Chapter 4 s. On hand Information Management Processing Equipment

Accounting for Property (IMPE) to include leased IMPE.
t. All nonexpendable property requested and received by an
Section | Army unit or activity specifically for use by another Service, or
Property Book Accounting other Government agency. Accountability will be retained by the
Army. At the conclusion of the operation the materiel was obtained
4-1. Items that require property book accounting for, disposition will be accomplished by the Army unit maintaining

Property book accounting includes keeping accurate records of ceraccountability.
tain types of property authorized in a unit. Account for the follow- Al on hand commercial or fabricated items similar to items
ing property on property books: ) coded “N” in the AMDF.
a. All property listed in the “required” and/or “authorized” col- v All items similar to items coded “N” on the AMDF that have
umn of the MTOE, Table of Distribution and Allowances (TDA) (to  peen donated to the Army.
ances (JTA) (when the Army has responsibility for the JTA units ownership, but is under control of the Army.
supply function).
b. All nonexpendable property on hand or on request listed in the 4—2. Other on hand items
following paragraphs other than nonexpendable components of end a. Any item of equipment or other material needed by the unit
items which are controlled by use of component listings: not authorized by 4-1 above must be fully justified, documented,
(1) Property in CTA 50-900 (except insignia, initial, and supple- and approved for retention. These actions must be accomplished per
mental issue clothing issued according to AR 700-84. OCIE author-AR 310-49.
ized by CTA 50-900, will be accounted for the same as b. Borrowed equipment provided by a host nation will remain the

nonexpendable property. property of the host nation and may not be retained.

(2) On hand systems furniture.

(3) Property authorized by CTA 50-909, except for: 4-3. Types of property

(a) Furniture in FSCs 7110, 7125,7195 valued at less th&Rr Property book accounting purposes, there are two types of
$300.00. property; organization and installation.

(b) Ammunition expected to be expended within 5 days. a. Organization property is authorized to MTOE, or deployable/

. : ; ; ilization TDA units by their authorization documents. For
c. Conditional gifts of tangible personal property authorized and Mobilizati .
accepted according to AR 1-100. This does not apply to similar MTOE units, U.S. Army Information Systems Command (USAISC)

property accounted for according to nonappropriated fu d U'S_' _Army Intelligen_ce _and Security_Co_mmand (IN_SCOM)
procedures. A activities, _the foIIOW|_ng is al§o organization property: _
d. On hand or on request nonexpendable medical equipment au- (1) Organizational clothing and individual equipment (OCIE) in

thorized by AR 40-61 that are not required to be type classified. CTA 50'9003 tab!g 4. .
e. On hand or on request nonexpendable research, development, (2) 1tems identified as deployable by CTA 50-909, appendix B.
test, and evaluation property authorized by AR 70-6. (3) ltems in AR 840-10. _
f. All organizational colors, national flags (except grave decora- (4) SPecial tools and test equipment.
tions and automobile flags), foreign flags, State flags, positional (2) Basic loads.
colors, distinguishing flags, awards streamers, guidons, and tabards (6) Books. _
authorized by AR 840-10. (7) Unclassified Controlled Cryptographic Items (CClI).
g. On hand special tools and test equipment that: (8) Items authorized by section Ill supplement of the deployable/

(1) Are not required to be type classified separately. mobilization TDA.

(2) Are required for the operation of an end item authorized by P- All other property regardless of how authorized, not listed
MTOE, TDA, JTA, or CTA. above, is installation property and will be accounted for accordingly.

(3) Are listed in a technical manual (TM). _ _ 4-4. Organization of the property book
h. On hand or on request nonexpendable property included in = 5 Property books will be organized as follows:

HQDA approved interim authorizations._ (1) MTOE units and deployable TDA activities (USACIDC,
i. On hand ADPE/WPE property obtained through rental or lease USAISC, and INSCOM will organize their property books so that
contracts for a period of six months or longer, except for contractor 5 ganization and installation property are kept by separate sections.
furnished copiers on “cost per copy” contracts. Although not required, a separate section may also be kept for each
j- On hand or on request basic loads of Class 1, or 5. type of organization property; for example, OCIE and basic loads.
k. On hand or on request nonexpendable components when only=or procedures on maintaining the OCIE section of the property

the component is required (HQDA approved schools and training phook refer to paragraph 10-5 of this pamphlet.
centers only). (2) Other TDA activities and JTA units may combine all property

. On hand or on request books (individual or sets) having a unitj, one section or keep separate sections by type of authorization
value of $100 or more and not controlled by libraries established pergocument.

AR 735-17. . , (3) All units and activities will keep a separate classified section
~m. On hand nonexpendable property that is no longer authorizedwhen either the property description or quantity is classified.
either partially or totally. Safeguard the classified section as directed by security regulations.

n. On hand historically significant items not catalogued as histor- . The PBO will select one of the following methods to file
ical properties. (Historical property is accounted for according to property book pages within each section.

AR 870-20.) . . (1) LIN sequence.
0. On hand or on request substitutes for property authorized by a (2) NSN sequence.
through o above. _ . (3) National Item Identification Number (NIIN) sequence.
p. On hand or on request U.S. Government National Credit Cards (4) Alphabetical.
and aviation fuel (AVFUELS) identaplates. _ _ (5) A combination of (1) through (4) above. For example, if LIN
~9. On hand or on request toll scrip, tokens, bridge tickets, and sequence is chosen, those items not having a LIN could be filed at
similar negotiable media authorized by AR 55-29. the rear of the proper section in NSN, NIIN, or alphabetical

r. Vendor-installed nonexpendable equipment or nonexpendablesequence.
equipment delivered directly to the user.
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4-5. Appointing the property book officer (2) The serial number page DA Form 3328-1 is a two-sided
a. The PBO/Accountable Officer will be appointed by the com- form. This form will contain the serial numbers of items requiring
mander or head of a separate TDA activity for whom the property serial number accounting. When the quantity on hand requiring
book is kept or a representative designated in writing, will appoint serial number accounting is nine or less, the serial number and
property book/accountable officers. The designated representativdocation may be entered in the REMARKS block of DA Form 3328.

may be either a uniformed officer or a DOD civilian manager. In See figure 4-7.

the ARNG, the PBO will be appointed by the State Adjutant Gen- Note. This procedure will not be used for items requiring USA/SER number

eral or his designated representative. Appoint the PBO in writing by accounting. DA Form 3328-1 is required for these items. (When using this

use of a memorandum. If the commander elects to retain the funcimethod of serial number accounting, locations are pencil entries but serial

tion of accountable officer, the assumption of command orders arenumbers will be recorded in ink or typewritten.)

sufficient. The serial number page will include identification data and location
b. The appointing memorandum must identify the property book of the item.

by the assigned UIC. Upon change of the appointing authority, if b. Unit Commanders will coordinate all classified COMSEC

the same PBO is to continue, then that officer will be reappointed property transactions with their supporting COMSEC account/subac-

by the new appointing authority. Refer to procedure 9-9 in DA Pam count. Property book pages for classified COMSEC items will show

600-8 for preparing the memorandum. The commander has comOnly authorization and identification data. Pages will be marked

mand responsibility for property and a civilian director in a TDA “SEE COMSEC ACCOUNTING RECORD FOR STOCK TRANS-

organization has supervisory responsibility and may designate perACTIONS AND ON HAND BALANCE”. Property book pages for

sons to be primary hand receipt holders (PHRHS). unclassified CCl will be established and maintained exactly the
same as all other property book pages. Refer to DA Pam 25-380-2
4-6. Transfer of accountability for guidance on handling, storage, accountability and special report-
a. Upon change of PBO%he incoming and outgoing PBOs take ing requirements.
the following action: c. Data recorded on property book pages is obtained from the
(1) Conduct a change of PBO inventory. Paragraph 9-7 gives thefollowing sources:
procedures. (1) Property authorization documents.

(2) File a copy of the PBO appointing memorandum, or the (2) SB 700-20.
assumption of command orders in the Property Officer Designations (3) Army Master Data File (AMDF).
file per AR 25-400-2. (4) AR 700-138, appendix B.

b. Upon assuming accountability. (5) DA Pamphlet 25-30.

(1) The incoming PBO completes the following statement: “By ~ (6) DA Form 581. _
authority of (indicate appointing memorandum, or assumption of d. Prepare DA Form 3328 for all property shown in paragraph 4-
command orders, and date), | hereby assume property book account. Instructions for preparing DA Form 3328 are in figure 4-3 and
ability for the property in the quantity shown on each record of this for OCIE, paragraph 10-5. The following apply: _
property book file. | further assume direct responsibility for property (1) Make all entries in ink or by typewriter unless otherwise
not issued on hand receipt.” The PBO’ signature and date will bestated.

affixed above the PBO’s signature block below the statement. (2) When two or more NSNs (makes, models or sizes) are on
(2) See paragraph 4-6b(1) above when the commander is thé'@nd against a single LIN authorization, the following applies:
PBO. (a) Prepare a “basic page.” Leave the Ul, stock number, LCC,

(3) Enter the statement in (1) above on a separate DA Form 332¢C!IC, formerly SEC, Date Posted, Balance, and Publication Data
(Property Record). Enter the Unit Identification Code on the state- Plocks blank. The *“item Description” block will not include the
ment page in the UIC block. File it in the front of the property make or model. An example of a basic page is shown in figure 4-1.
book. It will be the first DA Form 3328 filed in the property book.  (b) Prepare a separate page for each of the makes or models.
At this level, the commanders responsibility statement according to-€2ve the Authority, Required ALW, and Authorized ALW blocks
paragraph 5- 2b, will be filed in front of the PBOs accountability Plank. File these pages immediately behind the basic page in NIIN
statement. Keep it with the property book until the next change of Séduénce. An example of a make/model page is shown in figure 4-2.

: o : ; The item description block will include the EIC of the item. EICs
PBOs or until the next change of appointing officer. It will then be . -
placed in the inactive file. can be found for each end item NSN in the AMDF.

(3) When only one make or model of a LIN is on hand, only one
4-7. Preparation of property book records DA Form 3328 is required. This page will show all data entered on
a. There are two forms used for property book accounting. One isbasic and make/model pages. An example of a page when one make
DA Form 3328. This record is referred to as the property book page.0r model is on hand is shown in figure 4-3. The item description
The other is DA Form 3328-1 (Serial/Registration Number Record). Plock will include the EIC of the item. EICs can be found for each
This record is referred to as the serial number page. end item in the AMDF. _
(1) The property book page, DA Form 3328, is a two-sided form.  (4) When two or more makes or models with the same NSN are
Record the following types of data on this form: on hand against a single LIN authorization, only one DA Form 3328
(a) Authorization data. Take this data from the property authori- 'S required. . L
zation document. It shows the quantity required and authorized. It is (3) When an authorized line is on request, but not on hand,

posted to the front of the form. Where the authorization is the basisPT€Pare a basic page and record authorization and management data.

