Organizational Inspection Program

S4/Logistics Inspection Checklist

Unit Inspected: _____________
 
Inspection Date:__________________

Inspectors: ______________________________________________________

Unit Guides:  ____________________________________________________
TOTAL POINTS AWARDED (TPA)/TOTAL POSSIBLE POINTS (TPP) * 100% = % RATING

TPA/TPP * 100%

OVERALL RATING:  COMMENDABLE:  95% overall with no UNSAT Ratings.
SATISFACTORY:  Greater than 80% overall with no more than one UNSAT Rating.
UNSATISFACTORY:  Less than 80 % overall.
	Area Inspected
	Rating

	I.  References
	Commendable     Satisfactory     Unsat

	II.  Miscellaneous
	Commendable     Satisfactory     Unsat

	III.  Responsibilities
	Commendable     Satisfactory     Unsat

	IV.  Publications
	Commendable     Satisfactory     Unsat

	V.  Standard Property Book System
	Commendable     Satisfactory     Unsat

	VI. Document Register/Due-In File
	Commendable     Satisfactory     Unsat

	VII. Issue/Turn-In
	Commendable     Satisfactory     Unsat

	VIII. Hand Receipts/Annexes
	Commendable     Satisfactory     Unsat

	IX.  Adjustment Documents 
	Commendable     Satisfactory     Unsat

	X.  Inventories
	Commendable     Satisfactory     Unsat

	XI.  Arms Room
	Commendable     Satisfactory     Unsat

	XII.  Basic Loads
	Commendable     Satisfactory     Unsat


	OVERALL RATING
	Commendable     Satisfactory     Unsat








________________________________







STAN D. ALONE







CW3, QM







S4

	I.  REFERENCES:                        TOTAL PTS:______
Each reference must be either on hand or have been ordered within the last 90 days for full points.  References on order over 90 days will be awarded ½ value.
	PTS POSS
	PTS ACH
	NOTES

	1. AR 190-11, Physical Security of Arms, Ammunition and Explosives.
	7
	
	

	2. AR 25‑30, The Army Integrated Publishing and Printing Program Subscription Form.
	7
	
	

	3. AR 25‑400‑2, The Modern Army Record Keeping System (MARKS).
	7
	
	

	4. AR 310-49, The Army Authorization Document System (TAADS).
	7
	
	

	5. AR 700-84, Issue and Sale of Personal Clothing.
	7
	
	

	6. AR 710‑2, Supply Policy Below the Wholesale 1 level.
	7
	
	

	7. AR 710‑2‑1, Using Unit Supply System Manual Procedures
	7
	
	

	8. AR 735‑5, Policies and Procedures for Property Accountability.
	7
	
	

	9. DA Pam 710‑2‑1, Using Unit Supply Manual Procedures.
	7
	
	

	10. FM 10-14, Unit Supply Operations (Manual Procedures).
	7
	
	

	11. FM 10‑14‑20, Guide for the Battalion S4 30 Dec 81 CH 1 Sep 86.
	7
	
	

	12. AIS Manual 25-L18-ALV-ZZZ, Standard Property Book System Redesign (SPBS-R).
	4
	
	


	13. INSCOM Regulation 25-400-2, Modern Army Record Keeping System.
	7
	
	

	14. INSCOM Pam 310-3, Equipment Authorizations.
	7
	
	

	15. USAINSCOM Regulation 700-7, Supply and Services.
	5
	
	

	TOTAL POINTS
	100
	
	


	II. MISCELLANEOUS:                   TOTAL PTS:_____

	PTS POSS
	PTS ACH
	NOTES

	1. The supply room presents a neat and orderly appearance. (FM 10‑14, Chapter 7)
	5
	
	

	2. The supply room has controlled access.(AR 190‑11, Chapter 3-8)
	5
	
	

	3. The main entrance has posted the routine  hours of operation and POCs for emergencies. (FM 10‑14‑2)
	5
	
	

	4. The storage area/rooms can be secured. (AR 190‑11, Chapter 3-8)
	5
	
	

	5. Like items are stored together. (FM 10‑14‑2)
	5
	
	

	6. Related accessories are with the equipment (FM 10‑14, Chapter 7)
	5
	
	

	7. All equipment has been identified. (Approp TN/SC)
	5
	
	

	8. Equipment is being properly stored (dunnage safety, security, etc.). (FM 10‑14,  Chapter 7)
	5
	
	

	9. Storage areas are well ventilated. (FM 10‑14, Chapter 7)
	5
	
	

	10. Flammables are being stored in proper storage areas. (FM 10‑14, Chapter 7)
	5
	
	

	11. The supply room keeps a 15-day class II expendable supply on hand. (DA Pam 710‑2‑1
	5
	
	

	12. Supplies are rotated. (DA Pam 710‑2‑1)
	4
	
	

	13. Are results of training evaluations used as a feedback mechanism to assist the commander in performing an organizational assessment? (FM 25‑100; AR 350-41, pg. 11, para 5-5)
	4
	
	

	14. Have results from the last evaluation been reviewed to determine if past discrepancies have been resolved/corrected. (AR 710-2 App B, para B-9d)
	4
	
	

	15. If discrepancies have not been corrected, have suspense dates been established stating the anticipated date when corrective action(s) will be taken. (AR 710-2 App B, para B-9d)
	5
	
	

	16. In the case of repeat findings, has the chain of command been notified of the problem in order to reestablish compliance. (AR 710-2 App B, para B-9d)
	5
	
	

	17. Is the unit conducting supply discipline training for all assigned personnel. (AR 710-2 App B, para B-15)
	4
	
	

