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SECTION I:  GENERAL 
1.  PURPOSE:  To establish a set of standards and procedures to follow in the area of Unit Supply Operations. 

2.  POLICY:  Supply procedures and policies will be IAW the references listed in Section XX and this SOP. 


a.  Unit Commander/Property Book Officer, and Unit Supply Personnel will use the references in Section XX and this SOP as guidance for all supply operations. 

b. Deviations from existing regulations or this SOP are not authorized unless the Company Commander gives approval. 
3. SCOPE:  Supply operations that are of a concern to personnel and sections of this unit will be contained herein. 

4. Support Activity Telephone Numbers:

a. SSA- SSG THOMAS/ 353-1901
b. CIPBO- AL ARAGON/ 361-7796
c. PBO- W01 REESE/361-1872, 1877, 1824, 1874
d. DOL- RAY (RECEIVING)/361-7185 AND DEE OR STAN (TURN IN)/361-6177
e. CIF- AaRON MAJORS/ 361-6479

f. IMF- TIM BILLUPS/ 353-1631, 1639, 1695, 1635, 1633
g. FMO- 361-6002
h. FUEL POINT- TEDDY MATTOON/ 353-2662  

i. TISA- MR. GARY J. ROSYNEK/ 353-6268 OR 353-6869
SECTION II:  PROPERTY RESPONSIBILITY/ACCOUNTABILITY
1.  Responsibility:  It is imperative that some individual be responsible at all times for the care and safekeeping of property.  A receipt for property is true evidence of property responsibility.  However, any individual, regardless of whether he or she has signed a receipt, may incur responsibility for the care and custody of property.  This responsibility may be based on possession of the property or the scope of the individual's employment or duty.  Specific responsibilities are listed in AR 735-5, and provide a brief outline of responsibilities of commanders, supervisors, and hand receipt holders.  The following definitions are provided for clarification pertaining to responsibility. 


a.  Responsible Individual:  An individual who has signed a hand receipt or has been entrusted with property for temporary use.  Direct and command responsibility are defined and explained in AR 735-5.


b.  AR 735-5, and (enter MUSARC Regulation) prescribes the accounting procedures to be used when DA property is damaged, lost, or otherwise rendered unserviceable through causes other than fair wear and tear, or is destroyed.

2.  Property Accountability (Supply Discipline):  The commander/supervisor will enforce supply discipline and make the Command Supply Discipline Program a success.  Supply discipline through out the supply system is emphasized by education, training, supervision and prompt initiation of adjustment document, as needed.

3.  Adjustment Where Liability is Admitted:


a.  Statement of Charges:  May be used by anyone (Officers, Warrant  Officers, Enlisted Personnel, and Civilian Personnel, when the charge does not exceed one month's active duty base pay).  Preparation of DD Form  362 is IAW AR 735-5.


b.  Cash Collection Voucher:  May be used by anyone when liability is  admitted and the charge does not exceed one month's base active duty pay and the individual wishes to pay cash (Check or money order only) for the item(s).  Preparation of DD Form 1131 is IAW AR 735-5.

4.  Relief from Property Responsibility:  In any case, when property is lost, damaged, or destroyed by causes other than fair wear and tear in the service, administrative action will be taken according to AR 735-5 to determine the facts concerning the loss and the amount of lost to the United States Government.  Relief from property responsibility, if property loss or unserviceability occurs, can be obtained by the following actions: 


a.  Administrative Adjustment Report (AAR):


(1)  DA Form 4949 will be used only to make adjustments for:



(a)  Discrepancies in makes, models, or sizes.



(b)  DA directed NSN changes.



(c)  Unit of issue changes that affect the balance on hand.



(d)  Department of the Army directed accountability code changes.



(e)  End items assembly and disassembly by components.



(f)  Consumption of class I, II III, or V Basic Loads.



(2)  Minor property record corrections will be accomplished IAW (enter MUSARC Regulation) and DA PAM 710-2-1.


b.  Report of Survey DA Form 4697:  Whenever there is doubt as to which procedure should be employed, a Report of Survey, DA Form 4697, will be  prepared, IAW (MUSARC Regulation) and AR 735-5.

5.  CSDP Responsibility:  Command Supply Discipline Program is a compilation of existing regulatory requirements and will be implemented by the commander, supervisors, and managers in order to standardize supply discipline throughout this command.


a.  The Unit Commander, Immediate Supervisors, and the Supply Sgt will review the requirements list within the CSDP (AR 710-2, App B) and Higher Headquarters' CSDP checklist for familiarization.


b.  The Unit Commander and Immediate Supervisors will ensure that applicable requirements listed in AR 710-2, Table B-1 and B-2, and any additional requirements from Higher Headquarters are complied with.


c.  Immediate supervisors and managers will report through command channels, any applicable requirements that can not be completed.

SECTION III:  DUTIES AND RESPONSIBILITY
1.  Company Commander:  The company commander is responsible for the overall operations of supply management and the personnel involved.  Specific responsibilities are listed in Table B-1, AR 710-2 and Chapter 2, AR 735-5 in  addition to the following:


a.  Supervise and/or conduct inventories as required by AR 710-2 and (enter MUSARC Reg/SOP). 


b.  As a minimum, conducts inspections/inventories of unit property, to include components of set, kits, outfits, basic issue items, and additional authorized items on an eighteen month cycle.


c.  Ensure that all authorized equipment and supplies are on hand or on requisition.


d.  Ensure that all equipment is accounted for and the location of equipment is known. 


e.  Ensure that unauthorized property has been identified to the next higher headquarters for turn in or redistribution.


f.  Ensure that the supply room and storage areas are maintained in a neat and orderly manner.


g.  Ensure that all unit property is properly hand/subhand receipted to the appropriate user/level. 


h.  Initiate measures to account for lost, damaged or destroyed property IAW AR 735-5. 


i.  Ensure that all supply personnel are fully qualified and properly trained in their assigned MOS. 

