CHAPTER 4

PROPERTY ADJUSTMENT
4 - 1.  Property Records and Property Accounts:  These are general terms that refer to any record of property.  This includes not only formal stock record accounts maintained by Accountable Officers (AOs), but also organizational and installation property book records, individual clothing and equipment (OCIE) records, and hand receipt records.  

4 - 2.  General Actions to Protect Government Property:  Administrative actions are available to Commanders to ensure enforcement of property accountability when property becomes lost, damaged or destroyed.  These methods are designed to protect the right of the US Government to obtain reimbursement for the lost, damage or destruction of property caused by negligence or misconduct.  Some of these methods are listed below. The methods are material accounting oriented; are not appropriate or intended to be used as corrective action or punishment for negligence or willful misconduct; do not constitute a punishment and do not preclude use of adverse administrative or disciplinary actions. AR 735-5 specifies reporting requirements for personnel responsible for Government property and those actions required by the Commander, Primary Hand Receipt Holder (PHRH) or AO.  Regardless of the methods used to account for lost, damaged or destroyed Government Property ownership of the property remains with the US Government. USAFACFS Regulation 725-1 gives added guidance of GSA property liability or damaged Government owned or leased vehicles, monthly reports, requests for appeal and requests for reconsideration.

           a.  DD Form 362, Statement of Charges/Cash Collection Voucher.

           b.  DA Form 4697, Department of the Army Report of Survey.

           c.  Damage Statement (USAFACFS Regulation 725-1, paragraph 8-5)

           d.  Memorandum to adjust losses of durable hand tools.

           e.  DA 4949, Administrative Adjustment Report

4 - 3.  DD Form 362, Statement of Charges/Cash Collection Voucher:  The DD Form 363 will be used when the individual admits liability; offers cash payment or payroll deduction; the charge does not exceed the monthly basic pay of the individual being charged and there is not a mandatory requirement for either a Report of Survey or AR 15-6 Investigation.  AR 735-5 provides specific instructions for completing this form.

           a.  The unit commander, PHRH or AO prepares the DD Form 362 in original and 6 copies.  After the individual(s) being charged reviews and completes his/her portion of the form, IAW AR 735-5, the unit or activity commander will sign the form and forward the forms to the CIPBB.  Only those DD Forms 362 which reflect an "X" in the space titled" Cash Collection" will be processed on  "walk in - walk out" basis. Those that indicate an "X" in the space titled "Payroll Deduction" will be processed when work in progress permits, but not later than 2 working days after receipt.

                (1)  The appropriate Lead Supply Technician will edit the DD Form 362 for accuracy and completeness.  Incomplete documents or those requiring corrections will be returned to the PHRH without action.  

                       (a)  After a document number has been assigned the designated CIPBB Supply Clerk/Supply Sergeant will return the original and 4 copies to the PHRH.

                       (b) 1 retained copy will be filed in the supporting document file after posting the property record while the 2d copy is to be filed in the individual PHR folder until the next PHR Update or receipt of FAO acknowledgement.

                        ( c)  The PHRH is responsible for providing the CIPBB an acknowledgement of receipt by the processing FAO.  

                (2)   When the DD Forms 362 reflect an "X" in the space titled" Cash Collection" The appropriate Lead Supply Technician will edit the DD Form 362 for accuracy and completeness then process the transaction as if it were UND "A" or "B".  However, incomplete documents or those requiring corrections will be returned to the PHRH without action.

                       (a)  After a document number has been assigned the designated CIPBB Supply Clerk/Supply Sergeant will return the original and 4 copies to the individual who hand carried the form to the CIPBB.  

                       (b)  This individual is responsible for taking the documented DD Form 362 to the designated FAO and returning a copy of the DD Form 362, annotated as a cash receipt by the FAO, to the CIPBB and the PHRH.  Annotated copies will be returned within 2 working days.

                       (b) 1 retained copy will be filed in the supporting document file after posting the property record while the 2d copy is to be filed in the individual PHR folder until the next PHR Update or receipt of FAO acknowledgement.

          b.  When the FAO cannot verify receipt of payment the PHRH will take the actions required by AR 735-5.

          c.  If allowed, depreciation will be computed IAW AR 735-5. 

4 - 4.  DA Form 4697, Department of the Army Report of Survey:  A report of survey documents the circumstances concerning the loss, damage or destruction of Government Property and serves as, or supports a voucher for adjusting property from accountable records.  Additionally it documents an assessment of financial liability against an individual or provides for relief from financial liability. 

           a.  Normally the PHRH or the AO will initiate a report of survey.  However when the PHRH or AO is not available, the person with the most knowledge of the incident will serve as the initiator.  

           b.  Reports of survey are processed through the chain of command of the individual responsible for the property at the time of loss, damage or destruction if the individual is subject to AR 735-5.  Formalized Support Agreements (SAs) may require processing through different channels. USAFACFS Regulation 725-1, Appendix A lists Appointing Authorities while Appendix B lists Approving Authorities.

