2D EDITION

m A119437

AN

COMMANDER’S WORKBOOK

3 FOR
", ADMINISTRATION & LOGISTICS

-~ -(o‘\Te'& L' “— - % f{k":'
- Cx?ﬁ-‘:.»» 3 .\.. s
el sratee iR

et T L

A
PREPARED BY:

DT FILE COPY

Admin Team

Readiness Group Bragg
1 August 1982

TRy SN
P OGRS T L e




DEPARTMENT OF THE ARMY
READINESS GROUP BRAGG
HEADQUARTERS, US ARMY READINESS
AND MOBILIZATION REGION Iii, FIRST US ARMY
FORT BRAGG, NORTH CAROLINA 28307
AFKA-RR-CGI 7 September 1982

SUBJECT: Request for Scientific Technical Reports

Defense Logistics Agency
ATTN: DTIC-DDA-1

Defense Documentation Center
Cameron Station

Alexandria, VA 22314

1. Reference your letter dated 31 August 1982.

2. Enclosed are 2 copies of the COMMANDER'S WORKBOOK FOR ADMINISTRATION
AND LOGISTICS, dated 1 August 1982. This edition supersedes the 1 January
1980 edition.

3. The first request was not received by this activity.
C 0 )L
2 Incl CURTIS A. DELOATCH

as CPT, AGC
Ch, Admin Team




TABLE OF CONTENTS
WORKBOOK INTRODUCTION

PERSONNEL

-~-1A FORM 143, UNIT MANNING CHART

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

--DD FORM 93, RECORD OF EMERGENCY DATA

--VA FORM 29-8286, SERVICEMAN'S GROUP LIFE INSURANCE ELECTIOW

--DA FORM 201, MILITARY PERSONNEL RECORDS JACKET

-~DA FORM 2, PERSONNEL QUALIFICATION RECORD, PART I

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

-~DD FORM 722, HEALTH RECORD, DA FORM 3444, TERMINAL DIGIT FILE FOR
TREATMENT RECORD

-~OFFICER EVALUATION REPORTS

--ENLISTED EVALUATION REPORTS

--ENFORCEMENT PROCEDURES

ADMINISTRATION
--PUBLICATIONS/BLANK FORMS
--FUNCTIONAL FILES
-~MILITARY ORDERS

-~THE ARMY PRIVACY PROGRAM
-~UNIT FUND

SUPPLY

-~PROPERTY BOOK, PROPERTY ACCOUNTABILITY

-~PROPERTY BOOK, AUTHORIZATION MEDIA

~~PROPERTY BOOK, PREPARATION AND MAINTENANCE

-~PROPERTY BOOK, INVENTORY REQUIREMENTS

-~PROPERTY BOOK, REPORTING REQUIREMENTS

-~DA FORM 2064, DOCUMENT REGISTER, EXPENDABLE/DURABLE

-~DA FORM 2064, DOCUMENT REGISTER, NON~EXPENDABLE

-~DA FORM 2062, HAND RECEIPTS

--DA FORM 2062, HAND RECEIPT ANNEXES

--DA FORM 2062, COMPONENT HAND RECEIPTS

--CLOTHING RECORDS: INDIVIDUAL, DA FORM 3161, PERSONAL CLOTHING
REQUEST

-~CLOTHING RECORDS: ORGANIZATIONAL. DA FORM 3645, ORGANIZATIONAL
AND EQUIPMENT RECORD

--CLOTHING RECORDS: INDIVIDUAL, DA FORM 4886 and 4886-1, PERSONAL
CLOTHING RECORD

--ACCOUNTING FOR LOST, DAMAGED, DESTROYED PROPERTY, DD FORM 362,
STATEMENT OF CHARGES

--ACCOUNTING FOR LOST, DAMAGED, DESTROYED PROPERTY, DD FORM 1131,
CASH COLLECTION VOUCHER

--ACCOUNTING FOR LOST, DAMAGED, DESTROYED PROPERTY, DA FORM 4697,
REPORT OF SURVEY

--FORT BRAGG PHYSICAL SECURITY FORMS FOR ARMS/ARMS ROOM INVENTORY
AND CONTROL, FB FORM 2488 SERIES

--PHYSICAL SECURITY OF WEAPONS

T, A e

GROUP 1
MODULE }-

GROUP 2
MODULE

2-1
2-2
2-3
2-4
2-5
GROUP 3
MODULE

)
I D WD N N ot ot ot
J

[
" [}
WM =N OV BN —

wwwwwcywwwww




¥

TABLE OF CONTENTS

FOOD SERVICE

-~DA FORM 2970, SUBSISTENCE REPORT AND FIELD RATION REQUEST
-~SB 10-263, 14-DAY US ARMY RESERVE COMPONENT MENU

--DA FORM 2970, SUBSISTENCE QUARTERLY REPORT

-~DD FORM 1544, CASH MEAL PAYMENT SHEET

STRENGTH MAINTENANCE

--THE RETENTION MANAGER'S AND THE AST'S ROLES IN THE UNIT
STRENGTH MAINTENANCE PROGRAM

ii

GROUP 4
MODULE

4-1
4-2
4-3
4-4
GROUP 5

MODULE 5-1




INTRODUCTION TO THE ‘

P COMMANDER'S WORKBOOK FOR !

/—\\\ ADMINISTRATION AND LOGISTICS |
A\

PURPOSE. The Commander's Workbook for Administration and Logistics was created

to assist Reserve Component (RC) unit commanders in the supervisory areas of . 1
administration and logistics. The procedures established herein are intended to !
provide commanders with a working knowledge of certain functional responsibilities 1
of Administrative Supply Technicians (AST's) and Full Time Manning (FTM) personnel.

APPLICABILITY. 3This workbook is applicable to all commanders of RC company and ‘
detachment size units. ) f

SCOPE.C:}he 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.ﬁi_____

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; Commercial (919) 396-0219/4104; or FTS 675-0219/4104. A1l information contained
hercin is current as of the published date. The responsibility for updating regu-
latory guidance within the functional areas rests with the user.




A
=
%
&

COMMANDER’S WORKBOOK FOR
ADMINISTRATION/LOGISTICS

1AA FORM 143, UNIT MANNING CHART

(DELETED PENDING PUBLICATION OF

SIDPERS-USAR UNIT MANNING REPORT
PROCEDURES)

REFERENCE :
1A REG 135-12

1-1
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MODULE :
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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

REFERENCE :
AR 140-185

1-2




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. 1AA 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 1AA Form 143 or SIDPERS-USAR UMR drill
strength and Unit Reserve Personnel Master File Strength.
2. Compare DA Form 1379 and 1AA 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 1AA 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 10 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).

i
.
£
s
}
&

g — - = T—————

e



X

——— —qr

MODULE 1-2

2. Insure that the correct attendance/absence symbols are recorded at column g,
DA Form 1379. (Ref: Item #256c, 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.

1-4
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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 DD 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. ldentify annual review requirements of the DD Ferm
93 by assianed 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 DO Form 93:

a. During outprocessing.
b. Upon arrival into your unit.

Annually, during the birth month. (Reference Para 11-3,

c.
Chapter 11, AR 600-10).

(@]

2. Insure that all DD Forms 93 are prepared [AlK Chapter 11, AR 6C0-1C.
(Reference Para 11-2, Chap 11, AR 600-10).

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

4. Counsel unit membters on the importance of the DC Form 93. {Reference
Para 11-1, Chap 11, AR 600-10).
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COMMANDER'S WORKBOOK FOR GROUP:

ADMINISTRATION/LOGISTICS MODULE :

VA FORM 29-8286,
SERVICEMEN'S GROUP LIFE INSURANCE ELECTION

REFERENCE :
AR 608-2
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MODULE 1-4

VA FORM 29-8286, SERVICLMEN'S GROUP 1 IFE INSURANCE fLECTTION
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 purpose
of SGLI, why they must have the document
on file, and the importance of keeping this
form current.

3. Establish a system to insure the VA Forms
are reviewed and updated annually, durina
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:

1. Insure all members have an understanding of the reguiremert to
have the SGLI election, the review requirement and the importarce
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 [AW the instructions
contained on the forms. Members must be counselled on desianatinag
beneficiaries. (Reference Para 2-26, AR 608-2). [If "BY LAK" is
entered, it must be entered in the member's own handwriting. (Reference
Para 2-27, AR 608-2).
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MODOULE 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.
Rule 4, Tabie 1-1, Page 1-2, AR 608-2).

(Reference
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MEXVICEMEN'S GROUY LIFE INSURANCE ELECIION

IMPORTANT  Thix toees o o use by ACTIVE DTV AND RESERVE MEMBERS Thes lorm does sect onpply 1o cqid - mneit 'u uved for
any other Gevemment [ale Inaron

1. REDUCING OR REFUSING

USE T3 INSURANCE
FORM FOR

- — - - -

2. STATING TO WHOM AND HOW
INSURANCE SHOULD BE PAID

(00 0l Mk cemaures, o tem tione o chungen. Cumplite o now {arm)

L .
WRANG w0 08 SERVICE (Do et ablu viale s (,.,uncur OUT v LOCATION

B -

LAt naME  5iRAT NAME (B0 L NAME 7T Y RARX TirLe on oRACK ‘_ A
MAC ADAMS, JOHN HENRY JR. 4[_ P4 o]

Army 1 HHD & PAC, 1st Bde, 100th Div (TNG), Winston-Salem, NC 1111:
: 1. REDUCING OR REFUSING INSURANCE

-.By law you are automaticaily wsured for $20,000. If you do not want 520,000 \nsurance write below in your own handwritiag
'l waat only $15,000, $12,000, or $5,000 :asurance;’ or ''I wan! no insurance’™ as you prefer. Reduced or refused insurance can be
restored only by written request with proof of good health and compliance with other requirements.

— _,__> bAﬂAﬁiﬂé 76, 000 4“;“_0!.&&54._ ComsLETe .

2. lENEFICIARY(lES) AND PAYMENT 10 BENEFICIARY(IES) ! Read insteuctions C and Don reverse)

- IMPORTANT - You must write ia the spaces below

(1) By Law'’ 10 your own handwriting 1f you wish the law to apply (as explained on reverse) or,

(2) The names and other information for persons you want to receive your insurance. »

lnsurance 13 paid in a lump sum or 36 equal monthly installments at the option of the beaeficiary(ies). If you insert **36" un-
der "Paymems to Beneficiary,’ pavmen! will be made only in 36 equal monthly instaliments.

) DEMGMATE ‘I‘NE FOLLOWING BENEFICMR!ES TQ RECEIVE PAYMENT OF MY INSURANCE PROCEEDS AS SHOWN DELOV

SHARES TO BE PAVMENTS TO
RELATION- PAID TO EACH BENEFCIARY
COMPLETE NAME ANG ADORESS OF EACH BENEFICIARY P BENEFICIARY (Inserr 36" if only
(1t mursed women, give ber own [irst and o (Use tractions monthly payments
seddle names and hustend’s (as! name) INSURED such us desired. See D
173, 2/3 or 3/4) on reverse)

PRINCIPAL ( Firet)

-

N

. L )

SONTINGENT / Second - It arinciwul beneticiary dies before me fore ;Ib .r
Yoo of m~l-|llmv o pavments fo the o apal bc ne In 1Y) . i
L . ety [ $o = — e
| | :
, i i
. J ' : l
STt T Tt ! 1 T T T
! . f . l
{ !
- - —————e v - _—
! ! i
H i ! .
! i []
4 —— ——

{ "NUTE. o aiwte tadn one prispui et lklafy 15 famed, “the stare of any such beacficiary who dies “before e shail be datriouted eGiuaiy
i emoagthe sufvaving PROC.. Deaciclanes. [ there 1s ao surviving puncipai beneficiary the proceeds shall be Dintriduted equuiiy to o
l the sarviung conungent bel-fiwiuries. This Dessgaation of Benoeficiary shall de void if none of the designated Denclic.aries 1S Lving
‘ at my death. If afler compleiion of thuus form my ins e is 1nc d, this beneficiary designation shall apply to the full umount in
1

futce uaicss » few designafion 15 nade.

I UNDERSTAND that th:s torm cancels say prior beaeficiary of payment instructions and that unless [ have named the beacticiary( res)
above, my insurance wiil b uuid under the “*Provisions of the Law®’ as explained on the reverse of this form

MES HE R!’)/

s o e

T T aws TNITUE OR GRADE | TORGANIZATION Toare ")‘L“” o
T T e 77
T e PR WA B L e S, (b et I M
LT I N T T MEMBER’S OFFICIAL PERSONNEL

]
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IMPORTANT - READ CAREFULLY
PROVISIONS OF THE LAW FOR PAYMENT OF INSURANCE

Wi nane @ el Lo teeeive the proceeds of your insuranc:, it will be paid under the provisions of the law, to
sunvnvapess i the following order

Widow or widower: if none, it 1s payable to

“‘mild or ~hildren i equal shares with the share of any deceawd child distributed among the descendants of that child; if
noue 4w pavable Lo

Parenuisi i equal shares, 1f none. it is payable te

A dun gppointed exeeutor or administrator of the insured’s estate, and if none to

Other nexs of ki,

-—

[ 54

s," FANRS

NOVE 1 vou du not want your insurance oaid as provided above, you must name the beneficiary(ies) in Part 2.
. INSTRUCTIONS TO MEMBER

GENERAL

A, Make vertan you comple.e all the appropriate item(s).

PoAlLcanes, exce the saigiatare and those requested to be in your handwriting, should be typed or printed in ink.
C. OENIONATION OF BENEFICIARY

Conpletiy,: tis foru wile cancel any prior beneficiary or payment instructions. Yeu should write “By Law™ or name a
benefictary nies) tn Part 2. - (See “IMPORTANT" on front)

Phere are no restniciions on the beneficiaries you may name. In some family situations such as if you are a step-child or
sep-patent or weve abandoned by a parent or are separated from your wife, eic., you may by naming beneficiaries
specificaliv inciude or exclude ventain persons as you desire.

i hange of beneficiary ray be made by he insured at any time without the knowledge or consent of the beneficiary,
o0 Lhis right rannot be waived or restricted.

A Decnnation of Beneficlary may not be changed by correcting entries on earlier designations. If a change of a prior
wespration of bencliciary is desired. a new VA Form 29-8286 should be completed to show the name(s) of the new
boaviteiaryiies) in Part 2.

3. o desgnation or change of beneficiary will be valid unless it is received in writing over your signature, by your
(:ulormed Service, before your death.

D, PAYMENTS TO BENEFICIARY
I caer of vour death the beneficiary can elect to receive the insurance in a singie payment of the face value or in 36 equal
monthy netaiiments. I vou so desire you can limit a beneficiary to receiving the insurance in 36 equal monthly
instal:ment. bY inserting 36" in the space provided on the front of the form.

A NMard cerian ol three copies ol this form are completed and signed.
DIRECTIONS TO UNIFORMED SERVICES
®  “liec v Ui Law™ or beneficiary identification appears in Part 2.
® Ut pensonne or oiher respunsible activity should explain to the membe- the geed for naining beneficianes in family
wialedis sUrr s o feferred to under C above. Alyo if a member is aesignating a beneficiary other than would be
erne onser los Tamily  cireumstances, sec “Unusual Beneficiary Designaticns” Servicemen's Group Life Insurance
anatoor VA Yiandbool 29.75.1. i :

® it Yurm st be spned and dated, below the signature of the member, by an suthorized representative of the
T Litoraed Servaece,

®  This form properiy executeg, is authority toa payroll office 1o reduce the deductions for insurance purposes or not to
inare such deductions, 1 Whe amount of insurance is changed or canceled.

®  Ihsposition of copivs:
tupa 1 - Must he promptiy filed in the official personnel file of the member.
gy 2 To Member. This copy for informauional purposes only.
Coepn o FOLCTHE UNTIFORMET SERVICES AND RESERVES USE - DO NOT SEND T0O THE OFFICE OF SERVICE.
MENS GROUP LIFE INSURANCL OR TO THE VETERANS ADM!NISTRATION.

1-12
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL
ADMINISTRATION/LOGISTICS MODULE: 1-5

DA FORM 201,
MILITARY PERSONHEL RECORDS JACKET

REFERENCES :
AR 640-10
AR 140-241




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 Form 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,
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 fiie in the MPRJ for
each member. (Reference Chap 3, AR 640-10).
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COMMANDER ‘S WORKBOOK FOR GROUP:
ADMINISTRATION/LOGISTICS MODULE :

DA FORM 2.
PERSONNEL QUALIFICATION RECORD - PART 1

REFERENCE :
AR 640-2-1
AR 680-29
1A REG 140-41
1A LETTER, AFKA-PA-RC, SUBJECT DA FORM 1379
INFORMATION BULLETIN FOR APRIL 1980.
DATED 25 MARCH 1980

PERSONNEL
1-6-1

Ao o i o MM S B H T e
N

Py el Sl P




|

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 1

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 1A, ATTN: AFKA-PA-RC. (Reference
1A 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.

3. 1A Reg 140-41, Use of Transcript of Master Personnel Record and
1AA Form 134 to update the Reserve Personnel Master File (RPMF).

4. 1A letter, AFKA-PA-RC, Subjeéct: 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 1A are updated with
the original copy returned to 1A, if required. (Reference 1A DA Form 1379 monthly
transmittal letter, Subject: Correction of DA Form 1379), and 1A 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 1A are updated, posted with height and weight, with original copy returned.
(Reference 1A DA Form 1379 monthly transmittal letter, Subject: Correction of DA

Form 1379, and 1A letter, AFKA-PA-RC, Subject; DA Form 1379 Information Bulletin for
April 1980, dated 25 March 1980.)

1-16
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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
). References. a. AR 640-2-].
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 fails 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. 1n correcting or updating DA Form 2, care should be taken to make sure the correct
codes as shown in reference lb and lc, 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). Aall changes or corrections to the DA Form 2 will be used
as input to update the RPMF, EXCEPT as specified below.

&. Heading. The printed SSN, UICZ, 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 l. Names are limicted 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 midcle 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. 1Item 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 RPMF. No update
or change will be made.

