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SUBJECT: External Standing Operating Procedures (SOP) for 405" AFSB LRC Italy
Installation Property Book Office (IPBO).

1. Enclosed is the External SOP for the 405" AFSB LRC Italy, Supply and Services Division,
IPBO. All customers will adhere to these procedures while conducting their daily operations
with the [PBO. This document supersedes the previous SOP dated January 2011.

2. The POC for this memorandum is Mrs Chiara Turcato, 405" LRC IPBO, DSN: 634-8128 and
email chiara.f.turcato.civ@mail. mil.
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405™ AFSB LRC VICENZA EXTERNAL STANDING OPERATING PROCEDURES

(SOP)

1. PURPOSE: To prescribe policies and procedures to be used by the supported Units/
activities for requesting and receiving Class II, III, IV, VII and VIII supplies and equipment
from the 405" AFSB LRC Vicenza/Livorno Italy, Installation Property Book Office (IPBO)
under the provisions of references listed in paragraph 3.

2. APPLICABILITY: The provisions of this SOP apply to all units and activities receiving
support from the IPBO in regards to Class II, III, IV, VII and VIII supplies and equipment as
authorized on the TDA, and supplies regarded as expendable, durable and nonexpendable type

items.
3. REFERENCES:
AR 15-6

AR 25-400-2

AR 25-1

AR 71-32

AR 710-2
AR 735-5

AR 840-10

AR 870-20

AE Reg 710-2

DA PAM 710-2-1
FED LOG/SB 700-20

AE Supplement 1 TO
AR 25-1

Procedures for Investigating Officers and Boards of Officers

Army Records Information Management
System (ARIMS)

Army Knowledge Management and Information Technology

Force Development & documentation Consolidated
Policies

Supply Policy Below the National Level
Policies and Procedures for Property Accountability

Flags, Guidons, Streamers, Tabards, automobile &
Aircrafts Plates

Army Museums Historical Artifacts & Art
Supply Policy below the Wholesale Level
Using Unit Supply System (Manual Procedures)

Army Adopted/Other Items Selected for Authorization/List
of Reportable Items

Army Knowledge Management and Information
Technology Management



NAVSUPCT Guide 10340-8F Policy Governing Tax-Free Petroleum Products (POL) “G”
Series Coupons for use in Italy

CTA 50-900 Clothing and Individual Equipment

CTA 50-909 Field and Garrison Furnishings and Equipment
CTA 50-970 Expendable/ Durable Items

4. GENERAL:

a. The IPBO is located in building 66, Caserma Ederle, DSN _634-8128, Civilian 39-0444-
71-8128. Hours of Operation are:

DATES TIMES TYPE OF ACTIONS

Monday through Friday 0800 —-1130 *All Customer Transactions
1300 - 1700

Saturday/Sunday &

Federal Holidays Closed

* Turn-in of property must be with the SSA’s appointment or prior coordination with IPBO.

b. The SSA is located in building L0944, Lerino, DSN 637-7658, Civilian 39-0444-61-
7658. Hours of operation are Monday through Friday, 0800-1700.

5. RESPONSIBILITES

The Obligation of an individual to ensure that Government property and funds entrusted to his or
her possession, command , or supervision are properly cared for and that proper custody and
safekeeping are provided. There are five types of responsibility: Command Responsibility,
Supervisory Responsibility, Direct Responsibility, Custodial Responsibility, and Personal
Responsibility.

a. Command Responsibilities. Officers, Non-Commissioned Officers and civilians in
command or supervisory positions are responsible to ensure the following is accomplished:

(1) All property used by personnel under their command or supervision is to be
safeguarded, used and maintained in a serviceable condition and properly accounted for at all
times.

(2) The Property Book Office will require all property to be inventoried annually. Hand
Receipt Holders (HRHs) will also be required to update their hand receipts semi-annually even if
no property transactions have occurred. The monthly controlled items inventory will consist of



weapons, ammunitions, fuel coupons and other equipment the Army has deemed to be
inventoried monthly.

(3) A quarterly controlled inventory or semiannually inventory will consist of equipment
the Army has deemed sensitive and requires a quarterly or semiannually inventory. Viacards,
Telepass modules, and other controlled equipment determined by the PBO to be sensitive or
pilferable in nature will also require a quarterly inventory. This property will require that the
HRH conduct quarterly or semiannually inventories as require. The PBO must be aware of any
shortages or discrepancies during these periodic inventories. The PBO will also be immediately
notified (within 24 hours) of any damage to equipment other than fair wear and tear.

b. Directors, Commanders and Unit/Activity Supervisors’ Responsibilities. Personnel in
these positions are further responsible for:

(1) By virtue of his/her assignment, they are responsible for all property within
the unit or activity regardless of whether or not he or she has signed a hand receipt for such
material. As an additional task, they are charged with the requirement to properly secure
property and to take necessary steps to prevent loss.

(2) Ensuring that property is jointly inventoried and accounted for prior to the
transfer/departure of the old HRH.

(3) Ensuring that property is physically inventoried by personnel holding hand receipts as
directed by the PBO and this SOP.

(4) Performing frequent spot checks to ascertain location and quantity of all items which
are easily lost or stolen in order to determine on hand status and establish responsibility for
missing items as soon as the loss is detected.

c. Vicenza Property Book Officer/Direct Responsibility The PBO is responsible for providing
the following:

(1) Advise the Commander 405" AFSB Vicenza, Logistics Readiness Center (LRC)
Director and the Supply and Services Division Chief on supply and accountability procedures
pertaining to the property book.

(2) Maintain property book with supporting documents and related records for all property
authorized by Table of Distribution and Allowance (TDA), Common Tables of Allowance
(CTA) and any other authorization documents developed resulting from the 405" AFSB LRC
Vicenza commander’s approval.

(3) Ensure all hand receipts and signature cards (DA Form 1687) are current and updated
as required by regulations.

(4) Advise personnel on matters pertaining to property accountability and supply
procedures for requesting, receiving, issuing and storage of property.



(5) Review Financial Liability Investigations of Property Loss (FLIPL), statements of
charges, and cash collection vouchers prior to assignment of a document number.

(6) Assume direct responsibility for all installation property not accounted for on hand
receipt.

(7) Maintain personal liaison with his/her counterparts at higher headquarters as required.

(8) Prepare and /or process one-time or recurring feeder reports to higher headquarters as
required.

(9) Review documents for issue or retention of major end items authorized by TDA prior
to forwarding to higher headquarters.

(10) Manage funds allocated to the IPBO by higher headquarters.

(11) Bring under property book control any property not currently on record, which is
brought to the attention of the Property Book Officer.

d. Hand Receipt Holders/Custodial Responsibility The HRH is the company, battery, troop or
detachment commander or civilian position appointed as the head of an office, or a person
appointed in writing by the Director or Unit Commander (See Annex A). The HRH will
personally sign for each item of property issued to the unit/activity on hand receipt from the
supporting property book officer. A Change of Command Packet will be furnished by IPBO
personnel to the outgoing and the incoming Commander in order to arrange the correct
transaction. The HRH will be responsible for:

(1) Maintaining his/her copy of the hand receipt and safeguarding all US Government
property issued from the PBO.

(2) Ensuring a current signature card (DA Form 1687) and assumption of command or
appointment order is provided to the IPBO. No transactions will occur with anyone other than
the HRH or his/her designated persons. (See Annex B)

(3) Sign the Statement of Responsibility as the Primary Hand Receipt Holder. (See
Annex C). Maintain a copy at the unit/activity and provide a copy to the IPBO.

(4) Conduct and submit inventories in a timely manner as required by Army regulations
and as directed by the PBO.

(a) Monthly (explosives, firearms and hazardous items) or Quarterly Controlled Item
Inventory (sensitive and unclassified CCI items). The inventory is sent out through email by the
5th of each month. If the HRH has not received their copy by the 10" it is their responsibility to
come to the [IPBO and request a copy of the inventory. This completed inventory will be
returned to the IPBO by the last working day of each month. (See example Annex D)



(b) Annual Responsible Officer Inventory. The Army standard requires a 100% property
inventory once a year. The inventory is to be returned to the IPBO no later than the last working
day of the month in which it is due. (See example Annex E-1)

(c) Semi-Annual Hand Receipt Review. All Hand receipt Holders are required to review
and sign their hand receipt every 6 months even if no transactions have occurred. The IPB office
will send notification through email for the HRH to make an appointment with the IPB office.

The notification will be sent 30 days prior the suspense date (See example Annex E-2). HRH
need to make the reconciliation prior to coming to IPBO. Both hand receipt lists will be kept in
file.

(d) Any discrepancies noted during (a) and (b) above will be documented and the IPBO
informed IAW AR 735-5.

NOTE: Non-compliance with the requirements and the suspense dates set in para (2) (a), (b),
and (c) above will result in a telephone call to the HRH holder from the IPBO supervisor. If the
inventory is still not returned by the 5th day of the following month in which it was due, the
Property Book Officer will notified the supervisor of the hand receipt holder and suspend all
transactions within the SSA/IPBO and the POL point. At this point, The DOL will be advised
and seek guidance from 405™ AFSB DC/.If the inventory is not returned by the 15" day of the
following month the IPBO will terminate the hand receipt and request for turn-in of all
Installation property through the proper channel.

(5) Turn-in excess property directly to the SSA, with proper documentation to include the
logbook when applicable. Instructions for turn in of property are described in paragraph 6.h.

(6) Accomplish joint inventories with the incoming HRH in sufficient time to allow the
outgoing HRH to clear prior to his/her departure from the command.

(7) Initiate appropriate adjustment documents IAW AR 735-5 to determine pecuniary
liability for hand-receipted property lost, stolen, damaged, or destroyed through means other than
fair, wear, and tear.

(8) Notify the PBO of changes in serial numbers occurring as a result of exchanges by
warranty or maintenance personnel.

(9) Assume direct responsibility for the care and safekeeping of government property
charged to him/her on hand receipt or issued as expendable/durable issues.

(10) When the HRH leaves the area of his/her primary duties in excess of 30 calendar
days e.g. TDY, leave, emergency hospitalization or extended detached duty the
commander/activity chief will appoint a HRH. A joint inventory will be conducted upon
departure and return of the HRH. This will ensure that direct responsibility for the property is
maintained on a continuing basis.



e. Personal Responsibility. The obligation of a person to exercise reasonable and prudent
actions to property use, cares for, and safeguard all Government property in his her possession.
Applies to all Government property issued for, acquired for, or converted to a person’s exclusive
use, with or without receipt.

6. PROCEDURES:

a. General. All personnel in a command or supervisory position within this community
should be familiar with the contents of this SOP. Familiarity with supply procedures will allow
HRHs to efficiently streamline the actions necessary for receiving property or relinquishing
themselves from responsibility associated with their signature on a hand receipt.

(1) Preplanning of realistic supply requirements should be a continuous prerequisite for
determining the unit’s or activity’s needs. Supply economy (Supply Discipline), the practice of
conservation of material, is expected of every individual and is to be developed through training
until it becomes habit.