; Add remaining data when item is received.
of issue (BOI), the BOI may be used and a current roster of person? ! : )
(BOD y P (6) When an authorized line has multiple ERCs, leave the ERC

nel will be maintained to support the total quantity required and L .
PP g y req block blank on the front of the form to indicate that the item has

authorized. : ) " " L
(b) Identification data.This data identifies the item on hand. It is MultiPle ERCs, in the “Remarks” block on the reverse side list the
ERCs and the individual quantities for each.

posted to the front of the form. The acquisition price of the item e. Instructions for preparation of DA Form 3328-1 are in figure

will be posted in the “ltem Description” block of the form. 44 U man needed for recording th rial number
(c) Accounting data.This data shows the quantity on hand and the ., S€ as many pages as needed for recording the serial numoers
of items. File serial number pages immediately behind the make/

transactions that change the quantity. Post it on the front of themodel page to which they apply. ltems meeting any of the following

form. " A ; h
. . conditions require serial number accounting:
(d) Management data. This data is used by the PBO to manage (1) ltems with a U.S. Army registration number. Record the reg-

'tzfeorﬁ:;tpg;ty'pg tln.(tzluodnest,.h;hereloecrattleon_doef é?ethgof%i%y and due-in istration number and the serial number. (See AR 710-2, para 2-9¢.)
! lon. Fost 1 Verse sl ) (2) ltems listed in the AMDF with a Controlled Inventory Item

DA PAM 710-2-1 « 31 December 1997 43



Code (CIIC), formerly SEC code, other than U or blank and having a. Date Posted ColumrEnter the Julian date the posting is
a serial number. This also applies to similar commercial items notmade.
listed in the AMDF. b. Document Number Columinter the document number of the
(3) Items having a serial number that are determined pilferable document being posted.
by the PBO, regardless of whether they are listed in the AMDF or c. Quantity Received ColumPost the quantity from the docu-
have a CIIC, formerly, SEC. ment that increases the balance on hand.
(4) Information Management Processing Equipment to include d. Quantity Turn-In ColumnPost the quantity from the docu-
micrographics equipment such as microfiche reader/printers ameht that decreases the balance on hand.
viewers, except for keyboards. e. Balance ColumrEnter the current on hand balance as adjusted
(5) Class 2 nonexpendable CCI (receiver/transmitters) used withfrom the increase or decrease.
systems such as MSE and SINCGARS, that require serial number .
tracking, are authorized by MTOE or other authorization document, 4-10. Posting management data on DA Form 3328 .
and are used to provide a DS maintenance activity assets to ex- & 1he reverse side of the property book page is used for posting

change with customer units. These nonexpendable Class 2 unclassfl@nagement data. Enter this data in pencil. Update entries as

fied CCl receiver/transmitters are part of the DS maintenanﬂgnggsbgﬁfxr' Post this data as shown in figure 4-7 and as ex-

activity equipment authorization. See the MTOE/TDA Section IlI, P ) . .
y eauip (1) Location Column.Enter each hand receipt file number to

Remarks. : X . - . .
(a) Class 2 nonexpendable unclassified CCI used in maintenanceWh'Ch the item has been issued or has the item due-in. For family

support operations and requiring serial number tracking will be gusrt('e:rsrflijtrnrlshlrr]]gf ithe Wgrdnlisﬁge ma;ytbe netntrertﬁdiraT theti I(;ca-
formally accounted for on the property book accounting records. on. For items not Issued on ha eceipt, enter their focation.

: Lo e 2) Quantity Authorized Columrinter the total quantity author-
Establish a separate page for the quantity identified in the Rgmgrkﬁzéd)fo? eachyhand receipt or location. This entryqis notyrEQUired on
gglcﬂmgnff Section Il of the MTOE or other authorizatio each separate page of makes or models. The basic page will include

(b) Hand receipt Class 2 nonexpendable unclassified CCl used ing:)?1 al'd/tlgorlégdlecf(t)lléggkf%;:hfzn?ﬁtlreulngerZyfo\nr;ghirscglpt or loca-
maintenance operations to the DS maintenance facility authorized (3',) Qu);mtity On-Hand CqumrE%/tgr the total quantit?/ issued on
E)hee iigﬁjzrendengnart'ﬁep[%vr:g'nrgec(;iOVSEC support. Serial number will each hand receipt or location. For basic pages this may be the grand

. . e . total of all makes or models issued to each hand receipt or location.

(¢) DS maintenance units will use DA Form 2407 (Maintenance  y"ny, - ment Number ColumEnter the document numbers for

Request) to exchange serial numbered reportable Class 2 nonexpend-ny due-in items, by location. Leave blank if nothing is due in to

dable_unclassmed .C.CI' Units will enter the serial number in bl.OCK that location. This information is not required on make/model pages.
2, maintenance unit in block 20, h. A copy of the completed mainte- (5) Quantity Due-In ColumnEnter the quantity due in, by loca-

naréceprlaegue§ltl will btﬁ given tlottge PBO't f th int tion. For basic pages this may be the grand total of all makes or
E. )'t th use ehcorgpee_ tre_aques rct)mf e me;m enange models due in on each hand receipt or location. Leave blank if
activity as a temporary hand receipt in support of property records. . inine i due in to that location.

Update of hand regeipts will ‘include exphanges m.ad? on mainte- (6) Remarks BlockUse this block for recording any other data
nance requests. Maintenance request will be used in lieu of tempo;,caded. Examples are shown below.

rary request for issue/turn in. (a) For ammunition, enter the .
; . . . , quantity by lot number and any
(e) The DS maintenance facility will use routine nonexpendable suspension notices.

item turn in procedures through the PBO to retrograde unclassified (b) For Class 1 basic load, enter the quantity by lot number and
CCIl deemed to be uneconomically reparable. Inspection Test Date. '

(c) For protective masks, enter the lot number and the quantity
on hand of each lot.

(d) For deleted, inactive, obsolete, or terminal NSN or LIN, enter
reason why item is still retained on hand.

b. When substitute pages are used, the “Quantity Auth” block in
management data will be left blank. The total in the “Quantity O/H”
column will be the same as the “Balance” on the last transaction
line in “Accounting Data” block.

4-8. Preparation of property book pages for substitute
items
When substitute items are on hand, these procedures apply:

a. The authorized item page will show the quantity and LIN of
the substitute item. Enter this information in pencil on the next to
last transaction line as follows: “(Quantity) each substituted by LIN
().” An example of an authorized item page with this entry is
shown in figure 4-5. If the substitute item has no LIN assigned,
enter the data from the stock number block of the substitute ittmy_11  posting entries on DA Form 3328-1
page. _ ~ After the serial number page is prepared, it is ready for posting of

b. Prepare a separate DA Form 3328 for each substitute itemijtem serial numbers and locations. Make the posting as transactions
having a different stock number or when two or more LINS are occur. Post the transactions as shown in figure 4-8 and explained
substituted by the same stock number. Leave the required ALW andhelow.
authorized ALW blocks blank. Enter “substitute for LIN ()" in the  a. Serial/Registration Number ColumBnter the serial/registra-
“authority” block. Make this entry in pencil. File substitute item tion number for those items identified in paragraph 4-7e (ink or
pages behind the authorized item page regardless if the substitutg/pewritten entry). Line out the number when the item is turned in
item is also authorized by the authorization document. An exampleor transferred from the property book.

of a substitute item page is shown in figure 4-5. b. Location ColumnEnter the hand receipt number to which the
. . item is issued (pencil entry). For items not issued on hand receipt,
4-9. Posting accounting data on DA Form 3328 enter their location. Update as changes occur.

After the property book page is prepared, it is ready for posting

supply transactions. Post supply documents that affect the quantitys—12. Correcting entries to property book pages

on hand. Post these transactions to the front of the page. Make the a. DA Form 3328.

postings as transactions occur. Make all entries in ink or by type- (1) When making corrections, draw a single line through the
writer. Supply transactions are posted only to make/model pagesmistake. Make sure the mistake can still be read.

Post the transactions as shown in figure 4-6 and as explained below. (2) When a mistake is found that does not affect the balance
Postings will be made by the Property Book Officer (PBO) or his/ column, line it out. Make the correct entry either above the mistake
her designated representative(s). PBOs are responsible for controler in the correct column, as applicable. Use this method to correct
ling access to the property book. obvious mistakes in the NSN or document numbers. Transposing
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numbers or an error in one or two digits of a number are consideredNhen lines are transferred to the inactive file, annotate the transfer
obvious mistakes. Miscopying a number from the issue document isdate in ink at the top right corner. Disposition will be per paragraph
also considered an obvious mistake. Figure 4-9 shows how to cor4-15.

rect a mistake made when the balance is not affected. Figure 4-10 ) ]

shows how to correct an error made in posting the wrong document}—14. Converting to an automated property accounting

number. system _
(3) When a posting mistake is found in the balance column, line Units which are selected for conversion to an automated property

out the error. Enter “CORR” in the unused column of the line accounting system will ensure the following procedures are used to
having the mistake. Make a correcting entry on the next availableaffect continuity of operations and to preserve an audit trail of
line. This entry will consist of the current date, original document transactions for research purposes: _

number, and the adjusted balance. Enter “CORR’ in any unused & After conversion to the automated system, verify all property
column of the line with the correcting entry. Figure 4-11 shows how @S been accounted for by producing machine generated hand re-
to correct a mistake made when the balance is affected. ceipts and checking the LINs, NSNs, SNs, and quantities against the

PR ty book pages.
(4) When a posting is made to the wrong page, the balancePOPer . .
column is affected. Make the correction according to (3) above. P- Prepare a DA Form 4949 in enough copies to meet local
After the correction has been made, post the document to the corred?€€ds. Enter the following: = L
page. Line out the original “posted date” that was placed on the (1) Organization/Activity.This is the unit which will have com-

document and initial. Enter the new “posted date.” mand responsibility for the property book. ,
b. DA Form 3328-1. (2) Document NumbeiThis is the document number that will be

used to close out all manual property book pages and record the
transfer to the automated system.

(3) Change From.This will contain the statement, “Property of
the following UICs has been dropped from manual accounting
records.”(List UICs).

(1) Draw a line through the mistake when making corrections.
Make sure the mistake can still be read.

(2) When an obvious error is made in posting the serial nhumber,
line out the error. Make the correct entry in the same block that the
error was made. An example of serial number corrections is shown . . . .
in figure 4-12. Errors in serial numbers that are obvious, e.g. trans-, (4) Change TO'Th'.S will contain the following statement,
posing numbers, miscopying the number from an issue document Property of the foIquvmg UICs has been converted to the (name of
will be corrected using a DA Form 4949. A brief explanation will automated s_ystem). (List UICs).
be entered on the reverse side. Authority block will cite this para- (5) Authority. DA Pa_mphlet 710-2-1. o o
graph. “Change Stock No.” will be changed to read “Change Serial ®) Change_ Accountl_ngCheck Block, "Change Acc_ountlng.

No.” Use this method to record the exchange of components. See () PBO _Signature Signature of Property Book Officer or Re-
paragraph 4-12b(4) below. Approval of the form will be by Com- sponsible Officer. .

mander or PBO as appropriate. An example of a serial number_  C: Attach a copy of the AAR to a copy of all hand receipts for an
change is shown in figure 4-23. For adjustments to line items repor’[-aUdIt trail and file in the supporting documents file.

able under CBS-X, forward a copy of the AAR to the CCA. If there b d.kReducde t:\e balance_ on t?land quant_ity O(;‘ all ma?ual pgopert;:j
is a possibility of a substitution or the item is a sensitive item, an 00K records {o zero, using the conversion document number an

investigation per AR 735-5 will be initiated. dispose of the pages using procedures provided in paragraph 4-15
(3) When a serial number is posted to the wrong page, line it out.below'

Then post it to the correct page. 4-15. Disposition of property book pages
(4) When items containing serial numbers are replaced \When pages are removed from the active property book, file them in
swapped out for the exact LIN and NSN while in maintenance, the inactive file. Keep the inactive file separate from the property
prepare a DA Form 4949 with an explanation on the reverse sidepook. The inactive file may be kept by calendar or FY. File pages in
explaining the serial number change. Attach a copy of the DA form the same sequence as the active property book. ARNG property
2407, or for contract items, a copy of the contractor receipts.  pook pages will not be removed from the active property book until
completion of the next USFPO reconciliation. Dispose of pages in

4-13. Remaking property book pages : : . . . i
a. DA Form 3328 Remake these pages when they are tom, the inactive file according to AR 25-400-2, as applicable.
mutilated, or filled. Use the following procedures: 4-16. Keeping the supporting document files

(1) Enter the date, balance carried forward, and the quantity on a. The document file will contain all documents that support
the old page. Use the balance carried forward line if it is available. entries on the nonexpendable document register. Contract files are
Otherwise, use any available transaction line. Carry the last recorde&onsidered supporting document files. DA Forms 581 pertaining to
balance forward to a new page. Enter the same date and the balanggsuance of unit basic load and operational load ammunition will be
from the old page on the new page. Make these entries on the firsinaintained in the supporting document file as long as the ammuni-
balance brought forward line. File the old page in the inactive file. tion is on hand in the unit.

In the ARNG, a USPFO representative will remove the old page (1) Documents that support entries to the property book will be
from the property book and file the old page in the inactive file. marked, “Posted,” dated, and initialed by the posting person. Prop-

(2) If the balance cannot be read or the page is lost, research akrty Book Officers (PBOs) will make the posting(s) to these docu-
files. An officer that is not responsible for the property will be ments or may delegate this responsibility to a representative
appointed to conduct the research. This appointment is made by théentified in writing.

