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INTRODUCTION TO THE
COMMANDER'S WORKBOOK FOR

ADMINISTRATION AND LOGISTICS

PURPOSE. The Commander's Workbook for Administration and Logistics was created
to assist Reserve Component (RC) unit commanders in the supervisory areas of
administration and logistics. The procedures established herein are intended to
provide commanders with a working knowledge of certain functional responsibilities
of Administrative Supply Technicians (AST's) and Full Time Manning (FTM) personnel.

APPLICAB:LITY.AThis workbook is applicable to all cnmnanders of RC company and
detachment size units.

SCOPE.">The workbook is divided into five (5) groups. Each group addresses a
major functional administrative/logistical area; Group 1, Personnel; Group 2,
Administration; Group 3, Unit Supply; Group 4, Food Service; and Group 5, Strength
Maintenance. Each group is subdivided into specific functional responsibilities
referred to as modules.1_ . .

GENERAL COMMENTS: The Commander's Guide for Administration and Logistics was pre-
pared by the Admin Team, Readiness Group Bragg, for use by unit commanders. Any
questions pertaining to this workbook may be addressed to the Admin Team, AV 236-0219/
4104; Comercial (919) 396-0219/4104; or FTS 675-0219/4104. All information contained
heroin is current as of the published date. The responsibility for updating regu-
latory guidance within the functional areas rests with the user.

I
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL
ADMINISTRATION/LOGISTICS MODULE: 1-1

1AA FORM 143, UNIT MANNING CHART

(DELETED PENDING PUBLICATION OF

SIDPERS-USAR UNIT MANNING REPORT

PROCEDURES)

REFERENCE:

1A REG 135-12
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-2

DA FORM 1379, US ARMY RESERVE COMPONENTS

UNIT RECORD OF RESERVE TRAINING

I I-
REFERENCE:

AR 140-185
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MODULE 1-2

DA FORM 1379, US ARMY RESERVE COMPONENTS
UNIT RECORD OF RESERVE TRAINING

TASK: To emphasize key aspects of DA Form 1379, US Army Reserve Components
Unit Record of Reserve Training.

CONDITION: Given:

1. DA Form 1379, your unit copy, and guidance within this module.

2. lAA Form 143, your unit copy, unit manning chart, or SIDPERS-
USAR Unit Manning Report (UMR).

STANDARD: You must be able to:

1. Compare DA Form 1379 and lAA Form 143 or SIDPERS-USAR UMR drill
strength and Unit Reserve Personnel Master File Strength.

2. Compare DA Form 1379 and IAA Form 143 or SIDPERS-USAR UMR ele-
ments in columns a through f match.

3. Compare column j and k, 1AA Form 143 with column d. Initial
Active Duty Training Status Codes, DA Form 1379, to insure they
are accurately reported for enlisted personnel.

4. Compare other data elements (columns a thru f) on the DA Form
1379 with l&A Form 143 to insure accurate reporting.

5. Compare drill attendance accounting record with column g, DA Form
1379, Attendance/Absence symbols, to insure accuracy.

6. Review the computer recapitulation of the units Reserve Personnel
Master File to insure update to reflect unit assigned drill strength
prior to submission.

7. Establish controls to insure submission of the DA Form 1379 within
72 hours of completion of training.

REFERENCES: AR 140-158, dated 15 September 1979, Training and Retirement Point
Credits and Unit Level Strength Accounting Records, as modified by
1A DA Form 1379 Information Bulletins.

WHAT TO DO:

1. Insure that data changes to DA Form 1379 are recorded in compliance with AR
140-185. (Ref: Appendix D, AR 140-185, and 1A DA Form 1379 Information Bulletins).

1-3



MODULE 1-2

2. Insure that the correct attendance/absence symbols are recorded at column g,
DA Form 1379. (Ref: Item #26c, Appendix D, AR 140-185).

3. Insure that the computer recapitulation of the units RPMF strength is updated
to reflect drill strength.

4. Authenticate the DA Form 1379 and insure disposition is being made within
72 hours of completion of training.

It
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-3

DD FORM 93

RECORD OF EMERGENCY DATA

REFERENCE:

AR 600-10

_ _ _ _ 1-5



MODULE 1-3

DD FORM 93, RECORD OF EMERGENCY DATA

TASK: To emphasize key aspects of DD Form 93, Record of
Emergency Data.

CONDITION: Given 00 Form 93 and guidance within this module.

STANDARD: You must be able to:

1. Spot check Military Personnel Records Jackets
to insure accurate preparation of the DD Form 93.

2. Identify annual review requirements of the DO Fo~rm
93 by assigned personnel.

REFERENCE: Chapter 11, AR 600-10, The Army Casualty System.

WHAT TO DO:

1. Insure a suspense system is established to effect the review of
the 00 Form 93:

a. During outprocessing.

b. Upon arrival into your unit.

c. Annually, during the birth month. (Reference Para 11-3,
Chapter 11, AR 600-10).

2. Insure that all DO Forms 93 are prepared IAW Chapter 11. AR 6C0-10.
(Reference Para 11-2, Chap 11, AR 600-10).

3. Insure that only black or blue-black ink is used for preoaration
of forms. (Reference Para 11-2, Chap 11, AR 600-10).

4. Counsel unit members on the importance of the DO Form 93. (Reference
Para 11-1, Chap 11, AR 600-10).
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Mac Adams, John Herman Jr. 9999Y4A
Susan B. Jns145Rail Fence Ct._,_AnytqW!I, USA 1111 __

~ I ~ , * t - .---.-------2---.-

.---CnlErwnMcAdams.24 _Dr., Anytown. S T ~ _K ~ Carol -E Bromm- Mac-Adams.-AMather ___.--- --

- _______~ *~~t1"Tns #3-69211
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"SAMPLE FOR INSTRUCTIONAL PURPOSES ONLY"-



COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-4

VA FORM 29-8286,

SERVICEMEN'S GROUP LIFE INSURANCE ELECTION

I

REFERENCE:

AR 608-2
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MODULF 1-4

VA FORM 29-8?86, U[RVI(.LMLN", GROUP I Ill. INSURAN(. 1.( 0 IN

TASK: To emphasize key aspects of VA Form 29-8286,
Servicemen's Group Life Insurance Election.

CONDITION: Given VA Form 29-8286 and guidance within this

module.

STANDARD: You must be able to:

1. Spot check Military Personnel Records
Jackets to insure accurate preparation
of the VA Forms 29-8286.

2. Establish a system to insure personnel
are interviewed and counselled frequently
to insure that they understand the ourpose
of SGLI, why they must have the document
on file, and the importance of keepina this
form current.

3. Establish a system to insure the VA Forms
are reviewed and updated annually, durino
the calendar quarter in which the member's
birth month occurs.

REFERENCE: AR 608-2, Servicemen's Group Life Insurance (SGLI)-
Veteran's Group Life Insurance (VGLI).

WHAT TO DO:

( i1. Insure all members have an understandina of the requirement to
have the SGLI election, the review requirement and the importance
of the document. (Reference Para 1-4, AR 608-2).

2. Insure that personnel are aware of the confidentiality of the
information contained on the document; and are provided the Privacy
Act Statement. (Reference Para 1-4, AR 608-2).

3. Insure that VA Forms 29-8286 are completed IAW the instructions
contained on the forms. Members must be counselled on desicnating
beneficiaries. (Reference Para 2-26, AR 608-2). If "BY LAW" is
entered, it must be entered in the member's own handwriting. (Reference
Para 2-27, AR 608-2).
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MODULE 1-4

4. Insure all copies are completed and have original signatures.
(Reference Para E, reverse side of VA Form 29-8286).

5. Insure each Military Personnel Record Jacket and Personnel
Finance Record has a properly completed VA Form 29-8286. (Reference
Rule 4, Table 1-1, Page 1-2, AR 608-2).
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)UKVI1_tMk~h'5 (RUUV LIFE INSURANCE kLt(-lIU'v
miPE,m AV T TA.. h., 6v A(. i . it Ac Iat rUy A'ND R& IrkI'tV MEN&P.Mi (,. h',,- 41-.. ""1 'WI

1
'-i*n.' 'I..

.STHSI. -REDUC ING Olt REFUSING~ 2. STATING TO WHOM AND0 10W
USETI INSURANCE INSURANCE SHOULD BE PAID
P0114 FOR 01 . ,,,s.&. ~. e.i*,., An.aCmhs. i e

* , -. 1i, ... .100. 1 ... e -_ T1.11700 .

MAC ADAMS, JOHN HENRY JR. L SP4

Army HHO & PAC, 1st 8de, 100th Div (TNG), Winston-Salem, NC 1111.i
1. REDUCING ON REFUSING INSURANCE

By law you are automatically insured for S20,000. If you do not want S2O,O00 insurance write below in your own handwriting
'.I want only $15,000, S13,00. ar S5,000 Insurance' or " I want no insurance" as you prefer. Reduced or refused insurance can be
resiored only by written request with pmtof of anod health and compliance with other requirements.

2. SENEFICIARY(IES) AMD0 PAYMENT TO BENEFICIARY(IES) f(Read insrruction. C and 0ie. r-'ersel _______

IMPORTA14T - You must write iG rhe saces below
( 1) "By Law" in your own handwriting if you wish the law to apply (as explained on reverse) or,
(2) The names and other information for persons you wont to receive your insurance.
Insurance is paid in a lamp sum or 36 equal monrthly installments at the option of the beneficiary(sus). If you insert "36" un-
der "Payments to Beneficiary,." payment will be made only in 36 equal monthly installments.

[TESGNATE THE FOLLOWING BENEFICIARIES TQ RECEIVE PAYMENT OF MY INSURANCE PROCEEDS AS SHOWN BELOW

ISHARES TO BE P&"ME TS TO
COMLET NME lSOADRES O EAH SNEiCIAYRELATION- PAID TO EACH SENEF.C.ARY
COAPEE AM NOADRSSOFECHSE~~iiAYSHIP iENEF,'CARVy (1ner -136' it on/v

(if moavrwd -,. Lv. for Aown'i first .1 TO (Use. ,acrone orhi roymfoo.
naldl ownu, @ad Ahoed's f&. eelame, MWREO such adesired. Sao a

I -OTiNGENT (Sr. red -V /I wi'."o b.-n.itcievrt die. befor me1

r f ai,,re t. one av..f,8~ I.ickary is named, the .d.re of any such beneficiary who dies >rfore me, sr,., be'd srtad eqoi.v
Monthe surs"Inl" pii...nc. i.'.iries. If there is no survi:ving principal beneficiary the pioceeds shdl: b.' .isti.~iuled equa,,y to

the sirvlirn& cotuno~ert ti'ci.i& This Vesigrution of Beneficiary shall be void if none of Me., designated benvtic~aries is iaviiig
I my deoth If after coir.p~cl.n .~this form my insurance is incireased, this beneficiary designation shall apply to the full im ount in

force unLess a new de &Knjat,.,n is ade.

I L'M)EHSTANI) that th~s ltmir tanc.'s any prior berneficiwry or payment instructions and that unless I have roamed the benericiary( Its)
..lov. my insurance will Lo ie u,. ndee the "Povson% ot the Law' as explained on the reverse at this formA

s/1% / A If A t~~ VA T& CCMPL.FTED

AN.. r,..Eos.,s~toe 'osos,,ir.T.0% 0*t A t

',% 29-8286/ amEE'S OFFICIAL PERSONNEL



IMPORTANT- REAl) CAREFULLY

11t b\'lISltIN )F '0'IIF I.AW F()11 I'AYMENT (F INSURANCE

/ t*1. ,.' a I \ I,- i.. t tove the proceed% if your iensural ,. it will Itk pid under th provisitela of Ihe law. to
etIsII n I the- |+ehll i ee erde'r

I 'A idv" cr widotwer; if none, i it. payable to
4-ld -r hildrer in equaI sh.jrevs with the share of any deceaset: child distributed among the descendants of that child; if

neeu. ei e, payable Lo
3. ]'areni , ii equal .iarv,. i" none. it is payable to
4. " kli,\ dptumt d exevutr or adnminitratur of the insured's estate, and if none to
5. )tievr niki of kin.

\1, I' ].If u: do not want \our insurance paid as provided above, you must name the heneficearv(ies) in Part 2.

INSTRUCtIONS TO MEMBER

GENERAL

A. Make -.r- .-ern %,,u ,oneplex all the appropriate item(s).

P . :a re.., -'ce! the ~.icicai ,Ire and those requested to be in your handwriting, should be typed or printed in ink.

V'. N Ali IION Ol BENEFICIARY

'ompl*li; tlus tori. wil. cancel any prior beneficiary or payment instructions. Ya should writt. "By Laus" or name a
henetficlar\ geesp in Part 2. - (See "IMPORTANT" on front)

'lewr' wr,. ro r' ,;ions un lhe beneficiaries you may name. In some family situations such as if you ar a shep-child or
s.-ppa:,i..a ,r sce abandoned by a parent or are separated from your wife, etc., you may by naming beneficianes
specifi.a!;\ in-,ude or exclude certain persons as you desire.

S 1.. .ng, of beneficiary may be made by the insured at any time without the knowledge or consent of the beneficiary.
A li s nlgi.t rannot be waived or restricted.

N !#. tc:itfion "f He:wficiarv may not be changed by correcting entries on earlier designations. If a change of a prior
,:,.- ,,:.r of beri'.iciary is desired, a new VA Form 29-8286 should be completed to show the name(s) of the newi,, ..;,.rvle)in Part 2.

3. ',,- d,.egna'ion or change of beneficiary will be valid unless it is received in writing over your signature, by your

C':ale rmted Service, before your death.

D PAYMENT. TO BENEFICIARY

I , ... f v'r death the beneficiary can elect to receive the insurance in a single payment uf the fa(c value or in 36 equal
n,,,t~,'r.., !'aiimun*s, if %ou s. desire you can limit a beneficiary to receiving the insurance in 36 equal monthly
n.;tilitnh.L., by inserting '46'" in the space provided on the front of the form.

Mat*.....i......n:;, ,. tr.ree copies of this form are completed and signed.

DIRECTIONS TO UNIFORMED SERVICES

* ".L. ,,.r,"' .- Law" or b.,neficiarv identification appears in Part 2.

* :me'?,, ,,.see;t e.r elher re'speip sible activity should explain to the membh the (teed for a.tning beneficiaries in family
.t;,r a., t:-.o,, re erred to under C above. Altio if a member is aesignating a beneficiary other than would be

, :, illaiiy circumstances, s-'v "Unusual Beneficiary Designation.." Servicemen's Croup fe Insurance
. :ie~,,,,. VA liandboo!; 29.75-1.

S"',' ri, mat' w.s i±ieed and dated, below the signature of the member, by an authorized representative of he
i i; ,..1ed .Service.

0 ' t1,i (fmri. prep,:iy execuli'- its authority I, a pa. roll office to reduce the deductions for insurance purpoues or notnto I
ei,.l. sucth dedio.t;ons;, if "e.- aiount of insurance is changed or canceled.

0 )eoiteo of COpis' -

I op' " Must. ht promptly filed in the official personnel file of the member.

' 2''Jo Mc'rnWer. This copy for informational purposes only.

I o! ':'!E t'NIFORMFI) SERVICES AND RESER'ILS USE 1)0 NOT SFNI TO TIHE OFFIC OF SERVICE.
'.N' e,( OI;P il~tl IN'URAN(,L. OR TO THE VETERANS A)MIN;STRATION.
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-5

DA FORM 201,

MILITARY PERSONNEL RECORDS JACKET

I I 1I

REFERENCES:

AR 640-10

AR 140-241
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MODULE 1-5

DA FORM 201, MILITARY PERSONNEL RECORDS JACKET

TASK: To emphasize key aspects of DA Form 201, Military
Personnel Records Jacket.

CONDITION: Given DA Farm 201 selected from your unit and
guidance within this module.

STANDARD: You must be able to:

1. Identify the categories of file material within
The DA Form 201 (Permanent, Action Pending,
Temporary).

2. Spot check DA Form 201 to determine if minimum
documentation is on file.

3. Identify the documents that must accompany the
MPRJ for personnel in and outprocessing.

REFERENCE: AR 640-10, Individual Military Personnel Records.
AR 140-241, Personnel Records.

WHAT TO DO:

1. Insure that controls are established to preclude unauthorized
access to privacy information in the MPRJ. (Reference Para 1-12,

I ~ AR 340-21).

2. Insure that controls 'are established to request missing MPRJ
for newly assigned members. (Reference Para 5, AR 140-241).

3. Insure that records are forwarded for members departing your
unit. (Reference Chap 2, AR 640-10).

4. Insure that minimum documentation is on file in the MPRJ for
each member. (Reference Chap 3, AR 640-10).
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-6-1

DA FORM 2,

PERSONNEL QUALIFICATION RECORD - PART 1

I

REFERENCE:

AR 640-2-1

AR 680-29 t

1A REG 140-41 1

1A LETTER, AFKA-PA-RC, SUBJECT DA FORM 1379
t

INFORMATION BULLETIN FOR APRIL 1980,

DATED 25 MARCH 1980
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MODULE 1-6-1

DA FORM 2, PERSONNEL QUALIFICATION RECORD - PART 1

TASK: To emphasize key aspects of DA Form 2, Personnel Qualification
Record - Part I

CONDITION: Given DA Form 2 selected from your unit and guidance within this

module.

STANDARD: You must be able to:

1. Spot check DA Form 2 within your unit to determine the document
is updated as changes occur.

2. Establish controls to insure DA Form 2 for Commissioned and
Warrant Officers are posted indicating the height, weight, and
the date height and weight were obtained. A copy of the DA
Form 2 must be returned to IA, ATTN: AFKA-PA-RC. (Reference
IA letter, AFKA-PA, dated 25 October 1978, Subject: Reporting
Procedures for Officer Weight Control Program).

3. Use the DA Form 2 to determine utilization of individual soldiers
based upon their qualifications as indicated on this and other
documents.

REFERENCE: 1. AR 640-2-1, Personnel Qualification Records.

2. AR 680-29, Military Personnel, Organization, and Type of Trans-
action Codes. I

3. IA Reg 140-41, Use of Transcript of Master Personnel Record and
'I lAA Form 134 to update the Reserve Personnel Master File (RPMF).

4. IA letter, AFKA-PA-RC, Subject: DA Form 1379 Information Bulletin
for April 1980, dated 25 March 1980.

WHAT TO DO:

1. Insure that the annual reconciliation DA Form 2 prepared by IA are updated with
the original copy returned to IA, if required. (Reference 1A DA Form 1379 monthly
transmittal letter, Subject: Correction of DA Form 1379), and IA letter, AFKA-PA-RC,
Subject: DA Form 1379 Information Bulletin for April 1980, dated 25 March 1980.

2. Insure that Commissioned and Warrant Officer Annual Reconciliation DA Form 2
prepared by IA are updated, posted with height and weight, with original copy returned.
(Reference IA DA Form 1379 monthly transmittal letter, Subject: Correction of DA
Form 1379, and IA letter, AFKA-PA-RC, Subject; DA Form 1379 Information Bulletin for
April 1980, dated 25 March 1980.)
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MODULE 1-6-1

3. Establish controls for supervising the preparation and maintenance of DA
Form 2 and insure that personnel management data in support of local data bases
are accurately and timely submitted. (Reference para 1-2, AR 640-2-1).

4. Establish controls to preclude unauthorized access to privacy act information.
(Reference Para 1-4, AR 640-2-1).

1-17



INSTRUCTIONS FOR ANNUAL REVIEW OF DA FORM 2 25 Feb 80

3. References. a. AR 640-2-1.

b. AR 680-29.

C. 1A Cir 140-41.

2. A computer produced preprinted DA Form 2 will be provided monthly for those reservists
whose birthday fials within the ensuing month. Upon receipt of DA Forms 2, records
custodians will insure that each individual reviews their records for the purpose of
verifying or updating information contained therein. Computer printed entries will only
be lined out if there is a correction or change, which will be entered above the original
entry.

3. In correcting or updating DA Form 2, care should be taken to make sure the correct
codes as shown in reference lb and ic, above, are used. These instructions are in
addition to, or modify any instructions on the reverse of DA Form 2. Special attention
is directed to the following additional requirement in order to update the Reserve
Personnel Master File (RPMF). All changes or corrections to the DA Form 2 will be used
as input to update the RPMF, EXCEPT as specified below.

a. Heading. The printed SSN, UIZ, ARCOM/GOCOM code and sixteen digits of last name
need to appear above Item 1 and no update action. Changes to these items will be made in
the body of the form as outlined below.

b. Item 1. Names are limited to twenty-five (25) spaces. An asterisk (*) at the
end of the name indicates a name in excess of the 25 spaces. No hyphens or numerics are
authorized. If there is an error line out old name and enter correct name above.
Complete middle names are required.

c. Item 2. Changes in SSN will be indicated but will not be used to update the RPMF.
If a change is required insure that the correct information is entered on DA Form 1379
in accordance with AR 140-185.

d. Item 4. Change in Military Personnel Class will be indicated butwill not be used
to update the RPMF. Change will be posted to DA Form 1379 in accordance with AR 140-185.

e. Item 5. As of date DA Form 2 was produced from information on RPNF. No update
or change will be made.I

f. Item 6. Indicates an "ANNUAL" requirement. No update or change will be made.

g. Item 8. The space is being utilized to print ARGO and TCC code to which reservist
is assigned. No update or changes will be made.

h. Item 9. Under GRADE in this block are 3 sub-blocks as described.

(1) PRO4 IND. For officers and warrant officers only the Promotion Consideration
Code (PCC) will be printed. (odes are listed in Note 9. IA Cir 140-41. If a change is
required the authority for change will be annotated at the bottom of the form in Section
%I in Unit 3 block. No change will be used to update the RPNE without authority.

(2) AMBR and CODE. Changes in grade or rank abbreviation or code will be indicated
but will Dot be used to update the RPMF. If a change is made., insure the correct inform-
taon is entered on DA Form 1379 together with the authority and Date of Rank in accord-
ance with AR 140-185.

L. Item 10. Year, oanth, day of Date of Rank (DOR). Corrections to Date of Rank
that do not involve changes to grade or rank will be Used to update the RPPO for enlisted
permonnae only. Date of Rank for officers and warrant officers will be indicated but
will not be used to update the 3M unless a copy of the order or authorization for the

This supersedes Inclosure 1 to letter, AFXA-PA-AC, this headquarters, 24 February 1978,
subjeCt: Correction of DA ForM 1379.

Inclo ere I to Mar 80 DA Form 1379 Information Bulletin
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change is attached. Change in this item will affect the promotion eligibility of the
officer/warrant officer.

1. Item 11. (Officers and Warrant Officers only). If a change in either basic
branch or detail branch then quote the authority on the bottom of the form. For warrant
officer a constant 'Wo" will be basic branch. No change will be posted without authority.
The block for "CONTROL" under branch is not used in the USAR.

k. Item 12. Indicates a voluntary reservist. No change to printed data required.

1. Item 13. Use codes listed in paragraph 1-103, AR 680-29. The code is printed
in the "CODE" block. In the "ABSR" block is the abbreviation for the code.

m. Item 14. (1) Enlisted - Year, Month, Day of ETS, changes because of extension
of enlistment or iediate reenlistment will be indicated but will not be extracted from
DA Form 2 and used to update the RPMF. Corrections to the ETS, not due to previous
sentence, will be designated with an (E) in pencil after the corrected date end will be
used to update the APMF. Insure all changes are compatible to what is reported on
JUMPS-RC.

(2) Officers and Warrant Officers. This item is overprinted with "DETS' which is
the date the member is eligilble for Transfer to the Standby Reserve as reflected on DA
Form 3726. If incorrect line out and enter correct date above. Date cannot be greater
than HRD (Item 51).

(3) In the lower right corner of block 14 is a code which is the Initial Active
Duty Training Status Code (ACD). See page >-5 and D-6, AR 140-185 for codes. Any
changes for this code will be made on DA Form 1379 in accordance with AR 140-185.

n. Itsz 16. Changes to this item will be indicated but will not be used to update
the RPNF. If changes are made, insure the correct information is entered on DA Form
1379 so the RPNE can be updated. The following guidance will be followed:

(1) Enlisted Personnel. PHOS and PASI must be valid codes as outlined in AR 611-
201, with the most recent changes. Care will be taken to insure skill digit is compatible
to grade.

(2) Warrant Officers. POS and PASI joust be valid codes as outlined in AR 611-112,
with the msost current changes.

(3) Officers. Primary Specialty Skill Identifiers (PSSI) and Primary Additional
Skill Identifiers (PASI) must be valid codes as outlined in AR 611-101 with the most
current changes.

o* item 18. Changes or additions to this item will be in accordance with guidance
for Item 16 (1), (2), and (3) above.

(1) Enlisted Personnel and Warrant Officers. Entry will reflect secondary moS (smos)
and Secondary ASI (SASI), and cannot be the same as the PMOS/PASI as shown in Item 16.

(2) Officers. Entry will reflect Additional Speciality Skill Identifiers (ASSI)
and the Alternate or Second Additional Skill Identifiers and cannot be identical to the
PSSI/PASI as shown in Item 16.

p. item 20. Changes to this item will be indicated but will not h used to update
the 3W. If changes are made insure correct information is antered on DA Form 1379 in
accordance with AR 140-185. under "DUFY" there are blocks IMOSC" and "ASI.

(1) The entry under n0WC" reflects the DMO6 for enlisted and warrant officers and
the 0851 or first five (5) digits of the Position Requirement Code (PAC) for officers.

(2) The last digit of the "N06C" block is the Duty Qualification Code (DMQ) which
erima -Q- for qualified or -N" for not qualified.

(3) 2m entrY, if present, under the "ASI" block, is the DMS1 for enlisted and
tomnmsot offlcers and the last four (4) digits of Position Uquirment Cade (PAC) for
offlows (Reference page 1-5, AR 611-101).

2
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q. Item 21. For enlisted personnel only. The Individual Incentive Status Code
(IISD) and Individual Incentive Effective Date (IIED) is printed in the appropriate block.
Codes are at Note 4, 1A Cir 140-41. Any changes will be indicated but will not be used
to update the RPMF. The DA Form 1379 will be used to do this in accordance with instruc-
tions in AR 140-185.

r. Items 23 and 24. Be sure correct codes are reported and if an item is to be
deleted, line out and enter DELETE above it. Only a language in which proficiency has
been determined in accordance with AR 611-6 on DA Form 330 will be recorded. See para
1-40, AR 680-29.

s. Item 28. Within the blocks AERO and FLYS are printed to denote current
aeronautical rating and flying status. The AERO Code (Note 1, 1A Cir 140-41) will be
reflected under CODE and FLYS status (1 on flying status by HQ First US Army Orders and
2 not on flying status) under EFFECTIVE DATE. Both codes must be corrected at the same
time by lining out old codes and entering new codes above. AERO and FLYS must be compat-
ible; compatibility between AERO and PMOS, PSSI/ASSI, and PASI/AASI is checked, and FLYS
status must be identifical to that reported on JUMPS-RC.

t. Item 30. Date of last physical examination (Year and Month only) is printed.
Must not be over four years old. If incorrect line out old date and enter new date
above. Always report Item 31 when correcting/updating this item.

u. Item 31. Use codes listed in para 1-55, AR 680-29. Physical Category Code must
be compatible to the Physical Profile in AR 611-201 for PMOS reported in Item 16 for all
enlisted personnel. Following compatibility chart will be used:

6 Dicit Physical Profile in AR 611-201 Ct:rrent Physical Category Code Must Be

"I" in each Position A

"2" in at least 1 Position, but no "3"
or "4" A or B

"3" in at least I Position, but no "4" A-H, J, L, M, N, P, or U

V. Item 32. Security Clearance Code listed in para 1-104, AR 680-29 will be used.
Code reported must agree with degree of clearance. When a change is reported then the
year and month the investigation was completed will be entered in validation block and must
be present to update Security Clearance on the RPMF.

w. Item 41. (Enlisted Personnel only) Armed Forces Qualification Test Group (AFQT)
percentile score will be prited. It is required for all enlisted personnel and must be
compatible to the PPN under which the reservist enlisted.

x. Item 42. (1) Highest Military Education and Code. Code only the highest level
of military education completed. For officers and warrant officers this item must be
completed. For enlisted personnel who have completed some level of NCO school enter the
proper code. Use only codes in Note 8, IA Cir 140-41. The abbreviation for all codes
appear to the left of the code within this block.

(2) Civilian Education Codes in pare 1-100, AR 680-29 will be used. For personnel
with civilian education coded prior to I October 1978 code 4 and 5 are valid and will not
be changed unless status is changed. Codes A. 8, C, D and E will be used for personnel
coded after 1 October 1978 or when the status has changed.

y. Item 43. This space will be used to record Service School Enrolled. Applicable
to Commissioned and Warrant Officers only. Codes listed below will be used. If code 6A
or 07 is posted also show Branch Code. Example: 16A (EN)".

CODE COURSE DESCRIPTION

01 National War College
2A National Security Management Seainar Program (MSM) (C). (Completed by

correspondence only,, (486 hours)
22 National Security Management Correspondence Program (MSm) (S) (360 hours)
03 Army, Navy or Air War College

3
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CODE COURSE DESCRIPTION

04 Armed Forces, Army, Air or Navy Staff College
SA Any of the US Army Command and General Staff College Courses or Alternate
5b Selective Service Extension Courses
6A Officers Advanced or Career Courses
AA Warrant Officer Senior Course (WOSC)
07 Officers Basic Branch Courses
08 Specialist Courses
09 Not Enrolled

z. Item 45. The following data will be recorded in this block:

(1) CGRD - Civilian Grade. Applicable only to members who are Federal Employees.
Only the following codes will be used:

WG01 thru WGI5
WL01 t-hru WL5
vSo0l Lhru WSI9
GS01 thru GSI8

(2.) COCC - Civilian Occupation. Applicable only to members who are employed full
time in a civillar occupation. Use one of the codes listed in Appendix E, AR 680-29.