(2) A direct relationship will exist between the PBO and the HRH at all times. The HRH
or designated representative is the only personnel authorized to conduct transactions i.e. order,
receive or turn-in nonexpendable property and class III products with the IPBO. HRHs are
expected to know and understand the responsibility associated with their signature on the hand
receipt and the Delegation of Authority form (DA Form 1687). The HRH is not relieved from
their direct responsibility to control all the property issued to them until properly relieved of their
responsibilities. HRH’s will initiate a DA Form 1687 if the HRH delegates other personnel to
receive or request supplies. HRH’s will insure those personnel delegated to receive or request
supplies understand the meaning of property accountability. Even though the HRH has delegated
receipt and/or request actions to an individual, the HRH remains the responsible individual for
ensuring proper documentation and maintenance of his/her hand receipt.

(3) Proper care and maintenance of equipment is the responsibility of the user.

(4) HRHs receiving or turning-in supplies will ensure they have sufficient personnel and
transportation to load or unload material. Coordination between the PBO and the HRH’s must
be made for issue/turn-in of all material to avoid double handling. All HRHs will pick-up
supplies within 48 hours after notification unless prior arrangements are made with the PBO. All
transportation requirements for pick-up and issuing of supplies are the responsibility of the HRH.

(5) Property issued to one specific unit/activity or HRH will not be laterally transferred to
another unit/activity or HRH without prior documented approval from the PBO. Property will be
kept in the configuration as issued and not divided.

(6) HRHs to whom property is issued should be the Company Commander or a person
appointed in writing by the Director or Unit Commander. Local nationals may sign for
equipment only if there is not an American in their chain of command and with the approval of
the PBO.



(7) When a HRH is replaced, the Responsible Officer will identify the replacement HRH
and will provide sufficient time to conduct a joint inventory.

b. Accounting for Property.

(1) The PBO will establish and maintain formal accountability for installation property,
and non-expendable components as outlined in AR 710-2 and related directives. The PBO will
be responsible for proper maintenance of the property book and related records IAW AR 710-2.

(2) The PBO will prepare hand receipts and annexes when required through the automated
system. Two copies of the hand receipt will be provided, listing the title and HRH’s account
number. Hand receipts will list all property which has been issued to the individual designated
as a HRH. Under no circumstances will HRHs transfer property out of their area of
responsibility unless written approval is obtained from the PBO. The PBO is responsible for all
adjustments to the hand receipts and will notify the HRH telephonically or in writing when
updates are due.

(3) Property on hand receipt will be issued and/or turned-in directly between the PBO and
the HRH only, unless the HRH has delegated that responsibility on a DA Form 1687 which is on
file at the IPBO.

(4) The original copy of the hand receipt will be maintained on file at the IPBO and the
duplicate will be maintained by the HRH. Both copies are subject to inspections. The PB
Officer or supply personnel located at the IPBO will make any changes required to the hand
receipt.

(5) All HRHs must have on file with the PBO a current signature card (DA Form 1687) if
they are authorizing other personnel as their representative to receive, request or turn-in property
for their accounts. When there is no DA Form 1687 on file, no requests or issues of supplies can
be made to other individuals other than the primary HRH.

(6) At the time of updating of the hand receipt, the HRH will produce all issues and turn-
ins with DA Form 3161s pertaining to all transactions that have occurred since the last update.
No credit will be given for property until the documents are matched with those of the IPBO.

(7) The responsibility for maintaining property rests with the HRH to whom the property
has been entrusted and who is specifically charged with its care and safekeeping, regardless of
whether such property is in his/her personal possession, in use, or in storage.

(8) In the event of any loss, damage or the destruction of government property, the HRH
or the sub-hand receipt if entrusted with property must be able to explain the facts and
circumstances and what steps have been take to prevent the reoccurrence of loss or damage to

property.

(9) TAW AR 735-5, durable property is property that is not consumed in use does not
require property book accountability, but does require control when issued to the user. The below



listed Federal Supply Class (FSC) codes do not require property book accountability but do
require monitoring by the commander or head of the activity as long as the components cost is
under $2,500.00. Annually, the commander or head the activity will conduct a management
review of all on hand durable items with the below listed FSC's to determine whether there are
indications of any missing items and whether there are indications of fraud, waste or abuse. Any
time there are indications of lost, damaged or destroyed property the commander or head of the
activity should initiate a FLIPL investigation to determine whether financial liability should be
assessed. The commander or head of activity will document that a management review of
durable property was conducted, stating what the results were and any corrective action if any.
Documentation will be a memorandum for the record in duplicate. Copy 1 will be maintained in
the unit and copy 2 at the next level of command. These memorandums will be retained on file
for 2 years before being destroyed.

Federal Supply Class Nomenclature

3510 Laundry & Dry Cleaning Equipment

4110 Refrigeration Equip.

4140 Fans Air Circulators &
Blowing Equipment

6240 Electric Lamps

7105 Household Furniture

7110 Office Furniture

7125 Cabinets, Lockers
Bins & Shelving

7195 Misc. Furniture &
Fixtures

7210 Household
Furnishings

7220 Floor Coverings

7230 Draperies, Awnings &
Shades

7290 Misc. Household

Furnishing Appliances
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7310 Food Cooking,

Baking and Serving

Equipment
7320 Kitchen Equipment & Appliances
7350 Tableware
7820 Games, Toys & Wheeled Goods
7910 Floor Polishers and Vacuum Cleaners

c. Inventories.

(1) At least annually or upon the change of PBOs, a physical inventory will be conducted
by the PBO of all property not issued on hand receipt.

(2) Every 6 months, a complete physical inventory of property by the HRH will be
conducted. The complete inventory will be conducted IAW the provisions in AR 710-2 and as
outlined below.

(3) Upon the change of the HRH, the respective unit or activity will be responsible to
insure that property is transferred to a successor within 30 days of DEROS or transfer of the
outgoing HRH. The HRH conducts a joint inventory with the successor. It is incumbent upon
the gaining HRH to check with the PBO for any outstanding work orders or shortages of
property listed on the hand receipt. The IPBO will provide a copy of the hand receipt to the new
HRH to accomplish the inventory. During the period of inventory no transactions will take place
on the HRH’s account. Under no circumstances will commanders approve clearance papers if
the individual HRH has not cleared the IPBO.

(4) Certain HRHs are required to conduct a sensitive inventory are items identified by the
Control Item Inventory Code (CCI) equipment listed in the current FEDLOG or SB 700-20
catalog. An automated inventory listing is produced by the 5™ of each month in 3 copies which
will be forwarded to the PHRH. Inventory results must be returned before the end of every each
month. Upon completion of the sensitive inventory, the PHRH will sign, date and line out the
appropriate statement on all copies of the sensitive inventory and also, VIA cards and/or
Telepass modules required monthly inventory. The results of the inventory will be forwarded to
the IPBO NLT the last working day of the month. Serial numbers are to be checked off
individually. The PBO will be notified immediately of any discrepancies of the property
inventoried NLT the last working day of the month.
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d. Relief of Responsibility.

(1) The methods discussed below are designed to protect the right of the US Government
to obtain reimbursement for loss, damage, or destruction of government property caused by
negligence or misconduct. These methods:

(a) Do not constitute punishment.

(b) Do not and should not preclude the use of adverse administrative or disciplinary
measures.

(2) Reporting requirements.

(a) Persons responsible for Government property will immediately report all losses or
damages to their immediate supervisor or commander. The report will state in writing the
circumstances of the loss or damage, and a listing and description of the property involved.

(b) When reporting arms and equipment according to AR 190-11, or whenever the loss
appears to involve unlawful conduct, submit a report to the military law enforcement authorities
for investigation. Personal arms and equipment is a soldier’s personal weapon and equipment
assigned to them for their use. It includes a soldier’s organizational clothing and individual
equipment issued to them. A preliminary investigation by the military or security police will
assist the commander when taking action according to this SOP.

(c) When Government property is reported missing, the commander, primary HRH, or the
accountable officer should cause a preliminary investigation and search to be conducted to
ensure the missing property is actually missing before an administrative adjustment in para (3)
below is initiated. The preliminary search should be aggressively pursued to meet the time limits
in AR 735-5 para 13-8.

(d) When Government property in the hands of a contractor is lost, damaged, or
destroyed, FAR (Federal Acquisition Regulation) part 52 “Solicitation Provisions and Contract
Clauses” which prescribes a LDD (Loss, Damage or Destruction) process will be followed in
lieu of a Financial Liability Investigation of Property Loss (FLIPL), DD Form 200.

(3) Administrative action to be taken for causes of other than fair wear and tear. When DA
property becomes lost, damaged or destroyed by causes of other than fair wear and tear, take
administrative action according to AR 735-5 regardless of the ARC (Accounting Requirements
Code) assigned to the property. This action will determine the facts concerning the incident and
the amount of the loss to the U.S. Government, assesses financial liability if appropriate, and/or
provides relief from responsibility and accountability. Obtain relief from property responsibility
by the following action:

(a) DD Form 200 (Financial Liability Investigation of Property Loss), Annex F-1,

submitted along with DA Form 7531 (Checklist and Tracking Document for Financial Liability
Investigation of Property Loss), Annex F-2 (for major details see FLIPL external/internal SOP).
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(b) DD Form 362 (Statement of Charges/Cash Collection Voucher), Annex F-3, used
when individual admits liability and offers cash payment or agrees to payroll deduction to settle
the charge of financial liability. The HRH will prepare DD form 362 in original, The Unit
Commander has to sign the form. IPBO will assign a nonexpendable document number prior to
forwarding the document to Detachment B, 208" FBN.

(4) Regardless of the method of accounting for property lost, damaged, or destroyed, title
(ownership) of the property remains with the U.S. Government.

e. Excess.

(1) Accountable installation property found within a unit/activities’ area will be reported
to the PBO as soon as it is discovered. The PBO or his/her designated representative will screen
the property book and hand receipts to determine if any shortages of like items exist. If not, the
property will be considered excess and turned in to the SSA as FOUND ON INSTALLATION.
Property will be clean prior to turn-in.

(2) Having excess property hurts other installations or activities that may need the
property. Excess accountable property will be immediately turned in to the SSA or appropriate
supply channels for disposition and possible use by other units. See turn-in procedures in
paragraph 6.h.

f. Request.

(1) Only HRHs or their designated personnel as reflected on a DA Form 1687, will submit
request for supplies to the IPBO. A memorandum will be prepared by the HRH for the items
needed (Annex G-1). IPBO personnel will request the item through GFEBS for non standard
items or prepare a DA Form 2765-1 for national stock numbered items (See Annex G-2).
Commercial Equipment with an acquisition cost under $2,500.00 will not be processed, unless
previously coordinated is made with Regional Contracting Office (RCO) for permission not to
use Government Purchase Card (GPC).

(a) Request for Non standard items will be entered on Purchase request and Commitment
(PR&C) that will be routed on GFEBS (see below) through the IPBO for approval.

