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U.S. Army Garrison Vicenza Property Control Branch 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, I, TV, VII and VIII supplies and equipment
from the USAG Vicenza 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 11, IIL, 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

The 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 634-3939, Civilian 39-0444-71-
3939. Hours of operation are Monday through Friday, 0800-1700.

5. RESPONSIBILITES

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 will consist of equipment the Army has deemed
sensitive and requires a quarterly 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 inventories as



require. The PBO must be made 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.

¢. USAG Vicenza Property Book Officer The PBO is responsible for providing the
following:

(1) Advise the Commander USAG Vicenza, Director of Logistics (DOL) 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 USAG 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. 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)



(¢) 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 [PBO
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. If the inventory is still not
returned by the 5th day of the following month in which it was due the HRH’s supervisor will be
called. If the inventory is not returned by the 15" of the following month all transactions and
support from the IPBO and POL will terminate until the inventory or hand receipt update is
properly completed and turned-in. If the original suspense cannot be met contact, the IPBO and
other arrangements can be made.

(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.

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 or request 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) IAW 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

3510
4110

4140

6240
7105
7110

TIZ5

7195

7210

7220

7230

7290

7310

7320

7350

7820

Nomenclature
Laundry & Dry Cleaning Equipment
Refrigeration Equip.

Fans Air Circulators &
Blowing Equipment

Electric Lamps
Household Furniture
Office Furniture

Cabinets, Lockers
Bins & Shelving

Misc. Furniture &
Fixtures

Household
Furnishings

Floor Coverings

Draperies, Awnings &
Shades

Misc. Household
Furnishing Appliances

Food Cooking,

Baking and Serving

Equipment

Kitchen Equipment & Appliances

Tableware

Games, Toys & Wheeled Goods
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7910 Floor Polishers and Vacuum Cleaners
¢. 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 [AW 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 [PBO.

(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.

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.
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(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.

(¢) 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.

(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.

12



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 Aquiline 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 Acquiline (see below) through the IPBO for approval and
document number.

(b) Acquiline is a direct web site channel between the initiator
/creator of a PR&C and Contracting Office in the Procurement Desktop Defense -
PD2 (primary software program) for acquisition of non-standard items. Web site
address: https://prweb.489csb.army.mil/acquiline/home W912PF.html.
The registration procedures employed by other software applications. Upon submission of the
registration , the System Administration verifies and authenticates the form; when acknowledged
as authorized caller, the registrant is then provided with an ID and password to access Acquiline.

NOTE: Before computers, monitors, notebooks, and fax machines can be ordered a
TECHNICAL VALIDALITION thru 509® must be submitted by the unit/section 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.

13



(¢) Quantity — Indicate unit of issue

(d) Authority/Justification —Required for all requests.

(3) If the 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 USAG Vicenza Director Resource
Management (DRM), Manpower 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.

(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.

14



(12) For all DOL account holders, all requests must be routed through DOL Budget Office
for certification for funding. Requests received buy the IPBO that are not certified will be routed
through DOL 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). For automated equipment i.e. monitors, printers and
CPU’s, the policy found in Annex J must be accomplished before turn-in to the SSA.

(2) The ADP equipment must be taken to DOL, for DOL 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 DOL 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 attached package Annex J-1b).

(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).

(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
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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) For NSN items the IPBO will request disposition instructions from 200" TDB in
Germany. 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.

i. 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
for the vehicle operator’s completion. A completed AE 710-2a form must be turned in to the
Fuel Point or the IPBO USAG 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) Ifthe AE form 710-2a is not completed and returned to Fuel Point or 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,
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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 at the POL point to the HRH or
their designated representative. When coupons are issued to a HRH or their designated
representative on DA Form 1687 they will be laterally transferred to the HRH’s hand receipt and
are 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.

(¢) Individuals that are on the DA Form 1687 must go to the fuel point and receive the G
coupons required for their mission. At that time the supply technician at the fuel point or IPBO
supply technician 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 (See policy letter dtd Oct 2009 -
Annex L). If the fuel coupons cannot be accounted for with the gas station receipt or on the AE
Form 710-2R 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:
(a) Number of Viacards/Telepass modules required.
(b) List the fund cite and or APC code of the organization making the request. Once

submitted, it will take approximately six weeks to process the request through the company that
provides the Viacards and Telepass modules.
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(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 USAG Vicenza 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.

(¢) 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. Should an account be
canceled the hand receipt holder concerned will turn-in to the IPBO the cards that were canceled.
If a requirement for Viacards and Telepasses still exists, hand receipt holders will submit a new
request.

(5) It is 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
holder concerned will contact the IPBO immediately to seek assistance with the initiation of a
memorandum explaining the circumstances requiring cancellation.

(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
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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.

(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 hand carried by PBO personnel
to the Commercial Accounts Branch, Detachment B., 208" Finance Battalion for payment.
Commercial Accounts branch personnel will process the bills and the using units/activities will
be charged accordingly.
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(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 2010
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 2010, (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) W6E7XX

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
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ANNEX B

NOTICE OF DELEGATION OF AUTHORITY - RECEIPT FOR SUPPLIES DATE
For use of this form, see DA PAM 710-2-1. The praoponent agency is DCS, G-4. Calender Date
AUTHORIZED REPRESENTATIVE(S)
ORGANIZATION RECEMING SUPPLIES TLOCATION
Enter name of Unit Activity | Your Location, i.c. Caserma Ederle, Vicenza Italy
LAST NAME-FIRST NAME-MIDDLE INITIL coablivisial SIGNATURE AND INTTIALS
REQ | REC
Name of Person HRH designates YES | YES |Complete signature
Name of Person HRH designates | NO | YES |Complete signature
—-NOT USED--~--

AUTHORIZATION BY RESPONSIBLE SUPPLY OFFICER OR ACCOUNTABLE OFFICER
THE UNDERSIGNED HEREBY DELEGATES TO ’: WITHDRAWS FROM THE PERSON(E) LISTED ABOVE,

THE AUTHORITY TO: R equest and receive class 2,34, and 7 supplies and equipment as indicated by the above authority

IREMARKS
Property Book Office - USAG Vicenza

| ASSUME FULL RESPONSIBILITY
UNIT IDENTIFICATION CODE DODAAC/ACCOUNT NUMBER
W6E7 WEK9G24
LAST NAME-FIRST NAME-MIDDLE INITIAL GRADE  [TELEPHONE IRATION DATE  |SIGNATURE
NUMBER
[Name of Hand Receipt Holder XXX 63x-x300K One year Complete Signature of Hand Receipt Holder

DA FORM 1687, MAY 2009 PREVIOUS EDITIONS ARE OBSOLETE APD PE v1.00ES

Figure 2-14. Sample of a completed DA Form 1687

(10) Unit identification code Enter the assigned unit identification
code.