(3) EMPL - Civilian Employer Code. Applicable to all individuals employed full time.
Codes listed below will be used. If code "E" is reported the individual Civil Service
Computation Date (YYMM4DD) will be entered above the code; in this case both items are
required to update RPMF.

ELECTED OFFICIALS

A - Elected, US Senate
B = Elected, US House of Representatives
C = Elected, State Official
D = Elected, Local Official (City, County, Town, etc.)

CIVLIAN FEDERAL GOVERNMENT EMPLOYEES

E = Legislative Branch
F = Judicial Branch
G = Executive Office of the President
H = Department of Agriculture
I = Depertment of Commerce
3 = Department of Defense
K = Department of the Army

L - Department of the Navy
M - Department of the Air Force
N = Department of Energy
0 = Department of Health, Education and Welfare
P - Department of Housing and Urban Development
Q - Department of Interior
R = Department of Justice
S - Department of Labor
T = Department of State
U - Department of Transportation
V - Department of Treasury
w - US Postal Service
X - Veterans Administration
Y - Other Federal Agency

07TER EMPLOYEES

Z - State/Coinwealth/Territories
1 - City/Town/County, etc.
2 - Privite Industry
3 - Sel-Employed
4 - Full-Time Student
5 - Umployed

4
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aa. Item 46. Pay Entry Base Date (PEBD). Insure this item agrees with PESD

reported on JUMS-RC. Item reflects year-month-day.

ab. Item 48. The Year, Month. Day of the Constructive Commissioned Service Date
(CCSD) is printed. Applicable for Officers and Warrant Officers only. This will be the
date of acceptance of initial appointment or the date of acceptance of reappointment
MINUS PRIOR commissioned or warrant officer service. If given constructive credit in
Item "D" of the appointment letter (AMEDD and JAGC appointments) then CCSD - date of the
letter MINUS years, months, days of credit granted. If appointed in BR-S "CH" as a lL",
CCSD = 3 years prior to acceFtance of the appointment. (See AR 135-101, AR 135-100 and
use 1AA Form 114). If a correction is made then the MRD and DOB must be verified. use
IAA Form 114 to recompute MRD. A copy of the IAA Form 114 will be attached to the DA
Form 2 being submitted to update the RPMF.

ac. Item 51. The Year, Month, Day of the Mandatory Removal Date (MRD) is entered
in the block. lAA Form 114 (Jun 79) will be used to compute this date. If changed a
copy of the computation (lAA Form 114) will be attached. For officers authorized reten-
tion until age 60, and for all warrant officers, the MRD will be adjusted to the last day
of the month in which he becomes 60.

ad. Item 52. Item reflects year-month-day. date is corrected for officers and
warrant officers recompute the MRD using lAA Form 114.

ae. Item 53. Item contains RACE Abbreviation and CODE for that race. Use one of
the following codes.

C - Caucasian
N - Negro
R - Red American Indian
M - Yellow, Asian/Mongoloid
X - Other

af. Item 54. Item contains SEX and CODE. Code M for Male and F for Female.

aC. Item 55. Item contains Religious Denomination Code. Codes are listed at Note
3, 1A Cir 140-41.

ah. Item 56. This is the Source of Commission (SRCE) for officers and warrant
officers; the codes are at Note 6, 1A Cir 140-41, and Source of Original Entry (SDE)? for
enlisted personnel with the codes listed at Note 7, IA Cir 140-41. 1

ai. Item 59 and 6). .'or marital and dependency status, codes are located in para
1-101, AR 680-29. Use of correct code causes number of dependents to be printed in Item
60.

aj. Item 62. This will be printed for officers and warrant officers only and is the
date the last officer efficiency report was submitted. Change will be indicated but will
not be used to update the RPMF. This information is coded by the Officers Branch, HQ
First US Army, and AFKA-PA-ROP is responsible for updating this item.

ak. Item 68. Program Procurement Number (PPN) is printed. Officer's PPNs are
located in AR 601-110. Enlisted Personnel's PPNs will be extracted from DD Form 4 or
1966/1. The conversion of an enlisted PPN to prior service PPN upon reenlistment was
discontinued in January 1979. PPNs on the RPMF will not be changed because of immediate
reenlistment.

al. Item 70. The following data will be entered in this block. Basic input for
Items (1) (2) and (3) was taken from Personnel Suspense Rester (A47MBA) sukmitted semi-
annually to HQ First US Army.

(3) IF4E - Inclusive RetLirwnt Year Ending (RYE) bate. This is the year, month,
day on which thi TPTS/YA (next two items) has been computed.

(2) TPTS - Total Cumulative Retirement Points. Total retirsment points as of IRYE
date, mist Wat be less then YR (next item) x 50. Insure 1 point is included for each day
of active duty.

5
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(3) YR - Total Number of Satisfactory Years of Service Towards Retirement as of
IRYE Date. Active duty service or reserve duty in which a minimum of 50 points per year
has been carned.

(4) SGLI- Serviceman's Group Life Insurance. Use codes at Note 2, 1A Cir 140-41.
Must be identical to what is reported on JUMPS-RC.

(5) ETH - Ethnic Group. Use codes in para 1-29, AR 680-29.

am. Item 83. Unit Identification code (UIC) of member as reported on RPMF. If
reservist has changed unit of assignment correct UIC code in this item.

an. Section VIII. Local Data. The requirements of letter this headquarters, AFKA-
PA-R, dated 25 October 1978, subject: Reporting Procedures for Officers' Weight Control
Program will be complied with, except that weight control data will be entered in this
section, or if additional space is required in Section VII on Unit 3 line. Reservist
will sign this form and officer verifying this data will sign in space provided.

4. Upon completion of the review by the reservist and update procedure, distribution
will be made as follows:

a. Place the recent original copy (RECORD COPY 1) in the individual's 201 file.
The previous (old) original copy of DA Form 2 currently on file should be given to the
individual for his personal files.

b. Return the d-uplicate copy (UNIT COPY 2) to HQ First US Army, AMTN: AFKA-pA-RC.
Returned arnoted copy will be used to update the RPMF as described herein. If additional
copies are received, they will be destroyed but not returned to EQ Firs (s Army. Insure
update information provided is lesible.

5. Only DA Forms 2 with "ANNUAL" in Item 6 and computer produced by HQ First US Army
will be returned. Copies of any DA Form 2 initiated (typed) at unit level or from other
sources will never be provided this headquarters.

6. If forms are received by a unit for individuals who have transferred to another
Reserve unit, annotate Section VII with the new unit identity and UIC and forwar them
to the gaining unit for appropriate action. If individuals have been discharged or
transferred to a RCPAC Control Group, destroy those DA Forms 2.

7. If an individual's records are unavailable because of reclassification, promotion
board, etc, hold the DA Form 2 and complete the review as the records become available.

8. Cover letters and/or transfer documents are not required when returning DA Form 2.

9. Under normal circumstances, the annual review of DA Form 2 should be completed end,
copies returned to this headquarters within two months after receipt by the unit. This
will result in a more timely update to the RPMF and both the unit and individual
reservist will benefit.

1-23 s



DA
FORM

2

1-24



PREFACE

This handout has been provided to assist those individuals
charged with maintaining PART 1 - Personnel Qualification Record
(DA Form 2).

This handout incorporates the requirements of Inclosure 1,
to March 1980, DA Form 1379, Information Bulletin and satisfies
the requirements of AR 640-2-1.

There will be no changes published to this handout; therefore,
if,you use this handout, you, the user, must pay close attention
to changes issued to AR 640-2-1 as well as all First US Army DA
Form 1379, Information Bulletins, announcing First Army Require-
ments.)
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HEADING (Perm)

The printed SSN, UIC, ARCOH/GOC)1 Code and sixteen digits of last name need
to appear above item 1 with no update action required. Changes to these
items will be made in the body of the form. (See Figure 1.)

ITEM 1 (Penn)

Enter the individual's LAST NAME, space, FIRST NAME, space, MIDDLE NAME,
space, SUFFIX (if applicable). All capital letters. Within names, spaces
and punctuation must be edited out. Names are limited to twenty-five (25)
spaces. An asterisk (*) at the end of a name indicates a name that is in
excess of 25 spaces. If there is an error, line out old name and enter
correct name above. (See Figure 1.)

/  wwaAA A .lnNrS

JONES, JOHN JACOB JR. 

(FIGURE 1)

ITEM 2 (Perm)

Enter the individual's Social Security Number with a hyphen following the
3d and 5th digits. (See Figure 1.) I

ITEM 3

Leave this item blank.

ITEM 4 (Pencil)

Enter the military personnel class code. (See code #42, AR 680-29) (See
Figure 2.)

0 -- Officer
E -- Enlisted
W -- Warrant Officer
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ITEM 5 (Pencil)

As of date DA Form 2 was produced from information on RPMF for "ANNUAL"
forms, enter the date prepared for manually prepared forms (YYMIDD).
(See Figure 2).

ITEM 6 (Permanent)

Indicates an "ANNUAL" requirement. No update or change will be made.
Enter "NON-SIDPERS" if manually preparing the form on newly assigned per-
sonnel. NON-SIDPERS forms will not be forwarded to First Army.

ITEM 7

Leave this item blank.

ITEM 8 (Permanent)

This space is being utilized to print ARGO and TCC Code to which reservist
is assigned. No update or changes will be made. (See Figure 2).

a I - oNUTIPICTION ARGO TCC

0 )( 15ANNUALI 
A (FIGURE 2)

ITEM 9 (Pencil)

Under GRADE in this block are three sub-blocks. (See Figure 3).

PRCM IND: For officers and warrant officers only, the Promotion Consideration
Code (PCC) will be printed. Codes are listed in Note 9, Appendix C, 1A Reg
140-41. If a change is required, the authority for change will be annotated
at the bottom of the form in Section VII in Unit 3 block.

ABBR and CODE: Enter the grade abbreviation and code (See Code #29, AR 680-
29). Changes in grade or rank abbreviation or code will be indicated.

I a r

(FIGURE 3)
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ITEM 10 (Pencil)

Year, month, day of DATE OF RANK (YYMMDD). Change in this item will affect
the promotion eligibility of the officer/warrant officer. (See Figure 4).

ITEM 11 (Pencil)

Officers and Warrant Officers only. If a change in either basic branch
or detail branch then quote the authority on the bottom of the form. For
Warrant Officer, a constant "WO" will be basic branch. The block for
"CONTROL" under branch is not used in the USAR. (See Figure 4).

ITEM 12 (Permanent)

Indicates a voluntary reservist. Enter "RES" and "V". No change to printed
data required on annual forms. (See Figure 4).

I RES V v A6;[ 19906t
(FIGURE 4)

ITEM 13 (Pencil)

Enter the abbreviation and code for term of service. (See Code #103,
AR 680-29). (See Figure 4).

ITEM 14 (Pencil)

Enter the ESA or ETS DATE (YYMMDD). Enlisted -- year, month, day of ETS,
changes because of extension of enlistment or immediate reenlistent will
be indicated. Corrections to ETS not due to immediate reenlistment will
be designated with an (E) in pencil after the corrected date and will be
used to update the RIMF.

Officers and Warrant Officers. This item is overprinted with "DETS" which is
the date the member is eligible for transfer to the Standby Reserve as re-
flected on DA Form 3726. If incorrect, line out and enter correct date above.
Date cannot be greater than MRD, (Item 51). (See Figure 4).
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In the lower right corner of Block 14 is a code which is the Initial
Active Duty Training Status Code (ACD). See page D-5 and D-6, AR 140-
185 for codes. All changes of this code will be made on DA Form 1379.

ITEM 15

Leave this item blank.

ITEM 16 (Pencil)

Enter the three-character primary SSI Code for officers.

--Warrant Officers will have five-character MOS codes entered using a "0"
(Zero) suffix if no other suffix has benn awarded.

--Enlisted personnel will have the five-character MOS codes entered including
the appropriate SQl's if any.

--Two-character ASI's will be entered when appropriate for all personnel.
(See Figure 5).

ITEM 17

Leave this item blank. )

ITEM 18 (Pencil)

Enter the three-character alternate SSI Code for officers.

Enter the five-character Secondary MOS Code for warrant officers and enlisted.

Enter the two-character ASI's when appropriate for all personnel. (See Figure 5).

ITEM 19

Leave this item blank.
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ITEM 20 (Pencil)

The entry under "MOSC" reflects the DM0S for enlisted and warrant officers
and the DSSI or first five (5) digits of the Position Requirement Code (PRC)
for officers.

The last digit of the "MOSC" block is the Duty Qualification Code (DMSQ)
which shows a "Q" for qualified or "N" for not qualified.

The entry, if present, under the "ASI" block is the DASI for enlisted and
warrant officers and the last four (4) digits of Position Requirement Code
(PRC) for officers. (See Figure 5).

ITEM 21 (Permanent)

For enlisted personnel only. The Individual Incentive Status Code (IISD)
and Individual Incentive Effective Date (lIED) is printed in the appropriate
block. Codes are at Note 4, Appendix C, 1A Reg 140-41. (See Figure 5).

F- --- is --

(FIGURE 5)

ITEM 22

Leave this item blank.

ITEMS 23 & 24 (Permanent)

Enter the description and code for language(s). (See Code #37, AR 680-29).
Only a language in which proficiency has been determined in accordance with
AR 611-6 on DA Form 330 will be recorded. (See Figure 6).

ITEM 25

Leave this item blank.
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ITEMS 26 & 27 (Pencil)

Enter code for incentive pay(s). (See Code #34, AR 680-29). Enter the
effective date(s) (YYMMDD). (See Figure 6).

ITEM 28 (Permanent)

Within the blocks AERO and FLYS are printed to denote current aeronautical
rating anf flying status. The AERO code (Note 1, Appendix C, lA Reg 140-11)
will be reflected under code and FLYS status (1 on flying status by HQ, First
Army Orders and 2 not on flying status) under EFFECTIVE DATE. Both codes
must be corrected at the same time by lining out old codes and entering new
codes above. AERO and FLYS must be compatible. Compatibility between AERO
and PMOS, PSSI/ASSI, and PASI/AASI is checked and FLYS status must be identical
to that reported on JUMPS-RC. (See Figure 6).

ITEM 29 (Pencil)

Enter code for special pay(s) other than Flight (see Code #71, AR 680-29).
Enter the effective date(s) (YY'14DD). (See Figure 6).

ITEM 30 (Pencil)

Date of last physical examination (year and month only) is printed. Must
not be over four years old. If incorrect, line out old date and enter new I
date above. Always report Item 31 when correcting/updating this item.
(See Figure 6).

ITEM 31 (Pencil)

Use codes listed in Para 1-55, AR 680-29. Physical Category Code must be
compatible to the Physical Profile in AR 611-201 for PMOS reported in Item
16 for all enlisted personnel. Following compatibility chart will be used:
(See Figure 6).

6-Digit Physical Profile in AR 611-201: Current Physical Category Code

Must Be:

"1" in each position A

"2" in at least one position, but no A or B
"3" or "49

"3" in at least one position, but no "4" A-H, J, L, M, N, P, or 0

1
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ITEM 32 (Pencil)

Enter the degree of access and code. Security Clearance Code listed in
Para 1-104, AR 680-29 will be used, Code reported must agree with degreeof clearance. When a change is re1orted, then the year and month the
investigation was completed will be entered in validation block and must
be present to update Security clearance on the RPMF. (See Figure 6).

ITEM 33

Leave this item blank.

ITEM 34

I j Leave this item blank.

ITEM 35

Leave this item blank.

ITEM 36

Leave this Ite blank.

ITEM 37

Leave this ite m blank.
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ITEM 38

Leave this item blank.

ITEM 39

Leave this item blank.

ITEM 40

Leave this item blank.

ITEM 41 (Permanent)

Enlisted Personnel only. Armed Forced Qualification Test Group (AFQT) per-
centile score will be printed. It is required for all enlisted personnel and
must be compatible to the PPN under which the reservist enlisted. (See Figure
7).

ITEM 42 (Permanent) J
Highest Military Education and Code. Code only the highest level of military
education completed. For officers and warrant officers, this item must be
completed. For enlisted personnel who have completed some level of NCO school,
enter the proper code. Use only codes in Note B, Appendix C, IA Reg 140-41.
The abbreviation for all codes appear to the left of the code within this
block.

Civilian Education Codes in para 1-100, AR 680-29 will be used. For personnel
with civilian education coded prior to 1 October 1978, Codes 4 and 5 are valid
and will not be changed unless status is changed. Codes A, B, C, D, and E,
will be used for personnel coded after 1 October 1978, or when the status
has changed. (See Figure 7).

RAS OFF RN RS 07 MBA J NATIONAL WAR COLLEGE "01

(FIGURE 7)
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ITEM 43 (Permanent)

This space will be used to record Service School enrolled. Applicable
to Commissioned and Warrant Officer only. Codes listed below will be
used. If code 6A or 07 is posted, also show Branch Code. Example:
"6A (EN)". (See Figure 7).

CODE COURSE DESCRIPTION

01 National War College

2A National Security Management Seminar Program (MSM) (C). (Com-
pleted by co;respondence only) (486 hours)

2B National Security Management Correspondence Program (MSM) (S)
(360 hours)

03 Army, Navy, or Air War College

04 Armed Forces, Army, Air, or Navy Staff College

5A Any of the US Army Command and General Staff College Courses
or Alternate.

5B Selective Service Extension Courses

6A Officers Advanced or Career Courses

AA Warrant Officer Senior Course (WOSC)

07 Officers Basic Branch Courses

09 Not Enrolled

ITEM 44

Leave this item blank.

ITEM 45 (Permanent'

The following data will be recorded in this blocK (See Figure 8):

--CGRAD - Civilian Grade. Applicable only to members who are Federal
Employees. Only the following codes will be used:

WGOI thru WG15
WLOI thru WL15
WSOI thru WS19
GSO thru GS19
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--COCC - Civilian Occupation. Applicable only to members who are
employed full time in a civilian occupation. Use one of the codes listed
in Appendix E, AR 680-29.

--EMPL - Civilian Employee Code. Applicable to all individuals employed
full time. Codes listed below will be used. If Code "E" is reported,
the individual Civil Service Computation Date (YYMMDD) will be entered
above the code; in this case both items are required to update RPMF.

ELECTED OFFICIALS

A = Elected, US Senate
B = Elected, US House of Representatives
C = Elected, State Official
D = Elected, Local Official (City, County, Town, etc)

CIVILIAN FEDERAL GOVERNMENT EMPLOYEES

E = Legislative Branch
F = Judicial Branch
G = Executive Office of the President
H = Department of Agriculture
I = Department of Commerce
J = Department of Defense
K = Department of the Army
L = Department of the Navy
M = Department of the Air Force
N = Department of Energy
0 = Department of Health, Education, & Welfare
P = Department of Housing and Urban Development
Q = Department of Interior
R = Department of Justice
S = Department of Labor
T = Department of State

U = Department of Transportation
V = Department of Treasury
W = Veterans Administration
Y = Other Federal Agency

OTHER EMPLOYEES

Z = State/Commonwealth/Territories
1 = City/Town/County, etc.
2 = Private Industry
3 = Self-employed
4 = Full-time student
5 = Unemployed

CGPAD COCC EMPL ,
_GS7K

(FIGURE 8)
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ITEM 46 (Permanent)

Enter Pay Entry Basic Date (YYMMDD). Insure this item agrees with PEBD
reported on JUMPS-RC. (See Figure 9).

ITEM 47

Leave this item blank.

ITEM 48 (Permanent)

The year, month, day of the Constructive Commissioned Service Date (CCSD)
is printed. Applicable for officers and warrant officers only. This will
be the date of acceptance of initial appointment or the date of acceptance
of reappointment MINUS PRIOR Commissioned or Warrant Officer service. If
given constructive credit in Item "D" of the appointment letter (AMMEDD
and JAGC appointments) then CCSD = date of the letter MINUS years, months,
days of credit granted. If appointed in BR-S "CH" as a ILT, CCSD = 3 years
prior to acceptance of the appointment. (See AR 135-101, AR 136-100 and use
1A Form 114). If a correction is made, then the MRD and DOB must be verified.
Use lAA Form 114 to recompute MRD. A copy of the lAA Form 114 will be attached
to the DA Form 2 being submitted to update the RPMF. (Figure 9).

ITEM 49

Leave this item blank.

& PM 4,. &to & CCSD --

730622 730413
PAD DAIr
OF LOU on_ c_,_ MRD

9906211

(FIGURE 9)

ITEM 50

Leave this item blank.
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ITEM 51 (Permanent)

The year, month, day of the Mandatory Removal Date (MRD) is entered in
the block. IAA Form 114 (Jun 79) will be used to compute this date. If
changed, a copy of the computation (lAA Form 114) will be attached. For
officers authorized retention until age 60, and for all warrant officers,
the MRD will be adjusted to the last day of the month in which he becomes
60. (See Figure 9).

ITEM 52 (Permanent)

Enter date of birth (YYMMDD). If date is corrected for officers and
warrant officers, recompute the MRD using IAA Form 114. (See Figure 10).

ITEM 53 (Permanent)

Item contains RACE Abbreviation and CODE for that race. Use one of the
following codes. (See Figure 10).

C = Caucasion
N = Negro
R = Red American Indian
M = Yellow, Asian/Mongoloid
X = Other

ITEM 54 (Permanent)

Enter "MALE" and "M" or "FEMALE" and "F". (See Figure 10).

ITEM 55 (Permanent)

Enter religion and code. Codes are listed at Note 3, Appendix C, 1A
Reg 140-41. (See Figure 10).
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ITEM 56 (Permanent)

Enter the Source of Commission (SRCE) for officers and warrant officers;
the codes are at Note 6, Appendix C, IA Reg 140-41, and Source of Original
Enter (SOE) for enlisted personnel with codes listed at Note 7, Appendix
C, 1A Reg 140-41. (See Figure 10).

U. - iDR0 S &C & I i 

491128 CAU C MALE M ROMAN-CATH 62

(FIGURE 10)

ITEM 57 (Permanent)

Enter Non-CONUS Residence and code. Use Code #47, AR 680-29. (See
Figure 11).

ITEM 58 (Permanent)

Enter description and code of citizenship status. Use Code #11, AR 680-
29. (See Figure 11).

ITEM 59 (Pencil)

Enter "SINGLE" or "MARRIED" and code. Use Code #101, AR 680-29. (See
Figure 11).

AM cm N.CW I DUWQ 1c E W U TAH I t-/M I

ALASKA 1A INATIVE-BORN I f. LE 0

(FIGURE 11)

ITEM 60 (Pencil)

Enter number of dependents. (See Figure 11).

ITEM 61

Leave this item blank.
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ITEM 62 (Pencil)

Enter date of last evaluation report (YYMM). This will be machine printed
for officers and warrant officers only and is the date the last officer
efficiency report was submitted. Change will be indicated. This infor-
mation is coded by the Officer's Branch, HQ, First US Army, and AFKA-PA-ROP
is responsible for updating this item. (See Figure 12).

ITEM 63

Leave this item blank.

ITEM 64

Leave this item blank.

ITEM 65

Leave this item blank.

ITEM 66 (Pencil)

Enter date that award of the Armed Forces Reserve Medal or 10-device is
i( due (YYMM). (See Figure 12).

7./,AI.

LaFEGURE *2
____ _ 5

ITEM 67

. Leave this item blank.
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ITEM 68 (Permanent)

Enter the individual's procurement program number (PPN). Officer's PPN
are located in AR 601-110. Enlisted personnel's PPN's will be extracted
from DD Form 4 or 1966/1. The conversion of an edlisted PPN to prior
service PPN upon reenlistment was discontinued in January 1979. PPN's
on the RPMF will not be changed because of immediate reenlistment. (See
Figure 12).

ITEM 69

Leave this item blank.

ITEM 70

Enter the following data in this block: (See Figure 13).

--IRYE - Inclusive Retirement Year Ending (RYE) Date. This is the
year, month, day on which the TPTS/YR has been computed.

--TPTS - Total Cumulative Retirement Points. Total retirement points
as of IRYE date, must not be less than YR (next item) x 50. Insure 1 point
is included for each day of active duty.

-- YR - Total number of satisfactory years of service towards retire-
ment as of IRYE date. Active duty service or reserve duty in which a minimum I
fo 50 points per year has been earned.

--SGLI - Servicemen's Group Life Insurance. Use codes at Note 2,
Appendix C, IA Reg 140-41. Must be identified to what is reported on JUMPS-
RC.

--ETH - Ethnic Group. Use Code #26, AR 680-29.

I RYff # YR S6LEh

800621 255/4 4 X

(FIGURE 13)

ITEM 71

Leave this item blank.
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ITEM 72

Leave this item blank.

ITEM 73

Leave this item blank.

ITEM 74

Leave this item blank.

ITEM 75

Leave this iteml blank.

ITEM 76

Leave this item blank.

ITEM 77

Leave this item blank.

ITEM 78

Leave this item blank.

ITEM 79

This item will be blank unless used to denote authority for changes in
Unit 3 block.
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ITEM 80

This item will be blank unless used to denote authority for changes in
Unit 3 block.

ITEM 81

This item will be blank unle3s used to denote authority for changes in
Unit 3 block.

ITEM 82

This item will be blank unless used to denote authority for changes in
Unit 3 block.

ITEM 83 (Permanent)

Unit Identification Code (UIC) of member as reported on RPMF. If reservist
has changed unit of assignment correct UIC code in this item. Six characters
only.

ITEM 84

Leave this item blank.

ITEM 85

Leave this item blank.
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SECTION Vill - LOCAL DATi

HEIGHT: 69" WEIGH: 179
AS OF (DATE): 800720
S IGNATURE OF MENRT:

VERIFIED BY

(FIGURE 14)

SECTION VIII - LOCAL DATA

The requirements of First US Amy Letter, AFKA-PA-R, dated 25 October 1978,
subject: Reporting Procedures for Officers Weight Control Program will be
complied with, except that weight control data will be entered in this section,
or if additional space is required in SECTION VII on Unit 3 lines. Reservist
will sign this form and officer verifying this form and officer verifying
this data will sign is space provided. (See Figure 14).

ANNUAL FORMS - Upon completion of the review by the reservist and update
procedure, distribution will be made as follows:

--Place the recent original copy (RECORD COPY 1) in the individual's
201 File. The previous (old) original copy of DA Form 2 currently on file
should be given to the individual for his personal files.

--Return the duplicate copy (UNIT COPY 2) to HQ, First US Army, ATTN:
AFKA-PA-RC. Returned annotated copy will be used to update the RPMF as
described herein. If additional copies are received, they will be destroyed
but no -t returned to HO, First US Army. Insure update information provided
is legible.

TIME FRAME - Under normal circumstances, the annual review of DA Form 2
should be completed and copies returned to HQ, First US Army within two
months after receipt by the unit. This will result in a more timely update
to the RPMF and both the unit and individual reservist will benefit.

NOTES -

1. Only DA Forms 2 with "ANNUAL" in item 6 and computer produced by HQ,
First US Army will be returned. Copies of any DA Form 2 initiated (Typed)
at unit level or from other sources will never be provided to HQ, First US
Army.

2. If forms are received by a unit for individuals who have transferred
to another Reserve Unit, annotate Section VII with the new unit identity
and UIC and forward them to gaining unit for appropriate action. If in-
dividuals have been discharged or transferred to a RCPAC Control Group,
destroy those DA Forms 2.

3. If an individual 's records are unavailable because of reclassification,
promotion board, etc, hold the DA Form 2 and complete the review as records
become available.

4. Cover letters and/or transfer documents are not required when returning
DA Form 2.
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-6-2

DA FORM 2-1,

PERSONNEL QUALIFICATION RECORD - PART II

I

REFERENCE:

AR 640-2-1
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MODULE 1-6-2

DA FORM 2-1, PERSONNEL QUALIFICATION RECORD-PARI II

TASK: To emphasize key aspects of DA Form 2-1, Personnel
Qualification Record-Part II.

CONDITION: Given DA Form 2-1 selected from your unit and guidance
within this module.

STANDARD: You must be able to:

1. Spot check DA Forms2-1 within your unit to
determine if the document is posted and updated
as changes occur.

2. Use the DA Form 2-1 to determine utilization of
individual soldiers based upon their qualifications
as indicated on this and other documents.

REFFRENCE: AR 640-2-1, Personnel Qualification Records

WHAT TO DO:

1. Establish controls to preclude unauthorized access to privacy in-
formation. (Reference Para 1-4, AR 640-2-1).

2. Establish controls for supervising the preparation and maintenance
of Personnel Qualification Records to insure that personnel management
data in support of local data base; are accurately and timely submitted.
(Reference Para 1-3, AR 640-2-1).

3. Establish controls to insure each individuals reviews his/her DA
Form 2-1.

a. Upon initial preparation.

b. Upon reassignment and during inprocessing and outprocessing of
records.

c. Annually during birth month.
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-7

DD FORM 722

HEALTH RECORD

DA FORM 3444

TERMINAL DIGIT FILE FOR TREATMENT RECORD

I

REFERENCE:

AR 40-2
AR 40-42

AR 40-403

AR 40-501

AR 40-562
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MODULE 1-7

DO FORM 722, HEALTH RECORD

DA FORM 3444, TERMINAL DIGIT FILE FOR TREATMENT RECORD

TASK: To emphasize key aspects of DD Form 722, Health Record.

CONDITION: Given DO Form 722, or DA Form 3444, selected from your unit,
andi guidance within this module.

STANDARD: You must be able to:

1. Spot check Health Records maintained within your unit to
determine if required documents are on file.

2. Review SF 601, Immiunization Record, to determine if required
immnunizations are up to date.

3. Review SF 88, Report of Medical Examination, to determine
if last physical is current, or required. (More than 4 years
old).