2.  Property Book Officer:  The PBO is responsible for maintaining a formal set of property records and is accountable for all property listed on property records.  He/she is further responsible for ensuring that all property is hand receipted to the sections or individuals using it and ensuring that all required inventories are accomplished in a timely manner.

3.  Supply Sergeant:  The unit supply sergeant is the senior enlisted soldier assigned to the supply room and as a minimum is responsible for the following: 


a.  Assist the Commander/Property Book Officer in carrying out duties as prescribed above. 


b.  Requisition expendable and nonexpendable supplies for the unit and maintain the document registers.  The PLL Clerk(s) is(are) responsible for the  maintenance of the PLL document register(s).


c.  Prepare and maintain clothing records and reports pertaining to logistical activities for the unit.


d.  Issue, store, and maintain supplies in the supply room and arms vault.


e.  Prepare hand receipts for issue and turn in of supplies and property between the company, sections and individuals. 


f.  Maintain the supply room and constantly look for methods to improve the supply operation.


g.  Train supply personnel IAW the appropriate soldiers manuals and OSMS.


h.  Monitor the monthly DA Form 1379 for unsatisfactory participants to ensure 100% recovery of unit equipment.


i.  Ensure that all supply personnel are trained on those tasks that supports this unit's METL.

4.  Supply Clerk/Armorer:  The supply clerk/armor will assist the supply sergeant with his assigned duties.  The supply clerk/armorer is responsible, as a minimum, for the following:


a.  Assist the commander by insuring that all monthly physical counts and quarterly inventories of weapons, by serial number, are conducted IAW AR 710-2, table 2-1. 


b.  Repair or adjust all malfunctions of the unit's weapons within his authority.


c.  Maintain DD Form 314(s) and ensure that all scheduled maintenance, as prescribed in the Maintenance Update and this unit's Maintenance SOP, is completed in a timely manner..


d.  Issue weapons to individuals in the unit using weapons cards.  Maintain proper accountability for and inspect weapons for cleanliness when they are returned to arms room.


e.  Maintain weapons register and prepare weapons card when newly assigned personnel in-process. 


f.  Instruct individuals on the proper cleaning and operator maintenance of weapons. 


g.  Prepare and maintain clothing records and associated documents.


h.  Issue individual and organizational clothing and equipment to individuals in the unit and process documents for the proper turn in of  equipment.

SECTION IV:  SUPPLY ROOM OPERATIONS
1.  Supply Channels:  All supply transactions and requisitions must be approved by (indicate approval authority, i.e., commander, next high headquarters, MUSARC).  Requests for personal military clothing and expendable supplies (SSSC) are the only exceptions to the above direction.  Personal clothing will be ordered and turned in IAW AR 700-84 and (MUSARC Reg/SOP). 

2.  Appearance:  The unit supply room will be neat and orderly at all times.  This element will be an item of concern during all staff visits, CSDP evaluations, and command inspections.

3.  Safety:  Flammable materiels will NOT be stored in the unit supply room at any time.  All paints and other flammable materiel will be stored in fireproof containers IAW fire and safety regulations.  The supply room will have an operable fire extinguisher on hand within the supply room at all times.

4.  Security:  Security of weapons and other items stored within the supply/arms room will continuously receive command attention.  Weapons and ammunition will be stored in accordance with the provisions outlined in AR 190-11 and AR 190-51 and directives from (enter MUSARC).

5.  Storage:  All items in the supply room will be stored in an orderly fashion in accordance with appropriate technical manuals, loading plans or storage plans, and will be tagged or identified as appropriate.  OCIE will be stored IAW (enter MUSARC Reg/SOP).  Expendable supplies will be secured in a locked cabinet, container, or room.

6.  Supply Economy:  Supply personnel will stress the conservation of all supplies and equipment to ensure that only the proper item in the necessary amount is used to accomplish a given task.  Supply economy will be stressed throughout all unit training activities.

7.  In-processing Procedures for Newly Assigned Personnel:


a.  The Unit First Sergeant, Unit Clerk, or Unit Administrator, will notify the supply section when a new individual has been assigned.  A copy of the unit DA Form 1379 will be provided to unit supply personnel on a monthly basis.


b.  A clothing record folder will be prepared with the individual's name. The label will be prepared as follows:

710-2g. DOE, JOHN J.
The forms listed below will be completed with the individual's name and all  other pertinent information.  The folder will then be filed in alphabetical sequence with the other personal clothing records.  (* DENOTES ENLISTED RECORDS ONLY)



(1)  *DA Form 4886, Issue-In-Kind-Personal Clothing Record - Enlisted Men/ Women.



(2)  *DA Form 3078 (Personnel Clothing Request) or Machine printout equivalent of this form.



(3)  DA 3645 or 3645-1 (Organizational Clothing and Individual Equipment ).



