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18 July 2001

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Command Policy Letter 28, Report of Survey

1. PURPOSE.  To establish the standard for initiation, conduct and processing of Reports of Survey within the 2nd Brigade, 1st Armored Division.  Encourage personnel to use these resources to report and take action against any perceived inappropriate behavior.

2. APPLICABILITY.  All soldiers assigned to 2nd Brigade, 1st Armored Division.

3. REFERENCES. AR 735-5, Survey Officer’s Guide, dated 01 Mar 1997, Chapters 13 and 14.

4. POLICY.  

a. Responsibilities.

(1) Commander, 2nd Brigade, 1st Armored Division

(a) Approving authority for all Reports of Survey within the 2nd Brigade.  This authority is retained by the Brigade Commander, and may be delegated during extended periods of absence.

(b) Initially briefs the Report of Survey Officer on duties and responsibilities for conducting Brigade Level Reports of Survey.

(c) Reviews and approves/disapproves all Reports of Survey.  To accomplish this, the Commander writes “x” in one of the following blocks: 37a., b., or c.  The Commander signs block 40b.

(2) The Executive Officer, 2nd Brigade, 1st Armored Division reviews all Reports of Survey prior to the Commander’s review.  In the capacity of reviewer, the BDE XO provides a Quality Control Check of the ROS.

(3) Battalion Commanders.

(a) Appointing Authority for all Reports of Survey for their Battalion and for units falling within their UCMJ Jurisdiction.  This authority may only be delegated to an O-5 and higher, or an O-4’s filling an O-5 billet during extended periods of absence.  Reference AR 735-5, paragraph 13-16c.

(b) Reviews the DA Form 4697, block 11, and all attached exhibits for completeness.

(c) Determines appropriate course of action for the ROS by placing his “x” in block 17a., b., c.

(d) Upon completion of the ROS, reviews the entire packet before signing block 36b.

(4) Company Commander

(a) Upon learning of loss or damage to Army property, conducts an initial investigation to actual loss or damage, who the responsible soldier is, and the circumstances surrounding the loss/ damage.

(b) Review DA Form 4697, blocks 1, 3 through 12 for completeness prior to forwarding to S4 for processing.

(c) Sign Block 12.

(d) Ensure personnel and records are available to the Surveying Officer at all times.

(e) Ensure the Primary Hand Receipt is updated to reflect loss of equipment.  Ensure sub-hand receipts reflect loss of property.  Ensure Supply Sergeant tracks replacement items by document number.

(5) S-4, 2nd BDE, 1st AD.

(a) Reviews all Reports of Survey prior to forwarding to the Brigade XO.  Authorized to return incomplete or substandard Reports of Survey tot he subordinate unit.

(b) Process the original report of Survey, typing in the Brigade Commander’s Decision in block 37, and forwards copies of the Report of Survey to the soldier(s) held pecuniary liable, and to the Division Property Book Officer (DPBO).

(c) Maintains Reports of Survey Register and copies of ROS packets IAW AR 735-5.

(d) Responsible for training separate companies and subordinate S-4’s on proper Report of Survey procedures.

(e) Reports ROS status weekly at Brigade weekly LRR’s.

(f) Reports ROS status by the end of the month to the ACofS, G-4.

(6) Battalion S-4’s.

(a) Review all Reports of Survey prior to forwarding to Appointing Authority for completeness.  May reject any ROS that is incomplete, or substandard, to the initiating unit.

(b) Processes ROS, forwarding to Brigade S-4 within established time standards.

(c) Maintains unit ROS Register and copy of ROS packet IAW AR 735-5.

(d) Responsible for training companies on proper ROS procedures.

(e) Reports ROS status by 1700 every Monday, or the first working day of the week following a holiday.

b. Procedures for conducting a Report of Survey (“How to…”)

(1) Discovery of Loss.  When Commanders conduct cyclic inventories of their property, no item should go missing for more than 4 weeks.  Company Commanders have 72 hours to initiate a Report of Survey upon discovery of a loss.  Commanders failing to meet this suspense will immediately forward a memorandum of explanation through the Battalion Commander to the Brigade XO.

(a) Prepares DA Form 4697 IAW AR 735-5, Beginning with paragraph 13-8.

(b) Company Commanders will conduct an initial investigation to determine what was lost/damaged.  By conducting this investigation, the Company Commander can process the recoupment of the loss through a Statement of Charges/Cash Collection Voucher, or if the item exceeds $2,500, as directed by AR 35-5 (for specified items). 

(2) Assignment of a Surveying Officer by the Battalion Adjutant using a DA Form 6.

(a) Company Commanders and Appointing and Approving Authorities are exempt from Surveying Officer Duty.

