CHAPTER 5

HAND RECEIPT PROCEDURES

5 – 1.  Hand Receipts:  A Hand Receipt (HR) is a signed document acknowledging acceptance of and responsibility for items of property listed thereon that are issued for use and are to be returned.  A PHR is used between the AO/PBO and the person receiving the property and assuming direct responsibility for it. A SHR is a HR issued from a PHRH to a person within the span of command or responsibility of the PHRH subsequently given the property for care, use, safekeeping or further issue.   A SHR does not transfer direct responsibility from the PHRH but does transfer personal responsibility.

a. Responsibility is generally defined as the obligation of an individual to ensure

Government property entrusted to his/her possession, command or supervision are properly used and cared for, and that proper custody and safekeeping are provided.

(1) Command responsibility is inherent in Command positions and can 

not be delegated.  It is evidenced by assignment to a Command position at any level.

(2) Supervisory responsibility is inherent in all supervisory positions.  It is

 not contingent upon signed receipts or responsibility statements and cannot be delegated.  It arises because of assignment to a specific position.

(3) Direct responsibility results from assignment as an AO, receipt of 

formal written delegation or acceptance of property from an AO/PBO.

(4) Custodian responsibility results from assignment as a Supply 

Sergeant, Supply Custodian, Supply Clerk, or Warehouse person.  

(5) Personal responsibility accompanies physical possession of the

property and applies to all persons, Military or Civilian employees, and applies to all Government property issued to, acquired for, or converted to a persons exclusive use with or without receipt.

(6) The relationship between various types of responsibility are as defined 

in AR 735-5.

(7) A contractor is charge with direct responsibility for specific GFP

property pursuant to the specific [provisions of the contract.

b. Appointment of a PHRH:  Chapter 2 of this SOP addresses actions required 

when an individual becomes a PHRH either by assignment to a command position or being designated as a TDA PHRH.

(1) A PHRH is not an Accountable Officer or Property Book Officer.

(2) A PHR is not considered, nor does it meet the requirements of, a

formal property book as defined in AR 710-2, AR 735-5 or DA Pam 710-2-1.

(3) In a TDA organization individuals occupying positions equivalent to a 

unit commander in an MTOE environment usually occupy a major TDA paragraph.  Civilian Directors in a TDA organization may designate persons to be PHRH.

(4) Since a Consolidated Property Book has been established, individuals 

assigned to a MTOE commander position will be the PHRH for that organization.

(5) When a PHRH is to be absent for a period of 30 days or more an 

Interim PHRH will be appointed.  In the event that an interim PHRH is not appointed, the Director or Commander appointing the PHRH is liable for the property listed on the HR.

c. Appointment of a SHR:  There is no restriction on the number of times 

property can be sub hand receipted, but should not exceed from the AO/PBO to the PHRH to the Supervisor to the End User.  Issue of SHR outside the PHRHs span of responsibility / direct line of supervision requires prior approval from the CIPB Officer and may require submission of a change to the pertinent authorization document(s).

(1) The PHRH is responsible for ensuring that the End User receives a 

Hand Receipt Annex IAW DA Pam 710-2-1.

(2) When possible use the preprinted DA Forms 2062-HR listed in AR 25-

30.  These are available through publications supply channels.

d. Authorization Documents:  The PHRH is responsible for ensuring all 

equipment and components listed in the authorization column of the MTOE or TDA are on hand or on order.  To avoid conflict with funding shortfall and in support of the ever changing requirements within the various Commands and Directorates the CIPBB will not initiate requests for shortages of equipment or components without a valid request from the PHRH concerned.  Appendix A this SOP provides a partial listing of specific authorization documents.

(1) The PHRH will ensure that all pertinent authorization documents are 

current, on hand or on request.  The CIPBB does not maintain a “loaner library”.  

(2) The PHRH will conduct and annual review of his/her pinpoint

distribution (DA Form 12 Series) requirements.  This includes the media produced on CD ROM, such as the electronic Army library, electronic forms and electronic DA Pam 25-30, as well as FEDLOG distribution.  DA Form 12 series requirements are submitted through unit administrative channels.

e. Organization and Installation Property:  

(1) Generally Organizational property is that property authorized to MTOE 

or Deployable / Mobilized TDA units by their authorization document.  AR 710-2 applies this definition.

(2) Installation property is all property not listed as Organizational 

property by AR 710-2, regardless of how authorized. Unless granted MACOM exception this property is not taken to the field or relocated upon change of station.

(3) Excess property.  Redistribution of excess property will be 

accomplished IAW AR 710-2 and Chapter 3, this SOP.