REFERENCE: AR 40-2, Army Medical Treatment Facilities: General Administration
AR 40-42, Policy on Confidentiality of Medical Information
AR 40-403, Health Record
AR 40-501, Standards of Medical Fitness
AR 40-562, Immnunization Requirements and Procedures

WHAT TO DO:

1. Establish controls to preclude unauthorized access to protect privacy information.
Insure DO Form 2005 Privacy Act Statement is signed and on file in each Health Record.
(Reference AR 40-42 and AR 40-403).

2. Establish controls to insure quadrennial physicals are obtained by unit members.
(Reference AR 40-501).

3. Establish controls to insure that required immnunizations are maintained current.
(Reference AR 40-562).

a. Small Pox - every 3 years.

b. Typhoid -every 3 years.

c. Tetrius -every 6 years.

d. Polio -one time.
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COMMANDER'S WORKBOOK FOR GROUP: PERSO!INEL

ADMINISTRATION/LOGISTI Cs MODULE: 1-8

OFFICER EVALUATION REPORTS

REFERENCE:

AR 623-105
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MoIImi.r 1-8

OF[ ICIR I VALUATION REPORIS

TASK: Toiemphasize key aspects of the Officer Evaluation
Report System.

CONDITION: Given the guidance within this module.

STANDARD: You must be able to meet commander's responsibilities
as outlined in Para 1-5, AR 623-105.

REFERENCE: AR 623-105, Personnel Evaluation Reports, Officer
Evaluation Reporting System.

WHAT TO DO:

1. Insure that rating chains are drawn up by name. given effective
dates, published, and distributed to each rated officer and each
member of the chain. (Reference Para 1-5a(3), and Chap 3, AR 623-105).

2. Insure that personnel office requirements are met within your unit.
(Reference Para l-5a(9), and Appendix A, AR 623-105).

3. Establish controls to insure that reports are suspensed to insure
completion and forwarding through appropriate channels.

4. Insure that other commander responsibilities are met (Reference
Para 1-5, AR 623-105).

5. Insure that MUSARC requirements are met.
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-9

ENLISTED EVALUATION REPORTS

REFERENCE:

AR 623-205
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MODULE 1- 9

ENLISTED EVALUATION REPORTS

TASK: To emphasize key aspects of DA Forms 2166-6, Enlisted Evaluation

Reports.

CONDITION: Given the guidance within this module.

STANDARD: You must be able to:

1. Establish controls to insure preparation and timely submission
of EER:

(a) Annually for grades E5 and above.

(b) Initial (Para 5-5 (AR 629-205))

2. Spot check Military Personnel Record Jackets within your unit
to insure filing and posting requirements are met. (AR 640-10
and item 35, Table 3-2, Chapter 3, AR 640-2-1).

REFERENCE: Chapter 5, AR 623-205.

WHAT TO DO:

1. Establish controls to insure that:

(a) Each rater, indorser, and reviewer receives instructions on the contents
of Chapter 3 and 5, AR 623-205.

(b) Each member knows who his rater and indorser are through publication
and posting an qfficial rating scheme. (Para 1-5, AR 623-205).

(c) The personnel officer responsibilities are fulfilled. (Para 3-9, AR
623-205).

2. Insure that rater, indorser, and reviewer responsibilities are met. (Para
3-5, 3-6, 3-8, AR 623-205).



COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL

ADMINISTRATION/LOGISTICS MODULE: 1-10

ENFORCEMENT PROCEDURES

REFERENCE:

AR 135-91

AR 135-178

1A LETTER AFKA-PA, DTD 12 MAR 81, SUBJ:

PROCESSING UNSATISFACTORY PARTICIPANTS FOR SEPARATION
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MODULE 1-10

ENFORCEMENT PROCEDURES

TASK: To emphasize key aspects of enforcement procedures for

personnel declared unsatisfactory participants.

CONDITION: Given the guidance within this module.

STANDARD: You must be able to:

1. Identify unsatisfactory participants as recorded at column
G, DA Form 1379, US Army Reserve Components, Unit Record
of Reserve Training.

2. Establish a suspense system: (1) to insure letters of
instruction are forwarded to unsatisfactory participants
following each unexcused absence.

REFERENCE: AR 135-91, Army National Guard and Army Reserve Service Obligations,
Methods of Fulfillment, Participation Requirements, and Enforcement
Procedures.

1A Ltr, AFKA-PA, dtd 12 Mar 81, Subj: Processing Unsatisfactory

Participants for Separation.

WHAT TO DO:

1. Insure all statutorily obligated personnel receive an orientation on their
obligation, upon assignment and annually, and sign DA Form 3540. This document
must be maintained in the DA Form 201, Military Personnel Records Jacket. (Reference
AR 135-91).

2. Advise contractually obligated members of participation requirements and
actions that may result for unsatisfactory participation. (Reference 4-4c, AR
135-91).

3. Following each UTA or MUTA from which a member is absent without authority,
follow the procedures outlined at AR 135-91. (Reference 4-12 a, AR 135-91 and
IA letter, AFKA-PA, dtd 12 Mar 81, Subj: Processing Unsatisfactory Participants
for Separation).

4. When a member is charged with 9 or more unexcused absences, take action as
outlined at AR 135-91. (Reference 4-12b, AR 135-91 and 1A letter, AFKA-PA, dtd
12 Mar 81, Subj: Processing Unsatisfactory Participants for Separation).

5. Unexcused absence from Annual Training. (Reference 4-13, AR 135-91 and IA
letter, AFKA-PA, 12 Mar 81, Subj: Processing Unsatisfactory Participants for
Separation).

6. Initiate enforcement actions as required, depending on category of the un-
satisfactory participants (statutorily obligated or contractually obligated).
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DEPARTMENT OF THE ARMY
HIADQUART6RS. FIRST UNITID STATUS ARMY

PORT ISlOROKl 4. MEADIE. MARYLAND 90711

AFXA-PA 12 March 1981

SUBJECT: Processing Unsatisfactory Participants for Separation

Commanders, Major US Army Reserve Comands

1. References: a. CS to AR 135-91, Service Obligations, Methods of Fulfillment,
Participation Requirements, and Enforcement Procedures, 14 May 1980.

b. Interim Change 102 to AR 135-91, Service Obligations, Methods of Fulfillment,
Participation Requirements, and Enforcement Procedures, 27 November 1980.

c. C3 to AR 135-178, Separation of Enlisted Personnel. 15 August 1980.

d. Interim Change I01 to AR 135-178, Separation of Enlisted Personnel,
27 November 1980.

e. Interim Change 103 to AR 140-10, Assignments, Attachments, Details, and
Transfers, I March 1980.

f. Interim Change 102 to AR 140-158, Enlisted Classification, Promotion, and
Reduction, 1 March 1980.

2. Pending receipt of formal changes to the above references and revisions to lA
Supplements, the following guidance is provided for processing statutorily and contrac-
tually obligated enlisted members who become unsatisfactory participants:

a. Statutorily obligated members with less than 24 months AD/ADT:

(1) Notice of Unexcused Absence or AWOL from AT. A letter of instructions (Incl 1)
will be delivered to the member, either in parson or by certified mail, RESTRICTED
DELIVERY, retufn receipt requested, as follows:

(a) Following the fourth unexcused absence in a 12-month period or when AWOL from
AT.

(b) Following each succeeding unexcused absence, up to and Including the ninth
absence in a 12-month period. One letter will cover all unexcused absences from a MUTA.

(2) Change of Residence. A letter of instructions (Incl 2) will be delivered to
the member, either in person or by certified mail, RESTRICTED DELIVERY, return receipt

requested.

(3) Documentary Evidence. Whether notices required by (1) and (2) above are
delivered in person or dispatched by certified mail, a copy of each notice and the
following, as appropriate, will be placed in the member's HPRJ.

(a) When the notices are personally delivered, the member's signature will be
obtained on the file copy as acknowledgment of receipt.

(b) When the certified mail procedure is used, a copy of the notice and either a
post office receipt confirming delivery or the returned unopened envelope showing the

*This letter supersedes IA letter, AFKA-PA, 21 Jan 81, subject: Processing
UnAatisfactory Participants for Separation.
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APKA-PA
SUBJECT: Processing Unsatisfactory Participants for Separation

notice was not delivered will be placed in the member's MPRI. Mail refused, unclaimed
or otherwise not delivered, may not be used as defense against unexcused absences when
notices were correctly addressed to the latest official mail address furnished the unit
by the member.

(c) The Unit Commsander's statement showing his/her determination as to whether
there was a cogent or emergency reason which prevented the member from attending that
training assembly which resulted in the ninth unexcused absence or AWOL from AT, and the
facts or circumstances on which his/her determination is based.

(4) Notice of Unsatisfactory Participation. As soon as possible after the actions
above result in a determination that the member is an unsatisfactory participant, but
not later than 6 weeks following the date of the ninth unexcused absence, AWOL form AT,
or failure to locate and join a Reserve Component, the Unit Commander will personally
notify the member in writing that he has been declared an unsatisfactory participant,
is not required nor authorized to attend training assemblies or AT (authorized absences
will be granted during the waiting period involved), is being considered for separation,
his rights, and the proposed characterization of service by lAA Form 841-R (Incl 3),
allowing 45 days to reply. Statement (Inc 2 to Inc 3) will be prepared for completion
by service member and dated and signed by him and his consulting counsel. Prior to
preparing the notification letter, a counsel for consultation, who is a commsissioned
officer of the Judge Advocate General's Corps, will be appointed (paragraph 1-3b, Interim
Change 101 to AR 135-178) and the member provided his name and means of contact. Such
counseling may be accomplished face-to-face, by mail, or by telephone, as appropriate.
If a JAGC officer is not available, Unit Commander must certify in the permanent record
that such officer is not available and state the qualifications of the substituted
nonlawyar counsel, who must be a commissioned off icer in the grade of first lieutenant
or higher. An informational copy of the notification letter to the member will be
furnished officer appointed as counsel. if counseling is accomplished by mail or tele-
phone, counsel should provide copies of written communication between himself and member
or a statement as to the result of the telephone conversation.

(a) The notification will be mailed to the member by certified mail (Return Receipt

Requested) and a receipt for Certified Mail (PS Form 3800) obtained.

(b) If the notice was properly and correctly mailed to the most recent address

furnished by the member, it will constitute constructive notice to the member which will
satisfy notice requirements for subsequent separation actions. if the mail is returned
as unclaimed or undeliverable and no better address can be determined, or the member

rperlrt, for the notification but fails to respond by the time specified in lAA Form
841-R, such action will constitute a waiver of the members rights to a hearing before
a board of officers.

(5) it is the responsibility of the enlisted member to contact the consulting
counsel. Any travel expense required in connection with contacting the counsel will be
borne by the service member. The JAGC officer will not be required to travel to consult
with the service member.

(6) when service member completes the statement regarding his/her rights and

returns it to the Unit Cosmander, the NPRJ will be screened to insure all documentation
required is included, latter of Transmittal (mdc 4) will be prepared and together with
NpRJ will be forwarded to next intermediate commander.

(7) Each intermediate commander will add his recommendation to that of the Unit
Comsmander, by Indorsement, and forward case and MPRJ to this Headquarters, ATTlW
AFKA-PA-REP.
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AFKA-PA
SUBJECT: Processing Unsatisfactory Participants for Separation

(8) Upon review of the recommendation for separation by this Headquarters and
determination that the case is properly documented, one of the following will be accom-
plished:

(a) Disapprove the recommendation and return the case to Unit Commander for
disposition by other means.

(b) Direct case be processed through medical channels, if appropriate.

(c) When the board hearing has been properly and effectively waived, reduce SM to
PVT (E-2 or E-1) and direct separation by transfer to the Individual Ready Reserve (IRR)
with a tentative characterization of service.

(d) Convene a board of officers. The names of the officers for appointment of
board will be requested from the appropriate MUSARC to consider the case.

(9) When the findings and recommendation for separation by the board of officers
have been approved by the convening authority at this Headquarters, the member will be
reduced to Private E-2 or E-1, as appropriate, UP paragraph 3-38d, AR 140-158, without
a separate reduction board. Following reduction action and based on recommendation,
orders transferring service member to the IRR will be issued by this Headquarters.

b. Statutorily obligated members with more than 24 months AD/ADT and Contractually
Obligated Members.

(I) Statutorily obligated enlisted members who are credited with 24 or more months
of AD/ADT and contractually obligated members may be transferred to the Individual Ready
Reserve (IRR) as indicated in paragraph 2-23b, AR 140-10, and paragraph 6-22 and 6-24,
AR 135-91. These transfers will be accomplished without board action or characterization
of service.

(2) When evidence to support nine unexcused absences or AWOL from AT (Incl 5 and 6)
has been documented and is contained in the member's MPRJ, 1AA Form 831 (Request for
Assignment or Attachment of USAR Personnel) will be completed and forwarded to this
Headquarters, ATTN: AFKA-PA-REM.

(3) When transfer to the Individual Ready Reserve (IRR) is approved, members will

be reduced one grade by this Headquarters IAW AR 140-158.

3. Recomendations for separation of unsatisfactory participants IAW paragraph 2a
should be submitted in a timely manner to this Headquarters, ATTN: AFKA-PA-REP, for
processing.

FOR THE COMMIANDER:

6 Incl RUTH L. SIMMONS
as Colonel, GS

Deputy Chief of Staff
Personnel and Administration

CF:
Cdrs
USAR Units/Ctrs
US Army Readiness Mobilization Regions
HTC

Codt, USAR Schools
SIAR

Chiefs, Readiness Groups
1A Staff

KA-PA-U (200)
TAG (2)
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LETRR Or 11sTRUCTIc6S- UNEXCtSED AB8UCZ DATE
(statutory Obligator with Less Than 24 Months AD/ADT)

TO: ?ROM:

1. Attendance records of this unit show that you were:

a. ( ) Absent from the scheduled unit training assembly (UTA) or multiple unit
training assembly (MWrA) on

(Periods and Dates)
b. ( ) AWOL from AT.

c. ( ) Charged with unexcused absence on

because of: (Periods and Dates)

Improper Military Appearance.

Unsatisfactory Performance of Assigned Duties.

2. Under the provisions of AR 135-91, you are required to attend all scheduled unit
training assemblies and annual training periods. In addition, you are required to
participate in a satisfactory manner with regard to proper military appearance and
performance of assigned duties.

3. Unless absences indicated in paragraph I are excused, you will have accrued
unexcused absences within a one-year period. The one-year period begins on the date
you incur yc-r first unexcused absence.

4. Absences from training assemblies may be excused only for reasons of sickness,
injury, emergency, or other circumstances beyond your control. If your absence was
for one of these rdasons, you should furnish this unit an appropriate affidavit or
certification by a doctor, medical officer, or other person(s) having specific know-
ledim of .he emergency or circumstances, requesting that it be excused. Your absence
cai,.oL be excused unless your request, and affidavit or certificate, are received with-in 15 days -f the date you receive this letter.

S. You will be notified in writing within ten (10) days after receipt of your re-
quest as to whether the absence has been excused.

6. If you have family responsibilities that are causing a hardship, or in your civil-
ian job is of critical importance to the national or comunity health, safety, or
interest, you should contact me so that I can advise and assist you in the proper
procedures to resolve these problem.

7. An you are a are, if you accumulate nine (9) unexcused absences within a one-
year period, you can be declared an unsatisfactory participant. If this action is
taken, a board of officers will be convened to consider the circmstances and make
appropriate recomendaetLons. The board my recommend transfer to the Individual
Ready Reserve (IRR) for the balance of your statutory obligation at which time you
will be discharged, normally under conditions other than honorable.

I AA Form 840-R
VA f1 Previous Editions-Are Cbsoletl

la1- I
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8. I want to emphasize that the stigma, handicap, and consequences of receiving an
other than honorable discharge can have a lasting adverse affect. You should give
careful consideration to the consequences of accumulating additional unexcused ab-
sences.

9. I hope that as a result of this letter you will take immediate steps to improve
your attendance.

10. The next scheduled training assembly for this unit is hours

on 19

SIGNATURE - UNIT COMMANDER

Receipt of the Original Hereof is Acknowledged.

SIGNATURE OF ADDRESSEE (For use when
the Letter of Instructions is delivered
in Person) I

Incl 1 2
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AF~h-LETTER OF INSTRUCTIONS - CHANGE OF RESIDENCE

SUBJECT: Change of Residence (DATE)

TO: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

(GRADE, NAM) (SOCIAL SECURITY NUMBER)

(PRESENT HOME ADDRESS) (PRESENT UNIT ASSIGNMENT

(NEW HOME ADDRESS)

1. This letter authorizes you 90 days in which to locate and join a
Reserve component unit at your new place of residence. It also serves
as a conditional release if you are accepted for enlistment in another
component of the Armed Forces.

2. Obtaining an assignment within 90 days is your responsibility. if
you fail to do so by * , you can be declared an
unsatisfactory participant. If this action is taken, a board of officers
will be convened to consider the circumstances and make appropriate
recoimmendations.

3. You may obtain assistance concerning unit vacancies and location
at the Army National Guard Armory or Army Reserve Training Center near-
est your new residence. When you report to a unit, present this letter
to the commander as authority to consider you a priority for acceptance.

4 If you are accepted, your new commnander will inform this unit by
completing Inclosure 1.

4. Until you have been accepted for assignment, inform this unit of
any address changes.

4 Inci /5/ UNIT COMMANDER
1. Notification of Acceptance
2. DD Form 4 /5/ MEMBER CONCERNED
3. DA Forms 2, 2-1
4. SF88

Receipt Acknowledged

*Insert 90 days from date of departure from current unit.

NOTE: See paragraph 4-20 for filing a receipted copy in member's
DA Form 201

NO'?!: See Appendix C, AR 135-91, for format of Ind 1 to Ltr of Instr.
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NOTICE OF UNSATISFACTORY PARTICIPATION DATE
(Statutory.Obligor With Less Than 24 Months AD/ADr)

TO: FROM:

1. Reference is made to the inclosed copy of my letter to you dated _____

Subject: Letter of Instructions. As the result of the action indicated below,
you are now charged with ____unexcused absences within a one-year period, or
being AWOL from AT or failure to locate and join a Reserve component unit.

a. ()Your request that your absence(s) from period(s)_________
on ___________________________be excused, could not be
approved. The reason given for your absence(s) does not meet the requirements
of paragraph 4-5, AR 135-91.

b. ()You did not submit a request that you be excused from period(s)
________________________on ________ _________________

2. In view of above, I must declare you an unsatisfactory participant and
initiate action to separate you from this unit for misconduct under the pro-
visions of Section VII, Chapter 7, AR 135-178. If you are separated, your
service may be characterized as under other than honorable conditions.

3. 1 am suspending action for 45 days to give you an opportunity to exercise
the following priviledges:

a. To consult with consulting counsel._________________

has been appointed as your consulting counsel. You are ordered to contact him

immediately at ________________________, to either schedule an appoint-

ment for consultation or such counseling may be accomplished over the telephone.
Should you desire you may write to him at__________________

(ADDRESS)

and consultation may be accomplished by mail. He will advise you concerning
the basis of this contemplated separation and its effects, the rights avail-
able to you, and the effect of any action taken by you in waiving such rights.

b. To appear and present your case before an administrative separation
board.

c. To be represented at any hearing by appointed counsel for representa-
tion, military counsel of your own choice, if reasonably available, or civilian
counsel at your own expense.

d. To submit statements in your own behalf.

1AA Form 841-R Previous Editions Are Obsolete
(Mar 81)
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e. V 'th the exception of consulting counsel, to waive the above rights
in writing.

f. To withdraw your waiver of rights listed in b, c, and d above anytime
before the date the separation authority orders, directs, or approves your
separation, and request that your case be presented to a board of officers.

4. The final decision as to whether you will be separated from this unit by
transfer to the MR and the character of service you will receive, rests with
the separation authority. If your service is characterized as less than
honorable, you may expect to encounter substantial prejudice in civilian life.
There is no automatic upgrading or review of the characterization of service.
If transferred to the USAR Control Group (Annual Training) it nay be upgraded
by:

a. Rejoining the same or another ARNG or USAR unit and participating
satisfactorily for a period of 12 months; or,

b. Volunteering for and satisfactorily completing a tour of at least 45
days active duty for training. If neither of these actions are taken, the
characterization of service at discharge will be the same as awarded on trans-
fer to the IRR.

5. You are not required nor authorized to attend meetings or annual training
while this action is pending.

6. Acknowledgement of this letter is required by _____________

DATE (45 DAYS)

Failure to respond to this letter and request consideration by an administra-
tive separation board will be considered a waiver of that right. Accordingly,
you are ordered to contact your counsel indicated in paragraph 3 above, at the

earliest possible date.

1. Cy, Ltr of Instr. SIGNATURE OF UNIT COMMANDER
2. Statement

Receipt of Original Hereof is Acknowledged.

SIGNATURE OF ADDRESSEE (For use when
notice is personally delivered)

Inci 3 2
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SEPARATION UNDER THE PROVISIONS OF CHAPTER 7, AR 135-178

DATA REQUIRED BY THE PRIVACY ACT OF 1974

(5 USC 522a)

Authority: Section 301, Title 5, USC and Section 3012, Title 10, USC

Purpose: To obtain acknowledgement from the member of notification of
proposed separation and statement of understanding pertaining thereto.

Routine Uses: Used by commanders to process USAR member recommended for
separation under AR 135-178 because of Misconduct, Chapter 7. If separation
is approved, information is filed in the MPRJ. This personal information
may be used by other appropriate Federal agencies and State and Local
Government authorities where use of the information is compatible with the
purpose for which the information was collected. Disclosure is voluntary.
If service member refuses to provide information, separation may be
accomplished using infc nation available.

DATE MEMBER AND COUNSEL SIGN STATEMENT

SUBJECT: Separation Under AR 135-178

TO: (SEPARATION AUTHORITY)

1. 1 have been advised by my consulting counsel of the basis for the
contemplated action to accomplish my separation for Misconduct, Chapter
7, under AR 135-178, and its effects; of tl- rights available to me;
and the effect of any action taken by me in waiving my rights.

U -

2. I (request)(waive) consideration of my case by a board of officers.

3. 1 (request)(waive) personal appearance before a board of officers.

4. Statements in my own behalf (are)(are not) submitted herewith (Incl ).

5. I (request)(waive) representation by (counsel of representation)
(__) as my military counsel (civilian counsel

at my own expense).

6. I understand that I may, up until the date the separation authority
directs or approves my separation, withdraw this waiver and request that
a board of officers hear my case.

Incl 2 to Incl 3
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SUBJECT: Separation Under AR 135-178

7. 1 understand that I may expect to encounter substantial prejudice in

civilian life if my service is characterized as under honorable conditions
or under other than honorable conditions. I further understand that as the
result of a characterization of service of under other than honorable
conditions, I may be ineligible for many or all benefits as a veteran under

both Federal and State Laws.

8. 1 understand that there is no automatic upgrading or review by any

government agency of any characterization of service which is less than
honorable.

9. I understand that should I be approved for separation, I will be trans-

ferred to the Individual Ready Reserve (IRR) to complete my military service
obligation. I may upgrade my characterization of service by rejoining the

same or another ARNG or USAR unit and participating satisfactorily for the
remainder of my military service obligation, but not less than 12 months, or

by volunteering for and satisfactorily completing a tour of at least 45 days
active duty for training.

10. 1 have retained a copy of this statement.

(SIGNATURE OF INDIVIDUAL)

(TYPED NAME, SSN, GRADE)

Having been advised by me of the basis for his contemplated separation and its

effects, the riqhts available to him and the effect of a waiver of his rights,
________________________________, knowingly made the choices indicated

(NAME OF INDIVIDUAL)
in the foregoing statement.

(SIGNATURE OF COUNSEL)

(TYPED NAME, SSN, GRADE, BRANCH

(DATE COUNSEL SIGNED STATEMENT)

Inci 2 to Inci 3 2
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AFKA-

SUBJECT: Unsatisfactory Participation of Statutory Obligated Members (Who
Have Not Served 24 Months Active Duty)

THRU: Channels

TO: Commander
First United States Army
ATTN: AFKA-PA-REP
Fort George G. Meade, MD 20755

1. Recommend
(GRADE) (NAME) (SSN)

be considered for separation for Misconduct UP Section VII, Chapter 7,
AR 135-178, by reason of unsatisfactory participation.

2. SM enlisted in the US Army Reserve on for
(DATE)

has a statutory obligation, and has not completed
(TERM OF ENLISTMENT)

24 months active duty.

3. Justification for this recommendation is supported by documentation in
attached MPRJ on which SM was declared an unsatisfactory participant for one
of the following reasons:

a. ( ) Paragraph 4-11, AR 135-91 (Unexcused absences from unit training
assemblies) with documentation below:

(1) ( ) Letter of Instructions (IAA Form 840-R) to member, with signed
certified receipt or returned envelope for each notification (paragraph 1-12a).

(2) ( ) Statement by Unit Commander concerning delivery or non-delivery
of letter of instructions; verification of latest address; and determination
of cogent or emergency reasons for absences (paragraph 4-12c).

b. ( ) Paragraph 4-13, AR 135-91 (Unexcused absence from Annual Training)
with documentation below:

(1) ( ) Notice of pending Annual Training and termination date of training,
dated and signed by member.

(2) ( ) Copy of Annual Training orders.

Incl 4
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AFKA-
SUBJECT: Unsatisfactory Participation of Statutory Obligated Members (Who

Have Not Served 24 Months Active Duty)

(3) ( ) Statement by Unit Commander as to whether member was notified in
sufficient time to comply, and determination of cogent or emergency reasons for
the absence or early departure from Annual Training (paragraph 4-13b).

c. ( ) Paragraph 4-25, AR 135-91 (Failure to obtain assignment) with

documentation below:

(1) ( ) Member's request for 90-day leave of absence (paragraph 4-17).

(2) ( ) Letter of Instruction concerning change of residence signed by
member, or, if mailed, with signed certified receipt or returned envelope
(paragraph 4-20).

4. Also inclosed in MPRJ is the following documentation to substantiate this
recommended separation action:

a. ( ) Countersigned DA Form 3540, Certificate and Acknowledgement of
Service Requirements for Individuals Enlisting or Reenlisting in the United
States Army Reserve (paragraph 4-4b).

b. ( ) Notice of Unsatisfactory Participation and Pending Separation
(IAA Form 841-R) to member with acknowledgement of receipt of notification of
proposed separation.

c. ( ) If Notification of Unsatisfactory Participation was mailed, signed
certified receipt or returned envelope must be attached.

d. ( ) Statement by the member indicating that he has been advise of . -

rights, dated and signed by him and counsel.

5. I recommend service be
(GRADE) (NAME)

tentatively characterized as under other than honorable conditions.
(Justification for any other recommendation of chara-+-er of service must be
included).

1 Incl /s/ UNIT COMMANDER
MPRJ

Incl 4 2
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LETTER OF INSTRUCTIONS - UNEXCUSED ABSENCES DATE
(Statutory Obligator with More Than 24 Months

AD/ADT or Contractual Obligator - AR 135-91)

TO: FROM:

1. Attendance records of this unit show that you were:

a. ( ) Absent from the scheduled unit training assembly (UTA) or multiple
unit training assembly (MUTA) on

(PERIODS AND DATES)
b. ( ) AWOL from AT.

c. ( ) charged with unexcused absences on

because of: (PERIODS AND DATES)

Improper Military Appearance.

Unsatisfactory Performance of Assigned Duties.

2. Under the provisions of AR 135-91, you are required to attend all scheduled
unit training assemblies and annual training periods. In addition, you are re-
quired to participate in a satisfactory manner with regard to proper military
appearance and performance of assigned duties.

3. Unless absences indicated in paragraph 1 are excused, you will have accrued
unexcused absences within a one-year period. The one-year period be-

gins on the date you incur your first unexcused absence.

4. Absences from training assemblies may be excused only for reasons of sick-
ness, injury, emergency, or other circumstances beyond your control. If your
absence was due to one of these reasons, you should furnish this unit an
appropriate affidavit or certification by a doctor, medical officer, or other
person(s) having specific knowledge of the emergency or circumstances, request-
ing that it be excused. Your absence cannot be excused unless your request,
an affidavit or certificate, are received within 15 days of the date you receive
this letter.

5. You will be notified, in writing, within ten (10) days after receipt of your
request as to whether the absence(s) have been excused.

6. If you have family responsibilities that are causing a hardship, or if other
conditions exists which will result in your continuing non-participation, you
should contact me so that I can advise and assist you in the proper procedures
to resolve these problems.

7. Unless I am informed by you of any cogent reason for your absence(s) by
, you will be credited with an unexcused ab-

sence(s). Nine (9) unexcused absences within a one-year period will require
you to be transferred to the Individual Ready Reserve (IRR).

1AA Form 843-R (Previous Editions are Obsolete)
(-Mar 81) 1-66
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8. The next scheduled training assembly will be
I expect to see you there.

(SIGNATURE OP UNIT COMMANDER)

Incl 5 2
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FAILURE TO PARTICIPATE SATISFACTORILY DATE
(Statutory Obligator With More Than 24 Months AD/ADT
or Contractual Obligator - AR 135-91)

TO : FROM:

1. As a member of the US Army Reserve you have a obligation to satisfactorily
participate for a specified period of time and to attend 48 scheduled unit train-
ing assemblies (UTA'S) and 15 days annual training during each year of your
enlistment.

2. a. You are credited with nine or more unexcused absence(s) for the dates
indicated below:

DATE OF TRAINING TYPE OF TRAINING ASSEMBLY NUMBER OF UNEXCUSED
ASSEMBLY UTA/MUTA ABSENCES CREDITED

I
b. You are credited with being AWOL from AT for the period

to

3. Accumulation of nine (9) unexcused absences in a one-year period or failure
to attend annual training established you as an unsatisfactory participant and
requires that you be transferred to the Individual Ready Reserve (IRR) in accord-
ance with the provisions of AR 135-91.

4. Unless you furnish me with cogent reasons for nonattendance within 15 days
of receipt of this correspondence, I will request your transfer to the IRR.