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) PROM IND: For officers and warrant officers only the Promotion Consideration
Code (PCC) will be printed. Codes are listed in Note 9, 1A Cir 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. No change will be used to update the RPMF without authority.

(2) ABBR and CODE. Changes in grade or rank abbreviation or code will be indicated
but will not be used to update the RPMF. If a change is made, insure the correct informa-
tion is entered on DA Form 1379 together with the authority and Date of Rank in accord-
ance with AR 140-18S.

i. Item 10. Year, month, day of Date of Rank (DOR). Carrections to Date of Rank
that do not involve changes to grade or rank will be used to update the RPMF for enlisted
personnal only. Date of Rank for officers and warrant officers will be indicated but
will not be used to update the RPMF unless a copy of the order or authorization for the

This supersedes Inclosure 1 to letter, AFKA-PA-RC, this headquarters, 24 Fabruary 1978,
subject: Correction of DA Forms 1379.

Inclosure 1 to Mar 80 DA Porm 1379 Information Bulletin
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change is attached. Change in this item will affect the promotion eligibility of the
officer/warrant officer.

3. Item ll. (Officers and Warrant Officers only). 1If 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, 1Item 13, Use codes listed in paragraph 1-103, AR 680-29. The code is printed
in the “"CODE"™ block. 1In the "ABBR" block is the abbreviation for the code.

@, JItem 14. (1) Enlisted -~ Year, Month, Day of ETS, changes because of extension
of enlistment or immediate 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 and will be
used to update the RPMF. 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 MRD (Item 51).

(3) In the lowaer 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. Any
changes for this code will be made on DA Form 1379 in accordance with AR 140-185.

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

(1) Enlisted Personnel. PMOS and PASI must be valid codes as outlined in AR 61l-
201, with the most recent changes. Care will be taken to insure skill digit is compatible

to grade.

(2) warrxant Officers. PMOS and PASI must be valid codes ag outlined in AR 611-112,
with the most 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

currant 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 Mditional Skill Identifiers and cannot be identical to the
PSSI/PASI as shown in Item 16.

pP. Item 20. Changes to this item will be indicated but will not be used to update
the RPMF. If changes are sade insure correct information is entered on DA Form 1379 in
accordance with AR 140-185. Under "DUTY" there are blocks "MOSC" and "ASI”.

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

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

{3) 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 (Maference page 1-5, AR €11-10)).

1)
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g. 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 lanquage 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, lA 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 ié for all
enlisted personnel. Following compatibility chart will be used:

6 Dicit Physical Profile in AR 611-201 Current Physical Cateqgory Code Must Be

"1l" in each Position A

"2" in at least 1 Position, but no "3"
or "4" Aor B8

"3" in at least 1 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 4]1. (Enlisted Personnel only) Armed Forces Qualjfication Test Group {AFQT)
percentile score will be prirced. 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 pe
completed. For enlisted personnel who have completed some level of NCO school enter the
proper code. Use only codes in Note 8, 1A Cir 140-41. The abbreviation for all codes
appear to the left of the code within this block.

(2) Civilian Education Codes in para 1-100, AR 680-29 will be used. For personnel
with civilian education coded prior to 1 October 1978 code 4 and S 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.

y. Item 43. This space will be used to record Service School Earclled. 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: “"6A (EN)*™.

CODE COURSE_DESCRIPTION

01 National wWar College
2A National Security Management Seainar Program (MSM) (C). (Completed by
correspondence only' (486 hours)
a3 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 hny of the US Army Command and General Staff College Courses or Alternate
Sb Selective Service Extension Courses

6A Officers Advanced or Career Courses

AR Warrant Officer Senior Course (WOSC)

o7 Officers Basic Branch Courses

[o1] Specialist Courses

09 Not Enrolled

2. 1Item 45. The following data will be recorded in this block:

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

WGOl thru WGlS
WLOl thru WilS
WSOl thru WS19
GSCGl thru Gsis

(2; COCC - Civilian Occupation. Applicable only to members who are employed full
time 1n a civalian 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 listec beiow 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 ypdate 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

Legislative Branch

Judicial Branch

Executive Office of the President
Department of Agriculture
Department of Commerce

Department of Defense

Department of the Army

= Department of the Navy

Department of the Air Force
Department of Energy

Department of Health, Education and Welfare
Department of Housing and Urban Development
Department of Interior

Department of Justice

Department of Labor

Department of State

Department of Transportation
Depariment ¢ Treasury

US Postal Service

Veterans Administration

Other Federal Agency

HXECCHUDODWOZINXGMIAOM
[

OTMER EMPLOYEES

= State/Commonwealth/Territories
= City/Town/County, etc.

= Privite Industry

= Self-Employed

= Full-Time Student

= Unemployed

Ve wNn N
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aa. Item 46. Pay Entry Base Date (PEBD), Insure this item agrees with PEBD
reported on JUMPS-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 1LT,
CCSD = 3 years prior to accertance of the appointment. (See AR 135-101, AR 135%-100 and
use lAA Form 114). 1If a correction is made then the MRD and DOB must be verified. Use
1AA 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.

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.

- Caucasian

- Negro

- Red American Indian

- Yellow, Asian/Mongoloid
- Other

XX waO

af. Item 54. 1Item 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.

an. 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)?foz
enlisted personnel with the codes listed at Note 7, 1A Cir 140-41.

ai. Item 59 and 60. ‘‘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, HO
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 enterxed in this block. Basic input for
Items (1) (2) and (3) was taken from Personnel Suspense Roster (A47MBA) submitted semi-
annually to HQ First US Army.

(1) IRYE - Inclusive Retirement Year Ending (RYE) Late. This is the ysar, month,
day on which the TPTS/YR (next two items) has been computed.

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

(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-KC.

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

am. Item 83. Unit ldentification 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 reguirements of letter this headguarters, AFKA~
PA-EK, 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 reguired 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 pzocedure, 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 duyplicate copy (UNIT COPY 2) to HQ First US Army, ATTN: APKA-PA-RC.
Returned annoted copv will be used to update the RPMF as described herein. If additional
copies are received, they will be destroyed but not returned to HQ First US Army. Insure
update information provided is legible.

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. 1f 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 the gaining unit for appropriate action. If individuals have been discharged or
transferred to a RCPAC Control Group, destroy those DA Foims 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 and,
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.
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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.

1-25
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HEADING (Perm)

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

ITEM 1 (Perm)

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.)

(I W\AAMA O ONES
1 NANE  } SOCIAL SBCURITY NO.
JONES, JOHN JACDB JR. 2
(FIGURE 1)
ITEM 2 (Perm)

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

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 (YYMMDD).
(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).

11 - IDENTIPICATION ARGO TCC
fCwc [ oo o . ™wormcow v, % swosoan
O BOONIS | AL

i ( (FIGURE 2)

ITEM 9 (Pencil)

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

PRM IND: For officers and warrant officers only, the Pramotion 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.

Lo | e L
NC LT &
(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 "W0" 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).

- p=pre ... S . L .o ]
on e [omemoi] eeran - o [com Lﬁnmm DET;";:
130b22| AC RES | v FIR [99062!
(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 reenlistment will
be indicated. Corrections to ETS not due to inmediate reenlistment will
be designated with an (E) in pencil after the corrected date and will be
used to update the RPMF.

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).

1-28

T B T M e Wi D ¢




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. A1l 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 "0O"
(Zero) suffix if no other suffix has he=n awarded.

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

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

ITEM 17

Leave this jtem 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).

Leave this item blank.
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ITEM 20 (Pencil)

The entry under "MOSC" reflects the DMOS 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 (IIED) is printed in the appropriate
block. Codes are at Note 4, Appendix C, 1A Reg 140-41. (See Figure 5).

W rman ] e o 2 o | @ eammeionm ]
s pos -ogmtfruh- mosc s | 8D | JIEBnoan
9za | | 1278 | 72400Q| |
(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, 1A 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) (YYMMDD). (See Figure 6).

ITEM 30 (Pencil)

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.

Date of last physical examination (year and month only) is printed. Must 1
(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: g
(See Figure 6).

e

6-Digit Physical Profile in AR 611-201: Current Physical Category Code
Must Be: g
"1" in each position A :
"2" in at least one position, but no AorB o
ll3ll or l|4|l 0“}\
"3" in at least one position, but no "4" A-H, J, L, M, N, P, or O

1
4
_t
4
%
1
%
3
T2
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n LANGUAGE DEMINY MRS | : 2, ANOUAGE DOSMIY WdeR Y © = | . STy
OEICRPNON [ ORICAPNON . } cons cooe HACTVE DAl
___GERMAN ~|eM | JAPANESE JA NOM © [73082/
TV CENTIVE PAY NO. 2 » H’Mw.l ». SPECIAL PAY NO. 2 0. o Om 2 SECVITY CLEARANCE
code CMFECTIVE DATR [<- - ] EPPECTIVE DATE CO0E SHECTIVE DATE oot OSGAIE QF ACCERS AND CODE VAUDAND
3 1
. AERO  [FLYS  [MED |7609/2] 7909 | A | AoweE | Z
(FIGURE 6)

Enter the degree of access and code.
Para 1-104, AR 680-29 will be used.

of clearance.

ITEM 32 (Pencil)

Security Clearance Code listed in
Code reported must agree with degree
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.

Leave this item blank.

Leave this item blank.

Leave this item blank.

Leave this item blank.

Leave this item blank.

ITEM 33

ITEM 34

ITEM 35

ITEM 37

1
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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
mgst be campatible to the PPN under which the reservist enlisted. (See Figure
7).

ITEM 42 (Permanent)

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, Appendix C, 1A Reg 140-41.
g?e abbreviation for all codes appear to the left of the code within this

ock.

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).

p“‘ Q. SDUCANON LBviL OVERSEA ASRA OF MEFERENCE
HIOMEST MARARY AND CODE CVILIAN AND CODE AREA mi
21 MeA ! 9| NATIONAL WAR COLLEGE | 07
(FIGURE 7)
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ITEM 43 (Permanent)

This space will be used to record Service School enrolled. Applicable
to Comissioned 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 correspondence only) (486 hours)

28 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.

58 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:

WGOT thru WG15
WLOT thru WL15
WSO1 thru WS19
GSO1 thru GS19
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--C0CC - 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

of Representatives

A = Elected, US Senate

B = Elected, US House

C = Elected, State Official
D=

Elected, Local Official (City, County, Town, etc)

CIVILIAN FEDERAL GOVERNMENT EMPLOYEES

Judicial Branch

Department of the
Department of the
Department of the

Department of Heal

LI | I T H | | N | (U ¥ T { T | 1 (I T Y (Y [ SO O 1]

CE<<C DO VOZRM XG—IOMM

QTHER EMPLOYEES

Legislative Branch

Executive Office of the President
Department of Agri
Department of Commerce
Department of Defense

culture

Army
Navy
Air Force

Department of Energy

th, Education, & Welfare

Department of Housing and Urban Development
Department of Interior

Department of Justice

Department of Labor

Department of State

Department of Transportation

Department of Treasury

Veterans Administration

Other Federal Agency

7 = State/Commonwealth/Territories
1 = City/Town/County, etc.
2 = Private Industry
3 = Self-employed
4 = Full-time student
5 = Unemployed
43,
CGPAD COCC EMPL
6S7 K
(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 1LT, 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 TAA Form 114 to recompute MRD. A copy of the 1AA Form 114 will be attached
to the DA Form 2 being submitted to update the RPMF. (Figure 9).

ITEM 49

Leave this item blank.

46.  PE0O 47. BASD 48 CCSD -_1
730622 730413

49,

ANTICH ) s1.
, 84 MO
T oncomn | Mo

D i
99 6217

(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. 1AA Form 114 (Jun 79) will be used to campute this date. If
changed, a copy of the computation (1AA 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 1AA 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).

Caucasion

Negro

Red American Indian
Yellow, Asian/Mongoloid
Other

>x*x=Tom=Z20
nmunmunn

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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I1TEM 56 (Permanent)

Enter the Source of Commission (SRCE) for officers and warrant officers;
the codes are at Note 6, Appendix C, 1A 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).

— RFRROUK BEORINATON ~
n O 3. mceacoos |3+ sexawo coos 8. TANDCOOF um

| 491128 | CAU_ i C| MALE i M [ROMAN-CATH 62 | 1
(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). .

. NONCOME 36 cmzensir STATUS ; 50, WABTAL STATUS ‘tn

ARRA CO0E DESCRIPTION QO ASMEVATION Coos L]

ALASKA A | NATIVE-BORN |1 | STNGLE Q|
(FIGURE 11)

ITEM 60 (Pencil)

Enter number of dependents. (See Figure 11).

Leave this item blank.




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
due (YYMM). (See Figure 12).

3

“uz Puw “w [*~

79/2

8 4 MO ne
Ara

7300 52

(FIGURE 12)

i

. jo 00,
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1TEM 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 enlisted PPN to prior
service PPN upon reenlistment was discontinued in January 1979. PPN's
on the RP?F 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
fo 50 points per year has been earned.

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

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

Thve $ 3Pt/ vR se ey

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 item blank.

ITEM 76
Leave this item blank.

ITEM 77
Leave this item blank.

ITEM 78
Leave this {tem blank.

ITEM 79

H

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 unless 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.
has changed unit of assignment correct UIC code in this item.
only.

ITEM 84
Leave this item blank,
ITEM 85
Leave this item blank.
1-42
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SECTION Vill - LOCAL DATA

'HEIGAT: :
AS OF (DATE): 800720
SIGNATURE OF FR: ‘

VERIFIED BY:

(FIGURE 14)
SECTION VIII - LOCAL DATA

The requirements of First US Army 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 not returned to HQ, 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. 1If 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 camplete the review as records
becane 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 :

ADMINISTRATION/LOGISTICS MODULE :

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

REFERENCE :
AR 640-2-1
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MODULE 1-6-2
DA FORM 2-1, PERSONNEL QUALIFICATION RECORD-PART I1

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.

REFERENCE: 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

REFERENCE :
AR 40-2
AR 40-42
AR 40-403
AR 40-501
AR 40-562
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MODULE 1-7
DD 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 DD Form 722, or DA Form 3444, selected from your unit,
and 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, Immunization Record, to determine if required
immunizations are up to date.

3. Review SF 88, Report of Medical Examination, to determine
if ;ast 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, Immunization Requirements and Procedures
WHAT TO DO:
1. Establish controls to preclude unauthorized access to protect privacy information.
Insure DD 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 immunizations are maintained current.
(Reference AR 40-562).

a. Small Pox - every 3 years.
b. Typhoid - every 3 years.
c. Tetnus - every 6 years.

d. Polio - one time.
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COMMANDER'S WORKBOOK FOR GROUP: PERSONNEL
ADMINISTRATION/LOGISTICS MODULE: 1-8

OFFICER EVALUATION REPORTS

REFERENCE :
AR 623-105
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Mooy 1-8

OFFICER LVALUATION REPORTS

TASK: Totemphasize key aspects of the Officer Evaluation
Repprt 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 1-5a(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. lInsure that MUSARC requirements are met.
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COMMANDER’S WORKBOOK FOR
ADMINISTRATION/LOGISTICS

ENLISTED EVALUATION REPORTS

REFERENCE :
AR 623-205

1-50

GROUP: PERSONNEL
MODULE: 1-9




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).
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COMMANDER 'S WORKBOOK FCR 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.

(a3
.

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 m?intained in the DA Form 201, Military Personnel Records Jacket. (Reference
AR 135-91).

2. Advise contractually obligated members of participation requirements and
action§ 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
1A 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 1A
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
HEADQUARTERS, FIRST UNITED STATES ARMY
PORT SEORGE 6. MEADE, MARYLAND 20788

AFKA-PA 12 March 1981

SUBJECT: Processing Unsatisfactory Participants for Separation

Commanders, Major US Army Reserve Commands

1. References: a. C5 to AR 135-91, Service Obligations, Methods of Fulfillment,
Participation Requirements, and Enforcement Procedures, 14 May 1980.

b. Interim Change I02 to AR 135-91, Service Obligationsg, 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 IOl to AR 135-178, Separation of Enlisted Personnel,
27 November 1980.

e. Interim Change I03 to AR 140-10, Assignments, Attachments, Details, and
Transfers, 1 March 1980.

£. 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 1A
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 person or by certified mail, RESTRICTED
DELIVERY, return receipt requested, as follows:

(a) Following the fourth unexcused absence in a 1l2-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 d ab from a MUTA.

(2) cChange of Resid . 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 MPRJ.

(a) When the notices are personally delivered, the mamber'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 1A latter, AFXA~PA, 21 Jan 81, subject: Processing
Unsatisfactory Participants for Separation.
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AFKA-PA
SUBJECT: Processing Unsatisfactory Participants for Separation

notice was not delivered will be placed in the member's MPRJ, 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 Commander'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 1AA Form 841-R (Incl 3},
allowing 45 days to reply. Statement (Incl 2 to Incl 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 commissioned
officer of the Judge Advocate General's Corps, will be appointed (paragragh 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
nonlawyer counsel, who must be a commissioned officer 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 ov 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
re~ziria for the notification but fails to respond by the time specified in 1AA Form
841-R, such action will constitute a waiver of the member's 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 Commander, the MPRJ will be screened to insure all documentation
required is included. Letter of Transmittal (Incl 4) will be prepared and together with
MPRJ will be forwarded to next intermediate commander.

(7) Each intermediate commander will add his recommendation to that of the Unit
Commander, by Indorsement, and forward case and MPRJ to this Headquarters, ATIN:
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) wWhen 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 3-384, 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.

(1) 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 S and 6)
has been documented and is contained in the member's MPRJ, 1lAA Form 831 (Request for
Assignment or Attachment of USAR Personnel) will be completed and forwarded to this
Headquarters, ATTN: AFKA-PA-REM.

(3) Wwhen tfansfet to the Individual Ready Reserve (IRR) is approved, members will
be reduced one grade by this Headguarters IAW AR 140-158.

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

processing.