(4)  *Annual Statement - Personal Clothing Statement for E5 thru E9



(5)  Supporting Documents for Turn in/Issue of personal clothing.


c.  When a new member comes to the supply room for in-processing, a personal clothing showdown will be conducted.  All items not previously issued will be placed on requisition.  Those items short that were issued will be replaced at the individual's own expense or actions will be taken IAW AR 735-5.


d.  USAR members who enlist more than 60 days prior to IADT may be issued one complete battle dress uniform IAW AR 700-84.  Personal clothing issued to recruits prior to IADT must be recorded on DA Form 4886.  When personnel are ordered to IADT, they will be required to take all issued personal clothing to the training site.  They are also required to have a copy of their personal clothing record.  The original signed clothing record will remain in the unit.  A reproduced copy of this record will be placed in the service member's MPRJ for forwarding to the IADT station.  IAW with AR 700-84, each service member's orders will be annotated by the unit as to whether any personal clothing has been issued.  The unit commander or his authorized representative will authenticate the applicable statement.


e.  The nonprior service (NPS) member will be thoroughly briefed on clothing procedures discussed above and his/her responsibility prior to departure for IADT.


f.  Organizational clothing/equipment will not be issued to a NPS member until after the individual returns from basic training IAW (enter MUSARC Reg/SOP).


g.  When organizational equipment is issued to a new unit member, the individual will be given the basic issue, plus any additional items authorized by duty MOS.  (If unit does not have or use wall lockers for OCIE storage, the issued duffel bag will be secured with a lock provided by the supply room.)  (An anti-pilferage seal may be used in the interim until a lock can be provided.  If anti-pilferage seals are used, a control log will be utilized.)  The locked duffel bag will then be stored in the supply cage or storage room, utilizing the duffel bag system.  (Briefly outline the units duffel bag storage system.  The following is one system that could be used.)



(1)  The individual will be issued a DA Form 3749, Equipment Receipt Card, with an assigned number.  The number should be the same as the weapon and  protective mask assigned to the individual.



(2)  The supply SGT will provide a lock for the issued OCIE duffel bag.



(3)  The duffel bag will be stored in a secure storage area, in numerical sequence, and only removed when required for training purposes.



(4)  When the individual is in possession of his/her OCIE equipment card, the duffel bag will be stored in the supply room.



(5)  When the supply sergeant is in possession of the individual's OCIE equipment  card, the duffel bag will be in the possession of the person signed for the OCIE.


h.  OCIE will be issued and signed for on DA Form 3645/3645-1 which will be annotated with the items/quantities issued.  The individual will sign and date the issue column.  There will be no strike overs, white out, or erasure marks on this form.  If an error is made, the balance will be carried over to the next column and the individual will again sign and enter the date.


i.  No OCIE will be stored at the soldiers home unless written approval has be received from the USARC.

8.  Out-Processing Procedures for Departing (ETS, Transfer,Etc.,) Personnel:


a.  The First Sergeant, unit clerk, or unit administrator will notify the supply section prior to a unit member's departure from the unit, along with the type of release, i.e. ETS, Transfer, etc..  This should be accomplished while unit member is still in pay status.


b.  The supply section will notify the departing soldier to return all organization equipment to the supply section.  Hand receipts and DA Form 3645/3645-1 will be annotated with equipment the individual has not turned in.  The soldier will then sign for any equipment not turned in.  Any equipment shortages will be accounted IAW AR 735-5, Chapters 12 and 13..  The individual's signature will be obtained on these documents.  If the individual locates any or all of the missing equipment after adjustment documents have been initiated, the adjustment documents will be adjusted as needed.


c.  The Weapons Card and Protective Mask Card will also be turned in by out-processing personnel, after supply personnel have verified that the soldiers weapon and protective mask are in the arms vault and NBC storage room.


d.  The supply clearance form will be signed by the supply sergeant.  A copy will be provided to the individual and the orderly room.  The original clearance form will be maintained on file within the unit supply for two years IAW (enter MUSARC Reg/SOP).
SECTION V:  PROPERTY ACCOUNTABILITY

1.  Property Book Procedures:  Property books (manual or automated) will be established and maintained IAW AR 710-2, DA PAM 710-21, ADSM 18-L18-ALV-ZZZ-EM and (enter MUSARC Reg/SOP).  Upon receipt of a new MTOE/TDA, or other DA approved authorization document, the property book will be reconciled with the document(s) to ensure that all equipment is on hand or on a valid requisition.  Annually the PBO will reconcile all property listed on DA Forms 3328 with authorization documents and provide a statement to the commander that the reconciliation has been accomplished.  The commander will acknowledge the reconciliation, in writing, and file a copy in the front of the property book.

2.  Document Registers: 


a.  Document registers will be established and maintained on a (enter calendar or fiscal, which ever the PBO determines) year basis IAW AR 710-2, DA PAM 710-2-1 and (enter MUSARC Reg/SOP).


b.  The PBO will designate, by memorandum, those sections authorized to request expendable and durable supplies and the blocks of document numbers to be assigned to those requisitions IAW DA PAM 710-2-1. 

3.  Hand Receipt/Annex Files:


a.  Hand receipts will be maintained IAW AR 710-2, DA PAM 710-2-1, (enter MUSARC Reg/SOP).  Hand Receipts will be signed by the supervisor of the section.  Equipment will be subhand receipted to the user level. 


b.  Shortage Annex:  Identifies the components short for an end item at the PBO/supervisory level.  Shortage annexes will be prepared and maintained IAW DA PAM 710-2-1. 


c.  Component Hand Receipt:  A listing of components actually issued to the user.  When preprinted component hand receipts are available their use is mandatory.  Component hand receipts will be initiated and maintained IAW Chapter 6, DA Pam 710-2-1

4.  Notice of Delegation of Authority:


a.  Notice of Delegation of Authority Request/Receipt for Supplies (DA Form 1687) or DA Form 5977 when used, will be maintained IAW DA PAM 710-2-1 and (enter MUSARC Reg/SOP).  When DA Forms 5977 are used, they will be controlled and accounted for on a DA Form 5978 (Control Form).


b.  DA Forms 5978 (Control Form) will be treated with the same sensitivity as keys.


c.  The original DA Form 1687/5977, along with a copy of the Assumption of Command, will be distributed as follows, with the unit retaining a copy of all logistical DA Form 1687s in the supply files:



(1)  Central Receiving & Turn-In Point, (Support Installation)


(2)  Reserve Component Branch, (Support Installation)


(3)  TISA, (Support Installation)


(4)  Post Laundry, (Support Installation)


(5)  Vehicle Processing, (Support Installation)


(7)  ECS. #__________________.



