1ST ARMORED DIVISION

COMMAND INSPECTIONS PROGRAM (CI)/ COMMAND SUPPLY DISCIPLINE PROGRAM (CSDP)


AREAS OF EVALUATION

I.
COMMAND SUPPLY DISCIPLINE PROGRAM (CSDP)

1-3

II.
STANDARD OPERATING PROCEDURE (SOP)


4

III.
KEY AND LOCK CONTROL




5

IV.
FUNCTIONAL FILES PROCEDURES 



6

V.
REFERENCE PUBLICATION FILES



8-11

VI.
PROPERTY AUTHORIZATION/ACCOUNTABILTY

11-12

VII.
DOCUMENT REGISTER





13

VIII
SUPPORTING DOCUMENT FILES/DUE-IN STATUS 

14

            FILES

IX
HAND RECEIPT MAINTENANCE PROCEDURES

15-17

X
AUTHORIZATION TO REQ/RECEIPT FOR SUPPLIES

17-18

XI
SELF-SERVICE SUPPLY ACCOUNT 



18-19

XII
ADJUSTMENT DOCUMENT/LOST DAMAGES & 

19-20

            DESTROYED PROPERTY

XIII
INVENTORIES






21

XIV
ARMY DISPOSAL & EXCESS PROGRAM


22

XV
STOCKAGE AND STORAGE PROCEDURES 


23

XVI
CLOTHING RECORDS/OCIE AND ABSENTEE


24-26


BAGGAGE INVENTORY 

XVII
ARMS ROOM OPERATING PROCEDURES


26-29

XVIII
TOOL ROOM PROCEDURES




30-31

AREA OF EVALUATION (CONTINUATION SHEET)

XIX
NBC








31-32

XX 
BASIC/OPERATIONAL LOADS CLASS I, II EXP,

32-35 

            III, V

XXI
CLASS IX, PRESCRIBED LOAD LIST (PLL)


36

XXII
MASTER HAND RECEIPT/SUB HAND RECEIPT

38


VERFICATION

UNIT/ PERSONNEL EVALUATED: ________________________________________

________________________________________________________________________     

DATE:__________________________________________________________________

EVALUATOR (s): ________________________________________________________

SECTION II:

STANDARD OPERATING PROCEDURES (SOP)

MAX PTS
AWARDED PTS

10

   _____
      1.  Does the unit/activity have a current SOP on file?

Is the SOP signed by the commander?  AR 710-2 (Table B-1e)

Comment:                 






YES  NO  N/A

                                






 ___  ___  ___

________________________________________________________________________

Does the supply SOP include the following information in its contents?:

02 


____
        a.  Are supply hours of operation posted and do they correspond it the hours of operation listed in the SOP?

02


____
        b.  Does the SOP mention individual areas of responsibility i.e., Commander, Supply Sgt, Supply Officer and Supply Clerks?

02


____
        c. Are all major areas of supply mentioned in the SOP?

02 


____
        d.  Is the Command Supply Discipline (CSDP)

mentioned in the SOP?

02


____
        e.  Are field operating procedure covered; to include

evacuation of an individual and the procedures established for safeguarding his/her

assigned weapon?

Comment:






YES  NO N/A









___  ___  ________________________________________________________________________

SECTION III:

KEY AND LOCK CONTROL

MAX PTS
AWARDED PTS

05


______
1.  Has a key and lock control custodian been

appointed on orders and a copy kept on file?  AR 190-11, Chp 3, Para 8-3c.

Comment:







     YES  NO N/A

                               






      ___  ___  ___

______________________________________________________________________

05 


______
2.  Is a current roster established for individuals authorized to receive keys from the custodian?  AR 190-11, Chp 3

Comments:







    YES  NO  N/A










     ___  ___  ___

_____________________________________________________________________

05


______
3.  Are keys being issued and accounted for DA Form 5513-R and stored in a locked contained when not in use?  AR 190-11, Chp 3.

Comment:







     YES  NO  N/A










      ___  ___  ___

______________________________________________________________________

05


______
4.  Are completed key control registers being kept on file for a minimum of 90 days?  AR 190-11 Chp3.

Comment:







     YES  NO  N/A










      ___  ___  ___

_______________________________________________________________________

05 


______
5.  Are key/lock inventories being conducted semiannually and kept on file for a minimum of 1 year?  AR 190-11 Chp3.

Comment:







     YES  NO  N/A










      ___  ___  ___

_______________________________________________________________________

SECTION VI:

FUNCTIONAL FILES PROCEDURES:

MAX PTS
AWARDS PTS

10

____

1.  Is a list of all file numbers being used maintained and on file?  AR25-400-2.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10

____

2.  Has the file list been approved by the Record Manager (RMO) and is it being updated annually or as changes occur?  AR 25-400-2, Chp 2.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

3.  Are file labels correctly positioned and prepared? 

AR 25-400-2, Chp3

Comment:







YES  NO  N/A










 ___   ___  ___

________________________________________________________________________

05

____

4.  Are dummy folders being used when there are several folders being used under on file number?  AR 25-400-2. Fig 3-1.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10  