6 Incl RUTH L. SIMMONS

as Colonel, GS
Deputy Chief of Staff
Personnel and Administration

POR THE COMMANDER:

CF:
Cdrs
USAR Units/Ctrs
US Army Readiness Mobilization Regions
MTC
Comdt, USAR Schools
SRAAR
Chiefs, Readiness Groups
1A staff
AFKA-PA-RE (200)
T™™G (2)
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LETTER OF msmcrxms,- UNEXCUSED ABSENCE DATE
(Statutory Obligator with Less Than 24 Months AD/ADT)

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 ab 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 1 are excused, you will have accrued
unexcused absences within a one-year period. The one-year period begins on the date
you incur yoir 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 reasons, you should furnish this unit an appropriate affidavit or
certification by a doctor, medical officer, or other person(s) having specific know-
ledqm of ‘he emsrgency or circumstances, requesting that it be excused. Your abgence
caanoc 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 community health, safety, or
interest, you should contact me so that I can advise and assist you in the proper
procedures to resolve these problems.

7. As you are aware, if you accumulate nine (9) unexcused absences within a one-
year period, you can be declared an wmsatisfactory participant. If this action is
taken, a board of officers will be convened to consider the circumstances and make
appropriate recommendations. The board may recommwend 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.

1 M Pora 840-R
Mar 81 Previous Editions Are (bsoletd
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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)

Incl 1 2
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LETTER OF INSTRUCTIONS - CHANGE OF RESIDENCE

AFKA-

SUBJECT: Change of Residence (DATE)

TO:
(GRADE, NAME) (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 makes appropriate
recommendations.

3. You may obtain assistance concerning unit vacancies and location

at the Army National Guard Armory or Army Reserve Training Center near-
est your nevw residence. When you report to a unit, present this letter
to the commander as authority to consider you a priority for acceptance.
If you are accepted, your new commander will inform this unit by
completing Inclosure 1,

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

4 Incl /S/ UNIT COMMANDER
1. Notification of Acceptance

2. DD Form 4 /S/ 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
NOTE: See Appendix C, AR 135-91, for format of Incl 1 to Ltr of Instr.
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NOTICE OF UNSATISFACTORY PARTICIPATION DATE
(Statutory Obligor With Less Than 24 Months AD/ADT)

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

a. To consult with consulting counsel.

(NAME)
has been appointed as your consulting counsel. You are ordered to contact him
immediately at , to either schedule an appoint-

(PHONE NUMBER)
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. Wwith the exception of consulting counsel, to waive the above rights
in writing.

f. To withdraw your waiver of rights listed in b, ¢, and 4 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 IRR 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 may 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 reguest 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.

2 Incl
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)

Incl 3




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. 1If 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¢ aation available.

DATE MEMBER AND COUNSEL SIGN STATEMENT

SUBJECT: Separation Under AR 135-178

TO: (SEPARATION AUTHORITY)

1. I 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 tt: rights available to me;
and the effect of any action taken by me in waiving my rights.

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

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. I 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. I 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. I 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 rights 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)

Incl 2 to Incl 3 2
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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 (1AA Form 840-R) to member, with signed
certified receipt or returned envelcpe for each notification (paragraph 4-12a).

(2) () sStatement 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
(1AA Form 841-R) to member with acknowledgement of receipt of notification of

proposed separation.

¢. () 1If Notification of Unsatisfactory Participation was mailed, signed
certified receipt or returned envelope must be attached.

4. () Statement by the member indicating that he has been advised of * .~
rights, dated and signed by him and counsel.

S. 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. 1If 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) ]_66
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8.
I expect to see you there.

The next scheduled training assembly will be

(SIGNATURE OF UNIT COMMANDER)

Incl S
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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

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.

\
1
(SIGNATURE OF UNIT COMMANDER)
1AA Form 844-R Previous Edition is Obsolete
(Mar 81)
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COMMANDER'S GUIDE FOR GROUP: ADMINISTRATION
MODULE :

ADMIHISTRATlON/LOGISTICS

PUBL1CAT10N/BLANK FORMS

REFERENCE:
PR 310-2

241

2-1
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MODULE 241
PUBLICATIONS/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 Command 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, Insu;e the 60 day supply of blank forms is maintained. (Reference 3-18b,
AR 310-2).

2-2

"rl" P UURNIS




COMMANDER'S GUIDE FOR
ADMINISTRATION/LOGISTICS

FUNCTIONAL FILES

REFERENCE :
AR 340-2

2-3

GROUP :

MODULE :

ADMINISTRATION
2-2
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MODULE 2-2

TASK:
CONDITION:
STANDARD:

REFERENCE:

WHAT TO DO:

THE ARMY FUNCTIONAL FILES SYSTEM (TAFFS)

To emphasize key aspects of TAFFS.
Given the guidance within this module.

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

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.

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 1-3b, AR 340-2.)
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COMMANDER'S GUIDE FOR
ADN[NISTRATION/LOGlSTICS

MILITARY ORDERS

REFERENCE:
AR 310-10

2-5
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MODULE :
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MODULE 2-3

TASK:

CONDITIONS:

STANDARD:

REFERENCE:

WHAT TO DO:

MILITARY ORDERS

To emphasize key aspects of military orders.
Given the guidance within this module.

Establish controls to insure military orders are administratively
correct.

AR 310-10 Military Orders.

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. (Pera 1-7, AR 310-10.)

2-6
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COMMANDER'S WORKBOOK FOR GROUP :
ADMINISTRATION/LOGISTICS MODULE :

THE ARMY PRIVACY PROGRAM

REFERENCE
AR 340-21

2-7
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MobuLt 4
THL APMY PRIVACY PROGRAM
TASK: To emphasize key aspects of the Army Privacy 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 privacy of individuals. It is recommended that an access list
be publishea. (Reference 1-12, AR 340-21.)

2-8




COMMANDER’S WORKBOOK FOR GROUP: ADMINISTPATION
ADMINISTRATION/LOGISTICS MODULE: 2-5

UKIT FUND

REFERENCE :

AR 230-1
AR 230-65
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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(1), 1A Pam 230-1).

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

3. Appoint a Unit Fund Custodian. This may be yourself or another officer.
(Reference 4-8b, AR 23C-1).

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

5. Insure the council meets at least once a quarter when funds on hand or
when financial transactions occurred. (Reference 9-2, AR 230-65).

L




NONAPPROPRIATED FUNDS AND RELATED ACTIVITIES
RESERVE COMPONENT UNIT FUNDS
(1A PAM 230-1 AND AR 230-1)

SECTION 1
GENERAL

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 levels will insure that administration of Reserve unit funds is IAW

AR 230-71 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(1), 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 4-18¢(3), AR

230-1).




3. CUSTODIANS. Responsibilities of unit fund custodians include the following:

a. Serve on the council without vote, unless the unit commander 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
ggpoi?tment of a recorder to take minutes during the méeting) (Para 4-8, AR
0-1).

¢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 esteblishment, 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 persons other than himself (Para 1-14B(H),

AR 230-1).

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

g. Establish a bank account, IAW 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 nofify 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).




5. PRESIDENT: The President will be: a. Senior member of the council
(Para 1-14g(1), AR 230-1).

b. Responsible for insuring the proper administration of the fund by
the custaodian 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 9-2¢, 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 IAW 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 IAW 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 recarded 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.

Yakea




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 inclosure, copies of financial statements of the fund.

(6) The minutes signed by the president and the custodian will be
submitted, together w1 h financial statements, to the Commander wha est-
ablished the fund. e\commander will record his actions on the minutes

(Para 1-14g(3), AR 230

(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 II
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 1AW 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 lccated 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. However, when a consolidated unit fund has been established
IAW para 4-12¢(1), 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 awarded competitively (Para 4-18c(3),

AR 230-1).
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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-]. 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. Al1 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(1), 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:

(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, ATIN: 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.
Letter 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 heid 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
T : 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
i 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). A1l vouchers, receipts and invoices will be attached
. to the Summary Voucher. A1l 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 will 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 custedian 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 Dispositiv.a 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
IAW para 4-18c(3), AR 230-1. A1l 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 accounting 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 thc¢ + asaction. VYoucher will be
signed by the custodian. Backup documentation 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 ~heckbook, bank deposit slips, bank
statements, bank account reconciliat: .is, statement of operation and fund
equity, copies of audit reports, property receipts and miscellaneous cor-
respondence relating to unit fund 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:




10d.(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. A1l 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 230-65).

(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 $-12¢, 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) A1l petty cash vouchers, receipts, and invoices received will be
attached to the summary voucher. Al1 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. A1l 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 (Sectfon 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. This 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 will take such action as is deemed necessary to preclude inprudent

or extravagant expenditure of assets prior to dissolution. Hhen 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 ATIN: 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 cystodian 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 units in the center have established a Consolidated Unit
Fund IAW para 4-17-:') 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 own 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.
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(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.

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

(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 (alsc including

the amount of the petty cash fund deposit).

(f) 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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DISPOSITION FORINV

For weo of this formy, sos AR 34013, the propenent sgency s TAGCEIN.
REFEATNCE CR OFNITL STudR, YL T44

Establishment & Appointment = Unit Fund

T SEE DISTRIBUTION FROM bATE oW

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-)

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

S. Period: Indefinite

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

Commandexr’s Signature 3lock

DISTRIBUTION:
1~-Ea Individual Concerned
1-Unit Fund -Files
1-Ea 201 File
1-Unit({s) Concerned
and any others deemed -
appropriate :

DA ".o.r“ 2496 ALFLACES DD FORM 36, WHICH IS OSSOLETE, ROPO-1973-8434TNV WL
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LETTERHEAD

MINUTES OF THE UNIT FUND COUNCIL MEETING: 14 January 1978

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

2., a. Members present: CPT Horn President
21T Black Custodian-Recorder
MSG 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. 013 business: MSG Green, as chairman of the comnittee 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 MNSG Green, that the
unit fund purchase two electric irons. The motion was carried, and the
custodian was. authorized to purchase the irons to the best advantage of
the fund, the total cost not to exceed $25.

6. Therc being no further business, the meetin§ was adjourned at 1640

hours.
//Signature// //Signature//
President Custodian-Recorder -

//Signature//

Battalion Commander

Example of M}nutes--Unit Fund Council Heetlnq.
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CERTIFICATE OF FUND TRANSFER

I certify that to the best of my knowledge and belief the balances
reflected 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 as
indicated on the financial statement referred to above, beginning with
the period .

Date Ny Signature of Successor Custodian

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

e

é
g
!
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LETTERHCAD

DATE

Bank Address

X have this date transferred the unit fund of Company A, 4th Infantry,
to Robert T. Schober, lst Lieutenant, Infantry, who will from how on
have authority to draw on the fund deposited in your bank. His signature

appears below:

{Signature of Officer Receiving Fund)

Sincerely,

Retiring Custodian
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FEONAPPROPXIATED FUND vovenis e
RECEIPT AND DISBURIEMENT YOUOIER
Foo wae of this farn, 000 AR 23923 Po proprsnt egeney is the Dilige af the Compirafler of the Aomy, ‘3
RN OF FURD Dave
Company B,-Infantry July 30, 19
O2ICAIFYION ' 4 T T ”"l',u A o
Replenishnent of Petty Cash Fund 20}00
. TOPAL $ mi 00 ‘
LB DDCOVNT
v s 20] 00
CHECK APPLICAILE POX
PAIB BV EHICn O, 7 [ Y871 Ll avrmenizus ron maruswr [Jsvrneninan roa nucter
. TSRO MAME, SRADY, AND VITLE 65 CHITOMIAW PIGNATURS 6F CUITEN AN
? Edwarg Martin, Capt., Inf. | ottt e e 22200 Zor s ;
| DA ", 2107 | e :
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CASH, PROPERTY AND RECONCILIATION RECORD
' MONTHLY
uNIT, DAILY YRANSACTIONS RECONCILIATION
R exPEND-| BANK | PRO> } BALPE :
DATE EXPLANATION £ | recert £R | DAFOAM
F ITURES |BALANCE| ERTY BANK s078 }

3081~ {8t from tast mo, 5000 | 2%:0.00 List
502 picnic plates. 1 1000 [ -490.00 Amount
13 picnic food 2] 15000 | 3¢0.00 o .

picnic drinks 3 $0.00 | 29000 Aus
vl B Dividand CPF 4} 20000 490.00 fdding
317 | Estab, 525, perty cash v Memo entdy 465.00 fachine
Jul 10 Dance Programs / . 2000 ] 44500 Tape
Jul 13 Decorations ? 2500 | 42000 -
Jus 12 | Card TO} & Chalks 10000 } 32000 | 10002
128 | Sotr Drinks g . 1500 | 303.00
Jul 28 Orchastra ? 5000 |} 25500 |.
30129 | Sold2chairs 1| 2000 -275.00 | (150.00}
5129 | Trsf desk to Co “A™ 1 1175.00)
Jut 30 Replenish petty cash 12 20.00 | 255.00 1
Ji31 | Satvagerug 3 . 14000 | 32000

22000 | 44000 | 25500 | 213500 | 32000 | 213510

Outstanding Checks:

Fund Balance 255.00

110 15.00

o111 $9.00 .

65.00
65.00 220.03

(1)  Each entry In column 4 till atla Ee made on O Form 4078 st cost

{2) Atend of month, bal coltnnl3 with 5 and cotunin 4 1}ith 6

Bal carriad 10 next mo. 25500 | 213500

bl

Replaces Council. Records
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PROPERTY CONTROL AND DEPRECIATION RECOAD

For use 0F 3Nis 101m_ e AR 230 63; the propenant agency it the Oftice of the Comatatie” of the Aravy,

DATE STOP s X |
DESCAIPTION AND DISPOSITION "“3;""“ Lire c?:::':& Ac&;:s-:g:‘os v:g::.‘;u' LOCATION tnoi;':g»

Mo, [vn. | vrs. | #10. Y. VALUE NUMSER PERMONTH
TV, Color RCA, Vo. 8§ Jan} 74} S $250.00 1} Lounge
Apr lo.‘74‘tg repai; 4 : : :
shop {receipt attache
raturned 4/15/74 -
Jul 1°74 Toaned to
Co, 8 ceipt a ) -
retur_‘ned 7/6/74
% chairs, upholstered : . "
2850 e2. Vo. 22 Mayiza } 10 $200.00_ “431-34 loungz
No. 10174, T chair .
trsfd to 1ibrary, { 50.00)
vo. 56
% tennis rackets € ' Sports
$1G ea. Vo. 30 Jun {74 3 $160.00 Equip. rm
Sept ‘74, 2 tennis ( ) ;
rackets damagad 20,00
salvage, ﬁ_ﬁ. q7 ' }
Nov ‘74, 6 tennis
rackets sold, Vo, 57 { 60.0D) — ‘
{1) Use a separate card for [each iteI» .

S )

DA %%, 4078
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£830/398:09E=C281 1045 3N 8

*31310530 $1 £2 NP 3 JO NOI1L 10T

$851 oy’

v(

QADAATMONNIY $1 LNAORY JACBY 40 141303Y

{om)eudis) A8 0IAOUdAY

ANRCRY

ALIALLOY ‘ON LNNO DDV

25044Nd
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HONAPPROPRIATED FUND PETTY CASH SUMMARY YOUCHXR VOUuUCHIN MUMNbIEN
for use of Tais form, see AR 23020 and AR 21045 the propcrent rsency b Carptrele of tre Amey.
ACTIVITY sERicO
FROM 10
RECOIPT NUMBERS (nclowd VERNZD
rnom Yo
APPROVED FPON PAYWDNIT
YOTAL AMOUNT REIMBUASED ™
DATE PAID
CASH ON MAND s
’ CHICK NUNDER
AMOUNT OF FUND s
DISTRIIUTION FOR POSTING
N i fpieiiiag : AC- CoN BUDSID~
Accy wany [ AmounT A
\CST | amounr | tamy ey Anoupfr A;:gr AMOUNT adaar | avount | =% | anounr
DA, 31593 _.
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SICTION it-SCHIDULE OF OPERATIING EXPENSES
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FIMANCIAL STATEMENT AND SCHEDULE OF OPERATING EXPEMSES PEIIOD ENDING

For uss of this forrm, see AR 230-035: the prosanens epancy ) COA,
FAOM: (Show name cnt céé~es of Lenlral Accounting Office)

TO: (Show name and alddreis of receiving octivity)

SECTION A - ACCOUNT TITLE TOTAL

L 4
ASSETS

1 101 { Caad 2 baak
2 10> ] ?atry cub
3§ 123 | Accounia recaivabia « other .
" -
5
[ ]
'l_
L ] . .
$ .
10 j
x1 Totld
12 ] LIABILITIES
13 201 Accoudsts paysdle
14 ] 2110 Accraed calaries and waixes
18 § 21t | Ascrued anaual leave
18 | 212 | Accrued sleX Jaave

17 | 214 | Azcrued payzaoll taxas femplayer’s shore}

A3 | 218 | 7 ~lemd withdolding taxes payable

19 | 216 | Statr withboldiog taxes payable

20 ] 217 | Socld Secwrily tises collrctal and scerued

21 | 213 § Geoup Dealth and life Luazasnce collacted and accrued

23 | 219 | CGroup rtirement Inmicance coliccted and accrued
23 | 237 [ US Swwizs Bonds deductions payasble
24 223 | Charlty payrol deductions payable

28 | 234 | Advances pesadle
28 . Otaer(Specifly)

Total

REMARXS

SICNATUAS AND TITLE OF RESPONSIBLE OFFICERA DAYE

PATOAN ZT3A, 160277 EDITION FF.Y JUN 74 s OB3OLETS.
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COMMANDER 'S WORKBOOK FOR GROUP:  SUPPLY
ADMINISTRATION/LOGISTICS MODULE: 3-1-1

PROPERTY BOOK.
PROPERTY ACCOUNTABILITY

REFERENCE :
DA PAM 710-2-1, DATED JANUARY 1982




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-
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(1)(2), AR 710-2, and Para 4-2, DA Pam 710-2-1.

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

b. 1Installation Property is property authorized on the CTA for use at home
station and may not accompany the unit upon mobilization.

3-2
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PROPERTY RECORD

Far use of this form, ssee DA PAM 7210 21, 1he proponent agency is DCSLOG.