	18. Does the unit have an amnesty program established in writing, to ensure maximum recovery of contraband outside the supply system. (DA Pam 710-2-1, para 11-18)
	5
	
	

	19. Has the unit posted the location and telephone number of the nearest amnesty turn-in point. (DA Pam 710-2-1, para 11-18)
	4
	
	

	20. Are commanders monitoring the amnesty program to ensure that the program is not being used to circumvent accountability. (DA Pam 710-2-1, para 11-18)
	5
	
	

	21. Are unit commanders conducting amnesty program briefings semi-annually and before each exercise or training that requires the use of A&E. (DA Pam 710-2-1, para 11-18)
	5
	
	

	TOTAL
	100
	
	


	III.  RESPONSIBILITES               TOTAL PTS:______

	PTS POSS
	PTS ACH
	NOTES

	1. SOP
	
	
	

	1.1. The SOP is readily available. (FH 10‑14‑2)
	6
	
	

	1.2. The SOP is signed by the current Commander. (FM 10‑14‑2)
	6
	
	

	1.3. The content of the SOP incorporates current regulations and policy letters of higher headquarters. (FM 10‑14‑2)
	6
	
	

	1.4. The unit conducts operations according to their SOP. (FM 10‑14‑2)
	6
	
	

	1.5. The annexes of the SOP provide sample forms when they are used or locally changed. (FM 10‑14‑2)
	6
	
	

	1.6.The SOP covers both garrison and field operations. (FM 10‑14‑2)
	6
	
	

	1.7.The SOP/annexes is updated as requirements change. (FM 10‑14‑2)
	6
	
	

	1.8. Unit supply personnel are familiar with the contents of the SOP. (FM 10‑14‑2)
	6
	
	

	1.9. The SOP is properly filed. (FM 10‑14‑2)
	6
	
	

	1.10.  Does the unit SOP contain any deviation from the Update/Regulations. If so, are letters of approval on file.
	6
	
	

	1.11.  Has the unit Commanders ensured procedures for inventory and safeguarding of personal and government property of individuals absent without leave (AWOL), hospitalized are 

established and included in the unit SOP. (DA Pam 710-2-1, para 10-15 and AR 700-84, para 12-12 thru 12-15.
	6
	
	

	2.  FUNCTIONAL FILES
	
	
	

	2.1. IA FORM 1035-R-E is on hand and approved. (INSCOM REG 25-400-2)
	6
	
	

	2.2. File numbers are being assigned IAW AR 25‑400‑2. (AR 25‑400‑2 para 6‑1)
	6
	
	

	2.3. Guides are used to divide files. (AR 25‑400‑2, pare 5-7)
	5
	
	

	2.4. File labels are prepared correctly. (AR 25‑400‑2 para 6-2)
	6
	
	

	2.5. Documents are being filed in a timely manner. (AR 25‑400‑2, chp 5)
	5
	
	

	2.6. Section personnel are filing documents IAW AR 25-400-2. (AR 25‑400‑2)
	6
	
	

	TOTAL
	100
	
	


	IV.  PUBLICATIONS                      TOTAL PTS _____
	PTS POSS
	PTS ACH
	NOTES

	1. Are the below listed publication on hand or on request?
	
	
	

	AR 11-2 (Army Programs, Internal Control System)
	1
	
	

	AR 15-6 (Procedures for Investigating officers and Board of officers)
	1
	
	

	AR 25-400-2 (The Modern Army Record keeping System (MARKS))
	1
	
	

	AR 30-1 (Army Food Service Program)
	1
	
	

	AR 55-38 (Reporting of Transportation Discrepancies in Shipments RCS: MTMC-54)
	1
	
	

	AR 58-1 (Management, Acquisition, and Use of Administrative Use Motor Vehicles)
	1
	
	

	AR 71-13 (The Department of the Army Equipment Authorization and Usage Program)
	1
	
	

	AR 190-11 (Physical Security of Arms, Ammunition and Explosives)
	1
	
	

	AR 190-51 (Security of Unclassified Army Property (Sensitive and Non sensitive) )
	1
	
	

	AR 210-50 (Furniture and Household Equipment Support for Family Housing and Bachelor Quarters)
	1
	
	

	AR 210-130 (Laundry and Dry Cleaning Operations)
	1
	
	

	AR 220-1 (Unit Status Reporting) (MTOE units only)
	1
	
	

	AR 380-5 (DA Information Security Program)
	1
	
	

	AR 600-8-1 (Army Casualty and Memorial Affairs and Line of Duty Investigation)
	1
	
	

	AR 630-10 (Absent Without Leave and Desertion)
	1
	
	

	AR 700-4 (The Logistic Assistance)
	1
	
	

	AR 700-84 (Issue and Sale of Personnel Clothing)
	1
	
	

	AR 700-131 (Temporary Loans of Army Material)
	1
	
	

	AR 700-141 (Hazardous Materials Information System)
	1
	
	

	AR 708-1 (Cataloging and Supply Management Data)
	1
	
	

	AR 710-2 (Inventory Management Supply Policy Below the Wholesale Level)
	1
	
	

	AR 710-3 (Asset Transaction Reporting System)
	1
	
	

	AR 725-50 (Requisitioning, Receipt, and Issue System)
	1
	
	

	AR 735-5 (Policies and Procedures For Property Accountability)
	1
	
	

	AR 735-11-2 (Report of Item Discrepancies Attributable to Shipment)
	1
	
	

	AR 840-10 (Flags, Guidons, Streamers, Tabards, and Automobile and Aircraft Plates)
	1
	