PBO appointing authority. If the correct balance cannot be deter- (2) Documents that do not support entries to the property book
mined by the research, a physical inventory must be made. Thewill be marked, “Not Posted,” dated, and initialed by the person
appointed officer will do the inventory. Post the results to the doing the posting. Enter the reason why the document wasn't pos-
property book page; enter the date, per inventory, and inventoryted. Examples are components of end items (include the LIN) or DA
balance on the next available line. It may be necessary to post this=orms 4702-R that show no gains or losses.

information to a new page. The appointed officer will sign above (3) Cancellation or rejection status cards will be marked “Can-
the entry. In the ARNG, the reconstructed balance will be verified celed,” dated, using the Julian date, and initialed by the person
by a USPFO representative. doing the posting. The original copy of documents cancelled on the

b. DA Form 3328-1.Remake these pages when necessary or nhonexpendable document register using “CXL” will be marked
when the PBO wants to transfer the information to a new page.“Cancel,” dated, using the Julian date, and initialed by the person
Transfer the serial numbers that are not lined out from the old pagedoing the filing.
to a new or different page. File the old page in the inactive file. b. File the documents in document number sequence. Place a
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statement in the file when a supporting document is lost or missing. k. For unclassified CCI, report NSN and serial number changes
Include in the statement all information recorded in the documentto the CCISP, in accordance with AR 710-3.
register for the lost document. The PBO will sign the statement. File
the statement in place of the missing document. 4-20. NSN changes _
c. Receipt and turn-in documents for expendable/durable supplies’/N€n DA publishes an NSN change for an item on hand, take the

' : following actions:
do not have to be filed. However, documents supporting loss, dam a. Prepare an AAR like the example shown in figure 4-14. Pre-

age, or destruction of expendable/durable supplies for which liability . ;

is admitted, (e.g., statements of charges, cash collection vouchersﬁoﬁlrswfge, AAR In enough copies to meet local needs. Enter the
will be filed in the relief from responsibility (liability admitted) 1) N%me of the unit in the Organization/Activity block

files. Reports of survey for expendable/durable supplies will be filed (2) Data for the old NSN item in the columns of the Change
in the General Property Accountability Correspondence Files (Non- From section. Include item serial numbers in the Item Description
Action). These documents are filed for administrative purposes. File '

them in document number sequence. Dispose of these files accor column, if applicable.
ing to AR 25-400-2, as applicable. (3) Data for the new NSN item in the columns of the Change To

section. Include item serial numbers in the Item Description column,

if applicable.
4-17. Lost, stolen or destroyed property books : :
When a property book or the related records are lost, stolen, or, (4) Reason for the change in the Authority block. Examples of

. i reasons are AMDF, SB 700-20, and supply status card with a BG
destroyed, the PBO must process a request for waiver of militarygiaiis code. Include the date of the AMDFE or SB 700-20.
property accounting requirements. Use the procedures in AR 735-5. (5) “X” in the Change Stock no. block.

. b. The PBO will sign and date the AAR.
4-18. Closing the property book account c. Assign a document number to the AAR.

If the property book is to be inactivated, use the procedures pro- 4 Prepare DA Forms 3328/3328-1 for the new NSN item if
vided by AR 710-2, Chapter 2, the MACOM, and AR 25-400-2, as necéssary.

applicable. e. Post the AAR to the property book as follows:

i (1) Post the Change From Quantity to the DA Form 3328 for the
Section |l _ old NSN item. Post the Change From Quantity as a decrease to the
Minor Property Book Adjustments balance on hand. This will bring the quantity to a zero balance. File

. o . the DA Form 3328 for the old NSN item in the inactive file.
4-19. Discrepancies in makes, models, or sizes (2) Post the Change To Quantity to the DA Form 3328 for the

When the stock number listed on the property book differs from the e\, NSN item. Post the Change To Quantity as an increase to the
stock number on hand and the difference is within makes, modelsysjance on hand.

or sizes, correct the records. Use the method below. This method is (3) Update serial number pages if required. Draw a line through

only authorized when there has been no actual gain or loss ofthe NSN on the serial number page. Enter the Change To NSN. File
Government property. The AAR will not be used to correct errors in the serial number pages behind the Change To property book page.
serial numbers. If there is a possibility of a substitution an investiga- f Update proper hand receipts and hand receipt annexes.

tion per AR 735-5 will beinitiated. The quantity being picked up  g. Enter the management data on the reverse side of the DA
and the quantity dropped must be the same. The correction proceEorm 3328 for the new NSN item.

dure is as follows: h. Post the document register to show the AAR as being
a. Prepare a DA Form 4949 like the example shown in figure 4- completed.

13. This example is for a size correction. Prepare the AAR in i. File the AAR in the supporting document file.

enough copies to meet local needs. Enter the following: j. For RICC 2 items, send a copy of the AAR to the CBS-X
(1) Name of the unit in the Organization/Activity block. central collection activity. ARNG units send a copy of all AARs to
(2) Data for the incorrectly recorded item in the columns of the the USPFO.

Change From section. k. For weapons and unclassified CCI, report NSN changes to the

(3) Data for the item on hand in the columns of the Change To DODSASP/CCISP, as applicable, in accordance with AR 710-3.

section. 4-21. Unit of issue changes that affect the balance on

(4) AR 710-2 in the Authority block. hand

(5) “X” in the Adjust Item block. a. When the unit of issue of an item has changed and the change

b. The commander or the PBO will sign and date the AAR. wjll affect the balance on hand, an adjustment is required. Take the

c. Assign a document number to the AAR. following actions to adjust the balance:

d. Prepare DA Forms 3328/3328-1 for the Change To item if no b. Find if the balance on hand can be converted to the new unit
page exists. of issue without a remainder. For example, the unit of issue for

e. Post the AAR to the property book as follows: chairs may be changed from each to box (of 4 each).

(1) Post the Change From Quantity to the DA Form 3328 for the (1) If & unit has 100 chairs on hand, the balance can be changed
Change From item. Post the Change From Quantity as a decrease fom 100 each to 25 boxes (of 4 each). Make the adjustment using
the balance on hand. the process in d through n below.

(2) Post the Change To Quantity to the DA Form 3328 for the (2) If the unit has 102 chairs on hand, the balance cannot be
Change To item. Post the Change To Quantity as an increase to theonverted to the new unit of issue without a remainder. The balance
balance on hand. of 102 chairs equals 25 boxes (of 4 each) with 2 extra chairs. Make

f. Update the proper hand receipts and hand receipt annexes. the adjustment using the process in b through n below.

. c. Turn in quantities that cannot be converted to the new unit of
Chgénggdgtrir;h;?;tér?:n;hee ;2\“;?;:“16 of DA Form 3328 for theissue. In the example in a(2) above, the two extra chairs would be

. . turned in.
h. Post the document register to show the AAR as beingy post the turn-in to the property book page for the item. Make
completed. _ _ . sure this is done before preparing the AAR.
i. File the AAR in the supporting document file. e. Prepare an AAR like the example shown in figure 4-15. Pre-
j. For RICC 2 items, send a copy of the AAR to the CBS-X pare the AAR in enough copies to meet local needs. Enter the
central collection activity. ARNG units send a copy of all AARs to following:
the USPFO. (1) Name of the unit in the Organization/Activity block.
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(2) Data for the item under the old unit of issue in the columns 4- 1. An item may be changed from nonaccountable to accountable

of the Change From section. because of a change to a DA publication. When an on hand item is
(3) Data for the item under the new unit of issue in the columns changed from nonaccountable to accountable, take the following
of the Change To section. actions:

(4) Reason for the change in the Authority block. An example is a. Count the item to find the quantity on hand.
SB 700-20. Include the date for SB 700-20 or other publication. b. Prepare an AAR like the example shown in figure 4-17. Pre-

(5) “X” in the Change Unit of Issue block. pare the AAR in enough copies to meet local needs. Enter the

f. The PBO will sign and date the AAR. following:

g. Assign a document number to the AAR. (1) Name of the unit in the Organization/Activity block.

h. Erase the old unit of issue from the property book for the item. (2) “Item changed from nonaccountable to accountable” in the
Enter the new unit of issue. Item Description column of the Change From section.

i. Post the AAR to the property book page for the item as (3) Data for the new accountable item in the columns of the
follows: Change To section.

(1) Post the Change From Quantity as a decrease to the balance (4) Reason for the change in the Authority block. An example is
on hand. This will bring the quantity to a zero balance. “ltem Transferred from CTA 50-970 to CTA 50-909."

(2) Post the Change To Quantity as an increase to the balance on (5) “X” in the Change Accounting block.
hand. c. The PBO will sign and date the AAR.

j. Update proper hand receipts and hand receipt annexes. d. Assign a document number to the AAR.

k. Update the data on the reverse side of the property book page €. Prepare a property book page for the item. Prepare a serial
for the item. number page for the item if needed.

I. Post the document register to show the AAR as beingf. Post the AAR to the property book as follows:
completed. (1) Post the Change To Quantity to the property book page for

m. File the AAR in the supporting document file. the item. Post the Change To Quantity as an increase to the balance

n. For RICC 2 items, send a copy of the AAR to the CBS-X on hand. _ _ _ _
central collection activity. ARNG units send a copy of all AARs to  (2) Enter the item serial numbers on the serial number page if

the USPFO. applicable.
0. Request shortages of the new unit of issue based ond. Update proper hand receipts. Prepare hand receipt annexes if
allowances. required.
h. Enter the management data on the reverse side of the property
4-22. Change in accounting requirements (accountable to book page for the item.
nonaccountable) i. Post the document register to show the AAR as being

An item may be changed from accountable to nonaccountable becompleted.

cause of a change to a DA publication. For example, when an |, File the AAR in the supporting document file.

accountable item is deleted from CTA 50-900 and placed into CTA k. For RICC 2 items, send a copy of the AAR to the CBS-X

50-970, it becomes nonaccountable. The item does not have to beentral collection activity. ARNG units send a copy of all AARS to

turned in because it is still authorized. However, the item will be the USPFO.

dropped from property book accounting. For unclassified CCl items |. Request shortages.

destroyed during missile or other projectile firing, attach a signed

and witnessed Live Firing/Launch statement to the AAR (see AR 4-24. Assembly of an end item

710-19). When an item recorded on the property book changes fromAAR will be used to adjust property records for and end item

accountable to nonaccountable, take the following actions: identity due to NICP directed assembly. Also some items are re-
a. Prepare an AAR like the example shown in figure 4-16. Pre- quested by component but are accounted for as end items. Examples

pare the AAR in enough copies to meet local needs. Enter theof these items are tents and some tool sets. These items will be

following: accounted for on receipt of the main item in the combination such
(1) Name of the unit in the Organization/Activity block. as canvas for a tent. When the main item in the combination is
(2) Data for the item that is no longer accountable in the columnsreceived, do the following: o

of the Change From section. a. Prepare an AAR like the example shown in figure 4-18. Pre-
(3) “Item changed from accountable to nonaccountable” in the pare the AAR in enough copies to meet local needs. Enter the

Item Description column of the Change To section. following: o o N
(4) Reason for the change in the Authority block. An example is (1) Name of the unit in the Organization/Activity block.

“ltem transferred from CTA 50-900 to CTA 50-970.” (2) Data for each component in the columns of the Change From
(5) “X” in the Change Accounting block. _section. Include the request document number for each component
b. The PBO will sign and date the AAR. in the Item Description column.

c. Assign a document number to the AAR. (3) Data for the end item in the columns of the Change To

d. Post the AAR to the property book page for the item. Post the Section. i _
Change From quantity as a decrease to the balance on hand. This (4) AR 710-2 in the Authority block.
will bring the quantity to a zero balance. File the property book (5) “X" in the Assembly block.

page in the inactive file. b. The PBO will sign and date the AAR.
e. Destroy any serial number pages for the item. c. Assign a document number to the AAR. _
f. Update proper hand receipts and hand receipt annexes. d. Post the AAR to the property book page for the item. Post the
g. Post the document register to show the AAR as beir@hange To Quantity as an increase to the balance on hand.
completed. e. Post the document register to show the AAR as being
h. File the AAR in the supporting document file. completed.

i. For RICC 2 items, send a copy of the AAR to the CBS-X - File the AAR in the supporting document file.
central collection activity. ARNG units send a copy of all AARs to ~ 9- For RICC 2 items, send a copy of the AAR to the CBS-X

the USPFO. central collection activity. ARNG units send a copy of all AARs to
the USPFO.