DATE
POSTED

DOCUMENT
NUMBER

QUANTITY | QUANTITY DATE DOCUMENT QUANTITY | QUANTITY
RECEIVED | TURN-iN ( BALANCE | pogrep NUMBER RECEVED | TURNJN | BALANCE

BALANCE BROUGHT FORWARD

Property book jofficers (othef than the resppnsible officer) will ¢omplet

the following|statement:

"By authority|of (indicate appointirg DF anHi date), I hereby assuhe propgrty
of this propefty bood file. ] furthdr as responsibilitly for pfoperty
Tot—Tssuedon]

Signature Date

Ftgnature-—Block- PO

BALANCE CARRIED FORWARD

uic

AUTHORITY STOCK NUMBER ul

LIN

ERC

REQUIRED ALW [AUTHORIZED ALW| RICC Lce s&c Ecc

ITEM DESCRIPTION

FORM

DA saves 3328

Topether with DA Form 3328-1 replsces DA Forme 3328 Jan 77,
and 3320, Aup 78, which ere abuciers, 3-3

—————
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PROPERTY RECORD -T
For use of this form, see DA PAM 710 2-1, the proponent agency is DCSLOG.
O | COSMET oy U | e | S8R | CWGHMET | QUMY | AT | anee
EALANCE BROUGHT FORWARD
When the res ble pfficer|is alsqol the only the follnLving t
is required:
"By authority|of (indicate apsumptign of order or beaigmting
. | ]
for the property in Yhe ity s on each record of s property
book—file"s
te)
S .gnat.urﬂ ock of the Hesponsiple Officer
BALANCE CARRIED FORWARD
(V][ AUTHORITY STOCK NUMBER u
LIN ERC REQUIRED ALW HORIZED ALW| RICC Lce SEC &cc
1TEM DESCRIPTION
PORM Together with DA Forrn 33381 replaves DA Forme 3328 Jen 77, 3_4

DA Luss 3328

and 3329, Aug 78, which ere obsolets.
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PROPERTY RECORD

For use of this form, see DA PAM 710 2 1, 1he prapanent agency 18 DCSLOG.

DATE
POSTED

OOCUMENT
NUMBER

QUANTITY
TURN-IN

QUANTITY
RECEIVED

DATE

BALANCE | posten

OOCUMENT
NUMBER

QUANTITY
RECEIVED

QUANTITY
TURN-IN

BALANCE

BALANCE BROUGHT FORWARD

When the propriy book

s kept

at the

ing uhit level and

PO ha

been

appointed, the|/respongible of

ficer

11 comgl:te the ton.mJing staf

Lement s

"By authority|of (indicate a
y I heret
quantity sh

on eadh recor

sumptiqn of ¢

of this pro

d order or

rty book file"

designalﬁing

e

ture and Date]
s

BALANCE CARRIED FORWARD

uIc

AUTHORITY

STOCK NUMBER

Ul

LIN

ERC

REQUIRED ALW

AUTHORIZED ALW] RICC

Lce

SEC

ECC

ITEM DESCRIPTION

FORM

DA o ey 3328

Together with DA Form 3328-1 replaces DA Forms 3328 Jan 77,
and 3329, Aug 78, which sre obsolere.
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GROUP: SUPPLY

COMMANDER’S WORKBOOK FOR
MODULE: 3-1-2

ADMINISTRATION/LOGISTICS

PROPERTY BOOK.
AUTHORIZATION MEDIA

REFERENCE :
DA PAM 710-2, DATED JANUARY 1982
MTOE OF UNIT
CTA’S
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MODULE 3-1-2

TASK:

CONDITION:

STANDARD:

REFERENCE:

o W N

PROPERTY BOOK
AUTHORIZATION MEDIA

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

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

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

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.

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

You must be able to:

1.

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

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

Verify that the correct publication is utilized to compute
allowances and the "Authority” block on the property record
is annotated properly.

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.

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

Unit/Organization Modified Table of Organization and Equipment.

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

Specia) Authorization Documents

DA Pam 310-1, Consolidated Index of Army Publications and Blank
Forms. .

M
<
!
?
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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 MTO&E,
or computed 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&, 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).

o irma e e




PROPERTY RECORD

For use of this form, see DA PAM 710 21, 1ne proponent agercy s DCSLOG.

DATE OOCUMENT QUANTITY | QUANTITY DATE DOCUMENT QUANTITY | QUANTITY
POSTED NUMBER RECEIVED | TURN.n | BALANCE | posTep NUMBER RECEIVED | TURN.IN | BALANCE
BALANCE BROUGHT FORWARD

BAS\Q TAGE
| PARA [M-b, DA YAw 10- 2-

mxm PENCIL] ENY

\ NARRIED FORWARD
STOCK WUMBER \ )

Zeo ALW[ RIS tce s&c ‘ﬁ
S ! B
ITEM DESCRIPTION

| 'A
L__Teuex uninigy: uvoN Yyxu wle

FORM Together with DA Form 3328-1 repleces GA Forme 3328 Jan 77,
DA L, e 3328 snd 3329, Aug 78, which ere sbesiers. 3-9
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PUBLICATION DATA
LOCATION QUANTITY | QUANTITY DOCUMENT QUANTITY || amon QUANTITY | auanTITY DOCUMENT QUANTITY
AUTHORIZED| ON HAND NUMBER DUE-IN AUTHORIZED| ON HAND NUMBER DUE-IN
REMAAKS
Reverse of DA Porm 3338 V. & 9 Offtion: 190 o

3-10
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PROPERTY RECORD

For use of this form, see DA PAM 710 2 1, the propanent ager.cy ¢ DCSLOG
DATE DOCUMENT QUANTITY | QUANTITY BALANCE DATE DOCUMENT QUANTITY | QUANTITY BALANCE
POSTED NUMBEAR RECEIVED TURN-IN POSTED NUMBER RECEIVED TURN-IN
lOO'o BALANCE BROUGHT FORWARD 2)
A ]\

/
/Al
/

k / € PEL P
PACA W-b, DA AW 042 |

/
/
/o)

7

7
7

IN¥ E#TSEE 5 rﬂ IWENT
“BlIINNSN

\ ~—
= S

uic 3 y? ST \\\\
A A 2 0 0-1T77-91 S SE A
LN Enc AEQUIRED ALW __ JAUTHORIZED ALW| R Lcc N s&c )l €cc
X013 A l HB |
ITEM OSSCRIPTION
IRCK umLity: 4T ux 4 was) AZ.
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PUBLICATION DATA 1&..;\; EntRY)
TM 9-2320- if-10 10 Aug 77
LOCATION |AUTHORZED] ON HAND NUMBER LocaToN A SORZE0] SN HAND NOMBER DUEN
AEMARKS
Reverse of DA Form 2338 R UL Goverament Frinting ONion 1901—001-044/0018
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SERIAL/REGISTRATION NUMBER RECORD

For use of this form, see DA PAM 710-2-1; the proponent sgency is DCSLOG.
SERIAL/ SERAL/ SERIAL/ SERIAL/

REGISTRATION LOCATION REGISTRATION LOCATION REGISTRATION LOCATION REGISTRATION LOCATION
NUMBER NUMBER NUMBER NUMBER

LF L3¢ \
bf 63194
T

A\
\;

\

A\

\

\

INK ENTRIES

PE u\l. ENTRIES

M/

SERIAL J REGISTRATION Numkgg
g/ LIsTING]| FoR Wave | wobeL PAGE
QV/ TAQA H-L:..ﬁ fam _Mp-2-).
\ 4

uic

STOCK NUMSER

AL HAA

DA [oVes 33281

2320-00- \11- §2.5¢°

ITEM DESCRIPTION

TR, UL Yy T wmISIA2
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SERIAL/ SERIAL/ SERIAL/ SERAL/ 1
REGISTRATION LOCATION REGISTRATION LOCATION REGISTRATION LOCATION REGISTRATION LOCATION
NUMBER NUMBER NUMBER NUMBER
Rererve of DA Form 3328-1 3-1 4 RUS, Sovernment Printing Offiese 1981341046862
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PROPERTY RECORD

For use of this form, tee DA PAM 710 21, the proponent agency is DCSLOG.

DATE DOCUMENT QUANTITY [ QUANTITY | o0 4uee | DATE DOCUMENT QUANTITY | QUANTITY | o0 4y ce
POSTED NUMBER RECEIVED | TURN-IN POSTED NUMBER RECEIVED | TURN-IN
1000 BALANCE BROUGHT FORWARD Q_I
A

a

/ \f /
R / MAKE |WoDeL| PAGE
A

PARA M-G . DA[PAM 11D-2-).

INK EINTRIES PENCIY _Qnmgf

\ P
. / \ BALANCE cwum

vic v y&( MBER \g
WALHAA ' A320-

A, ‘V, -763- 1094 EA
LIN ERC REQUIRED ALW, AUTHORIZED ALW CC C CcC
X 0733 A /

ITEM DESCRIPTION ¢

TRULK utiLiTyY: fuT WiS) AL
FORM

Topether with DA Form 3328-1 replaces DA Forms 3328 Jen 77,
DA sz 3328 and 3329, Aug 78, which sre obsolete.

FETOLR SRR




SERIAL/REGISTRATION NUMBER RECORD

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

SEMAL/
REGISTRATION
NUMBER

LOCATION

LY

SERAL/
REGISTRATION
NUMBER

LOCATION

SERAL/
REGISTRATION
NUMBER

LOCATION

LOCATION

Wf 41184

bF 1I4S

bf uzof

fF 43200

bF 4137

GfF Y2l

of 5202 |

LF 1014

76 318

16 3184 ¥

16 3194

9F 21398

A\

oH 214

INK ENTRIES

kY

VENCIL ENTRIES

YeE 270

(bF 4412

oF U721

SERIAL | REGISTRATION uu&tﬂl
usnif FoR [WAXE | moDer VAGE

GF L3)12

/, PARA L

-

-4 e [DA Awm Tp-2-|\.

16 319§

16 4230 J

76 Y29

76 4P

76 4244

£F 1319 |

Ye 2700

AN 2180

)

ucF 2134

' 4
H

DA [ares 33281

STOCK NUMBER

v

32320-00- 263- 1042

ITEM DEYCRIPTION

TR¥, uniL N T W SIAL
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SERAL/ SERAL/ SERIALY SERAL/
REGISTRATION LOCATION REGISTRATION LOCATION REGISTRATION LOCATION REGISTRATION
NUMBER NUMBER NUMBER NUMBER
3 _I 7 RUS Goveramont Priating Otietr 1909=—361.846/8931

everse of DA Form 33238-1




COMMANDER ‘S WORKBOOK FOR GROUP :

ADIINISTRATION/LOGISTICS MODULE :

PROPERTY BOOK
PREPARATION AND MAINTENANCE

REFERENCE :
AR 710-2., DATED 1 OCTOBER 1981

3-18

SUPPLY
3-1-3
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MODULE 3-1-3

TASK:

CONDITION:
STANDARD:

PROPERTY BOOK

PREPARATION AND MAINTENANCE
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.

Determine that property records are filed in a logical
sequence.

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

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

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

You must be able to:

1.
2.
3.

Verify the correct codes listed in 1A through 11 above.
Verify that property records are filed in a logical sequence.

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

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.




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(1)
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.

3.20
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1January 1962
PROPERTY RECORD
For uae of this form, sse DA PAM 710-2-1; the prepenant sgansy b DCSLOO.
roeTe OOCMTT | WA | T | sacancs | p35T8 - R
g_ 0 QQJ SALANCE SROUGHT FOAWARD 11

2wg

0o%-o001] 3 30

200D | 200¢-000 | {

29

e f—

BSALANCE CAAMED FORWARD

The information listed on this form is to be used as » geners! guide only.

STOCK NUMBER

Togorar with DA Form SXI8-1 rupioam DA Forwn 3X38 Jon 77,
ont X3, Avp T8, whish ore stusivwm.

3-21
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DA ©Am 310-H,0R 310-4

Pam 710-2-1 ‘ 1 January 1962
’127 9:2320-2/8-10 10 Aug 78 I
Locaron | NIy | CUNTY [ OOSNEYT | T | wocamon [WJRRGE| S | e i

HRI | 3 3

HR2!| & | 5 |10z8-0001| 1
HRS| 7 7

HR4| 7 | § |1042-0006| Z
HR5| 7 7 .

REMARXKS

HR#2Z HAS I IN MAINTS

Reverse of DA Form 3328

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

COMMANDER 'S WORKBOOK FOR
ADMINISTRATION/LOGISTICS

PROPERTY BOOK,
INVENTORY REQUIREMENTS

REFERENCE :
DA PAM 710-2-1, DATED JANUARY 1982

3-23
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MODULE 3-1-4

TASKS:

CONDITION:

STANDARD:

PROPERTY BOOKS
INVENTORY REQUIREMENTS

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

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

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

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

Determine that change of property book officer inventories
are conducted.

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

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

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

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

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

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.

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.

3-24




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: i. 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. AMDF, Army Master Data File
6. 1A Suppiement 1 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 Tieu 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.

3-25




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 710-2-1.

7. Insure that weapons and ammunition inventories are conducted as required by
Para 2-121, AR 710-2, and Para 9-11, 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 1A 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.

3-26




1 January 1982 Pam 710-2-1
DISPOSITION FORM
For use of this farm, sse AR 340-15. the proponwnt sency is TAGO.
REFENENCE OR OFFICE SYMBOL SUBJECT
AFVS-CO-PV Annual Responsible Officer Inventory
vo Cdr, 1-651 Arty Bn FmomM _ CAr, A BEry DATE 20 Jul BL  cmr
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 1b.

pocument number 1200-0001 applies.

ROGER W. SMITH
CPT, FA
Commanding

DA 5% 2496

PREVIOUS EDITIONS WILL BE VSED

The information listed on this form is to be used as a general guide only.
Figure 9-1. Sample h y DF; {

ponsible officer inventory.
9-5
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1 January 1982

Pam 710-2-1

DISPOSITION FORM

For use of this farm, see AR 340-15; the proponent agancy is TAGO.
REFERENCE OR OFFICE SYMBOL SUBJECT
AFVS-CO-1G Cyclic Inventory
FROM PBO, 1-651 Arty Bn PATE 20 Jul 81 cmT1

T0 Cdr, B Btry

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 beern chosen for use in this command.
puring the month of August you are to inventory LIN A01869 through C51916
on your organization property hand receipt, and LIN 417126 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 area 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.

éAMES P. SMITH

CW4, USA
Property Book Officer

AFVC-CO-BO (20 Jul 81)

cdr, B Btry 27 Aug 81 CMT 2

PBO, 1-651 Arty Bn
1-651 Arty Bn SSG Brown/jc/7215

Artillery Battalion

1. The property indicated in paragraph 3, CMT 1, has bern inven-
toried. 1In addition, all sensitive items have been inveatoried.

Cht] o

CHARLES W. JONES III
CPT, FA
Commanding

2. No discrepancies were noted.

SAw ¢ L

DA Argg.:o 2496 PREVIOUS EDITIONS WILL B8 USED

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

Figure 9-2. Sample DF directing an inventory and the results.
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DISPOSITION FORM

For use of this form, see AR 340-15; the proponent agency is TAGO.

REFERENCE OR OFFICE SYMBOL SUBJECT
AFVS-CO-LG Annual Property Book Inventory
Yo (Cdr FROM PBQ oAaTE 25 May 82 cMT 1
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 pravisions of para 9-9, reference la, a physical inventory has been conducted

of all properily book items not issued on hand receipi. Discrepancies have been accounted
for under the provisions of reference la and 1b. Document numbers 2145-0001 and 2145-1001

apply.
Jpess ESimi .
JAMES P. SMITH

CW4, USA
Property Book Officer

DA 5% 2496 AEVIOUS EGITIONS WiLL BE UsED




Pam 710-2-1

1 January 1982
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e —

GROUP -

COMMANDER ‘S WORKBOOK FOR
MODULE :

ADMINISTRATION/LOGISTICS

PROPERTY BOOKS.
REPORTING REQUIREMENTS

REFERENCE:
DA PAM 710-2-1, DATED JANUARY 1982
AR 220-1
™ 38-750
SB 700-20

3-3

SUPPLY
3-1-5
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MODULE 3-1-5
PROPERTY BOOK
REPORTING REQUIREMENT
TASK: Determine if authorized MTO&4E 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)
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 ;or 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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1Janusry 1982 Pam 710-2-1
PROPERTY RECORD.,
) For use of This farm, see DA PAM 710-2-1; the propenent agency i DCSLOG.
} « asmmanny
' DATE DOCUMENT ouary [ouavamr | oy o 1 oare DOCUMBNT aumrry Jouwserre | L
: q QQE SALANCE BROUGHT FORWARD ) ar]
A€ | 200%0c0 | 3 30
201D | A0069-000 [ 129
1 i
i
.- . l
BALANCE CARMED BOPWARD
wie AUTHORITY STOCK NUMBER w
! 26Y LA

Togwder wiw DA Form X191 recian OA Forwe X238 Jon 77,
ang 3TTD. Aug 78, wihugh ars comm.

The informatwun listed on this form is 10 be used as a general guide only.
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COMMANDER‘S WORKBOOK FOR
ADMINISTRATION/LOGISTICS

GROUP:  SUPPLY
MODULE: 3-2-1

DA FORM 2064
DOCUMENT REGISTER., EXPENDABLE/DURABLE

REFERENCE :
DA PAM 710-2-1, DATED JANUARY 1982

3-34
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MODULE 3-2-1
DA FORM 2064
DOCUMENT 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 2 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. 1A Supplement 1 to AR 700-84, Issuz and Sale of Personal Clothing.
4. AMDF - Army Master Data File.

WHAT TO 20:

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 numbers 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 al) other units. (Para 2-19d, DA
Pam 710-2-1)

3-35

SR} i -




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
1A Supplement 1 to AR 700-84.