	

	CTA 8-100 (Army Medical Department Expendable/Durable Items)
	1
	
	

	CTA 50-900 (Clothing and Individual Equipment)
	1
	
	

	CTA 50-909 (Field and Garrison Furnishings and Equipment)
	1
	
	

	CTA 50-970 (Expendable/Durable Items)
	1
	
	


	IV. PUBLICATIONS                         TOTAL PTS:____

(CONT)
	PTS POSS
	PTS ACH
	NOTES

	CDA Pam 18-1 (Code Reference Guide for the ARMS Monthly AMDF File)
	1
	
	

	DA Pam 5-25 (Army Modernization Information Management)
	1
	
	

	DA Pam 25-30 (Consolidated Index of Army Publications and Blank Forms)
	1
	
	

	DA Pam 310-1 (Index and Description of Army Training Devices)
	1
	
	

	DA Pam 310-13 (Posting and Filing Publications)
	1
	
	

	DA Pam 350-38 (Training Standards In Weapons Training) 
	1
	
	

	DA Pam 385-3 (Protective Clothing and Equipment)
	1
	
	

	DA Pam 710-2-3 (The Army Std Cbt PLL And Cbt ASL Category I Cbt Arms (mircofiche) )
	1
	
	

	DA Pam 710-2-4 (The Army Std Cbt PLL And Cbt ASL Category II Cbt Spt Units)
	1
	
	

	DA Pam 710-4 (Management of Excess Material and Material Returns)
	1
	
	

	DA Pam 710-5 (Unit Commander’s Handbook)
	1
	
	

	DA Pam 738-750 (Functional Users Manual For the Army Maintenance Management System (TAMMS) )
	1
	
	

	FM 10-14 (Unit Supply Operations Manual Procedures)
	1
	
	

	FM 10-14-1 (Commander’s Handbook for Property Accountability at unit Level)
	1
	
	

	FM 10-27-4 (Organizational Supply for Unit Leaders)
	1
	
	

	AIS Manual 25-L18-ALV-ZZZ-EM (Standard Property Book System-Redesign (SPBS-R) (For Single and Multi-Users) Using Personal Computers)
	1
	
	

	TM 38-250 (Preparing Hazardous Materials For Military Air Shipment)
	2
	
	

	TM 38-410 (Storage and Handling of Hazardous Materials)
	2
	
	

	TM 38-600 (Management of Administrative Use Motor Vehicles)
	2
	
	

	INSCOM Pam 5-50 (Configuration Management Procedures)
	2
	
	


	IV. PUBLICATIONS                         TOTAL PTS:____

(CONT)
	PTS POSS
	PTS ACH
	NOTES

	INSCOM Pam 25-30 (Index of Administrative Publications Command Forms)
	2
	
	

	INSCOM Pam 310-3 (Equipment Authorization)
	2
	
	

	INSCOM Reg 25-70 (Acquisition of Automatic Data Processing Equipment (ADPE) ) 
	2
	
	

	INSCOM Reg 25-400-2 (Records Management Program)
	2
	
	

	INSCOM Reg 700-7 (Supply Policy and Procedures)
	2
	
	

	Current Maintenance Update (14)
	2
	
	

	Current Security Update (3)
	2
	
	

	Current Unit Supply Update (14)
	2
	
	

	FED LOG (CD ROM)
	2
	
	

	2. There is a current TM on hand for each major end item. (USAINSCOM REG 700-7 para 6-1).
	4
	
	

	3. All applicable FM's are on hand. (USAINSCOM REG 700-7 para 6-1).
	4
	
	

	4. Publications are filed in numerical order by either type or subject matter. (DA Pam 25‑30)
	4
	
	

	5. Superseded/rescinded publications have been withdrawn and new/revised editions inserted. (DA Pam 25-30)
	4
	
	

	6. Outdated CD ROMS have been replaced and old  ones destroyed. (DA Pam 25-30)
	4
	
	

	7. Changes are filed properly and loose leaf change pages inserted where they should go. (DA Pam 25‑30)
	4
	
	

	8. The section has the necessary blank forms needed for daily operations. (DA Pam 710-2-1App A)
	4
	
	

	TOTAL
	100
	
	


	V. STANDARD PROPERTY BOOK SYSTEM (SPBS)

TOTAL PTS _____
	PTS POSS
	PTS ACH
	NOTES

	1.  SPBS - General
	
	
	

	1.1. There is a hand receipt property listing for organizational & installation property in the unit supply room. (AIS Manual 25-L18-ALV-ZZZ-EM PCN ALV 151)
	5
	
	

	1.2. The duplicate copies of the property listings have been signed by the unit commander. (AIS Manual 25-L18-ALV-ZZZ-EM)
	5
	
	

	1.3. The work copies of the property listings are current. (AIS Manual 25-L18-ALV-ZZZ-EM PCN ALV 151)
	5
	
	

	1.4. Transaction documents are posted to the property listing. (AIS Manual 25-L18-ALV-ZZZ-EM PCN ALV 142/143)
	5
	
	

	1.5. The commander is personally conducting monthly inventories. (AIS Manual 25-L18-ALV-ZZZ-EM Sensitive Item PCN ALV 441, Cyclic PCN ALV 885)
	5
	
	

	1.6. Discrepancies on the automated hand receipt are being noted and sent to the property book team. (AIS Manual 

25-L18-ALV-ZZZ-EM PCN ALV 151)
	5
	
	

	1.7. Recent change documents have been posted with the document numbers. (DA PAM 710-2-1 para 5-3d(1)).
	5
	
	