(8)  Maintenance Division DOL, (Support Installation).



(9)  TASC, (Support Installation)

d.  A current DA Form 7000 will be on filed at (enter support installation) Army Military Clothing Sales Store.

5.  Excess Management:  All excess equipment will be reported thru command channels to (enter MUSARC).  This unit will keep a suspense copy until turn in action has been accomplished.


a.  When excess occurs due to an MTOE/TDA change, it will be reported immediately, to the next higher headquarters, but NLT 60 days prior to the effective date of the change. 


b.  When excess occurs as a result of an SC change, the excess will be reported to the next higher headquarters immediately and annotated as such.

6.  Inventories:


a.  Inventories will be conducted IAW TABLE 2-1, AR 710-2; DA PAM 710-2-1, AR 735-5 and (enter MUSARC Reg/SOP).


b.  The following types of inventories will be conducted by this unit:



(1)  Receipt and Issue of Property -  When property is picked up at the SSA it will be inventoried immediately.  Count all items to ensure the quantity received agrees with the quantity recorded on the receipt document.  Immediately report any differences to the SSA issue clerk for corrections.  Do not sign for any items that have not been accounted for.  When equipment/supplies are received by commercial carrier at the USAR center, all cartons will be inspected for damage.  Any damage will be noted on the carriers bill of lading.  Within 24 hours after receipt the property will be inventoried and any discrepancies noted on the receipt documents and a report of discrepancy in shipment will be initiated immediately IAW AR 55-38.  All receipt documents will be forwarded to the SSA within 30 days.



(2)  Change of Command/Responsible Officer Inventory -  All property not issued on a valid hand receipt will be inventoried. The inventory will be conducted within 30 days prior to effective date of assumption of duties.  All actions taken will be IAW  AR 710-2, para 2-12i, DA Pam 710-2-1, para 9-5.2 and AR 735-5.



(3)  Change of Hand Receipt Holder -  A joint inventory will be conducted of all property listed on the hand receipt before the new hand receipt holder assumes responsibility for the property.  The inventory will be conducted IAW DA PAM 710-2-1, para 9-5.1.



(4)  PHRH Inventory  - This inventory will be conducted as directed by the PBO.



(a)  All unit property will be inventoried within an 18 month window, as determined by the date the commander assumed command of the unit or the date of the last inventory.  After completion of the inventory, an informal memorandum will be prepared stating a 100% inventory of the unit's property was completed.  A copy of the informal memorandum will be provided to (enter next Higher HQs) IAW DA Pam 710-2-1.



(b)  Cyclic - Cyclic inventories are conducted in lieu of the 18 month PHRH inventory.  18% of the unit's property will be physically inventoried each quarter, with the LIN numbers identified for each quarter on a memorandum by the PBO.  Each hand receipt holder will be notified as to when and how the inventory is to be conducted.  The cyclic inventories will be conducted IAW DA Pam 710-2-1, para 9-7. 



(5)  Quarterly Sensitive Item - The PHRH/unit commander will ensure the conduct of an inventory of all sensitive, explosive and hazardous items (except weapons and ammunition) on a quarterly basis.  The results of the inventory will be recorded on an informal memorandum signed by the PHRH/commander IAW DA Pam 710-2-1, para 9-10.



(6)  Quarterly Weapons Inventory - A serial number inventory will be conducted on a quarterly basis (at a minimum) by the PHRH/unit commander or his designated representative which may be an NCO, WO, Officer, or DOD civilian. The same person will not conduct the inventory in consecutive quarters. The individual conducting the inventory will certify that the serial numbers listed on the preprinted memorandum correspond with the property book. The completed memorandum will be signed by the person conducting the inventory.  The unit armor will NOT conduct this inventory.  This inventory will be conducted IAW DA Pam 710-2-1, para 9-11b.  Discrepancies will be reported IAW AR 735-5 and AR 190-11.



(7)  Monthly Weapons Inventory - A physical count of all units weapons will be conducted monthly.  The inventory will be completed per DA PAM 710-2-1.



(8)  Monthly Ammunition Inventory - A lot number inventory of ammunition will be conducted on a monthly basis by the PHRH/unit commander or his designated representative. The same person will not conduct the inventory on consecutive months.  This inventory will be conducted IAW DA Pam 710-2-1, para 9-11b.



(9)  Command Directed Inventory -  These will be conducted as prescribed by directives from this unit's higher headquarters, or the unit commander/PBO.



(10)  Change of Custody of Arms Storage Facility Keys Inventory - When the responsibility for the custody of the arms storage facility keys is transferred between authorized persons, both parties will conduct a physical count of all weapons and ammunition.  The results of the inventory will be recorded on DA Form 2062, IAW DA PAM 710-2-1, para 9-11a.



(11)  Annual Personal Clothing Inventory/Inspection-  Each enlisted soldier, grades E1 through E9, is required to have a showdown inspection/inventory of personal clothing, as issued on DA Form 4886, at least once a year.  The showdown inspection/inventory will be conducted by the commander or his/her designated representative(s).  Soldiers in grades E5 through E9, when authorized, in writing, by the commander, may provide a statement that their personal clothing items are in the quantities reflected on their DA Form 4886 and are in a serviceable condition (IAW AR 670), IAW AR 700-84, para 14-5.

SECTION VI:  REQUISITIONING POLICIES AND PROCEDURES 
1.  Policies:  Requisitions will be submitted for all authorized supplies and equipment IAW the policies established in (enter MUSARC Reg/SOP).

2.  Authority to Temporarily Defer Requisitions:  Requests to defer requisitions will be submitted IAW (enter MUSARC Reg/SOP).

