CHAPTER 3

DISPOSITION OF PROPERTY

3 - 1  PURPOSE:  To provide guidelines for disposing of Government property IAW applicable regulations and local procedures. Equipment listed on an MTOE or TDA will not be turned in until deleted from the appropriate authorization document and the CIPB Officer directs turn in. PHRH will route all requests for change to MTOE/TDA, or other authorization document, through command channels to DRM, USAFACFS.  Do not hand carry requests for change to the CIPBB. No action will be taken by the CIPBB until the request for change has been documented by DRM, USAFACFS, and the CIPBB has received confirmation of the change from the proponent for the authorization document. The PHRH will request disposition instructions when equipment or supplies are:  

          a.  Identified as excess due to change in an authorization document.

          b.  Authorized but no longer needed to perform or support the unit, activity or organization mission.

          c.  Unserviceable determined not to be economically repairable.

          d.  FOI and not required to perform, or support, the unit, activity or organization mission.

3 - 2  DISPOSING OF EQUIPMENT:  A PHRH is relieved of responsibility for supplies and equipment when they are returned (turned in) to the PBO accountable for the supplies or equipment or when they have been accounted for IAW AR 710-2, AR 735-5, DA Pam 710-2-1 and USAFACFS Regulation 725-1.

          a.  Turn In of Property Book and Non Expendable Supplies and Equipment:  Property book items must be excess or unserviceable, not repairable by support maintenance, before they can be turned in.  The Commander for whom the property book is maintained, and the next higher headquarters, not the PHRH, may authorize turn in or transfer of property no longer required or authorized by the Vertical - Army Authorization Document System (VTAADS) up to 365 days prior to the effective date of the new authorization document.

                 (1)  DRM, USAFACFS, will notify the CIPBB of approved change(s) to theTDA with effective date(s).

                 (2)  After the CIPBB has been notified of the approved change(s) and the effective date(s), the CIPB Officer, USAFACFS, will provide disposition instructions to the PHRH.

                 (3)  Equipment identified for turn in will be complete, all components and Basic Issue Items (BII) unless exempted by higher headquarters.  The PHRH is responsible for providing a completed Component Hand Receipt, IAW USAFACFS Regulation 725-1, when the equipment is turned in.

                   (4)  All standard cataloged property book items will receive a documented technical inspection, using DA Form 2407, prior to turn in IAW USAFCFS Regulation 725-1.

                   (5)  Non-standard, non-cataloged, property book items will undergo a technical inspection prior to turn in IAW USAFCFS Regulation 725-1.

                   (6)  COMSEC material/equipment will be processed IAW USAFACFS Regulation 725-1.

                   (7)  PHRH will make advance coordination for turn in of property book items with the appropriate Lead Supply Technician, CIPBB.  Turn in documents will be prepared by the PHRH and given to the appropriate Lead Supply Technician, CIPBB, a minimum of 3 working days prior to the scheduled turn in date.  Turn in to the SSA, DRMO or other installation support agency is not a UND "A" or "B" unless directed from Installation level or higher. Minimum turn in documentation for TDA items consists of:

                          (a)  DA Form 3161, as a Change Document

                          (b)  DA Form 2765-1 completed IAW DA Pam 710-2-1 and USAFCFS Regulation 725-1.

                          ( c) A completed Component Hand Receipt

                          (d)  The blue copy (#4), DA Form 2407.  ULLS generated forms will not be used.

                  (8)  Turn in documents will be edited for accuracy and completeness by the appropriate Supply Clerk/Supply Sergeant assigned to the CIPBB.  Documents that are incomplete or require correction will be returned to the PHRH.  Requests for priority processing, ("walk in - walk out") will meet the requirements of paragraph 2-4, this SOP.

                        (a)  When the documentation is correct the CIPB Officer will direct assignment of a document number for turn in.  The appropriate Lead Supply Technician will then coordinate a final turn in with the PHRH.

                        (b)  Completed turn in documentation will be returned to the Lead Supply Technician within 1 working day after turn in to the SSA or other designated activity.  Turn in credit will not be posted until the PHRH returns the completed documents. 

           b.  Turn In of Expendable / Durable Supplies and Equipment: Responsibility for safeguarding expendable/durable supplies and equipment is addressed at paragraph 2-8, AR 735-5.  