‘| ASSUME FULL RESPONSIBILITY Section

DODAAC/Account Number

(11) Enter the unit DODAAC and any localty assigned account num-

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 receiving supplies Enter the name of the unit
end, if prepared by a hand or subhand receipt holder to 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 instaliation on which the unit is
located.

AUTHORIZED REPRESENTATIVE(S) Section

(4) Last name - first name - middle intial Enter the name of author-
ized representative. When more than four persons are to be delegated
and a follow on card Is deemed necessary, enter the statement *Con-
tinuation to DA Form 1687 dated” in the remarks block of the follow on
card. . '
{5) Enter “not used” on next available iine when all lines are not
used.

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

(7) Signature and intials Enter the signature and initials of author-
ized representatives.

AUTHORIZATION BY RESPONSIBLE

OFFICER OR ACCOUNTABLE OFFICER Section

(8) Enter an “X in this box to show that the authorized representa-
tive is delegated to requestireceipt for supplies. Specify the classes of
supplies for which the represertatives may sign.

(3) Remarks Enter the SSA or other activity to which the form is
being sent. See paragraph 2-32 when used for adding or deleting

persons.

ber.

(12) Last name - first name - middle intial Enter the name of the
responsitie 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) Enter the expiration date of the card. This
date is determined by the person mzking the delegation. Do not set a
date later than the date the delegating authority expects to remain in
the job. '
(16) Signature Enter the signature of the responsible person.
Note. All entries, except the signature and initials will be either printed in
ink or typewritten. The signatures and initizls will be entered in ink.

26 DA PAM 710-2—-1 - 31 December 1887
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ANNEX C

INSTALLATION PROPERTY BOOK OFFICE
U.S. ARMY GARRISON, VICENZA
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. Quarterly CCI as identified in DA PAM 710-2-1 para 9-9.

4. Semi-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
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ANNEX D

DEPARTMENT OF THE ARMY
UNITED STATES ARMY GARRISON, VICENZA
DIRECTORATE OF LOGISTICS
UNIT 31401, BOX 14
APO AE 09630

S: Suspense Date

IMEU-VIC-LGS Date

MEMORANDUM FOR PHRH’s Name H/R W6E7xx

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 2010

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



ANNEX E

DEPARTMENT OF THE ARMY
UNITED STATES ARMY GARRISON, VICENZA
DIRECTORATE OF LOGISTICS
UNIT 31401, BOX 14
APO AE 08630

S: Suspense Date

IMEU-VIC-LGS Date

MEMORANDUM FOR PHRH’s Name H/R W6ET7xx

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 USAG 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 2010

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
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ANNEX E

DEPARTMENT OF THE ARMY
UNITED STATES ARMY GARRISON, VICENZA

DIRECTORATE OF LOGISTICS
UNIT 31401, BOX 14
APO AE 09630
S: Suspense Date
IMEU-VIC-LGS Date
MEMORANDUM FOR PHRH’s Name H/R W6E7xx

SUBJECT: Semi-Annual Hand Receipt Review

1. Reference: DA Pam 710-2-1, para 5-3 (2).

2. A hand receipt update/review is required semi-annually, with the results maintained at
the Installation Property Book Office. The IPBO requires this review even if no supply
transactions have occurred.

3. During the month listed below you are required to 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 2010.

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

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

PBO Signature Block
Property Book Officer



ANNEX F

FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS

the loss, darrage, o destucton of DoD- p—
purpose of soliciting the SEN s for poswam idenofication.

desroyes Ry be corsitderes with other factors in determining
on Endcuel wi Se hele financialky lable

PRIVACY ACT STATEMENT
AUTHOMITY: 0 USC 2775; DoD Directive 7200.71: EQ 5387 | BOUTENE USE{S): Mone.
PRINCIPAL PURPOSELST: TaMwﬂuMﬂ || DISCLDBURE: Vounmary: howsver, recusai 10 explain the
The =hames fo! | cicumstences under which the property wat lost. demages, o
|

1. DATE ITIATED 7y v ooy T INOUIRVANVES TIGATION NUMBER 3. DATE LOSS DISCOVIRED

i 20020621 02-573-04 (Y'Y VAREOTY 20020618

4. NATIOWAL STOCK NO. | 6. [TEM DESCRIPTION 6. QUANTITY |7.UMITCOST |&. TOTAL COST
2920-D0-27A-0087 2 268.57 §37.14
(G240 RICC 2

8. CIRCUMSTANCES UNDER WHICH PROPERTY WAS X avei v |LosT ]mmm[ | DESTROYED
tAttach addivone! pages as necessury)

On 12 through 15 June 2002, a joint irventory of the umit motor pool was conducted by SSG Gary M. Slat, the ostgoing motor
sergeent, and S5G Bryen D. hicKce, the incoming motor strgont. The property identified in blocks 4 through § sbove, and on

contimeation sheet could not be found. Coatintied on costinuation sheet
0. TAKEN CIRCUMBTANCES 4 BLOCK 8 AND PREVENT FUTURE TATTRCH BachETns
nages as necessary!

Commander placed command emphesis o keeping hirs informed when property 35 loaned t0 another placoon or secthon withaa the
unit and on the prepuration of sub-hand recsipis when property is loaned to other piatoons and sections within the wnit.

11, INDIVIDUAL COMPLETING BLOCKS 1 THROUGH 10

5. DRGANIZATIONAL ADDRESS (Lt Dosgretion, | b, TYPED NAME (Last, Fiat, Middie it Tc. DBN NUMBER
Dtfice Symbol. Sasr, StarsiCountry, Zp Codel | Groft, Austin E., 1L T, Oal, X0 i 3218888
573d Sugply and Seevice Company 3. SIGNATURE Te. DATE SIGNED
Fort Male High, HI 123456789 ﬂmﬁ gnft anmneat
12.Xome! | ¥ | RESPONSIBLE OFFICER (PROFERTY RECOAD MTEMSI | | REVIEWING AUTHORITY (SUPPLY SYSTEM STOCES!
% NEGUGENCE 0A b, COMBMENTS/RECOMMENDA TIONS

SSG Slant alleges missimg peoperty was loaned In the Lmmdry and Bath {1.2B) Platoon. However, when
Mumubﬂmm&mdmwwuBMbmmn