4-23. Change in accounting requirements h. When the end item is issued to the hand receipt holder, take

(nonaccountable to acountable) these actions:

Items that require property book accounting are listed in paragraph (1) Prepare a hand receipt annex if necessary.
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(2) Update the data on the reverse side of the property book (8) Request replacement items.

page. (9) In the ARNG, send a copy of the AAR to the USPFO.
) ) d. Property records are not required to be adjusted when:
4-25. Disassembly of an end item (1) Basic loads are rotated, except that lot numbers and serial

Most items assembled as an end item may not be disassemblefymbers recorded on property book pages for class V basic loads
without NICP approval. Examples of those items are Generators anthre changed to show lot numbers and serial numbers of newly
Power Units. Some items are requested as end items but are turng@ceived class V basic load items.

in by component. An example of this type of item is cable WD-1/ (2) Class 3 basic load items that are routinely stored in equip-
TT and its reel. When all components of the end item are turned in,ment fuel tank are consumed. This portion of the load will be
the item will be dropped from accountability. The procedure is: replenished from the operational load.

a. Prepare an AAR like the example shown in figure 4-19. Pre- e ARNG units will document use of training ammunition under
pare the AAR in enough copies to meet local needs. Enter thechapter 11.

following:

(1) Name of the unit in the Organization/Activity block. 4-27. Change in Reportable Item Control Code (RICC)

(2) Data for the end item in the columns of the Change From Reportable Item Control Code (RICC) 2 items are CBS-X reportable
section. items. Use the following procedures to report items to the CBS-X

(3) Data for each component in the columns of the Change Tocentral collection activity _(CCA) wh_en the RICC of an item che_mges
section. Include the turn-in document number for each component infrom other than RICC 2 in the Active Army to RICC 2. See figure

the Item Description block. 4-24 for an example of a completed form.
(4) AR 710-2 in the Authority block. a. Prepare DA Form 3161 in two copies as follows:
(5) “X” in the Disassembly block. (1) Leave the “Issue” and “Turn-in" blocks blank.
b. The PBO will sign and date the AAR. (2) Enter the DODAAC of the CBS-X CCA in the “Send to”
c. Assign a document number to the AAR. block.

d. Post the AAR to the property book page for the item. Post the (3) Enter the complete unit/activity address and UIC of the or-
Change From Quantity as a decrease to the balance on hand. 9anization preparing the form in the “Request is From” block.
e. Update proper hand receipts and hand receipt annexes. (4) Leave the “Request Number” through “Job Order Number

f. Update the data on the reverse side of the property book pag&!ocks blank. _ . .
(DA Form 3328). (5) Enter the LIN and NSN in the “Stock Number“block.

g. Post the document register to show the AAR as being(6) Enter RICC 2, as applicable, and “BEG INV” in the “ltem
completed. geSCI’IptIOI’]" block. _ . .
h. File the AAR in the supporting document file. (7) Enter the on-hand quantity of the item in the

i. For RICC 2 items, send a copy of the AAR to the CBS-x Quantity’block.

; i ; (8) The Property Book Officer or Commander of the initiating
fﬁ;tﬁlsg?:lgctlon activity. ARNG units send a copy of all AARs to unitiactivity will sign and date the DA Form 3161.

; ; ; b. Send the original to the CBS-X CCA. File the duplicate in the
J- Request shortages if replacement is needed. unit CBS-X reference data file. When the item appears correctly on
4-26. Consumption of class 1, 2, 3, or 5 basic loads the CBS-X asset listing provided by the CBS-X CCA, destroy the
When Class 1, 2, 3, or 5 basic load items are consumed, thdile copy. . o
property records must be adjusted. Some items lose their identity C- DO not use DA Form 3161 to adjust an existing CBS-X
through use (i.e. detector kits and decontamination kits, FSC 4230)palance. -~ ) )
or are depleted (basic loads). The AAR will be used to adjust the d. Unclassified Controlled Cryptographic Items. Report unclassi-
property book records. Any other regulatory requirement to record fied CCI through normal CBS-X reporting channels.
consumption is separate from the property book adjustment. Take
the following actions:

a. The responsible officer will prepare an AAR like the example
shown in figure 4-20. Prepare the AAR in enough copies to meet
local needs. Enter the following:

—28. Continuing Balance System-Expanded (CBS-X),
Radiation Testing and Tracking (RATT), and Vehicle
Registration Number Reporting Systems

a. Continuing balance system expanded (CBS-X).
L o o (1) PBOs will furnish the designated Central Collection Activity
1) Name of the unit in the Organization/Activity block. . . .

§2§ Data for the consumed itemgin the column;yof the Chan e(CCA), copies of all manual transaction docume_nts which change

. e 9€the on hand balance of MTOE/TDA reportable item control code
From section. Include date of pack for meals, combat individual in (RICC) 2 items for the active Army and USAR. CTA items will not
ittheemlsteirr? tagsﬁgfﬁogeggwprﬂgh Igg:llquen the lot number for Class 5 be reported by transaction. Submissions will be made at least
. : . . monthly.
(3) Reason for the change in the Authority block. An example is (2) RICC changes for MTOE/TDA property on hand will be

“FTX 11-26, May 19817 reported to the CCA within 15 days. The active Army will report

(4) “X" in the Consumed block. , , , RICC changes from 0, 3 to 2. USAR will report RICC changes from

b. After the AAR is prepared, the responsible officer will: 0 to 2.

(1) Sign and date the AAR. Sign in the Initiating Officer's Signa- 3y property administrators or PBOs for Government-owned,
ture block. Contractor-operated (GOCO) facilities will comply with this para-

(2) Send the AAR to the PBO. graph and AR 710-3 in reporting all RICC 2 items to the CBS-X

c. The PBO will: system.

(1) Sign and date the AAR. (4) Report to CBS-X any changes to asset status of items that are

(2) Assign a document number to the AAR. carried as substitutes for valid items when:

(3) Post the AAR to the property book page for the item. Post the (5) RICC 2 items substitute for other RICC 2 items. RICC 2
Change From Quantity as a decrease to the balance on hand. jtems substitute for RICC 0 items. RICC 0 items substitute for 2

(4) Update proper hand receipt. items.
(5) Update the data on the reverse side of the property book (6) Prepare figure 4-23, DA Form 4708 (Quality Change for
page. Substitute for Property Book), in two copies for item meeting the
(6) Post the document register to show the AAR as beinrgteria above when:
completed. (a) A substitute item is added or deleted when items without a
(7) File the AAR in the supporting document file. LIN substitute for RICC 2 enter a nonstandard LIN in the
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“Substitute LIN” block of the form. Create the LIN by using the Form 2632 (Miscellaneous Code Layout for Keypunching) and
alphabetic character in the first position of the authorized LIN fol- tables 4-1 and 4-2 to prepare report of transactions by serial number.
lowed by 5 nines. c. Deliver completed DA Form 2632 to the SASSO.

(b) Send the completed copy to the CCA.

(c) PBOs will ensure that the words “Date sent CCA” and the Section Il
current Julian date are entered in ink on the postable document. Th&pecial Accounting Procedures
PBO will prepare and forward to the CCA, DA Form 200 (Trans- ) ]
mittal Record) in triplicate which will be used as the tracking device 4—-30. Negotiable media _
for the documents. Document numbers will be listed in the remarks_ & U.S. Government National Credit Cards (SF 149), AVFUEL
block, and copies of the postable documents attached. One copy oflentaplates, toll scrip, tokens, bridge tickets, and similar negotiable
the form will be placed in the suspense file pending receipt of the Media will be accounted for by the using organization. Quantities in

original from the CCA. The form will be retained in the unit files the hands of PBOs will not exceed an expected 30-day supply.
until the next reconciliation, then retained in the inactive file for 1 Because of the negotiable nature of these items, local control will be

year. established to provide adequate protection of Government interests.

(d) Units will continue to report changes under CBS-X through- Y-S. Government credit cards, toll scrip, tokens, bridge tickets,
out war time, beginning with deployment and continuing through AVFUEL identaplates, similar negotiable media are considered as
deactivation. installation property and must be accounted for on the property

b. Radiation testing and tracking system (RADESctor book. U.S. Government credit cards and AVFUEL identaplates will

chemical cell radioactive source) components of the M43A1 Chemi- P€ accounted for on the same property book as the end item for
cal detector and drift tube module (radioactive source) component ofVNich they are issued. (Trading stamps are exempt from this re-
the Chemical Agent Monitor (CAM) reporting will be by using the duirement.) Normal property book accounting procedures given in
Radiation Testing and Tracking System (RATTS). PBOs will ensure S€ction | of this chapter apply.
that serial numbers for source components are recorded in the propNote. AVFUEL identaplates will be kept with the equipment log book when
erty book. Changes will also be reported to the designated Sourcéircraft is operated away from home station.
Serialization Officer (SSO), as prescribed in AR 710-3. Serial num- b. Control the issue of credit cards as follows:
bers will be reconciled as directed by the SSO. (1) The PBO will use hand receipt procedures for issues to other
c. Registration and reporting of U.S. Army Vehicles (RCtBan users below the property book level. Hand receipt procedures
CSGLG-1608)Registration and reporting are separate functions and are given in chapter 5.
should be acted upon accordingly. (2) The PBO or hand receipt holders will use DA Form 5830-R
(1) Registration.Registration is the function of accepting mate- (POL Credit Card/AVFUEL Identaplate Control Log) to issue credit
riel into the Army inventory and requesting an Army registration card/AV card to users on a temporary basis only. When the credit
number from the U.S. Army Central Vehicle Registry maintained by card is returned, the original credit card receipts will be turned in.
USAMC LOGSA, ATTN:AMXLS-RRS. Registration is accom-The PBO will forward the receipts to FAO. An example of a control
plished by the procuring activity and will normally have already log is shown in figure 12-8.
occurred at the time the material is received by the using unit. c¢. Control the issue and use of all toll payment media and similar
However, units must prepare and submit an acceptance and registratems as follows:
tion report for material reclaimed from DRMO; material previously (1) The PBO will use hand receipt procedures for issues to other
identified as a combat loss that is recovered or recaptured; andhan users below the property book level. Use either temporary or
material modified that identifies the item to a different category in permanent hand receipt procedures.
AR 710-3, table 5-1. Acceptance and registration report will not be (2) The PBO or hand receipt holder will use a log to make issues
limited to those items subject to redistribution number assignmentto users. Use a separate log for each different type of item issued.
and control. Acceptance and registration are accomplished in acEnter the date, quantities, name, and user's signature. An example
cordance with AR 710-3, chapter 5. of an issue log is shown in figure 4-21.
(2) Reporting.Reporting is the function of controlling the loca- (&) When an item requires replacement, hand receipt holders will
tion of materiel requiring registration. Materiel that is transferred give the PBO the issue log.
between units and materiel that is loss to the Army inventory will be  (b) Credit cards/identaplates when no longer needed, worn, muti-
reported to USAMC MRSA LOGSA, ATTN: AMXLS-RRS. Trans- lated or expired will be destroyed. Accountability will be posted
fer reports and deletion reports will not be limited to these items from the property book. An Administrative Adjustment Report
contained in appendixes to DA Pamphlet 738-750, but will be sub- (AAR) with a certificate of destruction attached, signed by the PBO
mitted on all items subject to registration number assignment andwill be prepared to remove the card from the property book. Any
control. Transfer reports and delegation reports will be submitted incredit card that is lost, stolen or destroyed must be reported to the
accordance with AR 710-3, chapter 5. GSA contractor. For identaplates disposition see DA Pamphlet 710-
d. Control Cryptographic Items (CCIJhe definition of CCI is 2-2, paragraph 25-20. Account for any shortages according to AR
included in the glossary. The NSA designates items as CCIl and735-5.
establishes asset tracking requirements. All CCI end items are repor- (3) On receipt of the issue log from hand receipt holders, or
table based on their assigned RICC. See SB 700-20 to identify CClevery 30 days when the PBO makes issues to hand receipt holders,

reportable items and those exempted from CCISP reporting. the PBO will:
e. Asset and transaction reporting systebR 710-3 contains (a) Total the issued quantities on the log.
additional information concerning asset reporting systems. (b) Assign a document number to the issue log.
(c) Post the issue log to the property book page for the item. Post
4-29. Small Arms Serial Number Registration and the quantity issued as a decrease to the balance on hand.
Reporting (RCS CSGLD-1732) (d) Update proper hand receipt.