(SIGNATURE OF UNIT COMMANDER)

1AA Form 844-R Previous Edition is Obsolete
(Mar 81)
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MODULE 2-1

PUBL ICAT IONS/BLANK FORMS

TASK: To emphasize key aspects of publications/blank forms.

CONDITION: Given the guidance within this module.

STANDARD: You must be knowledgeable of the critical areas which will
insure the proper supply and maintenance of publications
for your unit.

REFERENCE: DA Pam 310-10, Guide for Publications Supply Personnel, AR
310-2, Identification and Distribution of DA Publications
and Issue of Agency and Conmmand Administration Publications.

WHAT TO DO:

1. Insure only those publications needed to accomplish the mission are ordered.
(Reference Chap 1 and 2, DA Pam 310-10.)

2. Insure the current needs of your organization are reflected on the DA Form
12 series. (Reference Para 18, DA Pam 310-10, Para 3-8a, AR 310-2).

3. Insure existing subscription forms are reviewed periodically, but at least
twice a year and/or upon change of commanders or heads of activities. (Reference
Para 3-8c, AR 310-2).

4. Insure the 60 day supply of blank forms is maintained. (Reference 3-l8b,
AR 310-2).
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COMMANDER'S GUIDE FOR GROUP: ADMINISTRATION

ADMINISTRATION/LOGISTICS MODULE: 2-2

FUNCTIONAL FILES

I

REFERENCE:

AR 340-2
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MODULE 2-2

THE ARMY FUNCTIONAL FILES SYSTEM (TAFFS)

TASK: To emphasize key aspects of TAFFS.

CONDITION: Given the guidance within this module.

STANDARD: You must be able to assure compliance with the Army Functional
Files System (TAFFS).

REFERENCE: AR 340-2, Maintenance and Disposition of Records in TOE units of
the Active Army and the Army Reserve.

AR 340-18 Series, The Army Functional Files System: General
Provisions.

WHAT TO DO:

1. Insure a qualified records manager has been appointed. (Reference Para 1-3,
AR 340-2).

2. Conduct a survey and appraise each record program at least once yearly.
(Reference Para 1-3, AR 340-2).

3. Insure personnel maintaining the files are properly trained. (Reference
Para l-3b, AR 340-2.)

2
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MODULE 2-3

MILITARY ORDERS

TASK: To emphasize key aspects of military orders.

CONDITIONS: Given the guidance within this module.

STANDARD: Establish controls to insure military orders are administratively
correct.

REFERENCE: AR 310-10 Military Orders.

WHAT TO DO:

1. Insure authority to issue other than travel orders is authorized.
(Reference 1-4a, AR 310-10).

2. Insure when written orders are required, commanders not authorized to issue
written orders submit a request for orders to the commander responsible for pro-
viding administrative support. (Refernce 1-4a, AR 310-10.)

3. Insure orders will not be issued for an action unless it is specifically
authorized by AR 310-10. (Pzra 1-7, AR 310-10.)

2-6



CO'IANDER'S WORKBOOK FOR GROUP: ADMINISTRATION

ADMLNISTRATION/LOGISTICS MODULE: 2-4

THE ARMY PRIVACY PROGRAM

REFERENCE

AR 340-21

2-7



MUIJUI 1 .4

THE A!RMY PRIVACY PROGRAM1

TASK: To emiphasize key aspects of the Army Privucy Program.

CONDITION: Given the guidance within this module.

STANDARD: You must establish controls to protect the privacy of
individuals.

REFERENCE: AR 340-21 The Army Privacy Program.

WHAT TO DO:

1. Insure a Privacy Coordinator is appointed. (Reference 1-9, AR 340-21.)

2. Insure DA Form 4410-R (Disclosure Accounting Record) is maintained
on information given out on an individual. (Reference 3-3, AR 340-21.)

3. Insure home addressee information is not disclosed without consent
of the individual. (Reference Para 3-5, AR 340-21.)

4. Insure a notification statement is furnished the individual when the
information is collected directly from service member. (Reference 4-~3,
AR 340-21.)

5. Insure procedures are established to insure personnel involved in
operation, maintenance, or control are informed of all requirements to
protect thE p'rivacy of individuals. It is recommended that an access list
be publisheo. (Reference 1-12, AR 340-21.)
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MODULE 2-5

UNIT FUND

TASK: To emphasize key aspects of unit fund.

CONDITIONS: Given the guidance within this module.

STANDARD: Once you decide to establish a unit fund, you must establish
controls to insure that administration is IAW directives.

REFERENCE: 1. AR 230-1, The Non-Appropriated Fund System

2. AR 230-65, Non-Appropriated Funds Accounts and Budgeting
Procedures.

3. 1A Pam 230-1, Non-Appropriated Funds and Related Activities.

WHAT TO DO:

1. Establish a Disposition Form (DA Form 2496) to establish the fund.
(Reference Para 7b(l), IA Pam 230-1).

2. Appoint a Unit Fund Council (Reference 4-8b, AR 230-1).

3. Appoint a Unit Fund Custodian. This may be yourself or another officer.
(Reference 4-8b, AR 230-1).

4. Insure the custodian maintains and signs the minutes of the meetings.
(Reference 4-8b (2), AR 230-1).

5. Irsure the council mcets at least once a quarter when funds on hand or
when financial transactions occurred. (Reference 9-2, AR 230-65).
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NONAPPROPRIATED FUNDS AND RELATED ACTIVITIES
RESERVE COMPONENT UNIT FUNDS
(lA PAM 230-1 AND AR 230-1)

SECTION I
GENE RAL

1. PURPOSE. This chapter provides Reserve Component Commanders with basic
information for Reserve Component Unit Fund Administration.

2. RESPONSIBILITIES. a. Commanders. Once a decision is made to
establish a'unit fund, (Para 4-12b, AR 230-1) Reserve Component Commanders
at all leve's will insure that administration of Reserve unit funds is IAW
AR 230-i and AR 230-65.

b. Unit Commander will:

(1) Publish a Disposition Form to establish the fund.

(2) Appoint a unit fund council consisting of at least one commissioned
officer and/or warrant officer and an appropriate number of enlisted person-
nel of any pay grade. The commissioned/warrant officer may be the unit
commander or a member of the commander's staff. The enlisted representatives
will be members of the unit.

(3) Appoint a unit fund custodian. This may be the commander himself or
another officer of his staff (Para 4-8b, AR 230-1).

(4) Appoint a recorder to maintain and sign minutes of meeting.

c. Actions described in (1) through (4) may be accomplished using one
Disposition Form. (Section V)

d. When a Consolidated Unit Fund is established, each participating unit
retains its own council, but a Consolidated Unit Fund Custodian will be ap-
pointed on a Disposition Form by the Battalion Commander. A separate addition-
al council will not be formed to control consolidated unit fund operations
(Para 4-12c(l), AR 230-1). (See Section IV, this chapter).

e. When two or more unit funds are established in a Reserve Center, the
Reserve Center Commander will appoint an officer by a Disposition Form, as the
Consolidated Unit Fund Custodian to receive and distribute vending machine in-
come and to contract With vending machine concessionaires (Para 4-18c(3), AR
230-1).
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3. CUSTODIANS. Responsibilities of unit fund custodians include the following:

a. Serve on the council without vote, unless the unit com~mander is also
the custodian, in which case he/she retains voting rights (Para 4-8, AR 230-1).

b. Maintain and sign minutes of the meeting (this does not preclude the
appointment of a recorder to take minutes during the mdeting) (Para 4-8, AR
230-1).

c. Perform required functions relating to the purchase of goods and
services and for accounting of property as provided in para 4-12 and 4-21, AR
230-1 (Para 4-8, AR 230-1).

d. Be responsible for all fund records, including all accounts and records
of income, property & transactions pertaining to estzblishment, operation and
dissolution of fund.

e. Insure that combination of safe is known to as few persons as possible,
but in no event to more than three person's other than himself (Para l-l4B(H),
AR 230-1).

f. Serve, if designated, as the recorder for the fund council.

g. Establish a bank account, lAW para 4-20, AR 230-1. (See para 9, this
chapter.)

h. Assure accounting system is in accordance with Chapter 9, AR 230-65.

i. Upon change of custodians, the retiring custodian will notify the bank
of the change (Para 9-17, AR 230-65). (See para 9g(3), this chapter.)

4. RECORDER: a. A member of the fund council will be appointed as recorder
to maintain and sign the minutes of the council meetings. The custodian of
the unit fund is normally the recorder.

b. To preclude one individual being responsible for all council actions,
a noncommissioned officer may be appointed recorder for a unit fund council.

c. Civilian personnel assigned to the unit may be appointed as recorder
but will not serve as a voting member of the council (Para 4-7a, AR 230-1).

d. The recorder is responsible for: (1) securing agenda items from users
of the fund and the custodian, (2) preparation and distribution of copies of
the agenda to council members prior to a scheduled meeting, (3) distribution
of excerpts from approved minutes to users of the fund, and (4) preparation
of minutes of meeting and submission to the custodian (Para 1-14h, AR 230-1).
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5. PRESIDENT: The President will be: a. Senior member of the council
(Para 1-149(l), AR 230-1).

b. Responsible for insuring the proper administration of the fund by
the custodian and council.

c. Will sign minutes of the council meetings.

6. UNIT FUND COUNCILS: a. Governing unit fund councils will be established
for all Unit Funds. The council will be composed of at least one commissioned
officer and/or warrant officer and an appropriate number of enlisted personnel
of any pay grade. The commissioned/warrant officer may be the unit commander
or one of the commander's staff.

b. The council will meet at least once a quarter, or more frequently when
necessary at the call of the President. Reserve Component unit fund council
meetings are required only if the fund has a balance on hand or if fund action
is contemplated (Para 9-2c, AR 230-65).

c. The unit fund council will:

(1) Ascertain that the fund is being properly administered and safeguarded.

(2) Determine that all income has been received in full, recorded in the
fund account and reflected in the financial statements. When bank accounts
exist, funds will be deposited intact.

(3) Insure expenditures of the fund are lAW para 4-4, AR 230-1.

(4) Review the fund financial statements and other fund records quarterly
or as otherwise required to insure all expenditures are made lAW approved
council actions and within the purpose for which the fund was established.

(5) Insure the accountability of all fund-owned property, the conduct of
physical inventories, of such property and recommend disposition of unservice-
able or excess property (Para 4-7b(4), AR 230-1), Chap 5, AR 230-65), (Para
7-11, 7-12, AR 230-65).

(6) Authorize establishment of a petty cash fund (Para 9-13, AR 230-65).

(7) Approve all expenditures made by the custodian (Para 4-7b(3), AR 230-

d. Proceedings of the council meeting will be recorded with the following
information: (Section V)

(1) Show date and place of meeting.

(2) Show members present and absent.

(3) Indicate and note approval of minutes of previous council meetings.
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5(d) (4) Show actions taken and indicate by name who made and seconded a

motion and the approVal or disapproval of the motion by the fund council.

(5) Include as in'closure, copies of financial statements of the fund.

(6) The minutes signed by the president and the custodian will be
submitted, together wit~h financial statements, to the Commander wh.- fxst-
ablished the fund. The commander will record his actions on the minutes
(Para 1-14g(3), AR 230-1 ).

(7) If the commander who appointed the council is a member of the
council, the minutes will be forwarded for approval to the next higher
commander in the Reserve Component chain of command.

SECTION 11

MAINTENANCE

7. SOURCES OF INCOME:

a. Dividends. NAF military welfare fund benefits are provided for
off duty recreation purposes during AT IAW procedures set forth in Para
4-25 and 4-26, AR 230-1. Dividends for Reserve Component units whose
members train under modular or year round or similar training are en-
titled to receive unit fund dividend distribution JAW provisions of Para
4-18a, AR 230-1.

b. Vending Machines. Reserve units may engage in the operation of
vending machines to dispense food, tobacco, and nonalcoholic beverages in
Reserve Centers not located on Army installations in accordance with Para
4-18c(2), AR 230-1. Where two or more units use a single US Army Reserve
Center, a consolidated unit fund will be established with a custodian de-
signated pursuant to Para 4-18c(3), AR 230-1 -for the purposes of contract-
ing with vending machine concessionaires and to distribute the income
derived therefrom to unit funds of various participating units on a per
capita basis. 11owever, when a consolidated unit fund has been established
IAW Para 4-12c(l), AR 230-1 and the custodian of the consolidated unit
fund and the Reserve Center Consolidated Fund Custodian for vending ma-
chines are the same individual, that individual will be responsible for all
unit fund accounting as prescribed for consolidated unit funds in Section
IV of this chapter. Concessionaire contracts entered into between fund
custodians and concessionaires will be in written form prescribed by the
respective commanders and will be awardid competitively (Para 4-18c(3),
AR 230-1).

2-14



7. c. Proceeds from sale of fund-owned property upon approval of sale by
the fund council (Para 4-5, AR 230-1).

d. Contributions and donations authorized in accordance with para 1-20,

AR 230-1 (Para 4-5, AR 230-1).

8. COMPUTATION AND PAYMENT OF DIVIDENDS.

a. Units ordered to active duty for training (ADT) for the USAR or full-
time training duty (FTTD) for the ARNG will be provided nonappropriated mil-
itary morale support fund benefits IAW para 4-26, AR 230-1. Dividend
distributions to these RC organizations are authorized to provide funds for
off-duty recreational purposes during period the organization is on ADT/FTTD.
Exceptions to the use of funds while on AT/FTTD are:

(1) Those RC units which because of training or other requirements are
precluded from effectively utilizing unit funds dividends during AT/FTTD are
authorized to retain funds upon release from AT/FTTD for use at their home
station. All authorized expenditures of these funds at the home station will
be for the collective benefit of all members of the unit IAW provisions of
AR 230-1 (Para 4-18a(l), AR 230-1).

(2) RC units whose members train under a "year round," "modular" or
similar training concept are entitled to use these funds at their home sta-
tion IAW following procedures:

*e(a) At the completion of each training year (30 Sep) commanders of
these units will submit a request for unit fund dividends to the Custodian,
Moral Support Fund, FORSCOM, through HQ First US Army, ATTN: AKFA-PA-MO,
or as otherwise directed by the State Adjutant General (for ARNG units)
(Para 4-18a(2) (a), AR 230-1).

(b) The following information will be provided for computation and
payment of dividends for AT performed on a year round, modular, incremental,
etc, basis:

1. DA Form 2279-R in duplicate signed by the Unit Fund Custodian.
Lettir may be used in lieu of DA Form 2279-R.

2. One copy of orders placing the organization on year round, modular,
incremental, etc., type training. Personnel rosters are not required.
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8. 3. Summarize data for each AT group of trainees. A sample listing is

shown below:

Number of Personnel Number of AT Days Personnel Days

30 15 (30x15)= 450
12 13 156
17 18 306

Total Personnel Day 912
Divided by 30 days

Total Personnel Months 31
Monthly Rate - Times $1.00 $1.00
Funds Due $31.00

(c) HQ FORSCOM will process all payments for training discussed here-
in regardless of the training sites where AT was performed.

(d) Claims may not be submitted later than one month following the end
of the training year (i.e., 31 Oct). Expenditures made from these dividends
at the home station will be in accordance with AR 230-1 for the collective
benefit of all members of the unit who participated in AT/FTTD.

(3) Those RC units that fail to claim or receive dividends in sufficient
time to enable use during AT/FTTD may submit a claim upon return to their
home station for retroactive dividend distribution. Claim should be submitted
to major command (i.e., TRADOC, FORSCOM) of installation at which training
took place, and should include the following information and inclosure:

(a) Actual present for duty strength on date of arrival at training site. }
(b) Dates of AT

(c) Site of AT

(d) Designation of Fund

(e) Address to which the check should be mailed

f) Copy of orders placing unit on AT (Inclosure). Claims submitted
later than one month following end of training year (i.e., 31 Oct) will not
be processed (Para 4-18a(3), AR 230-1).
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9. SAFEGUARDING FUNDS: a. Bank accounts will be established in Federal
Deposit Insurance Corporation (FDIC) insured National Banks to facilitate
transfer of dividends and protection of funds.

b. In addition to the official designation of the fund, the name of
the account will include the words, "an instrumentality of the United
States." As an instrumentality of the US, the fund is exempt from State or
local taxes. (Para 4-18 and 4-26, AR 230-1).

c. Using the unit fund Disposition Form as authority, the custodian
will open the bank account under the official designation of the fund and
not to the custodian in his/her individual capacity. A signature card will
be filed at the bank along with copy of Disposition Form authorizing the
fund and designating the custodian. A supply of deposit slips and a pre-
numbered checkbook will be obtained. A request must be made to bank of-
ficials to exempt fund from service fees (Para 4-19 and 4-20, AR 230-1).

d. A bank account will be established by unit when money is generated
and held during IDT. However a unit that receives income only from divid-
ends, and spends all this income during AT, is not required to open a bank
account, but must establish a Petty Cash Fund as follows:

(1) Dividend check will be receipted on the CP&R record and a DA Form
2107 (Nonappropriated Fund Receipt and Disbursement Voucher) prepared show-
ing receipt of dividend check. The "Description" column of the DA Form
2107 recording the receipt of the dividend will include the notation that
funds will be used as a Petty Cash Fund and state council approval and date
of approval. Another DA Form 2107 is prepared showing establishment of a
Petty Cash Fund and the CP&R record will show expenditure.

(2) A DA Form 1994 (Petty Cash Voucher) will be used for each disburse-
ment made from Petty Cash. Receipts, sales slips for the disbursement will be
attached to DA Form 1994. When the Petty Cash Fund is completely expended,
DA Forms 1994 are summarized on a DA Form 1993 (Nonappropriated Fund Petty
Cash Summary Voucher). All vouchers, receipts and invoices will be attached
to the Summary Voucher. All supporting documents will be stapled to a DA
Form 2107 when replenishing the fund. A DA Form 2279-R will be prepared an-
nually or each month in which activity took place, showing status of fund.
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9. e. Bank Deposits. All units that have bank accounts will promptly
deposit all receipts intact.

f. Expenditures. (1) Unit fund councils will govern expenditures
and record approval of advance authorizations in the minutes of the meeting.

(2) Approved minutes w711 serve as the basis for custodian to issue
purchase orders or procure items with petty cash. Items will be receipted
for upon delivery. The custodian will insure no local or State tax nota-
tions listed on the receipts are included in the payment.

g. Change of Custodian. Immediately upon permanent change of custo-
dian, a successor custodian will be designated. A new custodian will be
designated when the custodian is absent from duty longer than 60 days
(Para 1-14b(4),,AR 230-1).

(1) Transfer, of accountability of the fund will be accomplished IAW
procedures outlined in para 1-14f, AR 230-1 and para 9-17, AR 230-65.

(2) Financial statement and bank balance reconciliation will be pre-
pared.

(3) A certificate of transfer will be prepared (See Section V). It will
be signed by both the retiring custodian and the successor (para 9-17,
AR 230-65). It will be filed with pertinent financial statement. Retiring
custodian will also notify bank regarding change of custodian (Section V).

(4) If an assistant custodian has not been appointed an acting custo-
dian will be designated when a custodian is to be absent from duty for a
period of 5 to 60 days (para 1-14d, AR 230-1).

h. Maintenance and Disposit u.i of Records. Unit fund records will be
maintained and disposed of as prescribed in AR 340-2.

i. Concessionaire Contracts. Concessionaire contracts entered into
between fund custodians and concessionaires for operation of vending ma-
chines in Reserve Centers will be in written form and awarded competitively
TAW para 4-18c(3), AR 230-1. All items purchased for and sold fro,,. vending
machines will be tax paid IAW laws of the State within which the Reserve
Center is located (para 4-18c(2), AR 230-1).
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10. ACCOUNTING AND REPORTING: a. A single entry/cash basis system of
accounts will be maintained by the custodian of units maintaining Inde-
pendent accountirg records as prescribed for unit funds by AR 230-65.
Basic records and forms will be established and maintained as prescribed
in Chap 9, AR 230-65.

b. Entries in unit fund records may be made manually in permanent
ink, or indelible pencil. Typewriters may be used when authorized by the
next higher commander within the Reserve Component chain of command.
Erasures may not be made on records. Corrections will be made by drawing
a single line through the error, inserting the correct figure and initialing
the correction.

c. DA Form 2107 will be used to support all transactions of unit funds
involving the receipt or disbursement of funds. This dual purpose (receipt
and collection)voucher is prescribed to substantiate all except cash trans-
actions processed through the petty cash fund.

(1) Form will be numbered consecutively beginning with the fiscal year,
regardless of whether the transaction is a receipt or a disbursement (para
9-11, AR 230-65) (Section V).

(2) Each DA Form 2107 will be dated, numbered, and will contain all
information-necessary to fully identify th(e v isaction. Voucher will be
signed by the custodian. Backup documentatioh. for each transaction will
be attached to the DA Form 2107 (para 9-11, AR 230-65).

(3) When possible, all goods and services will be paid for at time of
purchase. Memorandum records will be maintained to ensure that outstanding
orders by mail or those not paid promptly are appropriately suspended.

(4) Other records will consist of rheckbook, bank deposit slips, bank
statements, bank account reconcillat- .,s, statement of operation and fund
equity, copies of audit reports, property receipts and miscellaneous cor-
respondence relating to unit f:jnd administration (para 9-11e, AR 230-65).

d. Cash, Property and Reconciliation Record. (1) This is the primary
official record reflecting unit fund management and administration. The
CP&R will be used in lieu of DA Form 3259 series (Council Records). All
daily transactions affecting the unit fund will be recorded on this docu-
ment and it will also be used to show the required monthly reconciliation
of the bank account and fund owned property. All entries must be sup-
ported by properly approved DA Form 2107. A suggested format of CP&R is
at Section V and shows examples of following entries:
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l0d.(a) Cash Receipts. Fund custodians will be responsible for safe-
guarding and depositing all cash receipts promptly. Dividends and cash
will be fully identified in order that proper disposition may be made of
such money (Para 9-12a, AR 230-65).

(b) Cash expenditures. All cash disbursements, except individual
petty cash transactions, will be documented by DA Form 2107. Transactions
affecting cash and property will be entered in both cash and property
columns of the CP&R record (Para 9-12b, AR Z30-65).

(c) Property Transactions. Cash purchases of property, cash sales
of excess or worn cut property, transfers, and gifts from other units or
other sources, and disposal to property and salvage officer will be enter-
ed in CP&R Record to maintain property control. When cash is involved in
property transaction, entries will be made in both the cash (Receipts/
Expenditure) column and the property column, as applicable (Para 9-12c, AR
230-65).

(d) Reconciliations. 1. Each month property records (DA Forms 4078)
(Section V) will be reconciled with the balance shown in the property
column of the CP&R Record (Chapter 3, para 3-12, AR 230-65).

2. Each month the bank statement will be reconciled with the fund cash
account also maintained on the CP&R Record. The bank statement balance,
plus outstanding checks, minus any deposits made after the bank statement
cutoff, should always equal the balance column shown for the unit fund on
the CP&R Record.

(2) This recommended format (CP&R) is designed for all types of unit
funds and incorporates a single-entry/cash basis system of bookkeeping that
has the virtues of simplicity and ease of understanding. Reserve units may
elect to modify the form, but regardless of the format, the content should
contain enough data to permit the preparation of financial statements,
satisfy the reporting requirements of higher headquarters, and insure account-
ability is being maintained at unit level.

e. Petty Cash System. (1) This is a system for handling minor disburse-
ments whereby a fixed amount of money, designated as petty cash, is set aside,
not to exceed one month's requirement. Disbursements are made from time-to-
time, as needed, using DA Form 1994 (Section V) in each case. At certain
intervals or when the petty cash is completely expended, DA Form 1994 are
summarized on DA Form 1993 (Nonappropriated Fund Petty Cash Summary Voucher)
(Section V) and the petty cash fund is replenished for the aggregate amount
of disbursements by a check drawn on the appropriate bank account.
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(2) All petty cash vouchers, receipts, and invoices received will be
attached to the summary voucher. All vouchers will be pre-numbered and
sequentially controlled to include "voided" voucher copies. DA Form 2107
will be prepared to support the issuances of a check to restore the fund
to its original amount. All supporting documents will be attached to the
DA Form 2107. Total of all vouchers will be entered on DA Form 2107 and
the same amount posted to the expenditures column of CP&R Record. The
replenishment procedure must be accomplished at the end of each month and
as often as necessary. Cash authorized as petty cash should always equal
the cash balance on hand, plus the total of petty expenditures.

f. Reporting. DA Form 2279-R Financial Statement and Schedule of
Operating Expenses (Section V) for reporting by unit funds maintaining
independent accounting records, will be prepared for each month in which
activity occurs, but not less frequently than annually. Unit strength
computation will be made in accordance with AR 230-1 and will be re-
flected in the remarks section of DA Form 2279-R. This will constitute
the request for unit fund dividend. Th 'is form is designed with blank
spaces so that only pertinent line items need be entered and it replaces
DA Form 1758. DA Form 1843 is not required.

g. Unit funds integrated with Installation Morale Support Fund
Accounting are relieved of the requirement to prepare DA Form 2279-R at
the end of each month (Para 9-16, AR 230-65). Procedures for these funds
are contained in para 4-26, AR 230-1, and para 9-6, AR 230-65 (Section II).

11. AUDITS AND INSPECTIONS. When audits of such funds are deemed necessary
they will be performed by disinterested officers appointed as prescribed by
the audit review authority (Para 1-21a(7), AR 230-1). (Para2-12, AR 11-7).
Normally, the general inspection of unit funds will suffice.

12. DISSOLUTION OF UNIT FUND. Commanders authorized to establish a unit
fund may also dissolve it. (Para 1-12, AR 230-1). Para 1-23 and para 4-
26a(6), AR 230-1 prescribes procedures for dissolution of unit funds. Com-
mander wil" take such action as is deemed necessary to preclude inprudent
or extravagant expenditure of assets prior to dissolution. When the decision
to dissolve a unit fund maintaining independent accounting records is made,
and there are no assets, no outstanding debts and zero balance, commander
should prepare a statement to the following effect:

"A review of ______unit fund has been made which indicates there
are no assets or outstanding-debts. The bank account has been closed and
the fund is thereby dissolved."

Statement should be filed with unit fund records and an information copy of
this statement should be forwarded to HQ, First US Army ATTN: AFKA-PA-MO.
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SECTION III

RESERVE CENTER
CONSOLIDATED UNIT FUND

13. ESTABLISHMENT: a. Reserve Center Consolidated Unit Fund. Where
two or more units are located at a US Army Reserve Center, not on active
duty, a Reserve Center Consolidated Unit Fund may be establish to receive
and disburse funds received from the operation of vending machines.

(1) The Reserve Center Commander will appoint an officer to act as
the Reserve Center Concolidated Unit Fund Custodian for purposes of con-
tracting with vending machine concessionaires and to distribute income
dividend therefrom to custodians of unit funds of various participating
units on a per capita basis.

(2) Each of the participating unit funds will retain a custodian and
council. The Reserve Center Consolidated Unit Fund Custodian will distri-
bute the vending machine income to the custodian of each participating fund.
In this instance, the Reserve Center Consolidated Unit fund custodian is
responsible only for the receipt and distribution of income from vending
machine concessions to the participating units, not for accounting for ex-
penditures of the income by each of the units.

(3) The custodian will establish a bank account in accordance with
para 10 of this chapter, maintain and post a DA Form 2107, prepare a con-
solidated DA Form 2279-R and provide an individual DA Form 2279-R to each
unit at the time income is distributed to them.

b. If the unitq in the center have established a Consolidated Unit
Fund IAW para 4-l'- ') and the Consolidated Unit Fund Custodian and the
Reserve Center C. 'olidated Unit Fund Custodian for Vending Machines are the
same individual, then such individual is the keeper of the unit fund records
as prescribed in Section IV, this chapter, Consolidated Unit Funds.

SECTION IV

CONSOLIDATED UNIT FUNDS

14. ESTABLISHMENT. A battalion or comparable organization commander may
establish a consolidated unit fund.

a. Designation of a Consolidated Unit Fund Custodian. A single
custodian is appointed for the Consolidated Unit Fund by the commander of
the unit establishing the fund, but not a separate council. Each partici-
pating unit fund council continues to operate for its om-, unit fund. The
custodian of the consolidated fund is responsible only for receipt and ex-
penditure of funds as determined by the respective unit fund councils; and
he must account for funds and property as prescribed in AR 230-65.

2-22



(1) When existing separate unit funds are consolidated the custodian
of each unit fund will take the following action:

(a) Deposit in the unit fund checking account the unexpended balance
in the petty cash fund.

65.(b) Record petty cash on hand in the CP&R record (para 9-12b, AR 230-

(c) Close the records of the unit fund.

(d) Prepare a DA Form 2279-R to show status of fund.

(e) Draw a check, payable to the "Custodian_______________
Consolidated Unit Fund," for the amount of the bank account (also including
the amount of the petty cash fund deposit).

Mf Send the check, the unit CP&R record, and a copy of the DA Form
2279-R to the custodian of the consolidated unit fund, and obtain a receipt
from the consolidated fund custodian.

(2) Operation. After receipting for each unit fund's records, the con-
solidated unit fund custodian becomes the record keeper for all the unit funds.

(a) Init.al action. The custodian of the consolidated fund reconciles
the balance in each unit fund CP&R record, posts the total of the separate
accounts to a consolidated CP&R record and establishes a single bank account
for all the unit funds.

(b) Maintenance of accounts. The custodian must maintain a consolidated
accounting record, as well as separate unit fund records.
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Establishment & Appointment- Unit Fund
TO SEE DISTRIBUTION FROM DATE

1. Unit Fund, an Instrumentality of the United

States, is hereby established effective immediately.

2. Governing council is appointed as follows:

President.- Custodian.