Continued on conticustion sheet L S
.. AL . TYPED RAME fLaw, Pist, Micale nitial) ic TSN NUMBER
WSMMW.Z&M Anpstrong. Joseph E. CPT, Inf, Commending | 3216666
S?Sdsw;ﬂxuﬂSw:iowr 1. SIGNATURE e DATE SIGNED
T
13, APPOINTING AUTHORITY
». RECOMMENDATION | ©. COMMENTS/RATIONALE c. FENANCIAL LIABRLITY
X poei OFRIC /Ua
[ | arpROVE IX oned
[ orsarmmove — Zlvs [ Iso
d. ORGANIZATIONAL ADDRESS (Uit Desipnation. | w. TYPED NAME fLust, Forsl. Mliddie initiel) 1. DSN NUMBER
Dffice Symbol, Bese, State/Country, Zip Codel !
o SIORATURE h. DATE SIGNED

|

| |

[ o. RECOMMENDATION |u COMMENTS/AATIONALE ]c LEGAL REVIEW
A ol

COMPLETED IF
1 apeanve HEQUIRED X voey

T dves[ Ino[ s
| 1. DEN NUMSER

g

4. ommmsﬂmm || TYPED RAME fLaar, Firat, Viddle ibinh
Grhoe Spmool, Bass, Stetelovniry, 2 Codel

1
:i— o SIGRATURE T [n CATE SIGNED
i i
bD 200. OCT 1998 PREVIDUS EGITION 15 ORSOLETE.

Figure 13-4. Completion instructions (by item or column) for DD Form 200, Financial Liability investigation of Property

AR 735-5 + 28 February 2005
-1
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ANNEX F

| 16. FINANCIAL LIABIITY OFRCER b TR
& FINDINGS AND RECOMMENDATIONS (Amach sdditmnn pager 29 macemmey!

| have ined all the avariabl 4 shown in hiock 9. and exhibits “A" through T~ 25 vudeated below. | have pemonally
investipates the ssme ond it i ny beliel that the srticles Ivted herson and on continustine sheet, wore Jost 38 & reads of dimple
aegligence on the part of S5C Gary M. Sn

850 Stan, a5 the sub-hond receipr Bolder for propesty i the motor pool 2né 5 the motor sergeant, had supervisory mod porsesta
respunybility for tias musing tens. A peview of the hand rocerpt files 1 the metor pool revenled the hand reorips records
mainiamed by S84 Shet were i 2 state of disarry. There were other isems for which SSG Siaie was the hand recsipt bolder,
which could pet be found m the eaotur pool ame. These ems were foand m other areas withia the unit, Discussion with other
nonsoasissoned officers withm the nait, oxhibits "D" and "E” revealed that SE0 Shitt let Inchvidusls take equipmeant from the
moiex poot without fisst obiiming 2 signemore an 2 band reocipe for the iteme horrowed.

S50 Slat was cegligent «n that be failed 0 property b=ndt roceipt mmnmm:fwmmmﬂVm
borrowed from the motor pool. ﬂ*lﬁ&.wl!ﬂdﬂuhmmﬂh licd using p

hand receipts ‘umdmhwmwwsww“wdmmmumm
AR 7355, paragraph B-2b,

isased o SSG Star's filgre 10 vse hand roveints when property belonging o the motor pool was ient to other plaloons'personne: in
the nnit, recommend SSG Gary M. Slam be held Sinamcially tiuble for the amourd conained in biock 13d

b, DOLLAR AWIGUNT OF LD8S = NONTHLY BASIC PAY i TABLITY
52460.50 S2EI0 S2,033.70
2. ORGANIZATIONAL ADGHESS Find Ducgoation, | 1. TYPED MAIE [Last, Fuct, Mindbe keviadl o ———1
Otfioe Symnbel, B, SrcaCramery, S Codel m«ymu..uqum DSN 123-4321
373d Supply srxi Service Company Ta. DATE REPORT 70 APROITING I DATE APFUBHTED
Fort Mile High, HI 12345-8789 AUTHORITY (rvraned) e 20020706
| SIGMATURE L OATE SORED

Richard M. McGarvey i
8. MORIDUAL CHARGED

wmwmmmwmm‘ummmmmmw

Mm\nmmwmmmml.m MY SENATURE IS NOT AX ADMISSION OF UABILTY.

mw Hpze, SrecCountey, Jp Cotlel M NUMBER
Por i gt U1 12345675 ST o
Y r. GATE SIGNED
o O Gary M. Slatt
1735678 0020818

7. ACCOUNTABLE OFRCER ==
‘2. DOCUMENT NUMBEAI) USED 10 AUJUST PROPERTY RECORD
WSeGEW 2174-7008

. ORGANIZATIONAL ADGRESS fnit Desgmation, | <. TYPED MAME fLasr, Firat, Misle izl 4 DEN NUMBER

Difice Symial, Gaew, StaneTocnsry. 20 Codel | Mosely, Purichs A, CPT. OM, PBO 123 6789
67tk Mamienence Bamation o SENATURE 1. DATE SIGNED
For Mile High, HI 12345-6739 mﬁ. s‘(o‘w{y 2n0R0ETs
"DD FORM 200 (BACK), OCT 1960

Figure 13-8. Sampie completed DD Form 200, Financial lﬂl&yhmﬁgﬁmdﬁmﬂy&o&amﬁﬂ.h‘uﬁﬁhmuﬂl
17f completed

AR 735-5 « 28 February 2005
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ANNEX F

CHECKLIST AND TRACKING DOCUMENT FOR FINANCIAL LIABRITY
INVESTIGATIONS OF PROPERTY LOSS
Foruse of this form, see AR T35-5, The proponent agancy is DCS, G-4.

To Atcountaois Ofoer
1. Glean A. Hoffmag, CPYT

To Approwag Authorsty
2. Richard E. Whidey, L.TC, Commander I
To: Financial Liakiity Offces [
3. Tobi A. Felder, 217, 15t Platoon Leader |
T Approwing Authorily o
4 Richard E. Whitley, LTT, Commander |
To Staff Sudge Adwocals i |
&. Donna M. Dirk, CPT )
Ta. Approveg Authondy ,
1

8. Richard E. Whitley, LTC, Communder

{A} Complaety When a Loss is Discovered

Do loss was distowares 20030306 Originatng Unit  4¢36th Infamiry Battalion
Prabminary seaich for Somm bagan 20030224 Prolminary s for hem angor 20050000

Daie DEAGNGS OCUMANT ramTiher W—_—_mew 20030208

{8) initlator Biacks 1 s 3 Bvough 11 am aompistad by e ingiidos! ndisling e mdmufmm:«nhml
recmip! holder or the accountabie offcer. When Se hand receipt haider or bie officer is not hwmmhmmu
hﬁ#ﬁmhbﬂﬂhﬁbhlﬂdﬂ“hﬂdﬂmw

