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1. PURPOSE. This SOP describes policies and procedures for all assigned and attached
directorates of Joint Base Myer-Henderson Hall, to request, receive, and account for supplies and
equipment. This SOP reflects current Army doctrine to include Army Regulations, DA
Pamphlets, Field Manuals, Technical Manuals, Circulars, and Bulletins. It also provides an
interface between the manual procedures prescribed in AR 710-2, DA PAM 710-2-1, AR 735-5,
AR 725-50, and the automated Property Book Unit Supply Enhanced (PBUSE) system.

2. APPLICATION. This SOP supersedes previous guidance and applies to all personnel
assigned or attached to the Joint Base Myer-Henderson Hall (JBM-HH) and any tenant
organizations whom are serviced by the JBM-HH DOL PBO.

3. GENERAL.

a. The property book office operates on the principle of property management using the
PBUSE. The property book office is currently housed at the Directorate of Logistics on JBM-
HH and manages Hand Receipts for tenants on JBM-HH Installation.

b. PBUSE is the only property book accounting system used by JBM-HH DOL Property
Book Officer (PBO) for managing TDA and Installation equipment. The PBO maintains
accountability for all property by the use of automated hand receipt printouts/listings generated
by the Property Book Unit Supply Enhanced (PBUSE) system. The Primary Hand Receipt
Holder (PHRH) for assigned directorates manage their hand receipt printout listings with the
responsibility for ensuring the hand receipts are accurate and updated as need by coordinating
with the PBO.

4. REFERENCES.

a. AR 710-2, Inventory Management Supply Policy below the Wholesale Level.

b. AR 710-3, Asset and Transaction Reporting System.

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

d. AR 735-5, Policies and Procedures for Property Accountability.

e. AR 725-50, Requisitioning, Receipt, and Issue System.

f. Common Table of Allowances (CTA) 50-909, Field and Garrison Furnishings and Equipment,
Table 75.
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5. LOCATION AND OPERATING HOURS. There is one property book office and one
Receiving & Issuing Point (RIP) assigned to JBM-HH. The PBO and RIP are located at 101
Bloxon St., Building 205, Fort Myer, VA 22211.

a. Property Book Officer: Mr. Maurice Saint-Amand, Bldg 205, 703-696-7097.

b. DOL Warehouse Manager: Mr. James Baisden, Bldg 205, 703-696-7033.

6. RESPONSIBILITIES.

a. Primary hand receipt holder or Directorate’s Supply Representative will be referred to as
the PHRH through out this SOP.

(1) All PHRH’s are responsible for ensuring that government property is used for its
intended purpose. This includes providing adequate means of securing property for which they
have been assigned responsibility. This responsibility further extends to the enforcement of
accounting and reporting requirements applicable to that property.

(2) Ensure the completion of all required inventories, including change of hand receipt
holder inventory, sensitive items inventory and command directed inventories. A formal memo
signed by the PHRH’s supervisor must be submitted to the PBO for requesting a change of hand
receipt holder inventory. The memo should be provided as early as possible and will identify the
name of the outgoing PHRH, the name of incoming PHRH and the date the joint inventory will
begin. The inventory start date should be 30-45 days prior to the departure of the outgoing
PHRH to allow enough time to complete the inventory and process adjustment documents. All
outgoing and incoming PHRH will ensure an in-brief with the PBO is scheduled before any
equipment is physically inventoried. This allows the incoming PHRH to be thoroughly briefed
on his/her responsibilities as a PHRH and it also gives the PHRH the opportunity to address any
questions or concerns pertaining to property book accountability. Discrepancies disclosed
during inventories must be resolved without delay and in the case of a change of primary hand
receipt holder inventory; the outgoing PHRH must ensure discrepancies are resolved prior to the
change of hand receipt holder. PHRH’s should notify the PBO as soon as a problem is disclosed
in order to allow time for as much research as possible.

(3) Ensure all assigned property is sub-hand receipted down to the user when not being
directly used by the PHRH using a DA Form 2062.
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(1) Overall responsibility for directing and controlling all operations within the JBM-HH
property book office. Ensures all procedures are being enforced to account for and secure U.S.
Government property.

(2) Responsible for the daily maintenance of unit/directorate property book accounts for
all PHRH’s and ensuring authorization documents, inventories, and accountability procedures
are being followed In Accordance With (IAW) governing regulations.

(3) Maintains liaison with subordinate directorates and other external supply facilities.
c. Primary Hand Receipt Holder/Directorate Supply Representatives:

(1) Responsible for managing all directorate or organization property, supply economy
and supply discipline to be employed at all times.

(2) Responsible for monitoring the receipt of new equipment by their organization as
well as the transfer, movement and turn-in of equipment listed on the organizations
hand receipt.

(3) Responsible for keeping track of the location and user of each item on their
organization’s hand receipt through the preparation and use of sub-hand receipts.

(4) As the directorate’s PHRH he/she has an inherent duty to provide logistical guidance
to all unit personnel.

d. Individuals:

(1) All individuals using military supplies and equipment are responsible for exercising
good supply economy and supply discipline. This includes the safeguarding of all government
property regardless of the type or the relationship of the individual to the property.

(2) Personal responsibility is the obligation of a person to exercise reasonable and
prudent actions to properly use, care for, safeguard and dispose of government property issued
for, acquired for, or converted to a person’s exclusive use with or without a receipt.

7. CHANGE OF PRIMARY HAND RECEIPT HOLDER PROCEDURES.

a. Outgoing PHRH. The outgoing PHRH is responsible for identifying and correcting
property deficiencies and alleviating problems during the actual change of PHRH inventory.
The outgoing and incoming PHRH will schedule an appointment for a briefing from the PBO
prior to
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beginning their inventory. The outgoing PHRH is responsible to ensure a date and time is
coordinated for the in-brief with the PBO. All property book adjustments must be submitted at
least one (1) week prior to the change of PHRH signing of the hand receipt. Hand receipts and
shortage annexes will be corrected and updated during this period. Financial liability
investigation of property loss and statement of charges for lost, damage or destroyed property
will be initiated at this time in accordance with AR 735-5. The correction of hand receipt
discrepancies of an items models and serial numbers will be adjusted using a DA Form 4949 -
Administrative Adjustment Report (AAR) in accordance with DA Pam 710-2-1, Chapter 4.

b. Incoming PHRH. Prior to the joint change of PHRH inventory, the PBO will brief the
incoming PHRH and the outgoing PHRH together. The PBO will explain procedures for
maintaining property accountability and conducting inventories. Incoming PHRH’s should also
be familiar with DA Pam 710-2-1, Chapter 9 (Inventories) and their property responsibilities as
outlined in AR 735-5, Chapter 2.

c. Change of PHRH inventory. The incoming and outgoing PHRH must conduct a one
hundred percent (100%) “Joint” physical inventory of the directorate/organization property.
The outgoing and incoming PHRH will begin the joint inventory at least 30-45 days prior
to the effective date of the change of PHRH. Once the inventory is completed, all adjustment
documents must be processed prior to the incoming PHRH signing the hand receipt for the
directorate/organization’s equipment.