Members:

Recorder:

3. Authority: AR 230-1

4. Purpose: To establish and appoint council to administer and
control unit fund.

5. Period: Indefinite

6. Special Instructions: All council members will becore familiar
with AR 230-1, AR 230-65 and applicable documents.

Commander's Signature 3lock

DISTRIBUTION:
l-Ea Individual Concerned
1-Unit Fund-Files
1-Ea 201 File
1-Unit(s) ConCerned

and any others deemed
appropriate

DA , 2496 proMiaCs Do IFOesM* W i"Oc. as OS~egf&
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L.TEFEAD

MINUTES OF THE UNIT FUnD COUNCIL MEETING: 14 January 1978

1. A meeting of the Company A. Unit Fund Council was held at 1600 hours
on 14 January 1978 in the orderly room.

2. a. Members presentl- CPT Horn President.
2LT Black Custodian-Recorder
XSG Green Member
SSG Drake Member
SFC.Cole Member

b. Members absent: None

3. The minutes of the last meeting were read and approved. The council
record for December 1977 and its supporting documents were reviewed and
approved.

4. Old business: NSG Green, as chairman of the corm.ittee planning the

company party to be held on 31 January 1978, reported on the estimated
cost and final plans. Expenditures not to exceed $75 were approved by
all members present.

5. New business:

A motion was made by SSG Drake. and seconded by 1.SG Green, that the
unit fund purchase two electric irons. The motion was carried, and the
custodian was authori2ed to purchase the irons to the best advantag, of
the fund, the total cost not to exceed $25.

6. There being no further business, the meeting was adjourned at 1640
hours.

//Signature// //Signature// )
I I President Custodian-Recorder

//Signature//

Battalion Commander

Example of Minutes--Unit Fund Council Meeting.

2
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CERTIFICATE OF FUND TRANSFER

I certify that to the best of my knowledge and belief the balancesreflected on DA Form 2279-R, Financial Statement and Schedule of
Operating Expenses for the period ending

_ _ _ _ _ are true and correct.

Date Retiring Custodian Signature

I accept responsibility based on the fund and property balances asindicated on the financial statement referred to above, beginning with
the period"

Date Signature of Successor Custodian

In the event the successor custodian is not satisfied that the fund andproperty balances are accurate, the acceptance may be conditioned upon
audit verification.

2
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LETTERHEAD

DATE

Bank Address

I have this date transferred the unit fund of Company A, 4th Infantry,

to Robert T. Sphober, 1st Lieutenant, Infantry, who will from now on

have authority to draw on the fund deposited in your bank. His signature

appears below:

7Signature of Officer ReceIving Fund)

Sincerely,

Retiring Custodian

2-28
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Replenshmnt of Petty Cash Fund _____20 00

______20 00

Yb*kf.*A*% A,41 "~TUP or 40YSAW OvAuu* 6gu.?.0^1
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CASH. PROPERTY AND RECONCILI'ATION RECORD

MONTHLY
Uur__ DAILY TRANSACTIONS RECOCILIATSON

R EXPEND- BANK PROP- BAL PER DA FORM
DATE EXPLANATION E RECEIPT

F ITURES BALANCE ERTY BANK 4078

u11 Sal from Ist me. 50O.0 25,0.0- I.st
Jul 2 picnic plates 1 10. .4g0.00 Anounl
Jl 3 pcnic food 2 I50.00 360.0 or .

picnic drinks 3 50.00. 2900 Attach
ul B Oisdknd CF 4 200.00 490.00 Addin3

Ju 7 Estab. $25. potty cash Memo ent P 405.00 Mfich*no
Ju 10 Dance Proirams C 20.00 445J00 Tap
Jul 1 Decorations 7 25.00 420.00
Jul 12 Card Tbl & Chats 100.00 3200 100.0

Jol 23 Soft Drinks 9 15.00 305.00
Jul 28 Orchestra 1 50.00 2550
Jul29 Sold 2 chaits 11 20.00 •275.00 (150.001
Jul29 Trsf des to CoA 1 (175.00)
Jul 30 Replsh petty cash ." 20.00 25.00
Jul31 Salvae, u9 1 .140.00 320.00

220.00 4400 25500 2 320.00 "

Outstandirg Checks:

Fund Cabice, 25S.00

,110 IS.00

*III 50.00

65.0065.00 
.30M

(1) EachentryIncolumn 4 Willal a tmade on CForm40 8ato ost

(2) Atandofmonthlbalanc*coh nn 3 wi:h Sar mlun 41 h6

Sal carried to ntxt no. 2SS.00 2135.00

Replaces Council. Records
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PROPERTY CONTROL AND DEPRECIATIONI RECORD
01s .* u60 IN W. ft-. Aft 230 6%; th. 0 G...t I#is. Offic*,f I.. A-.'

I.M , 6 at me. ST- -.

Ovf$fIPIrIO" AM'D OI*
P

OSMiION AcOUIRO IF C LOC4 15 IT4O TOP
-'O " ' , - VAlUE NUISlft ftMq IONyb

Mko. jvf. VMS. 0,10. 1 otyI V U

TV, Color RCA, Vo. J Jan 74 5 $250.00 11 Lounge _

Apr l0/74 to repair
shop (receipt attached)
returned 4(15f74

Jul P7 loaned to
Co. B. (receipt attache) ." ...._.... .
returned 7/6/74

i chairs, upholstered
50 ea. Vo. 22 Hay 74 10, 520.00.O 31-34 Loufo
. 0174, 1 chair

trsfd to library. ( 50.00

1 tenn is rackets Sports
SIO ea. Vo. 30 lun 74 3 . . ._S60,00 Equip. r,
Sept '74. 2 tennis
rackets damaged .... (20,001 . .. .
s ge, PO, Vo. 41

:ov '174. 6 tennis
rackets sold, Vo. 57 -60.00) .... .. .

(1) Use a separate car forleach ite n_ ____

DA , 4 .7n8
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HONAPPROPIATED FUND PSlTY CAS)4 SMAYVOUCxa oH.uM ~
for v" of t', fom s. Al 2M%.20 &W AR 230-43% 60 mo- ac b Ck.',a- ed f~ A-..

ACTIVITY

TOTAL AMOUIIT MIOMURSD APR9 0 A I

OATZ PAID
CASH ON "AN* a

CHECK HUMMD

AMO0UNT or FUND s

_______ DISTR3U11ON FOR PCSTMK

mWAID.CON SUSJ.
ACCT AMOUNT %ART AMOUNTi ^C. AMdOUNT ACCr AMOUNT maRy AM4OUNT mpg
no. ACcT NO. '"W"NO Accr ma. TIAT?

DAot 1993
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SEC To Wli -S,1.-OULlE O OPEATI"Wi -XPINSi$ [ db'SP[

1.. ~ z __ __ __ ___ ___ _______

_ _ _ __13LTI) Or- _ _ _L-SZS -riA

INS AM________ 0___ UN ____ r_ _ _ ____ ____ ____

If_____s-___I_____

__ _ z--_ __

-T T __________________________________ ____________________________________ 
I __________________ _________________

5Sf _________ 
__________ 

___

62_ _ __ _ _ __ _ _

3a L __ ___ ___

.114_ _ _ _ __8_ _

-;o_ _ . _ _ _ _ _ _ _ _ _ _

21____ __ ___ ___ ___ ___ ___

127 __________ ______ _____ _____ _____

1:1_ _ _ _ _ _ _

'j? __________ ___________________

7s______ 
__ ____

so________

DAG. 20 FORM 27A
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TO: io -.- ~. .nd e-*-,. of cti.itJ FAOM: iSho- flnV -ItS.4~ of V-P. A~-:o..tI Ollic.l

1 101 CA% ljb pbA. 7 -7 -

13 2t ~ .,~ZI.. ______________________

18224* A ~

1.3 227 1S Aco~t Se. .dcto pybe____________
14 210 kC-l~i -.y d -Sox1E___________

28 212 AJ,'.n:9. js.i4I _____________

17___214____________________&.

13 21 .pd lubddL -r b*

13' 1 tL ibbliXL -p7W
20 2733 .~ . ~~e~ n ct

21 1 .4pblt dL-L Q- o d " - -

27

31

3,

43.-_ _ _ _

REMARKSJ

SIGMAYUAN ANDO TITLE OF RESPONSIBLE OFFICER(O~

,G,4 vOt$a~-~ i V 77 EDO r.F.1 Ju'4 74. OUS3OLETE.
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-1-1

PROPERTY BOOK,

PROPERTY ACCOUNTABILITY

}I

REFERENCE:

DA PAM 710-2-1, DATED JANUARY 1982

3-1
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MODULE 3-1-1

PROPERTY BOOK
PROPERTY ACCOUNTABILITY

TASK: To determine if specific property accountability procedures are
being followed in preparation/maintenance of the organization/
installation property book(s).

CONDITION: Given unit property book(s), DA Pam 710-2-1, and guidance within
this module.

STANDARD: You must be able to:

1. Determine if a current statement of responsbility is on file
in the property book(s).

2. Determine if a current statement of accountability is on file
in the property book(s).

3. Determine if a current DA Form 2496, Appointment of Property
Book Officer, is on file with the property book(s).

4. Determine if all property recorded as being on hand is issued
on hand receipts and posted to the property book(s), or in
storage under the control of the property book officer.

5. Determine if organizational and installation property accounting
records are maintained separately.

REFERENCE: AR 710-2 Supply Policy Below the Wholesale Level
DA Pam 710-2-1, Using Unit Supply System

WHAT TO DO:

1. Insure that the statement of responsibility is current and prepared in ac-I ~ cordance with Table 2-3, AR 710-2.

2. Insure that the statement of accountability is current and prepared in ac-
cordance with Table 2-3, AR 710-2.

3. Insure that a DA Form 2496, Appointing the Property Book Officer, is filed
with the property book(s), and is prepared in accordance with Para 2-5f, AR 710-2,
and Para 4-4, DA Pam 710-2-1.

4. Insure that all property is signed out on hand receipts (DA Form 2062) or under
the control of the property book officer in storage. Para 2-6, AR 719-2, Para
5-3, DA Pam 710-2-1.

5. Insure that organizational and installation property records are maintained
separately as prescribed in Para 2-5b(l)(2), AR 710-2, and Para 4-2, DA Pam 710-2-1.

a. Organizational Property is that property that is authorized on MTO&E, TDA,
and deployable CTA property and will accompany the unit upon mobilization.

b. Installation Property is property authorized on the CTA for use at home
station and may not accompany the unit upon mobilization.
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PROPERTY RECORD
For us* of this form,. OA PAM 7 7 2 1. MeS proponent 4g0r.y is OCSLOO.

DATE DOCUMENT QUANTITY QUANTITY RAA4E DATE DOCUMENT OUANTITY QUANTlITY BALANCEPOSTED NUMBER I RECEIVED, TURN-fN BLAC POSTED NUMBER RECEIVED TURN-IN

BALANCE BROUGHT FORWARD

Property book officer (othef than te resprisible officer will iomlpleti

the following state. nt: __ __ __

"By authority of (i cats itg DF arIdate),t I here y ass toprop rty
DOQIt accowit d r tm PC1 n lty HOM a ge -U r 9 i
or__ i prop by boo] f,,ile. furthir ass responsibilil for poperty

(Sianature 4 Date~

BALANCE CARRIED FORWARD

UIC AUTHORITY STOCK NUMBER U1

LIN ERO REQUIRED ALW AlOIED ALWI RICO ULCO-- O C ECC

ITEM DESCRIPTION

PORMA To~e~ with DA For m 3=111-1 rePlool DA Po"mw 3326 Jont 77.
DA JAN 02 3328 and 3M,9 Avg 70. wthkh we *balmin 3-3



PROPERTY RECORD
For use of this form. see DA PAM 710 2-1. the Pro~onlinsn ewieVG is DCSLOG.

DATE DOCUMENT OUANTITY QUANTITY BLNE DATE DOCUMENT OUANTITY OUANTITYBANC
POSTED NUMBER RECEIVED TURN-N POSTED NUMBER RECEIVED TUN"I AAC

CALANCE BROUGHT FORWARD

___When the reem vi.l )fficer is .1s the F4only the folwig8 ate 4

___in required: ___

___"By authority at (r Icate a swpi of c order or signa ing

for"th. prop.i tyin te itson ch record of Vsprty

S gnatw Bock of the pnh .Ofcer

BALANCE CARRIED FORWARD

UIC AUTHORITY STOCK NUMBER Jul

LI IC rEOUI RED ALW trMHORIZEO ALINI PIIC C SEC sCe

ITEM DESCRIPTION

FORM Together wit% DA Porm 3320-1 repiswes, DA Formsil 2328 Jen 77, 3-4DA ~, 3328 eni:3320, Aug YB.wme wo obeewa



PROPERTY RECORD
For us* of this form, see CA PAM 710 2 1,* the proponent agrcy -6 OCSLOO.

DATE DOCUMENT O UANTITY O UANTITY BALANCE DATE DOCUMENT GUANTITY OUANTITYBANC
POSTED UMBER JRECEIVD ITURN-IN POSTED NUMBERI RECEIVED TURN-IN AAC

BALANCE BROUGHT FORWARD

_ _When the propl ybook 13kept at the sing vntiemvel and aPBMhe been

___appointed, the respontible officer corn ete the fom n sta ernent a

___"By authority of (in cate a sumpti nof cc mad order or designating
_DFndaw T hrW am ap .T p117±
quantity shm on ea hrecor of t a proprty book file",

S ature and Date
outi. B3 Oak of the Vempoua6 1.Of

BALANCE CARRIED FORWARO 1

UP UIOIYSTOCK NUMBER UP

LIN EPIC REQUI RED ALW AU1NRZIEO ALINW RICO C E ECC:

171.E01 DESCRIPTION

AFORM Toeter with CA form 3328-1 relae DA Forms 3324 Jon 77.DA~ 3328 and 3329. Aug 78. which ar obeslave 3-.5



COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-1-2

PROPERTY BOOK,

AUTHORIZATION MEDIA

It

REFERENCE:

DA PAM 710-2, DATED JANUARY 1982

MTOE OF UNIT

CTA'S

3-6 i



MODULE 3-1-2

PROPERTY BOOK

AUTHORIZATION MEDIA

TASK: 1. Determine that only the most current authorization media
is utilized in computing required and/or authorized allow-
ances.

2. Determine that entries on property records are in the cor-
rect quantities and entered in the appropriate spaces pro-
vided.

3. Determine if the correct authorization document is quoted
in the "Authority" block on the property record.

4. Determine the correct technical publication that lists the
basic issue item, or component listing for sets, kits, or
outfits is entered in the publication data block on the
reverse side of the property record.

CONDITION: Given your unit's organization/installation property record(s),
references listed below:

STANDARD: You must be able to:

1. Verify that only the current and most recent authorization
documents are being used.

2. Verify that entries in the required and authorized blocks on
the property record are correct.

3. Verify that the correct publication is utilized to compute
allowances and the "Authority" block on the property recordI' is annotated properly.

4. Verify that the correct technical manual, supply bulletin,
supply catalog, etc., is utilized and that data is entered
in the "Publication Data" block of the property record.

REFERENCE: 1. DA Pam 710-2-1, Using Unit Supply System.

2. Unit/Organization Modified Table of Organization and Equipment.

3. Commnon Tables of Allowances (50-900, 50-909, etc.)

4. Special Authorization Documents

5. DA Pam 310-1, Consolidated Index of Army Publications and Blank
Forms.
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MODULE 3-1-2

WHAT TO DO:

1. Insure that the quantity in the required block of the property record is the
same as shown in the recapitulation column of the MTO&E. For all other authori-
zation media, this block is left blank. (Fig 4-3, DA Pam 710-2-1).

2. Insure that the authorized quantity entered in the authorized allowance block
on the property book is the same as shown in the authorized column on the HTO&E,
or comiputed as required by CTA. (Fig 4-3, DA Pam 710-2-1).

3. Insure that the correct authorization document is listed in the "Authority"
block of the property record, i.e., MTO&E, CTA 50-900, Special Letter of Authori-
zation, etc. (Para 4-1; Fig 4-3; DA Pam 710-2-1).

4. Insure that the publication listed in publication data block is current and
lists all changes and dates. (Fig 4-3 and 4-7, DA Pam 710-2-1).
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PROPERTY RECORD
For use of th~s form. see DA PAM 710 2 1, ini proponent ager.zy IS OCSLOG.

DATE DOCUMENT IQUANTITY QUANTITY BLNE DATE DOCUMENT QUANTITY QUANTITY BALANCE

POSTED NUMBER RECEIVED TURN-IN BLNE POSTED NUMBER RECEIVED TURN-IN

BALANCE BROUGHT FORWARD

3ASM -AC__ _____

T1IIA 4-6. A ?AVi 110-2- -1_ ___

4:
UjC AUTHORITYI

T"O ...-- --

LIN AIElI ZEO ALJW IRICLC

ITEM CESClRniPTIOA

ram ) c% Slt~lrY % 1I14T 4x4 wic
DA FORM 32 TO~eh whh CIA Fwffl 3328-1 repifeem OA Forms 3326 Jont 77. 3-9



PUBLICATION DATA

QUANTITY OUANTITY DOCUMENT QUANTTY QUIANTITY OUANTITY DOCUMENT (XUANm'TY
LOCATION AUTHORIZED ON HAND NUMBER DUE-IN LOCATION AUTHORIZED ON HAND NUMBER DUE-IN

REMARS

i
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PROPERTY RECORD
For use of this form,. see DA PAM 710 2 1. the pro~ponent 49ency .6 DCSLOG.

D AT DOU T QATy QUANTITY ALNE DATE DOCUMENT QUANTITY QUANTITY BANC
POTD NME EEVD TR NPOSTED NUMBER RECEIVED TURN-IN

ID~fe BALANCE BROUGHT FORWARD

IMIIC WONIL P&9OW

IW t ewT 44PCI EATS

POAMTeguw wU~ A Pm 338.1 ~4aas A kAC"0R Pe 0l D38Js.31
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SERIAL/REGISTRATION NUMBER RECORD
For us* of this form, see DA PAM 710-2-1; the oreponeiit aewcy Is OCSLOG.

SERAIJ SERI ARL SERIAL/
REGISTRTO WCA7IM. NEGISTTO LOCAYMO REGISMATION WCATION REGISTRATMO LOCATIO

NUBRNUMBER NUMBER NMB4ER

_____________SERIAL M. I mEAlIot HUw m-"

___ ~2 ___LISIAf F02 lAVGW"L C iiIbE

___?AQA 4t- A.. v'7 10-~. V _

UIO STOCK NUMBER ITEM OE 'RIPTION

L2AIRAA %3%0-0- M- 41901 I1104, IA IL 14 T WISIA2Z
DA FOR 33231 3-1
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REGISTRAION LOCATION REGISTRATION LOCATION REGSTRATION LOCATION REGISTRATION LOCATION
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PROPERTY RECORD
For use of this form, see DA PAM 710 2 1, the proponent egorcv is OCSLOG.

DATE DOCUMENT QUANTITY' QUANTITY BLNE DATE DOCUMENT QUANTITY OUANTry BALAC
POSTED NUMBER JRECEIVED TURN-IN BLCEPOSTED NUMBER RECEIVED TURN-IN

I ~ BALANCE BROUGHT FORWARD

133 4 -1,"AV 1)-

I-E OESCRIPTIONR

TRU~X UILITY:'/NIT

LIN ER 3328UREAL andRIED 3328, AugC 78. c w*c er obol



SERIAL/REGISTRATION NUMBER RECORD
For use of this form. me DA PAM 7 10-2-1; the proponelt agency Is OCSLOG.

SEWU SERIAI S~tAU SE
REGISTRATION LOCATION REGISTRATION LOCATION REGISTRATION LOCATION REGISTRATION LOCATION

NUMBER NUMBER NUMBER NIA4
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(o 430oo
F 4t131
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7 3)? ____

76S qfl 4,
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69 11.4 - it E4NT21CS - CIL. ENTRIES
4I

, 4(F 2'fOIt _ _ _ _ _ .__,, _ ________o ,u | ..

___________~scei ________ e qi G ATI0W ?4UVb*S CE

61 4172.1 ________ ___ LIM&t Ift 0WACjlrn)ELN c

(OF i31 /1. 4L P A A 9Ami 1 P-.- 1.

*7 4A 6

UIC STOCK NUMBER ITEM DE RIPTION
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-1-3

PROPERTY BOOK

PREPARATION AND MAINTENANCE

I

REFERENCE:

AR 710-2, DATED 1 OCTOBER 1981

3-18
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MODULE 3-1-3

PROPERTY BOOK
PREPARATION AND MAINTENANCE

TASK: 1. Determine that:

a. Stock Number (NSN)

b. Unit of Issue (UI)

c. Line Number (LIN)

d. Equipment Readiness Code (ERC)

e. Reportable Item Control Code (RICC)

f. Logistics Control Code (LCC)

g. Security Risk/Pilferage Code (SEC)

h. Equipment Category Code (ECC)

i. Item description

are current and correct.

2. Determine that property records are filed in a logical
sequence.

3. Determine that property records are prepared for different
makes and models, and for sized items.

4. Determine that receipt and turn-in documents are posted11correctly to include serial numbers on the serial/registration
number record and the supporting documents.

CONDITION: Given your unit's property book(s), references listed below:

STANDARD: You must be able to:

1. Verify the correct codes listed in 1A through II above.

2. Verify that property records are filed in a logical sequence.

3. Verify that make and model pages, and pages for sized items
are prepared.

4. Verify that supporting transaction documents have been posted
to the property records and that serial numbers are entered on
supporting documents and the serial/registration number record.
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MODULE 3-1-3

REFERENCES: 1. AR 710-2 Supply Policy Below the Wholesale Level

2. DA Pam 710-2-1, Using Unit Supply System

3. SB 700-20, Army Adopted/Other Items Selected for Authori-
zation/List of Reportable Items

4. Army Master Data File (AMDF)

WHAT TO DO:

1. Insure that the NSN is entered in ink and UI, LIN, ERC, ROCC, LCC, SEC, ECC,
and item description are entered in pencil. Data in these blocks must be updated
periodically (Para 4-6, Fig 4-3, DA Pam 710-2-1).

2. Insure that property records are filed in a logical sequence. (Para 4-3b(l)
thru (5), DA Pam 710-2-1)

3. insure that make and model pages are prepared for two or more NSN's on hand
against a single 'IN authorization. Procedures are prescribed in para 4-6d,
DA Pam 710-2-1.

4. Insure that supporting documents are posted to the property record, as pre-
scribed by Para 4-8, DA Pam 710-2-1. Insure that supporting documents are pro-
cessed as prescribed by Para 4-14, DA Pam 710-2-1.

5. Insure that serial numbers are recorded on the serial registration number
record for all items as prescribed by para 4-6e and 4-10, DA Pam 710-2-1.
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Pam 710-2-1

PROPERTY RECORD
Per.w of "ks ftw. an DA PAM 71041-1 IA ssgoU't uinmv 6 OG .
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Ttw inbmgtion hid on Shea sn & s to be used as a gema guid onmy.
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The information listed on this form 'i to be used as a general guide only.
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-1-4

PROPERTY BOOK,

INVENTORY REQUIREMENTS

REFERENCE:

DA PAM 710-2-1, DATED JANUARY 1982

3-23
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MODULE 3-1-4

PROPERTY BOOKS

INVENTORY REQUIREMENTS

TASKS: 1. Determine that receipt of property inventories are being
conducted, to include verification of serial numbers, com-
ponents, and serviceability of equipment.

2. Determine that change of responsible officer inventories
are performed, to include requirements for supplementing
instructions from higher headquarters.

3. Determine that annual responsible officer inventories are
being conducted, to include inventory of all hand receipts
and sub-hand receipts.

4. Determine when a cyclic inventory should be performed in
lieu of the annual responsible officer inventory.

5. Determine that change of property book officer inventories
are conducted.

6. Determine that annual property book inventories are conducted
by the property book officer.

7. Determine that sensitive items inventories are conducted on
a monthly basis by all hand receipt holders.

8. Determine that weapons and anmmunition inventories are con-
ducted on a timely basis, to include the requirement for
change of custody of the arms storage facility key.

9. Determine that individual and organizational clothing and
equipment (OCIE) inventories are conducted, to include
inventories of OCIE issued to individuals absent from the
unit.

CONDITION: Given your unit/organization property book, hand receipts,
and references listed below:

STANDARD: You must be able to:

1. Verify that receipt of property inventories are being con-
ducted, to include the verification of serial numbers, com-
pleteness of components, and serviceability of equipment.

2. Verify that change and annual responsible officer inven-
tories are conducted, to include inventories of hand and
sub-hand receipts, and components of sets, kits, and outfits.
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MODULE 3-1-4

3. Verify that cyclic inventories, when used in lieu of
annual responsible officer inventories, are conducted in
a timely manner.

4. Verify that change and annual property book inventories
are conducted as required.

5. Verify that sensitive items inventories are conducted on
a monthly basis by all hand receipt holders. The PBO
must inventory all sensitive items not listed on hand
receipts.

6. Verify that weapons and ammunitions inventories are con-
ducted, to include requirement for change of custody to
the arms storage facility key.

7. Verify that individual and organizational clothing and
equipment (OCIE) inspections are conducted.

REFERENCES: 1. AR 710-2, Supply Policy Below the Wholesale Level

2. DA Pam 710-2-1, Using Unit Supply System

3. AR 700-84, Issue and Sale of Personal Clothing, w/C-1

4. AR 735-11, Accounting for Lost, Damaged, and Destroyed Property

5. A?4DF, Army Master Data File

6. IA Supplement I to AR 700-84, Issue and Sale of Personal Clothing)

WHAT TO DO:

1. Insure that receipt of property inventories are conducted as required by Para
2-12h, AR 710-2, and Para 9-4, DA Pam 710-2-1.

2. Insure that responsible officer inventories are conducted, in accordance with
Para 2-12, AR 710-2, and Para 9-5, DA Pam 710-2-1.

3. Insure that annual responsible officer inventories are conducted as outlined
in Para 2-12e, AR 710-2, and Para 9-6, DA Pam 710-2-1. If cyclic inventories are
used in lieu of the annual inventory procedures prescribed in Para 9-7, DA Pam
710-2-1 must be followed.

4. Insure that change of property book officer inventories are conducted as pre-
scribed by Para 2-12f, AR 710-2, and Para 9-8, DA Pam 710-2-1.

5. Insure that the property book officer conducts an annual property book inven-
tory as directed by Para 2-12g, AR 710-2, and Para 9-9, DA Pam 710-2-1.
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MODULE 3-1-4

6. Insure that a sensitive item inventory is conducted monthly for items identi-
fied by SEC's listed in Para 2-12k, AR 710-2, using procedures prescribed in
Para 9-10, DA Pam 710-2-I.

7. Insure that weapons and ammunition inventories are conducted as required by
Para 2-121, AR 710-2, and Para 9-ll,DA Pam 710-2-1. This will also include the
required inventory for change of responsibility of the arms storage facility key.

8. Insure that individual clothing is inventoried as required by Para 16-15,
AR 700-84, as supplemented by ]A Supplement 1 to AR 700-84.

9. Insure that organizational clothing and equipment (OCIE) is inventoried as
presceibed by Para 2-12n, AR 710-2, and Para 10-15, DA Pam 710-2-1.
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I January 1982 Pam 710-2-1

DISPOSITION FORM
Fw . of thi form. -" AR 340-IS: th. e pFP rt &Wy Is TAO.

REF RENCE ON OFFICE SYMBOL SUBECT

AFVS-CO-PV Annual Responsible Officer Inventory

To Cdr, 1-651 Arty Bn FROM Cdr, A Btry OATE zu JUl 51 CIT

1-651 Arty Bn SSG Davis/vc/6634

1. References:

a. DA PAM 710-2-1.

b. AR 735-11.

2. Under the provisions of paragraph 9-6, reference la, a 100 percent
physical inventory has been conducted on this unit's property. Discrepan-
cies have been accounted for under the provisions of reference la and lb.
Document number 1200-0001 applies.

ROGER W. SMITH
CPT, FA
Commanding

DA 2496 PREVIOUS EDITIONS WILL SE

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

FIge 9-1. Somp &nowety DF; annud ropmdbla opw inven"tr.
9-5
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I January 1982 Pam 710-2-1

DISPOSION FORM
Fr, - of this o,.m. .. AR 340-&15; th. p oP,.o t .9nY Is TAGO.

REFERENCE OR OFFICE SYMBOL SUBJECT

AFVS-CO-LG Cyclic Inventory

TO Cdr, B Btry FROM PBO, 1-651 Arty Bn DATE 20 Jul 81 CMTI

1-651 Arty Bn SFC Edwards/vb/6002

1. References:

a. DA PAM 710-2-1.

b. AR 735-11.

2. Under the provisions of paragraph 9-6, reference la, you are required to

physically .inventory 100 percent of your unit's prope.ty annually.

Paragraph 9-6, reference la, allows this inventory to be conducted on a

cyclic basis.

3. The cyclic method of inventory has been chosen for use in this command.

During the month of August you are to inventory LIN A01869 through C51916

on your organization property hand receipt, and LIN A17126 through C70747

on your installation property hand receipt.

4. Results of the inventory will be recorded on CMT 2 of this DF, and

forwarded to this office NLT 31 August 1981.

5. If discrepancies are noted, they should be brought to my attention

immediately. Reference la and lb requires that discrepancies be docu-

mented. I will assist in documenting discrepancies, if necessary.
ES P. "SMITH

CW4, USA
Property Book Officer

AFVC-CO-BO (20 Jul 81)

PBO, 1-651 Arty Bn Cdr, B Btry 27 Aug 81 CMT 2

Artillery Battalion 1-651 Arty Bn SSG Brown/jc/7215

1. The property indicated in paragraph 3, CMT 1, has be-n inven-

toried. In addition, all sensitive items have been inventoried.

2. No discrepancies were noted.

CHARLES W. JONES III
CPT, FA
Commanding

VG0 PREVIOUS EITIONS WILL BE US.ED
DA AO2496

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

Figue 9-. Sample DF directing an inventot and the renuib.

9-7
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DISPOSTION FORM
For use of this form. see AR 340-16; the proponent epncy is TAOO.