Block 1 muuumdmymmm e Yos x No
Block 3. Has the dals the loss was been enternd? Yes X %o
Block 4 Has the comect stock number(s) been enfered? if more than one, use & continustion sheat per | Yes X | No 1
figuse 135, Foritems with 3 ine item numbaer (LIN), enter $a LN and for those bems wih 5 | |
repestabla inm contrsl ende (RICC) of, 2 A, B, © or Z, ander the RICC. | ]
Biock 5 Has the comrect nomenclaiure(s) bean endosed, i include sarie! numbers I Rems Rve sefial Yos X TM !
rumbers? For damaged property, enter e Cost OF fepair of the esSmated cost of repair if
ectual cost & not avalable. Use continuation shee! when the loss to be vestigated involves
mom than one dem.
Biock 8. Hpt T quisiily of the Ren{s] iost, domaged o destroyed Deen entered? Lise contimuation Ys X Mo
shae! whan necessary.
Block T Has the unit cost of the demis) iost. demagod or destroyed beon enfered? Use condinuation Yes X Mo
shest when necessary.
Block§ | Hos e ot cost of S8 aends] lost. damaned or doctieyes been entered? Uss D ™
shest when necessary.
Block § Has an 2 conGis: of lscts ,nmmmm Yos X h.
shouid idenlify o5 much s posssile what happesad, how It happ whors it i wha
was when and My e of regl wiltul mi duct, or
zed use or o of the px ¥
Sioox 10, | Hes a recommendation besn entarad by e inkialor? Recommendaions may bs entered by | You X |w
the offiger, and when ialn by the fingncial lebdity nvestgating
officet |
B0 T g e indivtuat wivo complotod biogks 1 and 3 through 10, comploted blocks 173 Ys X |
Srough 1187 |
E&Tz +as the msponsbie ofonr o thr aoviesing Bufharky compietnd bincks 12 frmh 427 Yeu A |MNe
mummmﬁmuunmum&mﬂwummmwm
g the docurnant register %or sesky ofs T,
Mkcmmmniwqumﬂﬁum arisining o exp o e
FOESH pOr 10 :J as approprate |
mm?ﬂi,msm ooy

Page 1614

Figure 13-3. Sample Checklist and Tracking Document for Financial Liability investigations of Property Loss Page

AR 735-5 = 28 February 2005
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ANNEX F

Biocik 17 | Has the accountabis officer compleled biccss 17a theough 171 showing the Yoo X |we NA

propaty, 2 document number is not sesigred.

(D} Appointing Authority wMMummm 132 and 130 Mraugh 131 diank af tis me.
Thesw biocks are Compleled fter the vestigalion is campleted lo show wiwior the o of the Embiity offics:'s
Sngings and Recommensations. When an appointing Munmmmmnh loft blaric )

Black 132 | Has e iy s e tnn g mobonty 23 the sopvopriote complated Blast 432 Yes L na

app U s a8 descrd ‘hht.‘n—iz whet an AR 15-8 financial Gabiliy
officer is d use, an with AR 15-5, paragnanh

g e i jon (o the

{E} Financial Liability Officer {Block 15 is compistad by t fingncial kakily oificsr prior fo el
as -

Block 155 | The Snancal Babilty clficer's fndings and arm e harn, in consucting the Frmncial sty b of
DropErty less oS the Snancial kahillry oG —

o Sorulinged a1 svailabie evidence. Yo X
ol and sacured Srom i L Yes X
00 The cSuse of the 1ogs or demags. |
o0 The responsibiity for the ioss or damage. !
o Compied avid g o refuling any steterent In blagk 8, DO Fomm 200 Yw A

o Physically examined the damaged properly, when availabie, and relcesed B | Yes R NA X
for ropale of wiaposal. This should b done on the firet day of the fnancial Sabity

LS

F

o Consuied with e appcintigiaperoving aithordy 22 spproprivh o gadtnan, | Yoo X %o ™
whan noeded.

o Dowsmined the nmoont of demags, @ operty won damaged. Thwakm oy | Yes S Mo | s,
bb e actusl oot of repdins o an estimated cost of the repairs obtaired from | |
\echnical manuals or ooy reliable sources. Detarmine the vaive of the property i
mmediately bafore if was duraged f the property ;5 ~ol sconomisly repiabie. |
The socountable officer nesy be ssied to assist T he o she has not been dieclly
Invalved

o Has action been taken 10 exticiss control over the properly mcovend during | Yes X | NA
the investigation?

o Has the total ioss 1o the 3 - cily” You X Nz WA

o Has the frarcial ety offcer conrdinatad i Invastization wih ha ciams. | Ves Ne wA X
mﬁmnhﬂmhmwwm
of Governmire property that is being, has beer, o shall be ivestigaled because

of ghtencani events by a ciaims Tnancial lebdity officer. This includes cases
whare military personnet or civilian ermpioyees, whilz drving a privately owned
vehicie, damage G propedy and Apve & o pay for part of the t
loss.

o E that individuais being fora charge of feancisl | Yes X an N
Iobity ore sware of Do SQS.

o Request indivinslls) o o et ofterrghtaty Yes X |Mo s
campieting block 18, DD Fom 200 |

DA FORM 7531, AUG 200¢ Page2afd
AMDVI G

Figure 13-3. Sample Checklist and Tracking Document for Financial Liability Investigations of Property Loss Page {continued)
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| © Ifeppeop that individus! dfracame Yes | Na [ n
dwmmwumsu DD Farm 200, 2%er being gwen bie | !

| coportunity.
| o6 Afull expionation of the person's rights shall be inciutied and a repiy shal |
1!.“

oo I e regly & not recsived within 30 days afler the date of maling, the
fnancial iabiity officer shal! mcomd this fact and tale sction o complete tha DO
Form 200. This record of inct shall be includext in, o appended o, tha DO Form 1
! 200, | |
80 Aty raply MCHived AR e dxpiraon of 30 daye shal be fonwarmed | |
thedugh the same channsls as the DD Form 200, form attachmen! &o the crigisal
DO Form 200,