                (1)  When lost, damaged or destroyed property is accounted for on more than 1 property record, prepare a report of survey for each property account. Cross-reference the separate reports of survey to each other. 

                 (2)  Prepare separate reports of survey for Nonexpendable and Expendable/Durable items. Items that are not listed on property records will be assigned an Expendable/Durable document number.

           c.  Mandatory reasons for initiation of a report of survey are listed in AR 735-5.  The most common reasons are listed below.

                  (1)  Suspected negligence or willful misconduct and the individual does not admit liability or offer to make voluntary reimbursement to the Government for the full value of the loss, damage or destruction, less depreciation.

                   (2)  The value of the loss, damage or destruction exceeds the individual's monthly base pay.

                    (3)  The loss, damage or destruction involves a sensitive item. 

                    (4)  The loss or damage involves a GSA vehicle and the proper administrative actions (paragraph 12-1c, AR 735-5) have not been taken.

(5) Required by higher authority or other DA regulation.

d.             D.  Complete reports of survey IAW AR 735-5 and USAFACFS Regulation 725-1.

(1) Prepare DA Form 4697 in original and 4 copies

(2) Prepare exhibits in original and 3 copies.

(3) Damaged property is surveyed IAW paragraphs 13-11 and 13-14, AR 735-5.

(4) Continuation sheets and exhibits will be prepared and marked IAW AR 735-5.

(5) ROTC reports of survey are prepared IAW paragraph 14-1, AR 735-5.

                E.  The appropriate reviewing Lead Supply Technician will review the DA Form 4697 for accuracy of reported data and completeness.  Incomplete documents or those requiring corrections will be returned to the PHRH without action.  

(1) Data entered in blocks 3 through 10 and blocks 16, DA Form 4697 will be

 verified against the appropriate property records and primary hand receipt files. The Lead Supply Technician may request corrective actions IAW AR 735-5 in these blocks.

(2) Data entered in block 11 is reviewed by the Appointing Authority, after receipt 

from the AO, IAW paragraph 13-20, AR 735-5.

           F.  After a document number has been assigned the designated CIPBB Supply Clerk/Supply Sergeant will return 1 copy of DA Form 4697 with 1 set of exhibits to the PHRH.

(1) The original and 1 copy of DA Form 4697 with 2 sets of exhibits will be 

Forwarded to the Appointing Authority indicated in block 19, if listed, the Appointing Authority listed at Appendix A, AR 735-5 or the Appointing Authority named in the ISA as appropriate. 

(2) 1 copy of DA Form 4697 with 1 set of exhibits will be forwarded to the Installation Report of Survey Coordinator, B1655W.

(3) 1 copy of DA Form 4697 will be filed in the CPBB supporting document files after the loss has been posted to property records.

g. Recovered property.  Accountability for recovered property previously 

listed on a report of survey will be accomplished IAW AR 735-5, DA Pamphlet 710-2-1 and USAFACFS Regulation 725-1. 

4 – 5.  DAMAGE STATEMENTS:  Damage statements are prepared and submitted IAW AR 710-2, AR 735-5, DA Pam 710-2-1 and USAFACFS Regulation 725-1.

4 – 6.  DURABLE HAND TOOLS:  PHRH are responsible for establishing responsibility for all durable items of equipment under their control or used by their subordinates.  AR 735-5 and DA Pam 710-2-1 addresses the loss of durable hand tools.

4 – 7.  ADMINISTRATIVE ADJUSTMENT:  Administrative adjustments may be requested using DA Form 4949, Administrative Adjustment Report (AAR), or an informal memorandum from the PHRH.  The AAR is used to adjust minor discrepancies in makes, models, sizes, NSNs, MCNs, assembly, disassembly, or change in accounting requirements based on SB 700-20. 

a. AAR submitted to adjust serial number discrepancies must be justified.

b. The appropriate reviewing Lead Supply Technician will review the DA 

Form 4949, or memorandum request, for accuracy of reported data and completeness.  Incomplete documents or those requiring corrections will be returned to the PHRH without action.  

c. Supply Clerks or Supply Sergeants assigned to the CIPBB will not post 

Or document an AAR until it has been reviewed and approved by a Supervisory Supply Technician, the Senior Supply Sergeant E8, or the CIPB Officer.

d. AARs will be completed IAW AR 710-2 and DA Pam 710-2-1.

4 – 8.  KEYS:  Lost keys and locks that are inoperable due to lost keys will be accounted for and replaced IAW AR 735-5.  
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