	1.8. The posted loss/gain transactions have been verified prior to the commander signing the document. (AIS Manual 25-L18-ALV-ZZZ-EM PCN ALV 142)
	5
	
	

	1.9. Signature cards are on file for each support organization. (DA Pam 710‑2‑1, pare 2‑28)
	5
	
	

	1.10. Copies of the monthly inventories are being filled in the unit supply room. (AIS Manual 25-L18-ALV-ZZZ-EM PCN ALV 441 AND 885)
	5
	
	

	1.11. Are copies of daily transactions not affecting property book balance, ALV-142 and ALV-143 on file. (AIS Manual 25-L18-ALV-ZZZ-EM
	5
	
	

	1.12. Are copies of due-in listings on file. (AIS Manual 25-L18-ALV-ZZZ-EM)
	5
	
	

	1.13. Is Found-0n Installation (FOI) property turned in immediately and not picked up on the organizational property records. (DA Pam 710-2, para 2-13d)
	5
	
	

	1.14 Are procedures for lateral transfer of property followed. (DA Pam 710-2-1, para 3-14, 3-15)
	5
	
	

	1.15. Are DA Forms 4949, Administrative Adjustment Reports (AAR’S), used for adjustment of inventory discrepancies and for minor property book adjustments. (DA Pam 710-2-1, Chp 4 Section II and AR 710-2, para 2-50)
	5
	
	

	2.  MTOE/TDA
	
	
	

	2.1. A copy of the unit's MTOE or TDA is on hand. (AR 10‑49,pare 2‑2)
	5
	
	

	2.2. A current copy of each CTA applicable to the unit and property files is on hand, CTA 50‑900, CTA 50‑909, and CTA 50‑970. 

(AR 310‑49, Chapter 3-15f)
	5
	
	


	V. STANDARD PROPERTY BOOK SYSTEM (SPBS)

(CONT)                          TOTAL PTS _____
	PTS POSS
	PTS ACH
	NOTES

	2.3. TMs and component lists are on hand and with each item or set, kit, and outfit. (AR 310‑49 Chapter 3-15f)
	5
	
	

	2.4. When requests for authorization to obtain/retain equipment are submitted and pending approval a copy is being held in suspense. (AR 310‑49, Chapter 3-15)
	5
	
	

	2.5. Has the Commander insured that equipment listed in the authorized column of the MTOE/TDA or section III Suppl to the TDA is on hand or on request. (AR 710-2, para 2-6a)
	5
	
	

	TOTAL POINTS
	100
	
	


	VI.  DOCUMENT REGISTER AND DUE-IN FILE: 

                         TOTAL PTS:______
	PTS POSS
	PTS ACH
	NOTES

	1. Are there separate document registers for expendable/durable and accountable items. (DA Pam 710-2-1, para 2-19a)
	4
	
	

	2. A copy of the assigned block of serial numbers signed by the PBO is on file for requesting expendable or durable supplies.                                  (DA Pam 710-2-1, para 2-19b)
	4
	
	

	3. Are supplies and equipment requested/ turned-in/adjusted using the correct document register. (DA Pam 710-2-1, para 2-19a)
	4
	
	

	4. Are required entries entered in the appropriate blocks/spaces of DA Form 2064  (document register) or on automated register.                               Are entries correct. (DA Pam 710-2-1, para 2-19)
	5
	
	

	5. Are all documents supporting entries to the document register filed in supporting document files? Are documents filed in document number sequence? (DA Pam 710-2-1, para 4-14)
	5
	
	

	6. Does the document file contain a statement for each missing document? (DA Pam 710-2-1, para 4-14b)
	4
	
	

	7. Is the expendable/durable register filed in the document register files. (AR 25-400-2, Table B-101)
	4
	
	

	8. Are proper/correct procedures followed when a document number is found or received that is not recorded in the document register? Are proper procedures followed when duplicate document numbers on different transactions occur? (DA Pam 710-2-1, para 2-19f)
	5
	
	

	9. Are document registers properly closed out at the end of each fiscal year? (DA Pam 710-2-1 para 2-19d and AR 25-400-2, Table B-101)
	5
	
	

	10. Is the Commander either personally reviewing or delegating, in writing, specific persons, the authority to review all requests based on urgency of need designators (UND) A and B prior to submission of the request to the SSA. (AR 710-2, para 2-6b)
	5
	
	

	11. Are issue priority designators assigned to supply requests consistent with the urgency of need of the item. (DA Pam 710-2-1, para 2-3a)
	5
	
	

	12. Has the Commander or his designated representative initialed column H of DA Form 2064 or the remarks block of the automated document register for high priority requests. (DA Pam 710-2-1, para 2-3c)
	5
	
	

	13. Do items on request coincide with authorized allowances in MTOE, TDA, CTA, AR’S, and SUPPL to Section III. (AR 710-2, para 2-6a)
	5
	
	

	14. When requests are completely filled, are all status cards pertaining to the request removed and destroyed. (DA Pam 710-2-1, para 2-30d)
	5
	
	

	15. When partial issues are received, has the document register been properly annotated to show amounts due-in. (DA Pam 710-2-1, Fig 2-6)
	5
	
	

	16. Is the due-in status file maintained in document number sequence. (DA Pam 710-2-1, para 2-21b)
	5
	
	


	VI.  DOCUMENT REGISTER AND DUE-IN FILE: 

                         (CONT)                TOTAL PTS:______
	PTS POSS
	PTS ACH
	NOTES

	17. Does the unit maintain an active program on follow-up procedures, reconciliation and cancellation of requests for supplies. (DA Pam 710-2-1, Chp 2 Section IV)
	5
	