REFERENCE OR OFFICE SYMBOL SUBJECT

AFVS-CO-LG Annual Property Book Inventory

TO Cdr FROM PBO DATE 25 May 82 CMTI
1-651st Arty Bn 1-651st Arty Bn SFC Edwards/gan/6002

1. References:

a. DA Pam 710-2-1.

b. AR 735-11.

2. Under the provisions of para 9-9, reference la, a physical inventory has been conducted
of all property book items not issued on hand receipi. Discrepancies have been accounted
for under the provisions of reference la and lb. Document numbers 2145-0001 and 2145-1001
apply.

JAOMEPS M ITH
CW4, USA
Property Book Officer

CA MR

DA-oo- 2496 °AEVIouSE ,Io.._ WILL SEu~



1 January 1982 Pam 710-2-1
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COMMANDER'S WORKBOOK FOR 
GROUP: SUPPLY

ADMINISTRAT ION/LOGISTICS 
MODULE: 3-1-5

PROPERTY BOOKS,

REPORTING REQUIREMENTS

REFERENCE:

DA PAM 710-2-1, DATED JANUARY 
1982

AR 220-i

TM 38-750

SB 700-20

3-31 A



MODULE 3-1-5

PROPERTY BOOK
REPORTING REQUIREMENT

TASK: Determine if authorized MTO&E equipment is properly identified
in order to establish which items are reportable on the Materiel
Readiness Report (MRR), DA Form 2406; the Unit Status Report
USR, DA Form 2715 and 2715-1; and the Equipment Control Record,
DA Form 2408-9.

CONDITION: Given the unit/organization property book, MTO&E, and references
listed below.

STANDARD: You must be able to:

1. Verify the Reportable Item Control Code (RICC) indicated on
the property record.

2. Verify the Equipment Readiness Code (ERC) on the MTO&E and
property record.

3. Verify the Equipment Category Code (ECC) to be entered in the
2406 block on the property record.

4. Verify that Equipment Control Record, DA Form 2408-9 is prepared
for equipment that has to be reported.

REFERENCE: 1. DA Pam 710-2-1, Using Unit Supply System.

2. TM 38-750, The Army Maintenance Management System (TAMMS) I
3. Unit/Organization Modified Table of Organization and Equipment(MTO&E)

4. AR 220-1 Unit Status Reporting

5. SB 700-20, Army Adopted/Other Items Selected for Authorization/

List of Reportable Items.

WHAT TO DO:

1. Insure that the Reportable Item Control Code (RICC) is entered on the property
record for all items on hand. The RICC is shown on SB 700-20. (Fig 4-3, DA Pam
710-2-1).

2. Insure that the Equipment Readiness Code (ERC) on the property record is the
same as shown on the most current Modified Table of Organization and Equipment
(MTO&E). (Fig 4-3, DA Pam 710-2-1).

3. Insure that the Equipment Category Code (ECC) is entered in the 2406 Block on
the Property Record for all Equipment listed in para 4-6, TM 38-750.

4. Insure that an Equipment Control Record, DA Form 2408-9 is prepated for equip-
ment identified in para 5-9, and APP E, TM 38-750.
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PROPERTY RECORDL.
of~ r.
4
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-2-1

DA FORM 2064

DOCUMENT REGISTER, EXPENDABLE/DURABLE

REFERENCE:

DA PAM 710-2-1, DATED JANUARY 1982
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MODULE 3-2-1

DA FORM 2064
DOCLMENT REGISTER FOR SUPPLY ACTIONS

EXPENDABLE/DURABLE

TASK: To emphasize key aspects of DA Form 2064, Document Register for

Supply Actions for Expendable/Durable Supply Requests.

CONDITION: Given 3 DA Form 2064, Reference listed below.

STANDARD: You must be able to:

1. Determine how to distinguish between durable and expendable
supply requests.

2. Determine who assigns blocks of expendable/durable document
serial numbers to elements or sub-elements of a unit/organization.

3. Determine who initials Urgency of Need Designators (UND's) A and
B requests.

4. Determine filing procedures for the expendable/durable document
register and supporting documents.

REFERENCE: 1. DA Pam 710-2-1, Using Unit Supply System.

2. AR 700-84, Issue and Sale of Personal Clothing, w/ch 1.

3. IA Supplement 1 to AR 700-84, Issue and Sale of Personal Clothing.

4. AMDF - Army Master Data File.

WHAT TO ,0:

1. Verify that only expeadable/durable items are requested and entered on this
document register. For a definition of expendable and durable items, refer to
glossary 3, DA Pam 710-2-1. To verify the expendability of supplies, the AMDF
must be utilized.

2. Verify that the PBO assigns a block of docment nimbers to elements of his unit/
organization when he elects for these elements to request expendable/durable supplies.
Care must be taken to insure that only one element within a unit is authorized
durable items. (Para 2-19a & b, DA Pam 710-2-1).

3. Verify that as commander, you delegate authority to initial UND A & B requests
on DA Form 2064. (Para 2-3, DA Pam 710-2-1).

4. Verify that expendable/durable document registers are filed in accordance with
AR 340-2 for MTO&E units and AR 340-18-14 for all other units. (Para 2-19d, DA
Pam 710-2-1)
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MODULE 3-2-1

5. Verify that filing procedures for supporting documents as outlined in Para
4-14, DA Pam 710-2-1, are followed. Request for Personal Clothing requested for
a member of the unit must be recorded in the expendable/durable document register
and a temporary suspense and completed file must be maintained as prescribed by
IA Supplement 1 to AR 700-84.
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DISPOSITION FORM
For use of this frm,lin AR 3ft 5; the proponent apney Is TAQO.

REFERENCE OR OFFICE SYMBOL SUBJECT

Assignment of Document Serial Numbers

TO FROM DATECTProperty Book Officer Commander

All Concerned 1-651 Arty Bn

1. The DODAAC of this unit is WTTHEC and the UIC is WAZHAA. All sub-elements of this
unit will use the unit DODAAC.

2. In accordance with para 2-19c(2), DA Pam 710-2-1, the following document serial numbers
are assigned to the respective sections:

-- 0001 thru 0999 Non-expendable property book section
-- 1000 thru 1999 Expendable/durable property book section
-- 2000 thru 2999 Class IX repair parts - Motor Pool
-- 3000 thru 3999 POL

JOHN BROWN
LTC, FA
Commanding

E/
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-2-2

DA FORM 2064

DOCUMENT REGISTER, NON-EXPENDABLE

REFERENCE:

AR 710-2, DATED 1 OCTOBER 1981
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MODULE 3-2-2 DA FORM 2064
DOCUMENT REGISTER, NON-EXPENDABLE

TASKS: 1. Determine if the non-expendable document register is kept only
at the property book level.

2. Determine if only property book items (regardless of ARC) or
non-expendable components are entered on the register.

3. Determine if the correct priority designator is utilized on
the unit's Force Activity Designator (FAD) and the Urgency
of Need Designator (UND).

4. Determine if requests with UND's A and B are initialed by
the person authorized to authenticate UND's A and B requests.

CONDITION: Given your unit/Qrganization non-expendable document register, the
references listed below, and guidance within this module.

STANDARD: You must be able to:

1. Verify that only one document register for MTOE and non-expendable
items is being maintained.

2. Verify that only property book items and non-expendable com-
ponents are requested.

3. Verify the proper assignment of UND's A and B to requests for
supplies.

4. Verify that UND A and B requests are authenticated by the in-
dividual authorized to do so in column h on DA Form 2064.

REFERENCES: DA Pam 710-2-1, Using Unit Supply System Manual Procedures, Jan 82.
AR 710-2, Supply Policy Below the Wholesale Level, 1 Oct 81

WHAT TO DO:

1. Insure that only the PB0 maintains the non-expendable document register. (Ref:
Para 2-19a(l), DA Pam 710-2-1).

2. Insure that all transactions entered on the non-expendable document register
are supported by:

a. A completed request placed in the completed document file.

b. A due-in suspense copy with status cards is maintained in the dues-in
suspense file.

c. A cancellation document received from the source of supply and placed in
the completed document file.

3. Insure that the document register is maintained in accordance with DA Pam 710-2-1,
Fig 2-6.
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE 3-3-1

DA FORM 2062, HAND RECEIPTS

REFERENCE:

AR 710-2, DATED 1 OCTOBER 1981

DA PAM 710-2-1, DATED JANUARY 1982
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MODULE 3-3-1

DA FORM 2062,
HAND RECEIPTS

TASK: To recognize the key factors of DA Form 2062.

CONDITION: Given a completed sample of DA Form 2062 and guidance within this
module.

STANDARD: You must be able to:

1. Determine that the DA Form 2062 is being used as a hand receipt.

2. Determine that the hand receipt does have a hand receipt file
number.

3. Determine that the total allowance column is complete.

4. Determine that the individual receiving the property has acknow-
ledged receipt of the property listed on the hand receipt.

REFERENCE: AR 710-2, Supply Policy Below the Wholesale Level, IOct 81
DA Pam 710-2-1, Using Unit Supply System Manual Procedures, I Jan 82

WHAT TO DO:

1. Insure that the words "Annex No." are crossed out. (DA Pam 710-2-1).

2. Insure that the "Hand Receipt File No." section in the "To" block of the DA
Form 2062 has a locally designed number entered. (Figure 2-5).

3. Insure that the "Qty Auth" column of the DA Form 2062 has been completed in
pencil.

4. Insure that subhand receipts are filled out the same as hand receipt above.
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1 jar.uarv l91,2 Pam 710-2-1

INSTRtUC'l 1(, 5 FOR EPARINC DA FORM 2D62 AS A HAND OR SUBHA-ND RECEIPT

Block or Coiumn I,.sl mudions
Hand R, i-, tAones Number ................................. Line out annex number.

From.............. ....... ... ............... ........... Enttr the nrhme of the organization. unit. section. or squad which
issues the property. Do not entr a person's name.

TO.... ...... ........................................... 1. Enter the name of the unit, section, or squad to which the proper -
ty is issued.

2. For quarters furniture or property of a personal nature, such as
iseets, pillow-case, or bed, enter the name and rank of the person
receiving the property.

Hand-Receipt Number ...................................... Enter a loca:ly designated number. Use it to post the location of prop-
erty in the property book. A number is not required when property of
a personal nature is issued directly to an individual.

Stock Number............................. ................ 1. Enter the stock number of the item being described,

2. Line item number (LIN) may be entered for identifying items to
be inventoried on a cyclic basis (ink or pencil entry).

Item Description ........................................... I1. Enter enough words to identify the item.

2. Enter the number and date. of the publication that contains the
basic issue items list (BIIL), mandatory discretionary components, or
other components list (ink or pencil entry). The publication number
will normially be an operator's technical manual 1-40) or supply
catalog (SC).

3. Enter serial/registration numbers when recorded on the property
book. Line out serial numbers when the item is turned in.

... .. ... .. ... .. .. ... .. ... .. .. . . .. ... .. .. W hen used asa-
a Hand or subhiand recei-. enter the hand-receipt annex

number for the item (pencl entry). If hand-reveipt anne= is not re-
quired, leave blank.

a Hand receipt for quarters furniture, enter the proper condition
code at time of issue imnk or penil entry). Condition codes are listed
below. (Entry required only for family quarters occupants.)

SEC ... ..... I... .................... Enter the SEC code of the item (pencil entry). This code is inthe
AMDF.

V, . . . . . . . . .. . . . . . . . . .. . . . . . . . . Enter the unit of issue ipencill entry).

Qty Auth ......................... Enter the quantity authorteed to' be on hand (pencil entry).

Quantih Columns A through F .............. 1. Enter the quantis'. on hsand for each item listed. Line out all un-
used blocks in colutuxti with recorded qs-i -iries.

2. Advance all quaniiies to the next quantitY column when quan-
tities change. Quantities must be advanced when changing hand or
aibbiand-receipt holders.

3. The person receiving the property will sgn. enter his or ber rank
and dar the prome quanits clumni on the Last pag tink enir)). The
last page is the last numbere page. it rna be an add or ree,
number. The last page may be reserved for signatures only. (The
oiginal page will have an original signature; the copy may have a
carbon signature.)

Self-explanatory.

CONDITON CODES (FOR QUARTERS FVRNIURE ONLY)
BE-Bat F-Faded RU-Rutted
BE-Broken G-Couged SC-Scs'atewe
BU-Burned 1.4101111 SO-Soiled
CH-Chipped NI-Marred T-Torn
M.O-Motnaaten MI-Mildewed W-Badly Wom
D-Desited R-Rubbed Z-Cracked

Note: All entries will be made in ink or typetwritten unim otherwilse stated.

Figure 5-1. VA Form 20W, me hoied reeap-Cotlaued

5-3
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY
ADMINISTRATION/LOGISTICS MODULE: 3-3-2

DA FORM 2O62,

HAND RECEIPT ANNEXES

/I
REFERENCE:

AR 710-1, DATED 1 OCTOBER 1981

DA PAM 710-2-1, DATED JANUARY 1982
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MODULE 3-3-2

DA FORM 2062
HAND RECEIPT ANNEXES

TASK: To recognize the key entries on DA Form 2062 when used as a hand
receipt annex.

CONDITION: Given DA Form 2062 and reference listed below.

STANDARD: You must be able to:

1. Determine which items on the master hand receipt require a
hand receipt annex.

2. Determine that the hand receipt annex is assigned an annex
number, which is also shown on the hand reciept.

3. Determine that the NSN, end item description, publication
number and date, is entered on DA Form 2062, for the set,
kit, or outfit, SKO.

4. Determine the quantity of end items the annex is prepared for
and insure that correct shortages are shown.

5. Determine that shortages listed on the annex are validated
by the person responsible for keeping the document register.

6. Determine that when the pre-printed component listing for a
SKO is used, only the actual shortages are listed, and the
commnander or PBO authenticates the shortages.

REFERENCE: AR 710-2, Supply Policy Below the Wholesale Level
DA Pam 710-2-1, Using Unit Supply System

WHAT TO DO:

1. End items that have components are issued on hand or sub-hand receipts, and
non-expendable or durable shortages exist, a hand receipt annex must be prepared.
(Para 2-7, AR 710-2; Para 6-1, DA Pam 710-2-1)

2. Insure that an annex number is assigned to each hand receipt annex and cross-
referenced to the hand receipt. (Fig 5-1 and 6-1, DA Pam 710-2-1).

3. Insure that all pertinent information, applicable to the end item the annex
is prepared for, is entered on DA Form 2062 as shown in Fig 6-1, DA Pam 710-2-1.

4. Insure that the correct number of shortages of components is shown, if the
annex has been prepared for more than one like end item. (Fig 6-1, DA Pam 710-2-1)

5. Insure that shortages listed in the quantity columns are validated by the PB0
or commander. (Para 6-ib, DA Pam 710-2-1).

6. Insure that when utilizing the pre-printed DA Form 2062, only non-expendable
and durable component shortages are shown in the quantity colun and validated by
the P80 or commander. (Para 6-la, b, DA Pam 710-2-1).
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Pame 710-2-1 a January 1982
INSTRUCTIONS I Mt PREPARINC DA r M 2062 AS A HAND-RECEIPT ANNEX

W~hen using the preprinted DA Form 2C i2, most of the data for the following instructions wil already be printed.

Column or Block bnad uectoHand-JAeceipt/Anne Number ................................ Enter the consecutive annex number after the title.

From ..................................................... Ejaiper the same da rorded on the hand or subhand receipt to
which the annex applies.

TO ........................................................ Enter the same data recorded on the hand or subhend receipt towhich the annex applies.

Hand Zlecelpt Number ........................................ Enter the same data recorded on the hand or subhand. receipt to
which the annex applies.

End Item Stock Number ........................ ............. Enter the stock number of the item for which short"ge exist.

End Item Description ........................................ Enter the description of the item for which shortages exist.

Publication Number ......................................... Enter the publication number listed for the end item on the hand or
subband receipt (ink or pencil entry).

Publication Date .......................................... Enter the date of the publication listed for the end item on the hand
or subhand receipt (ink or pencil entry).

Quantity ................................................. Enter the number of end items to thich the annex applies.

Stock Number ............................................. Enter the stock number of the missing Item.

Item Description .......................................... Enter a description of the missing item.

................................ I......................... Enter the accounting requirements code (ARC) of the missing item
(pencil entry).

SE C ...................................................... Leave Blank.

U! ....................................................... Enter the unit of issut of the missing item (pencil entry).

QTY AUTH ............................................... Leave blank.

Quantity Columns A through F ............................... . I Enter the quantity missing for each item listed. Line out all un-
used blo,:ks in columns with recorded quantities.

2. Advance all quantities to the next quantity column when quan-
tities change. Quantities must be advanced when the person that
vlidated the shortages is replaced.
3. The person filling the position iduiied in the "From" block will
Initial the last page ,nder the last recorded item (ink entry). Short-

ages must be validated by the current responsible penron.

Page of- .pages. Self-Explanatory.

Note: Make all entries in ink or b) typewriter union otherwise stated.

Figure 6-I. DA Fon 202 as e had receipt nm-ex-Continued
6-2. Component handl receipt procedures. a. A (1) Has an Indbaidual basis of issue; and
component hand receipt is a list of nonexpendab', and (2) Is to be issued. to the using individual.
durable compenents of sets, kits, and outfits (SKO) b. Component hand receipts will be prepared by
that have been issued to a using individual. Expend- the person issuing the property. Prepare compo-
able items may be listed for information purposes. neat hand receipts in two copies. The preparer
When available, preprinted DA Forms 2062 will be will keep the original. The using individual will
used for component hand receipts. Preprinted DA keep the copy. The user's copy will be filed or
Forms 2062 are published in conjuncuon with selected kept with the issued equipment. Figure 6-2 gives
SCs. Available preprinted DA Forms 206: are iden- Instetons for preparing DA Form 2062 as a
tified in D A Pam 310-6 by the letters "H11" after the component hand receipt. File component hand
SC number. Use blank DA F'or 5 2062 when receipts according to AR 340-2 or AR
preprinted forms are not avairble. The component 340-18-14, as applicable.
hand receipt is the record of responsibility for items
listed on it. It is also the record that validates compo- c. Keep component hand receipts current. Do this
nent shortages; therefore, hand receipt annexes are not by posting changes as they occur or by using
required. Use a component hand receipt when issuing change documents. When change documents are
an SKO that- used, follow the procedures in paragraph 53d.

6.2
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-3-3

DA FORM 2062,

COMPONENT HAND RECEIPTS

)

REFERENCE:

AR 710-2, DATED 1 OCTOBER 1981

DA PAM 710-2-1, DATED 1 JANUARY 1982
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MODULE 3-3-3

DA FORMI 2062,
COMPONENT HAND RECEIPTS

TASK: To determine when component hand receipts are required and the
preparation thereof.

CONDITION: Given a pre-printed 2052, Component Hand Receipt, and references
listed below.

STANDARD: You must be able to:

1. Determine when a component hand receipt must be used.

2. Determine the required entries on the component hand receipt.

3. Determine the correct preparation of the component hand receipt.

REFERENCE: AR 710-2, Supply Policy Below the Wholesale Level
DA Pam 710-2-1, Using Unit Supply System

WHAT TO DO:

1. Insure that component hand receipts are prepared when the end item is issued
directly to the using individual. (Para 2-7a, AR 710-2. Para 6-2a, DA Pam 710-2-1)

2. Insure that all non-expendable and durable components contained in the end item
are shown, by quantity authorized, on the listing. Items short for the end item
will not be shown, and as such, will validate the shortage. Expendable items may
be shown for information purposes.
3. Insure that the individual receiving the end item assumes responsibility for
the end item by placing his signature on the last page of the listing as shown
in Fig 6-12, DA Pam 710-2-1.
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Pam 710-2-1 1 ;anuary 1982

From ..................................................... Enter the name of the organization, unit, section, or squad which
issuer the property.

To ........................................................ Enter the name and rank of the person receiving the property.

Hand Rescpt Number ........................................ Enter a locally designated number.

End Item Stock Number ...................................... Enter the stock number of the end item.
End Item Description ......................................... Enter a description of the end item.

Publication Number ......................................... Enter the description of the publication that contains the basic issue
Items list (BlL), mandatory discretionary components, or other

components list for the end Item.

Publication Date ............................................ Enter the date of the publication listed in the -Publication Number"
block.

Quantity .................................................. Enter 'I."

Stock Number .............................................. Enter a description of each component of the end item,

Item Description ............................................ Enter a description of each component of the end item.

..................................................... Enter the Accounting Requirements Code (ARC) of the component
(Pencil ntry).

SEC ...................................................... Enter SEC of the component (pencil entry),

U1 ........................................................ Enter the unit of issue of the component (pencil entry).

QTY AUTH ............................................... Enter the quantity authorized to be on hand (penci entry).

Qantity Columns A through F ............................... I. Enter the quantity on hand for each component listed. Line out
all unused blocks in columns with recorded quantities.

2. Advance all quantities to the next column when quantities
change. Quantities must be advanced when danging hand or sub-
hand receipt holders.

3. The person receiving the property will sign, enter his or her rank,
and date the proper quantity column on the last page (ink entry). The
last page Is the last numbered page. It may be an odd cc even
number. The last page may be reserved for signatur only. (T
original pap will have an original ignatur; the copy may have a
carbon signature.)

Page of Pages .............................. Self-explanatory.

Note: Make all entries in ink or by typewriter unless otherwise stated.

Figure 6-2. DA Form 2082 as a component hand rene-pt-Continued
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY
ADMINISTRATION/LOGISTICS MODULE: 3-4-1

CLOTHINS RECORDS: INDIVIDUAL

DA FORM 7161
PERSONAL CLOTHING REQUEST

REFERENCE:

AR 700-84
1A SUPPLEMENT 1 TO AR 700-84

CTA 50-900
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MODULE 3-4-1

REQUEST FOR ISSUE OR TURN-IN DA FORM 3161

PERSONAL CLOTHING REQUEST

TASK: To recognize key entries required on DA Form 3161.

CONDITION: Given DA Form 3161, IA Supplement 1 to AR 700-84, AR 700-84, CTA
50-900, and guidance within this module.

STANDARD: You must be able to:

1. Determine the eligibility of the individual to receive the clothing.

2. Determine the quantity of personal clothing to be issued.

3. Determine the size of clothing to be requested.

4. Determine if the individual has signed for receipt of the clothing
on DA Form 4886 or 4886-1.

5. Determine that a suspense and completed document file for request
has been established.

REFERENCE: 1A Supplement 1 to AR 700-84, AR 700-84, CTA 50-900.

WHAT TO DO:

1. Insure that the individual the clothing is requested for is eligible to
receive the ciothing.

2. Insure that the quantity of clothing requested for the individual is actually
authorized.

3. Insure that the correct size of clothing is requested for the individual.

4. Insure that a DA Form 4886 or 4886-1 is prepared, quantities of clothing received
are transferred, and the individual's signature entered in the signature block.

5. Insure that requests for clothing with partial fill are placed in the suspense
file, in order to request unfilled items. Copies of completed request documents are
placed in the completed document file under file number 1401-02.
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REQUEST FOR ISSUE OR TURN-IN (X ISSUE ISlER? NO IRQESTHO4.OUERN

(AR 710-9) TU NO T I' 13 ZNA. C NA
1. SEND TO: S. DATE MATERIEL REQUIRED 6. DOAAC 7. PRIORITY I . ACCOUNTING/FUNDING DATA

FACILITY SUP-OiTIINQ UNIT I 0XIT X)AAC
a. REQUEST FROM: 9. END ITEM 9a. NAMEIMANUFACTURER 91k. MODEL 9c. SERIAL NO

VNIT ADDRLSS IDEEN A;/AN/
CODE ISSUE TURN-INV 10. PUBLICATION 11I. joB ORDER No

J-R8F W". F-, Wmo, Ad To zX- E.- CA 090 t
I-R& Info.l R&-P. f ,ySC-SJnv olCharR. UNIT P0-900

no ITOCK NOIENITCITINO SUPPLY POTE
STCENOiTM ESRITINISSUE QUANTITY CODE' ACTION UNIT PRICE TOTAL COST

c d * f 9 h DATE BY

5FX: F0A- 3SAN: GJ02

1 8465-0C-141-AIC932 B3A., Duffle 1I i

2 8..O.-.\-573- 3.ZT, T.vousers 1I~

3 8410-00-339- Ba-ST, 81k 1I~

4 8430- W)0TS, Cmbt, 81k 2 FIR

5 315-OG-3,10-0327 BUCKLE, 3elt, 81k 1 ~
6 415-01-0e4- CAF, Cano 2 SA

'7 :A.]C- 1-CC5- :COA, I oW1, A-3-385 1 1;1

8 3415-Cl-CS*4 - COAT, Caino 3 LA

9 8&.15- COAT, Old vthr 1 &%

10 84106.00- COAT, A'3-344 1 F

11 8415-00-682- GC0';-' Insert 1 PR

12 8415-CC- jLoVLS, 3hell, Ithr 1 PR

13 6_5.3-_- A. -i, re53, Ithr 1 F11

1. 8-5-Ci-C26-5311 i11 &A 'NOTTTA GNTOTAL

1, IS IE,'f. l D ATE B IRVj1. iSsUE OaTY IN, DATE By IS RC 15 I ATE JOT

OQUARTTIY COLINUPL CTO SUPPLY ACTIO
IS REQuESTED COLUMN CLM

FOR 3R6EPLfACES CA FORM 3, 1 JUL . WNI 600( 5 OYAMN RNIGo#C IS? 48 5.SO

DA JN73361*S OERMNTMNTN OFCE11713-3



REQUEST FOR ISSUE OR TURN-IN XXIISSUE JENST NO 6. ODAAC 2.IQSIN .V HR NO

I J. REUS NO 
1cU~

(CONTINUATION SnlEMT [ININ 2 3 ts DD EXP DO)C ic

IL an UNIT SUPPLY tOSTED
NO STOCK NO ITEM DESCRIPION OF QUANTITY C055 ACTION UNIT PRICE TOTAL COST

ISSUE ADAIL y

15 8455-00- I -Iz, BOS, EP 1 LA

16 8455-0.-1C2--t42 ,3G:,, 1U3, -P 2 &A

17 8455-00-082-2376 INSIGN, Hat, E4 1

18 JA3KLT, ,G-388 (SS) 1 &

19 841C-01-C21- JAZKET, ;G-388 (LS) 1 zA

20 8410-01- JACK.FT, AG-344 1 ' A

21 8455-OC-549-5363 3C.A, hite 1 rl,

22 A41u----1c7- 5 J, T.hite 2 .k

23 P435-01-075- 3H013, iress, iemale 1 PR

24 8410-1-C13-9109 AV LOCK, &4 1

25 8410-01-021- KIRT, A--388 1 LA

26 8410-C0-- KIRT, A,'-344 I SA

27 8410-01- LACKSt A-344 1 PR

28 8440-00- k"KS, dooi 3 PR

29 8415-01-084- TROUSERS, Camo 3 FR

0 8465-00-261-6629 NECKLAC:, IU 1 FA

1 5465-00-999-7905 XOL R, Tag, ID 1 L A

32 3455-00- INSIGN, ;R,S4, Cloth 1 PR

33 8455-C0-135-6758 I 33I i, 3, Full Color 1 ;i

34 P455-00-135-9166 ;IIS , , iUblued 4 S'EITOTAL

00 '' 3161-1 mapICS OA FOR 16. I AP "0W6-C 65 OSSOk'.'K *US. G3VLRNWNT PRINTNG OFFICE: 978-25-929

iti



REQUEST FOR ISSUE OR TURN-IN NOIss~ SMt N .OAA .RQES O4VUHSN
(CONTINUATIONY SHEET) ITURN-INI 3 3 !UXIT X:)AC ~xF DCc No

UNIT SUPPOY
NO STOCK NO ITEM DESCEIPTION OF QUANTITY CODE* ACTION UNI PRICE TOTAL COST POSTEDISSUE 

RATE sY

35 8455 .- 4 -17- I f:3I G, R , Subd , mt l 3 PR

36 E455-CQ- I:I.2DN, SR, mtl, gold 2 R

II Nai~r TOTALD A , R M , , , , 1 1 6 1 01 PC K * F O M 3 6 - .1 A R G * N C it s o i a * U .S . G D )V E W 4 4 N T P R I N T I G O F F "I C .E : 1 9 7 5 -Z S 5 - 9



REQOUEST FOR ISSUE OR TURN-IN XX 1.- SNf US O4VECE
(AR 710-2) It.- .EXpENJ1LS DOC NO

1. SEND TO: S. DATE MATERIEL. REQIRED 6. DOOWA ?. PRIORITY .ACOflIPD4GDATA

FACILITY SIJPPORTING UNIT U12T DAC I___________
I. REQUEST FROM: 9. END ITEM IM. NAME/MANUFACTURER W. MODEL IN. SEIAL. NO

UrTAD36JINT N/A N/A, N/A N/A
CODS ISSUE TURN-IN I. PUBLICATION 11. J1oni DNno

AS-U0 Rep-o" o Su.d 7.,,, ~ h'ge CTA 50-900 _ __ N/A

I2. ITEM jUNIT sP~vPSE
NO 57CR No ITEM DESCRIPTION ISSU QUANTITY CODE. ACTION UNIT PI TOTAL COST

0b C_________ d e _ f g DATE SY

SEX: MAX.E NAM:__________ SSANt A)t

1 8465-CC-141-0932 BA3, Duffle 1 !,A

2 840-00-573- BHSLT, Trs, blk 2 ZA

3 8430-00- j!iOT3, Cbt, lthr, blk 2 PR

4 8315-CO05-.513 ~3U KL3, :brass 1 rA

5 8315-00-300-030 iIUCKLE, Black 1 E

6 8L.05-CO-985- C-AF, 3arr, A3-344 1 SA

7 8415-01-084- CAP, Camo 2 4A

8 8405-01--059- COAT, AW, A3-385 1 eA

9 84.i5-Cl1-084- COAT, C;amTo 3 LA

10 8415-X)- xar, .IJ wthr 1 . k

12 E440u--139- LjreIss 1 PH

13 8415-OC--6l2- ZOL0VS, Insert 1 FIR

14 8415-00- 1LOWS3, .3hell 1 PRETOA
SKEETOTALGRAND TOTAL

. IR.UE5UITRN-,IN D ATE I 1 14 7 2R I 0; DAT IT I -H lTI DATE IRV

is REQUESTED I COLUMN I COLUMN

DA IJUN 73 3161 6PAI00OR 11IJU HCSO1Q*E*IJ.9 GOVERNMENT MRINTING OFFICE 1977 -I- 61.0



REQUEST FOR ISSUE OR TURN-IN $Mg. $NO , .' ODAAC 3.',EQU, NO 4. VOUCHE, NO
(CON7TNNUAnON SME97II 2 1 2 UrNIXT SODAAC XP DOCNO.