© Vias conpOaralion given I any New avidence tecewer after 3
mecommendation was made? i the Eability tenEns
unchanged, the fnancial Sabilty officer shall note that the adoed evidence was
considared and peovide e for not ging the dexision. The natmlion
shafl be on ofl copies of the report cenediataly following the anigingl
mlh“”ﬁmlcwhhuﬁw

of the nis h moﬁ'lﬂ
receed guch change as “Amended Ra " These
shoasid e recorded snmadiaiety afler the odgingl racommendatons.
Block 150. | Has the dolar amount of he joss been sniamd by The financial kablry officer? Yes A No WA
Bk 150 | Whan & Svme of fnanclal lanEy @ Being meammasssd, nat e manmly Basis | Yes S Mo A
pay of the respondent bean enteres?
Biock 154. | When a chasge of financia! Eabiilly 's beng recommended, nas the mcommended | Yes _5( No NA
anount of financial labfity been entems?
1515 |
On complation of the & 0, the fin hwudhuhmntnnmu-unnsumzmnm--nbuww:;;;;;unuu i
When the appr by has dasignated an app -] the i d fmbility officer forsrarss the completed investigation to the
MM
(F) Appointing Authority Biack 13 is compleled by Ye apgointing authorly when ona ims been di 1 by the approwng suthanh
mmmmmummmmwnmumfndmm
Block 132, | On of the mrprting meriy's v of the Sasnsil Eabily ves X Mo NA
im ghon of ioss. & d is e 10 either Boprove of
mum“mmum
Block 13b. | The appoi shonty's for the = hed in biock 1328 Yes X No BA =
Mnhhﬂ‘l‘.
Block 13c. | This biock was provisusly completed, as indicaled in (D) sbove. v X Mo Tha
: : : =
Blods | |
e ves X e NiA
On compiation of biock 13, the & ipl kalrlity jon of 7 loss i e -
omuhmﬂyﬁhwmwwummmu
o F 1 4n the g
(G) Approving Authority [This setof biotis == comp by e 2 show the approving y's prelminary decisi
*hmmwwuuwwmmmm
A FORM TSS9, AUG 2004 Page 2014
et
Figure 13-3. Sampie Checklist and Tracking D t for Fi ial Liability I igati of Property Loss Page (continued)
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ANNEX F

Block 142 mm«mmmmmumww Yes X, [He NA
officer’s findings and has e indicaled his
o har sl o daanmoval of the Snancal fabit: foars fadings and | :
recommendationas? |

o I the financial liabiity officer has recommended that Bif persons be relieved of I
mesponaiility and accountabifity for the loss and the approving sathodly sgrees
with the financie! liability officer, the approving authorily may approve the financial
mmdmmwmuhmwmm&

paragraph 3-395(35
o I the financial Gabifity officer has recommanded st persoa(s} be charged with |
financial Bab3ly for the loss, and the approving authorly agrees with the firancial |
ivestigation of property ioss 1o the supporting Office of the Staff Judge Acvocate |
um“wum-umwmmmmm |
u\ﬂhﬁtﬂ. -] ar Yy 10 the

s ot the imvesligal mum1ul-muuﬂunm
mnﬁﬂmmwﬂu“wm
agmnst & now individual, this dacision is entered in block 14a{1) with approprsse
cormenants in block 14b, per AR T35-5, paragrach 13-80¢(Z).

Block 14k, { Has the approving authority entesed his or her rationaila for the initia! decision Yes X Mo
shown in biock 1427 When 8 decision 10 charpe an individuai(s) with finsnclal
Fahifty, conmments shouit bo entered staling who the respordent is and the
smount of Hsbity to be i

£|

i
|
1
|
i *“Wmmm-mm-_w_ a? A v\f_u_i I %
logal review is oquired when —
© Achame of abiky s
© The recemmendations appasr o be inconsistant wilk the findings.

(SRR o p—— ves X N ™
1ed14n

Ca completion of block 14, when the approving suthary decides to aporove 2 charge of Sinancial Rabiity, he or she must forward the Bnancisl kabfly
imvestigation of propenty loas 1o the supporting Offce of the Staft Judge Advacale for legal review onor o making the fina: decision ¥ assess financal
fabiity

{H) Staff Judge Advocste

Vihea Financia! labdty s appear to be inconsistent wilh the Nnencial ksbiRy officer's findags, & ludge
kuhumﬁmdhmquﬂluwinﬁﬁqﬁwinwnmﬂﬂhnldnuuhmul-nmlllhﬂlwﬂ.’ﬂ‘uﬂlﬂh
relationship fo the fndings and recomeneadations. mm“ﬂumuummmumuum
exhibil. On compiition of the ingal review, the finansial Eabilty investigation of prporty iocss wit oe 0 the pp

{1} Approving Authority On monipt of the finencisl liabiity imestigtion of property (0ss comtaining @ gl review from Bl Judge Advocate,
ntqwmﬁn-n-wulunhnahunﬂ-dn-ﬁ-dlhﬂndn-ﬁﬁqu'-ﬂmwmmntl-wumruha-&‘iqp

Advocain's wga! review and make @ fnal decision g the charps of & Sabily.

@ When a decision is reached 10 tharge an individual wilh financial liabilty, the approwing authonty nolifide the ESHCASENT By MAMMANUM Dot
AR 7355, parsgraph 13428, See AR 7355, paragraph 13-£3 addressing actions required when 3 dant submils a request for
roconskieraticn.

o YWhenad is 0 refieve e d of Bity and fiviity for the ioss, ivestigstion will be closed out per AR T35-5,
pamgraph 13402

D FORM 53T, AUG 2004 Page 4 of4

PO

Figure 13-3, Sample Checklist and Tracking Document for Financial Liability Investigations of Property Loss Page (continued)

13-10. Preparation requirements for DD Form 200

a. Except as stated in b beiow, the initiator prepares block ! and blocks 3 through |1 of DD Form 200 per figure
13-4

AR 735-5 » 28 February 2005
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ANNEX F

STATEMENT OF CHARGES/CASH COLLECTION VOUCHER

1. DATE
£ Jamuary 2003
2. DOCUMENT/VOUCHER NUMBER
WESCHN 3008-1021

3. ORGANZATION

A Troep, 4tk Cavalry Rogiment, UIC: WAZHAA,

5. DISBURSING OFFICE COLLECTION
VOUCHER NUM3ER

©. DISBURSING STATION SYMBOL NUMBSER

4, STATION
ll’anl-llel-iﬂ:.n 12345-1234
7. ACCOUNTING CLASSIFICATION

STOCK NUMBER
2.

I‘fﬂlw

UNIT FRICE TOTAL COST
& ..