3-36
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DISPOSITION FORM
For use of this form, see AR 340 ,;8; the proponent agency is TAGO.
REFERENCE OR OFFICE SYMBOL SUBJECT
Assignment of Document Serial Numbers
. FROM DATE cMT Y
Property Book Officer Commander
A1l Concerned 1-651 Arty Bn
1. The DODAAC of this unit is WTTHEC and the UIC is WAZHAA. A1l sub-elements of this
unit will use the unit DODAAC.
2. In accordance with para 2-19¢(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
3-37
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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

3-38




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/grganization 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 PBO maintains the non-expendable document register. (Ref:
Para 2-19a(1), 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
ADMINISTRATION/LOGISTICS

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

TASK:
CONDITION:

STANDARD:

REFERENCE:

WHAT TO DO:

DA FCRM 2062,
HAND RECEIPTS

To recognize the key factors of DA Form 2062.

Given a completed sampie of DA Form 2062 and guidance within this
module.

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.

AR 710-2, Supply Policy Below the Wholesale Level, 1 Oct 81
DA Pam 710-2-1, Using Unit Supply System Manual Procedures, 1 Jan 82

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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1January 1982

Pam 710-2-1

INSTRUCTI(, € FOR \EPARING DA FORM 2062 AS A HAND OR SUBHAND RECEIPT

Block or Caiumn
Hand Re:oi, UAnneaNumber. .. ... e

Instructions
Line out snnex number.

Enter the name of the organization, unit, section, or squad which
issues the property. Do not enter a person’s name.

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
sheets, pillow-case, or bed, enter the name and rank of the person
receiving the property.

Enter a locally 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.

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 & cyclic basis (ink or pencil entry).

1. 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 normally be an operator’s technical manual (-10) 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.

When used as a—

e Hand or subhand receir:, enter the hand-receipt annex
number for the item (pencil entry). If hand-receipt annex is not re-
Quired, leave blank.

¢ Hand receipt for quarters furniture, enter the proper condition
code at time of issue {ink or pencil entry). Condition codes are listed
below. (Entry required only for family quarters occupants.)

Enter the SEC code of the item (pencil entry). This code is in the
AMDF.

Enter the unit of issue (pencil entry).
Enter the quantity authorized t> be on hand (pencil entry).

1. Enter the quantit- nn hand for each iter: Listed. Line out all un-
used blocks in colurans with recorded qun ‘ities.

2. Advance all quanti*ies to the next quantity column when quan-
tities change. Quantities must be advanced when changing hand or
subhand-receipt holders.

3. The pervon receiving the property will sign. enter his or ber rank
and date 1he proper quantity column o the last page (ink entry). The
last page s the last numbered page. It msy be an odd or even
number. The last page may be reserved for tignatures only. (The
arigina) page will have an original signature; the copy may have a
carbon signature.)

Page. of Pages Self -explanatory.

CONDITION CODES (FOR QUARTERS FURNITURE ONLY)
BE-Bent F-Faded RU-Rusted
BR-Broken G-Gouged SC-Scratched
BU-Burned L-Loose SO-Sotled
CH-Chipped M-Marred T-Tom
MO-Motheaten MI-Mildewed W-Badly Worn
D-Dented R-Rubbed Z-Cracked

Note: All entries will be made in ink or typewritten unless otherwise stated.
Figure 5-1. DA Form 2082 s ¢ hand recewpt—Continued
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Pam 710-2-1 1}:s-uary 1982
—
HAND RECULIPT/ARNER o FAOM ™ NANC NRCE. & AMBE o
For use of this form. see ()4 FAM 2-1. - '
T,.’pm snent oy ency is ODCSLOG. PBO 1~651 Arty Bn Cdr, C Btry 3
,- EnD L TEM STOCK MLMBER rmmnmm luuuwumn , PIBLCAT = DATE OuaNTTY
g
N
STOCK NUMBER TEM DESCRPRON ] SEC | U [ A Y
. ». 3 '3 [3 V4 A [ ] < -] [ ’
TR 9-76085 - &/l - 1o, WIC 1-5, 76 SE7 €F
100 -90-726-5655 Pstl .45 MI911A1 W/OE Ser No. 9677182 NIEALL L1 (1]
AN +—
1229-00-588-7282 Pltg Board W/E M17 U Al ]! ry
Radiac Set AN/PDR-27 py
Tm 11-8665- a0%-75, wic 1,%¢,7, S3EF €0
6665-00-017-8903 Radiac Set AN/PDR-27Q U |EA ISR ERY
Tm H-6665-3A36- /57 VW/ia 1, X, do Junw G
6665-00-961-0846 Radiac Set AN/PDR-27R i |EA F{t1 {11y
Tm i1-6065- 21470, Wic I1-4, a7 Nov G
6665-00-752-7759 Radiacmeter IM-93A/UD ! U {EAL M {#{3 |41y
Radiacmeter IM-174/PD
TM 11-64685-234- /&, WlC 1-7, 3/AJ6 ¢7
6665-00-995-5145 Radiacmeter IM-174A/PD U [EA | BRBRAN
TM /1- 6665~ al3- IX, Wic I, &, 371 dve 6T
6665-00-856-8037 Radiacmeter IN-174-PD’ U 1EA 11111
Radio Ser AN/GRC-160 3
Tm 1i- 8Fa0- 4¥¢8- /a Wic |- 8,31 Mmag 67
5820-00-223-7411 Radio Set AN/GRC-12 ! U |EA 2lalals
mu-!ﬁo—ﬁﬁ wic (-%, 31 mAY 67
5820-00~223-7473 Radio Ser AN/GRGAL ) 3 U |EA 1tijtr)d
T™m 11-5%30- 40i- /a yWic 1-3, TEP 73
5820-00~223-7433 Radio Set AN/VRC-4 LU leal3l3i313 |3
- Tm 9- asae- ai¥- lo 76 Ad¢ ¢
2320-00-177-9258 Trk Util 1/4-Ton MISIA2 USA #6F4l18 LIEAITi6 (51717
L6RedI+, 6P6T21, 7G3194, ~6Reda0, 8F3194
8F2319, 9N3180, 7G4230
e USED AS A
HANO RECEIPT, erter Hand Ascens Anvam Nuwmber
HAN SECEIPT FOR QUARTERS RIRNITURE. ermer Condition Codee
RAND RECEIPT ANNEX/COMPONENTS RECEPT. enter Accourting Requirements Code (ARC). moE 6 alb reagER
B ——— ——
DA *om™ 2062 EDITION OF JAN 88 18 OSSOLETE.
e 02
TR A S T AT S O™ . e
s €| € =
~ IS
Iy
S O [2)
. o] M
=
COIL IR ¥
S
I° oy
N
Rk
N Ny
O m
6 el e
' ~d S 3>,
333

Roveree of DA Porm 3043

The information listed on this form 15 to be used as a general guide only.

Figure 5-i. DA Form 2062 as a hond rervint.

2a4?




Par. 710-2-1 1 January 1882
p————————— o - ,
uANDfRchIPT D oM. L3 HAND MECEIPT IUMBER
For use of thus form. see DA PAM 710-2-]. -
nepmpoum/umcyb ODCSLOG. cdr, C Btry Lt Veh Dr 1 (Ammo) 3-6
-o‘,[iwmunocxmu ‘lmmm Iammm IBLCATION DATE. | GusnmTy
oMY
$TOCK FUMDER TEM DESCAPTION o |omc)u |
o [ e [ e b s ] A [ ] (4 LB L ]
N
8340-00-841-6456 Tarpaulin 1Y x 12 ft. (_iz ?A‘ 11y
Tm 9-2330-a3%31-/4 wic), 33 MAR 7 >
2330-00-207-1785 Tir Ammo 4332 USA # 3A1241 a EA [ ]
T 9-33306- a09- 181, ¥ 6<F 7%
2320-00-077-161? Trk Cgo 25T M3I5A2 USA ¢ 9J7114 { U JEAL T
&
&l
Q
i Y
N
=
"
)
ol
R
o
B WMEN UBED AS A
MAND RECEWT. erwer Hand Racest Annx Number
HAND RECEIPT SON GUARTERS FURMTURE, enver Conditon Codes
MANG RECEIT ANNEX/COMPONENTS RECEPT, srer Accourting Requremants Cods WAC) moe ] o 1 mam
EDITION OF JAN 88 18 ORSOLETE.

)
DA 2082
The information listed on this form is to be used as 8 general guide only.

Figure 5-2. DA Form 2062 as ¢ yubhand receipt.
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COMMANDER ‘S WORKBOOK FOR
ADMINISTRATION/LOGISTICS

DA FORM 2062,
HAND RECEIPT ANNEXES

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
commander 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 PBO
or commander, (Para 6-1b, 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 column and validated by
the PBO or commander. (Para 6-la, b, DA Pam 710-2-1).
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OX > 308
AN 82

Q!*‘.s_m.\ .

| N umo‘! uec;n/magx NUMBER "] T o a1 1)
or wte of this form, see DA 710-2-1.
The proponen: agency is ODCSLOG. Cdr C Bery Mozor Pool 2
OB EMD TTEM STOCR NUMBEN (END TTEM DESCNIFMON PURLCATION MUMBER RUBICARON DATE QRNINTY
“oar| 5180-00-177-7033 Tool Kit General Mechanic SC_5180~90-CL-N26 18 Oce 78 4
STOCK NUMBER TSV DESCAPTION [ J S8 w .:".. sl
- (3 ¢ 4 . ¢ A . [ ) ] L}
5120-00-061-8543 ] , Hand: wachinists; ball peen D EA 312
5120-00-230-6385 Ratchet type; Reversible; 1/2 in drive D EA >l
5120-00-293-0032 Pliers: long round pose, w/cutter 7~in D EA ¥4
AL RLB
i
0 W D AS A
HANO RECEWT. srusr Hond Receipl Anna Number
HAND RECEWT FOR QUARTERS FURNITURE. enter Coriiton Cacies
HAND RECEIPT ANNEX/COMPONENTS RECEIPT, omter Accsurting Requiremenm Cede (ARC) wot_) o | won

FDITION OF JAN 98 13 OBROLETYE,

The information listed on trus form is to be used as a general guide Only.

Figure 8-1. DA Form 2062 & ¢ hand receipt annex.
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Pam 710-2-1

1 January 1982

INSTRUCTIONS I 3R PREPARING DA ' "3M 2062 AS A HAND-RECEIPT ANNEX

\When using the preprinted DA Form 232, most of the data for ihe following instructions will already be printed.

Column or Block
Hand-Receipt/AnnexNumber ........................ ...

HandReceiptNumber......................iciiiiiiiiean...

EndItem StockNumber ......................cooiiiiL
Endltem Description. . .. ........vennniiiin i,
PublicationNumber. .................... ... e,

Page. of. pages.

1 .
Enter the consecutive annex number after the title,

Erzer the same dais recorded on the hand or subhand receipt to
which the annex applies.

Enter the same data recorded on the hand or subhand receipt to
which the annex applies.

Enter the same data recorded on the hand or subhand receipt to
which the annex applies.

Enter the stock number of the item for which shortages exist.
Enter the description of the item for which shortages exist.

Enter the publication number listed for the end item on the hand or
subhand receipt (ink or pencil entry).

Enter the date of the publication listed for the end item on the hand
or subhand receipt (ink or pencil entry).

Enter the number of end items to which the annex applies.

Enter the stock number of the missing item.

Enter a description of the missing item.

Enter the accounting requirements code (ARC) of the missing item
(pencil entry).

Leave Blank.

Enter the unit of issue of the missing item (pencil entry).

Leave blank.

1. Enter the quantity missing for each item listed. Line out all un-
used blocks in columas with recorded quantities.

2. Advance all quantities to the next quantity column when quan-
tities change. Quantities must be advanced when the person that
validated the shortages is replaced.

3. The persca filling the position identified in the “From™ block will
injtial the last page under the last recorded item (ink entry). Short-
ages must be validated by the current responsible person.

Self-Explanatory.

Note: Make all entnes in ink or by typewriter unless otherwise stated.
Figure 6-1. DA Form 2063 as a Aand receipt annex—Continued

6-2. Component hand receipt procedures. a. A
component hand receip: is a list of nonexpendab’- and
durable compenents of sets, kits, and outfits (SKO)
that have been issued to a using individual. Expend-
able items may be listed for information purposes.
When available, preprinted DA Forms 2062 will be
used for component hand receipts. Preprinted DA
Forms 2062 are published in confunction with selected
SCs. Available preprinted DA Forms 2065 are iden-
tified in DA Pam 310-6 by the letters “HR" after the
SC number. Use blank DA Form: 2062 when
preprinted forms are not availeble. The component
hand receipt is the record of responsibility for items
listed on it. It is also the record that validates compo-
nent shortages; therefore, hand receipt snnexes are not
required. Use a component hand receipt when issuing
sn SKO that—

6-2

(1) Has an individual basis of issue; and
(2) Is to be issued. to the using individual.

b. Component hand receipts will be prepared by
the person issuing the property. Prepare compo-
neat hand receipts in two copies. The preparer
will keep the original. The using individual will
keep the copy. The user's copy will be filed or
kept with the issued equipment. Figure 6-2 gives
instructions for preparing DA Form 2062 as a
component hand receipt. File component hand
receipts according to AR 340-2 or AR
340-18-14, as applicable.

¢. Keep component hand receipts current, Do this
by posting changes as they occur or by using
change documents. When change documents are
used, follow the procedures in paragraph 5-3d.

3248
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COMMANDER 'S WORKBOOK FOR GROUP:

ADMINISTRATION/LOGISTICS MODULE :

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 FORM 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
Tisted 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 1isting as shown
in Fig 6-2, DA Pam 710-2-1.
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1 January 1582 Pam 710-2--1
'ﬁ%ﬁ"& 3&-'.{':.‘&;."’"" |m :o:::;::n Arty N SP4 Robert L. Jolmson M.zc-.; e
*EPl'ﬁmm'ia J'?o'::r m-m Hechanic I“?E‘mm-ug YN N ﬂ"""';
rocK manen o4 ceacmenon o | me]u|onfe P iad
Y [ 3 dlelrzljarlofeciofje]er
PUNCH DRIVE PIN:
$120-00-242-5966 Straight; 1/8 in. pt dis, 3/4 in. oow pt 1g. D m EA IRNR N}
5120-00-240-6083 Straighty 1/4 fa. d1s of pt, 1 in. nom pt 1g DIMIeEalr |1 ]1
|_5120-00-273-0001 Stratight; 3/8 in. dia of pt; 1 in. pom pt 1z D m1EA] } ]
| _5120-00-239-0038 Strsight; 3/4 in. d1a of ;x. 10 tn o/a 1g D als
$120-00-242-3433 Tapered; 1/8 in. dia of pta 2-1/8 1ia. vom Dim Ealrli ]y
taper 1g, 4-1/2 in. o/a lg.
$120-00-182-9656 RULE, STERL, MACHINSTS: 1/64 in. to 1/32 ia. Dlm EAl1 | ]
graduated edges, 6 in, 1g, 7/32 la. v, 3/64
in thk.
5$120-00-832-6221 SCREW STARTER, HAND: Combination phillipe 7 pimleals |1 11
straight tip; rotating wedge grip, 9/32 a.
tip dis, 7-3/16 fn. o/a 1g
SCREWDRIVER, CROSS TIP: plastic ‘handle,
Phillips cross.
$120-00-240-8716 No. I tip, 3 in. dlade 1g. Pimilea I} [}
S v A A
MAND WECEIPT, sraw Hand Reasipt Ava Mumbser'
MAND RECEPT FOR CLARTERS FURMTURE, erver Canviltinn Codes
HAND RECEIT ANNEX/COMPONENTS RECEIPY, ertar Acssurtong Requiremeras Code ARG wr 6 10 mor
DA % 2062

”

e, 5P /¥ fix 2
Fhanse s

il

Agsoves of DA Poven $008

The information listed on this form is 1o be used as & genersl guide only.

Column or Block
Hand-Receipt/Annex Number ...........ccooiiiinriiniiienes
63

"

v
* —




Pam 710-2-1

Hand Receipt Number....... N vorens Nereeeniesanaens
EndItem Stock Number .........cvviiivnninncnnaes Ceevaraees
End Item Description. ......... feesennns teveeatieeeetnaaronan .

PublicationNumber.........coovovnnins e reeeere i,

Page of

1 anuary 1982

Enter the name of the organization, unit, section, or squad which
issues the property.

Enter the name and rask of the person receiving the propesty.
Enter a locally designated number.

Enter the stock number of the end item.

Enter a description of the end item.

Enter the description of the publication that ins the basic issue
ftems list (BIIL), mandatory discretionary components, or other
components list for the end item.

Enter the date of the publication listed in the “Publication Number”
block.

Enter “1.” )

Enter & description of each component of the end item.

Enter a description of each component of the end item.

Enter the Accounting Requirements Code (ARC) of the component
(pencil entry).

Enter SEC of the component {pencil entry).

Enter the unit of issue of the component (pencil entry).

Enter the quantity authorized to be on hand (pencil entry).

1. Enter the quantity oo hand for each component listed. Line out
all unused blocks in columns with recorded quantities.

2. Advance all quantities to the next column when guantities
change. Quantities must be advanced whea changing band or sub-
hand receipt bolders.

3. The person receiving the property will sign, enter his or ber 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 0dd or even
oumber. The last page may be reserved for signatures only. (The
original page will have an original signature; the copy may bave a
carbon signature.)

Self-explanatory.

Note: Make all entries in ink or by typewriter unless otherwise stated.
Figure 8-3. DA Form 2062 as o component hand receipt—Continued
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ADMINISTRATION/LOGISTICS

CLOTHINS RECORDS: INDIVIDUAL
DA FORM 2161
PERSONAL CLOTHING REQUEST

REFERENCE
AR 700-84
1A SUPPLEMENT 1 TO AR 700-84

CTA 5C-300
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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, 1A 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.
Determine the quantity of personal clothing to be issued.

Determine the size of clothing to be requested.

S w N

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 clothing.