(b) GFEBS is a web-based system between the initiator /creator of a PR&C and Contracting
Office for acquisition of non-standard items. Web site address: https://remedyweb.gfebs-
erp.army.mil. GFEBS is a system with real-time visibility of financial and accounting data
across commands, garrisons and headquarter organizations. Very significantly GFEBS
integrates financial, property and cost data with related output and performance data from
organizations and functions across the Army.

NOTE: Computers, monitors, notebooks, digital senders, shredders and fax machines
(hardware) must be ordered thru 509" IMO.



(2) Special attention should be directed to the following when submitting a memorandum
for supplies equipment:

(a) Item Description — The requesting official must provide a precise description of what
is required. Nomenclature will be complete and measurements/model numbers are also required.

(b) Unit Price — The price can be obtained from FEDLOG or from a manufacture’s
booklet. If no price is available, an estimate should be made.

(c) Quantity — Indicate unit of issue
(d) Authority/Justification —Required for all requests.

(3) Ifthe item required is obtained from a recognized authorization document i.e. TDA
listed in AR 71-32 enters the reference on the request. Also include the TDA number,
paragraph, quantity in hand, quantity authorized and quantity required.

(4) If the authority is a letter, message or directive, reproduce an extract of the document
indicating the specifics that the particular item is authorized, and include it with the request.

(5) For Standard Controlled Equipment listed in Chapter 2 or 6 of SB 700-20 a DA Form
4610-R will be prepared IAW with AR 71-32 requesting the additional equipment to the
appropriate authorization document i.e. TDA. The reverse side of the DA Form 4610-R will be
used for the justification of the addition or deletion of the item to the current authorization
document. The requestor will sign the reverse side of the DA 4610-R and submit the 4610-R as
an enclosure to the memorandum requesting the item to 405" AFSB LRC Vicenza Budget
Section (See Annex H).

(6) Equipment which requires the processing and approval of a DA Form 4610-R will not
be placed on requisition until the DA Form 4610-R has been approved by MACOM as an
addition to the TDA.

(7) All requests not containing the proper information will be returned to the requester
without action, citing the shortcoming.

(8) When the request has been processed, the customer will be informed of the document
number to which the item was requested. This number will be used in any further follow-up
actions by the requestor. If for any reason the request is cancelled, the customer will be notified
of the reason and it will be the customer’s responsibility to re-submit the request to the IPBO.

(9) All requests for supplies and equipment will be given a priority of 12. Emergency

requests of 02 and 05 will be determined by the PBO. Only the quantity, which is immediately
needed, will be requested.
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(10) High priority requests will be hand carried to the Supply Support Activity (SSA) for
further processing. It should be noted that supply requests require at least 3-5 days before valid
status is received.

(11) Status for NSN items is received from the SSA through the system and inputted into
the PBUSE database. Customers will be notified of cancellations immediately as they appear.
The IPBO will not reorder unless directed by the customer.

(12) For all LRC account holders, all requests must be routed through LRC Budget Office
for certification for funding. Requests received buy the IPBO that are not certified will be routed
through LRC Budget Office for funding prior to requisitioning, which will delay processing
time.

(13) All requests without a NSN will require a manufacturer’s booklet with technical
specifications and unit price of the requested items.

(14) Property delivered directly to the customer will be brought to the attention of the
PBO immediately.

g. Accountability of Nonexpendable Property Purchased Using the Government Purchase
Card (GPC). Upon the purchase of nonexpendable property using the GPC credit card the hand
receipt holder will prepare DD Form 250 in two copies. (Instructions for filling out the DD
Form 250 is in DA PAM 710-2-1, pg. 30). Insure, however, you use the DA Form 250 dated
Aug 2000. See Annex I. The HRH will retain one copy for their records and provide the other
copy to the PBO. The HRH will also provide a copy of the receipt of the item purchased. The
above-required forms are to be brought to the IPBO within 5 days of purchase for posting on the
individual’s hand receipt. Monthly the approving official and hand receipt holder will reconcile
their purchases with the IPBO. The PBO will determine what equipment if any will go on the
property book.

h. Turn-in.

(1) Before an item can be turned-in, qualified maintenance personnel must perform a
technical inspection. The HRH will have the item technically inspected by the Installation
Material Maintenance Activity (IMMA).

(2) The ADP equipment must be taken to LRC, for LRC activities, or IMO for all other
units/activities, with a DA Form 2407 for the technical inspection. Any discrepancies must be
noted on the 2407. An original memorandum signed by LRC Automation Officer or Unit IMO
certifying that the hard drive has been removed and destroyed has to be provided to PBO. Each
CPU must have a DLIS Form 1867(See Annex J) plus a statement signed by the IMO certifying
that the hard drive does not contain classified material.

(3) The maintenance request DA Form 2407 will be prepared IAW the maintenance

update. All copies will be legible to include the National Stock Number (NSN) or Management
Control Number (MCN).
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(4) Once the item is classified, and the above steps are completed, the HRH will bring the
blue copy of each 2407 to the IPBO for each piece of equipment to be turned in. All
excess/unserviceable Information Technology (IT) equipment must have turn-in disposition
instructions from the unit/section IMO. The HRH will make a turn-in appointment with the
SSA. The IPBO will process the appropriate documentation and assign a document number for
the turn-in. A few days prior to the appointment the HRH holder will bring the blue copies of
the DA Form 2407 to the IPBO so the turn-in documentation can be completed prior to the
appointment.

(5) On the day of the customer’s unserviceable equipment turn-in appointment the
customer will stop by IPBO to pick-up the turn-in documentation. The customer will then go to
the SSA to turn-in the property. After turn-in at the SSA the customer will return to the IPBO
with the appropriate turn-in documentation. A change document (DA FORM 3161) will be
initiated and the customer will receive turn-in credit and the property will be taken off the hand
receipt. If for any reason the SSA will not accept the property, the customer will be responsible
for any correction of any discrepancies noted and will then inform the IPBO that the transaction
was not accomplished.

(6) For items to be turned-in which are on the unit/section hand receipt, the equipment
must be processed through the IPBO. For items to be turned in which are not on hand receipt,
the PBO will search our database to determine if the item is on our property book. If research
fails to find the item it will then be considered “Found on Installation” and turned in to the SSA.
The customer will go directly with the equipment to the SSA with or without paperwork.
Contact the SSA turn-in section to obtain an appointment and instructions.

(7) For property determined to be unserviceable through causes other than fair wear and
tear, and that involve pecuniary liability; turn-in credit will not be given until the hand receipt
holder has initiated proper adjustment documentation.

(8) Once initiated and processed through the IPBO, the HRH will be given credit for the
property against the hand receipt. If a replacement is needed, the HRH will submit a
memorandum to request the item.

(9) IPBO will request disposition instructions from LIW LMI DST for the equipment
class II or class VII that need to be turned in. The HRH will maintain the equipment until
disposition instructions are received. When disposition instructions are received the HRH will
be notified. The IPBO will process the appropriate paperwork and assign a document number for
the turn-in. The IPBO will accept only DA Form 2407 with condition code A/B/H. For
condition code F the customer has to submit another work order to repair the item, condition
code G the customer has to order the missing parts. All tools kits and sets must be complete.

1. Fuel Coupons

(1) AE Regulation 710-2 dated 16 January 04 require POL coupons be accounted for on
installation property book. POL coupons are issued on DA Form 3161 with an AE Form 710-2a
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for the vehicle operator’s completion. A completed AE 710-2a form must be turned in to the
POL or the IPBO (bldg 66), based on where the coupons were signed out from. Vehicle operator
responsibilities for completing the AE Form 710-2a are listed in AE Regulation 710-2 para 8-12.

(2) If the AE form 710-2a is not completed and returned to IPBO, then the issued coupons
will be considered lost. IAW AE Regulation 710-2 paragraph 8-14b (11) lost coupons must be
accounted for using a cash collection voucher, statement of charges or a FLIPL, DD Form 200.
Expired or returned un-used coupons must have the book cover attached when returned.

(3) Fuel Coupons are to be considered negotiable media and are highly pilferable. All
fuel coupons will be inventoried monthly. The IPBO will send through distribution a monthly
controlled item inventory to the HRH. Coupons will be issued to the HRH or their designated
representative. When coupons are issued to a HRH or their designated representative on DA
Form 3161 they become part of their installation property until the fuel coupons have been
turned in or consumed and the proper documentation is provided to the IPBO. Before any
unit/activity can receive G series fuel coupons from the POL Point, they must fulfill the
following requirements:

(a) A MIPR must be on file with either the Comptroller or the Directorate of Resource
Management office so the billing process can be completed. '

(b) A current Delegation of Authority DA Form 1687 with the requestor’s name must be
on file with the IPBO prior to issue of any G Fuel Coupons for the unit or activity.

(c) Individuals that are on the DA Form 1687 must go to the IPB Office to receive the G
coupons required for their mission. At that time the supply technician at the IPBO will prepare a
DA Form 3161 with the proper quantity of coupons being received. The change document will
be posted to the hand receipt assigned to the unit/activity.

(d) The Hand Receipt Holder inventories their G Coupons once a month and updates their
hand receipt with the IPBO by the 21* of each month.

(4) The user will maintain the AE Form 710-2R (Annex K) and fuel receipts used to track
the consumption of the coupons. The user will get the AE Form stamped by the gas station
attendant and must request receipts for the gas liters issued. If the fuel coupons cannot be
accounted for with the gas station receipt or on the AE Form 710-2R a memorandum justifying
the missing documentation and sign by the Commander or a FLIPL must be initiated to adjust
the Property Book Records. IAW AR 735-5 and DA PAM 710-2-1 fuel coupons are considered
“negotiable media” for property accounting purposes and must be reconciled monthly.

J. Viacard/Telepass
(1) Autostrada VIA cards, Telepass modules and government credit cards are considered
“negotiable media” and require property book accountability. Commanders, directors,

supervisors and primary hand receipt holders can request Autostrada support from the IPBO, by
submitting a memorandum. Requests indicate:
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(a) Number of Viacards/Telepass modules required.

(b) A MIPR or a WBS (Work Breakdown Structure) thru GFEBS must be provided to
405™ AFSB Resource Management. Once submitted, it will take approximately six weeks to
process the request through the company that provides the Viacards and Telepass modules.

(2) Viacards and Telepass modules are highly pilferable items. They have been coded in
such a manner so as to include them on the quarterly controlled items inventory listings produced
by the 405™ AFSB Vicenza/Livorno IPBO. Issuance of the cards/modules requires strict control
by hand receipt holders to protect their interests, as well as the US Government’s best interests.
Consequently, commanders and hand receipt holders should make every effort to implement
procedures designed to minimize or prevent misuse or theft. The use of sub hand receipts to
further manage Viacards and or Telepasses is highly encouraged. Under no circumstance should
users or hand receipt holders ever discard or destroy Viacards or Telepasses. If issued Viacards
or Telepasses are no longer needed they should, regardless of condition, be returned to the IPBO.

(3) The IPBO is the central point of contact for all matters pertaining to Viacards and
Telepasses. This includes the reporting of lost or stolen cards, issuance and turn in of monthly
billings and quarterly inventories. At the beginning of each quarter the IPBO will produce
controlled items inventory reports, as indicated in paragraph 5.c.(4) above, these inventory lists
will include Viacards and Telepasses that have been issued to the hand receipt holder. Once
printed, the inventories will be forwarded to hand receipt holders through official distribution
channels.

