Approving/Certifying Officer/Billing Officer prior to making a purchase? [DoD Purchase Card Policy] 

EVAL METH 

There is adequate documentation demonstrating that Requirements were provided by someone other than the Cardholder. 

REFERENCE TEXT 

Army GPC SOP, 1-8. Program Organization, Roles and Responsibilities  e. Level 6 – Cardholder duties:  

(18) ensuring adequate funding is available prior to the purchase;  

(19) properly allocating the transactions to the proper line of accounting;  

(20) checking with the Property Book Officer to determine what is considered pilferable property to be recorded in the property control systems records or 

which items can be placed on a hand receipt;  

(21) ensuring all pilferable and other vulnerable property receipts are provided to the supporting Property Book Officer (PBO) within five working days to 

enable the PBO to establish accountability and asset-safeguarding controls by recording the asset in the property control system records;  
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

10.00 BDE BN       

Does the Cardholder obtain the pre-approval for mission requirements from the supervisor of the requestor prior to making a purchase? This certifies that requested item/s 

is/are mission essential. [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP, Appendix A: Best Practices ,6. Contingency Operations  

b. For Reserve Units and National Guard: Mobilizing Reservists may use their GPC once they arrive at the Mobilization (MOB) station. The reserve issued 

GPC shall no longer be used. The Reserve A/OPC will deactivate the mobilized soldier’s GPC account at this point, through temporary closure or termination. 

The gaining activity in the contingency operation area will determine if a soldier will require a GPC. If it is determined that the mobilized Reservist will require 

a GPC, the unit’s command will identify the FORSCOM home station responsible for its issuance. All GPC accounts (CH and BO) for mobilized Reservists will 

be managed by the FORSCOM home station installation A/OPC to which the contingency unit is assigned. Cards are to be used in theater for mission 

essential requirements only. The A/OPC will provide a GPC CH worksheet to assist the CH with contingency purchases.  

 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 113 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

11.00 BDE BN       

Is the Deputy Chief of Staff for Information Management (DCSIM) consulted before using GPC for Information Management Assets (IMA) and Information Technology (IT) 

Items? [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP, Pre-purchase approval - When required and identified by Army or local procedures, documentation showing authority has been obtained 

to purchase special-use items such as hazardous material or information technology.  

Computer Hardware, Enterprise Software and Solutions (CHESS) – The CHESS program is the Army's primary source for commercial information 

technology (IT) hardware and software. Memorandum signed by the Army CIO/G-6 and the Acting ASA (ALT), dated May 4, 2009 informed of the 

requirement to use CHESS for IT hardware and software purchases. The CHESS website is located at URL: 

https://chess.army.mil/ascp/commerce/disclaimer/disclaimer.jsp   
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

12.00 BDE BN    

 Does the Cardholder obtain the pre-approval for property accountability from Property Book Officer prior to making a purchase? [DoD Purchase Card Policy, AR 710-2, 

para 2-6l(2), 2-6m(2); OSAA SOP, pg 3-1-16, para 1-16c.] 

EVAL METH 

Review Billing Official's billing statement file to verify that accountable property is being reported to PBO for accountabil ity.  Check for requesting  procedures and 

documents. Verify training has been conducted within established timeframes and is current. 

 
REFERENCE TEXT 

Army GPC SOP  The Billing Official's responsibilities include, but are 

not limited to: (f) Notifying the Property Book Officer of all accountable 

property acquired. 

AR 710-2, 2-6. Requesting supplies.   l.  All supply requests will be 

submitted to the appropriate SSA. (2) An exception is local purchase, 

which will be used for items under $2,500 in extended price. Requests 

for nonexpendable and controlled material are processed through the 

PBO to the purchase cardholder, if under the cost of $2,500. 2-6m (2) 

The purchasing/ordering officer does not make local purchase without 

a written request. Within 5 days after the purchase(s), he or she 

furnishes the supporting PBO all purchase receipts/invoices for 

screening. The screening by the PBO is to determine the accounting 

requirements for the purchased property, such as nonexpendable or 

controlled (Requires property to be accounted for on property book 

records), durable (requires control when issued to the user) and 

expendable (no requirement to account for on property book records). 

Following applies to OSAA Activities: (1) Delegation of Authority from 

Ft Belvoir.  OSAA SOP, pg 3-1-16, para 1-16c. Each approving 

official must have the following documentation on file prior to 

conducting any GPC transaction: ▪ Delegation of Authority Letter from 

Ft. Belvoir CDCC; ▪ Defense Acquisition University (DAU) Continuous 

Learning Center (CLC) ▪ GPC Tutorial & Refresher Training 

Certificates (on-line biennial requirement); the DAU GPC Tutorial 

must be completed prior to assuming duties as a cardholder, billing 

official, or A/OPC.  DoD Government Purchase Card Refresher 

Training must be completed biennially thereafter; ▪ Signature Card 

(DD Form 577) authenticated by OSAA commander (the DD Form 

577 is required for billing officials only); ▪ Ethics Training Certificate 

(annual requirement conducted via Internet). 
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