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, 1in 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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S |

,/'—\
REQUEST FOR ISSUE OR TURN—IN X | 1ssue  [SHEETING org|S REQUESTNO 4. voucHeR WO
(AR 710-2) TURN-IN 1 EXPANDABLZ DOC NO
1. SEND YO: S. DATE MATERIEL REQUIRED C‘. IPQDMC s 7. PRIORITY 8. ACCOUNTING/FUNDING DATA
FACILITY SUFTORTING UNIT UNIT DOOAAC
2.REQUEST FROM: 9. END ITEM 98. NAME/MANUFACTURER 9b. MODEL 9¢. SERIAL NO
UNIT ADDRZSS OENT ¢ /A N/a N/A A
* coDE ISSUE TURN-IN 10. PUBLICATION 11, JOB ORDER NO
A et RSk ey T [ g S CTA 50900 /A
12.7TEM e | SUPPLY B POSTED
No STOCK NO {TEM DESCRIPTiON 1s30€ | QUANTITY JcoODE*| acTiON UNITPRICE | TOTALCOSY
a ] 3 d . ! & h 1 DATE 8y
SEX: FEMALE NAME: 33AN: GRADA:
1 [8465=00~14L1=C932 | 3AG, Juffle 1 in
2 |84,0=0C=5T3= 34T, T.ousers 1 Za
3 [|8410=00~335~ BIRET, Blk 1 FA
L |8430= BOOTS, Cmbt, Blk 2 PR
5 31 5=00=300=0327 BUCKLE, 3elt, 3lk 1 A
) 4150 1=CEL~ CAF, Zamo 2 a
7 iy 1 0m 1 =CO5= ZCAT, ady AS=385 1 A
8 1 5=C 1=C8 = COAT, Camo 3 A
8415« CCAT, Cld wthr 1 A
10 84,1 0=OCm COATy =34l 1 ZA
1 8415=00=582- GLOVE3, Insert 1 PR
12 8415=CC= 3LOVZ3, 3hell, lthr 1 R
13 e LCVE3, Jress, lthr 1 FR
la B30 1-026-5 3 PAIDBAS 1 A SHEET TOTAL GRAND TOTAL
13 188UE/TURN.IN| DATE [ 1] 14. 1SSUE QTY IN OATE 8Y 15. REC QY IN DATE BY
“OUANTITY " COLM| “SUPPLY ACTION" "SUPPLY ACTION™
1] n_g:n‘rlo COLUMN COLUMN

oA "™, 3161

REPLACES DA FORM 3181, ! JUL 88 WHKMH IS ODSOLETE.

RUS GOVEANMENT PRINTING OFFICE (977 — 243 - 830
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i
REQUEST FOR ISSUE OR TURN—IN xx | issue 2';“ ;4:!"‘ 6. DODAAC 3. REQUEST NO <. VOUCHERNO
(CONTINUATION SHEET) TURN.IN 2 3 |UNIT DODAAC EXP DOC WO
E!I: svoc: NO nem ou::mmou :?;5" ouA:nIl" co{ot- :grlolL umr:nct Iout(con “‘:omo -
15 84,55-00=- IN51GN, BOS, EP 1 24
16 8455=00m1C2=¢512 1 IN3IGN, U5, 5P 2 24
17 8455-00~082-2376 |INSIGN, Hat, Ed 1 A
18 JACKET, ~G-388 (5S) 1 BA
19 | &u10-01-C21- JACKET, AG=388 (LS) 1] =
20 8410-01~- JACKET, aG=344 1 3A
21 8455-00-549=5363 |3CaRF, Jhite 1 B
22 8410107 51T, Jhite 2 oy
23 E4,35=01=075= 5HO .3, Jress, female 1 PR
2 8410-01=013=9109  [HAVILOCK, o4 1 A
25 8410-01-021~ 5¥IRT, AT~388 1 3n
26 8410CO= BKIRT, A3~34d 1 ZA
27 84L,10-01- BLACKS, AT=3Lk4 1 FR
28 844, 0=00= BOCKS, dool 3 PR
R9 84,15=01=-C84~ TROUSZRS, Camo 3 PR
k po 84,6 5002616629 NZCKLACS, 1L 1 B
B1 846 5~00-995~7905 Z07ER, Tag, 1D 1 A
i 32 BL55~00- IN3IGN, 5R,ZA, Cloth 1 PR
33 FL55-00-135-6758 INSIGH, 33, Full Color 1 A
34, Bu55~00-135-9166  |1USI3N, 33, 3Ubdued Lo | PP
DA‘F‘%!’ 361-1 REPLACES DA FORM 3181-1, 1 APR 8 WHICH IS OBSOLETE @ U.S. GOVERNMENT PRINTING OFF ICE: 1976-295-929




REQUEST £OR ISSUE OR TURN—IN gy |1ssue :‘n:u ;‘noms 6. DODAAC 3. REQUEST NO 4. VOUCHER NO
(CONTINUATION SHEET) TURNAN | 3 3 |UNIT D00aAC ZXP DCC XO
12. TEM UNIt surey i PO31ED
No STOCK NO ITEM DESCRIPIION OF QUANTITY [CODE’|  ACTION UNT PRICE | 10TAL COST
1ssue DATE [}
a b < 4 [ [ g A {
35 8455~00-137- INSIGN, GR, 3ubd, mtl 31 PR
36 €4,55=C0 1.1315N, GR, mtl, gold 21 MR
SHELT TOTAL
@ U.S. GOVERNMENT PRINTING OFF 1CE: 1978-255-929

DA FI%, 31611

REPLACKS DA FORM 3181-1, { APR 68 WHICH IS OSS0OLLTL.
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'A
REQUEST FOR ISSUE OR TURN—IN XK | tssur [MEETINO |3 RtouesTNO 4. VOUCHER WO
AR 710-2) TURN-IN 1 ZXPINOABLZ DOC MO
1.SENDTO: S. DATE MATERIEL REQUIRED 6. DODAAC 7. PRIORTY | 8. ACCOUNTING/FUNDING DATA
FACILITY SUPPORTING UNIT UIIT DODAAC
2. REQUEST FROM; 9. END ITEM 98. NAME/MANUFACTURER 95, MOOEL 9c. SERAL N0
UNIT ADORESS IDENT Y, /1 N/A N/a N/A
* CODE ISSUE TURN-IN 10. PUBLICATION 11, JOB ORDER NO
o cement R eron of Sy, e & ooy Charges CTA 50900 N/A
12 1TEM UNIT ) POSTED
L) STOCX NO ITEM DESCRIPTION sone | ouawmry {cooe i%'#.’él umremce | voracost [ z
a (] [ d [ / J 4 A i DATE BY
SEXs _ MALE NAME: SSANs DEt
8L55-CO=141-0932 | BA3, Duffle 1 A
2 | 8440-00~573= BiLT, Trs, blk 21 Za
3 8430~00- 40073, Cbt, lthr, blk 2{ PR
L | 8315-C0=275-4513 | BUSKLZ, Hrass 11 EA
5 £315-00=300=0327 | 3UCKLE, Black 1| EaA
4
6 B84,05-00~985- CaF, Sarr, AS=3Ld 1|3
7 | 8415-01=084~ CaP, Camo 2|3 '
g8 | 84,05~01=-059- COAT, AW, A3=385 1| 2A
9 8i,15-C1=~084= COAT, Camo 3 )z
10 | eu15-00~ SUnl, 214 wthr 1]
11 Bl Gmdimr 5 S0aT, aF3i 1 | &
12 EdyiyOmmiimm] 39— nlsa, uJress 1 | FR
13 £4,15~00~682~ 3LOViS, Insert 1 |FR
4 €415-00- GLOV33, Shell 1 m SHEET TOTAL lsmmnrom,
13. ISSUE/TURN-IN| DATE [1] 14.198VE QTY N | DATE 1 14 15. REC OTY IN DATE ay
“QUANTITY"” COLM! “SUPPLY ACTION" "SUPPLY ACTION"
13 REQUESTED COLUMN COLUMN

DA ,F)gm) 3161 REPLACES DA FORM 3181, 1 JUL 86 WHICH IS OBSOLETE.

BU.5. GOVERNMENT PRINTING OFFICE: 1977 ~ 243 - §30
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REQUESY FOR ISSUE OR TURN~IN XX jissur s:;u ;4:““ 4. DODAAC 3. REQUEST NO 4. VOUCHER NO
(CONTINUATION SHEET) TURN.IN 2 2 UNIT DODAAC IXP mc NO
'z:l?: uoc: NO mEm ots:nmou ‘:té‘\!:z aua:um coIo:- :gx':;‘r: UNI!:!IC! 1om’cos| / M“romo po
15 | 8455-00~ INSIGN, BO3, EP 1] 3
16 84,55-00~102-8612 | INSIGN, US, EP 2] @
17 | 8L40-00~316~2519 |NICKTIE, Blk 1] =
18 | 840501077~ SHIRT, AS=415 (L3) 1] EA
19 | 8405-01-077- SHIRT, AS=415 (SS) 1] a3
20 | 8430-00-559- SHOE3, Dress 1] R
21 84L0~00=543= SOCKS, Dress, blk 3 ] FR
22 |84.,0~00~ 30CKS, Wool, 0G-4LC8 3 | R
23 |8415-01-084~ TROUSZRS, Camo 3 {m
2 | 8405-00-067= TROUSERS, AG=3ll 2 | PR
25 |suss-00-261-6629 |vEckLacz, ID W
2 |8465-00-999-7905 |COVER, Tag, 1D 1]
27 |8455-00- INSIGN, 7R, EM, cloth 1 }m
28 |8455-00-135-6758 [U3IGN, 53, FULL COLOR 1] 3
29 18455-00-135-9166 JINSIGN, S5, Subd R -
B0 |8455~00- INSIGN, GR,mtl,gold 2 |
b1 |8455~00-107- [NSIGN, GR,mtl,subd 3 |m
SHEET TOTAL
D‘! ‘m, 3“‘_‘ REPLACES DA FORM 3181-1, | APR $8 WHICH I8 ORSOLETE. 4 U.S, GOVERNMENT PRINTING OFF |CE: 1978-255-929
 {




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: ORGAMIZATIONAL, 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 MOS 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 T9 DO:

1. Check 1AA 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. Chec§ for "Duty MOS" 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, Figq 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),

3-61
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MODULE 3-4-2
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COMMANDER’S WORKBOOK FOR
ADMINISTRATION/LOGISTICS

CLOTHING RECORD. INDIVIDUAL
DA FORM 4886 anp DA FORM 4886-1
PERSONAL CLOTHING RECORD

REFERENCE :
AR 700-84 w/CHANGE 1

3-63
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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 o0ld 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-0Over 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" or "B" in the Initial Issue/Balance
Brought Forward column, depending on reason for establishing the form.

3-64
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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 Tisted on form.

7. Insure that all dates are Julijan Dates, and individuals name is typed in
the signature block and signed by him/her.

3-65

m&’!eu o -¥

. ——




C 1, AR 700-%1

AR 70084

16-4

ISSUE IN-KIND ~ PERSONAL CLOTHING RECORD — EXLISTED AN
For Use ot this Forni, See AR 700 84 The Froponen: Agency is ODTELTG

READ PRIVATT ACT STATEMENT ON REVERSE BEVORE COMPLETING THIS FORM

THIS (S A PERMANENT RECORD

F Mi) GRADE AND SS¥
ME {Last, Furst, G $S DATE

Loe, John W. £-1

fos
2085
9090

_
RSONAL CLOTHING ITEMS TO BE QUANTITIES OF (SSUES ANC TURN-INS
IMAINTAINED (PARTS A& AND B, SHORT NK ONLY

5
z

»
-
*

ICT4 50900} $12¢ OVER 1 ]2 3«16 6l218

9. duttel, e, OO, ea

Bel(, trouser, ctn web, bik, ss %
oots, combat, or

chle, Delt, tr3, brass, 82

Buckle, beit, trs, bik e

ICop_ gerrison. AG 344, s A

Cap, hot westher, OG 507. ee - ”

a4 weuther, AB 385 e

AG 344 s

\P--\\ h\i

oves, i, mens dress bik. pr

ok
Yok
cold westher, o0 L
y”3
, ivgents, OG 208, or %

sheifs, ithr, bik, p

ie, BOS, EP. e

vio, US. EP. os

bik, 08

p\p\\

[Shirg, mens, poly. AS 445 ¢»

M
Shirt, mans, AG 415, sht siv. ea IS

Svrt, mens, AG 415, Ing siv, ea

Shart, utility, 0G 507, ea
= oxford, b, p 7

Socis on, bk, p

» \;.,Pf,, \P\\r>',-_r\~\pp\!

.{,,;H

M
Socks, cushion sole, OG 408. pr M

E

NnanunaduauaN NN NN N R A

ITRANSACTION CODE: SIGNATURES

A = Authorized turnn

B — Batence cerried forwerd

€ — Administrauive cedit turnin
t = towtial fsswe

R — Repiscement issue

OA FORM 4886, 1 Jun 80

Figure 16~1
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R C 1, AR 700-81
- . o »
13 Aagust 18 AR 700-81
ISSUE SN-KIND - PERSONAL CLOTHING RECOR® ~ ENLISTED WOMEN
For Use of thzs Form, See AR 703-64; The Propanent Agency is ODCSLOC
RFEAD FRIVACY ACT STATENENT OGN KFVERSE BEFGRE COMILFTING THIS FORM
THIS IS A PERMLNENT RECORD
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TRANSACTION COOE: SIGNATURES
A = Authorized turn<in
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A~ Repiscement lnue
2
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<
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DA FORM 48981, 1 Jun 80
Figure 16-¢
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15 August 1950

TAGO 1034

Table 16-1. INSTRUCTIONS FOR COMPLETING DA FORM _ AND

Da ____ FORM

Ttem or column Instructions

€. Name._.. ..o iioaa.... Enter ceme (last, first, middle initial) and
SSN (ink, typed, or eddressograph entry).

b, Grade oo iiaaioL. Enter the grade of individual (penell entry).

€ Si2€o e Enter required sizes at time of initial entry
(periodically confirmed or revised) (pencil
eatry).

d. Authorized allowance......_. Enter authorized allowance (pencil entry).

e. Balance. ... ........... Self-explanatory (pencil entry).

J. Shortorover....__......... Enter difference between authorized allow-
ance and balance (pencil entry). Pr.cede
quantity by a plus (+) or a minus (—).

[ 0 . T Line out I or B (ink entry) and enter quan-
tity on proper line.

h. Date, quantities, signatures... Enter date (ink entry).

7.

J

Enter transaction code and quentity 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.

Not:: Turn-ins are acknowledged by the
supply officer or sergeant (ink eatry at
the bottom of the column) instead of the
individual.

Transaction codes..... ...... A—Used for physical turn-ins authorized in
peragraph 16-5b (1) and (2).

B~—Tsed when n new clothing forti i« re-
¢uired, See paragraph 16~3¢ (1) and (2).
(—Tsed whea physical ture-ins cannot be
mede. See paragreph 16-50 (3) threngh

(55

I—Used when receiving imitial ciotking
tllowances.

R—TUsed when replecing clothing iten« pre-
viously issued.

Remarks ... .. ... .. Tsed to indicete cther transactions such o~

invertory, inspections, and suppiemen-
tary issue.
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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.
STANGARDS: 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 correctress 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 £.{1)).

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.¢)

4. Insure that payroll deduction of the total charge does not exceed one month's
basic active duty pay. (Reference Para 2-3.f.(1)).

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 COM-
MANDER" block. (Reference Table 2-2, p.2-9, and this medule).
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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).
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15 September 1981

AR 735-11

STATEMENT OF CHARGES FOR

CA3SOF PROFERTY  ORGANIZATIONAL

CCOUNTABLE OFFICER
st Bn, 584th Inf (WT4KZ4)

GOVERNMENT PROPERTY LOST, DAMAGED OR DESTROYED

MILITARY PAY ORDER NUMBER DATE

31 January 1980

Company A
1st Bn, 584th Inf (WARWAO)

FOR MONTH OF

ebruary 1980

BTOCK MECOMD ACCOUNT OR OTHEA PROPERTY RECORD or

AN Y -Campbell, CPT, Inf, Commanding

STATION

Fort School, VA

QUANTITIES TOoTAL UNIT

8405-00-223-
7623 (N69904)

Parka, mans, ctn-nylon
axford, 0G, shade 107, wo
liner ($12.65) RICC 2

No Residue

*Depreciation allowed

ITOCK NO. ARTICLES ; " A " 5 " ~arricees| smice TOTAL
6230-00-264~ Flashlight, MX-991/U ($1.30) |1 1 2 .97 % 1.94
87251
8405-00-240- Liner, parka, mans, mohair, 1 1 9.58* { 9.58
2461 (L70720) frieze, 0G, shade 107

(510.65)
1 1 11.38* | 11.38

GRAND TOTAL 1522.90

A
CERTIFICATE COF RESPONSIBLE INDIVIDUALS
I certify that my signature hereon consititues:

Governmen: retains title to the articles jisted hereon.

a. An suthorizaiion to recover the amount of indebtness by psyroll deduction.
b. An affirmation thai 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

NAME, GRADE AND SOCiAL SECURITY NUMBER| CAUSE FOR CHARGE

TOTAL CHARGE AMOUNT

BiGNATURE OF INDIVIDUAL & AMOUNT ACCEPFTED

SIGNATURE ACCEPTED

Lost Govt
Property

NAME Heyet, A. S.
' {emace PFC ETS: 7 Apr 82
PCS: 15 Feb 81

$12.35 2 : j %w

J/2.35

Lost Govt
Property

NAME O'Boyle, P. A.
crace GS-7 ETS: N/A
I PCS:  N/A

$ 9.58 3 o 8’ E v‘/

8 9.58

Lost Govt
Property

name Wright, I, M.
GsmaoE CPT ETS: Indf
PCS: 17 Nov 81

$

.97

Wg@#— 4 .97

GRAND TOTAL

$22.9C

ORGANIZATION COMMANDER
The statements hereon sre complete and correct, all damaged

rty has been disposed of in sccordance with clrrent direc-
m::.:u the ehn up:ave been ¢ ted in accordance with the
visions of AR 735-11 (AFM 67-1 for USAF).

1DISBURSING OF FICER OR PAYROLL CERTIFYING OFFICER

The charge set o;posite the name of esch person Listed hereon has
been entered on the sppropriate pay record or payroll, or DD Form 139
has been prepared and forwarded for collection.

CPT, Inf

SIGNATURE CATR SIGNATURE
Fasrk B Camphett £
FRANK B. CAMPEBELL 1 Feb 80 sadPERTY VOUCHER NUMBER

WT4JB6-0031-0014

DD -“. 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. Insur§ 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 2-3).