(4) Upon completing required inventories hand receipt holders should ensure that they
sign and return their inventories to the IPBO no later than the last working day of each month.
The following constitute the actions taken when hand receipts are not returned by the given
suspense date:

(a) Inventories not returned by the 2nd workday of the following month: Hand receipt
holders will be telephoned and reminded.

(b) Inventories not returned by the 3™ workday of the following month: Hand receipt
holder’s supervisor will be notified.

(c) If the IPBO has not received required inventory by the 15th calendar day of the
following month a memorandum will be sent to the autostrada company that provides the
Viacards and Telepasses, directing them to cancel the delinquent accounts. If an account be
canceled the hand receipt holder concerned will turn-in to the IPBO the rescinded cards. If a
requirement for Viacards and Telepasses still exists, hand receipt holders will submit a new
request.

(5) Itis important to remember that Viacards and Telepasses, for the purposes of this
SOP, are considered to be controlled items and their loss or theft is a serious matter that will be
reported to either the U.S. Military Police desk sergeant or the Italian Carbinieri Nucleo Office
immediately upon discovery of loss. In addition, upon discovery of the loss the hand receipt
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holder concerned will contact the IPBO immediately to seek assistance with the initiation of a
memorandum explaining the circumstances requiring cancellation. The IPBO will cancel the
telepass at the Autostrada Co. For the lost equipment (telepass) the Autostrada CO. will make
the organization liable for 30.00 euro. The penalty will be included in the invoice that IPBO
receives at the end of the month.

(6) The permanent Viacards and Telepasses will be maintained on the HRH’s hand
receipt. The hand receipt will be used to determine/control to whom the Viacards and Telepasses
have been issued for daily usage. Monthly billings will be sent to the hand receipt holder for
verification of charges. The hand receipt holder will verify the charges by signing the billing
statement and return the statement to the POL point or IPBO by the suspense date listed on the
memorandum sent with the billing statements. Only authorized personnel reflected on the
signature card (DA FORM 1687) signed by the Commander or hand receipt holder will be
authorized to order, receive Viacards and Telepass Modules and sign the monthly billing
statement. Once the bills have returned to POL with HRH signature they will be sent to the
208™ Finance for payment.

(7) The Viacards are used to support official Government travel on Italian highways
(Autostradas) by authorized personnel using Government owned or leased vehicles. If DOD
personnel are on official TDY orders and driving a privately owned vehicle (POV), they may use
a Viacard or Telepass module if the DD Form 1610 specifically authorizes the use of a
Viacard/Telepass with a POV. The Viacards are inserted into the slot at the Autostrada tollbooth
and are returned to the user. They can be used indefinitely as long as the account is open.
Issuance of permanent VIA cards is preferred since their management is less labor intensive and
because they can be used continuously for recurring trips. Permanent card users are required to
obtain a receipt each time the card is used. Push the button on the left side of the Autostrada
tollbooth machine to receive your receipt. Receipts verify usage and will be filed with the
approved certification for payment.

(8) Telepass modules are another type of Autostrada token issued. The Telepass is affixed
to the front windshield of the vehicle. Each time a vehicle enters or exits an Autostrada
tollbooth, the vehicle’s data is recorded along with the entering and exiting data. The recorded
data is then forwarded to the Autostrada Company for billing. The Telepass can only be used
with the vehicle to which the Telepass has been assigned. There are no receipts given for the
Telepass module. The issuing and accounting procedures for the Telepass are the same as those
used for the Viacards. Telepasses are normally issued for the vehicles of general officer level
personnel in the Army and Air Force as well as DLA and DCMA vehicles that require constant
access to travel on the Autostrada. Billing procedures are the same as stated for Viacards.

(9) Hand receipt holders to whom Viacards and or Telepasses have been issued by the
IPBO will use DA Form 3161 (Request for Issue or Turn In) and a log, hereafter referred to as
Autostrada log, to record the issue of Viacards and Telepasses to users. A separate Autostrada
log will be established by type of media issued, whether Viacards or Telepasses. Each
Autostrada log will contain the following information: date, serial number of the media issued,
quantity issued, name and signature of the person to whom the Viacard or Telepass was issued.
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(10) The Autostrada logs and supporting documents are very important because they are
used to verify billings received by the customer. The HRH will verify monthly billings using
their log. After review by the HRH the monthly billings will be posted in GFEBS, 405™ AFSB
LRC Budget Section personnel will process the bills and the using units/activities will be
charged accordingly.

(11) The importance of the Autostrada logs and supporting documents cannot be
overemphasized. These items are subject to inspections, internal reviews and audits.

(12) Should there be a valid need to view the billings associated with the use of Viacards

and Telepasses, authorized parties can request copies of the required documents through the
IPBO.
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ANNEX A

ENTER OFFICE SYMBOL 20 October 2014
MEMORANDUM FOR: Hand Receipt Holder NAME, UNIT and SECTION of
ASSIGNMENT, UNIT#, BOX#, APO AE
SUBJECT: Primary Hand Receipt Holder (PHRH) Duty Appointment
1. Effective 20 October 2014, (Hand Receipt Holder NAME, UNIT, SECTION of
ASSIGNMENT, UNIT#, BOX# and APO): is assigned the following additional duty:

Primary Hand Receipt Holder for: (Section Name) HR#, (Example) W6Y5XX

2. Authority: DA PAM 710-2-1, Paragraph 5-3, AR 710-2, Section II Paragraph 2-5,
Subparagraphs g. (3) (a) and AR 735-5, Section II, Paragraph 2-8.

3. Purpose: To perform duties as PHRH IAW DA PAM 710-2-1, AR 710-2 and
AR 735-5.

4.  Period: Until officially relieved or released from appointment or assignment.

5. Special Instructions: You will become familiar with the regulations cited in Paragraph
2 above and follow the procedures as outlined in DA PAM 710-2-1, Paragraph 5-3.

ACTIVITY CHIEF NAME
TITLE
DISTRIBUTION:
1 — Individual Copy
1 — Unit/Section Copy
1 — USAG Vicenza PBO
SAMPLE



ANNEX B

NOTICE OF DELEGATION OF AUTHORITY - RECEIPT FOR SUPPLIES DATE
For use of this form, see DA PAM 710-2-1. The proponent agency is DCS, G-4.

AUTHORIZED REPRESENTATIVE(S)
ORGANIZATION RECEIVING SUPPLIES LCCATION

Enter Name of Unit Activity

Calendar Date

Your Location, i.e. Caserma Ederle, Vienza Italy

LAST NAME-FIRST NAME-MIDDLE INITIAL ORITY SIGNATURE AND INITIALS
REQ | REC
Name of Person HRH designates YES | YES |Digital+written signatu
Name of Person HRH designates NO | YES |Digital+written signatu
--NOT USED--

AUTHORIZATION BY RESPONSIBLE SUPPLY OFFICER OR ACCOUNTABLE OFFICER
THE UNDERSIGNED HEREBY x DELEGATES TO _] WITHDRAWS FROM  THE PERSON(S) LISTED ABOVE,

THE AUTHORITY TO:  Rengest and recei ve class 2, 3, 4 and 7 supplies and equipment as indicated by the above signature
REMARKS
Property book Office - Lrc Vicenza

| ASSUME FULL RESPONSIBILITY

[UNIT IDENTIFICATION CODE DODAAC/ACCOUNT NUMBER
W6YSXX W90ISG
1 AST NAME-FIRST NAME-MIDDLE INITIAL | GRADE [TELEPHONE PIRATION DATE |SIGNATURE
NUMBER
Name of Hand Receipt Holder XXX 63X-XXXX Deros Date |Dlgital + Complete Signature of HRH
DA FORM 1687, MAY 2009 PREVIOUS EDITIONS ARE OBSOLETE APD PE v1.00ES



ANNEX C

INSTALLATION PROPERTY BOOK OFFICE
405" ARMY FIELD SUPPORT BRIGADE
LOGISTICS READINESS CENTER VICENZA ITALY
APO AE 09630

STATEMENT
OF
RESPONSIBILITY

I understand that IAW with DA PAM 710-2-1 paragraph 5-3, I am not relieved from responsibility for
the property which I am issued until a new hand receipt holder has been assigned and accepted the property
from me. The person who signs for the property will be directly responsible for all property to which the
hand receipt holder has signed. I also understand that it is my responsibility to initiate all adjustment
documents prior to relief from responsibility.

I will notify the PBO of any changes, additions or deletions to my property and acknowledge the fact
that I can be held liable for any and all losses. Additionally, I will not loan or transfer any equipment to
any other section without the approval of the Property Book Officer. When equipment becomes excess it
will be turned in for disposition.

The Installation Property Book Office (IPBO) uses 5 types of inventory cycles:

1. Receipt and issue of property

2. Monthly explosive (ammunition), fire arms and hazardous, pilferage items as identified in DA Pam
710-2-1 and POL Coupons .

3. Semi-Annually as identified in DA PAM 710-2-1 para 9-6.

4. Annual 100%.

5. Change of hand receipt holder.
All hand receipt holders must update and sign their hand receipt semi-annually. This will require the Hand
Receipt Holder to come to the IPBO to meet this requirement. The monthly and quarterly inventories are
printed out the beginning of each month and due the last workday of the respective month.

SIGNATURE

RANK and NAME (PRINTED)

UNIT OF ASSIGNMENT

DATE PHONE

EMAIL ADDRESS

CDR/SUPV NAME AND EMAIL ADDRESS

ANNEX C-1



ANNEX D

DEPARTMENT OF THE ARMY
405TH ARMY FIELD SUPPORT BRIGADE
LOGISTICS READINESS CENTER, VICENZA, ITALY
UNIT 31412, BOX 14

APO AE 09630

S: Suspense Date
ASEU-LVC Date
MEMORANDUM FOR PHRH’s Name H/R W6Y5xx

SUBJECT: Monthly/Quarterly Controlled Items Inventory

1. Reference: DA Pam 710-2-1 para 9-9

2. Sensitive/pilferable item inventories are required to be conducted monthly, with the
results maintained at the Installation Property Book Office (IPBO).

3. During the month listed below you are required to physically inventory all items shown
on the attached listing. The original copy, signed by the hand receipt holder, will be
forwarded to this office by the above mentioned suspense date.

Inventory for the month of: XX October 2014

4. If discrepancies are noted during the inventory, they should be brought to the attention
of the IPBO immediately.

5. For additional information contact IPBO personnel at DSN 634-8061/8110.

PBO NAME
Property Book Officer

D-1



ANNEX E

DEPARTMENT OF THE ARMY
405TH ARMY FIELD SUPPORT BRIGADE
LOGISTICS READINESS CENTER, VICENZA, ITALY
UNIT 31412, BOX 14

APO AE 09630
S: Suspense Date
ASEU-LVC Date
MEMORANDUM FOR PHRH’s Name H/R W6Y5xx

SUBJECT: Annual Inventory

1. Reference: DA Pam 710-2-1, para 9-6, Annual Inventory

2. IAW the above reference you are required to conduct an annual 100% inventory of your
installation property, with the results maintained at the PBO.