13.00 BDE BN       

Is the unit purchasing and documenting items with the Government Purchase Card (GPC) IAW Army/DoD/OSAA policy, Federal Acquisition Regulation (FAR), and local 

policy? [DoD Purchase Card Policy] 

EVAL METH 

There is adequate documentation demonstrating the Cardholder made reasonable efforts to purchase from mandatory sources of supplies or services prior to ordering on 

the open market.  (See FAR Part 8) 

REFERENCE TEXT 

Army GPC SOP 
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

14.00 BDE BN       

Are all purchases entered in the C.A.R.E purchase log? [DoD Purchase Card Policy] 

EVAL METH 

Has the Cardholder completed a Purchase Log.  If the account is enabled for electronic certification and payment, the log should be completed in the approved electronic 

system (e.g., Card Issuing Bank EAS or Approved ERP). At a minimum, the Purchase Log included the following fields:  Date the item/service was ordered, Name of the 

requestor, Description of the item/service or general commodity code (e.g. office supplies), Merchant's name, Total dollar value of the transaction, Name of the recipient of 

the item/service, and the Date received. 

REFERENCE TEXT 

Army GPC SOP 
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M-GOVERNMENT PURCHASE CARD 
QUESTION 

15.00 BDE BN       

Does the Cardholder approve all transactions in C.A.R.E within three business days of end of cycle? [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 118 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

16.00 BDE BN       

Are the following documents on file with the Approving Official? 

Cardholder Certification of Training? 

 Does the Cardholder have a memo for Additional Duty Appointment available for review? (AR 715-xx, Chap 2-1.a) 

Approving Official Certificate of training? 

Approving Official orders from unit commander? [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 119 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

17.00 BDE BN       

Does the Cardholder document and maintain GPC transaction files? (GPC Request form, all receipts and supporting documentation to the signed statement of account) 

[DoD Purchase Card Policy] 

EVAL METH 

Detailed receipts/invoices were provided for each transaction. The Purchase Log item/service description for each transaction sufficiently describes what was purchased 

(i.e., any reader would understand what they bought.) 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 120 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

18.00 BDE BN       

Does the GPC purchase document have a signature from the requesting activity acknowledging receipt of items purchased? [DoD Purchase Card Policy] 

EVAL METH 

Proof of delivery, inspection and/or completion of performance is available for each transaction. If "Accountable Property" is purchased, independent acceptance was 

documented/confirmed by someone other than the Cardholder. For micro purchases, there is evidence the Cardholder provided the Accountable Property Officer with a list 

of accountable property purchased. Payment Cardholders with contracts containing Government-Furnished Property (GFP) have documented notification to the COR to 

notify the appropriate Property Book Office and the contractor to capture the GFP in WAWF for receipt by the contractor in WAWF.  

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 121 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

19.00 BDE BN       

 Is there any evidence of “split purchasing” being performed by the cardholder to stay within the micro purchase threshold? [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 122 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

20.00 BDE BN       

Have back-orders or partial deliveries been accepted from any order? [DoD Purchase Card Policy] 

EVAL METH 

No back orders were permitted.  All goods and services purchased were available for delivery and invoicing within 30 days of order. 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 123 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

21.00 BDE BN       

 Were there any, as in Appendix C/Section I  listed unauthorized purchases or improper purchases made by the Cardholder? [DoD Purchase Card Policy] 

EVAL METH 

The GPC was not used to pay for any unauthorized commitment. 

REFERENCE TEXT 

Army GPC SOP, Appendix C: Prohibited Purchases This section identifies transactions that are prohibited. CHs should first contact local authorities (e.g., 

the local judge advocate general attorney, resource manager, Level 3 or Level 4 A/OPC) prior to purchasing any items that seem questionable or may have 

the appearance of being inappropriate. Contact the Level 2 A/OPC through the ASAALT central mailbox for further guidance if necessary. The following list, 

which is not all-inclusive, identifies some services and supplies that are prohibited from purchase with the GPC (this list also applies to convenience checks):  



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 124 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

22.00 BDE BN       

Is each purchase supported with a request, sales receipt and invoice or memorandum of explanation? [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 125 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

23.00 BDE BN       

Is the approving/billing official reviewing the cardholder C.A.R.E. Transactions and Transaction Log and certifying the billing account statement within 5 days of the closing 

cycle date? [DoD Purchase Card Policy] [OSAA SOP, page 3-1-20, para 1-16k(2)] 

EVAL METH 

Review CARE certifying officer statement and cardholder transaction file. 