a. Report all gains and losses of small arms to the installation (e) Reissue stocks to hand receipt holders to bring them back up
small arms serialization surety officer (SASSO). Small arms areto a 30-day supply.
defined in the glossary. Make report within 5 days after the transac- (f) Post the document register to show the issue log completed.
tion is posted to the stock records. Changes will be reported to the (g) File the issue log in the supporting document file.
SASSO within 5 days after transaction is posted to the property (h) Request replenishment quantities.
record. Serial numbers will be reconciled as directed by the SASSO. (. Cash received as change from negotiable media tendered as
b. Contact the installation SASSO and learn local reporting forms payment of tolls will be turned in to FAO by the PBO.
and procedures. When no local forms and procedures exist, use DE
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4-31. Items obtained from DRMO through the SSA in the authority block of each page. File these pages behind the page
a. Property book items obtained from DRMO and used for their for the medical assembly. Post the accounting data to these forms
intended purpose must be accounted for. Normal property bookusing the procedures in section | of this chapter. A pencil entry may
accounting procedures given in section | of this chapter apply, be made in the Remarks block to record the authorized quantity per
including reporting receipt of CBS-X assets by providing a copy of set, i.e.,3 each per set.
the receipt document to the CBS-X CCA. (3) Account for component shortages according to AR 40-61.
b. Unserviceable (scrap) property book items obtained from(4) Quality control records will be kept according to TB MED 1.
DRMO and used for other than their original purpose are accounted . Narcotics and controlled drugs must be removed from medical
for using normal property book accounting procedures given in equipment sets issued to the USAR and ARNG according to AR 40-
section | of this chapter. Use “VOCO” as authority. Don't report 61. Hand receipt annexes documenting these shortages must be on
these assets to CBS-X CCA. An example of this type of item is afile.
signal shelter used for a storage area. _ c. Contact the U.S. Army Medical Materiel Agency (USAMMA)
c. In the ARNG, no property may be obtained from DRMO for a listing of components for all medical sets, kits, and outfits.
without prior approval from the USPFO. The USPFO will provide write to Cdr, USAMMA, ATTN: SGMMA-OD, Frederick, MD
the necessary documents. 21701-5001.

d. Inventory medical assemblies under AR 40-61, chapter 5.
4-32. Temporary assets y P

Temporary assets are items obtained by loan, rental, or lease, t9_35 gypport Items authorized separately
satisfy a non-continuing requirement for less than 6 months. Thesernese are items authorized in support of sets, kits and outfits
items do not require property book accounting, except for automa-(sKQ). These support items have a separate authorization on the
tion equipment (para 4-39). When temporary assets other than autopTOE/TDA and are also listed in the catalog for the SKO. Account
mation equipment are on hand the following procedures apply: for these items like any other items listed on the MTOE/TDA. Do

a. The PBO will keep a file for each requirement. The file will ot account for them on component listing or hand receipt annexes.

include: _ _ These items are listed on the component listings for information
' (1) A copy of each receipt document. For rental or leased items,purpose only. For example, Shop Equipment OM, common no.1,
include a copy of the contract. LIN W32593 has a compressor LIN E70064 listed on the catalog,

(2) On return of the property to the owner, the turn-in document. however the compressor is also listed on the unit's MTOE/TDA. If
b. Use proper procedures given in chapter 5 to assign responsibilthe unit has a compressor on hand, it should be accounted separately

ity for temporary assets. on the property book. Do not order a separate compressor to satisfy
c. Keep the file outlined in a above according to AR 25-400-2, as the component listing requirement.
appropriate.

d. The temporary loan of classified COMSEC materiel will be 4-36. Accounting for field wire in the ARNG
negotiated with the supporting COMSEC account and administeredField wire such as Cable, WD-1/TT, on reels, spools, and in con-

per TB 380-41. tainers is accounted for as a complete assembly. When wire be-
o _ comes unserviceable or is lost, disassembly must be accomplished
4-33. Semitrailers of motor transport units under paragraph 4-25. Lost wire other than a 10 percent operational

a. This paragraph gives procedures for accounting for semitrail- weight loss, or wire made unserviceable through other than FWT,
ers by motor transport units engaged in line haul operations usingmust be adjusted under AR 735-5.
the trailer relay system. Normal property book accounting proce-
dures given in section | of this chapter apply. 4-37. Accounting for commercial leased vehicles

(1) Motor transport battalions and separate companies engaged if€ommercial vehicles obtained from GSA and through commercial
purely local transport operations account for their own semitrailers. lease will be accounted for on the property book that is maintained

(2) Motor transport units engaged in line haul operations will for nontactical vehicles (NTV). The following procedures will be
transfer their semitrailers to a larger organization designated by theused:
senior motor transportation command (either group or brigade). a. Prepare a header page (DA Form 3328) listing the authorized

b. The commander of the larger transport organization will estab- quantity and LIN of the substitute item. Enter this information in
lish a semitrailer control office. A separate property book will be set pencil on the next to last transaction line. For example “15 each
up to account for the semitrailers. Data as to the location, status, angubstituted by commercial leased vehicles.” Enter the TDA number,
condition of equipment will be kept. State Area Command in the ARNG, in the Authority block.

(1) Trailer transfer points (TTP) on the line of communications b. Prepare a separate property book page for commercial leased
and operation sections of motor transport battalions provide the datarehicles. Leave the Required ALW and Authorized ALW blocks
to the semitrailer control office. Data is sent as directed by the blank. For commercial leased vehicles, enter “substitute for LIN

semitrailer control office on a daily basis. B04441” or appropriate LIN, in the Authority block. Enter the
(2) The source of the data is daily TTP inventories and drivers’ contract number of the lease in the Stock Number block. These are
trailer control records. pencil entries.
c. Centrally pooled semitrailers are not required to be hand
receipted. 4-38. Accounting for GSA Long Term Assignment
Vehicles under IFMS
4-34. Medical assemblies and equipment sets a. Vehicles will be accounted for on organization property book.
a. Account for medical assemblies as follows: Property Book Officer (PBO) will prepare a property book page/

(1) Prepare a DA Form 3328 for the medical assembly. Follow record for each non-tactical vehicle LIN authorized by the authori-
the instructions in figure 4-1 to prepare the form. On the reversezation document, however, no transaction data or on hand balances
side, record in ink or type the assemblage control code and thewill be recorded. Only identification data will be entered on this
numeric designation in the remarks block. Assemblage control codegpage. Place a note on the record “See GSA IFMS (Interagency Fleet
and numeric designations are shown in AR 40-61. If this informa- Management System) Long Term Assignment Vehicle File.”
tion is not available, an informal pencil entry in the Remarks block b. GSA vehicle transactions will not be recorded on this property
may be used to annotate the actual quantity on hand. Do not posbook page/record even though the terms of the Memorandum of
formal accounting data to this form. Understanding/Agreement (MOU/MOA) exceeds 6 months. These

(2) Prepare a separate DA Form 3328 for each nonexpendablerehicles remain on the owning agency (GSA) records. GSA IFMS
component of the medical assembly. Enter “Component of LIN ( )" regional office which hand receipts the vehicle to the activity is

50 DA PAM 710-2-1 « 31 December 1997



considered the SSA for the purpose of GSA IFMS long term leaseprescribed in AR 710-2, chapter 2, Property book accounting for

vehicles. software regardless of dollar value is not required. Proprietary soft-
(1) Centralized operation®When MOU/MOA between ware has specific licensing restrictions and users must be aware of,
MACOMs (installation) and GSA is entered into: andabide by, these restrictions. See AR 25-1, AR 380-19 and AR

(a) DOL installation supply division (ISD) property book will ~710-2 for proper handling of commercial software.
provide the visibility of GSA long term assignment vehicles. The a. Prepare a basic property book record for each type/component
MOV provides the audit trail and authorization document. of automation equipment on hand as noted below. Record authoriza-

(b) Appoint the installation transportation motor pool officer (and tion, identification, accounting, and management data.
facilities engineer representative, where conversion is taking place) b. The remarks block will include the system(s) that the compo-
as designated representative to receipt for each GSA IFMS longnents are applicable to.
term assignment vehicle and its assigned credit card on GSA Form C. Prepare serial number records for all automation equipment
1152 (Vehicle Assignment/Termination), hand receipt, except for components. Examples of components are modems, display termi-
contractor operated transportation motor pools (see para d below)hals, disk drives, tape drives, printers, control units, central process-

(c) GSA IFMS long term assignment vehicle folder will be estab- INg units, etc., that are not installed in a single automation
lished and a copy for each GSA Form 1152 received. It will be €quipment item casing. The provisions in this paragraph do not
retained with the supply records until the GSA vehicle is returned. @pply to microcomputers. _ _
GSA IFMS folders remain active until expiration of agreement (see d. For Army-owned equipment, the accountable receipt record is
AR 25-400-2) The GSA Form 1152 will be returned with the vehi- the filled supply request, forced-issue document, or transfer docu-
cle as required by GSA. ment that is assigned a nonexpendable document number from the

(d) In those cases where an installation has contracted the operaunit's nonexpendable document register. If the document was as-
tions of a transportation motor pool using commercial activities to a Signéd a document number from the expendable or durable docu-
contractor, and no Department of Defense employee (designatedn€nt register, assign a nonexpendable document number using
transportation officer or motor/fleet transportation NCO) is availa- Procedures in paragraph 2-23g. List component nomenclatures and
ble, the Contracting Officer's property administrator will be the Serial numbers on the front or back of this document, as space
designated representative to sign GSA Form 1152 for vehicles/credif€'mits. Post accounting data to the basic property records from this
cards. document. File the document in the supporting document file.

(2) Decentralized OperationdVhen MOU/MOA between a de- e. For rented or leased equipment, the rental or lease contract is

centralized command. i.e.. MEPS. ROTC. or USARC and a GSA the accountable receipt record. Assign a nonexpendable document
regional office is entered into: ' number to requests for rented or leased automation equipment.

(a) Command must identify in writing those individuals at the Component nomenclatures and serial numbers are on the receipt

decentralized location authorized to enter into MOU/MOA and re- document. If they are not, enter them. Post required data to basic,
ceipt for GSA IFMS long term assignment vehicles. These individu- and serial number property records from the contract. File the con-

: . S P . fract in the supporting document file. When the rental or lease
zilgncee:jn ftgrer;r?sslgércl)s;reocft trﬁ:pgﬂ;:Eg:ltyebél';egg;%nglfggh vehicle beperiod expires, prepare DA Form 3161 as a turn-in document for the

(b) Ensure those activities identified in paragraph (2) above es'Sﬁtgglylel_ﬁ:)gt?:nngr?tnﬁzﬁbzzr:datr?de ILriigie?:rrgr?gésihésﬁg?es gﬂEZE]e
tablish a GSA long term vehicle assignment folder. It will contain a gocument number assigned to the rental or lease contract IPlave the
copy of MOU/MOA and each GSA Form 1152 received. It will be - : c e
retg)i/ned with the supply records until the GSA vehicle is returned contractor receipt for the system. Post the turn-in to the applicable

; . ) o : property book records and file the document in the supporting docu-
?(:tﬂr:]eega\llafhafr:gevgr?itéllee);glrggg of agreement. The form will be ment file. Property book accountability is not required for contractor

(c) All individuals designated in writing by MACOMS to receipt furnished copiers under "cost per copy” service contracts.

for GSA IEMS long term assignment vehicles may assian direct f. When the rental or lease contract is not available, or is admin-
N g . gnn may assig istered by another U.S. Government agency, prepare a list of all the
responsibility for each vehicle/credit card by requiring individuals to

- ’ applicable automation equipment components provided by the con-
sign a reproduced copy of the GSA Form 1152 for those items.y .o ~Attach to the list a narrative explanation that includes the
Eersk?nald'respog&blllt)é IS f_|>_<ed Ey possession of the vehicle Iog'system’s project name, purpose, and all known points of contact

ook/credit cards, and ignition keys. hone numbers, organizations, and office symbols. Use the list and

(3) Other. Do not report GSA IFMS long term assignment vehi- b » 019 : y :

> ; accompanying narrative as a substitute for the rental or lease con-
cles through CBS-X, or their serial numbers to the U.S. Army panyirg

. h A . tract and follow the procedures in e, above.
Vehicle Registration Program. The procedures outlined above apply P

only to vehicles received through GSA IFMS, not to vehicles re- 4-40. Assigning responsibility for lease property other

ceived under loans or leases. than Information Management Processing Equipment

) . (IMPE)
4-39. Accounting for Information Management a. Requesting unit will submit a request to the PBO along with
Processing Equipment (IMPE) copies of lease authorization. The PBO will process the request to

All Army owned, rented, or leased IMPE will be accounted for on the SSA per chapter 2. A copy of the lease authorization will be
property book records. Microcomputers (desktop or personal, laptopprovided to the SSA.

and notebook) and peripheral equipment are not required to be b Follow-up procedures will be from the PBO to SSA, to Con-
accounted for by serial number. Use the procedures in this chaptefracting Office when equipment has not been received by the sched-
to account for IMPE. This includes automation equipment provided yled delivery date.

to Army activities through contracts administered by other U.S. ¢ For equipment leased directly from the contractor, the request-
Government agencies whenever those agencies do not require Arm)hg unit will provide Signed receipt documents to the PBO, who in
users to sign receipts for the IMPE. The level of accountability for tyrn will provide a copy of the receipt to the SSA.