3. During the month listed below you are required to physically inventory your property.
A copy of your hand receipt can be obtained from the PBO office. The original hand
receipt will be signed by the hand receipt holder and returned to this office NLT the last
working day of the month:

Annual Inventory for the month of: October 2014

4. If discrepancies are noted during the inventory, they should be brought to the attention
of the Property Book Officer immediately.

5. For additional information contact IPBO personnel at DSN 634-8061/8110.

Encl PBO NAME
Annual Inventory Property Book Officer

E-1



ANNEX E

DEPARTMENT OF THE ARMY
405TH ARMY FIELD SUPPORT BRIGADE
LOGISITICS READINESS CENTER, VICENZA, ITALY
UNIT 31412, BOX 14

APO AE 09630

S: Suspense Date
ASEU-LVC Date
MEMORANDUM FOR PHRH’s Name H/R W6Y5xx

SUBJECT: Semi-Annual Hand Receipt Review

1. Reference: DA Pam 710-2-1, para 9-6.

2. A hand receipt update and review is required semi-annually, with the results maintained
at the Installation Property Book Office (IPBO). The IPBO requires this review even if no
supply transactions have occurred IAW DA Pam 710-2-1, Para 9-6 b (1).

3. During the month listed below you are required to review and update your hand receipt.
Please check that all transactions which occurred with your hand receipt are properly
annotated on the automated hand receipt. If no transactions have occurred, review the old
and the new hand receipt for any discrepancies. The original copy, signed by the hand
receipt holder, will be forwarded to the IPBO by the suspense date indicated below:

Hand Receipt Update for the Month of October 2014.

4. If any discrepancies are noted during the review, they should be brought to the
attention of the IPBO immediately.

5. Non-compliance with the requirements and the suspense dates will result in a telephone
call to the hand receipt holder (HRH) from the IPBO Supervisor. If the inventory is still
not returned by the 5" day of the following month in which it was due, the Property Book
Officer will notify the supervisor of the hand receipt holder and suspend all transactions
within the SSA/IPBO and the POL point. At this point, the LRC will be advised and seek
guidance from 405™ AFSB Commander. If the inventory is not returned by the 15™ day of
the following month the IPBO will terminate the hand receipt and request for turn in
of all Installation property through the proper channels.



ASEU-LVC
SUBJECT: Semi-Annual Hand receipt Review

6. For additional information contact IPBO personnel at DSN 634-8061/8110.

PBO Signature Block
Property Book Officer

E-2a



ANNEX F

FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS

1. DATE INITIATED (YYYYMMDD) Z. INQUIRY/INVESTIGATION NUMBER 3. DATE LOGS DISCOVERED |
20151001 2AWABO0-15-01 ¢ ! 20156930
S GUANTITY | 7. UNITCOST | 8. TOTAL COST |
1 36.00 36.00
mmmum Organizath Instalistion jﬁs
SGT Jolm A Doe was missing 16 each ACU coat and 3 sleeping bag at the shift change mventory. No coats or

the shift on 29-30 September 2014, mmmwmmmummmummmmum

1|.mmm1m1 2 X

\ -~
ORGANIZATIONAL ADDRESS — =l
[ L o 8 i '... m g =y
EUSA-BD-AM 2 = e. DATE SIGNED
Fort Knox, KY 01 & "-g\ 20151001

DIGITAL SIGNATURE 123456789

315-456-8132
g. DATE SIGNED

20151115

Recommiend approval of the financial investigating officer’s findings to hoid
Sﬁnuﬁmmmhﬁﬂuwpgmy qumqm:n.

c. FINANCIAL LIABILITY
OFFICER APPOINTED
(X one}

DD FORM 200, JUL 2009

& [ x]ves [ Iwno
e oy m ..wmmm&um‘m 1 DGNSI:I.HBERIn
EUSA-BD-A . | Doe, Shanng Y., LTC Commanding 5-456-8
234th Engineer Battalion g SIGNATURE h. DATE SIGNED
Fort Knox, KY 40121
DIGITAL SIGNATURE 123456789 20151115
AP RONG AUTHORTY .
b. COMMENTSRATIONALE ¢ LEGAL REVIEW
to hold SGT John A. Dos, financially lisble in the amount eatered in block COMPLETED IF
SGT Doe's basic pay at the time of loss was $2,146.00 REQUIRED (X ons}
d. ORGANIZATIONAL e TYPED NAME (Last, First, Middlo initisf) 1. DSN NUMBER
sué'ﬂ" Sl B, St 2 Co  Dos, Desa S. [T, COL, Commanding 315-159-000
15t BCT, 2nd Division g. SIGNATURE h. DATE SIGNED
PRI L9 DIGITAL SIGNATURE 123456789 2018108
PREVIOUS EDITION IS OBSOLETE. Peast Dosgrer 10

Figure 13—4. Sample of DD Form 200 when more than one item ig lest, damaged or destroyed

AR 735-5 + 10 May 2013
-1

67



ANNEX F

15, FINANGIAL LIABILITY OFFIGER
8. FINDINGS AND RECOMMENDATIONS (Aftach addiional pages as nocessan | WE l

[ have examined all the avaitable evidence shown in Block 9 and exhibits A through F. [ also conducted sumencas additions] imterviews and
obtained other evidence and have attached them to this investigation, exhibits G through M. The ACU coats and sleeping bag were lost due to
failure to properly secure Government property. The loss was a result of simple negligence on the part of SGT John A. Doe.
mmwm&Murmhmﬁmﬂd&smMMHnmwmumﬂﬁﬂema
24 hour operation with eight Soldiers, 12 hour shifts. There was an NCO assigned to each shift. SGT Doe had the night shift. There were

ten sirfield persoanel on duty at night. These airficld personnel move arcund freely throughout the facility.
On the night of 28 September 2014, SGT Doe released everyone t0 go to chow at 2200hrs, He was the only one from the detail left on the airficld
After all hed left for chow, SGT Doe went to the back room & use the computer to read and send some e-mails. He did not leave aayone to watch
the supplies out on the floor. He did not have eyes on the supplics while in the back room. SGT Dos admits to staying in the room until everyons
returned from chow. -,
N&em:&iﬂ&u‘lM.Rwdmwﬁhnm@mhﬂmﬂmdq&;wmwwl
admitted to taking the ACU coats or the sleeping bag. All airfield personnel were interviewed but nane admitted sesing the thief, It
was likely stolen during the time the jtems were unguarded, between 2200 and midnight, whea 5GT Dot was i mmmd&
thief is still uninown.
WwHthMWMAW«MWMNWMNKyMWMM
to sign it N -

The ACU coats and slesping bag were not depreciated as it was new when it

nwmsmmmemmmummxﬂdw-r%dwmmmmi@yﬁ ~
Dot’s base pay at the time of loss was $2, 146.00.

Exhibit A through M attached. g N\ N x\ e K
\ : LN el
# LY - " '/J-
& K ~ . - W
o g \\_ -
- 3 !I)’ .‘\v‘ . % A .\
i X N X ./"-’
% L AN RE A R S
5 BOLLARANOUNT OF (088~ '«.l c.\mum- 3. RECOMMENDED FINANGIAL LABILITY
'-. N . %
\\\ S 000 36.00
;omma' Wm‘ t. NAME (Last, First, Middie tnite) . DSN NUMBER
msuucmsay ﬂ | e Jot} -
cmmswm /--‘mwm 20151030 promazo) 20151010
Kegn KYdol2l© b SONATURE i DATE SIGNED
N DIGITAL SIGNATURE 123456789 20151029
7€, INDIVIDUAL CRARGED |~ -
8. |HAVE THEF AND RECOMMENDATIONS OF THE FINANCIAL LIABILITY OFFICER AND (X ono)
] Submi the attached of Do not infand to meks such a siztsment.
b. | HAVE BEEN OF MY RIGHT TO LEGAL ADVICE. MY SIGNATURE IS NOT AN ADMISSION OF LIABILITY.
 QRGANZATONAL ADDRESS (Ut Desinaton, |d, TYFED NAME (Lo, = M inse) o. DSN NUMBER
EUSA-BD-A Doe, Jobn A. 315-985-4568
A Company, 2nd Engineer Battalion . SIGNATURE DATE SIGNED
Fat&m.l{’t'dolil 9
DIGITAL SIGNATURE 123456789 20151116

e e ——
17. ACCOUNTABLE OFFICER

2. DOCUMENT NUMBER(S) USED TO ADJUST PROPERTY RECORD

Wa212F 5284-1010

. ORGANGATIONAL ADDRESS (Unk Deslgreion, | o, TYPED NANE (Lot Fiet Wiodo 1) 3. DSNNUMEER
Offico Symbol, Buss, o ey Doe. Reginald A 315-549-7135

16t BCT, 2nd Infurry Division e p—

Paison KX 0 DIGITAL SIGNATURE 123456789 20151010

"D FORM 200 (BACK), JUL 2009

Figure 13—4. Sample of DD Form 200 when more than one item Is lost, damaged or destroyed-Continued

AR 735-5 » 10 May 2013
F-1a




ANNEX F

CONTINUATION OF BLOCKS 4-8 Pege 3 of 3 Ppages
TR YR N RES AT RS =
20151001 2AWABO-15-01
ITEM | 4. NATIONAL STOCK NO. 8. 8. 7. 8.
NO. LINE ITEM NO. [TEM DESCRIPTION CUANTITY UNIT COST TOTAL COST
71706 : .
2| 2465.01-033.8057 | Slesping Bag Universal Type2 I 151.95 151.95
Clo34s
¥| slsormpsss |OomAmy Combetlstin: 1 36.00 36.00
Cl345 " ; o~ }
4| 8415-01-519-8509 | Cost Ammy Combet Uniform 1| el um
3 o
N *
Cl0345 . N )
5| 8415:01-519-8599 | Cost Ammy Combat Uniform ) 36007 36.00
= 5 b
6| s41501-519-8509 | CoutAmy Combat Usiform s R 36.0 3680
L% 3 -
// l B Y - -
7| susisioasms [GeAmgemlabibe < L RN 36.00
e S N -
TN, W < rd
Cl0345 E T N p
8| se15-01-519-8599 Wmc""“"ﬁ""'&" . " 3600 36.00
Cl0345 i o NN
7| ssoisiossy |CpAmyCmMUSgmAAN A oy 36.00 36.00
10345 N Nl AU RN TN
0] sa1501-510.8599 | ContAmy Cﬂﬂ?&?ﬁ*ﬂ*& v N ) 1 36.00 36.00
m= 5 = Y fl
1 841501-519-8589 WQWCB'\‘:“W %, 1 36.00 36,00
712 1 343801-519-8599 Oﬁgﬂwc&:@b&m 1 36.00 36.00
—— <
L o ceads
13 SO s iogssy | Cost Ay Comber Uit 1 36.00 36.00
. Cisas :
14 _'841‘5:(11-319-;“99 Coat Army Combat Unifiorm 1 36.00 36.00
. cioies .
15| gaisoio2ts csog | Cost Ammy Combat Uiform 1 36.00 36.00
Cl0345 i
16 | g415.01-519-8599 | CostAmmy Combat Uniform t 36.00 36.00
Clozss .
17| s41501-519-8599 | ot Acmy Combt Uniform 1 36.00 36.00
FOR INTERMITTENT PAGES, ENTER SUBTOTAL: 691.95
IF LAST PAGE, ENTER GRAXD TOTAL: 72795