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

CASH COLLECTION VOUCHER

DiSBURSING OPFICK COLLECTION VOUCKHER NGO,

RECRIVING OFPICE COLLECTION VOUCKER NO.

WT5KA7-0036-0015

15 September 1981

ACTIVITY (Name ( ‘Code}
84th Supply & Service Bn., Fort School, Virginia

v wn ARDED BY Same. Gle aad Wywature)
;.'ﬁ‘iri t

1LT, FC

RECEIVING
oFriCK

DATE

5 February 1980

ACTIVITY (Name o Code)

GS=~7 4242-00~542-4450
1 ea, $40.18, RICC 1
M11895, No residue

Used instead of an invesfigation, para 2-3, AR Pps-11.

——

s understood that the i
articles listed on this] form.

artidles later recovered. It
to t

*Depreciation allowed pef paragraph 4-19, AR 73311,

g_ Finance Office, Fort School, Virginia
- 0
§ g W.l;? ::mk’ m [ am and EEE 55 .5{".:’01..:42 OTATION DATE I“!.l‘m SVBJECT TO
o ohn C. Mclvey
s Finance Officer 7 February 1980
PERIOD: *RoM___ ) To
DETAILED DESCRIPTION OF
ME OF a.
necD | DrscaipTion o7 REwiTTANGE | oo unOREFORWINISH | AMount classirication
Emet 0. zgadley7 CPT Accy kit, MK1506/VRC $434.00%
[ ] 5815-00-402-5308
1 ea, $482.00, RICC 2
A020122, No residue
Busd 4 Wadhicer . .
Paul A. Wailace, SGT Sleeping bag, artic 36.90*
] 8465-00-264~5084
1 ea, $41,00, RICC 2
. T71706, No residue
ulian D. Edmondson, Mask, prot, ABCM17 S 36.17%

i'rhe signatures hereon uE agreements to turn in Eo the proper supply officer all
Govermment]

will retain title

TOTAL | $507.07

DD /Snvy 1131 remscessromonens AP N T
Figure 2-1
3-75
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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
190-11.

(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 property and furnishings combined) or Government furnishing in non-Government
quarters exceeds the responsible person's monthly basic pav.

(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 js annotated "ORGANIZATIONAL", “INSTALLATION"
(Center), or "REAL PROPERTY". (Reference Table 3-1, AR 735-11 and this module).

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, a< pertinent to the lost, damaged, or destroyed property on the
survey. (Reference 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 providing 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 recommendations
(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 modu]e?
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MAypnTo&y REQAUIREMENTS
FOR A RepoaT oFf SurvVey
OR AN AR 15-0 INVESTZCATToAN

«3o¥Z, 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 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 disciosed 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 ex<.
ceeds--the ‘responsible person’s- monthly: basic

el e A G e ———— - % ——

pay.

(5) . A~persqn ; admits,, liability, - and nthe,

loss, damage, or destruction exceeds the per-
son’s monthly basic pay.

(6) A -personrefuses “to admit liability
by signing 'a” statemént of ‘charges or cash
gollection voucher or replacing the item in-kind.*

(7) The.total, handling doss of a specific
bulk petroleum product is above the allowable
loss.forwthat product, and. the dollar value of
the £3¥aY 1oss is” greater than'$250.00. (See AR
703-1.)

b. An jnvestigation, conducted according {q

£ .be, psed ir Lof_a_report of

&yryey. When<used; the AR 16-6 investigation

will_be processed ‘through-thé survey.channels

as specified in chapter 4. Use paragraph 3-27

as a guide when deciding which action should
be taken.

(RGF pRarRA 3-12, AR 733’-///
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13/735-11 15 September 1981

DEPARTMENT OF THE ARMY 1. DATE PREPARED 2. SURVEY NUMBER
REPORT OF SURVEY
For use of this form, sse AR 735-11: the proponant sgency to ODCSLOG

20 January 1980 10-80
3. TYPE OF PROPERTY 4. ADDRESS OF ACCOUNTABLE OFFICER
Orgenizational DMMC, 10th Inf Div, Ft Blank, TX 78234, UIC: WARVAA
N Y 10 ] oY 205" C8 9%07¢h sig Bn, UIC: WARBAO
s NATIONAL STOCK NUMBER ’ ITEM DESCRIPTION 8 oTY 'um'rrmcs w‘ronucos*r
1. 6650-00~530-0974 Binocular 7x50 Military Reticle, 1 es $350.00 $350.00
(867218) M17A1, SN: 24567
2. 5180-00-672-2611 Tool Kit, General Mechanics, Light
(W38895) Weight
Canpt':nent Loss
5110-00~241-9148 File, Hand 1 ea 1.80 1.804
5120-00-061-8541 Hammer, Hand 1 ea 6.75 6.75
5120-00~-240-5328 Wrench, Adjustable 1l ea 3.60 3.6q
Grand Total $362.15

11. DATE AND CIRCUMSTANCES
On 12 January 1980, after a joint inventory between me, CPT Philip B, Murphy, _,
Commander, CO A, 307th Signal Battalion and my replacement, CPT George C. Piercy, I,
the items listed above were discovered missing. After a complete search of the area, 1 was
unable to locate the missing items. The last time I recall seeing the binoculars was during
the monthly inventory on 10 December 1979. 1 cdefinitely recall seeing thex 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, 1SGT Ronald Campbell, , or the company
CQ (Exhibit A). The binoculars were not present during the joint inventory on 12 January

1980. The tool kit was inventoried when 1 took command 2 years ago.

1 did 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.

Exhibit A attached

12. SIGNATURE AND DATE 13.
AFFIDAVIT

Suioscribad end swormn 10 {07 offirme.
netoreme st Ft Blank, TX 98"36

fWB W% zo)hvgo mis 20 devef January 1980

N. ME GRADE  AND NAME AN GRADE nd
SAEETRAYE BORRRYNERY sc W '
VAR C B cor, aaj

14. DATE 16. NAME, GRADE, AND SIGNATURE OF ACCOUNTABLE OFFICER 16. DOCUMENT NUMBER

21 Jan 80 DONALD M. JONES, CW4, USA D R m%m WT4KAS-0021-0025
17. APPOINTING AUTHORITY

i:':ummmm-in'mwmlm,w,ormvwnm,lmm‘ i that the
requ

s. O No further investigation is required. There is no p 4 1 0o PO Ruspect wiitful misconauct,
of Gelibera™ UNBUTHOrIZed ute. | heteby forwerg this Socument 1o the Wovm' ww(w for fina! sction . (Proceed to block 37.)

®. g Theci g the lost, o destruction wamments further investigation. (Proceed 10 block 21.)

€. [~ i Poti ing 10 AR 1566. Attach this document, as an exhibit, 10 the inveatigstion and forwerd it to the

1 do solemr.iy swear (or affirm/) that (to the best of
my knowledge and belief) the articles of public
PTODerTy Shown 3DOVE and/or ON STICheS sheeny
wers 108, destroyed, demaged, O worm out in the
manner statac. whiie in the public service.

sction is

18. DATE 19. TYPED NAME, GRADE, AND TITLE OF APPOINTING AUTHORITY | 20. SIGNATURE
31 Jan 80 LEROY J. WEATHERS, LTC, SC

Commander, 2d Sig Bn ;;n;‘_;a: g w&
FORM OA FORM 4896({TEST), 1 JUL 78 AND DA FORM 4897{TEST.
DA &5 4687 1 JUL 70 ARE OBSOLETE.

Figure 3-1
3-10
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AR 735-11 15 September 1981
21 APPOINTING AUTHOR!ITY 22. STATION 23. CATE
HQ. 307th Signal Battalion Fort Blank, Texas 78234 31 Jan 80

24 NAME GRADE OF SURVEYING OFFICER
CPT Robert A. Smith

D)
35 L DU ARE APPOINTED SURVEYING OFFICER 8v ORDEA OF LIC Lerov J, Weathers
{Tvped name grode of 4ppointing 4uthoriiv,

26 FINDINGS AND RECOMMENDATION

1 Reve o - a8 shown in exniits A 10 L anc 83 \ndicated beiow have personsily investigated
the 3ama anC 11 15 My Delief tAat The Sriicisis} H13tac hereon and/Or ST1aCNEd sheets, 1018 cost $ were 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 1SGT Ronald
Canpbel:, I (Exhibit B), CPT Murphy on several occasions used the missing
items for personal purposes. 1SGT Campbell also established the fact that the security
of the missing items was compromised by CPT Murphy, and CPT Murphy degraded the unit's
key control system. SGT John C. McMullen, h certified (Exhibit C) that he was
unable to convince CPT Murphy to allow him to either secure the tool kit or turm it in
as excess. The certificate of the uni: clerk, SP4 David Jones, (Exhibit D)
establishes the fact that CPT Murphy often returned the wissing binoculars and simply
laid then on the safe instead of securing them. The listed items were depreciated
according to paragraph 4-19, AR 735-11. The actual loss to the government is $325.93
{Exhidbit E).

Recormendation: That CPT Philip B. Murphy, |JJNNNEEE. be held liable in the amount of
$325.93 and all others be relieved from property accountability and respoasibility for

the missing items. CPT Murphy's monthly base pay at the time of the loss was $1,514.70.

(See continpuation sheet)

bS]
<7

ACTUAL LOSS b AMOUNT CHARGED | S T BNMENT
RECOMMEND PECUNIARY CHARGE i;32< 93 i $125.93 | o LOSS TC GOvERnmE
s, | .

e CeTE 29s TYPED NAME GRADE OF SURVEYING OFFICER b SIGNATURE
27 Feb 80 | CPT Robert A. Smith i A Sl Cad. Sc

3L | Aawve SRAMINGC the 11NCIAGS SNC recommenastions of the Surveying Office:r on this report Of sufvey 300 the exnIDITs A

0. To_.end = denre to Maxe 2 SWIEMEN] WNICh 13 BTTACNEC NBTEY0, 2 ©0 NOt desire 10 MAke 3 NATEMENT | M aware
Of My iGNt 10 1098' SCvIEw 1A DIEPaTIng the statament and. .t 3 DECUNISrY ChErge 15 finally aDDIrOved (O Mmaxe s0DOI. ana /T an en-
lis16d Man, my rgNt 10 TEAUEST rEMILS0N Of {NGEDLEGNEIE | @AY B DT Ihe SCCOUNIEDIS officer 1O thae 1082 O 8M3REC DroDerTy

The DrODETY ait/ wit Ot My DErIONS! BITNI OF BQUIDMgN!

3t DATE TJZ- TYPED NAME GRADE OF INDIVIDUAL BEING CHARGED | © SIGNATURE
2; Fet 80 | CPT Philip B. Murphy L IR
35 RECOMMENDATIONBY | 34 COMMENTS 4
}3&:;;?4’:*'““ i Because of the potential financial hardship on CPT Murphy,

R concun |recommend the charges be prorated over a 3-month period.

Z NONCONCUR

3L DaTE 36s TYPED NAME GAADE & TTTLE OF APROINTING AUTr © SIGNATURE

LTC Leroy J. Weathers,
28 Feb 80 Commander, 307th Sig Bn % ’\) W _/ 270 Se
37 APPACVING AUTHORITY Iﬂ

5. TREJECTED Inwestigation is requirec  ADDOIN & survey Otticer  Date
] :' RE.ECTED mvenipation incompists  ADO/LIONS! 1A1OrMation reQuired  Dste

38 PECUNIARY CHRARGE

LU 118

(LU {7 17 Q.

¢ SLAPFROVED BY AUTHORITY OF THE SECRETARY OF THE ARMY To hold CPT Philip s. ACTUA, LOSS

8. Murphy, [INNNNBBE. recuniarily liable in the amount of $325.93. $325.93
Accountability has been discontinued. CPT Murphy's monthly basic e

pay st time of loss was $1,514.70. Recommend the charges be b AMOUNT CRARGEC
prorated over a 3-month period. $325.93

¢ LOSS TO GOVERNMENT

0
3. DaTE 40s TYPED NAME, GRADE & TTTLE OF APPROVING AUTH ] 5. SIGNATURE
€01 John H. Johnson
7 Mar 80 Commander, 2d Sig Bde !
L RNV b vy (’.L, S¢
( Figure 4-1
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COMMA!IDER'S WORKBOOK FOR GROUP:  SUPPLY
ADMIHISTRATION/LOGISTICS MODULE: 3-6-1

FORT BRAGG PHYSICAL SECURITY FORMS
FOR ARMS/ARMS ROOM INVENTORY AND CONTROL
FB FORM 2488 SERIES

REFERENCES :

XVITI AIRBORNE CORPS AND FORT BRAGG LETTER,
SUBJECT: IMPLEMENTING INSTRUCTIONS FOR THE USE OF
FORT BRAGG FORMS 2483 THRU 2488-5 DTD 6 DEC 77,
AND
XVIT1 AIRBORNE CORPS AMD FORT BRAGG LETTEP,
SUBJECT: IMPLEMENTING INSTRUCTIOHS FOR
USAR USE OF FORT BRAGG FORMS 2u88-2u88-3




MODULE 3-6-1

ORT BRAGG PHYSICAL SLCURITY FORMS
FOR ARMS/ARMS ROOM INVENTORY AND CONTROL
F8 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 Anmunition 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: }
1. 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 individua! 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.




MODULE 3-6-1

10.
1.
12.
13.
14.
15.

16.
17.

18.

19.
20.

21.

22.

23.
24.

25.

26

27.
28.

Determine to whom the weapon was issued.

Determine who received the weapon when it was returned.
Determine date(s) entry was made into Arms Room.
Detemmine the purpose of entry into Arms Room.
Determine who unlocked Arms Room.

Determine who locked Arms Room.

Determine responsible person for actions upon entry
into Arms Room.

Determine the type of ammunition in Arms Room.

Determine the number of rounds of ammunition assigned
to the Arms Room.

Determine the number of rounds present in the Arms
Room.

Determine the number of bayonets assigned to the unit

Determine the number of bayonets present in the Arms
Room.

Establish the name of individual conducting guarterly
inventory.

Determine the total number of weapons stored in Arms
Room at time of gquarterly inventory.

Determine the serial numbers of all Arms Room keys.

Determine the name of the individual relieved from
responsibility of the Arms Room keys.

Determine the name of the individual accepting responsi-
bility for the Arms Room keys.

Determine the serial number of the weapon turned in
for maintenance, and the unit to which it is assigned.

Determine who turned in the weapon for maintenance.

Determine who the weapon was issued to for evacuation
to MMD.

2
+
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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 Ammunition Issued" section of Fort

Bragg Form 2488-1.

7. Check

8. Check
2488-1.

9. Check

10. Check
2488-1.

11. Check
12. Check
13. Check
14. Check

15. Check
column of

16. Check

17. Check
2488-3.

18. Check
2488-3.

[

the entry in "Type Weapon" section of Fort Bragg Form 2488-1.

the entry in "Weapon Serial Number" Section of Fort Bragg Form

the entry in "Issued To" section of Fort Bragg Form 2488-1.

the entry in "Weapon Returned To" section of Fort Bragg Form -

the entry in "Date of Entry" column of Fort Bragg Form 2488-2.
the entry in "Purpose" column of Fort Bragg Form 2488-2.

the entry in "Unlocked By" column of Fort Bragg Form 2488-2.
the entry in "Locked By" column of Fort Bragg Form 2488-2.

signature of individual in "Signature of Responsible Person"
Fort Bragg Form 2488-2.

the entry in "Type Ammunition” column of Fort Bragg Form 2488-3.

the entry in "No. Rounds Assigned" section of Fort Bragg Form

the entry in "No. Rounds Present" section of Fort Bragg Form

3-85
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MODULE 3-6-1
19. Check the entry in "Nen. 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 sum 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.

22. Check the entry in "Issued to (Evac)" column of Fort Bragg Form
2488-5.

;
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WEAPONS AND AMMUNITION PHYSICAL COUNT/INVENTORY (HOMTIIL}/)

1.
TYPE OF SIGNATURE OF PLHSONS
WEAPON [YRIA KEY[ BAY} QRELIEVED AND ACCEPTING DATE
CUSTODY OF ARMS ROOM TINT
2. 5. PHEHNED. Y DATE TIAE
1N ARMS ROOM 14 No DiscrepaNcI£S
Kk} < Mo TED A//l
SIGNED OUT Xy
6. ACCEPTED: 6 DATE TIME
4. SELF-
TOTAL xx V ST RE - INV. OFF £ W‘”"‘"#
2. 5. RELIEVED: TBATT
IN ARMS ROOM
3.
SIGNED OUT 6. ACCEPTED: 8 OATENINVE ]
4.
TOTAL TM‘J
2. 5. RELIEVED: "BATE.
IN ARMS ROOM
SIGNED OUT 6. ACCEPTED: 8. DATE/TIME
4,
TOTAL
2 5. RELIEVED: 7. OATEITIME |
IN ARMS ROOM
3
SIGNED OUT 6. ACCEPTED: (8. DATE/TIME
4
TOTAL
] 5. RELIEVED. 7. DATE/TIME |
IN ARMS ROOM
3
SIGNEC OUT 6. ACCEPTED: 8 DATEITINE |
- 1
4,
TOTAL
REMARKS 9. SIGNATURE OF VERIFYING OFFICER:
44/7 DrscoepAvcets W
$0 Neorad MeERE.