1.1MUNIT SUPPLYPots
SlO ST OC NO ITEM DiSClIPTION OF QUANTIY CODPRICE OTALCO

ISSUAE UAl. BY
a b __ S ! A

15 8455-00- INSIGN, B03, SP 1 SA

6 8455-00-102-8612 INSIGN, US, P 2

17 8440-00-316-2519 N.3CKTIE, Blk 1 S.A

18 8405-01-077- SHIRT, AS-415 (LS) 1 FA

19 8405-01-077- SHIRT, AS-415 (SS) 1 Z

20 8430-00-559- SHOS, Dress 1 PR

21 844 -100-543- SOOKS, Dress, blk 3 PR

22 8440-00- SOCKS, Wool, OG-408 3 PR

23 8415-01.-084- TROUSERS, Camo 3 PR

24 8405-00- 7- TROUSRS, AG,-344 2 PR

25 8465-o0-261-6629 N3CKLACZ, ID 1 EA

26 8465-400-999-7905 3V0MR, Tag, ID 1 LA

27 8455-C0- INSIGN, R, ZM, cloth I F1

28 8455-OC--135-6758 1*3IGN, 53, FULL COLOR 1 Z-'

29 8455-00-135-9166 NSIGN, 5, Subd 4 ZA

30 8455-00- NSIGN, OR,mtl,gold 2 PR

31 8455-00-107- NSIGN, OR,mtl,subd 3 PR

DA M3161-1 0iPLAC6 *A PORN 2141-4. 1 APR$* W"Ch it 04O0L9T. *U.S. QVERS&ENT PRINTING OFFICEz 1970.255-929
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-4-2

CLOTHING RECORDS:

ORGANIZATIONAL

DA FORM 3645,

ORGANIZATION CLOTHING AND EQUIPMENT RECORD

REFERENCE:

DA PAM 710-2-1, DATED JANUARY 1982
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MODULE 3-4-2

CLOTHING RECORDS: ORGANIZATIONAL, DA FORM 3645

ORGANIZATION CLOTHING AND EQUIPMENT RECORD

TASK: To recognize the key entries on DA Form 3645.

CONDITION: Given a copy of DA Form 3645 and guidance within this module,

STANDARD: You must be able to:

1. Determine that you have a DA Form 3645 for each member of
the unit.

2. Determine the 1405 of the individual for whom the DA Form
3645 has been initiated.

3. Determine what items of organizational clothing and equip-
ment have been issued to the individual.

4. Determine that all totals are advanced.

5. Insure that the individual has correctly receipted for the
items issued.

REFERENCE: DA Pam 710-2-1, Using Unit Supply System Manual Procedure

WHAT TO DO:

1. Check lAA Form 143 and DA Form 3645's on file to insure a DA From 3645 is on
file for each individual assigned to the unit.

2. Check for "Duty 1405" section of the DA Form 3645 (Reference DA Pam 710-2-1,
Fig 10-7).

3. Check the appropriate numbered column of the DA Form 3645 (Reference DA Pam
710-2-1, Fig 10-7).

4. Insure that all totals have been advanced to the next column on any item change.

5. Check the "Signature and Date" section of the DA Form 3645 to insure that the
individual has dated and signed at the bottom of the correct balance column (DA Pam
710-2-1, Fig 10-7).
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MODULE 3-4-2
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-4-3

CLOTHING RECORD, INDIVIDUAL

DA FORM 4886 AND DA FORM 4886-1

PERSONAL CLOTHING RECORD

REFERENCE:

AR 700-84 w/CHANGE 1
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MODULE 3-4-1

PERSONAL CLOTHING RECORD

DA FORM 4886 (EM) - DA FORM 4886-1 (EW)

TASK: To recognize key entries required on DA Form 4886 and 4886-1.

CONDITION: Given DA Form 4886/4886-1, DA Form 3161, AR 700-84 w/ch 1, Aug 80,
1 Army Supplement 1 to AR 700-84, Dec 81.

STANDARD: You must be able to:

1. Insure that you have a personal clothing record for each
member of your unit.

2. Determine whom the clothing record has been initiated for.

3. Determine the quantity of personal clothing that has been
issued to the individual.

4. Determine the sizes of clothing that has been issued.

5. Insure that the individual has receipted for the clothing
listed on DA Form 4886/4886-1.

6. Determine that correct Transaction Codes are utilized.

7. Insure that the conversion statement on page 4 in 1A Suppl
1 to AR 700-84 is entered on DA Form 4886/4886-1 if balance is
carried forward from old clothing record.

WHAT TO DO:

1. Check the unit roster to insure that a clothing record has been established
for all personnel assigned/attached to the unit.

2. Insure that information required in the name block is complete and accurate
on DA Form 4886 and 4886-1.

3. Insure that entries in the Size/Auth Allo/Bal and Short-Over column are cor-
rect and entered in pencil.

4. Check authorized allowances in CTA 50-900 and insure that correct quantities
are entered.

5. Line out (black out) either the "I"1 or "B" in the Initial Issue/Balance
Brought Forward column, depending on reason for establishing the form.
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MODULE 3-4-1

6. Entries in columns 1 thru 8 should show only actual transactions that

take place, based on transaction codes listed on form.

7. Insure that all dates are Julian Dates, and individuals name is typed in

the signature block and signed by him/her.

3
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C 1, A R 7 00-4 15 August 19'-o
AR ~(--

SSUEINKINO - PERSONAL CLOTINN RECORDO - ENLISTED A"N
o Use ot this Foi See AR 700 84, The Nroponew Agency ,4 ODCSI-W

RFAD tMRVA'7 ACT ST4TEMENT ON RFVERSEliETORE COMPLETIVU THIS FOHRt

_________________ ThIS IS A PENMENT RECORD DT

WeaJohnaW. E-1

000m. 000.

PER SOAL EP.WN ITM OB JNII O SUSADrR-

OVER4 10 1121.

A &tie. , uea
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C 1, AlR 700X"4V. A ugus t I B 14) Ar, 705418

ISUE 44-N-K - PERSON~AL CLOTH4ING RECOP-) - ENLISTED WOMEN
For Use of thzs Form, See AIRC~G The Prousonte Agencyv is OOCSLOO;

IAD PJVC C S)~.% A N~F & EiASE BEFORE C0!MF.F7IN THIS FORM

ftA~l ILM FmL 00 GADE AD SS 415 Is A PI4UNENT RECOR0

Doe. Jane WJ. E-1 
AT

O

PE SHAL CLOTHING TEE6 TO E A~~S T OUANTITIES Of ISSUES AND0 TUPRN-IS
MAINTAINED (PARTS A AND S. I/if T DNK ORN.Y
CTASOICOI SIZE ALUAL OVER I 1 2 S 3 1 S 6 7 S

Sens. Trosg. M~ eeb. toke

DA haR we SSI, I Jun3I

TAGO @MhvM AGSI6.III4

3-

aw'".hP.,*m. k. P



15 August 1980 C 1, AR 700-84
AR 700-M

Table 16-1. INSTRUCTIONS FOR COMPLETING DA FORM ___ AND
DA ___ FORM

itff, or coJsInrurdio,

a. Name -------------------- Enter name (last, first, middle inititl) td
SSN (ink, typed, or addressograph entry).

b. Grade ------------------- Enter the grade of individual (pencil entry).

c. Size --------------------- Enter required sizes at time of initial entrty
(periodically confirmed or revised) (pencil
entry).

d. Authorized allowance -------- Enter authorized allowance (pencil entry).

e. Balance ------------------ Self-explanatory (pencil entry).

I. Short or over -------------- Enter difference between authorized allow-
ance and balance (pencil entry). h,- ede
quantity by a plus (-) or a minus (-).

g. I/B ---------------------- Line out I or B (ink entry) and enter quan-
tity on proper line.

A. Date, quantities, signatures... Enter date (ink entry).
Enter transaction code and quantity issued

or turned in (ink entry).
Rule out lines not used (ink entry).
Have individual acknowledge transactions

by signing in ink at the bottom of the
column where the transaction was posted.

Note: Turn-ins are acknowledged by the
supply officer or sergeant (ink entry at
the bottom of the column) instead of the
individual.

i. Transaction codes ----------- A-Used for physical turn-ins authorized in
pLragraph 16-5b (1) and (2).

i3-T ed hen a new clothing fortit i re-
q-:.reJ. See paragraph 1--5c (1) raid (2K,

(-.d mcl- ea physical tur-ins canmot be
n~llde. See paragra.ph 16-, (3) t*ire-:gIh

I-Ued when receiving in:tial cio.Lre:
alowances.

R-L'sed when replacing clothing item- pre-
viously issued.

j Remark................U-ed to inoicate 4theT trtanmctions 'twb a-
inventory, inpet tiow,, and lp(leCt-
tar) i-ue.

TA60 1oA 16-7
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-5-1

ACCOUNTING FOR LOST,

DAMAGED, DESTROYED PROPERTY

DD FORM 362, STATEMENT OF CHARGES

REFERENCE:

AR 735-11, DATED 15 SEP 81
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MODULE 3-5-1

ACCOUNTING FOR LOST, DAMAGED, DESTROYED PROPERTY

DD FORM 362, STATEMENT OF CHARGES

TASK: To highlight important areas on DD Form 362, Statement of
Charges, when used to account for lost, damaged, destroyed
property.

CONDITIONS: Given a completed DD Form 362 and guidance within this module.

STANDARDS: You will be able to:

1. Determine who can use the form.

2. Know how to compute depreciation.

3. Determine limitations of pecuniary liability.

4. Determine correctness in key blocks on the completed form.

REFERENCE: AR 735-11, Accounting for Lost, Damaged and Destroyed Property.

WHAT TO DO:

1. Insure that all individuals, officer, warrant officer, enlisted persons
are afforded the opportunity to use DD Form 362. (Reference Para 2-3.a.
(1) and f.(l)).

2. Insure that the individual is voluntarily admitting pecuniary liability.
(Reference Para 2-3.f.(2)). '
3. Insure that depreciation is allowed for items that are less than new.

(Reference Para 4-19.c)
4. Insure that payroll deduction of the total charge does not exceed one month's
basic active duty pay. (Reference Para 2-3.f.(l)).

5. Insure that the "Class of Property" block states "ORGANIZATIONAL" or "CENTER"
on the DD Form 362. (Reference Table 2-2, p. 2-8 and this module).

6. Insure that the "FOR THE MONTH OF" block contains the pay period in which
settlement is to be effected. (Reference Table 2-2, p. 2-8 and this module).

7. Insure that current unit price is entered after the nomenclature in the
"ARTICLES" block. (Reference Table 2-2, p.2-8 and this module).

8. Insure that depreciation if authorized is reflected in price of article in
the "UNIT PRICE" block. (Reference Table 2-2, p.2-8, and this module).

9. Insure that the individual acknowledges the total charge by the presence of
his/her signature and amount accepted in the "SIGNATURE OF INDIVIDUAL" & "AMOUNT
ACCEPTED" blocks. (Reference Table 2-2, p.2-9, and this module).

10. Insure that you have signed and dated the document in the "ORGANIZATION CON-
MANDER" block. (Reference Table 2-2, p.2-9, and this modwule).
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MODULE 3-5-1

11. Insure that the line number is also entered in the stock number block when
applicable. (Reference Table 2-2, p. 2-8).

12. Insure that the Reportable Item Control Code (RICC) is entered in the "Articles"
block for RICC 1 and 2 items. Also enter "NO RESIDUE" for items not available
for turn-in. (Reference Table 2-2, p. 2-8).

3I
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15 September 1981 AR 735-11

STATEMENT OF CHARGES FOR .,LTAR' PAr ORDER *.Im ; oTS

GOVERNMENT PROPERTY LOST, DAMAGED OR DESTROYED 31 January 1980

- s O F 1 . 0 - T T O R G A N I Z A T I O N A L ,aF-z1 r O R o NT O o 8

CCOUNTABLE OFFICER Company A

H Ist Bn, 584th Inf (WT4KZ4) 1st Bn, 584th Inf (WARWAO) ebruary 1980
STOCK RECORO ACCOUNT OR OTHER PRoSKRTV RECORO OF STATION

Z1-rYLCWpj 8-l , CPT, Intf, Cotmnanding Fort School, VA
OUAN TiSS TOTAL unitr

STOCK NO. ARTICLES 
TOT a

I a I 4 5 7 RTICLS piCE TOTAL

6230-00-264- Flashlight, MX-991/U ($1.30) 1 1 2 .97* 1.94

87fo

8405-00-240- Liner, parka, mans, mohair, 1 1 9.58* 9.58

2461 (L70720) frieze, 00, shade 107
($10.65)

8405-00-223- Parka, mans, ctn-nylon 1 1 11.38* 11.38

7623 (N69904) oxford, OG, shade 107, wo

liner ($12.65) RICC 2
No Residue

*Depreciation allowed

GRAND TOTAL 122.90

CERTIF ICATE OF RESPONSIBLE INOIVIDUALS

I certify that my signature hereon consititues:
a. An authorization to recover the amount of indebtnens by payroll deduction.
b. An affi rmatin that the articles are not now in my possession.

c. An agreement to turn in to the appropriate supply officer all articles later recovered, it being understood that the United States

Government retains title to the articles listed hereon.

0 OGNATURE OF INDIVIDUAL S AMOUNT ACCEPTED

No NAME. GRADE AND SOCIAL SECURITY NUMER CAUSE FOR CHARGE TOTAL CARGE5 OIIIDAAMOR ACCEPTED

NAME Mever, A. S. Lost Govt I

m.o PFC ETS: 7 Apr 82 Property $12.35

PCS: 15 Feb 81 aZ&_____1711A._ __/_.3-

.A-E O'Boyle, P. A. Lost Govt
SGRcE GS-7 ETS: N/A Property $ 9.58

PCS: N/A _ _ __ _" _ _ t _.__

NAME Wrigt, 1. M. Lost Govt
SGRADE CPT ETS: Indf Property $ .97

PCS: 17 Nov 81 1.9

5 GRADE

SN.

a GRADE

jN ME

GRA NO TOT AL $22. 1

ORGANIZATION COMMANDER DISBURSING OFFICER OR PAYROLL CERTIFYING OFFICER
The statements hereon are complete snd correct. alt damaged The chare set ojiposite the name Of each person lited hereon has

property has been disposed of in accordance with curerenit direc- h hremtopst h aeo ahpro itdhro a

tives 5sthe chse boen computed in accordance with the been entered on the appropriate pay record Or payroll, or DO Form 139

sisa of AR lI 'A Fnf 67-1 for UISA F). h e been prepared and forwarded for collection.

OATE o i A NTEA11TIfiK DATE BIG AnFE

31 Jan 80 FRANK B. CAMPELL Feb 80 e.-ooaTv voucNehrNumt"

I CPT, Inf WT4JB6-0031-0014

OR 362 .. LAC. OnF.. .. . 1 St . WHICH MAT 8 U169O UNTIL. .. AU.TEC.

DD IFWANT. 362
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-5-2

ACCOUNTING FOR LOST,

DAMAGED, DESTROYED PROPERTY

DD FORM 1131, CASH COLLECTION VOUCHER

REFERENCE:

AR 735-11, DATED 15 SEP 81
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MODULE 3-5-2

ACCOUNTING FOR LOST, DAMAGED, DESTROYED PROPERTY

DD FORM 1131, CASH COLLECTION VOUCHER

TASK: To highlight important areas on DD Form 1131, Cash Collection
Voucher, and its use in accounting for lost, damaged, destroyed
property.

CONDITIONS: Given a completed DD Form 1131 and guidance contained in this
module.

STANDARDS: You will be able to:

1. Determine who can use the form.

2. Determine depreciation allowances.

3. Determine limitations on pecuniary liability.

4. Determine correctness in key blocks on the completed form.

REFERENCE: AR 735-11, Accounting for Lost, Damaged, Destroyed Property.

WHAT TO DO:

1. Insure that all individuals, officer, warrant officers, enlisted persons and
civilians are afforded the opportunity to use the form. (Reference Para 2-3.)

2. Insure that no sensitive items are included in the use of the form. (Reference
Para 3-12).

3. Insure that individuals voluntarily request the use of this form for the ac-
counting of lost, damaged, destroyed property. (Reference Para 2-3).

4. Insure that depreciation has been computed IAW Para 4-19, AR 735-11.

5. Insure that individuals using the form do not exceed one month's active duty
pay on cash payment for lost, damaged, destroyed property. (Para 2-3T.

6. Insure that your document number from your non-expendable document register
is annotated in "RECEIVING OFFICE COLLECTION VOUCHER NO." block. (Reference Figure
2-1, and this module).

7. Insure that depreciation when allowed is computed and annotated in "AMOUNT"
block. (Reference Figure 2-1 and this module).

8. Insure that three concluding statements are written verbatim after the last
entry on the form in accordance with Figure 2-1, AR 735-11.

9. Insure that the current unit price, Reportable Item Control Code (RICC) for
RICC 1 and 2 items, the line number if applicable, quantity and unit of issue and
the words "NO RESIDUE" for items not available, be annotated after the nomenclature
in the "DETAILED DESCRIPTION OF PURPOSE FOR WHICH COLLECTIONS WERE RECEIVED" block.
(Reference Figure 2-1).
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COMMANDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-5-3

ACCOUNTING FOR LOST,

DAMAGED, DESTROYED PROPERTY

DA FORM 4697, REPORT OF SURVEY

REFERENCE:

AR 735-11, DATED 15 SEPTEMBER 1981
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AR 735-11 15 September 1981

DISWBURSING Orica COL tLCTIo VOUCHn NO.

CASH COLLECTION VOUCHER R=saIVIN @pricE COLLECTION4 VOUCERt no.
WT5KA-0036-0015

AC1VITY (/ mi MW I Je (amd w ZL Cod.)

84th Supply & Service 8n., Fort School, Virginia97 a AMERUIi.mm .. Bid. Inl mRwooAaw

ILT, FC 5 February 1980

AXURViTY (Nm Imad moUeJN (ho d.ZLE Cd.)

Finance Office, Fort School, Virginia

:~ ~URSNOOPUC(haftof &,m BU M biSMUNSING STATION DAYS RECSIVID UUJOPT To

!o 'John C. McIvey
a Finance Officer 7 February 1980

PEftIOut FROM TO

SAYS HABIB OF ngryfU DTAILVO 09CNIPTION OF ACCOUNTHeD PURPOE ZIOR W-toH AMOUNT
RD•OR N COU.KCTIONS WERE RaCEIVED IPICT

- aiet 0:'alyCPT Accy kit, MKl506/VRC $434.00*
5815-00-402-5308
I ea, $482.00, RICC 2

A020122, No residue

SGT Sleeping bag, artic 36.90*

8465-00-264-5084
I ea, $41,00, RICC 2

T71706, No residue

(dulian D. Edmondson, Mask, prot, ABCM17 S 36.17*

GS-7 4242-00-542-4450
1 ea, $40.18, RICC 1
M11895, No residue

Used instead of an inves igation, para 2-3, AR 35-11.

The signatures hereon ar ! agreements to turn in to the prop4 r supply officer all
articles later recovered. It as understood that the Government will retain title

to th articles listed on this form.

*Depreciation allowed pe paragraph 4-19, AR 73 11.

TWAL. $507.07 -
DD 1131 REFLA EDmoNop I *,u.wrNeOU.TLVm

Figure 2-1

2-6
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MANDATORY REQUIREMENTS FOR A REPORT OF SURVEY
OR AN AR 15-6 INVESTIGATION

a. A report of survey or an AR 15-6 investigation will be prepared for items
recorded on property books when--

(1) A sensitive item is lost or destroyed. A report of survey or AR 15-6
investigation is not mandatory for damaged sensitive items. See AR 190-11 for
requirement for a mandatory AR 15-6 investigation. The ARNG will refer to NGR
190-li.

(2) Directed by higher authority or other DA directives.

(3) Property loss is disclosed as a result of change of accountable officer's
inventory.

(4) The value of the damages or shortages in occupied Government quarters
(real property and furnishings combined) or Government furnishing in non-Government
quarters exceeds the responsible person's monthly basic pay.

(5) A person admits liability and the loss, damage, or destruction exceeds the
person's monthly basic pay.

(6) A person refuses to admit liability by signing a statement of charges or
cash collection voucher or replacing the item in kind.

(7) The total handling loss of a specific bulk petroleum product is above the
allowable loss for that product, and the dollar value of the total loss is greater
than $250.00. (See AR 703-1).

b. An investigation conducted according to AR 15-6 may be used instead of a report
of survey. When used, the AR 15-6 investigation will be processed through the
survey channels as specified in chapter 4. Use paragraph 3-27 as a guide when
deciding which action should be taken.

(Reference Para 3-12, AR 735-11).
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MODULE 3-5-4

ACCOUNTING FOR LOST, DAMAGED, DESTROYED PROPERTY
DA FORM 4697, REPORT OF SURVEY

TASK: To emphasize when to use DA Form 4697 and highlight key areas
on the form when accounting for lost, damaged, or destroyed
property.

CONDITIONS: Given completed DA Form 4697 and guidance set forth in this
module.

STANDARDS: You will be able to:

1. Determine when it is mandatory to use the form.

2. Know the processing time of the form as required by FUSA.

3. Determine the correctness of the form.

REFERENCES: 1. AR 735-11, Accounting for Lost, Damaged, Destroyed Property.

2. FUSA letter, Subject: Property Accountability for Lost, Damaged,
and Destroyed Property (USAR), dated 28 Feb 79, with change dated
9 Jul 79.

WHAT TO DO:

1. Insure that situations requiring mandatory submission of reports of survey are
followed. (Reference Para 3-12, AR 735-11 and this module).

2. Insure that action on a report of survey is initiated not later than the first
subsequent MUTA-4. (Reference FUSA Letter, dated 28 Feb 79).

3. Insure that Block 3, DA Form 4697 is annotated "ORGANIZATIONAL", "INSTALLATION"
(Center), or "REAL PROPERTY". (Reference Table 3-1, AR 735-11 and this moduli).

4. Insure that Block 16, DA Form 4697 has your document number. (Reference Table
3-1, AR 735-11 and this module).

5. Insure that at the time of assigning a document number to the survey on lost
and destroyed property, all property records pertaining to the items are posted and
quantities decreased accordingly. (Reference Para 3-10, AR 735-11).

6. Insure that serial numbers, RICC for RICC 1 and 2 items and the words "NO
RESIDUE" for items not available for turn-in, are annotated in Block 7, DA Form
4697. (Reference Table 3-1, AR 735-11 and this module.)
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MODULE 3-5-4

7. Insure that extended dollar value of items surveyed are annotated in Blocks
9 and 10, DA Form 4697 (TEST). That is, 2 each @ $8.50 equals $17.00 in Blocks
9 and 10. (Reference Table 3-1 and this module).

8. Insure that specific dates and curcumstances are provided in Block
11, DA Form 4697, aq pertinent to the lost, damaged, or destroyed property on the
survey. (Referen--e Table 3-1 and this module).

9. Insure that any facts pertinent to the report of survey are attached as
exhibits and properly annotated as such. (Reference Figure 3-1, and this module.)

10. Insure that the individual provi&ing the dates and circumstances signs in
Block 12, DA Form 4697 (TEST). (Reference Table 3-1 and this module).

11. After the survey officer has completed his findings and recommnendations
(Block 26), has forwarded the survey and actions have been taken, insure that
annotations are made in Blocks 26, 27, and 37, DA Form 4697 (Reference Table 3-1
and this module).

12. Insure that appointing and approving authorities have signed in Blocks 36b
and 39d, respectively. (Reference Table 3-1 and this module)
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MA~,T~/RG~t~rmeAT-S
FDA At k.Epot7PT oF sg
0 A- AW Ak ~~SZ,7O

.Bat. Mandatory requirements for a report..!
survey or an AR 15-6 Investigation, a. A report
of survey or an AR 15-6 investigation will be
prepared for items recorded on property books
when-

(1) A sensitive item is lost or-destroyed.
A report of survey or AR 15-6 investigation
is not mandatory for damaged sensitive items.
See AR 190-11 for requirement for a manda-
tory AR 15-6 investigation. The ARNG will
refer to NGR 190-11.

(2) Directed by higher authority or other
DA directives.

(3) Property loss is disclosed as a result
of change of accountable officer's inventory.

(4) The value of the damages or shortages
in occupied Government quarters (real prop-
erty and furnishings combined) or Government
furnishing in non-Government quarters ago,
ceeds.-the -responsible person's monthlr- basic
paY.

(5) .Aper4n. admitsliability, andnthqk
loss, damage, or destruction, exceeds the per-
son's monthly basie'pay.

(6) A perso-refuses 7to'-admit liability
by signing -a- sta-teie'inf if -charges or cash
9o~lection voucher or replacing the item in-kind.-

(7) The..totaL handing.Joss of .a p.pec'fc
bqlkjktroleum product is above the allowab e
Lpsforithat product, and. the dollar value of
thief WIoTss' is'greater thWi$250.00. (See AR
70S-1.)

b. Ai vjgation sonnd.ctedaccording tQ

kw~j,. Whenised; the AR 15-6 investigation
wilL-be -processed throughitheburveyehannels
as specified in chapter 4. Use paragraph 3-27
as a guide when deciding which action should
be taken.
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%- 75-1 1 15 September 1981

DEPARTMENT OF THlE ARMY 1.DATE PREPARED 2, SURVEY NUMBER
REPORT OF SURVEY

For . of @ this torfn. ae AR 736-11: th proponent ancy to ODCSLOG 20 January 1Q8 f) 10-fln
3. TYPE OF PROPERT1Y -4. -ADDRESS 01 ACCOUNTABLE OFF ACERt
organizational DEGIC, 10th Inf Div, Ft Blank, TX 78234, UtC, WARVAA

1P urp""" y, W= g,'ffF'O7th Sig B.E, UIC: WARBAD

B.7. 8
NATIONAL STOCK NUMBER ITEM DESCRIPTION S Y UNTPIC 0OALCS

1. 6650-00-530-0974 Binocular 7x50 Military Reticle, I a $350.00 $350.0C
(B67218) M17A1, SN: 24567

2. 5180-00-672-2611 Tool Kit, General Mechanics, Light
(W38895) Weight

Comp~nent Loss
5110-00-241-9148 File, Hand I ea 1.80 1.80

5120-00-061-8541 Hammer, Hand 1 ea 6.75 6.75

5120-00-240-5328 Wrench, Adjustable 1 ea 3.60 3.60
Grand Toial $362.15

11. DATE ANO CIRCUMSTANCES
On 12 January 1980, after a joint inventory between me, CPT Philip B. Murphy, 
Commzander, CO A, 307th Signal Battalion and my replacement, CPT George C. Piercy, 
the items listed above were discovered missing. After a complete search of the area, I was
unable to locate the missing items. The last time I recall seeing the binoculars was during
the maonthl~y inventory on 10 December 1979. 1 definitely recal) seeing them on that date, as 1
had just returned them to the company safe from my quarters, where I was using them to spot
birds. The binoculars are normally stored in a locked container in the company orderly room.
I had one key to the container. The second key was maintained in the company key box, which
is controlled by the company first sergeant, lSGT Ronald Campbell, , or the company
CQ (Exhibit A). The binoculars were not present during the joint inventory on 12 January
1980. Th.e tool kit was inventoried when I took cormmand 2 years ago. I die not inventory it
again because the tool kit was excess to the unit. There was no need to reinventory it
because I was the only user of the tool kit. I kept the tool kit stored under my desk.

miy knowle e and belt ief tearticles of public
Drp"n shownt above anclJo D" anha ~1 T~E N AME, GRADE INAEAND RD tpeedsn

wer lost, destroved. clanaecl. or wonm out in the P PB.MURPH' CPT, SC NA4 z~v e.;0049
nianne. rcitd. w9heIn thispuJbicervc. WALTER C. BACWELL, CPT, Adj

14. DATE Is. NAME, GRADE. AND SIGNATURE OF ACCOUNTABLE OFFICER 16. DOUMENT NUMBER

21 Jan 80 DNALD M. JONES, CW4. USA 'D 4 WK5-0021-0025

17. APPOINTING AUTHORITY

I hae freiest the eidwne. pertairuing to thle los, dgeid, or olartroyed property, and howe determined thin the following Mion is
required

a. 0 No further ilarlipirtioll is required. There is no postiverne of negiigres. I no not suspeci willful host
Wt 08".W--e -nuoth Vt.I a lorware alN Gossineni to the sowcot54 WVVWTho tor 111-e1 alr. (P ovi; d to blocS 37.)

b. The cimrunaenes srrounding the lost. darnaled or dealrior, warranl u,*We inveesteeiws. tProcted to biock 21.)
-. a odc n inwaestitoI ancording to A R 1146. Attach this document, mn ettebit. to the itvneesgtion will torerd itothe

rah~un - roc~y.

lB. DATE 19B TYPED NAME, GRADE. AND TITLE OF APPOINTING AUTHORITY 120. SIGNATURE
31 Jan g0 LEROY J. WEATHERS, LTC, SC

Commander, 2d Sig Bn ..
DA ~ 4687DA FORM dIBBITEST). t JIUL 70 AND DA FORM 461171TESTA
DA 11113,71'W7 1JUL 79 AAE OB11SOLETE.