"DD FORM 200, JUL 2009

Figure 13—4. Sample of DD Form 200 when more than one item is lest, damaged or destroyed—Continued

AR 735-5 » 10 May 2013
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ANNEX F

CHECKLIST AND TRACKING DOCUMENT FOR FINANCIAL LIABILITY
INVESTIGATIONS OF PROPERTY LOSS
Fer use cf this form, see AR 735-5; the preponent agency is DCS, G4,

To: Accouriable Ofticer

1. Doe, Reginald A., CW2
To: Approving Authority

2. Doe, Dean S. L, COL
To: Financlal Lishillty Officer
3. Doe, Joel B, ILT

To: Approving Authority =3
4. Doe, Dean 5. IMI., COL AN,
To: Steff Judge Advocate o
5. Doe, Robert Z., COL 4 : 3
To: Approving Authorily Nt -
6. Doe, Dean 8. IiL, COL P d

3

{A) Compiste When a Loss is Discovered A Ry

Deto foss wes discovered 20151001 Orginsting Ut A Company 234 Engineer Basualion ~ -~
Preliminary search for item begen 20151001 Profiminary search for isloented 20151011 -

Dete essigned decument number 20151010 mmmwmw 201.8136[ w

(8) initiator (Bicoks 1end 3 through 11 are complotsd by the indi mwﬂmm:wuwuum
recaipt hoider or the accountable officer. When the hand «wmwmmmnﬁnmmd
mwmumwmnmmmumh)

Block 1., mummmdmh@mmm ~ Yes No

Biock 3. mumum"wmwa_ g Yoo No

Block 4. mnmﬁmm)mmnmm«- ﬁumw Yoo No

figure 13-5. mmmammwmymnmmmmm. =
reportable ltem eontrol Sage (RICC) of. 2. A, B.G ohZ entithe RICC. °

Block 5. Has the comeet o mm:»Wm:mm-ﬂ Yes
mumbers? For the gost of H‘?Maﬂdmn‘m

cost Is not evaildble. ﬁlwm‘m"t investigsted invcives more then

- orﬁ“‘ﬂem.

F

Block 8. _ mmmdhmﬁ)w wved been 7 Use gion shest | Yes
§ - | when necessary. L

Block 7. Humwmdmmm eged or destroyed been 4?7 Use Yes
T Mmm 3

Block 8, mmmmmwuwawmm Use continuation Yes
mwm

Block9. | Fes an accuraté and concise statement of facts surmounding the loss been enfered? Statement | Yes
identify as much as possible what happened, how it happened, wher it happaned, who

was invoived, when it happ and any of negligence, willful misconduct, or deiibarate

unauthorized use or disposition of the property.

Xl A XXX X
g
i

Biock 10. |Hesa dstion been d by the initiator? Recommendations mary be enterad by Yes
tha commaendar, eccounteble officar, and whan appropriate by the Shencal labily investigating
officer.

Biock 11. | 1305 the individus! who complated blocks 1 and 3 through 10, compieted biocks 11a through 1107 | Yes N | |

D X
I

Block 12. | Has the responsible officer or the reviewing authority complated biocks 12 through 1257 Yes No l

MhWMWdMMhMMMWM“WD”MM«m
maintaining the register for sssignment of a documentfvoucher number.

(C) Accountable Officer (Block 17 is compieted by the sccountable officer or person maintaining the expendabie or dirable document register
prior to farwerding the invesiigation fo the appeinting sutiority or approving auhority 8s sppropriste.)

DA FORM 7531, AUG 2004 Wpﬁ‘;ﬁ

Figure 13-3. Sample checklist and tracking document for financial liability investigations of property loss page

AR 735-5 » 10 May 2013
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ANNEX F

Block 17.

mmwmmmmmmmm Yeos N
o ofad ber to the fi jal Eabiity
demhuwww For dameged praperty,

ad t ber s not

T

) MMAM

or Approving Auvtheority as Appropriate (Lesve blocks 135 and 13d through 13h blank et this time.

Blocks are complated after the investigation fs completed to show whether the appointing authorily approves of the financial liabilly officer's

mwm When an appainting authority has not been designaled, these biocks will be feft blank,)

Block 13c.

Has the appointing suthority or the epproving authority es the eppropriate completed block 13c
indicating whether an finenciel liabilty officer is appointed? When a finencial llability officer Is
appeinted, use a memorandum as deserided in figure 13-12; when an AR 15-6 financizl liabiity
offices is appointed use, an appointment memorandum in accondance with AR 15-6, paragraph 2-1b.

Yes

X

No

(E) Financial Liability Officer Wfikm»mmmmmwmmmbmm
ewuthority or spgroving euthority es appropriate.)

Biock 15a.

Ioss has the financia! lisbilty officar—

The finencial iabilty officer's findings and recommendations are recorded here, mmmwhuwwadm

0 Scrutinized all available evidence. b "‘-.

o Interviswed witnasses and d statements from Individuals concemiing: . %,
oo The cause of the loss or damage. o . ‘_ N
o0 The responsibility for the loss or damage. e o i

o mwmmwmmthms mrmm

o Fhysicelly xamined the & _,,1mmﬂmhh¥u
repeir or disposal. mmumonmm{mquwm & 1 3
officar’s appointment. : S

ammuwﬁmmamm s X

N/A |

cmhqmdmnuﬁm This value may | Yes

Wh&mn WHm
%uMumwhﬂrmhMﬁum

- \. Il

g

wa X

' ommmmﬁmmmhmwm Yes x

NiA

"5 Has ﬁ;mmdummmm Yes

NIA

ahéewwmmuwmmhm Yes
Mmmmmmwmmw«m«u
propérty that is being, has been, or shall be investigated because of
aliendant eventsBy a claims finencia! lisbillty cficer. This Includes cases where
MMUMWMMQ-MMM
damage Government property and have insurance to pay for part of the loss,

X X

NIA

© Ensured that individuals being recommendad for a possible charge of finencial Yes
fiabiity are sware of their rights.

No

/A

o Reqguest individuai{s) to ge their 1p of their rights by Yes
completing block 16, DD Form 200.

N/A

DA FORM 7531, AUG 2004

Pege 204

APD PE v1.00

Figure 13-3. Sample checklist and tracking document for financial liability investigations of property loss page—Continued

AR 735-5 » 10 May 2013
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ANREX F

o If appropriste, prepare a statement that individual recommended for 3 charge Yes x No NA
of financial Hability refuused to sign biock 169, DD Form 200, after being given the

oo A full eplanation of the person's rights shall be included and & reply shall
be requested.
oo If tha reply is not received within 30 days after the date of mailing, the
financial liadility officer shail record this fact and teke action to compilete the
mm. This record of fact shall be included in, or sppended to, the DD

oo Any reply received afier the expiration of 30 days shall be forwarded through
the same channels as the DD Form 200, form attachment to the original DD Form
200.

o Was consideration given to any new evidence received after a
recommendation was made? If the financial Gability recommendation remains
unchanged. the financial Eabiiity officer chall note that the added evidenca was G >
considerad and provide the retionale for not changing the decision. Tha notation s o
shall be on all copies of the report immediately following the original <
recommendation If the financial ilablity officer makes a change in the criginal X AT
recommendations because of the new evidencs, ihe financial Rabilty officer shail o -
recond such ch 25 "Amended R detions.” These recommendations Ea *

should be recorded immediately after the original recommendations. F i G

S 3 5 | L - -

Block 158. mummmmmwmwummuﬂﬁn 1 Yes x No ., NA
e . Byl o
Block 15¢. mnmuwmsmmmqﬁmuﬁ'um veo X Mo T TMwa
pay of the respondent been entered? 2 \ % % L e
Block 15d. |When e cherge of financia! ability is being ot d, has the recy ded  |-Yes X No, -~ | | |NA
amount of finencial ablity been enterad? O T : L
Blocks | Self explenatory. L O T Jves D [me WA '
15e-15k. . N

"\_

wmdnmmm Wnuwmmmmmnhmam When
nmmmw mm mmmMmmmbhm

sutheriy.

(7] Appdnmm:awzfumww uﬁnmmmmummm

When an appainting authority' has nat boen &-uumr. Block 132groudh b and d through f are left blankc)

Block 13a. mm«hmu@amdmm ves X Mo BRI

- memmaMhmbmwu
nmmuwwmmm

Block 185, " mmmwwmmhmias Yes X [No NA |
T

amm&».mmm.uwhmm Ys X[ 0 |wa
Biocks = 7

Ser 3 Y ™ NA
ol C- e X
mmmorwdtammunmwummum—
amwmmm:wmmmwumd' g5 and jon, or

o Forwanded to the approving suthority,

ij Approving Authority (This sat of blocks is completed by the approving suthonity to show the approving authority's preliminary decision efter
epproving euthority's initial review of the financial Febilly officer's findings and recommendations.)

DA FORM 7521, AUG 2004 Page3of4
APOPEVIRD

Figure 13-3. Sample checklist and tracking document for financlal liability Investigations of property loss page-Continued
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ANNEX F

Biock 14a.

On compietion of the aparoving autharity's initisl review of the financial isbility
efficer's findings and recommendations, has the approving authority indicated his
or her approval or cisapproval of the finencial Eability officer’s findings and
recommendations?

o If the financial Rability officer has recommended that &il persons be reflaved
of responsibllity and accountability for the Ices and the approving authority
agrees with the finencial lisbility officer, the approving suthorily may epprove

the financial liabllity investigation of propenty loss and close the investigetion,

pet AR 735-5, paragraph 13-38g(3).

o If the financial fabifty officer hes recommended [hat person(s) be charged with
financial liability for the loss, and the approving authority agrees with the financial
Hisbiiity officer, the approving authority must forward the financial Eabiity
investigation of proparty loss to the supporting Office of the Staff Judge Advocate for
legal review prior to making & final decision, per AR 735-5, paragraph 13-40d.

© V¥hen the approving authority makes a decision contrary to the
recommendations of the investigating officer or AR 16-8 financial llability officer,
either to relleve all concermned From financial Rahility or essess financial Rebility
against & mew individual, this decision is entered in block 14a(1) with appropriate
comments in block 14b, per AR 735-6, paragraph 13-40¢{2).

Yes

NIA

Block 14b.

Has the approving authority entered his or her rationale for the initial decision shown
in block 14a7 When a decision to change an individual(s) with financiai liabillty,
shouid be mmumhmum«“

financiel iabillty to be assessed. ) i

Yes °

Block 14c.