____

5.  Are the following files on hand as a minimum?

MARKS#

FILES TITLE




YES  NO  N/A

1a


Office File numbers



 ___  ___  ___

1b


Office general management files

 ___  ___  ___

1c


Office inspections and survey


 ___  ___  ___

1p


Office service and supply files

 ___  ___  ___

1v


Access control records


 ___  ___  ___

1jj


Reference Publications


 ___  ___  ___

1mm


Reading files




 ___  ___  ___

1nn


Office message reference


 ___  ___  ___

1oo


Policy and Precedents

210-130a
            Unit and organizational laundry files

 ___  ___  ___

703-1a


Petroleum supply reports


 ___  ___  ___

710


General inventory management corresponds.
 ___  ___  ___




files

710-1b


Equipment management survey

 ___  ___  ___

710-1c


Financial inventory accounting

 ___  ___  ___

710-2a


Property Book & Supporting Documents
 ___  ___  ___

710-2b


Document Register Files 


 ___  ___  ___

710-2c


Handreceipt files 



 ___  ___  ___

710-2d


Property record inspection and inventory
 ___  ___  ___




reports

710-2e


Property officer designation


 ___  ___  ___

710-2f


Personal Property accounting file

 ___  ___  ___

710-2g


Soldier Issue files



 ___  ___  ___

710-2h


Property loss, theft, and recovery reports
 ___  ___  ___

710-2k


Account Authorization


 ___  ___  ___

710-2m

Reciting authorities



 ___  ___  ___

710-2t


Unit supply reports



 ___  ___  ___

710-2u


Administration adjustment reports

 ___  ___  ___

725-50b

Requisition suspense and status files 

 ___  ___  ___

735-5q


Lease and rental cases



 ___  ___  ___

735-5r


Report of Survey files



 ___  ___  ___

735-5s


Report of Survey control register files
 ___  ___  ___

735-5t


Relief from responsibility(liability admitted)
 ___  ___  ___




files

738


General maintenance management

 ___  ___  ___




Correspondence files

738-750a

Maintenance requests



 ___  ___  ___

840-10a

Heraldic items




 ___  ___  ___

Comments:

_____________________________________________________________________

SECTION V:

REFERENCE PUBLICATION FILES
MAX PTS
AWARDS PTS
10

___

1.  Does the unit/activity have on hand, or on valid request, current editions of the following publications are they updated with DA PAM 25-30, 

1 Oct 93, and C1, 1 Jan 94? 

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05
 
___

2.  Are reference publication binders labeled and filed correctly?  AR 25-400-2  (MARKS# 1jj)

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

05

3.  Are the disposition instructions included on the first reference publication file binder and is it correct?  AR 25-400-2

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________











ON  ON

PUBLICATION#
DATE

PUBLICATION TITLE
     HAND ORDER

N/A

AR 15-6

11 MAY 88
Procedures for investigation
   
___  ___  ___






Officer and board officer

AR 25-400-2

 26 FEB 93
The modern Army record 

___  ___  ___






keeping system (MARKS)

AR 32-4

21 MAR 89
Special measure clothing

___  ___  ___






and footwear

AR 40-61

30 APR 86
Medical logistics policies

___  ___  ___






and procedures subscription






forms

AR 71-13

03 JUN 88
The Department of the Army

___  ___  ___






equipment authorization and 

usage program 

AR 210-130

01 OCT 84
Laundry and dry-cleaning

___  ___  ___






Operations and ch 1 & 2

AR 220-1

31 JUL 93
Unit status reporting 


___  ___  ___

AR 380-49

15 DEC 80
The Army authorization

___  ___  ___






 document system (TAADS)

AR 380-19

01 AUG 90
Information Systems Security

___  ___  ___

AR 420-17

13 DEC 76
Real Property and resource

___  ___  ___






management



AR 630-10

10 JUN 92
Absence w/o leave and

___  ___  ___






desertion  and chp 1-5

AR 670-1

01 SEP 92
Wear and appearance of

___  ___  ___






Army uniforms and Insignia

AR 672-5-1

01 OCT 90
Military Awards w/ch 1-15

___  ___  ___

AR 700-4

21 APR 91
Logistics Assistance Program

___  ___  ___

AR 708-1

30 SEP 86
Cataloging and Supply

___  ___  ___






management data

AR 710-1

15 APR 82
Centralized inventory


___  ___  ___ 






management of the Army






supply system

AR 725-50

26 JAN 93
Requisitioning and receipt

___  ___  ___






and issue system

AR 840-10 

29 OCT 90
Flags, guideons, streamers

___  ___  ___






tabards, automobiles and aircraft 






plates w/ch 1

CTA 8-100

31 AUG 94
Army medical department 

___  ___  ___






expendable/ durable items

CTA 50-900

01 SEP 94
Clothing and Individual

___  ___  ___






equipment

CTA 50-909

01 AUG 93
Field and Garrison Furnishing
___  ___  ___






and equipment

CTA 50-970

21 SEP 90
Expendable/Durable items

___  ___  ___

DA PAM 25-400-2
01 JAN 87
Modern Army Record-

___  ___  ___






keeping system (MARKS)