8465-01-115-0026

Cameen | Quant
Cos538

($3.25)

292 9

Cover Canteen Cold Wather
F29980

$3.25)

.9 ,m

Gloves Barb Wire Handlers

B415-00-625-1674 ($14.10)

-4

2.6 2538

STES e TN BB

10435

8. TYPE OR ACTION [Select one!

3. PAYROLL DEDUCTION

b. CASH COLLECTION

c. GRAND TOTAL

X

13547

e
. CERTIFICATION OF RESPONSIBLE INDIVIDUAL

! cortify that my sgnature histon constnuTes
8. An suthseiration to necover the amount of the

dwough payrsl o

is chevied, | am sernifting debt in cash.
b An sifimation that the articlss are POT row in my
. Anbgs supply officer

i parvrolt it gmsh

off arviclys lgter

i Bbing that the ULS. G

4. RAMKY |0 NAME ILAST, Fewt. Middle initin)
GRADE |Francis C. Osborne

B SIGNATURE l
Francis C. Osborne

13. DISBURSING OFFICER OR PAYROLL CERTIFYING ORRCER

k. AMOUNT
S135.47

vamaged property hse bees

Tha amount edtired In grand total has bosn (FAQ! smeck ®he sporopriste
TR below,

with Cument disctives and Tho churges hawva bosn
n with the of AR

. ;Muuw reoued of payroll, or DD Form 138
has been wd m‘h-—'—'

7355, Appondiz B,

b. Remittag thibugh cash collecvien,

3. DATE

9 Jan 03

5. SGNATURE BLOCKISIGNATURE
Join . 28
JOHEN C. ALT, CPT, CAY, Commanding

. DATE . SIGNATURE BLOCK/SIGNATURE

DD FORM 362, JUL 93

Pryvicus sdition may be used.

UEARPT V2 00

Figure 12-5. Sample of DD Form 362, Statement of Charges/Cash Coliection Voucher

AR 735-5 28 February 2005
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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, USAG 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

WoMeW LA mlnia WO

T‘" .__' a3 wx KY

it e T

T NTUFIE A B

masn 39

KIrLe M/éﬁ’f

boini s st fa

T uu--nnun:ﬁnnnunn-axgn-l:ulauvnnuqunnqa

2 5/ g

o -—{‘F!r ";;:'Ip—rﬂ—x—!—

AEQUEST FOR 1SSUF OR TURN IN (DA Pam 50,21,

Figure 2-1. Sample of 2 DA Form 2785-1 as a request for issue

Legend for Figure 2-1;

Compietion instructions by block number or leiter for DA Form 27651
(A} Enter the name and address of the SSA.
(B) Enler the name and add of the reg:
{4-6) Enter the NSN of the lem requested.

{7} Enter the unit of issue

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

(8-10) Enter the unit DOD Activity Address Code (DODAAC). For
classified COMSEC materiel. use the COMSEC account number.

{11) Enter the Julian date.

{12) Enier the document serial number.

(13) Enter demand code. Use "R" for recuming or "N" for nonrecur-
ring.

(183) Enter the proper End ltem Code in block 18 or cc54-58. EIC's
are listad in the AMDF for most magor end item NSNS but not for repair
part NSNs Use the EIC that identifies the major end item for which
the request applies. For example, it the part is being applied 1o a radio
which is instalied on a truck, use the EIC for the radio, not the truck. If

ting unit.

an EIC hes not been assigned o the end ilem, leave the EIC blank
{18b} I 2 major end item request, (as shown above) enter the Type
of Requirement Code (TRC) (app E). Enter the code in the 2d and 3d
positicns of dleck 18.

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

{20} Enier the priorly designator.

{21) Emter required delivery date or leave Diank. Enter "999" for
NMCS requests requiring expedited handiing originating overseas (or
in CONUS units deploying within 30 days). For all other NMCS/
ANMCSE requests, emter "N” for NMCS or "E” for ANMCS in the 1st
position of biock 21, Entries in the 2d and 3d pasition of block 21 may
indicate short required defivery date. When used, enter the number of
days within which the materiel is required.

{22) Enter the proper advice code (app B) lo give specific instruc-
tions o the source of supply. Utherwise, leave biank.

{L) Enter the cost detail account number when required.

{O) Enter one or two words that describe the itlem requested.
{P) Enter the type, number, dale, and page nrumber of the authoriz-
ing publicafion and other applicable data, ie. SLAC/MPL number.

DA PAM 710-2-1 = 31 December 1987
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ANNEX I

MATERIAL INSPECTION AND RECEIVING REPORT

Form Approved
OMB No. 0704-0248

The public reporting burden for this collaction of i ion is

gathering and maintaining the data needed, and com,
collection of information, including suggashons lc( m
{0704-D248), 1215 JeFerson Davis Highway, S

eting and reviewi
ucing the burden, to

1204, A.rhg?
subject to any penalty for failing lo cor:q:ly WIth a coilecllorl

apariment of Defense, Washi
on, VA 22202-4302. Raspunden:s shouid

d to average 30 minutes per response, including the time for reviewing instructions, searching existing data sources,
the collection of information. Send comments regarding this burden estimate or any other aspect of this
ton Headguarters Services, Directorate for Information Operations and Reports
aware that nmrrhslanulng any other provisien of law, no person shall be
nformation if it doss nal display a currently valid OMB control number.

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.

1. PROCUREMENT INSTRUMENT IDENTIFICATION ] ORDER NO. 6. INVOICE NOJDATE 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 l FOB: 12. PAYMENT WILL BE MADE BY CODE
13. SHIPPED 70 CCDE 14. MARKED FOR CODE
UNIT OR ACTIVITY ADDRESS WEETxxX
15. 16. STOCK/PART NO. i DESCRIPTION 17. QUANTITY 18. 19, 20.
Indicate tai f
ITEM NO. R SILphag oseey e 0 SHIPIREC'D* | UNIT UNIT PRICE AMOUNT
l. Item description. model, serial number(if any), brand name I.UUl_ | ea : 0

21. CONTRACT QUALITY ASSURANCE
a. ORIGIN
Jcoa | | AcCEPTANCE ofisted items

has been made by me or under my supervision and
they conform to contract, except as noled herein or
on supporting documents.