	

	18. Are Reports of Discrepancy (RODs) being submitted in support of discrepancies in receipts. (AR 735-5, Chp 16)
	5
	
	

	19. Do Commanders ensure document modifiers (AM1, AT1, etc.) are prepared and submitted when the Force Activity Designator (FAD) or Urgency of Need (UND) changes on requests previously sent to the SSA. (DA Pam 710-2-1, 

para 2-26)
	5
	
	

	20. When supplies are received, are they compared with the issue document for quantity and serial/registration numbers. Does the receiving person record this information on the receipt document. (DA Pam 710-2-1, para 2-30 and 9-4)
	5
	
	

	21. Are reconciliations accomplished monthly or IAW SSA policy to validate open supply requests. Are results of reconciliation followed up on to ensure rejected/canceled requisitions are re-established. (DA Pam 710-2-1, para 2-27)
	5
	
	

	TOTAL POINTS
	100
	
	


	VII. ISSUE/TURN‑IN:         TOTAL PTS:_____


	PTS POSS
	PTS ACH
	NOTES

	1. Supplies and equipment pending issue have been secured. (AR 190‑11, chp 3-8)
	10
	
	

	2. Issue documents have been prepared to transfer supply accountability from unit supply to the user. (DA Pam 710‑2‑1, Chapter 5)
	10
	
	

	3. The technical inspections of equipment (when required) have been performed prior to turn in. (DA Pam 710‑2‑1, Chapter 3)
	5
	
	

	4. Turn‑in credit has been given to hand/sub​hand receipt holders. (DA Pam 710‑2‑1, pare 5‑3)
	10
	
	

	5. Change documents have been annotated on the units master hand receipt. (DA Pam 710‑2‑1,  pare 5‑3)
	10
	
	

	6. Shortage annexes have been prepared upon turn‑in. (DA Pam 710‑2‑1, pare 5‑3)
	10
	
	

	7. When preparing requests for expendable/durable items, the authorization/adjustment documents are being verified. (i.e.: turn‑in doe's, statement of charges, report of survey, etc.) (DA Pam 710‑2‑1, pare 5‑1)
	10
	
	

	8. Due‑in status files have been established. (DA Pam 710‑2‑1, pare 2‑21)
	10
	
	

	9. Follow‑up actions are being initiated on requisition needing it. (DA Pam 710‑2‑1, Chapter 2 Sec IV)
	5
	
	

	10. Upon receipt of supplies/equipment, the items are issued to the hand/sub‑hand receipt holder that requested them. (DA Pam 710‑2‑1, 9‑4)
	10
	
	

	11. Requisitions are properly canceled once the item is identified as no longer needed. (DA Pam 710‑2‑1, pare 2‑25)
	5
	
	

	12.Weekly checks of the warehouse are made for supply pickup purposes.
	5
	
	

	TOTAL POINTS
	100
	
	


	VIII. HAND RECEIPT/ANNEXES:    TOTAL PTS:____
	PTS POSS
	PTS ACH
	NOTES

	1. Hand receipts are prepared correctly. (DA Pam 710‑2‑1. Para 5‑3)
	4
	
	

	2. Hand receipt annexes are being used. (DA Pam 710-2-1, para 5-3)
	4
	
	

	3. Shortage annexes are cross-referenced to hand/sub‑hand receipts. (DA Pam 710‑2‑1, pare 5‑3)
	4
	
	

	4. Hand receipt annexes are updated as transactions occur. (DA Pam 710‑2‑1, pare 5‑3)

	4
	
	

	5. DA Form 3161 is used in conjunction with the hand receipt annexes. (DA Pam 710‑2‑1, pare 5‑3)
	4
	
	

	6. When DA Form 3161 is used, the hand receipt is adjusted at least every six months from the date of the oldest document. (DA Pam 710‑2‑1, pare 5‑3)
	4
	
	

	7. Temporary hand receipts are being updated. (DA Pam 710‑2‑1, pare 5‑4)
	4
	
	

	8. Hand receipt annexes are on hand for all major end items and durable equipment that is not maintained within the supply room. (DA Pam 710‑2‑l Para 5‑3)
	4
	
	

	9. Serial numbers and USA registration numbers have been recorded on hand/sub‑hand receipts. (DA Pam 710‑2‑l, pare 5‑3)
	4
	
	

	10. SEC codes have been entered using the current CD ROM. (DA Pam 710‑2‑1, pare 5‑3, fig 6‑3)
	4
	
	

	11. The original copies of hand/sub‑hand receipts are maintained in the unit supply room. (DA Pam 710‑2‑1, pare 5‑3)
	4
	
	

	12. Hand/sub‑hand receipts are identified by hand receipt number. (DA Pam 710‑2‑1 Para 6‑21)
	4
	
	

	13. Component listings are adjusted as transactions occur. (DA Pam 710‑2‑1 rare 5‑31)
	4
	
	

	14. The unit's Master Hand Receipt is updated as changes occur. (DA Pam 710‑2‑1. Para 5‑31)
	4
	
	

	15. Excess equipment/property is annotated on hand receipts, component lists, or the master hand receipt. (DA Pam 710‑2‑1, pare 2‑28)
	4
	
	

	16. Hand receipt files are set up identifying each individual, section, or activity to whom property has been issued. (DA Pam 710‑2‑1, fig 6‑3)
	4
	
	

	17. The signature and rank of the hand receipt holder (individual acknowledging responsibility) and date is entered on the hand receipt. (DA Pam 710‑2‑1. fig 6‑3)
	3
	