Mhmmwmanhwa

fega review is required when —

o A charge of financial liabillly Is recommended.” . R
] mmmhummhm

NA

Blocks
14d-14h.

W o A A% % i

s

NIA

igbility.

3, . ‘. .
N el

On complation of block 14, muwma&ubmn‘d'ndmm B or she must forward the financial llabllity
mummmummquwmﬁﬂuwmnmmwmnmw

(H) MMAM R *
mnﬁlwummummdpwbuwmnmmmnmamm
or civilisn sttomey rmustreview the findings” and r andp &n opini

findings and recommendations. Thhhoalw
mwummhmam%ﬂumwumm

y of the evid

and Its relationship to the
nmmmmdmmumm On completion of the

{l) mmmmwmmmwummmawm from Staff Judge Advocate,
fingl séview of the financial liability officer's findings and recommendstion togather with the Staff Judge Advocale's
mmw m:mmmmmdmm

° m.muwnmmwmmm the approving authority notifies the

by

por

AR T35-5, mim%umm-s paragraph 1mmmmm-wm-mum

o m-mhmumwmdmmmhhmmﬂhmmwmm
paragraph 13-408.

DA FORM 7831, AUG 2004

Page4of4
APDPEVL00

Figure 13-3. Sample checklist and tracking document for financial llability investigations of property loss page-Continued
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ANNEX F

1. DATE
§ Jan 2015
STATEMENT OF CHARGES/CASH COLLECTION VOUCHER S OO SO T —
W6212F 5008-1021
3. ORGANIZATION 4, STATION
A Troop, 4th Cavalry Regiment, UIC: WAAARO Fort Mile High, TX 12345-1234

|5. DISBURSING OFFICE COLLECTION
VOUCHER NUMBER

6. DISBURSING STATION SYMBOL NUMBER

7. ACCQUNTING CLASSIFICATION
12345.67890

012345-1245549 ARCDEF
STOCK MUMBER ITEM DESCRIPTION ary UNITPRICE | TOTALCOST
a b. - d. e.
Bes01-115-006 | o Qe (Conoe) 1 292, 292
fsecey | D= ores Cli Nt (20 t| 7 3e8 295
" y o
seseumeren | TTEIEIERIRSNCRID 2| N izt . 2538
$465-01-033-8057 | 51990408 g Univecael Type 2 (T71706) AN 1] Cueassy” 10435
ﬁjls.m \’I LY i o
2415-01-519-8599 'ConmAmemhnUnﬁm(Clm i . 1 32..40 ,-’j 3;-‘0
2600 : = 5 T e
smssEyany | S TWISSETRIEREY. o N 20| - 3240
£415-01-519-8601 qum e . T Y wene 3240
BISOLsIose0z | Cosomy ConbetUniform (G549 . A 1N e 3240
BAISOI-SI9B603 | gy ot Uriform ‘c"’wi‘ T 1 3240 3240
ml s X - ) - . . :
B415-01-519-8604 | o0 m”“ﬁ““ ‘C‘m A % 8y Y 3240 3240
s 2 oA
$415-01-519-8605 WWU"&“ (cmm LN Y 1 3240 32.40
2 e
8415.01-519-8606 ¢ | Gt Aty Combat Uniferin (A3, l 1240 32.40
{5 TYP% OR ACTION Welect onel S
8. PA\'ROU.. ?E-DUCTIDN \ "\ﬁ . M‘COLLETIUN ©. GRAND TOTAL
o NN L N e x 394.80
N,

1 An suthor o o
.\m:mm@umnm

le. m,moﬁ DF mu am

lwdw_m_wmm
of the indsbtedness through payroll deduction, if payrell deduction is checked. if cash coliection

b. An afirmation that the aficlel eré not now in my possession.

c. An wmhmmmmu\‘ﬁwul rticies later d, it being und d that the U.S. Govemment
Mw«u’mwm
d. RANK/ |e.NAME mrmmw: g. CAUSEFOR  |h. SIGNATURE i. AMOUNT
GRADE | Do¢. John A. CHARGE
¥ SOCIAL SECURITY NUMBER Lost Property 135.60
SPC 123456789 Jehn A. Doe
10. ORGANIZATION COMMANDER 11. DISBURSING OFFICER OR PAYROLL CERTIFYING OFFICER
The statements herean are complets and comect. All mmmhmmm”ﬁﬁ:mhm
damaged propenty has been disposed of in accordance
with current directives and the charges have been lﬁmﬁmh mmwd urDDFmrllaa
computed in accordance with the provisions of AR
735-5. Appendix B. 3 | b. Remitted through cash collection.
a. DATE b. SIGNATURE BLOCK/SIGNATURE . DATE d. SIGNATURE BLOCK/SIGNATURE
92014 | jo0n B Doe, CPT, CAV, Commanding 932014 | 1n C. Doe, MAJ, Finance
DD FORM 362, JUL 83 Previous edition may be used. Resat Adabe Professiorsi 8.0

Figure 12-5. Sample DD Form 362

AR 735-5 - 10 May 2013
F-3
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ANNNEX G-1
DEPARTMENT OF THE ARMY
(Unit Letterhead)
(Unit Office Symbol) DATE
MEMORANDUM THRU (Appropriate Funds Certifying Budget Office)

FOR IPBO, 405™ AFSB LRC Vicenza, Unit 31401 Box 14, (IMEU-VIC-LGS), APO
AE 09630

SUBJECT: Request for Supplies/Equipment

1. Request the item/s listed below be issued or placed on requisition for this
organization:

NSN NOMENCLATURE QTY U/COST AUTH

7110-01-195-6401 VDT L Unit Workstation 1lea §$2,662.25 CTA 50-909

2. Justification: The above item is for COL Doe Office. IAW the above stated
authorization, COL Doe is authorized this furniture.

3. This office will/will not accept a suitable substitute provided....

4. Impact Statement: (If you don’t receive the above items how will the mission be
affected?)

5. Required delivery date (RDD): (Not ASAP) Justification required to support High
Priority Requisitions.

6. APC Fund Code :
7. Point of Contact for this action is SFC Williams, 723-7939.
LUCIUS WILLIAMS, JR

SFC, USA
Hand Receipt Holder



ANNEX G

g
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[
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JFLE, MIEH/

REQUEST FOR 'SSUF OA TURM 1N (DA Pom 35133 1

Figurs 2-1. Sample of a DA Form 2765-1 as 2 request for issue

Legend for Figure 2-1;

Compigtion instructions by block number or letter for DA Form 2765-1
(A) Enter the name and address of the SSA.

{B) Enler the name and address of the requesting unit.

{4-6) Enter the NSN of the item requested.

{7) Enter the unit of issue

(8) Enter the quantity requested Use all five positions. Enter zeras
(0} to the left of the quantity,

(9-10) Enter the unit DOD Aclivity Address Code {DODAAC). For
ciassified COMSEC materiel. use the COMSEC account number.
{11) Enter the Julan date.

(12) Enter the document seral number.

{13) Enter demand code. Use "R" for recurring or “N" for nonrecur-
ring.

{18a) Enter the proper End dtem Code in biock 18 or ccis-58. EICs
are fisted in the AMDF for most major end ilem NSNs but not for repair
part NSNs Use the EIC that identifies the major end liem for which
the request applies. For example, If the pan is being applied ‘o a radio
which is instalied on a truck, use the EIC for the radio, not the truck, If

an EIC has not been assigned 1o the end item, leave the EIC blank.
{18b] If a major end item request, (as shown above) enter the Type
of Requirement Code (TRC) [app E). Enter the code in the 2d and 3d
positions of biock 18.

{19} Enter project code if assigned. Otherwise, ieave blank

{20) Enter the priorily designator,

(21) Enter required delivery dale or leave biank. Enter "999" for
NMCS requests requiring expedited handiing onginating overseas (or
in CONUS units deploying within 30 days). For all other NMCS/
ANMCS requests, enter "N” for NMCS or “E”~ for ANMCS in the 1st
position of bieck 21. Eniries in the 2d and 3d position of block 21 may
indicate short required delivery date. When used, enter the number of
days within which the materie! is required

{22} Enter the proper advice code (app B) lo give specilic instruc-
tions to the source of supply. Otherwise, leave biank.

{L} Enter the cost detad accoun! number when required.

{0} Enter one or two words that describe the item requested

(P} Enter the type, number, date, and page number of the authoriz-
ing publication and other applicable data, i.e.. SLAC/MPL number

DA PAM 710-2-1 « 31 December 1987

G=2



ANNEX H

EQUIPMENT CHANGES IN MTOEITDA
For use ofthisbrm,see AR 71-32;the proponent agency is CIX:SOPS
1. TITLE OF FUNCTIONAL AREA 2. UIC
US ARMY LOGISTICS READINESS CENTER, VICENZA WEYSAA
3 UNITDES GNATION 14 MTOETTANUMBER 5. CONUM
MAINTENANCE DIVISION XCWoYSAA 016
SECTONA— TS TOBEADCDA DR =
—EM LoAth. I S TS fa'l umm_tmm_mm MEWBECAD TV SrOmiant—]
NO PARA LK ERC CHAFTER {BASC NOUR; cest L_RE0 ALTH AT BED. ALTY RED AT NotAuth
1 004 [G74575 2 Gen Set 30 KW L26,70520 1 1 0 0 0 0 2
|
|
!
|
ITEM | SB700-20 ; ToBe TH
o | pRA | UN  [ERC | aperem BASC KU ChSY R0 | aua i NUVEER i Fi;m hasaae
|
|
| 7
1—
| !.
PARTII - PERSONNEL — NINBEROF TOBE ADDEO{AJANDCR
1 -
-V No Posfios _ ! | NEWRECAP
o R (D) -SRI — =) Lle ) I-ANJC— BR A0 AMSC R A
DAFORM 4610-R, SEP 1996 EOTICNOF DARCRMSI0R, JANSDISCESOLETE APDPEY2 00



ANNEX H

PARTIIl - JUSTIFICATION

Changes in mission and responsibilities. This generator was used for various supports by the DPW. Currently Power Generation Support for the
community is provided by contracted DPW emergency generation.