for TOE and other units






Of the Army

DA PAM 600-8
25 FEB 86
Management and Administrative 
___  ___  ___






procedures W/Ch 1

FM 10-13

21 OCT 86
Supply and Services Ref-

___  ___  ___

Reference Data

FM 10-27-3

30 OCT 90
Tactic, Techniques and


___  ___  ___

                                                            Procedures for Quartermaster 







HQ’s operation

FM 10-14

    NOV 84
Commander’s handbook for 
        
___  ___  ___






property accountability at






unit level

SB 700-20

    SEP 89
Army adopted/other items

___  ___  ___






selected for authorization






list of reportable items

TM 743-200-1

15 JAN 58
Storage and material handling
___  ___  ___

DOD 4160.21-M
     MAR 90
Defense reutilization and 

___  ___  ___

marketing manual

AMDF


MONTHLY
Army Master data file


___  ___  ___

MCRL-I

      JUN 89
Master Cross reference list

___  ___  ___

MCRL-II

      JUN 89
Master Cross reference list                 ___  ___  ___

MCRL-III

      DEC 88
Master Cross reference list

___  ___  ___

UR 55-4

      

Joint Transportation of

___  ___  ___ 






Hazardous material 

UR 700-10

      JUN 85
Equipment Readiness Code 

___  ___  ___






“A” Shortage report

UR 703-2

28 NOV 91
USAREUR official fuel 

___  ___  ___ 






Coupon and Credit cards

UR 700-130



Tmg. Ammo. Management

___  ___  ___

UR 710-2

22 JUN 89
Supply policy below the 

___  ___  ___






wholesale level

UR 710-5

    OCT 87
Turn in procedures


___  ___  ___

UR 710-64

06 MAR 90
Class I MRE’s Unit


___  ___  ___






Basic load

UR 710-65

12 MAR 81
Class V Ammunition


___  ___  ___






Management 

UR 735-235

      OCT 86
Tmg. Ammo Management 

___  ___  ___

UR Pam 25-30M


Index to Admin. Publicat.

___  ___  ___

MAINTENANCE MANAGEMENT UPDATE 

DA PAM 738-750



The Army Maintenance
___  ___ ___

 Management Policies

AR 750-1




Army Material Maint.

___ ___ ___







Policies

UNIT SUPPLY UPDATE# 2-14  28 FEB 94

AR 700-84




Issue and sales of personal
___  ___  ___







of Personal Clothing

AR 710-2




Supply Policy Below the 
___  ___  ___







Wholesale level

DA PAM 710-2-2



Supply Support Activity
___  ___  ___







Supply Manual Procedures

AR 735-5




Policies and Procedures for
___  ___ ___







Property Accountability

PHYSICAL SECURITY UPDATE#3  30 SEP 93

AR 190-11




Physical Security of Arms,
___  ___  ___







Ammo and Explosives

AR 190-13




The Army Physical Security
___  ___ ___







Program

AR 190-51




Security of Unclassified
___  ___  ___







Army Property (Sensitive 

And Nonsensitive)

AISM 25-L3N-AWC-222-EM

ULLS End Users Manual
___  ___  ___

(15 AUG 93)




(Unit level Logist. System)

SECTION VI

PROPERTY AUTHORIZATION/ ACCOUNTABILITY

MAX PTS
AWARDED PTS

10

____

1.  Are current TAADS documents (MTOE/TDA)

and other pertinent authorization documents listed in AR 71-13 on hand? AR 710-2, Ch 2

Comment:








YES  NO N/A











___  ___  ___

________________________________________________________________________

10 

____

2.  Is a property on hand or on request?  AR 710-2

Chp 2 Para 2-6a.

Comment:







YES  NO N/A










___  ___  ___

________________________________________________________________________

10 

____

3. When property books are kept at the unit level, has the responsible officer accepted responsibility for all property recorded in the property book by signing appropriate statement?  DA Pam 710-2-1, Chp2, 4, Para 4-5

Comment;







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10

____

4.  Has the property book officer been appointed, with a copy of the appointment orders on file and has he/she signed the appropriate statement assuming property book accountability?  DA PAM 710-2-1, Chp 4, Para 4-4, AR 710-2, Ch2, Para 2-5g

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

5.  Are statement of responsibility and accountability transferred to the inactive files upon change of accountable officers?  AR 710-2, Chp5

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

6.  Is a copy of the assumption of command orders PBO, S-4, commander, appointment orders and DA Form 1687, sent to each SSA which supports the unit?  AR 710-2 Para 2-8a.

Comment:







YES NO N/A










 ___  ___  ___

________________________________________________________________________

05

____

7.  Were extension requested in writing for the commander conducting a change of command inventory that exceeded 30 days?  DA PAM 710-2-1, Para 9-8c.

Comments:







YES NO N/A










 ___  ___  ___

________________________________________________________________________

05

____

8.  Are Organization and Installation properly recorded for all items requiring serial number accountability and does the number recorded coincide with the balance on hand?  DA Pam 710-2-1, Chp 4, Para 4-10.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

___

9..  Are serial, registration and or lot numbers properly

recorded for all items requiring serial number accountability and does the number recorded coincide with the balance on hand?  DA PAM 710-2-1, Chp 4, Para 4-10.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

___

10.  Are Administrative Adjustment Report (AAR) to make minor property book adjustments properly prepared and utilized?  AR 710-2. Chp 2.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

SECTION VII

DOCUMENT REGISTER
MAX PTS 
AWARDED PTS
05 

____

1.  Has the PBO/Accountable Officer designated in writing the DODAAC and blocks of serial number to be used for each of the supply and any restrictions?  DA PAM 710-2-1, Ch 2, Pr 2-19.