IMPE software does not require formal property book accountabili-  d. The PBO will maintain a lease equipment file. The file will

ty. The Unit Information Management Officer (Center Commander contain lease authorization, lease agreement with amendments, and
for USAR) is responsible for the control of commercial (proprietary) receipt and turn in documents. On termination of the lease contract,
software issued to the organization. Blank data media (magneticthe PBO will submit a turn-in with the original receipt document to
tapes, floppy disks, etc.) valued at $300 or less are managed age SSA. If the equipment has been returned to the contractor by the
expendable items. Blank data media valued at more than $300 willysing unit, a copy of the shipping document or receipt acknowl-
be managed per AR 710-2. The original copies of proprietary com-edged by the contractor will be provided the SSA. The SSA will
mercial software regardless of value are issued and accounted for asrocess the turn-in as a wash transaction.
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e. Renewal of lease contract will be coordinated between the DODAAC will be addressed to the fielding command for corrective
PBO and the Contracting Officer. The Contracting Officer will pro- action. Unit will submit cancellations on any unit request for the
vide an amendment of the lease contract to the PBO. The PBO willsame item on the requisition listing.

provide a copy of this document to the servicing F&AO. d. An AOA document will accompany the shipment to the gain-
4-41. Accounting for chaplain kits and other ing unit. The PBO will process the AOA document as a non-expend-
: g b able receipt to the property records per chapter 2. A separate

nonexpendable, nonrecoverable ecclesiastical supplies i . . .
Chaplain kits and other nonexpendable, nonrecoverable ecclesiastiSUPPOrting document file will be prepared and the receipt documents

cal supplies are issued on an individual basis under CTA 50-909filed in document number sequence.

chapter 4 and AR 165-20. Prepare DA Form 3161 in two copies €. Total package fielding of B56 managed classified COMSEC
from the property book officer to the individual chaplain. Assign a equipment will be provided the gaining unit as a separate package
document number from the nonexpendable document register. Aftethrough coordination between USACSLA and the major system
the chaplain receipts for the items, post the loss to the applicablefielding command.Fielding commands will provide USACSLA suf-
property book records. File the original copy of the DA Form 3161 ficient advance notification of requirements to ensure compliance
in the supporting document file and the duplicate copy with the with required delivery dates (RDD). classified COMSEC materiel
chaplain’s OCIE record. must be shipped to a designated COMSEC account.

4-42. Accounting for system furniture 4-a4. Air deli terial
When system furniture (as defined in the glossary) is installed: “~*- Al G€lVery material
a. Obtain the applicable permanent management control number & Air delivery materiel will be accounted for on the property

(MCN) from the installation supply division. book of the organization authorized the property. When a unit re-
b. Prepare a single property book page for each system-furniturequires air delivery materiel, a person within the supported unit will
MCN. be designated by the unit commander to be responsible for the

c. Using the contract under which the system furniture was pro- property.
cured and installed, inventory all components and prepare a compo- b. The requesting unit will initiate the request for supplies and/or
nent hand receipt for each system-furniture MCN. equipment and transmit the request to its supply support activity by
the most expeditious means possible. The requesting unit will initi-

4-43. Total package fielding (TPF) ate the airdrop request.

For total package (TP) the following procedures apply: . i . . _
a. The AMC fielding command will initiate requisitions for the C The aerial dell\_/ery s_up_port unit, upon completion .Of ngging,
gaining units. The document number is composed of the gaining"ill Prepare a manifest listing all nonexpendable equipment that
units DODAAC, the fielding command assigned document number, May be lost during the mission. This manifest will be given a
and serial number. The first position of the document serial numberdocument number by which the supporting unit drops the items

will be a letter A through F. from accountable records.

b. Receiving report. TPF materiel will be shipped to the location d. The commander of the supported/receiving unit is responsible
designated by the gaining command. This will normally be the for air-dropped supplies and for the protection and evacuation of air
central receiving point (CRP) or the DSU. Normally, the fielding items. The commander should also appoint an air items recovery
command will have a fielding team at the receiving location to officer to plan and supervise recovery operations. The recovery
assist unit on the hand-off. Shipments should be received with aofficer supervises evacuation of air items from the drop zone to a
receiving report document (DIC D6S) and a requisition document central collection point. Evacuation will be accomplished rapidly
(DIC AOA). The CRP or DSU will process the D6S document to ang py the most direct route available. Additional airdrop missions
the SAILS activity (installation SSA or COSCOM/TAACOM 3y depend on the availability of returned airdrop equipment. The
{\gmgé lf)?/rténggggxtcc)etr?t?alcciﬁééi(;ans;Et?vilt;trt?)nrfwlgiﬁﬁatlﬁl 'fecne]f;:'s' equipment will be evacuated back to the aerial delivery support
The document number on the D6S must not be altered. When O Pany Of _|ts af'fl.llated aerial equipment supply gompaqy. .

e. The aerial delivery support/supply company will receive, in-

shipment is received without a D6S, a D6S will be prepared if the ; : ! !
document number is known; otherwise, hold shipment and notify SP€Ct, repair, reestablish accountability for, and return to service all
the fielding command for disposition instructions. For units ¢i¢rviceable assets. Unserviceable and uneconomically repairable

SPBS, D6S will be processed through SPBS to CBS-X. The AOA items will be disposed of in accordance with procedures in this
document that accompanied the materiel will be used as receiptamphlet and AR 735-5.
document for PB posting.
c¢. Unit will not assign a document number to cross reference the4—45. Confiscated property
fielding command assigned document number. Discrepancies in theConfiscated property will be accounted for IAW AR 710-2.
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PROPERTY RECORD
For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG,
DOCUM al QUANTITY DATE 0 !
PgéTTED NumagjT n‘éée”.vgg TURNN-IN BALANCE POSTT[:[) DNS&%E:{‘ T a‘éée”‘.$'§$ QTLthRNNTilLY BALANCE
BALANCE BROUGHT FORWARD
BALANCE CARRIED FORWARD
vic AUTHORITY STOCK NUMBER Ul
WAZHAR [MTOE 06 152300100
LIN ERC REQUIRED ALW AUTHORIZED ALW] AicC Lcc SEC EcC
X0833| A 30 30 HB
{TEM DESCRIFTION \
TRUCK UTILITY : YdTon 4x4 Wi :

FORM
JAN 82

DA 3328

Together with DA Form 3328-1 repiaces DA Forms 3328 Jan 77,
and 3329, Aug 78, which are obsoiets.

Figure 4-1. Sample DA Form 3328, property book basic page
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PROPERTY RECORD

For usa of this torm, see DA PAM 710-2-1; the proponent agency h DCILOO.
roSTED Cimeen | Reatmy | vUmy | eavance | 08T i et [ | sauancs
53/9 BALANCE BROUGHTY FORWARD O
53/9|503/ g0l | R 7 27
PROPERTY
For use of this form, see DA PAM T10-2 N
POSTED CWuMeER | Receven | Tumm' | eauance
b‘;/? BALANCE BAOUGHT FORWARD O
3/2|503/- 000/ 3
vic AUTHORITY STOCK NUMBER w
WHRHAA 0-00-177-9958 | FH
_ R _ LIN ERC AEQUINED ALW [AUTHORIZED ALW | MICH LCcC C
11X 60833 72 ] ] " ["s ["w %
ITEM DESCRIPTION
7" L7/ g T M)A E/C BAF

DA O™ 118 vmg:'-;n D’: ux:ham.-;:ru_ DA Pormes 3328 Jen 17, —

vic AUTHORITY STOCK NUMBER ul

WAINH RA | D320 -00-703- /092 | =R

LIN ERC AEQUIRED ALW (AUTHORIZED ALW | RICC iLce sicC acc

X083 "8 | ] "o 5 [Fu

ITEM DESCRIPTION .
2K Lerre My 7 MIS)A) E/C BRI
Topather with DA Form 31291 replsces DA Forme 3328 Jen 77,
snd 3329, Aug 78, which are obeolets.

DA Loer 3328

Figure 4-2. Sample DA Form 3328, make\model page
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PROPERTY RECORD

For use of this form, see DA PAM 710-2-1; the proponaent agency is DCSLOG.

DATE
POSTED

DOCUMENT
NUMBER

QUANTITY
RECEIVED

QUANTITY
TURN-IN

BALANCE

DATE
POSTED

DOCUMENT
NUMBER

QUANTITY
RECEIVED

QUANTITY

TURN.IN | BALANCE

\00b

BALANCE BROUGHY FORWARD

-27

BALANCE CARPIED FORWARD

vic

WAZHAA | mMTOE

AUTHORITY

OG 153300100

STOCK NUMBER

Ut

2320-00-177-9258 | EA

ERC

Y0833 | A

REQUIRED ALW

30

AUTHORIZED ALW | RICC

S0

9

LCC

A

SEC

U

ECC

HB

ITEM DESCRIPTION

TRK UTIL YT MISIAZ, EIC.BAE

FORM

DA jamae 3328

Together with DA Farm 3328-1 replaces DA Forms 3328 Jan 77,
and 3329, Aug 78, which are obsoiste.

Figure 4-3. Sample DA Form 3328

DA PAM 710-2-1 « 31 December 1997

55



Legend for Figure 4-3;
Completion instructions by block number for DA Form 3328

Date posted Enter the Julian date the page is prepared.
Balance Enter “O” or balance from old page (ink entry).
UIC Enter the unit identification code (ink or typewriter entry).

Authority  Enter the authorization document at identified in para-
graph 4-1 (pencil entry).

Stock Number

1. Enter the stock number of the item (ink entry).

2. For ammunition, enter the FSC and DOD Ammunition Code
(DODAC) (pencil entry).

Note.A parenthetical entry may be used to identify colored furniture (pencil
entry).

uic STOCK NUMBER

&2 AT I8 0O -, 7T PI TP

ITEM DESCRIPTION

Fruck /iy D Ao e B2

DA [S7 33281

Figure 4-4. Sample DA Form 3328-1
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PROPERTY RECORD
For use of this form, sae DA FPAM 710-2-1; the proponent sgancy  DCELOG
ALY ORCUNENT ANy | O | mauance | 4TE OIMENT | WA | R | mavarce
/005‘ BALANCE BAOUGHT FOAWARD D /
RS
PROPERTY o
For use of this form, see DA PAM 7102
roSTED OQCUMENT | QUANTIY | Tlmm | 8auance
/006 BALANCE BROUGHY FOAWARD O
/006 |0357-0002] 8 8 | -
A G _ o
. I
_ 85/4 SUBSTITLLTED BY /N XY0/ 96
BALANCE CARRIID FORWARD
uic AUTHORITY ATOCK NUMBER u
BRIHARR 7o 06 155300100 |2300-00-077 L6/ Z K
LIN ERC REQUIRED ALW AUTHORIZED ALW [ RICC Lcc siC acc
X 40009 29 a9 ~ 4
ITEM DESCAIPTION
TENK CoRGO K2 TON MISAD £’ BMA
DA Lo 3328 3370, Aus 76, omien e Smatgan O Fome 3328 Jan 77,
uic AUTHORITY 8TOCK N:}Ml!ﬂ unl @
A2 1488 GuBsirure For wn X40003| R33N0 - 00 ~877- /677 VXed
LiN ERC lREQUI RED ALW AUTHORIZED ALV | RICC LCC g [ ] 1+ £Ccc
X 40/46 | A

ITEM DESCRAIPTION

TR C

ARCO R1/2 TOA }735K M Z/C BMB

FORAM

DA ,oie, 3328

Together with DA Form 3328-1 replaces DA Forme 3328 Jen 77,
and 3329, Aug 78, which ars sbeotete.