(1) The incoming PHRH will update the sub-hand receipts and component listings. The
PBO will validate all non-expendable component listings adjustments (if applicable).

(2) All adjustment documents (i.e., Administrative Adjustment Report (DA 4949),
Financial Liability Investigation of Property Loss (DD 200), Statements of Charges (DD 362),
etc.) will be brought to the property book office at least one (1) week prior to the change of
PHRH. This will allow the property book office time to process the documentation to ensure all
changes are reflected before the actual signing of the hand receipt.

(3) Upon all adjustments made to the Hand Receipt by the PBO the incoming PHRH will
provide a signed copy of the Hand Receipt assuming responsibility for the
directorate/organization’s equipment. A memorandum/appointment memorandum from the
individual’s supervisor appointing the incoming individual as the PHRH will also be provided to
the PBO.

(4) A notice of Delegation of Authority Form (DA 1687) will be prepared IAW DA Pam
710-2-1 and listing individuals designated to receive supplies and equipment for the PHRH if
applicable. This is optional and only required when the PHRH wishes to allow other individuals
to coordinate with the PBO to conduct hand receipt adjustments and receive or turn-in property
on the behalf of the PHRH.
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(5) Following the processing of all submitted adjustments documents, the incoming PHRH will
sign the hand receipt listing of the directorate/organization’s property. Annually, the PHRH will
conduct an inventory of all TDA, Installation and Durable equipment to verify accountability.
PHRHs are also responsible for ensuring that sensitive items inventories are completed, if
applicable.

8. NOTICE OF DELEGATION OF AUTHORITY-RECEIPT FOR SUPPLIES (DA 1687).

a. DA Form 1687 is required when the PHRH designates individuals (supply personnel, etc.)
to receive or turn-in equipment and supplies, or to conduct other transactions with the property
book office and other support agencies (i.e., DOL Warehouse). The PHRH will submit a DA
Form 1687 to the PBO designating personnel he/she authorizes to sign and manage his/her
property. This may include receiving distribution, turn-ins, lateral transfers, Found on
Installation (FOI), or Administrative Adjustment Report (AAR), etc. Neither the PBO nor the
DOL Warehouse manager will authorize other individuals to request, receive, or turn in property
without a current signature card from the PHRH. The DA Form 1687 will also need to be
updated annually. The form can be prepared by typing the information but must be initialed and
signed in pen by all individuals listed on the form to conduct transactions with the PBO for the
PHRH.

b. Preparation instructions for DA Form 1687 are contained in DA Pam 710-2-1, Chapter 2,
Paragraph 2-32, Section V. Additional instructions are as follows:

9. TURN-IN PROCEDURES:
a. Types of Turn-ins:

(1) Serviceable Turn-ins. Item is excess to the directorate’s/organization’s mission.
Disposition instructions have been issued to the directorate/organization’s PHRH by the PBO.

(2) Unserviceable Turn-in. Any item which is excess that has become unusable for its
intended purpose due to fair wear and tear or damaged to the point which makes the item
uneconomically unrepairable. CPU and Laptops will require a Certificate that the hard drive has
been removed or destroyed prior to turn-in.

(3) Found On Installation (FOI) is any item found not listed on the JBM-HH property
book or on the hand receipt of any organization of JBM-HH.

b. Turn-in will take place at the DOL Warehouse. Directorates/Organizations should
coordinate with the PBO for review of turn-in documents which will then be forwarded to the
DOL Warehouse whom schedule a turn-in appointment and further instructions.
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(1) The PBO may direct Directorates/Organizations/Support Offices to turn-in or lateral
transfer excess equipment. Excess property will be cross-leveled through the garrison JBM-HH.
All other serviceable excess equipment will be disposed of IAW applicable regulations.

(2) PHRH may request disposition instructions for serviceable excess property at
anytime. A memorandum can be submitted to the PBO requesting disposition instructions and
should give the following information.

(@) Line Number.
(b) National Stock Number.

(c) Item Description/Nomenclature

(e) Serial Number (if applicable).

(f) Quantity.

(g) Serviceability Information.

(h) The PHRH should also state why disposition is being requested (mission change
etc.).

(3) Once disposition instructions are received for turn-in:

(a) Prepare the appropriate form (DA 3161 or DA 2765-1).
i. DA 2765-1 for turn-in of items listed on the hand receipt.
ii. DA 3161 for turn-in of items not listed on the hand receipt.

(b) Submit the turn-in form to the PBO whom will identify on the hand receipt
which items will be turned-in. The PBO will then forward the turn-in documents to the DOL
Warehouse Manager whom will contact the PHRH to schedule an appointment for turn-in.

(c) Once the item is turned into the DOL Warehouse/RIP, the Warehouse manager
will turn in a signed copy of the DA Form 3161 or DA Form 2765-1 to the PBO for final
processing.

(d) PHRH or designated representative will retain a copy of the turn-in document
until a new automated hand receipt is received showing that the property book office has
“posted” the change.
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(a) Verify the information on the DA Form 3161 or DA Form 2765-1 and
supporting turn-in documentation.

(b) Assign a PBO suspense document number which will remain valid for a period
of 30-calendar days unless extension is requested by the PHRH.

(c) Maintain a copy of the turn-in document DA Form 3161 or DA Form 2765-1 in
suspense.

(d) Process the completed turn-in document for credit to the hand receipt record.
(e) File the completed turn-in document in the supporting document file.

(F) Provide a copy of the transaction affecting and not affecting property book
balance to the customer with indication that transaction has been finalized and posted.

(5) Turn-in of Unserviceable Non-expendable Items.

(@ PHRH will utilize same procedures as turn-in of serviceable excess
(Paragraph 9c) with the exception of disposition instructions.

(b) PHRH’s will ensure that hard drives are removed or cleared from unserviceable
CPUs prior to turn-in.

(c) A certificate of hard drive disposition will be attached to each unserviceable
CPU intended to be turned in.