Figure 3-1
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AR 735-11 15 Septemsber 1981

21 APOINTING AJTNORITY 22. STATION 23. DATE

HQ. 307th Signal Battalion Fort Blank, Texas 78234 31 Jan 80
26 NAME GRADE OFSURVEYINGOF FiCEA

CPT Robert A. Smith

yOU ARE APPOINTEDSUR~VEYING OFFICER BY ORDER OF LTC Leroy J., Weathers
(Typed ,ner ?d~e of 45p0.nRIM9 iludtoniv)

26 FINvDINGS AND RECOMMENDATION

I have8 #90..nec 8al 18' " al n.08evcm 8s sh0rnm in exhb$~'L.... A S ...L. E n ,neaa a. e8D5181 lt.8*

a, ~. 80I ~asaf naru a,.c.,s518 Ie'.n o,8100 staraa t. Ies cost SJL,5wr lost as the
result of negligence on the part of CPT Philip B. Murphy,  CPT Murphy

failed to properly secure the listed items. According to the statement of ISGT Ronald
Campbell , (Exhibit B),I CPT Murphy on several occasions used the missing
items for personal purposes. lSGT Campbell also established the fact that the security

of the missing items was compromised by CP7 Murphy, and CPT Murphy degraded the unit's

key control system. SGT John C. McMullen, certified (Exhibit C) that he was

unable to convince CPT Murphy to allow. him to either secure' the tool kit or turn it in

as excess. The certificate of the unit clerk, SP4 David Jones,  (Exhibit D)

establishes the fact that CPT Murphy often returned the missing binoculars and simply
laid then on the safe instead of securing them. The listed items were depreciated

accordi ng to paragraph 4-19, AR 735-11. The actual loss to the government is $325.93
(Exhibit E).
Recom~endation: That CPT Philip B. Murphy,  be held liable in the amount of

S325.93 and all others be relieved from property accountability and resoonsibility far

thse missing items. CPT Murphy's monthly base pay at the time of the loss was $1,514.70.

(See continuation sheet)

a ACTUA,.. OSS 1, AMOUNT CHARGED c LOSS TO GOVE-NME\-

z~wEo ECNCYC 1$G 325.93 S325.930
; A-1 29. TVP6O NAME GRADE OF SWAVEVING OFF-CEe J SIGNATURE

2~Feb 80 C PT Robert-A. Smith ioi

I1,. e" examine the 9,80,855 an0 recomeflhmfl,0.,,, i ns Surnynsn OIro on tis report at ass" 880 the

to- - ad-0 Z: S,,& t ther 8 8 statement -em s att8ched hereto. R 0 c 0c ro~r Iesir to 8 mak a W111 I sm, 6M18

lised 'nan.,858 Invrgtt 990.ies 'sm'U.08 of .nisoeieness I om am1 no1 the accountaite' 091.019 f01 ins iost 0, 08898980o orpt0

3' DATE 32. 15850 NAME GRADE OF INOI0IAi BEING t,,AFc. 0 SIGNA
T

oREt

21 Feb 80 CPT Philip B. Murphy ndl Cd~iIj
3 RCOMMENDATIONa, '3' COMMENTS - U

AU~THOIY Because of the potential financial hardship on CPT Murphy,

K COmCLUF irecommend the charges be prorated over a 3-month period.

Z:NON-CONCI.Jl

5 as l 38.1 IPD NAME GRADE & T11LE 08 APPNING ^VT. I a 'ONATILORE

LTC Leroy J. Weathers,

28 Feb 80 7Commander, 307th Sig Bn j e-
3: AP*ROVING LT0OPT

a D REJECTED nn,',o ,s~. ~oIs'~oo ~~ 1$38 PECU.NIARY CHIARGE

a Z. RE..ECIED Ageg~8I0 -.58', AOI ions, i8,ormner~p8 #Q-0o' I..........81

C .PRVDI UHRT F H EA7A rTEAm To hold CPT Philip a. ACTUA. LOSS

B. Murphy,  pecuniarily liable in the amount of $325.,93. $359
Accountability has been discontinued. CPT Murphy's monthly basicl32.9

pay at time of loss was $1,514.70. Recosmmend the charges be baOUNTcHARGEP

prorated over a 3-month period. j$325.93
C LOSS TO GOVERNMENT

39. DATE 60. rW NOSE. GRADE & IWrLE 0F APPIROiNG AVTm 0 5'O.NAYI'uE
CO2L John H. Johnson

7 Mar 80 Commander, 2d Sig Bde ~L e

Figure 4-1
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COMMAIDER'S WORKBOOK FOR GROUP: SUPPLV

ADMINI STRATION/LOGISTI CS MODULE: 3-6-1

FORT BRAGG PHYSICAL SECURITY FORMS

FOR ARMS/ARMS ROOM INVENTORY AND CONTROL

FB FORM 2488 SERIES

REFERENCES:

XVIII AIRBORNE CORPS AND FORT BRAGG LETTER,

SUBJECT: IMPLEMENTING INSTRUCTIONS FOR THE USE OF

FORT BRAGG FORMS 2488 THRU 2488-5 DTD 6 DEC 77,

AND

XVIII AIRBORNE CORPS AMD FORT BRAGG LETTER,
SUBJECT: IMPLEMENTING INSTRUCTIONS FOR

USAR USE OF FORT BRAGG FORMS 2488-2488-3
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MODULE 3-6-1

[ORT B3RAGG I'IWYSICAL SLCURITY FORMS

FOR ARMS/ARMS ROOM INVENTORY AND CONTROL

FS FORMS 2488 SERIES

TASK: To recognize key entries on Fort Bragg Forms 2488, 2488-1,

2488-2, 2483-3, 2488-4, and 2488-5.

CONDITION: Given:

1. FB Form 2488, Monthly Weapons and Ammunition Physical
Count/Inventory

2. FB Form 2488-1, Weapons and Ammunition Receipt Register

3. FB Form 2488-2, Arms Room and Intrusion Detection System
(IDS) Control Register

4. FB Form 2488-3, Quarterly Serial Number Inventory of
Weapons and Ammunition

5. FB Form 2488-4, Arms Facility Key Inventory

6. FB Form 2488-5, Maintenance Facilities Weapon Control
Register

7. Guidance within this module.

STANDARD: You must be able to:

I. Determine the types of weapons stored in the Arms Room.

2. Determine the types and quantities of weapons signed
out of the Arms Room.

3. Determine the total number of weapons stored in the
Arms Room.

4. Determine the name of the individual conducting inventory.

5. Determine date/time inventory was conducted.

6. Determine date/time weapon was issued.

7. Determine type weapon that was issued.

8. Determine serial number of weapon issued.
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M4OULE 3-6-1

9. Determine to wham the weapon was issued.

10. Determine who received the weapon when it was returned.

11. Determine date(s) entry was made into Arms Roam.

12. Determine the purpose of entry into Arms Roam.

13. Determine who unlocked Arms Roam.

14. Determine who locked Arms Roam.

15. Determine responsible person for actions upon entry
i nto Arms Room.

16. Determine the type of amunition in Arms Roam.

17. Determine the number of rounds of ammunition assigned
to the Arms Room.

18. Determine the number of rounds present in the Arms
Roam.

19. Determine the number of bayonets assigned to the unit

20. Determine the number of bayonets present in the Arms
Roam.

21. Establish the name of individual conducting quarterly

22. Determine the total number of weapons stored in Arms
Room at time of quarterly inventory.

23. Determine the serial numbers of all Arms Room keys.

24. Determine the name of the individual relieved from
responsibility of the Arms Room keys.

25. Determine the name of the individual accepting responsi-
bility for the Arms Roam keys.

26. Determine the serial number of the weapon turned in
for maintenance, and the unit to-which it is assigned.

27. Determine who turned in the weapon for maintenance.

28. Determine who the weapon was issued to for evacuation -

to WOD.j
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MODULE 3-6-1

REFERENCE: 1. XVIII Airborne Corps and Fort Bragg Letter, Subject:
Implementing Instructions for the Use of Fort Bragg
Forms 2488 thru 2488-5, Dtd 6 Dec 77.

2. XVIII Airborne Corps and Fort Bragg Letter, Subject:
Implementing Instructions for USAR Use of Fort Bragg
Forms 2488 and 2488-3.

WHAT TO DO:

1. Check the entry in Section one of the Fort Bragg Form 2488.

2. Check the entry in Section one and three of Fort Bragg Form 2488.

3. Check the entry in Section four of the Fort Bragg Form 2488.

4. Check the entry in Section six of Fort Bragg Form 2488.

5. Check the entry in Section eight of Fort Bragg Form 2488.

6. Check the entry in "Weapons and Amnmunition Issued" section of Fort
Bragg Form 2488-1.

7. Check the entry in "Type Weapon" section of Fort Bragg Form 2488-1.

8. Check the entry in "Weapon Serial Number" Section of Fort Bragg Form
2488-1.

9. Check the entry in "Issued To" section of Fort Bragg Form 2488-1.

10. Check the entry in "Weapon Returned To" section of Fort Bragg Form

2488-1.
11. Check the entry in "Date of Entry" column of Fort Bragg Form 2488-2.

12. Check the entry in "Purpose" column of Fort Bragg Form 2488-2.

13. Check the entry in "Unlocked By" column of Fort Bragg Form 2488-2.

14. Check the entry in "Locked By" column of Fort Bragg Form 2488-2.

15. Check signature of individual in "Signature of Responsible Person"
column of Fort Bragg Form 2488-2.

16. Check the entry in "Type Ammunition" column of Fort Bragg Form 2488-3.

17. Check the entry in "No. Rounds Assigned" section of Fort Bragg Form
2488-3.

18. Check the entry in "No. Rounds Present" section of Fort Bragg Form
2488-3.
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M4ODULE 3-6-1

19. Check the entry in "Nw. Bayonets Assigned" section of Fort Bragg
Form 2488-3.

20. Check the entry in "No. Bayonets Present" section of Fort Bragg Form
2488-3.

21. Check the entry in "Signature of Inventory Officer and Data" section
of Fort Bragg Form 2488-3.

22. Ascertain the sun of entries in "Present and Not Present" column
of Fort Bragg Form 2488-3.

23. Check the entries in Section one of Fort Bragg Form 2488-4.

24. Check the entry in Section two of Fort Bragg Form 2488-4.

25. Check the entry in Section three of Fort Bragg Form 2488-4.

26. Check the entry in "Serial Number and Unit" column of Fort Bragg
Form 2488-5.

27. Check the entry in "Turned In By" column of Fort Bragg Form 2488-5.

28. Check the entry in "Issued to (Evac)" column of Fort Bragg Form

2488-5.
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WEAPONS AND AMMUNITION PHYSICAL COUNT/INVENTORY (Movvwrvy)

1 TVPEOF SIGNATUHE OF PURSONS

WEAPON Nd&. KEY BAY RELIEVED AND ACCEPTING DATE

CUS1ODY OF ARMS ROOM TIlhM

. l E, 7E

IN ARMS ROOM Ala 4/ 5Ie pAMC'-,,5
3. "'Ate 700 N/A

SIGNED OUT v V 6. ACCEPTED: 6.DATE'TIME

4. &w SELf'

TOTA L w- /iW. A1111

2. - S. RELIEVED: .DATEITIME

IN ARMS ROOM -
SIGNED OUT 6. ACCEPTED: 8, DATE/TI

4.
TOT AL_______________I

2. 
S. RELIEVED: 7.DATErIME

IN ARMS ROOM

3.

SIGNED OUT 6. ACCEPTED:

4. g
TOTAL

2. 5. RELIEVED. 7. DATETIME

IN ARMS ROOM

3. ___ __ __ __EE_

SIGNED OUT 6. ACCEPTED: 8. D"TE'IIME

4.

TOTAL

2. 1 r. RELIEVED. 7. IATEITIME

IN ARMS ROOM

3. _____________

SIGnE OUT 4"-,-3 A"TED
4.

REMARKS 9. SIGNATURE OF VERIFYING OFFICER:

r Om. 2466. I 0cc 77

4 ,-

"" ..p



WEAPONS AND AMMUNITION RECEIPT REGISTER PAGE OF PAGES

WEAPONS AND TYPE RACK AMMO. WEAPON ISSUED AMMO WEAPONS ANDAMMUNITION P ISSUED y RTN AMMUNITION
AMMUNITNIONp SERIAL m

ISSUED {Nm.bw NJumER ISSUED TO SINSATUREV IloftdM WEAPON RETURNED TO umbrw RETURNED
DATE TIME of oufd IStowntur.) Round* DATE TIME

i.0

73 10M 24814 I DEC 7

T lii'

_ _ I . . . _ -I I . .. . [ 1_4L l f i m



ARMIS ROOM AND INTRUSION4 DETECTION SYSTEM (IDS)

ir It 190-11

TYPE Cl AL AIM
2NLOC ED By LOCKED BY CHECKED BY ACTIVAIIO'l

- - -
1 N U 'C IL'A.JA l.ETIME DATE F~~T.W hI5 As .V ~ ~ gjTEInMRT SC,~.

rs ibim 24ba-Z J. nw. 71



InUM9e y ,$0& SMUAL W1~t fLVMflrM IV SLMS ALI) AN1UIIION
THE FOLLOWING DU'lV AMMUNITION AND BAYONETS WERE INVENTORIED

1* 2. 7. .
11.0 N OUD 40 M OUNDS .G. 3A4sVVL,N, t,o%, .f .,o±2 .t, .. *,I ,2,... Zff;JRl~fM fhE *CCA . ..

STATEMENT OF *NVINTOMY OFPSCSF

__iNAURP Of INVENTORY Of FICER AND DATE

.

IF

2 br 4833 I'Dec 77

7T''

T .

• _ I . .. , . .. . ..,.. _ II. I .ll . . Il ..I.. . .. .. __ ._. .. .. ..L - . ... . . .. . . . ,ff- - w .



tt1'n1MY SM~AL NM DM4W2I OF WEAPW AM) AW1UTIn
fbrt firagg St~p1 1 to AR 190-Ul

IT/FACILITY 
-F TIN 2

litydby ., . f~olflyudOm bv..- 6 -nnyRtai tr~ if §apebl~f$) d.l oth n.inu

-I----- I
~~~~~~ ------------------------------------------------------------------- '

I.)P.

Ooui~i.;ofV om28- 1 Dec 77 ---



KEY INVENTORY -- ARMS FACILITIES

PERSON ACCET TIC/
RECK[VIC :;fion OF

KEY SERIAL NUHB___ ARMS ROOM S w:[xfURE TI.M
2. RELIEVED

3. ACCEPTED
Uo

1. 2. RELIEVED

3. ACCEPTED

L 2. RELIEVED

,.3 ACCEPTEDD

I. 2. RELIEVED

3. ACCEPTED

t/4

1. 2. RELIEVED

3. ACCEPTED

5. REMARKS: 4. SIGNATURE OF VERI- DATE/

FYING OFFICIAL TIME

PRINT

SI.ATRE

Form 2488-4-
I Do 77 '
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COMMAtIDER'S WORKBOOK FOR GROUP: SUPPLY

ADMINISTRATION/LOGISTICS MODULE: 3-6-2

PHYSICAL SECURITY OF WEAPONS

REFERENCE:
AR 190-11
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MODULE 3-6-2

PHYSICAL SECURITY OF WEAPONS

TASK: To emphasize key aspects of physical security as it applies
to arms and arms room control.

CONDITION: Given the guidance in this module with reference to AR 190-11.

STANDARDS: You will be able to:

1. Verify who is assigned a specific weapon.

2. Determine the frequency for unannounced inventories.

3. Verify the key/lock custodian.

4. Determine the maximum number of on the unaccompanied
access roster.

5. Determine the storage requirements of the firing compon-
ents of small arms.

REFERENCE: AR 190-11, Physical Security of Weapons, Ammnunition and
Explosives.

WHAT TO DO:

1. Insure that each individual is issued a DA Form 3749, Weapons Receipt
Card for his/her assigned weapon. (Reference 2-5b(l)).

2. Insure that DA Form 3749, Weapons Receipt Card is turned in to the
Arms Room when the individual is drawing his/her assigned weapon.
(Reference 2-5b(l)).

3. Insure that unannounced inventories by your next higher headquarters
are conducted quarterly. (Reference 2-5a(4)).

4. Insure that the required locks are used to secure arms storage containers
and facilities. (Reference 2-8.)

5. Insure that keys to arms room are properly maintained, inventoried,
rotated and accounted for by authorized individuals. (Reference 2-8c..)

6. Insure that a key and lock custodian has been appointed. (Reference 2-8d.)
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MODULE 3-6-2

7. Insure that unaccompanied access roster is limited to seven people

including the commander with a satisfactory NAC or ENTNAC. (Reference 2-13a.)

8. Insure that all small arms are temporarily inoperable by removing firing
* components. (Reference 2-16 and Figure 2-1.)
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MODULE 4-1

DA FORM 2970, SUBSISTENCE REPORT

AND FIELD RATION REQUEST

TASK: To emphasize key aspects of DA Form 2970, Subsistence Report
and Field Ration Request

CONDITION: Given, a DA Form 2970, and guidance within this module.

(STANDARD: You must be able to:

1. Know who is responsible for preparing this form.

2. Determine if the figures are correct.

REFERENCE: AR 30-1, The Army Food Service Program.

WHAT TO DO:

1. Insure that a DA Form 2970, Subsistence Report and Field Ration Request
(Feeder Report) is prepared at the orderly room. (Reference Appendix F)

2. Insure that the figures entered on line 3, coluns b and c reflect the
total number of assigned and attached enlisted personnel present for drill.
(Reference para 3-47.1 and Appendix F).

3. Insure that a copy of the DA Form 2970 is furnished to the food service
sergeant for consolidation, further preparation, and filing. (Reference
Appendix F).

4. NOTE: Total number of assigned and attached enlisted personnel present
for drill on DA Form 2$70 113v the total number of enlisted personnel
present for drill as indictei onte DA Form 1379, Unit Record of Reserve( Training.
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SECTION A -SUBSISTENCE REPORT
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____ Sf I (e~f)a _c , d ef

ASSIGNED AND ATTACHED ACTIVE ARMY ENLISTED PERSONNEL (WEEKDAYS)

2. AUTHORIZED TO BE SUBSISTED
'WITHOUT REIMBURSEMENT

ASSIGNED AND ATTACHED ACTIVE ARMY ENLISTED PERSONNEL (WEEKENDS & LEGAL HOLIDAYS)
AUTHORIZED TO BE SUBSISTED

WITHOUT REIMBURSEMENT
_SECTION B - FIELD RATION REQUEST

REGULAR MEAL SHORT ORDER/BOX LUNCHES

4. DATE(S) FOR WHICH MEALS ARE ROR I

5. NUMBER OF BREAKFAST
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'** ~ __ _ _L

HEADCOUNTBR I
OIR
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FOR WHICH CASH PAYMENT D
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YROLL DEDUCTION OR
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TRANSIENTS F-R
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0.BR__.l

15. SERVICE AND COMPONENT B !
iSpec.*y) L

I (__ _ _I_ __ __

16. SERVICE AND COMPONENT '__i

REMARKS

DATE TYPED NAME. GRAnF iNO TITLE SIGNITURE
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MODULE 4-2

SB 10-263, 14 DAY MENU FOR RESERVE COMPONENTS

TASK: To emphasize key aspects of SB 10-263, 14 Day Menu

CONDITION: Given, SB 10-263, Schedule and guidance within this module.

STANDARD: You must be able to:

1. Review menu schedule

2. Review menu applicable to drill dates

3. Review menu changes

REFERENCE: AR 30-1, The Army Food Service Program.

WHAT TO DO:

1. Insure that a valid 14 Day Menu is on hand. (Para 3-5?b).

2. Insure that the 14 Day Menu schedule is being followed.

3. Insure that all authorized menu components/items are available and posted on
Cooks Worksheet, DA Form 3034. (Para 3-47-1 and 3-53, AR 30-1).

4. Insure that only authorized menu changes are incorporated into the menu.
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OCTOB'.R DINNER 13 LUNCH 14

0ROVrMOER LUNCH 1 I DN 1% F 2
DF E ErV. 3E R LUNCH 3 DINNER 4
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!YRPIL LUN~CH 11 DINNER 12
MAY I UNCH 13 DINNER 14
JUNE i)INNER 1 LUNCH4 2
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MODULE 4-3

DA FORM 2970 FOOD SERVICE SUBSISTENCE REPORT QUARTERLY REPORT

TASK: To emphasize key aspects of DA Form 2970, Food Service Subsistence
Report

CONDITION- Given DA Form 2970 and guidance in this module.

STANDARD: You must be able to:

1. Review form for computation accuracy

2. Review form for completeness

REFERENCE: Change Two AR 30-1, dated April 1980, The Army Food Service Program.

wHAT TO DO:

1. Insure that the DA Form 2970 Subsistence Report (Quarterly Report) is prepared
and forwarded to the MUSARC. (Reference Para 3-47-1 and Appendix F of AR 30-1.)

2. Insure that the figures entered on Line 3, columns b, c, and d reflect the total
number of assiqned and attached enlisted, only present for drill. (Reference
Table F-1, Appendix F). Para 3-47.1, AR 30-1.

NOTE: Total number of assigned and attached enlisted personnel present for drill
on DA Form 2970 must equal the total number of enlisted personnel present for drill
as indicated on the DA Form 1379 Unit Record of Reserve Training.

3. Insure on Line 7, 1, 2, and 3, that total headcount of all personnel subsisted
is indicated. I.E., 7-1 when subsistence is received from military sources, LineI I 7-2 when unprepared subsistence ingredients are purchased from the local economy.
Line 7-3 to report headcount for commnercial catered meals.

4. Insure Lines 8-1 thru 17 are completed as prescribed in Appendix F.

5. Insure Section F (Remark Section) contains the following information:
Total receipts, total value earned and over/under status of unit, reference para-
graph 3-47-1.

6. Insure after the report is reveiwed and signed, it is forwarded five days after
the quarter ends.

4-9 ____



15 January 1980 C 2, AR 3-1

SUBSISTENCE REPORT AND FIELD RATIO%' REDIIEST 5

Fp I -15* Iw- Id- AR 30 1 1-. bwioe* op.,, j~ss

Ol... 91 .9 Ope ,,r tR. of buiff I., kov's,46M..07

, CiJe Ro T s Ar8-
A rrA a Lo-' LLSAI. C.J7st.

_________________________ SECTIO. AJ BSrENC REPORT

DTEW JSN FES MAR ... 1'S o.Ore j ..DTl
b C d C- e

ASSIGNED AND ATTACHIED ACTIVE ARMY ENLISTED0 PERSONNE

2. AUTHORIZED TO BE SUBSISTED
WITMOUT REIMBURSEMENT

ASSIGNED AND AT.TAC.IE: RSSRVE COMSONEN E ISTED PERSONNEL _APING 1 USA r

3 AUTHORIZED TO BE SUBSISTE Ar I4- F
WITHOUT REIMBURSEMENT I4 ~4-18 4.50 T8BO I

SECTION 5 FIELD RATION REOIJEST

___________________________ REGULAR MEAL SHORT OROERIBOX LUNCHES

4 DATEISi F014WHICH MEALS ARE ROR 1 ____I____

5NUMBER Of BRAAS
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MODULE 4-4

DD FORM 1544 (CASH MEAL PAYMENT SHEET)

TASK: To emphasize key aspects of' DD Form 1544, Cash Meal Payment Sheet

CONDITION: Given, DD Form 1544 (Cash Meal Payment Sheet)

STANDARD: You must be dble to:

1. Determine if Cash Meal Payment Sheets are secured.

2. Determine the proper control.

3. Determine if sheets are being authenticated and signed.

4. Determine if correct al prices are being posted and charged.

5. Determine if correct closeout procedures are used.

REFERENCE: AR 30-1, The Army Food Service Program.

WHAT TO DO:

1. Insure that security procedures are established to safeguard the DD Form 1544
and cash, para 3-55 b, AR 30-1.

2. Insure designated officer has signed cash meal payment sheet, in the appropriate
block before being issued. Insure all food charges, sucags n per diem sur-
charge rates that are specified in the table of meal rates, page 5-11, AR 30-1, are
entered by the Food Service Sergeant prior to sheet being issued to the headcounter.

3. Insure that all issues are recorded on the Control Record for Dining Facility,
DD Form 1544 (DA For'n 3546-R) Para 3-57, AR 30-1.

4. Insure the following information is entered poelfreahmeal and each

category of diner:

a. Grade: The diner will abbreviate his grade as indicated (El-E4, 0-1, 0-3).

b. Name: The diner will sign his first name, middle initial, and last name.
All entries will be in blue or black ink.

5. Since this form is to be used until completed, insure that it is signed after
final collections on each drill date by the headcounter, final headcounter, or food
service sergeant, who will total up the various columns and close out the form,
para 3-62 c(2), AR 30-1.
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- -- CON! 110L Hr-CORD~ FOR GlV~ FACI ILIT Y -- DD IFo-m I 44

SIGNATY'RF OA-ATG 7 - j

~ G , ,QM5 5DC 5 3.O k,. 3'r

__~~0 3~A FM w~

3 I ~-a~~ ,~.'rP.EPARATION !ttSTtr.,CTICNS

UNIT. Ttrc designation of the un:t op-,-;tng the d ning facrhty.
SERIAL NO. The serial number ass:g-'ed the DD) F rn I 't4 hoo.k and 'a h 5shret

7- ~Each time the siiet is is;m!J. rcccrd the szrne- number.
SlirNASURF. The sgrutuo of the ;nr'>.Kual (norm-aly I-Pdccountir) to -iirh the sh':tt
is being issupd.
OI1GANIZA VION. The rrgirr7itiifl to mhici he rdsdrli iiefo t~hr o
rflsty. This vv1 .z fc,!itate :ocarrrigthe ii diidiial in case aqiues. or" 2,r 'cs at a later, Jate

- -- - -~-- r CErrrrg the sheet.I C-rANGE FUN:). The arrow *of cash 9;vcn to the tic dcounter as a Lhangye funif This
- cohrrn cirr be le"I hlar.k if the unit is not authorized a clirnge fund.

DATE ! SUED. The 'date that the indikv A -*> ared the shteet.
Dt rE RECEIVED. The (late ti-at the theet is turned to the foolo I er vice sergeant.

Nomal af-c r nach meal.
CSOVFRSHORT. The(,.) or (-) cash ddhr~encev t- :%*rtcr~ rie :v~rtr~rtdon the

DO Form 1544 and actuat cash wsill be reflected :n this co' r'n. Sror t.m s w-ill be hrown s

(101anti 0-crams as 05. An )ex;,avaion i h-r'srrttced on the re crsecde of t~rs form
________ad on the Dr) Form 1544.

CtASH TURNED IN. The Ictal arocnt of c.shi beingr received by the bid seryce
j ________ setcenarrj1 wil'S DO Form 1544. This fir.x0 -n ill Equal tie Ctarc furrdf Pint

the amounit ccnrc: ed for nice s s-tindo r -r, j ttie sr' nig -t-od. ri-e f igar ,I) ,ir s rol nr r
;,us or min s the f:we reflected in C,11h H~ Cr I -) C.::urmrr roc.lf .inrl the elrr,rit

-- slicin on thre D)0 Form 1544.
S.GNATUF. Tie s-'n~r'of t!he p,.sorr icr 0it 'the riorey arrr DD Forn 1544

________froil the headcounter.

DA ~ ~ __ 1.- W q IJ N77FIINLFIGT i ,Li

4__16 3 - 63



COMMANDER'S WORKBOOK FOR GROUP: RETENTION

ADMINISTRATION/LOGISTICS MODULE: 5-1

THE RETENTION MANAGER'S AND THE AST'S

ROLES IN THE UNIT STRENGTH MAINTENANCE PROGRAM

REFERENCE:

IA REG 140-17

USAREC/FORSCOM REG 601-67

FORSCOM PAM 690-7

AR 140-111

5-11



MODULE 5-1

THE RETENTION MANAGER'S AND THE AST'S
ROLES IN THE UNIT STRENGTH MAINTENANCE PROGRAM

TASK: io emphasize key aspects of the AST's involvement in the Unit
Strength Maintenance Program.

CONDITION: Given 1A Rg107,FRS::0OMPam 690-7, the AST Job Description,
and guidance within this module.

STANDARD: You must be able to identify and evaluate the AST's areas of
respnsiiliy wih rgar tostrength maintenance; e.g., re-
tentonreenistentandreferrals.

REFERENCES: 1. FORSCOM Pam 690-7, Administrative Supply Technician's Handbook.

2. IA Reg 140-17, First US Army Strength Maintenance Program.

3. AR 140-111, Enlistmen't and Reenlistment.

WHAT TO DO:

1. Insure that the AST is knowledgeable of unit members who are eligible/not
eligible for reenlistment. (Reference Chap 3, AR 140-111, and Ch 2, FORSCOM
Pam 690-7).

2. Insure that the AST knows interviewing/counseling techniques. (Reference
Chap 2, FORSCOM Pam 690-7).)

3. Insure that the listing of actual and 12-month projected vacancies is
maintained. (Reference Para 4-21, IA Reg 140-17).
4. Insure that all personnel, pay, and other actions affecting members of the
unit are expeditiously handled (AST Job Description).

5. Insure that MPRJ's, PFR's and clothing records are current. (See other modules
for details).

6. Recognize the fact the role of the AST is exctremely important to retention
because his/her failure or slowness in accomplishing any type of action dealing
with the individual soldier can have an adverse impact on strength. Personal
concern by the AST is a must.

7. Review the responsibilities of the additional duty retention manager (Para
3-4, 1A Reg 140-17) and establish guidance as to those responsibilities that over-
lap or are to be shared by the AST. Commnand guidance is of prime importance in
these areas so as to insure all areas are in fact covered and coordinated.
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