— DATE
TYPED NAME:
TITLE:

MAILING ADDRESS:

SIGNA UTH
GOVERNMENT REPRESENTATIVE

COMMERCIAL TELEPHONE
NUMBER:

b. DESTINATION
Jcaa [ ] AcCEPTANCE of listed items has

22, RECEIVER'S USE

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

been made by me or under my supervision and Date HRH Signature
they conform to contract, except as noted hersin o 'FaTEReECEVED NATURE OF AUTH 5
on supporting documents, GOVERNMENT REPRESENTATIVE
TYPED NAME:
TITLE:
DATE NA F "
GOVERNMENT REPRESENTATIVE | "AILING ADDRESS:
TYPED NAME:
TITLE:
COMMERCIAL TELEPHONE
MAILING ADDRESS: NUMBER:
* If quantity received by the Government is the same
as quantily shipped, indicate by (X) mark; if different,
COMMERCIAL TELEPHONE enter actual quantity received below quantity shipped
NUMBER: and encircle

23. CONTRACTOR USE ONLY

DD FORM 250, AUG 2000

PREVIOUS EDITION IS OBSOLETE.
I-1
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ANNEX J

DEPARTMENT OF THE ARMY
HEADQUARTERS, U.S. ARMY GARRISON VICENZA
UNIT 31401, BOX 41
APO AE 99630

13 DEC 2008

IMEU-VIC-ZA

MEMORANDUM FOR SEE DISTRIBUTION

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

1. References:

a. Deputy Secretary of Defiense memorandum, Subject: Destruction of DoD Hard Drives
Prior to Disposal, § Jan 01.

b. AR 25-2, infonmation 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 May 29, 2001.

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

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

&TheiMOwiﬂmﬁcmwmm-inmymW
demmaﬁhhdﬁvﬂo&eﬂhemoﬂoﬁh(mm,
Computer Support Team (CST):

(I)DAFmM?,MMeRM(h&HTm-hJ.

(2) DLIS Form I%?,MM&MWWLM(W for CPUs), see
enclosure 1.

(3} Tmmwummmzycpmmaim;m
enclosure 2.

b.CommSmTcm(CSﬂwiHmC«ﬁﬁwmdainDAszm.mdm
Disposition Memorandum, see enclosure 3.



ANNEX J

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

¢. IMO will make an appointment with the DOL, SSA Tum-in Section. Two days before the
tum-ir appointment date, take the Disposition Memorandum, and documentation listed in
m31(1-3)WMwhmG-MMmekm On
mayahmmmmmmm&mmmﬁuﬂa
to the SSA.

4 IMOawﬂlchec&wDOLCSmehmdnthmmwﬁx
possible redistribution to otiér organization within the USAG Vicenza.

C & MWMWWmMﬁmwﬁhw-ﬂ
follow same procedure listed in paragraph 3 above. Removal and destruction of ciassified hard
ﬁmmwyhmwmw&au.s.mw

6. Pohomeﬁrfhhpﬁcykhmmmw.m.

J=-la



ANNEX J

e

cortifies this haed deive: Choch f hare drovw or simlar dans srerage. cortifies s hass deive: Qﬂlhﬂ:-ﬂﬁ“
Afwosdelie, —AleodeNe
 Mohy g Mosfei | Migs sl Modal
hm-mmmﬁm Wat svaranitan/DegaussediDests " with Dol Mems
dated June 4, 2001, Dispasition of L BeD & Hard Drivas, duted June 4, :niu-mduu-hnwcw_-mu-m
O cdanm) On (datel
—_—— e ———————————
Scfiwars o Dagausser Lasg Softwedie or Dagauster Liseq
A, prodct veesion, datel : 0O, prococst versioe, datad —
on I P oR fo.3.. approved metel dostniction facity)
[ Mathed of Derrupeon [ bautgp ot Destrunten
| Grgentor Macrw LSonucaine Nagey
 Phone bio_ omowe _ -
Proted tevs il-rn-  Priong Napwe
| Sigoanue T L Sionanas
| com war, ocTa00n Qs o w7, OcT 3062
' -
certifies this hard deive: —— S GEE Ry
_n-.n_i
IMgie wnd Mol
Wias ietan e, diliesteoped in with Dol Mamo
duted Junw 4, 2001, Dispesition of Unclassified Dl Compiter Hard Drives,
On idate) b
—— e
Settware or Dogactser Unpd
Oy, procher vormm, dace) .
oR eg.. mporoved metsl destiachien Facdiy:
| Mgthee of Desmruc non
L Ssommier agne
[Prnsegdiome lT.uL_
L Signature — i Datn
s tomw 1987, 9o 2000

hard drwn or data
cartifies this haed dive: m_h:_""'

; I sy
Was “Tren/DegsurssdDe dsnce veth Dol Nams
Was rvwry Dy with CoT Meme hor
duted June 4, 2001, Mﬁwma«u—“h dated June 4, 2001, Dis of Unclasaifies Do) Computor Hasd Drives,
On idetel On idate
—_— ————————————
Sofvwars of Dogausser Ussd Sofrear: o Cogauster Used o)
Rftg, product vermon, duts/ Ay, oty warsinn, denei TR ——
or fe.g. amprovsd maral destouction faciity; - fe.g.. approved metal destruction fackity;
| Mothod of Destrecnion | Meghog o Coprorten
| Spisgiy Name | Gonecwier Namws
ES T Tomm ety lonone
| Pronted Same
| Signatire

J-1b



ANNEX J

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

. IMEU-VIC-XXX Date

MEMORANDUM FOR USAG VICENZA, DOL, SSA. ATTN: TURN IN SECTION
Unit 31401, Box 14, APO AE 09630.

SUBJECT TWEJMTM(H')EM
L. mmkmcuﬁfykﬂnmwwm&wmdtmnm

. Brand Name Serial Number
XXXXXXX XXXXX

2 mmmﬁ&mmmamwadmmwmnz.mms,
removed and destroyed.

3. 'mwmwummuwmmm
mummwamwmm*wim
2001.

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

IMO/IAO Signature Block



ANNEX J

DEPARTMENT OF THE ARMY
DIRECTORATE OF LOGISTICS
SUPPLY & SERVICES DIVISION
e o

UNIT 31401, BOX 14
APO AE 29630

IMEU-VIC-LGS Date
MEMORANDUM FOR (ORGANIZATION EQUIPMENT OWNER)

SUBJECT: Disposition Instructions on Excess Information Technology (IT) Equipment.
1. Reference: SCIA Newsletter dated March 2006, Issue 1, subject: SCIA Closure.

Z mwhmMthﬁmﬁw A copy
of this memorandum is to be presented to the turn-in activity at time of tum-in.