(6) Turn-in of FOI Property.
(a) Expendable/Durable FOI Supplies.

1. Expendable/Durable FOI property and supplies will be returned to the DOL
Warehouse using a DA Form 3161.

2. Expendable items should first be cross-leveled within the directorate prior to
turn-in.

(b) Non-expendable FOI property. When Directorates find non-expendable
property which isn’t listed on the hand receipt, they should contact the property book office to
confirm/determine whether the item is or isn’t on the property book.
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coordinate with the owning activity to accomplish a lateral transfer or other appropriate action
directed by the PBO. The PBO will ensure this action is completed in a timely manner.

2. If the item isn’t on the property book, the PBO will inquire whether the
organization in possession of the equipment wishes to retain the item. If it is determined the
organization in possession of the equipment of the property isn’t going to retain the item, the
PBO will give guidance on disposition procedures. Due to the lack of sufficient storage, the
PBO will provide assistance to the activity in possession of the equipment in obtaining proper
disposition and turning the property into the DOL Warehouse. If the item is being retained by
the organization in possession, the PBO will establish property book accountability and hand
receipt responsibility. DA Form 2765-1 will be used to issue FOI equipment to the organization.

(c) Special Guidance for Turning In Controlled Cryptographic Item (CCI).

(d) Ensure the equipment is completely zeroed out and contains no classified
information.

1. Complete DA Form 2765-1 on item(s) to be turned in.

2. Coordinate Property Book Office first for review of the DA Form 2765-1. The
property book office will assist any directorates needing assistance on how to properly fill out
DA Form 2765-1.

3. The PBO will review the DA Form 2765-1 for accuracy and forward the document
to the DOL Warehouse whom will contact the organization to pick up and store the CCI
equipment per AR 380-40.

10. ADJUSTMENT DOCUMENTS.
a. Administrative Adjustment Report (AAR).
(1) AAR/DA Form 4949. A DA Form 4949 will be used to make minor administrative
adjustments to property book accounts, only when there is no actual gain or loss of property.

DA Pam 710-2-1, Chapter 4, contains examples and instructions on the use of AAR’s.

(2) AAR’s will be prepared by the PHRH. Submit the AAR to the PBO for posting. The
PBO will return a finalized copy to the directorate/organization.

(3) The PHRH will sign the AAR in the initiation officer block unless a representative
has been designated.
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(5) AR 710-2 & DA PAM 710-2-1 Chapter 4, permit the use of the DA 4949/AAR to
“correct” minor errors in serial numbers that are obvious such as, transposing numbers and
mistyping serial numbers from documentation used to process the transaction (ex. 8 misread for
a B or 1 misread as an I).

(6) If a serial number adjustment is being requested, a brief explanation will be typed on
the front of the AAR or the original work order will be attached to the AAR.

b. Statement of Charges/Cash Collection VVouchers (DD 362).

(1) Statement of Charges/Cash Collection VVouchers (DD 362). Used when liability is
admitted for the loss, damage or destruction of non-sensitive items of government
property and the cost of the item does not exceed the service member’s monthly base pay
(IAW AR 735-5, Paragraph 12-2). Statement of charges for non-expendable items will
be processed through the property book office. The property book office will assign a
document number and post the loss to the PHRH account. Depreciation will be allowed
IAW AR 735-5. In addition, the service member is responsible for taking the DD Form
362 to the appropriate finance office for processing and ensuring the property book
office is provided a signed and stamped copy of the DD Form 362.

(2) When statement of charges/cash collection voucher is used for components, a
shortage annexes will be prepared and authenticated by the office assigning the document
number. Directorates/organizations must ensure the end item line number is included for
management of components.

c. Financial Liability Investigation of Property Loss (FLIPL) (DD 200).

(1) FLIPL is required when the requirements of AR 735-5, Paragraph 13-3 are met, to
include when liability is not admitted.

(2) FLIPL loss will be initiated within 15 calendar days after discovery of loss, damage
or destruction of property.

(3) Processing of FLIPL in the property book office.

a. JBM-HH Assigned/Attached Personnel. The Directorate/Organization PHRH or
the person with the most knowledge will initiate the DD Form 200 and forward to the PBO. The
person initiating the DD Form 200 may consult with the PBO for assistance in preparation of the
DD Form 200. The PBO will review the DD 200 to ensure all blocks are filled out properly then
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document number that is provided by PBUSE when the transaction is completed. The PBO will
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then sign the DD Form 200 in block 17 and maintain the original copy and further process the
FLIPL through the JBM-HH chain of command. After the DD 200 has been processed by the
PBO, it will be forwarded to the Appointing Authority for review and assigning of an
Investigation Officer. IAW AR 735-5 Chapter 14-26; operations other than war, the DD Form
200 is forwarded to the financial liability investigating officer and approving authority in the
initiating unit’s chain of command. In addition, the Headquarters, Department of the Army
Vice-Chief of Staff letter, dated June 12, 2006, states the approving authority for a liability
investigation will be the first Colonel (O-6) or supervisory GS-15 in the rating chain. Therefore,
this authority can no longer be delegated to a LTC (0-5). For final loss or damage of $100,000
or greater or any final loss of a controlled item, the approving authority will be the first general
officer or senior executive service civilian in the rating chain.

(4) The DD Form 200 may be obtained through AKO forms. However, IAW AR 735-5,
DA Form 7531 must accompany each FLIPL DD Form 200. When the property listed on
the FLIPL has been lost or destroyed, a copy is provided to the property book office for
adjustments and posting to property book accounts.

(5) Recovered Property. Property listed on a FLIPL and is recovered will be processed
IAW AR 735-5, paragraph 14-14. A formal memorandum will be submitted by the
appropriate HRH to the PBO requesting to reestablish accountability for the equipment
recovered and the memorandum will cite the FLIPL number assigned as well as the
document number. The recovery memo will also include the item description of equipment
recovered as well as the line item number (LIN), stock number and quantity.

b. AR 15-6 Investigation, used in lieu of FLIPL.

(1) Investigations for the loss, damage, or destruction of government property may be
conducted IAW AR 15-6 as directed by the commander. When this occurs, the investigation will
be processed in accordance with AR 15-6. A FLIPL will be prepared to adjust balances on the
property records or to assess financial liability.

(2) If the investigation determines government property has been lost, damaged, or
destroyed, a DD Form 200 must be prepared and turned into the PBO as this will ensure
appropriate posting to the unit’s hand receipt, IAW AR 735-5, Paragraph 13-25. A copy of the
AR 15-6 should be enclosed as an exhibit to the FLIPL.
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AR 15-6 investigation as an exhibit.