                 (1)  All serviceable standard cataloged expendable and durable supplies and equipment must be turned in when they are declared excess.  

                 (2)  Unserviceable standard cataloged expendable and durable supplies and equipment with RCs of "A", "D", "F", "H", or "L" and that "O" and "Z" equipment identified by local maintenance activities must also be turned in.  Equipment will be classified prior to turn in as set forth in USAFACFS Regulation 725-1.

                 (3)  Units, activities and organizations not authorized to maintain an Expendable Durable document register by the CIPB Officer will process all requests for turn in of expendable and durable items through the CIPBB.  Turn in documents will be edited for accuracy and completeness by the appropriate Supply Clerk/Supply Sergeant assigned to the CIPBB.  Documents that are incomplete or require correction will be returned to the PHRH.  Requests for priority processing, ("walk in - walk out") will meet the requirements of paragraph 2-4, this SOP.

                        (a)  When all submitted documentation is correct the CIPB Officer will direct assignment of a document number for turn in.  The appropriate Lead Supply Technician will then coordinate a final turn in with the PHRH.

                        (b)  Completed turn in documentation will be returned to the Lead Supply Technician within 1 working day after turn in to the SSA or other designated activity.  Turn in credit will not be posted until the PHRH returns the completed documents. 

                 (4)   Units, activities and organizations authorized to maintain an Expendable Durable document register by the CIPB Officer will process all requests for turn in of expendable and durable items through the designated document register.  The individual designated to maintain the Expendable Durable document register will ensure turn in documents are edited for accuracy and completeness. He/she will enforce a system by which completed documents are posted within not less than 2 working days. 

          c.  Turn In of Scrap: Scrap metal is any metal that cannot be identified with an NSN or MCN; is obvious scrap salvage that is unserviceable, non-recoverable, from expendable or durable items.  

                (1)  Units, activities and organizations authorized to maintain an Expendable Durable document register by the CIPB Officer will process all requests for turn in of scrap metal through the designated document register.  The individual designated to maintain the Expendable Durable document register will ensure turn in documents are edited for accuracy and completeness. He/she will enforce a system by which completed documents are posted within not less than 2 working days.

                (2)  Units, activities and organizations not authorized to maintain an Expendable Durable document register by the CIPB Officer will process all requests for turn in of expendable and durable items through the CIPBB.  Turn in documents will be edited for accuracy and completeness by the appropriate Supply Clerk/Supply Sergeant assigned to the CIPBB.  

Documents that are incomplete or require correction will be returned to the PHRH.  Requests for scrap turn in are not considered UND "A" or "B" priorities.

                        (a)  The PHRH will submit a completed DD Form 1348-1 to the appropriate Lead Supply Technician, CIPBB.  When all submitted documentation has been edited and found to be correct the CIPB Officer will direct assignment of a document number for turn in.  The appropriate Lead Supply Technician will then contact the PHRH.  Turn in of scrap metal is not.

                        (b)  Completed turn in documentation will be returned to the Lead Supply Technician within 1 working day after turn in to the SSA or other designated activity.  Turn in credit will not be posted until the PHRH returns the completed documents. 

         d.  Metal Buildings:  A DPW representative must inspect "Butler" buildings (skid mounted) before any turn in action is initiated. The PHRH will submit a memorandum thru the CIPBB, USAFACFS, requesting turn in of the "Butler" building(s) or "Connex" containers to DPW, Master Planning Branch.  Requests for turn in of portable buildings are sent by the PHRH through unit, activity or organization designated channels to the Real Property Section, Master Planning Branch, DPW.  "Butler" buildings (skid mounted) and "Connex" containers are not considered to be Portable buildings.  

                       (1)  After DPW has inspected the building, the PHRH will:

                              (a)  Contact DRMO to establish a turn in date.

                               (b)  Submit a DA Form 3161, Request for Turn In, and a DD Form 1348-1, with a copy of DPW approval/classification attached, with the DRMO coordinated turn in date annotated, to the CIPBB.  