3. If you require further infonmation, picase contact the POC below at 634-XXXX.

IMO Signature Biock



ANNEX K

RECEIPT FOR OFFICIAL FUEL COUPDNS

{AE Reg 710-2)
Driver's name Grade Date
Orgznization Destination
Type vehicie Miles traveled
"USA number License number
HUTE TO THE CERMAM GAS STATION ATTENIANT Coupons received
e N T r o mrsm R fesofustson | Typsmunh of issue Serial numbers
BTV 1B FOR GIE RESIENUNG AN DEUTSCHIN TANSSTELLEN to
Birip oot St e Mamps S prishisgn Rasvipeseranaion fi= (B2t o s rierzchreier dosy
Emprbsesehet atigune furm manteh mi dor g il aly Bamer S el Voo 7 e {o
- 1o
Gurantity issped -| Attendant’s signature ©
Total quantity Driver's signature
Coupons tumed in
| Typelunit of issue Serial numbers
o
A0
fo
Total quantity Total yoantity Drivers signature
AE FORM 710-2A, FEB 03
ISSUE TURN-IN TOTAL FUEL
KILOMETERS KILOMETERS KILOM. USED USED




ANNEX L

DEPARTMENT OF THE ARMY
UNITED STATES ARMY GARRISON VICENZA
UNIT 31401, BOX 41
APQ AE 09630

IMEU-VIC-LGS | 29 0CT 2009

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: U.S. Army Garrison Vicenza Policy Memorandum 10-03 on Issue of Official Fuel
Coupons

1. References:
a. AR 710-2, Supply Policy Below Wholesale Level.
b. AER 710-2, Supply Policy Below Wholesale Level.
¢. USAG Vicenza Property Control Branch External SOP dated September 2009.

2. References above dictate strict accountability of official fuel coupons by supply activities,
Property Book Officers, vehicle operators, and all other personnel entrusted with this casily
abused and highly pilferage item. To ensure proper handling and accountability of official fuel
coupoas, the following policy for their issue and receipt is established.

3. Effectively immediately, Official Fuel Coupons will be issued by the garrisons Class III
Responsible Officer located at the Class IIT Fuel Issue Facility, Bldg 200, DSN: 634-6872.

4. To reduce the amount of fuel coupons issued to anyone unit at any given time, while ensuring
accountability is maintained at its highest level thereby reducing cost to the garrison, fuel
coupons will only be issued at the organizational level, and not to individual drivers. Only those
personnel designated by a commander of a unit or organization on a DA Form1687 will be
authorized to receive coupons for the use by that organization. Coupons will be issued to
representatives of the following organizations:

HSC USARAF

HHC 173 Infantry Bde
S4 1/503d Airbome
S4 2/503d Airborne
S4 14% TMC Bn



ANNEX L

IMEU-VIC-LGS
SUBJECT: U.S. Army Garrison Vicenza Policy Memorandum 10-03 on Issue of Official Fuel

Coupons

S4 509" Signal Bn
HHC, USAG Vicenza
PMO

Carabinieri Detachment

Other organizations not annotated above will coordinate directly with the Class III responsible
officer at 634—6872 for issue on a case-by-case basis.

5. Procedures:

a. Unit representatives must be designated by a commander or director on a DA Form1687,
Delegation of Authority, indicating authorization to sign for fuel coupons. No more than three
individuals may be so designated by each unit or organization, and no more then one individual
can have fuel coupons signed out at any one given time.

b. Units’ representatives will sign for the fuel coupons by serial number on DA Form 3161,
Request for Issue and Turn In. The number of coupons issued will be based upon historical
consumption of that unit, as well as any documented anticipated mission increase.

c. Each unit’s representative is responsible for the accountability of official fuel coupons
within their unit. In order to ensure accountability the following measures, at a minimum, will
be adhered to:

(1) Official fuel coupons will be signed out by serial number to individual vehicle
operators by the unit hand-receipt holder utilizing DA Form 3161.

(2) Fuel coupon managers/hand-receipt holder will ensure unused coupons are accepted
from returning operators along with the annotated AE Form 710 -2a, Receipt for Official Fuel
Coupons and a receipt from the fuel station for each purchase of fuel.

Note: This is a change to previous procedures which required only a stamp on the AE Form
710-2. All vehicle operators purchasing fuel with official fuel coupons MUST receive a
receipt from the vendor and include this in the documentation accounting for the consumption
of the fuel.,

(3) Maintain a running inventory of the fuel coupons on hand, by serial number
annotating those that are out on hand receipt and those which have been consumed.

L-la



ANNEX L
IMEU-VIC-LGS

EUBJBCT: U.S. Army Garrison Vicenza Policy Memorandum 10-03 on Issue of Official Fuel
oupons

(4) Investigate all unaccounted for fuel coupons. Time to time, an individual may neglect
to request a receipt and stamp. The circumstances of this must be outlined in a memorandum
signed by the unit commander. The mileage of the vehicle for the trip for which the coupons
were used must also be annotated verifying consumption.

d. Unit commanders are responsible for establishing internal operating procedures to ensure
vehicle operators will:

(1) Completely and legibly sign fuel coupons exchanged for fuel. (Authenticating
coupons before use by annotating or affixing official information is not authorized.)

(2) Ensure fuel coupons are not altered.

(3) Ensure types and grades of fuel required for vehicles conform to vehicle or
equipment specifications.

(4) When fuel coupons are used:

(a) Obtain a receipt for the fuel received and the signature of the fuel station
attendant and the fuel station stamp on AE Form 710-2A to verify use of the coupons.

(b) Sign AE Form 710-2B to verify that the fuel coupons were used.
e. Monthly Reconciliation:

(1) Expended fuel coupon books, receipts, AE 710-2a, and unused coupon books must
be presented to the Fuel Point no later than the 10™ working day of the month for reconciliation.
All documentation for fuel must be original only, no copies will be accepted. An appointment
for this purpose will be coordinated with the Class III responsible officer at 634-6872.

(2) If fuel coupons are currently issued to an individual in travel status, a DA Form 3161
supporting this issue may be used as supporting documentation. Only those coupons physically
outside of the immediate Vicenza area may be accounted for in this manner. All other coupons
on hand in the unit must be presented at the reconciliation.

(3) No fuel coupons will be issued to an organization if this reconciliation has not taken

place. If fuel coupons are not accounted for, no further fuel coupon issues will be made until a
Formal Liability Investigation of Personnel Liability (FLIPL) has been initiated.

L-1b



ANNEX L
IMEU-VIC-LGS

SUBJECT: U.S. Army Garrison Vicenza Policy Memorandum 10-03 on [ssue of Official Fuel
Coupons

6. Fuel coupons are, in fact, 2 form of sensitive item and must be controlled as such. Abuse of
this privilege is a violation of our SOFA agreement and Customs laws, its misuse could be
grounds for severe penalties by both the US Government and the Host Nation authorities, No

deviation of these procedures are authorized.
5
% 0. %‘“
ERIK O. DAI

COL, MI
Commanding
DISTRIBUTION:
Al minus USAG Livorno
4

L-lc