11. SENSITIVE ITEM INVENTORY PROCEDURES.
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a. Sensitive item inventories are conducted monthly IAW DA Pam 710-2-1, Paragraph 9-9 to
ensure accountability of critical items such as weapons, ammo or highly pilferable items.
Verification that sensitive items have been inventoried is accomplished by submitting a memo
accompanied by the completed and signed sensitive item listing that is provided to the PHRH by
the PBO at the beginning of each month.

b. Sensitive items and CCI are identified on the property book and on hand receipts with a
ClIC of 1-9, 8, N, P, Q, R, or Y (Night Vision Devices). The Property Book Officer (PBO) will
provide a Sensitive Items Inventory Listings (SIIL) on a monthly basis to all directorates/units
identified as having possession of sensitive items. Directorates/units will conduct a physical
count inventory of the items listed and return the signed sensitive item listing to the PBO by the
suspense date annotated. The SILL will be provided to Hand Receipt Holders on or about the
first working day of the month, with a suspense of the 25" day of the month.

c. The unit commander/director or his/her designated representative (noncommissioned
officer; warrant officer; commissioned officer; DA civilian employee at GS-5 or above, or NSPS
Career Group YA employee at Pay Band 1 or above maybe selected to conduct the inventory.

4. The following procedures will be used in conducting the sensitive items inventory:

(1) Ensure the makes, models, and item description match the sensitive items listings.
Check the condition of all items inventoried. Report any damaged equipment to the PBO as
soon
as possible. Checking work orders and contacting the maintenance facility will validate any item
that is shown to be in maintenance.

(2) Check items for completeness against supply catalog, tactical manual, and supply
bulletin. Ensure the correct date on the publication is annotated on all sub-hand receipt shortage
annexes and/or component-hand receipts. Any authorized components, which are not on hand
and are not listed on the applicable shortage annex, must be adjusted IAW AR 735-5.
Components, which are authorized and are not on hand but are listed on valid shortage annexes,
will be authenticated.

(3) Ensure all excess items are reported through the appropriate supply channels. If
there are any questions or problems contact the PBO.

(4) Verify all serial numbers and/or registration numbers. Serial number/registration
number errors that cannot be attributed to a posting error must be adjusted IAW AR 735-5. An
AAR cannot be used to adjust discrepancies on sensitive items per AR 735-5. Discrepancies of
sensitive items require an automatic initiation of DD Form 200.

a. Quantity/On-Hand: Compare serial numbers of equipment with those listed on the

sensitive item inventory listing provided. Write the total quantity counted as on hand for each
item.
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b. Quantity/Maintenance: If equipment is in maintenance or signed out, make sure they are
supported by proper documentation. Record the job order number beside each serial number in
Maintenance. Attach a copy of the job order to the SIIL.

c. Quantity/Signed-Out: Attach a copy of the supporting document to the SIIL. Indicate in
the remarks line the organization the item was signed out to.

d. Quantity/Other: Explain any item in this category, in detail, on a separate sheet of paper.
Forward the appropriate adjustment documents to the PBO along with the SIIL.

e. Remarks: Any additional comment(s) you desire to make.

(5) The results of the sensitive item inventory will be signed by the individual who
conducted the inventory, and submitted with a memao signed by the hand receipt holder,
indicating whether there were any discrepancies. This will ensure all inventory requirements
have been met and results on the inventory are accurately posted to the PBUSE hand receipt. The
PHRH will retain the inventory and memorandum for 2 years if no discrepancies were noted and
4 years if there were discrepancies.

(6) Consecutive inventories cannot be conducted by the same individual. The armorer, or
persons performing armorer duties, cannot conduct these inventories.

(7) The SIIL provided for your inventory will reflect the name, rank and signature of the
individual who conducted the inventory. Record the results of the sensitive item inventory on a
memorandum prepared for the hand receipt holder’s signature. The memorandum will state that
all sensitive, explosive, and hazardous items have been inventoried. It will also state either that
no differences were discovered or that differences have been reported according to AR 190-11, if
required.

(8) Any discrepancies in the inventory of Sensitive Items will be reported to your higher
headquarters immediately. If action is pending such as a Financial Liability Investigation of
Property Loss or an item is in maintenance then a copy of the supporting document for that
action will be attached to the SIIL to account for the discrepancy. After the inventory has been
completed, causative research will be performed at the PHRH level on all discrepancies
discovered. Research will also be conducted with the PBO staff. Based on this research, the
PHRH will initiate the following corrective action if required:
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(b) Secure and report all FOI property to the property book office. Prepare DA
Form 2765-1, request for issue and post to the primary hand receipt account.
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(c) Initiate any other relief documents (FLIPL, Statement of Charges/Cash
Collection) required to account for loss, damage or destroyed property).

(9) Directorates/units that are delinquent in meeting this monthly suspense will be placed on
the Command Delinquent Listing that will be provided to the Garrison Commander on a monthly
basis.

12. ANNUAL 100% INVENTORY AND PROPERTY ACCOUNTABILITY

(1) In accordance with Army Regulations, Joint Base Myer-Henderson Hall (JBM-HH) will
establish Property Accountability of TDA, Installation and Durable Equipment (Printers,
Monitors, CPUs, Laptops, Televisions, Shredders, Scanners, VHS/DVD Players, and
Home/Office Appliances etc.). Questionable items will be brought to the attention of PBO for
determination of accountability requirements.

(2) Annually all activities supported by the JBM-HH Military Community and garrison
directors will coordinate with Installation Property Book Officer (PBO) and will conduct a 100%
inventory all installation and durable equipment. Such equipment will be identified by
manufacture, model, serial number and accountability will be established on the installation hand
receipt.

(3) According to Deputy Chief Of Staff Property Accountability memo dated 30 March
2005, and IMCOM Property Accountability memo, dated 8 Jul 2005, a system will be in place to
prevent fraud, waste and abuse.

(4) Inventories will be conducted in the manner outlined by the Property Book Office
guidance, which will be briefed prior to all parties concerned. Specifically, the individuals who
are assigned as the Primary Hand Receipt Holder (PHRH) will coordinate with the Installation
PBO based on the guidelines listed below:

a. The Property Book Officer (PBO) or designated representative will provided a complete,
detailed briefing on inventory procedures prior to inventory.

b. All item descriptions, to include Manufacture, Model Number and Serial Number will be
verified during inventory.

c. The condition and serviceability of all property within the agency was checked and
corrective action taken, if necessary.

d. All newly obtained equipment not currently accounted for on property book is processed
and accounted for on the Installation Hand Receipt in PBUSE using DA 2765-1, eliminating
external systems.

e. Continuous responsibility for all property has been established down to the user level
through sub-hand receipts using DA 2062, and all hand receipt listings are in agreement.
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f. All property missing/unaccountable will require initiation of a Financial Liability
Investigation of Property Loss (FLIPL) DD Form 200 to the Installation PBO.