 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 126 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

24.00 BDE BN       

The Cardholder reconciles the statement of account by reviewing it for accuracy and comparing it with his/her purchase log entries. If the statement is not correct, did the 

Cardholder contact the merchant and request correction (Are copies of these actions available in writing; i.e. memo or e-mail)? [DoD Purchase Card Policy] 

EVAL METH 

The Cardholder statements are signed and dated by the Cardholder. 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 127 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

25.00 BDE BN       

Does the approving official and card holders approve/certify their accounts in a timely manner? [DoD Purchase Card Policy] 

EVAL METH 

The A/BO (or Certifying Officer) approved/signed their certification statements (invoices) within 5 business days of cycle end.  If not, note the number of months/cycles they 

were late. There are no previous balances due on the A/BO's statement, suggesting invoices were submitted to the payment office in a timely manner--

eliminating/minimizing prompt payment interest. 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 128 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

26.00 BDE BN       

 In the case that the merchant is not cooperating, did the Cardholder dispute the incorrect transaction? [DoD Purchase Card Policy] 

EVAL METH 

The Cardholder disputed unauthorized charges with the commercial bank provider within 60 calendar days from the date of the billing statement. 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 129 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

27.00 BDE BN       

 Does the cardholder resolve invalid transactions with vendors and track any purchases billed but not received (Are copies of these actions available in writing; i.e. memo 

or e-mail)? [DoD Purchase Card Policy] 

EVAL METH 

There is evidence the Cardholder tracked all disputed charges to resolution. 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 130 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

28.00 BDE BN       

Has an adjusted government tax charge been applied to all purchases? [DoD Purchase Card Policy] 

EVAL METH 

The Cardholder did not pay any U.S. State Taxes.   

Note:  Cardholder's should check the GSA website: <https://smartpay.gsa.gov/about-gsa-smartpay/tax-information/state-response-letter> to verify if the merchant/vendor in 

the state they are purchasing from is tax exempt.  See DPAP FAQs at http://www.acq.osd.mil/dpap/pdi/pc/index.html for more information. 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 131 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

29.00 BDE BN       

The disputes shall be filed, using a Cardholder Statement of Questioned Items (CSQI) within 60 days of the cycle end date in which the transaction appeared. Has this 

been done? [DoD Purchase Card Policy] 

EVAL METH 

Verify procedures that the Cardholder contacted the card issuing bank about any transaction they suspect are fraudulent (e.g., charges from unidentified merchants).   

Note:  The Bank is responsible for fraud investigations; if fraud is suspected, Cardholders should not investigate on their own.  However, the Cardholder should contact the 

merchant/vendor to resolve unrecognized/inappropriate charges (e.g., charges from a merchant/vendor they recognize on a date for an amount they don't recall) to resolve 

the charge. 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 132 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

30.00 BDE BN       

Are receipts for nonexpendable items (DD Form 250, DD Form 1348-1, etc.) and change documents (DA Form 3161) being prepared and forwarded to the OSAA PBO 

within 48 hours of receipt? [DoD Purchase Card Policy] 

EVAL METH 

Inspect unit copies of receipts and change documents. Verify with PBO that copies are on file at the property book office. 

 

REFERENCE TEXT 

Army GPC SOP, 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 133 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

31.00 BDE BN       

Has the unit established security procedures for safeguarding the credit card? [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP, Appendix A: Best Practices , 3. Card Security  CHs must take appropriate precautions comparable to those taken to secure personal 

checks, credit cards, or cash. CHs must maintain physical security of the card to preclude compromise. The card should never be surrendered unless it is 

going to be cancelled. Additionally, the account number should not be released to other than the vendor processing the transaction. The card is not to be 

used as a company card (e.g. if the CH is to be away, someone in the office, who is not the authorized CH, borrows the CH card and makes purchases using 

the card). This is prohibited. Only the CHs can make purchases using their GPC. 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 134 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

32.00 BDE BN       

 Does the cardholder allow anyone else (i.e. Approving Official) to use his/her card to make purchases? [DoD Purchase Card Policy] 

EVAL METH 

Based on the review, the Cardholder is the only individual who used the GPC card, account number or signed a convenience check to process transactions or payments. 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 135 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

33.00 BDE BN       

Did the Cardholder receive the required annual Government Purchase Card (GPC) training/refresher training and obtain the required certificate? NOTE: The Cardholder 

who fails to complete annual refresher training shall have his/her GPC account suspended until refresher training is completed. [DoD Purchase Card Policy] 

Date of certification ____________________________. 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 136 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

34.00 BDE BN       

Did the Cardholder complete the mandatory web-based Defense Acquisition University (DAU DoD GPC Tutorial training? [DoD Purchase Card Policy] 

Date of certification ____________________________. 

EVAL METH 

The A/BO, Alternate A/BO(s), and Cardholder(s) completed Annual Ethics training. The A/BO, Alternate A/BO(s), and Cardholder(s) completed DoD GPC Refresher 

Training every two years.  

REFERENCE TEXT 

Army GPC SOP 



UNCLASSIFIED 

UNCLASSIFIED 15 July 2013 LOGISTICS 137 

Command Supply Discipline Program 

 

M-GOVERNMENT PURCHASE CARD 
QUESTION 

35.00 BDE BN       

Does the Cardholder have Account Set-Up showing single and 30-days purchase limits? [DoD Purchase Card Policy] 

EVAL METH 

Review GPC files ensuring receipts are on file. Verify receipt amount agrees with CARE Transaction file. Verify no taxes were paid. Check for appropriate waivers when 

items are purchased from vendors not on mandatory list.   Ensure all transactions are entered in CARE Transaction Log upon placing order. 

 

REFERENCE TEXT 

Army GPC SOP 