Comments:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

10

____

2.  Are document registers properly completed?  Are corrections properly entered?  DA PAM 710-2-1, Ch2, Para 2-19.

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

05 

____

3.  Are priority designators assigned to supply request and consistent with the (FAD) and Urgency of Need Designator?  AR 710-2, CH 2

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

05

____

4.  Are alpha pages used to post documents that were accidentally left out of the document number sequence?  DA PAM 710-2-1, Para 2-19f.

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

10  

____

5.  Are documents registers being closed out at the fiscal year of calendar year?  Are inactive registers filed and maintained properly with open requests extracted? DA PAM 710-2-1, Para 2-19

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

SECTION VIII

SUPPORTING DOCUMENT FILES/DUE-IN STATUS FILE

MAX PTS
AWARDED PTS

05

____

1.  Is there a due in status file established for each register and is it properly maintained?  DA PAM 710-2-1, Chp 2.

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

10

____

2.  Is the supporting document file maintained in document number sequence?  Are supporting documents marked either “Posted”, “Canceled” or “Not Posted-Component of Line”, dated and initialed by individual posting.  DA PAM 710-2, Chp 4.

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

05

____

3.  Is there a statement, signed by the PBO/Accountable officer in the supporting document files for any missing/lost documents with all of the information recorded in the document register?  DA PAM 710-2-1, Chp 4 and AR 710-2, Chp 2.

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

10

____

4.  Are all receipt documents for accountable property items posted to property book within 3 working day of the receipt?  AR 71-2, Ch 2.

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

05

____

5.  Is property turned into DRMO processed through the SSA with proper documentation prior to turn into DRMO?  AR 710-2, Chp 2 and DA PAM 710-2-1, Chp 3

Comment:






YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

SECTION IX

HAND RECEIPT MAINTENANCE PROCEDURES
MAX PTS
AWARDED PTS

10

____

1.  Are hand receipts prepared in the duplicate, the original retained by the supply room and the copy with the hand receipt holder?  When Automated does hand receipt contain minimum data DA 2062?  DA PAM 710-2-1, 

Chp 5, AR 710-2, Para 2-10f.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10

____

2. Are serial number/registration numbers recorded in the item description block?  Are hand receipt properly completed?  AR 710-2, Chp 2

and DA Pam 710-2-1 Fig 1

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10

____

3.  Are hand receipts kept current and updated annually or semi-annually when change documents are used?  DA PAM 710-2-1, Chp 5.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10

____

4.  Is a file maintained for temporary hand receipt transaction and are they checked for 30 days expiration?  DA PAM 710-2-1, Chp 5.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10 

____

5.  Are hand receipts updated prior to change of hand receipt holders or change of responsible officer inventory?  DA PAM 710-2-1, Chp 5.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10

____

6.  Are copies of the SPBS-printout/Commander hand receipt signed by the commander and kept on file for 2 years?  Are “working copy” being maintained for transaction that effect the balance on hand?  ALJ-151 being maintained for transactions that effect the balance on hand?  ALH-151  TM 38-L18-14

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10

____

7.  Are the transaction listed on the ALH-142 being posted to the commander hand receipt?  AR 710-2,  DA PAM 710-2-1 and TM 38-L18-14.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

8.  Are hand receipt annexes prepared at the level where the document registers are kept?  DA PAM 710-2-1, Chp 6, Para6-1b.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

9.  Are hand receipt annexes or component hand receipts properly prepared and maintained for each item having nonexpendable/durable components/shortages?  DA PAM 710-2-1, Chp 6.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

10.  Is the PBO, Cdr, or S-4 validating durable component shortages with his/her initials and date?  DA Pam 710-2-1, Chp 6.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05 

____

12.  Have annexes been given consecutive annex numbers after the title on DA Form 2062?  DA PAM 710-2-1, Chp 6.

Comment:







YES  NO N/A










 ___  ___  ___

________________________________________________________________________

05

____

13.  Have the consecutive annex numbers been posted to the hand receipt/sub-hand receipt?  DA PAM 710-2-1, Fig 5-2.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

14.  When using hand receipt or sub-hand receipts is the word “Annex Number” lined-out on the DA Form 2062?  DA Pam 710-2-1, Chp6.

Comment:







YES  NO N/A










 ___  ___ ___

________________________________________________________________________

05

____

15.  Are component hand receipts used when issuing an end item with components and SKO’s to the individual user?  Are all component shortages on valid requests?  DA PAM 710-2-1, Chp 6.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

SECTION X

AUTHORIZATION TO REQUEST/RECEIPT FOR SUPPLIES
MAX
PTS
AWARDED PTS
10 

____

1.  Is there a current DA Form 1687, Delegation of Authority, on hand for each supply/maintenance activity & properly prepared?