(5) All Hand Receipts will be inventoried Annually IAW regulations and Installation PBO
guidance. PBO will send out a reminder 30 days prior to inform the PHRH, with a copy of their
current HR and copies of all transactions conducted for both turn-in and received property.

(6) Hand Receipt Holders with intentions of departing installation will contact Installation
PBO immediately upon notification of departing has been received for guidance on conducting a
change of hand receipt holder inventory with an identified replacement hand receipt holder.

(7) No equipment will be obtained, transferred, turned-in or disposed without prior
processing through Installation PBO with proper documentation. A DA 3161 will be used for
permanent transfers and a DA 2765-1 for turn-ins.

13. REQUESTING SUPPLIES PROCEDURES.

a. Most of the equipment procured for JBM-HH will be Commercial of the Shelf (COTS)
equipment through a Government Purchase Card (GPC). See the DOL Government
Purchase Card SOP for additional information pertaining to the GPC.
Directorates/organization will utilize their respective DODAACSs when placing
requisitions in Aquiline or GFEBS.

b. Directorates/organizations will not place requests in Aquiline or GFEBS for TDA or
any other military equipment. In addition, Directorates/organizations will not use
GPCs to purchase TDA or any other military equipment.

c. Property authorized to a Directorate/organization according to the JBMHH
Installation TDA is requisitioned by the PBO in PBUSE without any prompting
from the organization. TDA property will be ordered through SARRS for
procurement through normal supply channels.

IMNE-MHH-LGS
SUBJECT: DOL Property Book Office Standard Operating Procedures (SOP)

14. RECEIPT AND ISSUE PROCEDURES.

a. Receipt of Property. JBM-HH DOL Warehouse receives all supplies and equipment
requisitioned through PBUSE, or requested utilizing the GPC, a contract or Local Purchase
Request and Commitment Form (DA 3953). Directorates/organizations will indicate JBMHH
DOL Warehouse as the shipping address at 101 Bloxon Street, Bldg 205, Door 13, and
Arlington, VA. Once the item(s) are received at the DOL Warehouse, coordination will be made
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with the PBO to determine whether the item is a property book item and action will be taken
accordingly.

b. All issues to the PHRH or his/her representatives are made using DD Form 250 for
property book items and a DA Form 3161 for all other equipment. In addition, the DD Form 250
or the DA Form 3161 must be completed with the pertinent information such as, manufacturer,
model number and serial number if applicable should also accompany the shipping documents
and/or invoice.

c. The PHRH will be notified by the Warehouse manager of any equipment awaiting pick-up
at the DOL Warehouse. Once the PHRH or designated representative is contacted by the
Warehouse manager for pick-up, the PHRH or designated representative will come to DOL to
sign and pick up the item(s).

d. PHRH’s are responsible for ensuring all personnel authorized to pick-up supplies and
equipment is listed on a DA Form 1687. DOL Warehouse personnel are responsible for
verifying the identification of personnel picking-up supplies and equipment.

DA Form 1687 will be turned-in to the Property Book Office and all other support agencies as
required (change of PHRH, personnel change, etc.).

e. Issue/Receipt Procedure. The PHRH or his/her designated representative accepts delivery
by inventorying and signing a DD 1348-1 for items procured through normal supply channels
and on a DD Form 250 for items procured through a contract or GPC. In addition to the

signature, he/she will print name, date and quantity received. The original will be turned in to the
PBO. One copy will be retained by the PHRH.

Note: Only the PHRH or designated representative listed on a DA 1687 is authorized to sign
the DD 1348-1 or DD Form 250. The decision of whether an item is a property book or non-
property book item is determined by the PBO based on the criteria found in AR 710-2,
Paragraph 2-5(1) —(26).

IMNE-MHH-LGS
SUBJECT: DOL Property Book Office Standard Operating Procedures (SOP)
15. LATERAL TRANSFER PROCEDURES.
a. Lateral transfers are initiated in two ways:
(1) By the PBO to realign excess equipment within JBM-HH.

(2) Required by higher headquarters or other DA Directive.
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b. Preparation instructions for use of DA Form 3161 for lateral transfer action are contained
in DA Pam 710-2-1, Chapter 3. Preparation of the lateral transfer is the responsibility of the
losing unit. The transfer should be prepared in as many copies as needed to meet local needs.

c. Prior to transferring any equipment, the request for lateral transfer will be delivered to the
PBO for reviewing and approval. The losing PHRH is responsible for initiating the lateral
transfer, obtaining a property book document number, PBO approval and a gaining unit
document number from the gaining PBO.

d. Once initiated, the losing and gaining PHRH’s will complete lateral transfer in time
designated in directive. Current publications and technical manuals will be used to inventory
components if applicable. Unless otherwise directed, equipment will be turned over to the
gaining PHRH in serviceable condition.

e. The losing PHRH bears the responsibility to ensure the original copy of the completed
transfer is turned-in to the PBO after completion of the equipment transfer and the DA 3161 has
been signed by both the losing and gaining organization PHRHs. The property book office will
be actively involved in assisting both activities in the lateral transfer process. The losing
organization will ensure there are enough copies for each activity involved in the process.

16. TEMPORARY LOAN OF PROPERTY.

a. All temporary loans for property within or outside of JBM-HH will be coordinated through
the property book office. This will allow the PBO to capture all loaned equipment within JBM-
HH and ensure the equipment is returned.

b. Temporary loans of JBM-HH property outside of the Installation will be done IAW DA
Pam 710-2-1, Paragraph 5-4. PHRH or sections tasked to loan property to organizations outside
of JIBM-HH, ANC and MDW will coordinate through the PBO prior to hand receipting the

property.