3.  Requisitioning Procedures:


a.  All requests for supplies and equipment, MTOE/TDA and CTA, except those specifically identified below, will be prepared IAW (enter MUSARC Reg/SOP) and TM 38-LO3-19 or the SOP/Supply Manual of the supporting SSA, and forwarded through headquarters (enter MUSARC), for editing and approval.


(1)  Requests for Class III and Class IX items will be forwarded to the (enter supply support activity).  Repair parts are determined by the appropriate Technical Manual (TM) and by a (9) in the SC/MC block of the monthly Army Master Data File (AMDF).


(2)  Requisitions for personal clothing and individual equipment will be submitted IAW AR 700-84, AR 710-2, DA Pam 710-2-1, (enter MUSARC Reg/SOP), and the following procedures:



(a)  Personal clothing will be ordered on DA Form 3078 on a by name, social security number, and rank basis ONLY.  The DA Form 3078 will be approved by the commander or his designated officer/warrant officer representative(s).  These requests will be submitted to the Army Military Clothing Sales Store at (enter location).



(b)  Maternity uniforms are authorized for female soldiers whose condition becomes obvious in a normal fitted uniform.  The individual must provide a doctor's certificate of pregnancy.



(c)  Army Green maternity uniform - This uniform will be requested on SF 1034 for enlisted female soldiers.  Finance and accounting will provide the individual with the cash funds; the individual will then procure the uniform at Army Military Clothing Sales Store within 30 days.  The purchase receipt will be attached to the SF 1034 and retained in the individual's file for a three year period. The uniform will not be posted to DA Form 4886.  However, the soldier is required to maintain the maternity uniform in a serviceable condition for three years.



(d)  Camouflage maternity uniform - At the discretion of the commander, the female soldier may also be issued the camouflage maternity uniform.  These items will be requested on DA Form 2765-1 on a by name basis.  A copy of the doctor's certificate will accompany each DA Form 2765-1.  The camouflage maternity uniform will be accounted for on the unit's property records and is issued to the soldier using DA Form 3645/3645-1 IAW DA Pam 710-2-1. Upon termination of the pregnancy, this uniform will be turned back in to the supply system.



(3)  Name plates and name tapes can be obtained through normal supply channels using DA Form

2765-or DD Form 1348-6 IAW (enter MUSARC Reg/SOP).



(4)  Requisitions for all medical supplies and equipment (identified by a code C in MAT CAT column of AMDF) will be submitted IAW AR 710-2, AR 40-61, and (enter MUSARC Reg/SOP).

b.  Requisitioning, turn-in or lateral transfer of tools, sets, kits, outfits, and like equipment will be accomplished IAW AR 710-2 and (enter MUSARC Reg/SOP).  Shortages of hand tools and tool components to sets, kits and outfits will be identified and/or accounted for IAW AR 710-2, DA Pam 710-2-1 and (enter MUSARC Reg/SOP).


c.  CTA 50-900 organizational clothing and equipment will be requisitioned on DA Form 2765-1 or DD Form 1348-6 IAW AR 710-2, DA Pam 710-2-1 and (enter MUSARC Reg/SOP).

SECTION VII:  POL MANAGEMENT
1.  Credit Cards:  Signature control of credit cards will be maintained at all times utilizing DA Form 5830-R.  Credit cards and other negotiable media will be secured in a safe with limited access.  Negotiable media, to include credit cards, will be inventoried a minimum of once quarterly by the unit commander or his designated representative.  In addition steps to ensure proper control and accountability are:


a.  No credit card will be issued to an individual or vehicle on a permanent basis.


b.  Credit cards will not be used within a 25 mile radius of a government facility that has a fuel facility.


c.  Credit cards are not to be used at full service pumps at any time.


d.  The user will ensure that the receipt includes, as a minimum, all of the following information:



(1)  Where and when purchase was made.



(2)  What was purchased and how much was paid.



(3)  Vehicle ID number and purchasing driver's signature.

2.  POL Report:A POL report will be submitted monthly from unit level thru command channels to  arrive at (enter MUSARC HQ) no later than the 20th of each month.  The report will cover the period from the 1st through the end of the reporting month.

3.  POL Management:  Guidance for POL management is outlined in (enter MUSARC Reg/SOP) and this unit's POL SOP.

SECTION VIII:  TURN-IN/LATERAL TRANSFER PROCEDURES
1.  Turn In/Lateral Transfer:  Requests for turn in or lateral transfers will be submitted IAW AR 710-2 and (enter MUSARC Reg/SOP).

2.  Personal Clothing:  Turn ins of personal clothing will be accomplished IAW AR 700-84 and (enter MUSARC Reg/SOP).

3.  Directed Lateral Transfers:  Equipment directed for lateral transfer will be accomplished by the given suspense on DA Form 3161 IAW DA PAM 710-2-1, USARC Directives, and (enter MUSARC Reg/SOP).

SECTION IX:  DUE-IN SUSPENSE FILE
A due-in suspense file will be established IAW AR 710-2, DA PAM 710-2-1, and (enter MUSARC Reg/SOP).  Requests for follow-up, cancellation, modification, and reconciliation will be IAW AR 710-2; DA PAM 710-2-1; TM 38-LO3-19, and (enter MUSARC Reg/SOP).

SECTION X:  DUE-OUT RECONCILIATION
1.  Due-Out Reconciliation Listing:  Upon receipt of the tops-down due-out reconciliation package (Quarterly), the customer will compare unit/activity due-in records with the due-out reconciliation listing/microfiche and take action IAW TM 38-LO3-19 and reply to (enter the supporting installation's Customer Support Activity) by the indicated suspense date.  The DIC AP1 card must be returned to the Customer Support Activity to ensure timely updating of the reconciliation package.