DA PAM 710-2-1, Chp 2, Para 2-28

Comment:







YES  NO  N/A










 ___  ___  ___

_______________________________________________________________________

05

____

2.  Are DA Form 1687’s properly prepared when adding or deleting as individual?  DA OAM 710-2-1.

Comment:







 YES  NO  N/A










  ___  ___  ___

________________________________________________________________________

________________________________________________________________________

05

____

3.  Has the responsible officer designated personnel on DA Form 1687 to request and receive supplies?  DA PAM 710-2-1

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

SECTION XI

SELF SERVICE SUPPLY ACCOUNT

MAX PTS
AWARDED PTS

05

____

1. Are SSSC files maintained IAW AR 25-400-2?

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

2.  Are cash register receipts on hand for all purchases?  AR 190-51, Para 3-11d

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

3.  Are expendable/consumable supplies requested in writing section supervisors?  AR 190-51, Para 3-11

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

4. Is a log/register being maintained reflecting issues of expandable/consumable supplies?  AR 190-51

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

5.  Are SSSC supplies stored in a secure area?  AR 190-51

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

6.  Is security or the SSSC account card being maintained IAW AR 190-51, Para 3-11.

Comment:






     
YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

SECTION XII

ADJUSTMENT DOCUMENTS/LOST, DAMAGES & DESTROYED PROPERTY

MAX PTS
AWARDED PTS
10

___

1.  Are Report of Surveys initiated within 15 calendar days after the date of discovering the discrepancy?  AR 735-5, Chp 13

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

___

2.  Does the unit have file copies of all Report of Surveys initiated?  File number 730-5r IAW AR 25-400-2.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

___

3.  Are RICC 2 items annotated  on adjustment document with word “No Residue” when items are lost or destroyed? AR 735-5.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

___

4.  Are sworn statements typed or printed legibly with the word “Certificate” across the top of  plain or ruled bond paper?  AR 735-5, Chp 13

Comment:







YES  NO  N/A

    








 ___  ___  ___

________________________________________________________________________

10

___

5. Are DA Form 4697 (Report Of Survey) prepared correctly?  AR 735-5, Ch 13.

Comment:







YES  NO  N/A










 ___  ___  ___

_______________________________________________________________________

05

____

6.  Does the Approving/Appointing Authority maintain a Report of Survey register?  AR 735-5, Chp 13

Comment:







YES  NO  N/A










 ___  ___  ___

______________________________________________________________________

10

____

7.  Are Cash Collection Voucher and Statement of Charges properly prepared and are copies on file?  AR 735-5, Chp 12.

Comment:







YES  NO  N/A










 ___  ___  ___

_______________________________________________________________________

05

____

8.  Is depreciation being allowed when required?  AR 735-5

Appendix B.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

9.  Does the unit commander verify that collection  have been made and a finance copy is on file for the completed transaction

Comment:






YES  NO  N/A









 ___  ___  ___

SECTION XIII

INVENTORIES

MAX PTS
AWARDED PTS
10

_____

1.  Has the incoming PBO/Commander reviewed all property records and reconciled the property book/commander’s hand receipt with proper authorization document prior to the inventory?  AR 170-2, Table 2.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10  

_____

2.  When the cyclic inventory method is used are inventories conducted property and within the required time frame?  Did the cyclic of PBO/hand receipt holder inventory?  DA PAM 710-2-1, Chp 9.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

10

_____

3.  Are monthly inventories of sensitive items properly conducted, documented and on file at the property book level and user level?  When shortages are discovered are proper adjustment documents prepared and processed?

AR 710-2, Table B and PAM 710-2, Chp 9

Comment:







YES  NO  N/A










 ___  ___  ___

_______________________________________________________________________

SECTION XIV

ARMY DISPOSAL & EXCESS PROGRAM 

MAX PTS
AWARDED PTS

     05

____

1.  Are monthly visits to DRMO’s being performed by qualified items?

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     05

____

2.  Are deficiencies being documented and is a report being submitted monthly to V Corps headquarters?

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________
     05

___

3.  Are DRMO’s being monitored to insure that nonexpendable items being turned in are not needed to make up their unit’s MTOE shortage?

Comment:







YES  NO  N/A










 ___  ___  ____

________________________________________________________________________

SECTION XV

STOCKAGE AND STORAGE PROCEDURES

MAX PTS 
AWARDED PTS
05 

____

1. Are supplies and equipment separate as required; stored properly to allow easy access; marked, as appropriate to show disposition; and are supply storage areas neat, clean and abiding by all safely rules?  TM 743-200-1.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05 

____

2.  Does the supply room and storage area present a neat clean appearance?  Is there enough space available to prevent fire and safety hazards FM 10-14, Ch 7.