®

Figure 4-5. Sample DA Form 3328, showing entries for a substitute item

A. AUTHORIZED ITEM PAGE

B. SUBSTITUTE ITEM PAGE
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PROPERTY RECORD

For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG.

DATE DOCUMENT QUANTITY | QUANTITY DATE DOCUMENT QUANTITY | QuanTITY

POSTED NUMBER RECEIVED | TURN-N | BALANCE | pogTep NUMBER RECEIVEC | TURN-IN | BALANCE
BALANCE BROUGHT FORWARD

1008 -20

1015 | 1015-000] Z |24

1029]1015-0002 | 2 20

Figure 4-6. Sample DA Form 3328, of a posting transaction to front of property book page

PUBLICATION DATA

TM 9-2320-218-/0 /0 Auée 7§

LOCATION QUANTTTY | QUANTITY DOCUMENT QUANTITY LOCATION QUANTITY | QUANTITY DOCUMENT QUANTITY
AUTHORIZED! ON HAND NUMBER DUE-IN AUTHORZED] ON HAND NUMBER DUE-IN

HRI1| & A
R2| 3 & |[/p28-0001 | /]
/ /

HR S

/

58

//

——

//

REMARKS

HR¥S hAs 1 in mAINT

Reverse of DA Form 3338  U.S. Government Printing Offise: 1982—361-640/9448

Figure 4-7. Sample DA Form 3328, posting of management data to reverse side of property book page
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SERIAL/REGISTRATION NUMBER RECORD

For use of this form, ses DA PAM 710-2-1; the proponent agency is DCSLOG,

=l e B A (.- P VIR
bF Y08 227 22 | HR/
bbF y32/ IXL781 9 lret - |
LFYY3 2a2booa| PRA| N
FYy8Ls 85S¢ b HR 2
o493 RXTOF 7 [HR 2L
LfFvy3,9 232/0/  |HRS

vic

WAAHA A

STOCK NUMBER

Q320 -00- 1 77-9258

ITEM DESCHIPTION

TRE wrie Yg T prs57 A

DA SOV es 33281

Figure 4-8. Sample DA Form 3328-1, serial/registration number record
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PROPERTY RECORD

For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG.

DATE DOCUMENT QUANTITY | QUANTITY DATE DOCUMENT QUANTITY | QUANTITY
POSTED NUMBER RECEIVED | TUAN.IN | BALANCE | posTep NUMBER RECEIVED | TURN.IN | BALANCE
lO|‘+ BALANCE BROUGHT FORWARD 42
1020] 1005-0008| | + |43

i
T
!
The information listed on this form is to be used as a general guide only.
Figure 4-9. Sample DA Form 3328, balance brought forward
PROPERTY RECORD
For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG.

DATE DOCUMENT QUANTITY | QUANTITY DATE DOCUMENT QUANTITY | QUANTITY

POSTED NUMBER RECEIVED | TURN.N | BALANCE | pogTED NUMBER RECEIVED | TURN.IN | BALANCE
1028 BALANCE BROUGHT FORWARD (O
1034 /007- 0005 / /1l

The information listed on this form is to be used as a general guide only.

Figure 4-10. Sample DA Form 3328, correction of error in posting wrong document numbers

60

DA PAM 710-2-1 « 31 December 1997




PROPERTY RECORD

For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG.

POSTED ORGMaER | Recvey GURn’ | BALANCE ) 38TED CRUMBER | Rectves TURN-IN | BALANCE
7, 9 7 BALANCE BROUGHT FORWARD ’ ‘/
298| 7¢05-0003| | |corR | LG \\
- Correction of a mistake when
7300| 20!9-p00! / ) /®/’_p§lance is effected
7210|7005~ 0003 corn | 1Y
) g - / | o
2218 | 7208 -0001 3 E.Postinq serial number T
7218 |7208- Ooo/ | ! l/ correction using DA Florm 494?
I JN IR R [
Figure 4-11. Sample DA Form 3328, correction of a mistake when balance is effected and when posting a serial number correction using
DA Form 4999
SERIAL/REGISTRATION NUMBER RECORD
For use of this form, sea DA PAM 710-2-1; the proponent agency is DCSLOG.
RE&F}R'AAUTM LOCATION REQSS‘FT‘:A%ON LOCATION REéS%L{DN LOCATION REGSSERT#b{m LOCATION
NUMBER NUMBER NUMBER NUMBER
232332 |#R3
246261 R
24,9890 |HR4
246829
HR |
247500 |HRZ
The information listed on this form is to be used as a general guide only.
Figure 4-12. Sample DA Form 3328-1, serial registration number record annotation
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ADMINISTRATIVE ADJUSTMENT REPORT (AAR)

For use of this form, see DA PAM 710.2.1; the proponent agency is DCSLOG.

AR 710-2

INITIATING OFF ICER'S SIGNATURE

DATE

[X ADJUST ITEM

[J CHANGE ACCOUNTING

PBO SIGNATURE

P o €10 4

ORGANIZATION/ACTIVITY ] DOCUMENT NUMBER
DODAAC | _DATE 1 semiac ]
1/651 Arty Bn
WK4ABC 2034 0007
ITEM STOCK NUMBER ITEM DESCRIPTION ARC S | ary
no- S - , _ assUE ||
1. 4240-00-926-4201 Mask, Fld ABC-M17Al1, M EA 4
M11895 RICC 2
2. 4240-00542-4450 Mask, Fld ABC-M17, S EA 2
M11895 RICC 2
c
H
A
N
G
E
F
)
o
M
1. 4240-00-926-4200 Mask, F1d ABC-M17Al, L N EA 4
M11895 RICC 2
2. 4240-00-542-4451 Mask, Fld ABC-M17, M N EA 2
M11895 RICC 2
c
H
A
N
G
€
v
o
AUTHORITY ) 4‘6’CVHANGE STOCK NO. [ J CHANGE UNIT OF 1SSUE [] ASSEMBLY [ (:(msu;vvu;

[ JoIsSAssSeEMBLY

DATE

! Fe88)

DA 27 4949

Figure 4-13. Sample DA Form 4949 to correct deficiencies within sizes

vilt &

GEO T8 4
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56th En Bn
e WT7HEC 2011 0005
TEM UNIT
! STOCK NUMBER ITEM DESCRIPTION ARC OF aTy.
NO. ISSUE
1. | 3805-00-466-0084 Grader Cat MdAl 120 N EA 2
Ser. No UE 2879, UE 2754
4
A
N
G
E
F
R
[}
M
1. | 3805-01-029-0139 Grader Cat 120 W/ROPS N EA 2
Ser. No. UE 2879, UE 2754
J74852 RICC 2
c
H
A
N
G
E
T
o-
AUTHORITY SB 700-20 6 cHANGE sTock NO. [J CHANGE UNIT OF ISSUE [J AsseMBLY {0 coNsuMED
September 1881 [J ApJusT 1TEM [J CHANGE ACCOUNTING [0 bisassemBLY
INITIATING OFFICER'S SIGNATURE DATE PBO SIGNATURE . DATE
. . 2 ’ ol .
Yrr C S 37eb f2.
DA JFA?JR;; 4949 WS GPO 1981 353 994

Figure 4-14. Sample DA Form 4949 prepared to change an NSN
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ADMINISTRATIVE ADJUSTMENT REPORT (AAR)

For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG.

ORGANIZATION/ACTIVITY DOCUMENT NUMBER
DODAAC DATE SERIAL
1/651 Arty Bn WK4ABClaors 000
ITEM UNIT
Ny STOCK NUMBER ITEM DESCRIPTION ARC OF ary.
ISSUE
1. 7105-00-633-8720 Chair Str WO A Lad Bk N EA 100
D87120
c
H
A
N
G
E
F
A
o
v
1. 7105-00-633-8720 Chair Str WO A Lad Bk N BX 25
D87120
c
H
A
N
G
€
.
o
AUTHORITY J cHANGE STOCK NO. [ CHANGE UNIT OF ISSUE O assemeLy O consumen
AMDF, January, 1982 [J ADJusT 1TEM [J CHANGE ACCOUNTING 0 DisassemsLy
INITIATING OFFICER'S SIGNATURE DATE PBO SIGNATURE ) DATE
%m ?M 15 Y«( g2
FORM
DA 3 a2 4948

The information listed on this form is to be used as a general guide only.

Figure 4-15. Sample DA Form 4949, for unit of issue change
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ADMINISTRATIVE ADJUSTMENT REPORT (AAR)

For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG.

ORGANIZATION/ACTIVITY

DOCUMENT NUMBER

DODAAC DATE SERIAL
651 Arty B
L7651 Aty Bn WK4ABC| 2136 | 00O
UNIT
ILE)M STOCK NUMBER ITEM GESCRIPTION ARC OF ary.
: ISSUE

1. [4230-00-123-3180 Decon Kit Skin M258 N | kT |779
c
H
A
N
G
E
F
R
)
M

Item changed from accountable to
nonaccountable.

c
H
A
N
G
£
-
o

AUTHORITY Trem transferred from
CTA 50-900 to CTA 50-970

O cHANGE sTOCK NO. [J CHANGE UNIT OF ISSUE
[J ApsusT 1TEM A CHANGE ACCOUNTING

[0 assemBLY

O oisassemsLY

[ consumED

INITIATING OFFICER'S SIGNATURE

DATE

PBO SIGNATURE : . : '7

DATE

6[1«; ga

DA [OFM 4949

The information listed on this form is to be used as a general guide only.

Figure 4-16. Sample DA Form 4949, administrative adjustment from accountable to nonaccountable
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ADMINISTRATIVE ADJUSTMENT REPORT (AAR)

For use of this form_ see DA PAM 710-2-1; the proponent agency is DCSLOG.

ORGANIZATION/ACTIVITY

DOCUMENT NUMBER

DODAAC DATE SERIAL
1/651 Arty Bn WKI*ABC A0l |Ooog
ITEM UNIT
NO STOCK NUMBER ITEM DESCRIPTION ARC OF aTy.
: ISSUE
Item changed from nonaccountable
to accountable.
c
H
A
N
G
€
F
A
o
Y]
1. 7330-00-234-8831 Pot Cooking St 24 Qt N EA 2
P23203
[
H
A
N
G
3
T
o

AUTHORITY Ttem transferred from

CTA 50-970 to CTA 50-909

O cHANGE sTock NO. [ CHANGE UNIT OF ISSUE
O ADJUST ITEM £] CHANGE ACCOUNTING

O assemBLY

1 DiIsAassemBLY

[J consumEeD

INITIATING OFFICER’S SIGNATURE

DATE PBO SIGNATURE .
%amuo TP J”w#t

DATE

26 for 7

FORM
DA 7SR 4949

The information listed on this form is to be used as a general guide only.