                        (2)  The appropriate CIPBB Supply Clerk/Supply Sergeant will:

                               (a)  Edit the document submitted by the PHRH.  When all submitted documentation has been edited and found to be correct the CIPB Officer will direct assignment of a document number for turn in.  Documents that are incomplete or require correction will be returned to the PHRH.  

                                (b)  The appropriate Lead Supply Technician will then coordinate with DPW for pick up of the building then notify the PHRH that coordination has been accomplished and provide turn in documents to the PHRH. 

                         (3)  The PHRH is responsible for meeting all suspense dates and accomplishing turn in to the designated SSA or DRMO.  Completed turn in documents will be returned to the CIPBB within 1 working day after turn in to the SSA or other designated activity.  Turn in credit will not be posted until the PHRH returns the completed documents.

                         (4)  Requests for priority processing, ("walk in - walk out") for turn in of "butler" buildings will be restricted to an Installation wide emergency due to the necessary coordination between the PHRH, DPW and DRMO. 

         e.  Vehicles:  Unless directed or approved by higher headquarters all equipment being turned in will meet Army maintenance standards as established by the TM -10 and -20 series publications.

                    (1)   When a vehicle has been identified for turn in the PHRH is responsible for scheduling; accomplishing technical inspections and correction of all faults found by the technical inspection before sending any paperwork to the CIPBB.  

                    (2)  When the vehicle has been classified for turn in, the PHRH will prepare a DA Form 3161, a DA Form 2765-1, as a "D6A" and a DA Form 2062, Component Hand Receipt, to document shortages.  The stamped, coded, DA Form 2407 will be attached to DA Form 2765-1.  Updated DD form 314 and DD Form 2409 will also be provided to the CIPBB.  These documents will arrive at the CIPBB NLT 3 working days in advance of the scheduled turn in date.

                     (3)  Turn in documents will be edited for accuracy and completeness by the appropriate Supply Clerk/Supply Sergeant assigned to the CIPBB.  Documents that are incomplete or require correction will be returned to the PHRH.  Requests for priority processing ("walk in - walk out") will meet the requirements for UND "A" or "B" and be directed from Installation or higher headquarters. The appropriate Lead Supply Technician will notify the PHRH that a document number has been assigned and provide turn in documents to the PHRH.

                    (4)  The PHRH is responsible for meeting all suspense dates and accomplishing turn in to the designated SSA or DRMO.  Completed turn in documents will be returned to the CIPBB within 1 working day after turn in to the SSA or other designated activity.  Turn in credit will not be posted until the PHRH returns the completed documents.  

          f.  Small Arms:   Unless directed or approved by higher headquarters all equipment being turned in will meet Army maintenance standards as established by the TM -10 and -20 series publications.

                    (1)   When a weapon has been identified for turn in the PHRH is responsible for scheduling; accomplishing technical inspections and organizational level repairs before sending any paperwork to the CIPBB.  

                    (2)  When the weapon has been classified for turn in, the PHRH will prepare a DA Form 3161, a DA Form 2765-1, as a "D6A" and a FS Form 482, 80x80 Keypunch Form.  The stamped, coded, DA Form 2407 will be attached to DA Form 2765-1. These documents will arrive at the CIPBB NLT 3 working days in advance of the scheduled turn in date.

                     (3)  Turn in documents will be edited for accuracy and completeness by the appropriate Supply Clerk/Supply Sergeant assigned to the CIPBB.  Documents that are incomplete or require correction will be returned to the PHRH.  Requests for priority processing ("walk in - walk out") will meet the requirements for UND "A" or "B" and be directed by Installation or higher headquarters. The appropriate Lead Supply Technician will notify the PHRH that a document number has been assigned and provide turn in documents to the PHRH.

                  (4)  The PHRH is responsible for meeting all suspense dates and accomplishing turn in to the designated SSA or DRMO.  Completed turn in documents will be returned to the CIPBB within 1 working day after turn in to the SSA or other designated activity.  Turn in credit will not be posted until the PHRH returns the completed documents.  

            g.  Fire Extinguishers:  Fire extinguishers will be turned in IAW USAFACFS Regulation 725-1.

            h.  Property Transfers Between PHRH:  PHRH are not authorized to transfer equipment, make or accept lateral transfers, loan or borrow between PHRH unless approved in advance by the CIPB Officer.  PHRH are not authorized to sub hand receipt outside their chain of supervisory responsibility (i.e.:  PBO to PHRH to Supervisor to End User).