Comment:







 YES  NO  N/A










  ___  ___  ___

________________________________________________________________________

03

____

3.  Are all storage areas being secured and protected from dust, water and other environmental hazards?  Are flammable materials being stored away from non-flammable material?  FM 10-14, Ch 7.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

4.  Are supplies and equipment with a date of pack or expiration date stored so that the data is visible?  Are like items being stored together FM

10-14, Chp7

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

_____

5.  When expendable supplies are on hand, do they exceed a 7 day stockage level when a SSSC is accessible?

Comment:







YES  NO  N/A










 ___  ___  ___

_______________________________________________________________________

SECTION XVI

CLOTHING RECORD/OCIE AND ABSENTEE BAGGAGE INVENTORY

MAX PTS
AWARDED PTS

05 

____

1.  Has the required clothing showdown inspection been conducted on DA  Form 3078 by a SGT or above for all SOC and below  AR 700-84,

Para 1-4

Comment:







YES  NO  N/A










 ___  ___  ___

_______________________________________________________________________

05

_____

2.  Is their written statement from personnel sergeants through sergeant major that they have their clothing and items are serviceable?  AR 700-84, Para 1-4

Comment:







YES  NO  N/A










 ___  ___  ___

______________________________________________________________________

05

_____

3.  Do all personnel in the unit have all their initial issue of clothing?  Upon arrival of newly assigned personnel (SPC and below) is there a clothing inspection conducted?  AR 700-84, para 1-4

Comment:







YES  NO  N/A










 ___  ___  ___

_______________________________________________________________________

05

_____

4.  Are DA Form 3645’s being prepared correctly?  DA Pam 710-2-1, Para 10-8

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

_____

5.  Is there a written statement from personnel in grades SGT and above in lieu of an OCIE inventory, that all OCIE is on hand and serviceable?  DA PAM 710-2-1, Para 10-8.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

_____

6.  Has all clothing and equipment that was missing as result of an inventory been replaced?  Are adjustment documents being initiated in a timely manner for discrepancies found during inventory?  DA PAM 710-2-1, Para 10-8 and 10-10, AR 735-5, Chp 12.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

_____

7.  Are inventories of OCIE conducted at least annually on DA Form 3645?  Is the person (SGT and above) conducting the inventory properly signing and dating the balance column of DA Form 3645?  DA PAM 710-2-1, Para 

10-20, 10-15 and V Corps Reg 700-3

Comment:







YES  NO N/A










 ___  ___  ___

________________________________________________________________________

05

_____

8.  Does the unit supply personnel conduct a quarterly reconciliation of organizational clothing and individual equipment (OCIE) record with the supporting CIF?  Is a copy the reconciliation letter on file in the unit supply?  DA PAM 710-2-1, Chp 10, Para 10-13.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

_____

9.  Are inventories of OCIE being conducted within 5 working days after participation of field exercise?  AR 710-2, Para 2-14 and V Corps Reg 700-3

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

________________________________________________________________________

05

____

10.  Does the unit SOP give specific guidance in accounting for absentee baggage?  Is the absentee baggage stored in a secure area in the unit?  AR 700-84, Para 12-12.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

11.  Is the person conducting the inventory (SGT or above) signing and dating the DA Form 3645 for absentee baggage inventory?  DA PAM 710-2-1 Para 10-15 and V Corps Reg 700-3.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

05

____

12.  Are personal effects inventoried on plain sheet of bond paper and lists serial number items.  DA PAM 600-8, Chp 9

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

SECTION XVII

ARMS ROOM OPERATING PROCEDURES

MAX PTS
AWARDED PTS

     10

___

1.  Is a Arms Room SOP on file and approved by the unit/activity commander?  AR 710-2 (Table B-1e)

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

2.  Is am Arms Room access roster on file and posted in the Arms Room?  AR 190-11, Chp 4

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

3.  Does the Armorer have a current Master Authorization List (MAL) and does it contain the name and unit of each soldier who is to receive a weapon?  Is the MAL being updated as changes occur DA PAM 710-2-1, Chp5

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

4.  Are weapon control sheets being kept in the unit active file until the monthly inventory by serial numbers is completed?  DA PAM 710-2-1,

Chp 5 and USAREUR Reg 190-11, Chp 8.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

5.  Are DA Form 3749 (Equipment receipt) properly prepared and used for property issued to the same person for brief recurring periods of time?  DA Pam 710-2-1, Chp 5

Comment:







YES  NO  N/A










 ___  ___  ___
________________________________________________________________________

     10

___

6.  When individually assigned weapons are signed out on AE Form 190-11A, is the DA Form 3749 turned in to the Armorer in addition to an entry being made on the control sheet when it exceeds a 24 hour period?  DA PAM 710-2-1, Chp 9.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

7.  Are changes of custody inventories being recorded on DA Form 2062 and are they being kept until the next serial number inventory is completed?  AR 710-2 Table B-1 and DA PAM 710-2-1, Chp 9.

Comment:







YES  NO  N/A










 ___  ___  ___
________________________________________________________________________

     10

___

8.  Are monthly inventories of sensitive items (Weapons and Ammunition) properly conducted, documented and files at the unit and PBO level?  AR 710-2 Table B-1 and DA PAM 710-2-1, Chp 9.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

9.  If seals are on hand, does the unit/activity have a seal custodian appointed on orders and a copy on file?  AR 190-51, Appendix E.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

10.  Are Privately Owned Firearms on hand are they store separately and tagged to include registering?  AR 190-11 and USAREUR Reg 190-6.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

11.  Are DD Form 314 (Preventive Maintenance Schedule and Record) on file and properly maintained?  DA PAM 738-750, Chp 3.