IMNE-MHH-LGS
SUBJECT: DOL Property Book Office Standard Operating Procedures (SOP)

c. When property is issued or loaned for periods not exceeding 30 days, responsibility will be
assigned by use of temporary hand receipt. After 30 days, the property will either be withdrawn
from the person or the hand receipt will be updated and signed again by the organization using

the equipment. Hand receipt holders of one unit will not loan property to members of other units
unless approved by the PBO whom manages the account for the owning organization.

d. The JBBM-HH PBO is the POC for accountability purposes only and ensures an audit trail
is present in case of loss, damage or destruction of loaned property.
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17. DIRECT DELIVERY RECEIPTS.

a. All requests for supplies should be delivered to DOL Warehouse regardless of means of
procurement. PHRH will not request delivery of supplies directly to their office address.
Shipment to the DOL Warehouse allows for PBO visibility, accountability and proper posting to
the organization’s hand receipt as needed.

b. Shipment discrepancies will be handled IAW DA Pam 710-2-1, Paragraph 2-30. Inall
such instances, close coordination must be made with the property book office.

18. DEFENSE REUTILIZATION AND MARKETING OFFICE (DRMO) AND
GENERAL SERVICES ADMINISTRATION (GSA) WITHDRAWAL

a. Concept. The use of assets available through the DRMO or GSA is encouraged. These
assets are often the solution to a specific need within a unit. In this respect, the DRMO and GSA
are to be treated the same as any other source of supply.

b. Restrictions. PHRH/Commanders exercising control over assets from DRMO and those
desiring to withdraw assets from DRMO and GSA, must first ensure that the following criteria’s
are met.

(1) Authority - All property for Directorates/Organization is issued under specific
authorization (MTOE, TDA, CTA, etc.) This is also the case for equipment or supplies
withdrawn from the DRMO or GSA.

Note: Requests for withdrawal of DRMO and GSA property must first be approved by the
JBM-HH PBO. No exceptions!

(2) Serviceability. Equipment from the DRMO or GSA used for other then its intended
purpose is not authorized. Items can be withdrawn and used for their intended purpose after
approval by the JBM-HH PBO.

(3) Accountability of Property. The DRMO or GSA accounts for and issues property
IAW DA Pam 710-2-1, Paragraph 4-2c, based on the item description, stock number or model
number. The standard for accountability of property withdrawn from the DRMO is the same as
the standard used for property received through any other source of supply. For instance, if a
non-expendable item is withdrawn from the DRMO, the item will be reported to the PBO and
added to the organization’s hand receipt. Durable and expendable supplies as well as recoverable
items will be accounted for exactly as though the item has been received through the wholesale
system. Prior approval from the PBO is required when (accountable) items are withdrawn from
the DRMO or GSA and are to be consumed in use or severely altered, and therefore can’t be
accounted for in a normal manner. Questions concerning this SOP can be addressed to Mr
Maurice Saint-Amand, PBO, at 703-696-7097 or maurice.saintamand@conus.army.mil.
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Figure 2-2. Sample of a DA Form 3161 as a request for issue

Legend for Figure 2-2;

Completion instructions by block number or column for DA Form 3161,

(lssue) FEnter an "X" for issue.

(Sheet Number) Number sheels consecutively.
(Number of Sheets)
request.

(1) Enler the name and address of the SSA.

Enter total number of sheets included in this

(2) Enter the name of the unit making the request.
(3) Enter the document number assigned to the requesl from the
documenl register. The document number is the DODAAC, julian date,

and serial number.

{4) Enter project code if assigned. Otherwise, leave blank.

{5) Enler the required date of materlel requested, or leave blank,
{6) Leave blank.

{7) Enter the priorty designator.
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(8) Enter cost detail accounting information, as required.

(10) Enter the authorizing publication.

(12a) Enter the item number, in sequence, for each ilem requested.
(12b) Enter the stock number for each item requested,

(12c) Enter one or two words thal describe each ilem requested.
Enter the words “Last ltem” after last enlry.

(12d) Enter the unit of issue of each item requesled.

(12e} Enter the quanlily of each item requested.

(12f) Enter the proper issue code from the form.

(12g) Leave blank. Person signing for receipt of the items will com-
plete the entry in ink.

(13) The requesting individual will print name, date and sign this
block. Include rank.

(15) When items are issued, the person signing for the items will
print name, date and sign this block. Include rank.
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NOTICE OF DELEGATION OF AUTHORITY - RECEIPT FOR SUPPLIES e
For use of this form, see DA PAM 710-2-1. The proponent agency is ODCSLOG, 6 May 96
— AUTHORIZED REPRESENTATIVE(S)
ORGANIZATION RECEIVING SUPPLIES LOCATION
Ist FSB Fort School, VA
LAST HAME TIRST NAME-MAIDOLE I8ITIAL Rl ~AUTHORTY__ SIGNATURE AND IHITIALS
REQ REC

Smith, Adam J.

Yes |Yes lplin 5 Somcd# .. AFS

Birch, Juhn AL

Jones, Alonzo L.

Jres fvo fJnhec A

e B
R Ya P IALS

Yes |No U;.l'.;'n.f o

— - i :
Perez, Pedro M. / \\Yea Yes ‘3_\1 e VWL Lus vnd

/:?f Pt f 1’#,]_

AUTHORIZATION BY RESPONSIBLE SUPPLY OFFICER OR ACCOUNTABLE OFFICER

THE AUTHORITY 70: Request and receive Class 2, 4, 7, and 9

THE UNDERSIGNED HERERY l DELEGATES TO WITHDRAWS FROM THE PERS(N|S) LISTED ABOVE,

supplies as shown above.

REMARYS
Instaltation Supply Division

| ASSUME FULL RESPONSIBOLTY
UNIT IENTIFICATION CODE DODAACIACCOUNT RUMBER
WASITAA WAROTHE
LAST NAME FIAST NAME-MIDOLE IMTIAL GRADE  |TELEPHOME HUMBER EXPIRATHON DATE SIGHATURE X ]
P - et
ROJAS, COOKE L. CPT (BO4) 687-9088 25 May 97 o W e €. Y
DA FORM 1687, JAN 82 EDITION OF DEG 57 15 0BSOLETE. USEFPE ¥1.00

Figure 2-14. Sample of

a completed DA Form 1687

Legend for Figure 2-14;
Completion instructions by block number for DA Form 1687

{1) Date Enter the calendar date the form is prepared.
{2) Organization r iving suppli Enter the name of the unit
and, if prepared by a hand or subhand receipt holder lo delegate

~authority to request or receipt for supplies; the hand receipt number or -

name of the section involved. -

{3) Location Enter the name of the installation on which the unit is
located.

AUTHORIZED REPRESENTATIVE(S) Section

{4) Last name - first name - middle intial Enter the name of author-
ized representalive. When more than four persons are to be delegated
and a follow on card is deemed necessary, enter the statement “Con-
tinuation lo DA Form 1887 daled™ in the remarks block of the follow on
card,

(5) Enter 'not used” on nexl available line when all lines are not
used.