	

	18. Separate hand receipts have been established for installation and organizational property. (DA Pam 710‑2‑1. pare 5‑3)
	3
	
	

	19. All publication data is reflected on the hand receipt in the item description block of DA Form 2062, indicating BIIL or other components of the end item. (DA Pam 710‑2‑1, pare 5‑3)
	3
	
	

	20. Copies of all change documents are properly prepared and filed with the appropriate hand/sub‑hand receipt file. (DA Pam 710‑2‑1, pare 5‑3)
	3
	
	

	21. Component hand receipts are prepared when issues are made directly to the using individual. (DA Pam 710‑2‑1, pare 6‑2)
	3
	
	

	VIII. HAND RECEIPT/ANNEXES:    TOTAL PTS:____

(CONT)
	PTS POSS
	PTS ACH
	NOTES

	22. The commander or PBO has validated component shortages by entering their initials in the quantity block of DA Form 2062 after the last entry. (DA Pam 710‑2‑1 Para 5‑31)
	3
	
	

	23. Signature cards are used by hand receipt holders delegating the authority to receive/turn‑in supplies and equipment in the absence of the hand receipt holder. (DA Pam 710‑2‑1, pare 2‑28)
	3
	
	

	24. The unit ensures property issued for personal use is issued on a HR, OCIE record, or equip record. (Examples of property issued for personal use are barracks furniture, OCIE, and protective masks.) (DA Pam 710‑2‑1, Para 5‑3)
	3
	
	

	25. Is excess property being identified, cared for and/or expeditiously disposed of VIA turn-in or transfer action. (AR 710-2, para 2-13, DA Pam 710-2-1, Chp 3, and INSCOM Reg 700-7,

para 6-8)
	3
	
	

	26. When property book items on hand are excess to allowances and other disposition instructions have not been provided, has turn-in action been initiated within 10 days after the effective date of the authorization document change. (AR 710-2, para 2-13b(2)a, and DA Pam 710-2-1, para 3-5)
	3
	
	

	27. Are lot numbers for ammunition, protective masks, and meals ready to eat recorded on hand receipts. (AR 710-2, para 2-5k(4) & m(2)(b) and DA Pam 710-2-1, para 4-9a(6)(c))
	3
	
	

	28. Are original copies of copyrighted commercial software regardless of value issued and accounted for through normal hand receipt procedures. (DA Pam 710-2-1, para 4-32)
	3
	
	

	TOTAL POINTS
	100
	
	


	IX. ADJUSTMENT DOCUMENTS: TOTAL PTS:____
	PTS POSS
	PTS ACH
	NOTES

	1. Statement of Charges
	
	
	

	1.1 The type of property has been entered in CLASS OF PROPERTY block on DD Form 362. (AR 735‑5, fig 12‑7)
	4
	
	

	1.2. The activity (including DODAAC) maintaining the document register has been entered in the CLASS OF PROPERTY block. (AR 735‑5. fig 12‑7)
	4
	
	

	1.3. The name of the officer having responsibility for the document register has been entered in the RESPONSIBLE/ ACCOUNTABLE OFFICER block. {AR 735‑5. f i.e. 12‑7)
	4
	
	

	1.4. A complete description of the articles, including current price, has been entered in the ARTICLES block. (AR 735‑5. fig 12‑7)
	4
	
	

	1.5. Depreciation has been allowed. (AR 735‑5, fig 12‑7)
	4
	
	

	1.6. The unit price has been identified with an asterisk (*) for items authorized a depreciation allowance. (AR 735‑5, fig 12‑7)
	4
	
	

	1.7. The name, grade, ETS, PCS, and social security number of each individual being charged has been entered. (AR 735-5, fig 12‑7)
	3
	
	

	1.8. The cause of the charge has been entered. (AR 735‑5, fig 12‑7)
	3
	
	

	1.9. The individual has entered the amount charged in the proper block. (AR 735‑5, fig 12‑7)
	4
	
	

	1.10. Have suspense procedures been established, in writing at the unit level to ensure DD Form 362 is processed through FAO expeditiously. (AR 735-5, para 12-2b & e)
	4
	
	

	2. CASH COLLECTION VOUCHERS
	
	
	

	2.1. CCV's are used when individuals desire to pay cash for lost/damaged or destroyed property. (AR 735‑5. Para 12‑3)
	3
	
	

	2.2. Depreciation allowances are given where applicable, and are calculated correctly. (AR 735‑5, Appendix C)
	3
	
	

	2.3. A statement for recovered property is entered on the CCV. (AR 735‑5, fig 12‑6)
	2
	
	

	2.4. The CCV is properly completed. (AR 735‑5. fig 12‑6)
	2
	
	

	2.5. Cash purchases to replace authorized hand tools or OCIE are made. (AR 735‑5, pare 12‑3)
	2
	
	

	2.6. Only authorized hand tools or OCIE are purchased by the individual. (AR 735‑5, pare 12‑3)
	2
	
	

	2.7. There is written authorization by the unit commander on file for each cash purchase. (AR 735‑5, pare 12‑3)
	2
	
	

	2.8. Depreciation is allowed on cash purchases. (AR 735‑5, Appendix C)
	2
	
	

	2.9. The statement for recovered property is entered on the authorization for cash purchases. (AR 735‑5, pare 12‑3)
	2
	
	

	3. DAMAGE STATEMENT
	
	
	

	3.1. Are damage statements properly used for damaged property (excluding OCIE up to $100). (AR 735-5, para 14-24 a or b)
	3
	
	


	IX. ADJUSTMENT DOCUMENTS: TOTAL PTS:____

(CONT)
	PTS POSS
	PTS ACH
	NOTES

	3.2. Are commanders adjusting losses on durable hand tools for $100 or less per incident. When a loss did not occur from negligence or misconduct are commanders adjusting losses.