Comment:







YES  NO  N/A










 ___  ___  ___

_______________________________________________________________________

     10

___

12.  Are all appropriate TM’s on hand to include a minimum of one operator manual per assigned weapon and al crew served weapons?  DA PAM 25-400-2.

Comment:







YES  NO N/A










 ___  ___  ___

________________________________________________________________________

     10

___

13.  Are appointment TM’s on hand to include a minimum of one operator manual per assigned weapon and al crew served weapons?  DA PAM 25-400-2.

Comment:







YES  NO  N/A










 ___  ___ ___

________________________________________________________________________

     10

___

14.  Are monthly inspections being conducted of the arms room storage facility meeting all requirement?  AR 190-11 and AR 190-13.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

15.  Is the unit armorer signed for a Small Arms Tool Kit on a component hand receipt and is it being inventoried by an SGT or above at least quarterly?  AR 710-2. Chp 2 and DA PAM 710-2-1, Chp 6.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

16.  Are J-SIIDS alarm system being tested once a week recorded on DA Form 4930-R?  AR 190-11.

Comment:







YES  NO  N/A









 ___  ___  ___ 

________________________________________________________________________

     10

___

17.  Are all required signs posted inside and outside of the arms room storage facility?  i.e., No smoking, Restricted Area and Orange “4” Triangle?

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________


     10

___

18.  Does the arms room present a neat clean appearance to include meeting all physical structural requirements?  AR 190-11 and 190-13.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

SECTION XVIII

TOOL ROOM PROCEDURES

MAX  PTS

AWARDED PTS

     10

___

1.  Is an approved current SOP, signed by the commander on file?  AR 710-2, (Table B-1e)

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

2.  Is a “Restricted Entry” sign posted outside the tool room?

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

     10

___

3.  Has the responsible officer given the tool room custodian a list of authorized users and has the custodian restricted issue to only those authorized personnel?  DA PAM 710-2-1, Chp 6

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

4.  Are tool room keys controlled and is access restricted to essential supervisory personnel, operating personnel, and accompanied authorized visitors?  DA PAM 710-2-1, Chp 6.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

5.  Are tool sets, kits, and outfits (SKO’s) not issued to using individual properly secure or stored in and issued from the tool room?  DA PAM 710-2-1, Chp 6.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

6.  When property having components is issued directly to the using individual, are component hand receipts being used?  AR 710-2, Chp

and DA PAM 710-2-1, Chp 6.

Comment:







YES  NO  N/A









 ___  ___  ___

______________________________________________________________________

     10

___

7.  Are procedures being used to establish control of issue of hand tools from the tool room?  DA PAM 710-2-1, Chp 6.

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

     10

___

8.  When property is temporarily hand receipted for periods up to 30 calendar days, is DA Form 3161 properly prepared and being used?  DA PAM 710-2-1, Chp 5

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

SECTION XIX

NBC ROOM

MAX  PTS
AWARDED PTS

     10

___

1.  Is a unit NBC SOP on hand signed by current commander?  AR 710-2 (Table B-1e)

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

     10

___

2.  Is all NBC equipment properly accounted for on and AR 710-2, Chp 2.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     10

___

3.  Are appropriate TM’s available for each type of equipment in the NBC room?  DA PAM 25-400-2

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________


     10

___

4.  Does the NBC room and administrative area appear neat and orderly?

Comment:







YES  NO  N/A










 ___  ___ ___

________________________________________________________________________

     10

___

5.  Is the NBC Officer, NCO and alternate school trained?

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________


SECTION XX

BASIC/OPERATIONAL LOADS CLASS I, I EXP, III AND V

CLASS I (UBL) MEAL READY TO EAT

MAX  PTS
AWARDED PTS

     05

___

1.  Is a basic load of Class I rations on hand, in the proper quantity?  USAREUR Reg 710-64, Para5.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     05

___

2.  Is a property book page established for the basic load of Class I?  Does it contain the quantity by date of Pack, lot number, date of last Veterinary inspection/condition code, contract number and date on the last quarterly MRE inspection date.  USAREUR Reg 710-64, Para 7.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     05

___

3.  Is a copy of the quarterly Class I basic inspection results maintained with the property record, and has the commander verified that all deficiencies have corrected?  Has an individual been appointed in writing to perform the quarterly inspection.  USAREUR Reg 710-64, Para 12.

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

     05

___

4.  Has the unit basic load rotated by consumption within the past year or has a request for assistance been submitted through command channels at least 120 days prior to required rotation date?  USAREUR Reg 710-64, Para 10.