(b) Survey Officers should be senior to the soldier who is potentially responsible for the loss or damage.  If no officers are present to perform the duty due to rank, then the issue will be refereed to the Brigade XO, who will assign a Survey Officer from within the Brigade.

(3) Battalion S4’s brief the Survey Officer prior to his beginning of the investigation on:

(a) Survey Officer’s duties and products IAW AR 735-5, and the 1AD Policy on Reports of Survey, as well as this Policy Letter.

(b) Timeline and suspense for the completion of the Report of Survey.  The Survey Officer has 15 calendar days to complete the ROS and forward the packet to the Battalion S4 for quality control review and further processing.

(4) There are four products required as exhibits in all Brigade Reports of Survey.  The Brigade XO grants exceptions on a case-by-case basis.  These four products are:

(1) Document(s) showing soldier was signed for lost/damaged item.  These include Primary hand Receipt (Company Commander’s HR), the sub-hand receipt, and temporary hand receipt (this includes photocopies of DA Form 581 and arms room sign out sheets).  In the case of lost TA-50/OCHIE, the purpose is to establish WHO signed for the item prior to the loss.

(2) Witness Statements (DA Form 2823).  Soldier(s) being surveyed must be interviewed if at all possible.  Other witnesses who may have knowledge of the lost/damaged item must also submit a statement.  If no  DA Form 2823 is available, a white bond piece of pare, with the soldier’s statement and signature, surveying officer’s signature, and signature of a 3rd (neutral) party, is the only acceptable alternative.  This will establish WHAT, WHEN, WHERE, and HOW.

(3) Standing Operating Procedures, to include TM-10’s are required.  The SOP must address safeguarding (storage of field use) the item.  The TM-10 is necessary if the item was damaged to determine if proper procedures were followed.  This establishes WHY the item was lost or damaged.

(4) Other Pertinent Documents.  These include 1348-1’s for when an item has been lost after turn in, along with inventory sheets; documents dropping or re-establishing accountability for items; and Estimated/Actual Cost of Damage (ECOD’s and ACOD’s).

(5) Quality Control by S4.  Ensures the DA Form 4697 is complete and ready for onward processing at Brigade after a Legal Review is conducted by the Local Administrative Attorney at JAG.

(6) The S4 will forward the ROS after legal review to the Brigade S4 for quality control review and further processing.  The Approving Authority will decide based on the information contained in the pack.  Soldier(s) will be provided a copy of the ROS, and make an appointment with legal counsel the same day (if the situation permits).

c. Procedures for Preparing and Labeling Reports of Survey.  ROS will be submitted in a clean manila folder with the following products in order.

(1) DA Form 4697, backside.  The Approving Authority’s signature block will be typed, not written in ink, in block 40a.  The current Approving Authority’s ROS Signature Block is “JOHN D. JOHNSON, COL, IN, COMMANDING”

(2) Survey Officer’s Findings and Recommendations memorandum.

(3) Legal review.

(4) Tabbed exhibits showing:

(a) Soldiers(s) signed for the item, or having responsibility for it.

(b) DA Form 2823, in chronological order as taken.

(c) Other Pertinent Documents.

(d) SOP’s and/or extracts from applicable TM-10’s.

(e) Notification memorandum to soldier(s) assigned pecuniary liability.

(f) Rebuttals, if made.

5. POC is the 2nd Brigade S-4 at DSN 485-6410/7192.

6. This policy supersedes the previous policy, is effective immediately, and will be posted on all unit bulletin boards. 

7. IRON BRIGADE!

Enclosures
JOHN D. JOHNSON

1.  Report of Survey Tracker
COL, IN


Commanding

DISTRIBUTION:  A

IRON BRIGADE REPORT OF SURVEY TRACKER

	SURVEY NUMBER:
	

	COL JOHNSON:
	

	SURVEY OFFICER:
	

	SURVEY SUSPENSE:
	


	EVENT
	DATE
	INITIALS

	Survey Initiated
	
	

	Survey Officer Appointed
	
	

	Survey Officer Briefed
	
	

	JAG Consulted
	
	

	Notification Sent
	
	

	Rebuttal Notice
	
	

	          Due
	
	

	          Received
	
	

	BN S-4 Review
	
	

	Appointing Authority Review
	
	

	JAG Review
	
	

	BDE S-4 Review
	
	

	BDE XO Review
	
	

	Approval Authority
	
	


TIMELINE:


Initiation Process:




15 Days


Recommendation Process:

40 Days


Adjudication Process:



20 Days


Notification if Individual Charged:
30 Days


*AR 735-5 for timeline variations
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