Figure 4-17. Sample DA Form 4949, for accounting requirements change from non-accountable to accountable
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DA F.CFM agag

JAN B2

ADMINISTRATIVE ADJUSTMENT REPORT (AAR)
For use of this form, see DA PAM 710-2-1; the proponent sgency is DCSLOG.
ORGANIZATION/ACTIVITY DOCUMENT NUMBER
B Btry DODAAC DATE SERIAL
1/651 Arty Bn .
WK4ABC 2272 0003
'LZM STOCK NUMBER ITEM DESCRIPTION arc | ST ary.
. ISSUE
1. 3340-00-237-8749 Screen Latrine D EA 1
Doc No. WK4ABC-2243-0501
la.| 8340-00~-261-9750 Pin, Tent, 16-in lg X EA 8
Doc No. WK4ABC-2243-0502
1b.| 8340-00-188-8393 Pole, Tent, Ridge, 7-ft X BEA 1
Doc No. WK4ABC~-2243-0503
c
A| 1c.| 8340-00-188-8394 Pole, Tent, Ridge, 9-ft X | Ea 2
g Doc No. WK4ABC-2243-0504
E
F 1d.| 8340-00-188-8407 Pole, Tent, Upright, 7-ft X EA 7
R Doc No. WK4ABC-2243-0505
"
1. 8340~-00-237-8752 Screen Latrine N EA 1
LIN S58674
c
H
A
N
G
E
T
o
AUTHORITY O cHanGe sTock NO, [J CHANGE UNIT OF iSSUE X assemeLy [J consumeD
AR 710-2 3 ADJUST ITEM ] CHANGE ACCOUNTING (] oi1sassemMsLY
INITIATING OFFICER'S SIGNATURE DATE PBO SIGNATURE . DATE
Fones YA | oGP
7

fUS GPO 1981 361 991

Figure 4-18. Sample DA Form 4949, administrative adjustment report prepared to assemble and end item
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ADMINISTRATIVE ADJUSTMENT REPORT (AAR)
For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG.
ORGANIZATION/ACTIVITY DOCUMENT NUMBER
B Btry DODAAC DATE SERIAL |
1/651 Aty Bn
WK4ABC 2230 0001
ITEM UNIT
Ny STOCK NUMBER ITEM DESCRIPTION ARC OF ary.
1SSUE
1. 6145-00-226-8812 Cable Tel WD-1/TT DR-8 N RL 1
C68719 RICC 2
[
H
A
N
G
E
F
R
o
™M
1. 8130-00-407-7859 Reel Cable DR-8 N EA 1
R535920 T/I Doc No. WK4ABC-2229-0001
RICC 2
la. Scrap Wire LB 7
T/I Doc No. WK4ABC-2229-0501
c
H
A
N
G
€
T
o
AUTHORITY [J cHaNGE sTock NO. [] CHANGE UNIT OF ISSUE [ AssemsLy [J consumED
AR 710-2 [ ADSUST ITEM [ cHANGE ACCOUNTING Kl pisassemeLy
INITIATING OFFICER’S SIGNATURE DATE PBO SIGNATURE N DATE
;PNL* »%fyé—\ /EMZ»;, 2
DA J‘,:A?QRB,\; 4949 u fUS GPO 1981 353 994

Figure 4-19. Sample DA Form 4949, administrative adjustment report prepared to disassemble an end item
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ADMINISTRATIVE ADJUSTMENT REPORT (AAR)

For use of this form, see DA FAM 710-2-1; the proponent agency is DCSLOG.

ORGANIZATION/ACTIVITY DOCUMENT NUMBER
DODAAC DATE SERIAL
B Btry 1/651 Arty Bn
WK4ABC| 1147 |oooé
N STOCK NUMBER ITEM DESCRIPTION ARC ug;‘: ary.
ISSU
1. 8970-00-577-4513 Meal, Combat Individual N BX 25
Date of Pack: June, 1979
2. 9130-00-264-6218 Gasoline, Auto Regular X GL 600
3~ 33w =G Tt 7S Cartridge;——S556mmMI56 X V.8 8360
Fot-—Ner+—beh—2200-
c
H
A
N
G
£
F
R
o
M
C
H i
A !
N ;
G
E
T
o
AUTHORITY [0 cHANGE sToCK No. [J CHANGE UNIT OF ISSUE [J ASSEMBLY X consumeD
FTX 10-26 Ma/%, 1981 [ ADJUST ITEM [J CHANGE ACCOUNTING [ bISASSEMBLY
INITIATIN OFFWSIGNATURE DATE PBO SIGNATURE ? i . ;! DATE
= ey 27 ///u,?/ 2 A t
{

-

DAO"M Agag

Figure 4-20. Sample DA Form 4949, administrative adjustment report for consumption of basic load items
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ISSUE LOG FOR TOLL SCRIPT ($.25 SCRIPT)

DATE NUMBER ISSUED SIGNATURE

& Sar £ & ewJle Cud

5 Ja~w £I = SFC FasffrlS celiiliasoms

s San £ < carr ok B Rud

Figure 4-21. Sample issue log for negotiate media

5 FOR cBsSsusB

;i SUBSTITUTE INPROPERTY BOOK

gg ORGANIZATION . Ui e DATE

: 7 zr /

WA /2, b5/ 5 Mre, R | Ty

DESCRPTION OF SUBSTITUTE AUTHORIZED LIN SUBSTITUTE LIN

7 v Y - —_
Kok (A& D Jea) S773S X4e /4 X400
4 cC 1823 cc2429
NSN OF SUDSTITUTE NEW GUANTITY
l.j Wf77/g/g ”(é The data un thr furm w ntended (0 be ke vpunched
by devgnated cemdralized ute within installabon or
cc 3042 cC 4347 Corps 11 b s et praciiad of CRBALINCE do ROt
NAML AND ( RADE OF PERSON COMPLETING FORM permt i Fusm howkd b maded to

Chamborsburg, PA 17201

P o thie ferm e G C TIAIE 1he propumend npvmoy b OCH.O0

N St 5 o

DA Form 47081 Sep 18
NECC/HP-2880N

Figure 4-22. Sample of completed DA Form 4708
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ADMINISTRATIVE ADJUSTMENT REPORT (AAR)

For use of this form, see DA PAM 710-2-1; the proponent agency is DCSLOG.

ORGANIZATION/ACTIVITY DOCUMENT NUMBER
DODAAC DATE SERIAL
1/651 Arty Bn WK4ABC 7218 0001
ITEM STOCK NUMBER ITEM DESCRIPTION arc | or | ary.
NO. ISSUE
1. 3805-01-329-0139 Grader Cat 120 VI/ROPS N EA 1
Ser NO. 246898
c
H
A
N
G
E
F
R
o
M
1.] 3805-01-229-0139 Grader Cat 120 W/ROPS N EA 1
Ser NO. 246899
c
H
A
N
G
€
T
o (see Reverse side for explanation)
AUTHORITY X cHANGE-8F6ex NO. [ CHANGE UNIT OF ISSUE [J AssemsLY [0 coONSUMED
DA PAM 710-2-1 Para 4-11 b (2) [J ADJUST ITEM [J CHANGE ACCOUNTING (] DISASSEMBLY
INITIATING OFFICER’'S SIGNATURE DATE PBO SIGN URE DATE
7 ©

DA 07 4949 o

Figure 4-23. Sample DA Form 4949, administrative adjustment report used to document a serial number correction

#US GP.O. 1981 353 994
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Figure 4-24. Sample DA Form 3161 used to report a RICC change
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Legend for Figure 4-24;
Completion instructions by block name for DA Form 4708

Organization  Enter the reporting unit designation.

UIC Enter the UIC of the property book or accountable record.
Date Enter the 5-digit julian date comprised of the last two digits of
the calendar year and the julian day (e.g. 85121).

Description or Substitute Enter the item description.

Authorized LIN  Enter the LIN from the authorization document.
Substitute LIN  Enter the LIN on the on-hand substitute for the au-
thorized item.

NSN of substitute  Enter the NSN of the substitute item on-hand.
New quantity Enter the current balance on-hand of the substitute
item.

Name and grade of person completing the form
explanatory.

Enter the Self-

Chapter 5
Assigning Responsibility for Property

5-1. Overview
a. This chapter gives procedures for assigning responsibility for

in the front of the property book. Keep the statement with the
property book until the next change of accountable officer inventory
is completed. It will then be placed in the inactive file.

c. In the active Army, under normal circumstances, when a PBO
is absent from his/her appointed duties for a period in excess of 30
days, a new PBO will be appointed. In the ARNG, when a PBO is
absent from appointed duties over 120 days, a new PBO will be
appointed. A change of PBO inventory will be conducted within 30
days. Use the methods in paragraph 9-7.

5-3. Hand receipt procedures

The commander having command responsibility appoints primary

hand receipt holders (PHRHSs). In a TDA organization the Com-

mander or a civilian director has command responsibility or supervi-

sory responsibility, respectively, for property within the
organization. They may designate persons to be PHRHs who will
‘have direct responsibility for property authorized by TDA.

a. Hand receipts are required whenever property book or durable
items are issued. The hand receipt lists the property that has been
issued. The signature of a person on a hand receipt establishes direct
responsibility. Prepare separate hand receipts for installation and
organization property.

b. Use DA Form 2062 (Hand Receipt/Annex Number) to record
the issue of property book and durable items. Prepare the form in
two copies. DA Form 2062 may be overprinted. The person who

property. It also includes procedures for managing property by usingprepares the DA Form 2062 must keep all copies of hand or sub-

an inventory list.

b. Various records are used to assign responsibility for property.
hese records are:

(1) The property book.

(2) Hand and subhand receipts.

(3) Temporary hand receipts.

(4) Equipment receipts.

c. General requirements for keeping records of responsibility are
in (1) through (3) below. Specific instructions for keeping these
records are in the rest of this chapter.

(1) Responsibility must be assigned for items accounted for on
the property book.

(2) ltems coded as durable are not generally accounted for on

property books; but responsibility for these items must still be as-
signed. Individual hand tools classified as durable in the AMDF, or
commercial or fabricated items similar to “D” in the AMDF will be
assigned responsibility when issued to the hand receipt holder.
(3) Responsibility for expendable items does not need to be as

signed, except for sensitive expendable items and tools issued frong
a toolroom. Expendable items do not need to be entered on and oF

subhand receipts. However, everyone is responsible for taking car

use of a component listing or shortage annex will be listed and
identified on the document. Hand receipt holders will assume re-
sponsibility for these items upon signing the document. Control
sensitive expendable items and tools issued from a toolroom usin
hand receipt or temporary hand receipt procedures in chapters 5
6, as applicable.

5-2. The property book
a. The accountable officer at property book level must acknowl-
edge accepting responsibility for the unit's property. The individual

assuming accountability will sign the statement below after change

of accountability inventory and the corrective actions required by

the inventory that have been taken. See AR 710-2, table 2-1. “ByN

authority of (indicate appointing document or change of command

order and date) | hereby assume accountability for the property in

thequantity shown on each record of this property book file. |

furtherassume direct responsibility for property not issued on hand

receipt.”

Note. The accountable officer's signature and date will be affixed above the
accountable officer's signature block below the statement.

hand receipts current.
(1) For hand receipts prepared by the PBO; the original is kept
y the PBO. Copy number 2 is provided to the hand receipt holder.

(2) For subhand receipts prepared by the hand receipt holders;
the original is kept by the hand receipt holder. Copy number 2 is
provided to the subhand receipt holder. There is no restriction on the
number of times property can be subhand receipted, but under nor-
mal circumstances, should not exceed from the commander, to the
supervisor, to the user.

c. Figure 5-1 gives instructions for preparing DA Form 2062 for
use as a hand or subhand receipt. A sample DA Form 2062 prepared
as a subhand receipt is shown in figure 5-2. File hand and subhand
receipts according to AR 25-400-2, as applicable.

d. Keep hand and subhand receipts current. Do this by posting
changes as they occur or by using change documents. When change
documents are used, the following procedures apply:

(1) Use DA Form 3161 for issue and turn-in transactions between
the PBO and the hand receipt holder. The form is also used for issue
nd turn-in transactions between the hand receipt holder and the
ubhand receipt holder. Prepare the form in two copies. The original
Is kept by the person who issues or turns in the item. The person

of these items. Expendable components of End Items which requirgecelvmg the property keeps the second copy. When an end item

issued on a change document has component shortages, prepare a
hand receipt annex (para 6—1) to document the missing components.
Do not assign an annex number until the change document is posted
to the hand or sub hand receipt. Add after the item description (col

gC) the words “with H/R Annex” for cross-reference purposes. Files
OEopies of change documents with the proper hand or subhand re-

ceipt. Figure 5-3 gives instructions for preparing DA Form 3161 as
a change document.

(2) Post change documents to hand or subhand receipts:

(a) At least every 6 months. The 6—month period is based on the
date of the oldest change document.
(b) Before the change of hand or subhand receipt holders.
ote. When the hand receipt holder is replaced, all property listed on the
hand receipt will be inventoried.
The inventory will be accomplished before the new hand receipt
holder assumes responsibility for the property. Responsible officer
will specify how much time will be allowed to conduct the invento-
ry. When a hand receipt holder leaves the area of his/her primary
duties for a period in excess of 30 calendar days e.g., TDY, leave,
emergency, hospitalization or extended detached duty, the com-
mander/activity chief will appoint a temporary hand receipt holder.

b. Enter the statement above on a separate DA Form 3328. File ita joint inventory will be conducted upon departure and return of the

DA PAM 710-2-1 « 31 December 1997

73