Comment:







YES  NO  N/A









 ___  ___  ___
________________________________________________________________________

     05

___

5.  Has the unit requested and obtained a veterinary inspection of Class I basic load 6 months after initial receipt and every 6 months thereafter?  USAREUR Reg 710-64, Para 112

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________


     05

___

6.  Is the Class I basic load secured and stored properly; Is dunnage at least 4 inches above the floor and approx. 6 inches from the wall?  USAREUR Reg 710-64, Para11

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     05

___

7.  Are cases of MRE’s stacked with the date of pack on the date of pack on the outer layer and facing outward?  Are classified MRE’s with condition codes B and C (for immediate consumption) separated from the basic load?  USAREUR Reg 710-64, Para 11

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

CLASS II/IV EXPENDABLE

MAX PTS
AWARDED PTS

     05

___

1.  Does the unit/activity have an approved basic load class II/IV expendable and durable supplies?  Is the basic load list for supplies on the same list but separate from Class VIII supplies?  DA PAM 710-2-1, Chp 7

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

     05

___

3.  Has the commander approved and signed the last page of the load list with a copy forward tot he SSA.  DA PAM 710-2-1, Chp 7

Comment:







YES  NO  N/A










 ___  ___  ____

________________________________________________________________________

CLASS III PACKAGE/ BULK AND FUEL COUPONS

MAX  PTS
AWARDED  PTS
     05

___

1.  Has a basic load of Class III Package and Bulk POL been properly computed and approved?  Are proper records being maintained for both basic and operational loads for Pkg and Bulk fuel?  AR 710-2, Chp 2 and DA PAM 710-2-1, Chp 7.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     05

___

2.  Does the unit/activity have an approved SOP for operation/handling to include accountability procedures for bulk fuel?  Are Property Book accounting procedures being used, to include appointment orders designating an individual to maintain control and accountability of all fuels?  AR 710-2, Chp 2 and DA PAM 710-2-1, Chp 12.

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

     05

___

8.  Are unused/expired fuel coupons being turned into the SSA in a timely manner?  USAREUR Reg 703-2, Para 17.

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

CLASS V

MAX  PTS
AWARDED PTS
     05

___

1.  Has the Class V basic load been computed correctly with an approved DA Form 581 on file?  Is the unit basic load of Class V on hand or on order?  USAREUR Reg 710-65.  DA PAM 710-2-1, Chp 11, and AR 710-2, Chp 2.

Comment:







YES  NO  N/A

________________________________________________________________________

     05

___

2.  Are property records being maintained for all items on the DA Form 581?  DA PAM 710-2-1, Chp 11.

Comment:







YES  NO  N/A









 ___  ___  ___

________________________________________________________________________

SECTION XXI 

CLASS IX, PRESCRIBED LOAD LIST (PLL)

MAX  PTS
AWARDED  PTS

     10

___

1.  Are all PLL parts on hand or on a valid requisition?  Is the demand data being reviewed quarterly to verify adequacy of stockade?

AR 710-2, Table B-1

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     05

___

2.  Does the number of PLL lines exceed 300?  Is an exception request signed by the first General Staff level in the chain of command?  DA PAM 710-2-1, Chp 8.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

     05

___

3.  Is the Due-out reconciliation being reconciled with the SSA at least monthly?  DA PAM 710-2-1, Chp 8.

Comment:







YES  NO  N/A










 ___  ___  ___

________________________________________________________________________

SECTION XXII

MASTER HAND RECEIPT/SUB HAND RECEIPT VERIFICATION


LINE


HAND RECEIPT QTY

SUB HR# QTY

1.
_______


________________________

__________________

2.
_______


_________________________

__________________

3.
_______


_________________________

___________________

4.
_______


_________________________

___________________

5.
_______


__________________________

___________________

6.
_______


__________________________

____________________

7.
_______


__________________________

____________________

8.
_______


__________________________

____________________

9.
_______


__________________________

____________________

10.
_______


__________________________

____________________

11.
_______


__________________________

____________________

12.
_______


__________________________

____________________

13.
_______


__________________________

_____________________

14.
________

__________________________

_____________________

15.
________

__________________________

_____________________

1. NUMBER OF PROPERTY BOOK ITEMS INVENTORIED:______

2. NUMBER OF ITEMS INVENTORIED CORRECTLY:
______

3. NUMBER IF ITEMS INVENTORIED W/DISCREPANCY:______

4. PERCENT INVENTORY ACCURACY:

FORMULA

NUMBER OF ITEMS INVENTORIED CORRECTLY DIVIDED BY THE TOTAL

NUMBER OF PROPERTY BOOL ITEM INV. EQUAL % OF INV. ACCURACY

CLOTHING RECORD VERIFICATION


NAME


1.
_______________

____________________

__________________

2.
_______________

____________________

__________________

3.
_______
_______


____________________

___________________

4.
_______________

____________________

___________________

5.
_______________

____________________

___________________

6.
_______________

____________________

____________________

7.
_______
________

____________________

____________________

8.
_______
________

_____________________

____________________

9.
_______
________

_____________________

____________________

10.
_______________

_____________________

____________________

11.
_______
________

_____________________

____________________

12.
_______
________

_____________________

____________________

13.
_______________

_____________________

_____________________

14.
_______________

_____________________

_____________________

15.
_______________

_____________________

_____________________



UNIT STRENGTH:________

NUMBER OF RECORD ITEMS INVENTORIED:____

NUMBER OF ITEMS INVENTORIED CORRECTLY:____

NUMBER IF ITEMS INVENTORIED W/DISCREPANCY:____

PERCENT INVENTORY ACCURACY:_______



FORMULA

NUMBER OF ITEMS INVENTORIED CORRECT DIVIDED BY TOTAL NUM.

INVENTORIED EQUAL % OF ACCURANCY.

7
1