(6) (REQ)Enter "YES" in this block for each person authorized to
request supplies. Otherwise, enter "NO".

(7) Signature and intials Enler the signature and initials of author-
ized representatives,

AUTHORIZATION BY RESPONSIBLE

OFFICER OR ACCOUNTAEBLE OFFICER Section

(8) Enter an "X" in this box to show that the authorized represenia-
five is delegated to requestireceipt for supplies. Specify the classes of
supplies for which the representatives may sign.

(9) Remarks Enler the S5A or other activity to which the form is
being senl. See paragraph 2-32 when used for adding or deleling
PErSONs.

APPENDIX B

{10} Unit identification code Enter the assigned unit identification
code.

| ASSUME FULL RESPONSIBILITY Section

DODAAC/Account Number

(11} Enter the unit DODAAC and any locally assigned account num-
ber.

(12) Last name - first name - middle intial Enter the name of the
responsible person.

(13) Grade Enter the grade or rank of the responsible person.
(14} Telephone number Enter the office telephone number of the
responsible person.

(15) Expiration date 15} Enler the expiration date of the card. This
date is determined by the person making the delegation. Do not set a
date later than the date the delegating authorily expects lo remain in
the job.

{16} Signature Enler the signature of the responsible person.
Note, All catrics, cxeept the signawre and initials will be cither printed in
ink or typewritten. The signatures and initials will be entered i ink.
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. [ —
MATERIAL INSPECTION AND RECEIVING REPORT O N0, 0U04.0048
e oy fwe this, cul 3 mintes pes sewony, mtudive Wi v far 1o T T T T —
B ey foded, and comleting ard tevieadng The mll.-qnm':-'mrum..xlnc.p' ol e i 12 gatduy The sl v nof- L oY ey
Inchodion vogatian bt fxd 1 Dol u iyt B arth, 1315 P pan Gy iy, S
TIoa A e B TEPOS 07, hnel 16 1he oitice o s Riddger. Poy 0704 0748, WA
PLEASE DO NOT RETURN ¥ OUR COMPLETED FDRM TO EITHER OF THESE ADDRESSES,
SEND THIS FORM IN ACCORDANCE WITH THE INSTRUCTIONS CON'AWED IN THF DFARS, APPINDIX F-401.
VNDL NS INGIALNE D0 (CONTRRG ] I IDRGERIRG. | B VO nodeatn T oF B ACCLITANCY PO
DABCO3-93-0001 -0001 B-9482 i 1
T AHERIERT RO, 3 OniL Snien o - T T oneount vimms ) B
. 5 | TEm - -
5 023 11 Jun 93 CB/L #X9=4007 HET
0 PARAL CONTRACTON o V0. ADMRISTERED 1 ook |
Chimerical Wholesalers Purchasing and Contracting Office
L 8W Rio Verde Eldg 54
Bipg Sky, TX 79002 . Fort Infantry, T¥ 79001
V SHIEPED [RO%A IF arher than ) CODE T ravmEaT el e Ao BY oot |
Fahricared, Inc. Financing & Accounting OfFfice
SW Divisian Bldp 495
Sunshinc, AZ #5999 Fort Infantry, TX 79001
11 SHERID 1O 18, MAARKED FOR oo |
99ch Mainter
Bldg 9898
Fort Tofantey, TX 79001
% STOCKPART NO. DESCRIPTION  |v_  —— [w  |w e
I
o v 0 o) gl STRRIES « | unr | it pauce AMOUNT
i
1. 1 5940-00-168-37066 Widget 6 BX 120.00 720.00
1 3.5 x .5 100 PER BX
'
1
1
'
I
i
1
i
1
H
1
'
'
'
'
'
!
n CONTRACT QUALITY ASSURANCE N RECEIVER'S USE
A ORIGIN B, DESTINATION Quantities shown i columin 17 were recaved
[[Jecan["] AccerTance of listed items [ can [] ACCEPTANCE of listed iiems has been | I 3PBarent good condition except as noted.
hat been made by me or under my supervision | made by me or under my supervision and they : *
and they conform to cantract, except as noted | conform to contract, except as noted herein or on DAtk RFCEMLL SILHATURE OF AUTH GOVI ARS
herein or on supporting documents. supparting documents
. Trren mame
AN GFFICT
TATE T AU GOWT RLE CalC T SMAMATIIAF OF AUTH GO ALR
TYPED MAME PYELO NAME =ifg ved by the Wiy the
0 ORFICE AND TITLE FamMe a5 .lnuly shipped, indicate by (/)
mark, Ngm‘erenr enter actual quantity re-
ceived below quantity shipped and encircle
13 CONTRACTOR UST ONLY - -

DD Form 250, NOV 92 Previous editian may be used. 00 5GEE 1 BUIAJAT-0RT T0A LD

Figure 2-18. Sample of a DD Form 250
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IS

e 7ies

e ek ;Lf#aangib
T ot RA FA - PLACENENT
LNIERVIC LE - FWT

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

Figure 3-2. Sample of a DA Form 2765-1 as turn-in for “excess” or "replacement”

Legend for Figure 3-Z; (O) Enter one or two words that describe the item being turned in.
Cormplation instructions by numbers or letters Include item serial numbers. If there is not enough room, continue on
(A} Enter the name and address of the SSA. the reverse. For noncataloged, nonstandard commercial items, enter

complete item description and end ilem application, as @ mininimum,
of the item being tumed in. Include any other identifying data thatl may
be available. If there is not enough room, continue on the revarse.

(B) Enter the name and address of the unit tumning in the item.
(4-6) Enter the stock number of the item being furned in.

(7) Enter the unit of issue of the item being turned in. (P} 1. Enter “TURN-IN.

(8) Enter the guanlity being turned In. Use all five positions. Enter 2. Enter reazen for turn-in; "EXCESS® or "REPLACEMENT."
zaros (0} to the left of the quantity. 3. Enter the condition of the item; "SERVICEABLE,” or "UNSER-
{9-10) Enler the DODAAC of the unit turning in the item, VICEABLE."

{11} Enter the Julian date. . 4, If “UNSERVICEABLE,"” enter reason; "FWT™ or AR 735-5.

{12) Enter the document serial number. (22} Enter the return advice code.

APPENDIX D
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REQUEST FOR I5SUE OR TURN-IN
A rAN TIO .