Commenger's
Signature Block
INSTRUCTIONS
Eachpan o the formmust be compisied A WilDE Lsed Whenthe partis not opicaie BARTIT:
If exfetional space Is needad continuaon bond paper Informet pressrihed 1. The 1D and AMSC columrs will be filledin when applicable. Theremainingeciumnsare
_¢ NG —— -1
2 This part will e completedwhen newMOS are required (0 the equipment reque sled
PO AR Alike number ofMOS must be shown as deleted.
1. Toree coples o ech orm i be forwartied 43 8 seperaie enclosure 10 eter of 3 When anincreaseis fisted, a ke number ofpositions mustbe delated. Indicateas
trangmital oy
2 Show deletion when anitem{s)will be deletedto safisfy the ilembeingrequasted
PARTIIL This part will be corpieted IAW AR 7+-32 with the folowing adiional
PARTI-S Et.‘.‘I'ION B: \ information whenappiicable—
| Complate this part when the item being requestedwdll b2 transfered fomanother . ol
NROERE 2 Ifthe request is approved, the dalstion will occur simultaneously
2 The remarks colunnwil identify the item number in SectionA that the transfer will 3 Why the tacticalvehide isrequied fore TDAuNIL,
afect
PAGE 2. DA FORI 4010-R, SEF 1950 APOPEV2.00
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PR N I W WY MU MUYl VI Mkl Winig

| OMB No. 0704-0248

The public reporting burden for this collection of inf tion is

d o

(0704-0248), 1215 JoHerson Davis Higl

gathering and maintaining the data needed, and completing and reviewing the col
coilaction of information, including mg%es!m for reducing the burden, to

2 way, Suite 1204, Arlinglon, VA 22202
subject 10 any penalty for failing to comply with a collection of information if it does not display a currently

PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE ABOVE ADDRESS.
SEND THIS FORM IN ACCORDANCE WITH THE INSTRUCTIONS CONTAINED IN THE DFARS, APPENDIX F-401.

opariment of Defense, Washs
-4302. Respondents should

30 minutes per response, including the time for reviewing instructions, st;a:'r:.!'li'rj'nlgI existing data sources,
lection of information. Send comments regarding this burden estimate or any

er aspect of this

on Headguarters Services, Directorate for Informalion Cperations and Reports
aware that notwithstanding any other provision of law, no person shall be
valid OME control number.

1. PROCUREMENT INSTRUMENT IDENTIFICATION

100/

| ORDERNO. 6. INVOICE NO.JDATE 7. PAGE | OF 8. ACCEPTANCE POINT
{CONTRACT} NO.
IMPAC LOG # XXXX
2. SHIPMENT NO. | 3.DATE SHIPPED | 4. BIL 5. DISCOUNT TERMS
TCN

9. PRIME CONTRACTOR CODE 10. ADMINISTERED BY CODE
NAME OF COMPANY ITEM WAS PURCHASED
11. SHIPPED FROM (If other than 9) CODE FOB: 12. PAYMENT WILL BE MADE BY CODE
13. SHIPPED TO CODE 14. MARKED FOR CODE |
UNIT OR ACTIVITY ADDRESS WOETxx

15. 16. STOCK/PART NO. . DESCRIPTION 17. QUANTITY | 18. 19. 20.

ITEM NO. findichte rymbipt of &Nl oontainons - ope.of SHIPIREC'D* | UNIT UNIT PRICE AMOUNT
§i Item description. model. scrial number(if any), brand name ea } 0

21. CONTRACT QUALITY ASSURANCE
2. ORIGIN
Jeaa | ] AccEPTANCE ot iisted items

has been made by me or under my supervision and
they conform to contract, except as noted herein or

I
b. DESTINATICN

| ] caa ] ACCEPTANCE of isted items has

been made by me or under my supervision and
they conform to contract, except as noted herein or

on supporting documents. on supporting documents.
DATE  ~_ SIGNATURE OF AUTHORIZED DATE SIGNA
GOVERNMENT REPRESENTATIVE GOVERNMENT REPRESENTATIVE

TYPED NAME: TYPED NAME:
TITLE: TITLE:
MAILING ADDRESS: MAILING ADDRESS:
COMMERCIAL TELEPHONE COMMERCIAL TELEPHONE

NUMBER: NUMBER:

22, RECEIVER'S USE

Quantities shown in column 17 were received in
apparent good condition except as noted.

Date HRH Signature
REC IGNATU
GOVERNMENT REPRESENTATIVE
TYPED NAME:
TITLE:
MAILING ADDRESS:
COMMERCIAL TELEPHONE
NUMBER:

* If quantity received by the Government is the same

&5 quantity shipped, indicate by (X) mark; if different,

enter actual quantity received below quantity shipped
and encircle.

23. CONTRACTOR USE ONLY

DD FORM 250, AUG 2000

PREVIOUS EDITION IS OBSOLETE.
I-1

APD PE v4.02



ANNEX J

DEPARTMENT OF THE ARMY
HEADQUARTERS, US. ARMY GARRISON VICENZA
UNIT 31401, BOX 41
APO AE 09630

13 DEC 2006

IMEU-VIC-ZA

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: U.S. Army Garrison Vicenza Policy Mcmorandum 07-02, Information Technology
(IT) Disposition

1. -References:

a. Deputy Secretary of Defense memorandum. Subject: Destruction of DoD Hard Drives
Prior to Disposal, 8 fan D1.

b. AR 25-2, Information Assurance, 14 November 2003,
¢. AR 25-1, Information Management, 26 August 2005,

d. Deputy Secretary of Defense memorandum. Subj: Disposition of Unclassified DoD
Computer Hard Drives, dated Mayv 29, 2001.

2. This pelicy applies to all organizations under the U.S. Army Garrison Vicenza Area of
Responsibility (AGR).

3. The foliowing procedure will be adhered when disposing of unclassified Information
Technology (IT):

2. The IMO will prepare the following documentation when tuming-in any non-operational
cquipment and bring the equipment and the hard drive 10 the Director of Logistics (DOL),
Computer Support Team (CST}):

(1) DA Form 2407, Maintenance Request (for all IT tum-ins).

(2) DLIS Form 1867, Centification of Hard Drive Disposition Level (only for CPUs), see
enciosure |,

(3) Tumn-in Automation Equipment Memorandum (only CPUs hard drives/Lapiops), see
enclosure 2.

b. Computer Support Team (CST) will enter Condition code in DA Form 2407, and prepared
Disposition Memorandum, see enclosure 3.



ANNEX J

IMEU-VIC-ZA
SUBJECT: U.S. Army Garrison Vicenza Policy Memorandum 07-02, Information Technology
(IT) Disposition

¢. IMO wili make an appointment with the DOL, SSA Turn-in Section. Two days before the
minmmmmwmwmwm listed in
paragraph 3.a. (1-3) listed sbove to the USAG DOL Property Book section for processing. On
&wdayufﬂuwinmnmkeﬂwequimtoUSAGDOLPW‘Bookmionfwmm-in
io the SSA.

4. IMOs will check with DOL CST section when they have excess operational equipment for
possibie redistribution to other organization within the USAG Vicenza.

5. All operational and non-operational classified computer hard drives will be destroyed and
follow same procedure listed in paragraph 3 above. Removal and destruction of classified hard
drives can only be done by IMO/IASO with a US. security clearance.

6. Point of Contact for this policy is Mrs. Prados. Information Assurance Manager, 634-8222.

COL. QM
Commanding

DISTRIBUTION:
A

J=-la



ANNEX J

GIHEKMluFWIbHIHT-HHﬂN! ﬂlﬂ:mﬂlntﬂ!ﬂﬂh&ﬂ.ﬂlﬂ!
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This certifies this hard drive: ] o=t T o sl s crage This cortifies this hard deive: |_] anarcda -y
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Was Doy yeud o with Dol Meme W3S over Tegassed Destronas - with Dol) Weme
dated June 4, 2001 ?xmmmummwcmmm, dated Jung 4, 3007, Dispositicn of Unclassified Dal> Computar Hard Drives,
On (date) On (datol
Softwars o Degmusner Used Settywate or Degausss Used
. product version, dates T T —————— 1A, produst veesmy, dne T ki oy B
o g . approved metsl destruction fncidny OR 9. approved metal fesiruction facdidy/
 Methed of Depructon Llifwihod of Oestrcton
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e Ll Ty —
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—_—
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So\‘m“nrmum memum —_——
Mg, produes veeson, gatey T T T ——— iy, product verseor, date:
o €.§ . aporoved metsl destruction fackty, o fe.g . approved metel destrucnor facicy)
gthod of Destrygien M—ﬁ
| Gemugpaew Name | SemoralorNgme
[ Fhosedie Im-o& | Shong Mo lomo e
 Sisnanee 10ate | Signalm —t il
RIS FORM 18E7. OCT 2002 LIRS FORa 1867, OOT 202
This conffes this hard dive: | iﬂ'-""":;_“*'“- Thia sertifies this here deéve: D,‘“'“,.,,”_,"".:,',“.,:‘,.""w_"""‘"
 Mskpgnd Mems Liaky pod Mogel
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On idate! O idata)
m R e ———eeeti
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ANNEX J

DEPARTMENT OF THE ARMY
HEADQUARTERS, US. ARMY GARRISON VICENZA
UNIT 31041, BOX XX
APO AE 09630

IMEU-VIC-XXX Date
MEMORANDUM FOR USAG VICENZA, DOL. SSA. ATTN: TURN IN SECTION

Unit 31401. Box 14, APO AE 09630,
SUBJECT Tum-in of Information Techmology (IT) Equipment
L. This memorandum is to centify that the CPU listed below with the serial number does not
contain classified, sensitive, or information protected under the Privacy Act.

Brand Name Serial Number
XXXXXXX XXXXX

2. The hard drive of the above listed CPU/Laptop was cleaned IAW AR 25-2. paragraph 4-18.
removed and destroyed.

3. The equipment described by this document meets the disposition requirements in accordance
withﬂ:eDoDMmdedﬁmofUnclndﬁedemHaﬁDﬁves“dﬂedlm
2001.

4. Point of contact is the undersigned at 634-6157.

IMO/IAO Signature Block

Enclosure 2

J-l1c



ANNEX J

DEPARTMENT OF THE ARMY
HEADQUARTERS. US. ARMY GARRISON VICENZA
DIRECTORATE OF LOGISTICS
SUPPLY & SERVICES DIVISION
ATomaxos

UNIT 31401, BOX 14
APQ AE 09630

IMEU-VIC-L.GS Date

MEMORANDUM FOR (ORGANIZATION EQUIPMENT OWNER)

SUBJECT: Disposition Instructions on Fxcess Informarion Techmology (IT) Equipment.

1. Reference: SCIA Newsletter dated March 2006, Issue 1, subject: SCIA Closure.

2. Thismmmdamisywm&nﬁzuionmdiwdxﬁmﬂﬁqum. A copy
of this memorandum is to be presented to the tum-in activity at time of turn-in.

3. If you require further information, please contact the POC beiow at 634-XXXX.

T™O Signature Biock

Enciosure 3

J-1d



ANNEX K

RECEIPT FOR OFFICIAL FUEL COUPONS

{AE Reg 710-2)
Driver's name Grade Date
Organization Destination
Type vehicle Miles raveled
USA number License nu mbe.r
ROTE YO THE ammsﬁmumm Coupons received
e e LN X Auh DL IRCHNSC S sy s oo (e il | Typefimmoffassue Serial numbers
MTTEL NG FOR T an TARESTE LN o
Bt prhon Sis e Megw dor echistesen Sercingofrsheine fin Linm) on, e’ cerschreion e
g ¢ T magtich. m dem ' die Venemmimy doe to
Sutmoheinn,
Quantity ssusd -} Atendant's signature :
Total quantity Driver's signalure
Coupens tumned in
Typelunit of issue Serial numbers
io
o
o
Total quantity Total guantity Driver's signature’
AE FORM 710-2A, FEE 03
ISSUE TURN-IN TOTAL FUEL
KILOMETERS KILOMETERS JKILOM. USED USED