(AR 735-5, para 14-25)
	3
	
	

	4. REPORT OF SURVEY
	
	
	

	4.1. Is a DA Form 4697 (Report of Survey) or AR 15-6 investigation initiated when negligence or misconduct is suspected and liability is not admitted. (AR 735-5, para 13-2)
	6
	
	

	4.2. Is the person having responsibility (personal, direct, supervisory, etc.) initiating Report of Survey within 15 calendar

days from the discovery loss, damage or destruction of the property. (AR 735-5, para 13-5, 13-6, and 13-7a)
	6
	
	

	4.3. Is all required information entered in the appropriate blocks/spaces of DA Form 4697 (Report of Survey). (AR 735-5, para 13-9)
	6
	
	

	4.4. Are statements on DA Form 2823 or certificates properly prepared? Are exhibits properly marked. (AR 735-5, para 13-9a(3)(a))
	6
	
	

	4.5. Does block 11 provide appointing/approving authority adequate facts and circumstances, on which to make an appreciable decision without further investigation. (AR 735-5, para 13-9)
	6
	
	

	4.6. If a Report of Survey has not meet established time frames, has the person responsible for the delay prepared a letter of

delay, explaining the reason for the delay? Has the letter been included in the survey as an exhibit. (AR 735-5, para 13-5, 13-13a, and 13-29)
	6
	
	

	TOTAL POINTS
	100
	
	


	X.  INVENTORIES:    TOTAL PTS:________
	PTS POSS
	PTS ACH
	NOTES

	1. ORGANIZATIONAL CLOTHING AND EQUIPMENT
	
	
	

	1.1. There is a clothing and equipment record available for all assigned/attached personnel(DA Form 3645/CIF Printout).(DA Pam 710‑2‑1, Para 10‑6)
	2
	
	

	1.2. Showdown inspections of TA‑50 items are conducted on all personnel E1‑E4. (AR 710‑2, table 2‑1 and AR 710-2-1, para 10-15)
	2
	
	

	1.3. There is a clothing record (DA Form 3078) on hand for all E4's and below assigned or attached to the unit. (AR 700‑84, chp 11)
	2
	
	

	1.4. Showdown inspections of clothing are conducted at least annually and done by an E5 or above. (AR 700‑84, para 1‑4, AR 710-2-1, para 10-15)
	2
	
	

	1.5. All items authorized are on hand or on requisition. (AR 700‑84, para 11)
	2
	
	

	1.6. A written statement that all OCIE and Personal Clothing is on hand is signed by enlisted members in grades SGT thru CSM is on file. (DA Pam 710-2-1, para 10-8a(3), and para 10-15)
	2
	
	

	1.7. Are DA Form 3078 being maintained for six months or longer if needed for soldiers who have not received their complete initial clothing allowance. (AR 700-84, para 5-2b)
	2
	
	

	2. ABSENTEE CLOTHING AND EQUIPMENT - HOSPITAL
	
	
	

	2.1. The individual's clothing and personal effects are immediately secured and safeguarded upon notification of hospitalization. (AR 700‑84, para 12‑14)
	2
	
	

	2.2. The individual's clothing and personal effects are inventoried if the individual does not return with in 120 hrs (5 days). (AR 700‑84, para 12‑14)
	2
	
	

	2.3. The inventory is conducted by an E5 or above and witnessed by an E5 or above. (AR 700‑84, para 12‑12)
	2
	
	

	2.4. The inventory results are verified by the witness and the unit commander. (AR 700‑84, para 12‑12)
	2
	
	

	2.5. The clothing and personal effects were segregated by type when inventoried. (AR 700‑84, para 12‑12)
	2
	
	

	2.6. The original copies of the inventory documents were placed with the individual's property. (AR 700‑84, para 12‑12)
	2
	
	

	2.7. The duplicate copies were filed in the supply room. (AR 700‑84, para 12‑12)
	2
	
	

	2.8. Upon return to duty, the soldier signed the inventories acknowledging receipt/responsibility for his personal effects and equipment. (AR 700‑84, para 12‑12)
	2
	
	

	3.  ABSENTEE CLOTHING AND EQUIPMENT – ORDINARY LEAVE, TDY, and PASS
	
	
	

	3.1. Soldiers going on TDY or leave have secured those items left behind in the unit. (AR 700‑84, para 12‑15)
	2
	
	

	3.2. The soldier has been informed of available secure storage space within the unit. (AR 700‑84, para 12‑15)
	2
	
	

	3.3. The clothing and personal effects were segregated by type when inventoried. (AR 700‑84, para 12‑12)
	2
	
	


	X.  INVENTORIES:                       TOTAL PTS:____

(CONT)
	PTS POSS
	PTS ACH
	NOTES

	3.4. The original copies of the inventory documents were placed with the individual's property. (AR 700‑84, para 12‑12)
	2
	
	

	4.  AWOL – ABSENTEE CLOTHING AND EQUIPMENT
	
	
	

	4.1. The individual's clothing and personal effects were inventoried and witnessed by an E5 or above. (AR 700-84, para 12-12)
	2
	
	

	4.2. The individuals clothing and personal effects were segregated by type when inventoried. (AR 700-84, para 12-12)
	2
	
	