                 (1)  After approval has been obtained in writing from the CIPB Officer, the loosing PHRH will prepare two sets of DA Form 3161.  One set will be to document turn in to the CIPBB by the loosing PHRH, the other to document CIPBB issue to the gaining PHRH.

                 (2)  The loosing PHRH is responsible for obtaining the signature of the gaining PHRH before forwarding the completed DA Forms 3161 to the CIPBB.  Turn in documents will be edited for accuracy and completeness by the appropriate Supply Clerk/Supply Sergeant assigned to the CIPBB.  Documents that are incomplete or require correction will be returned to the PHRH.  Requests for priority processing ("walk in - walk out") will meet the requirements for UND "A" or "B" and be directed by Installation or higher headquarters. The appropriate Lead Supply Technician will notify the PHRH that a document number has been assigned and provide copies of the turn in and issue documents to the PHRHs concerned.

               (3)  The loosing PHRH is responsible for meeting all suspense dates and returning completed documents to the CIPBB.  Completed turn in documents will be returned to the CIPBB within 1 working day after turn in to the SSA or other designated activity.  Turn in credit will not be posted until the PHRH returns the completed documents.  

                (4)  The DA Forms 3161 should be typed to ensure all copies are legible.  Hand 

printed forms must be legible, and prepared in blue or blue black ink.  If an entry required on the reverse of the form, the entry must be on all copies and it must be legible on all copies. 

                (5)  Requests for transfer of TDA property will be accompanied by a DRM approved DA Form 4610-R or DA Form 2028.   

             i.  Lateral Transfer Procedures:  Lateral Transfers are movement of property between Accountable Officers not between PHRH and Sub HRH and are used to reduce equipment overages and fill shortages.  The AO/PBO directs the transfer as required or directed from his/her appointing authority, the Installation or higher headquarters.  Unless directed from higher headquarters all equipment being turned in will meet Army maintenance standards established by TM -10 and -20 series publications.

                 (1)  After being directed to accomplish a lateral transfer by the CIPB Officer, the loosing PHRH will prepare two sets of DA Form 3161 used as a Lateral Transfer.  One set will be to document turn in to the CIPBB by the loosing PHRH, the other to document issue to the gaining PHRH. 

                 (2)  The PHRH will prepare a DA Form 2062, Component Hand Receipt, to document shortages, if any.  DD Form 2408-4 will also be provided to the CIPBB if required for the equipment being transferred.  These documents and DA Forms 3161 will arrive at the CIPBB NLT 3 working days in advance of the scheduled transfer date.

                   (3)  Transfer documents will be edited for accuracy and completeness by the appropriate Supply Clerk/Supply Sergeant assigned to the CIPBB.  Documents that are incomplete or require correction will be returned to the PHRH.  Requests for priority processing ("walk in - walk out") will meet the requirements for UND "A" or "B" and be imposed from Installation or higher headquarters. The appropriate Lead Supply Technician will notify the PHRH that a document number has been assigned. 

                   (4)  Property being transferred will remain in place until the loosing and gaining PHRH are notified that the CIPB Officer has approved the transfer. The appropriate Lead Supply Technician will coordinate transfer of property and acquisition of signatures from the PHRH concerned.  

                    (5)  The loosing PHRH is responsible for meeting all suspense dates.  Completed turn in documents will be returned to the CIPBB within 1 working day after turn in to the SSA or other designated activity.  Turn in credit will not be posted until the PHRH returns the completed documents.  

                    (6)  The DA Forms 3161 should be typed to ensure all copies are legible.  Hand 

printed forms must be legible, and prepared in blue or blue black ink.  If an entry required on the reverse of the form, the entry must be on all copies and it must be legible on all copies. 

            j.  Repairable Exchange procedures as established in USAFACFS Regulation 725-1.

           k.  Compressed Gas Cylinders:  Procedures for refilling compressed gas cylinders are established in USAFACFS Regulation 725-1.
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