FO FORM 2490, 1 DCC Y
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ARMS ROOM AND INTRUSION DETECTION SYSTEM (1DS)
TYPE OF ALATM

UNLOCKED 8Y LOCKED BY CHECKED BY ACTIVATIO
-3 - Tive | pave
= &5 PURPOSE g?('n ir § me | tnten ] veme | it | view | iivets ] Acnust JFaw]Tent | acrion Takg:yngmancs SIGHAT A€ 1E PLGE o 2 ias

.
w
¥
[s:]
o
FB Form 2463-2 = ) nee 77
s

<
=
s




QUARTERLY MAUTIA SERIAL NISER LWENIORY (F UIAPOUS AID AMERIITION

THE FOLLOWING DUYY AMMUNITION AND BAY TS WERE INVENTORIED
' 1. k) 4. ,ﬁ
Tyes 56 mounos N, wounos | 0. SAYONETS #6. savoners |7
favvpninion | assiguep | Pagseny AeMARks | eiowgn X BEMARKS.
STATEMENT OF INVENTORY OFFICFf
AN Rerre (bted hove been lvantorind by srial NuMber end (wars) [° S8 AOT) PIEIINT B¢ Ertourtar 3¢

IGNATURE OF INVENTORY GFFICER AND DATE
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MY SERIAL m INVENTORY OF WEAPONS AND AMARIITINN
Fort Bragg Suyppl 1 to AR 190-11

INIT/EACILITY ),

hocation 12,

e /S,

In srcordence with AR 19011 with FORSCOM Supplement 1, & monthly, by serlal number lnventory,
listea by Serls' Numburs as follows linckude bayonets and privemly owned firearms it apolicabie) end duty wmall emms ammunition,

was conducisd on all sesigned weepone,
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} 7YY

W IRANN
hidl] 1Y

ANDSIuY

IiNdSSwe
10N

)

LAY

N
niisuatios of B

Form 2488-3 1 pec 77

e IS e e b Y

iy




KEY INVENTORY

ARMS FACILITIES

KEY SERIAL NUMBER

ARMS ROOM SICUHATURE

PERSON ACCPP TG/ '-;
RECELIVLiG CUSTODY OF

TIME,

1st INVENTORY

2. RELIEVED

3. ACCEPTED

-
.

2. RELIEVED

3. ACCEPTED

2. RELIEVED

3. ACCEPTED

4th INVENTORY 3rd INVENTORY 2nd INVENTORY
ty r

2. RELIEVED

3. ACCEPTIED

Sth INVENROTY

-
.

2. RELIEVED

1 3. ACCEPTED

5. REMARKS:

4. SIGRATURE OF VERI-
FYING OFFICIAL

DATE/
TIME

PRINT

SIGNATURE

¥B Form 2488-4-
1 Dec 77
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COMMAMNDER'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, Ammunition and
Explosives.
WHAT TO DO:

Y. Insure that each individual is issued a DA Form 3749, Weapons Receipt
Card for his/her assigned weapon. (Reference 2-5b(1)).

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(1)).

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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COMMANDER'S WORKBOOK FOR GROUP: FOOD SERVICE
ADMINISTRATION/LOGISTICS MODULE: 4-1

DA FORM 2970, SUBSISTENCE REPORT
AND FIELD RATION REQUEST

REFERENCE:
AR 30-1

3
.\‘j -
3
{
i
p
i
:
3
:




e

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, columns b and ¢ 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 gnlisted !%rsonnel present
for drill on DA Ferm 2970 !Ii*.!ﬂ!%% the total number of enlisted personne
pre:ent for drill as indicated on the DA Form 1379, Unit Record of Reserve
Training.

4-2




AL L

[ SUBSISTENCE REPORT AND FIELD RATION REQUEST

For use of this form, see AR 30 - 1; the proponent sgency i
Office of the Deputy Chief of Staft for Lugistics.

UNIT

(] SUBSISTENCE |
AEPORT ONLY

TICoNsOLIDATEC:
l PLMIODL OF

o’ > T7: /.— /‘.' /‘;‘l (.

't_u’nzwcua.) ] Sonice.
TR

POUAY

wd,v 7 |FROM. linclude ZIP Code) "o 7 "4, & /e /<

VAW Pe 4
799 % FA Bax

SECTION A - SUBSISTENCE REPORT

1. _ . TOTAL OF ACCUMU- CU;"(\#:”V!
DATE(S) 2 Feh BT b 50 Criea)” | CASTREPORT o 9{?5
a c d [] f X
ASSiGNED AND ATTACHED ACTIVE ARMY ENLISTED PERSONNEL (WEEKDAYS)
2. AUTHORIZED TO BE SUBSISTED
'WITHOUT REIMBURSEMEMT
_—__ ASSIGNED AND ATTACHED ACTIVE ARMY ENLISTED PERSONNEL (WEEKENDS & LEGAL HOLIDAYS)
3) AUTHORIZED TO BE SUBSISTED - G
j WITHOUT REIMBURSEMENT 7-5 / 5/
—_— SECTION B - FIELD RATION REQUEST
REGULAR MEAL SHORY ORDE R/BOX LUNCHES
4. DATEI(S] FOR WHICH MEALS ARE RQR
5. NUMBER OF BREAKFAST
| MEALS LUNCH
! REQUESTEC DINNER
[ SECTION C - HEADCOUNT DATA
6. DATE(S) oromer | Lassra,f SRRl v
a b ¢ d {becea) LAST REPORT 70(3"‘,"5
NUMBER OF PERSONNEL ACTUALLY SUBSISTED ON WEEKDAY;- ] f 9
& ) ;
L
HEADCOUNT D
BR
D/BR
NUMBER OF PERSONNELA_(_:TUALLV SUBSISTEZD ON WEEKENDS/HOLIE&Y!
7a. 8
L L
, HEADCOUNT D
BR
O/8R
8. 8
TOTAL NUMBER OF MEALS L -
FOR WHICH CASH PAYMENT [ g
WAS RECEIVED AT DUTY BR
| PERSONNEL RATE YT —
[Bs.TOTAL NUMBER OF MEALS | 8
FOR WHICH CASH PAYMENT | L —_— N
WAS RECEIVED AT OTHER o
AUTHORIZED PERSONNEL B8R
RATE o/8R
9. 8 B R e ettt ot R —— —
TOTAL NUMBER OF MEALS L
FOR WHICH PAYMENT ) _
CCOMPLISHED B —_— —— :
YROLL DEDUCTION e 4 —
D/BR
':%%'Tﬂ ” 29 70 REPLACES EDITION OF 1 JAN 77, WHICH IS OBSOLETE.
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DATYE(S)

! COLUMNY,

e g i <t e g e
T

AL 0f I nCC ot
LATED | HOM

C MU ATV

AL TOOATE,

" T, ey

. __., . o i .----_L..~.~L_. -|__ . d e (IR tLany nu'cml‘ re 1t
NUMBER OF PEASONNEL ACTUALL Y SULSISTFD e [ l 9
10. N { - IR o T
TOTALNUMBER OF MEALS | .0 4 G TS DN SN SN SUNSN
FURNISHED T0 O i
TRANSIENTS BREY i I I .
O/AR M
i L 1 R |
SECTION O MEALS SERVED REQUIRING REINAUHSEMENT
11, US. ARMY RESEAVE 3 S { N I- R R
L
S sl = T JE LT S S . ——y
ot RS b S R S S —
L R s S S M SR
12. ARMY NATIONAL GUARD 8 +
C St R -— et
S - 1 -+ ey — [
- (% . — [P G U UNIEY QU
8R B 1 4
- } S
(o3 : 1.1 H
13. OTHER iSpecty) 8 1
L |
[3) B | T
BR .
O/BR
SECTION E - COMMON SERVICE FEEDING
14. SERVICE AND COMPONENT | B
{Specify) L
s -
B8R
o/aRr
15. SERVICE AND COMPONENT | B ]
tSpec.ty) L
D
B8R
O 8aa l
16. SERVICE AND COMPONENT | B _ 1
{Specityl L
e .
D 4
BR T N §
0O 8R| .+ l 7L
REMARKS
4
OATE [TYPED NAME, GRADE AND TITLE SIGN/. TURE
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COMMANDER'S WORKBOOK FOR
ADMINISTRATION/LOGISTICS

SB 10-263, 14 DAY
US ARMY RESERVE COMPONENT MENU

REFERENCE :
AR 30-1

4-5

GROUP:  FOOD SERVICE
MODULE: -2
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MODULE 4-2

TASK:
CONDTTION:
STANDARD:

REFERENCE:

WHAT TO DO:

SB 10-263, 14 DAY MENU FOR RESERVE COMPONENTS

To emphasize key aspects of SB 10-263, 14 Day Menu

Given, SB 10-263, Schedule and guidance within this module.
You must be able to:

1. Review menu schedule

2. Review menu applicable to drill dates

3. Review menu changes

AR 30-1, The Army Food Service Program.

1. 1Insure that a valid 14 Day Menu is on hand. (Para 3-52b).

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-) and 3-53, AR 30-1).

4. Insure that only authorized menu changes are incorporated into the menu.

e e
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RESERYE COMPONERT

[HAGTIVE DUTY {10T)
i€ !
14 DAY MENU- SCHEDULE
THRU CY 83
WEEHLY DRILLS
MOKTH IST DAL DAY 20 DRILL DAY
19(12 JANUARY LUNCH 9 DINNER 10
FEBRUARY LUNCH 11 DINNER 12
MARCH LUNCH 13 DINNER 14
APRIL Dinnce 1 LUNCH 2
JAY DILNER 3 LuineH
JUNE DINNER 5 LUNCH
JuLy DINNER 7 LUNCH
AUGUST DINNER 8 LUNCH 1D
SEPTERP R DINNER 11 LUNCH 12
0CTOB”R DINNER 13 LUNCH 14
*NOVZMBER LUNCH 1 DINNER 2
*DELENIER LUNCH 3 DINNER &
7983 JANUARY LUNCH 5 DINNER 6
FESAUARY LUNCH 7 DINNFR 8
MARCH LUNCH 9 DINNER 10
LPRIL LUiCH N DINNER 12
MAY TUNGH 13 DINNER 14
JUNE DMNNER 1 LUNCH 2
JULY DINNER 3 LUNCH 4
AUGUST DINNER 8 LUNCH 6
SEPTEMHCR MNNER 7 LUNCH 8
ar uB8E"Y DIiNNER 8 LUNCH 10
ROVeMBER DINRER N LUHCH 12
UECEMRBER DINNER 13 LUKNCH 14
The “4.Cuy Menuw, S8 10263, vall be fotloved duning TDT wbicn uvits ace regunsitioning subsistence.

Cha wes i the menus by the ARG State Menu Ceard and approveed by the State Adjutant General
st be crovelid to the aprorie d actviy (118 '\) i safficient e 1o fagliste timely supply achion

Change reaured by US Aray Bosarve Uns (092 U will P e crdhingted duning the monthly susport

ing s cllizaen Menu Board meetings. The 14.00y Ranu witl be ueed i the s2quenzz estabhished by
FORS IO, canrdint2d with TESA ardd tha suniactod Rewerse Coeponent for il meals prepared

during DT, The zbnveas a recommended o £ coqueice 63 e inl d o A 30 T and NGR 3040,

*Ho' ‘3y mails - Tha Tharkegiving or Christeszs hulfay meal, as patiictod in §3 10253, may be
auto gized Ly NGB or GUAR for service duning the scheduled 10T sesen By,
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COMMANDER ‘S WORKBOOK FOR
ADMINISTRATION/LOGISTICS

DA FORM 2970
SUBSISTENCE QUARTERLY REPORT

REFERENCE ;
CHANGE TWO TO AR 30-1

4-8

GROUP :
MODULL :

FOOD SERVICE
4-3
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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, ¢, and d reflect the total
number of assigned 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 equa) 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, Line
7-2 when unprepared subsistence ingredients are purchased from the local economy.
Line 7-3 to report headcount for commercial 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 re2§i¥ts, 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.
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15 January 1980 C2,AR30-1
i~ \ Roont T TINECLIDEYED
SUBSISTENCE REPORT AND FIELD RATION REQUEST eTeTT ot
For use of thiy lorm e AR 30 V. the proponent dgency 18 x ;;:v’;‘ " t (:‘c., y
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MODULE 4-4
DD FORM 1584 (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 able 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 TC 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, surcharges, and 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 Form 3546-R) Para 3-57, AR 30-1.

4. Insure the following information is entered properly for each meal and each
category of diner:

a. Grade: The diner will abbreviate his grade as indicated (E1-E4, 0-1, 0-3).

b. Name: The diner will sign his first name, middle initial, and last name.
A1l 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?z), AR 30-1.

4-14
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TS UMPLEIED VNUN THE ‘GOVERNMENT 1S TU BE REIMBURSED FOR MEALS F

CASH MLAL PAYMENT SHEET ‘ls"”étm 362436 |

URNISHED

Ui ulN.NG FACILIIY

JNCLUSIVE DATES COVERED

b‘(i’){\.‘“’h“ ‘ FROM THROUGH
Co D, QMS BDE _FT LEE VA | D26 Oct 76 | D29 Oct 76 _
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on DD Form 1544 Control Officer.

& (1) This blovk will be completed by AG printing or hy the Installs
3 (2)  OHGANIZATION: Will be completed by the food service sergeant prior to the sheet being issued to the
headcounter. It will include the unst and installation designation.
RALTY (3} EROM. This is the date on which the fint meal is sold.
oy (4) THROUGH: This is the last date on which a meal was sold using thic sheet,
2L (5)  FOOD CHARGES: The spplicable prices to be collected by
the hesdcouater for each meal and each
DrE) (6) SURCHARGES: ategory of diner will be entered in the
apprupriate blucks by the food service
£ | (7)  PER iMEM SURCHARGES: © sergesnt prior to the sheet being used.
TTTT TTT(8) GRADE: The diner will abbreviate his grade as indicated (PFC, CPL.2LT, CPT, o¢ E-1, E4,0-1,0-3)
£ The dining facility employee will put CEC or CEA in this column,
S LA (9)  NAML  Thusdiner wdl sign his first name, middle initial. xnd last name in ink in this space. 4
A Any officer authorized to eat without paying the surcharge will denote his authorization above his nlme s
L% depicted in the example above,
v) DOLLAR VALUE: The dinec will indicate in the appropriate column(s) the monies being paid for the
/_r ¢ nwal being consumed.
"""" - {11) TOTAL: These blochs will be computed when the left side of the form has been filled, when the entire
E fors has been filled or when the unused purtion of the form is lined out in order for the form to be
0 tusned in. The net cush overage or shurtage as reflected on the DA Form 3546-R will be entered on
E the appropriate line and the Cash Turmed In block computed.
‘3 (12) SIGNATURE OF UNIT CUMMANDER OR FOOD SERVICE OFFICER: The designated officer wilt
0-1 authenticate the sheet in this block.prior to its use.
Y2 (13) SIGMATUKE OF LAST OR ONLY HEADCOUNTER: Since this torm 1s to be used until completcd,
0 3 this block will onfy be signed by the headcounter making final collections. Prior headcouniters will
,_-.< - cnmplete Blocks (8) and {9) on the next unued line on the page. [n Bluck (10) he will put the date
[ that diners signed and he collected money.
0-2 NOTE:
1 The final headeounter or food service sergeant will total up the various columns
E'I/ and cluse vut form.
2. All cash avernyges/shortages will be explained on the reverse side of this form and
0_9( DA Form 3546-R.
o I —
e - - - s S S S
7% | Jom Jowdache |5FC () TOTAL 5.50175.24 384 9.7
I k
CEA §~l/r'u/\: £l .55 TOTAL CHARGES $250%, |° 9.57(':&
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5/ (/'(/Az,\l,c/) W loon lo5
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s _ |s [s s
TOTAL 3.20|8.4b| /. 055 10

&QMMJ-

OF+HICER

SIGNATURE OF UNIT COMMANDER OR FOQD SERVICE

D Choatew Q. Moge, 1T

SIGNATURE OF LAST OR ONLY HEADCOUNTER
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PREPARATION INSTHUCTICNS

UNIT. The designation of the unit oparating the dining facility,
} Tt SERIAL NO. The serial number zssigred the DD Form 1244 baok and each sheet .
SHEET NO. The number printed at the hottom of the DD Form 1744 sheat be:vg reryard,
i TRl Ezch time the snaet is issued recard the seme number, S e
H SUINATURFE, The signaty:: of the indvidual (normially Feadcounter) 1o which the sheet
is being issued,
S A ORGANIZA "[ON The crgsmization to which the individual is zssigned or attacked for ST
duty, This w 't {zailitete Jocating the individual (n case @ quest or erices at a later Jate
It S e nceining the sheet, R
CoAARNGE FUND, The aimou: * of cash given (o the heidcounter as a change furd. This
3 . column can be leit blark if the unit is not zuthorized a chenge fund. e
3 CATE IZSUED. The date that the indivi< . sl reseived the sheet,
DATE RECE'WED, The date that the theet is ieturned to the food service sergeznt,
R No-mally afser cach meal. e
CASH OVER/SHORT. The {+) or (-} cesh difforence bonvween the smount rifiected on the
U DD Form 1544 and actual cash will be refleciad ‘n thisco'umn, Shortegrswvall b2 vhownas |
{ 10} and overases as 05. An explanation uidl be entered on the reverse side of ihis form
—_— ai:d on the DN Form 1544, P
s : CASH TURNED IN. The tctal emount of cash Leing received by the foad service
} S sergeent aleng with DD Farm 1544, This ficure shae rid equal the change fund plus
i the smount co'iecied for meals sold durit g the setving period. The figure in This column T
pius or minas the figure reflecied in Cosh (#) or { <) cxliran shoutd equal the amaunt
T e e e e shawn on the DD Form 1544, —e— e
! S.CNATURE. The s'gnatare of the parson rece wing the money and GO For=t 1544
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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 :
1A REG 140-17
USAREC/FORSCOM REG 601-67
FORSCOM PAM 690-7
AR 140-111
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MODULE 5-1
THE RETENTION MANAGER'S AND THE AST'S

ROLES IN THE UNIT STRENGTH MAINTENANCE PROGRAM

TASK: 10 emphasize key aspects of the AST's involvement in the Unit
Strength Maintenance Program.

CONDITION: Given 1A Reg 140-17, FORSCOM Pam 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

responsibility with regard to strength maintenance; e.g., re-
tention, reenlistment, and referrals.

REFERENCES: 1. FORSCOM Pam 690-7, Administrative Supply Technician's Handbook.
2. 1A Reg 140-17, First US Army Strength Maintenance Program.
3. AR 140-111, Enlistment 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 1isting of actual and 12-month projected vacancies is
maintained. (Reference Para 4-21, 1A 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 extremely 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. Command guidance is of prime importance in
these areas so as to insure all areas are in fact covered and coordinated.
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