2.  Distribution of Annotated Listing:  A copy of the due-out reconciliation listing/microfiche will be retained by the  unit.  The due-out reconciliation listing, that is returned to the SSA, will be completed IAW Customer Support Activity directions and (enter MUSARC Reg/SOP). 

SECTION XI:  UNFUNDED RECONCILIATION

On a monthly basis (enter MUSARC) will send a complete listing of all requisitions being maintained in an unfunded status for validation by the unit and/or activity.  This listing will be screened against the unit document register and authorization documents (MTOE, TDA and CTA) to determine if the need for the item(s) is still valid.  After validity has been established the listing will be annotated and returned as directed by (enter MUSARC Reg/SOP).

SECTION XII:  CONTINUING BALANCE SYSTEM EXPANDED (CBS-X)
1.  References:

a.  DA Circular 710-83-1, Dated 1 Nov. 83.  (CBS-X Equipment Control Program) 


b.  DA Circular 710-83-2, Dated 15 Nov. 83.  (Manual Procedures CBS-X)


c.  FORSCOM Pamphlet No. 700-4. (CBS-X)


d.  AR 710-2. Supply Policy Below the Wholesale Level.


e.  AR 710-3, Asset Transaction Reporting System.


f.  AR 735-5, Accounting for Lost, Damaged, and Destroyed Property.


g.  DA PAM 710-2-1, Using Unit Supply System Manual Procedures.

2.  Reporting Requirements:  The CBS-X is the official Army asset reporting system position for RICC 2  MTOE/TDA/CTA items.  Report requirements will be IAW the above references and (enter MUSARC Reg/SOP).

3.  Manual Transactions Reporting:  A copy of all manual transactions that affect the balance of a RICC 2 MTOE/TDA/CTA item will be submitted to the Central Collection Activity (CCA) at (enter address of the supporting CCA) within 15 days of the action.  The transactions will be posted with "Date sent to CCA" and the Julian date.


a.  Examples of manual transactions are as follows:



(1)  Administrative Adjustment Report (DA Form 4949)



(2)  Statement of Charges (DD Form 362)



(3)  Cash Collection Voucher (DD Form 1131)



(4)  Lateral Transfer (DA Form 3161)



(5)  Substitute Status Change (DA Form 4708)



(6)  Financial Liability Investigation of Property Loss  (DD Form 200)



(7)  Turn-in (DA Form 2765-1 or DD Form 1348-1)



(8)  Found On Installation (DA Form 2765-1)


b.  A copy of the posted transaction will be maintained in the unit supply files.

SECTION XIII:  EQUIPMENT CONCENTRATION SITE (ECS)
1.  Procedures:  Placement, withdrawal and loan of equipment from ECS # (enter ECS number) will be IAW USARC directives and (enter MUSARC Reg/SOP).

2.  Inventory, 18 Month:  The commander is required to inventory all items stored at the ECS on an annual basis.  Coordination for an inventory date will be made directly with the warehouse foreman.  Upon completion of the inventory, ECS will provide an inventory certification letter which will be filed with the ECS hand receipt.  A copy of the letter will also be attached to the current 18 month/cyclic inventory.

SECTION XIV:  AMMUNITION
1.  Requisitions:  Ammunition requisitions will be submitted NLT 60 days prior to the required training date IAW AR 710-2, and (MUSARC) guidance.  Requisitions will not exceed the amount forecasted on the yearly ammunition forecast.

2.  Storage and Accountability:  Storage and accountability of small arms ammunition will be IAW AR 710-2, AR 190-11.

SECTION XV:  SERIAL NUMBER CONTROL OF SMALL ARMS & ASSET REPORTING
1.  Records:  The property book officer will maintain a separate record of serial numbers of small arms  in addition to the listing of serial numbers in the property book.

2.  Department of Defense Small Arms Serialization Program (DODSASP):  The DODSASP is the current system for control of weapons.  This report will be accomplished IAW AR 710-2, AR 710-3 and (enter MUSARC Reg/SOP).

3. Controlled Cryptographic Item Serialization Program (CCISP):  The CCISP is the system used to control CCI equipment. This report will be accomplished IAW AR 710-2, AR 710-3, and (enter Support Installation) CCISSO directives.

4. Radiation Testing and Tracking System (RATTS):  The RATTS is the system used to control chemical detection equipment and will be accomplished IAW AR 710-2, AR 710-3 and the (enter Support Installation) Cell Serialization Surety Office (CSSO). 

SECTION XVI:  SUPPLY TRAINING
1.  MOS Qualification:  The unit commander will ensure that supply personnel are MOS qualified and that a supply training program is initiated to ensure the following:


a.  To improve the overall management and accounting for government property assigned to or controlled by the this organization.


b.  To ensure the standardization of supply procedures.


c.  To develop a standard of training designed for unit supply personnel which will be compatible with Active Army supply procedures.


d.  To ensure that supply personnel are proficient in the tasks that supports the unit's METL.

2.  Schools:  Unit Commander will ensure supply personnel are engaged in a training program via the MUSARC or ARRTC for FTUS personnel.  The commander will also coordinate with USARF Schools for availability of classes for Reserve supply personnel.

SECTION XVII:  PUBLICATIONS AND FUNCTIONAL FILES
1.  Maintenance of Publications/Files:  This unit will maintain publications and functional files applicable to supply operations IAW DA PAM 25-30 Series (Publications), DA PAM 25-400-2 and AR 25-400-2 (ARIMS). 

2.  Reviews:  Publications will be reviewed at least biannually upon receipt of a new DA PAM 25-30.


a.  Any changes to publications, for this unit's equipment, that are not on hand will be placed on order using DA Form 4569.  The request will be submitted to the publications clerk, who will initiate a requisition for the required publications.


b.  The DA-12 series will be reviewed at least once a year to ensure that the supply room is receiving all the required publications to maintain the unit's equipment and logistical files. 