	4.3. The inventory was conducted immediately upon notification of AWOL status. (AR 700-84, para 12-12)
	2
	
	

	4.4. The inventory was verified by the commander.  (AR 700-84, para 12-12)
	2
	
	

	4.5. A summary court officer was appointed for disposal of personal effects immediately upon notification of AWOL status. (DA Pam 600-8, Procedure 9-6)
	2
	
	

	4.6. A Report of Survey was prepared' on the 25th day of AWOL status for missing equipment. (AR 700-84, AR 735-5)
	2
	
	

	4.7. A certified letter was sent to the soldier's next of kin requesting status of personal effects. (AR 700-84)
	2
	
	

	4.8. The individuals clothing and personal effects were placed in a secure area. (AR 700‑84, para 12‑12)
	2
	
	

	4.9. The original copies of the inventory documents were placed with the individual's property. (AR 700‑84, para 12‑12)
	2
	
	

	4.10. The duplicate copies were filed within the supply room. (AR 700‑84, para 12‑12)
	2
	
	

	5.  CHANGE OF COMMAND
	
	
	

	5.1. A joint inventory was conducted upon the last change of responsible officer. (AR 710‑2, chapter 2-12, DA Pam 710‑2‑1, chapter 9-5.1.)
	3
	
	

	5.2. The change of responsible officer inventory was completed within 30 days or an approved request for extension is on file. (DA Pam 710‑2‑1, chapter 9-5.1.)
	3
	
	

	8.3. The original memorandum showing the results of the annual responsible officer inventory is on file, and is signed by the responsible officer. (AR 710‑2, chapter 2, DA Pam 710‑2‑1, chapter 9 fig 9‑1)
	3
	
	

	5.4. The incoming commander has reconciled the property printout with the correct MTOE/TDA prior to the inventory. (DA Pam 710‑2‑1, chapter 9)
	3
	
	

	5.5. All hand/sub‑hand receipts and annexes were updated prior to the last change of responsible officer inventory. (DA Pam 710‑2‑1, Chapter 9-5.1.)
	3
	
	

	5.6. When a change of command inventory is going to occur, the outgoing and incoming commanders notifys the battalion commander in writing of the results. (INSCOM Reg 700-7, para 6-15(b) )
	3
	
	

	5.7. Are shortages discovered as a result of a joint/annual inventory accounted for. (AR 735-5, Chp 12)
	3
	
	


	X.  INVENTORIES:                       TOTAL PTS:____

(CONT)
	PTS POSS
	PTS ACH
	NOTES

	6.  INSTALLATION PROPERTY
	
	
	

	6.1. All on‑hand installation property is documented on accountable records or reported in writing to the Consolidated Installation Property Book Officer (CIPBO).
	3
	
	

	6.2. Only authorized installation property is on hand or on order.
	3
	
	

	6.3. Excess Installation Property is turned in for re‑issue.
	3
	
	

	6.4. Physical inventories for installation are properly conducted in a timely manner.
	3
	
	

	7.  MISCELLANEOUS
	
	
	

	7.1. When soldiers are newly assigned, inventories are conducted to ensure that OCIE and personal military clothing are on hand and that OCIE items recorded are actually in their possession, and if the soldier arrives without an OCIE record, a copy is requested from the soldier's previous command. (DA Pam 710‑2‑1, chapter 10-8. AR 700‑84, chapter 11-2)
	3
	
	

	7.2. When shortages are discovered as a result of an inventory, proper adjustments are prepared and processed. (DA Pam 710‑2‑1, chapter 10-11, AR 700‑84, chapter 11-2)
	3
	
	

	7.3. Are tool sets, kits and outfits (SKOs) issued to individuals inventoried quarterly. (INSCOM Reg 700-7, para 6-13)
	3
	
	

	TOTAL POINTS
	100
	
	


	XI.  ARMS ROOM                            TOTAL PTS:____
	PTS POSS
	PTS ACH
	NOTES

	1. When responsibility for custody of the arms room storage facility keys is transferred between persons, a physical count of all weapons and ammunition is conducted and properly documented.

(DA PAM 710-2-1, chp 9-11)
	15
	
	

	2. A monthly weapons inventory, by serial number, is properly conducted with the results. (DA Pam 710‑2‑1, chapter 9-11b)
	15
	
	

	3. Monthly inventories of sensitive items are properly conducted and documented and the responsible officer signs the original copy. (DA Pam 710‑2‑1, chapter 9-10)
	15
	
	

	4. Is there a current SOP on hand and is the arms room operating IAW the SOP and AR 190-11.
	15
	
	

	5. Has the commander initiated a training program to ensure those personnel responsible for the arms room are aware of their responsibilities IAW AR 190-11, para 2-10.
	15
	
	

	6. Is the unit armorer and assistant armorer on orders and has a background check been done IAW AR 190-11, para 2-11.
	15
	
	

	7. Are weapons turned in for maintenance annotated on the monthly serial number inventories IAW DA Pam 710-2-1, para 9-11b (2).
	10
	
	

	TOTAL
	100
	
	


	XII.  BASIC LOADS:                       TOTAL PTS:____
	PTS POSS
	PTS ACH
	NOTES

	9.1.  CLASS 2
	
	
	

	9.1.1. The unit has a 15-day supply of expendable items. 

(AR 710-2, chp 2-20b (2) )
	50
	
	

	9.2.  CLASS 5
	
	
	

	9.2.1. The unit has an approved 581 for basic load ammunition. (AR 710‑2, chp 2-20a)
	50
	
	

	TOTAL
	100
	
	