(5wt E-'l;:" F"‘" FETITEOET
e i [ '

ORI T

TEING 1O [ OATE MATERIEL

27651 Arty WARZIAA Lateral

Transfer
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Sere E276226
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| :
i :
- - e — ——]
EAEET FETAL R TETAT
T3 TRRURITLIAN. lDI'{l 3 14 ISEUE OTY (DATE By 1% AECOTY [paTe [
I CEUAN T W SureLY ire sueeLy
coum crio acTion
mouesTec | 0L con

Foifo
oa SONM 3161

MEFLACES EDITION OF JUN 73 WHICH WILL BE USED UNTIL § SHALSTED

© K.a, GOVEREST PRIETISE EFPIELL  KRRI- .3y

Figure 3-3, Sample of DA Form 3161 as a lateral transfer

Legend for Figure 3-3; .
Completion instructions by block or column for DA Form 3161 as
lateral transfer.

(Issue} Leave blank.

(Turn-in) Leave blank.

{Sheet number} Number sheels conseculively,
(Number of Sheets) Enter tolal number of sheets.
(1) Enter the name and UIC of the gaining organiz
(2} Enler the name and UIC of the losing organization.

(3} Losing organization will enter the document number assigned lo
the lateral transfer. Document number [s the DODAAC, julian date,
and serial number.

{4) Leave blank. Gaining organization will enter their document num-
bar

DODAAC, julian date, and serial number).

{5) Enter “lateral transfer.”

{6) Leave blank.

{7) Leave blank.

(8) Leave blank.

ion.

(9-9c) Leave blank.
(10) Leave blank,
{11) Leave blank.
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{12a) Enter the item number, in sequence, for each item being trans-
ferred. |

(1b) Enter the slock number and‘line itern number (LIN) for each
itemn being transfered.

{12} Enter enough words to identify each item being transferred.
Include itemn serial numbers, il applicable. Also provide reporiable itern
control code (RICC) for those lterms reportable under CBS-X.

{12d) Enter the unit of issue of each item being’ transferred.
{12e} Enter the quantity of each item being transferred.

{12f) Leave blank.

(12g) Leave blank. Gaining organization will enter quantity received.
{12h-12j) Leave blank.

{13) The PBO of the losing organization will print name, date and
sign, this block. Include rank.

{15) The PBO of the gaining organization will print name, date and
sign, this block. Include rank.

Nate. After the last ilem, enter a brief rcason for the lateral transfer. Enter
“Lateral Transfer Approved By and the signature block of the approving
authority (if known), Except USAR, a copy of the letier from the MUSARCY
MSC dirccting the transfer will be attached on the DA Form 3161 by both
paining and lesing PBOs.
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DA o7 4849

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

ADMINISTRATIVE ADJUSTMENT REPORT (AAR)
. For ute of 1his form, see 04 PAM 7102-1; the propanent sgency i DC5LOG.
ORGANIZATION/ACTIVITY DOCUMENT NUMBER
0ODAAL OATE SERIAL
1/651 Arty Bn WKAABC 7218 0031
ITEM STOCK NUMBER ITEM DESCRIPTION ARC “g‘" ary,
NO. ISSUE ]
1. 3B05-01-029-0139 Grader Cat 120 ¥/ROps N ER 1
Ser WO. 246898
c
2
Y
N
&
E
F
H
a
Lo
1.| 3505-01-029-0139 Grader Cat 120 W/ROPS N Ea 1
Ser NO. 246899
c
H
A
H
G
E f
T :
o (see Reverse side for explanation)
AUTHORITY - [H(;H,qu(_;tjfargién r;u [ CHANGE UNIT OF IS5UE [] AssemBLY [ coNsUMED
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SUBJECT: DOL Property Book Office Standard Operating Procedures (SOP)

HAND RECEIFT Filme 0 AN HICLIRT by
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WHEN USED AR A
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Figure 5-1. Sample DA Form 2062 prepared as a hand or subhand receipt
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SUBJECT

ing Procedures (SOP)

Standard Operat

ice

DOL Property Book Off
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Figure 54, Sample of a DA Form 3161
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SUBJECT: DOL Property Book Office Standard Operating Procedures (SOP)

Lagend for Figure S-d4; .

Completion instructions by block or column for DA Form 3161 pre-
pared as & lemporary hand receipl.

lssue Enter "X

Sheet No. MNumboer shoeels conseculivaly.

HNo. Sheets  Entar total number of sheels,

Send to

1. Enter the name and the UIC (if af

1. Enler a description of the item. include the make or model number
il the item has one.

2. Enter serial numbers when recordad on the proparty book, hand,
or subhand recalpt.

3. Enter the condiion code of quarters furniture when issued lo fam-
ily quarters occupants. Codes are in figure S-1.

Column 12d  Enter the unit of issua,

1 of the organization,
fon, squad, receiving the issue,

sue of quarlers furnilure or proparty of a personal nature,
such as shaeets, pillowcase, or bed, anter the name and rank of the
person receiving the issue.

Request From  Enler the name and the UIC (if applicable) of the
organization, unit, section, squad, making the issus.

Request No. Enler “Temporary Hand Receipl.”

Column 12a Enfar the ilem number, in sequence, for each item
issued.

Column 12k Enter the slock numbers of the ilom issued,

Colunm 12c

Col 12Ze Enter the guantily to be issued.

Golumn 12f Enler an 1" for each ltem listed.

Caolumn 12g The person that signs block 15 will entor the quantily
raceived.

Nofe. Enter "NOTHING FOLLOWS™ below the last item ontercd on the
form. Make the entry in the “item description™ column,

Block 13 The person making the issue will print namec, date and
sign this block. {Include rank.}
Block 15 The person receiving the issue will print name, date and
sign this block. (Include rank.)

Morte, Muoke all entrics excepl signatures in ink or by gypewritor, Signatures
will be handwritien in ink.
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SUBJECT: DOL Property Book Office Standard Operating Procedures (SOP)

Certification of Hard Drive Disposition

This Certifies that the hard drive in PC with

Serial Number: _

Make and Model:

Was ( )Overwritten, { )Destroyed, ( )Tumed in (check one)
In accordance with DOD Memorandum, ASECDEF, 4 Jun 01,
Subject: Disposition of Unclassified DOD computer Hard
Drives, on __ __using the following method(s):

( ) Disk Erase software

() No Trace software

() Other authorized software (provide name here):

( ) Destroyed (provide method of destruction):

( ) Drive not accessible; drive only turned into (provide
Name of receiver):

Printed name . Rankaradg

Signature . Date
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