SECTION XVIII:  GENERAL GUIDANCE
1.  Responsibilities: 


a.  The Property Book Officer will assist and guide the supply sergeant as needed.


b.  The Supply Sergeant is responsible for the day to day maintenance of the unit property book. 

2.  Hand Receipts:


a.  Hand receipts will be issued to persons filling the position identified in the authorization document as the user (i.e., section, platoon, and/or individual).


b.  The senior individual in positions indicated above will sign the hand receipt.


c.  Subhand receipting to individuals not members of this unit or to other units in the geographical area is not authorized without written permission from PBO/Company Commander.


d.  The commander will ensure that the unit's property is inventoried at least every 18 months.  Each hand receipt holder will be notified 30 days prior to the conduct of the inventory of his hand receipted items.


e.  Sections will maintain their MTOE/TDA/CTA equipment in designated cages/sections.


f.  Vehicles will be assigned to each section as authorized by the MTOE/TDA.  Drivers will have the responsibility for PMCS as scheduled on the Training Schedule.  Vehicles will be dispatched to IAW this unit's Maintenance SOP.


g.  Hand receipt holders have responsibility for all items listed on their hand receipts.

3.  Clothing Records:


a.  The Supply Sergeant will ensure that there is a DA Form 4886 Enlisted Clothing Record for each enlisted soldier and a DA Form 3645/3645-1 OCIE Record, for each individual assigned to this unit.  The Supply Sergeant will have a copy of the  latest DA Form 1379 on hand in the Supply Room to ensure that pending losses can be identified.


b.  The Supply Sergeant will in-process and out-process individuals IAW Para 7 and 8, Sec. IV, this SOP.


c.  The Supply Sergeant will maintain the Document Register and Supporting Document Files for Personal Clothing.


d.  The Supply Sergeant will ensure that all individuals have their equipment inventoried at least every 18 months, and following FTX and AT periods.

4.  Requisition and Turn-In of Supplies and Equipme                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                ll be requested from the Supply Section utilizing the Request for Supplies format on page (enter page of sample/format).



(3)  All sections will maintain at least a 15 day stock of supplies. The recommended level of stockage should not exceed 30 days.



(4)  Expendable supplies will be secured in locked cabinets or rooms.



(5)  All expendable items will be signed for on the SSSC Log.



(6)  Durable items/handtools require hand receipting for accountability.


c.  PLL.  Refer to this unit Maintenance SOP.


d.  Subsistence is the responsibility of the Dining Facility Officer, refer to AR 30-1 and (enter MUSARC Reg/SOP).


e.  POL:



(1)  In garrison POL will be issued to consuming vehicles and equipment via credit card, controlled by the Unit Clerk.



(2)  Packaged Class III, issued as an expendable item, will be by the PLL Clerk from the supporting AMSA.

SECTION XIX:  DETAILED INSTRUCTIONS FOR AT AND FTXs
1.  Issue of Equipment: 


a.  The Commander and First Sergeant will schedule a time on the training schedule for issue of OCIE, weapons and protective masks.


b.  The supply sergeant will ensure that the soldier's OCIE duffle bag is issued only when the receiving soldier first turns in his/her equipment receipt card.  If the soldier does not have an equipment receipt card the supply sergeant will ascertain if one was ever issued.  If no card has been issued, the supply sergeant will initiate one and issue the soldier an OCIE duffle bag, using a DA Form 3645/3645-1.  If an equipment receipt card has been issued, the supply sergeant will require the soldier to inventory his/her OCIE duffle bag, using the soldier's signed DA Form 3645/3645-1.  Any shortages will be adjusted IAW AR 735-5.


c.  The supply sergeant will ensure that any issued OCIE that requires laundering and dry cleaning are collected and evacuated to the appropriate facility AT NO COST to the individuals.  The supply sergeant will establish schedules for issues before and turn ins after the FTX/AT and post on unit training schedules. 


d.  The armorer will ensure that weapons are properly issued and accounted for.


e.  The NBC NCO will ensure that each individual has a protective mask card before he issues the mask.


f.  The Commander will decide on a case by case basis if mask and weapons will be issued prior to departure from USAR Center.


g.  Procedures for issue will be the same regardless of whether mask and weapon are issued in the field or in garrison.

2.  Required Items:


a.  The Company Commander will coordinate with the Training Directorate for equipment required at the training site.  Equipment required for AT will be listed on FORSCOM Form 156-R.  The FORSCOM Form 156-R will be annotated with those items the unit can provide.  If the unit cannot provide all items listed on the FORSCOM Form 156-R, it will be forwarded through command channels to the USARC (DCSOPS) for further processing.


b.  All items listed on hand receipts will be reviewed and only items required to complete the mission will be transported to the training site.


c.  The Supply Sergeant will ensure that, as a minimum, the following items are considered for loading:



(1)  Magazines and blank adapters for weapons.



(2)  Expendable supplies:



(a)  Brooms, mops, buckets, shovels, etc.



(b)  Toilet paper, paper towels, soap



(c)  Trash bags, rags



(d)  Miscellaneous office supplies



(e)  Insect repellents, sunburn cream, foot powder



(f)  Panel markers



(g)  Unit guidon and stand



(h)  First Aid Kits



(i)  Camouflage sticks



(j)  Flashlights, batteries



(k)  Additional locks, bolt cutters



(l)  Additional OCIE as may be needed

3.  Light Sets:  Light sets will be hand receipted to sections that are authorized them per the MTOE.

4.  Requests for Materiel:  The Supply Sergeant will be responsible for day to day requests for any materiels required during the field exercise i.e., pallets, ice chests, trash  cans laundry etc.

5.  Hand Receipt Holder Responibility:  Each hand receipt holder has the responsibility to sign for and turn-in all tentage and equipment drawn for FTX's.  The Company supply sergeant, with the concurrence of the Company Commander, will coordinate all supply actions directly with hand receipt holders on any/all supply problems. Schedules for issue and turn-in will be established by the Supply Section.  The 1SGT will monitor the completion of all tasks assigned to hand receipt holders by the Supply Section.

6.  Turn In/Inventory of Equipment:  A time will be scheduled for cleaning and turn in of weapons, masks and OCIE, on the training schedule.


a.  All masks and weapons will be accounted for prior to any individual being released from the unit at the completion of the exercise.


b.  A showdown of OCIE will be accomplished on all enlisted members, by the commander or his authorized representative.

SECTION XX:  KEY CONTROL
1. SEE KEY CONTROL SOP 

                                                          SECTION XXI:  HAZMAT/HAZARDOUS WASTE

1. Hazardous Material will be Marked and Handled In Accordance with AR 700-141.
SECTION XXII:  RECYCLING
1. Hazardous Material will not be disposed of.  All Hazardous Material will be recycled through the motor pool.
2. All other recyclable materials will be recycled as appropriate.  Recycle bins will be located in the company classroom and marked as appropriate.

SECTION XXIII:  REFERENCES
The following is a list of references required to perform the day to day unit supply operations IAW this SOP.  A list of recommended publications to have on hand can be found in the MUSARC's Reg 710-2.

UNIT SUPPLY UPDATE

PHYSICAL SECURITY UPDATE

MAINTENANCE MANAGEMENT UPDATE

ARMY REGULATIONS


AR 15-6, Procedure for Investigating Officers and Boards of Officers


AR 25-400-2, The Army Records Information Management System (ARIMS)


AR 40-61, Medical Logistics Policies and Procedures


AR 55-38, Reporting of Transportation Discrepancies in Shipments (RCS MTMC-54(R1))


AR 71-13, The Department of the Army Equipment Authorization and Usage Program 


AR 220-1, Unit Status Reporting


AR 310-25, Dictionary of United States Army Terms (Short Title (AD))


AR 310-49, The Army Authorization Documents System (TAADS)


AR 310-50, Authorized Abbreviations and Brevity Codes


AR 385-64, Ammunition and Explosives Safety Standards


AR 700-138, Army Logistics Readiness and Sustainability

AR 708-1, Cataloging and Supply Management Data


AR 710-3, Asset and Transaction Reporting System

     AR 710-2 Supply Policy Below the National Level

     AR 710-2-2 Supply Support Activity Supply System (Manual Procedures)


AR 725-50, Requisitioning, Receipt, and Issue System


AR 840-10, Flags, Guidons, Streamer, Tabards, and Automobile and Aircraft Plates

DA PAMPHLETS


DA PAM 25-30, Consolidated Index of Army Publications and Blank Forms


DA PAM 25-400-2, Modern Army Recordkeeping System (MARKS) for TOE and Certain Other

        Units of the Army


DA PAM 310-10, The Standard Army Publications System (STARPUBS):  Users Guide


DA PAM 385-1, Unit Safety Management

     DA Pam 710-2-1 Unit Supply System (Manual Procedures)

FORSCOM REG 700-2, FORSCOM Standing Logistics Instructions

FORSCOM REG 700-3, Ammunition Basic Load

MUSARCs PUBLICATIONS:

COMMON TABLE OF ALLOWANCES


CTA 8-100, Army Medical Department Expendable/Durable Items


CTA 50-900, Clothing and Individual Equipment


CTA 50-909, Field and Garrison Furnishings and Equipment


CTA 50-970, Expendable/Durable Items (Except Medical, Class V, Repair Parts & Heraldic Items

FIELD MANUALS

     FM 10-27-3 Tactics, Techniques, and procedures for Quartermaster Headquarters Operations

     FM 10-27-4 Organizational Supply and Services for Unit Leaders

FM 10-14, Unit Supply Operations (Manual Procedures)


FM 704-28, Classes of Supply

SUPPLY BULLETINS


SB 10-523, Size Tariff for Clothing, Equipage, and Footwear


SB 11-131-Series, Vehicular Sets and Authorized Installations (Vol I and Vol II)


SB 700-20, Army Adopted/Other Items Selected for Authorization/List of Reportable Items

SUPPLY CATALOGS - FOR EACH ITEM OF EQUIPMENT AS REFERENCED ON THE UNIT PROPERTY BOOK PAGES

TECHNICAL MANUALS


TM 10-227, Chemical Toxicological and Missile Handlers Protective Clothing


TM 38-LO3-19, Standard Army Intermediate Level Supply System (SAILS), Procedures for

         Customers


TM 38-L32-11, Functional Users Manual for Direct Support Unit Standard Supply Systems

         (DS4):  Customer (User) Procedures (Divisional and Nondivisional)


TM 38-214, Department of Defense Small Arms Serialization Program (DODSASP):

         Functional Users Procedures


TM 743-200-Series, Storage and Materials Handling


TECHNICAL MANUALS FOR EACH ITEM OF EQUIPMENT AS REFERENCED ON THE UNIT PROPERTY BOOK PAGES

ARMY MASTER DATA FILE (AMDF)

CDA PAMPHLET NO. 18-1

STANDARD OPERATING PROCEDURES

     ARMS ROOM SOP

     KEY CONTROL SOP


PROPERTY BOOK  SOP

SUPPLY SUPPORT ACTIVITY SOP


SSSC SOP


SUPPORT INSTALLATION LOCAL PURCHASE SOP

The proponent of this SOP is the Commander, (enter your unit's designation). Users are invited to send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications and Blank Forms) to Commander, (enter your unit's designation, to include office symbol and mailing address)

                    JARED T. HOWARD
CPT, IN
       Commanding
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