(4) Force Modernization:  Property impacted by Force Modernization will 

be documented and processed IAW AR 710-2 and DA Pam 710-2-1.

f. Document Registers:  Unless specifically authorized in writing by the CIPB 

Officer, USAFACFS, or the appropriate III ACA AO, a PHRH is not authorized to establish or maintain any formal document register, automated or manual.  All requests for non-expendable property/equipment will be processed through the CIPBB. Requests for expendable / durable property / equipment will be submitted to and processed through the PHRH’s logistical support section authorized to establish and maintain expendable / durable document registers.

g. Hand Receipt Updates and Inventories:  AR 710-2, Table 2-1 addresses

Inventories and discrepancies.

(1) A PHR is to be updated 6 months from: the date of the first change 

Document; or upon a change of PHRH; or if there are no transactions once each year; or as required by the AO/PBO or the Commander who appointed the AO/PBO.  HRs are signed at the time of each update.  SHRs are updated each time the PHR is updated.  A HR Update can be substituted for a directed Cyclic Inventory, which is a specific percentage of the AO/PBO property record, not the individual HR. However a Cyclic Inventory cannot be substituted for an HR Update.

(a) The Supply Clerk/Supply Sergeant responsible for

 maintaining the PHR will notify the PHRH when he/she is within 45 days of a required update and schedule a review of change documents.  The appropriate Lead Supply Technician will be notified If the PHRH has not responded or has not scheduled a review of change documents not later than 30 calendar days before the Update is due to be completed.  

(b) The Lead Supply Technician will contact the PHRH then 

notify the CIPB Officer as to why the required update cannot be accomplished within the directed time frame.  The CIPB Officer will direct further actions as deemed necessary to accomplish the update.  If no action is taken by the PHRH as of the date the update is due to be completed, the PHRH will automatically be “Frozen” until released by the CIPB Officer.

(c)  After the review of change documents has been completed 

and all changes have been posted to the property record a working copy of the PHR will be printed.  The first and signature pages will be clearly marked “UPDATE WORKING COPY”.  The PHRH will be provided 1 “Xeroxed” copy of the annotated HR.  The Supply Clerk/Supply Sergeant responsible for maintaining the PHR will suspence the original in the impacted PHR file folder.

(1) The PHRH is responsible for completing the inventory by 

the due date established by paragraph 5-1g(1) above.  If the inventory cannot be completed within this time frame the PHRH may request an extension in writing from the CIPB Officer.  Only the CIPB Officer, Senior Supply Sergeant or PAT may grant extensions to complete PHR Update inventories. Requests received by Supply Clerks, Supply Sergeants, verbally, in writing or EMAIL, will be forwarded to the appropriate Lead Supply Technician who will forward the request to the Senior Supply Sergeant for further action.

(2) If the PHRH determines that action is required IAW AR

735-5 while conducting the update inventory, the appropriate adjustment documents will be initiated.  PHRH will not request an extension solely because an adjustment document is being initiated, or required, and the PHRH is attempting to determine the proximate cause.  Property adjustment actions that are required due to an update inventory will be processed IAW Chapter 3 this SOP.  

(3) After the PHRH has completed the update inventory, 

he/she will coordinate with the Supply Clerk/Supply Sergeant responsible for maintaining the PHR for a final review.  After the review any additional adjustment/change documents will be posted to the property record. After all changes have been posted to the property record an Updated copy of the PHR will be printed.  The first and signature pages will be clearly marked “ORIGINAL”.  The PHRH will be provided 1 “Xeroxed” copy of the HR.  The Supply Clerk/Supply Sergeant responsible for maintaining the PHR will file the original in the PHR file folder.  If the PHRH desires a “Working” copy he/she is can make additional copies using their unit or organization copy facilities.  The CIPBB does not provide additional copies.

(4) The Supply Clerk/Supply Sergeant has the responsibility 

for insuring the DPAS HR Header data is updated to reflect completion of the update.

                       (2)   Inventories are event or time driven.  

(d) Some event driven inventories are: a Change of PHRH, often

 referred to as a Change of Command Inventory; Change of SHRH; and a receiving inventory.

(1) Administrative actions required for a Change of PHRH 

Inventory are generally the same as for a HR Update except that the inventory is a joint inventory between the Incoming and Outgoing PHRH.  

(a)  Prior printing a final PHR for the Incoming 

Commander, he/she will provide the appropriate Supply Clerk/Supply Sergeant the following documents:

(1)  A signed Appointment as the PHRH or an

 Assumption of Command memorandum.

(2)  Updated DA Form 1687 or a Commanders

 statement declining to delegate authority to request or receipt for supplies or equipment.

(b) The Incoming PHRH will not be allowed to

conduct any property transactions until the documents listed above are placed in his/her PHR file folder and posted to the DPAS HR Header data module.

                                                       ( c) After all changes have been posted to the property record an Updated copy of the PHR will be printed.  The first and signature pages will be clearly marked “ORIGINAL”.  The PHRH will be provided 1 “Xeroxed” copy of the HR.  The Supply Clerk/Supply Sergeant responsible for maintaining the PHR will file the original in the PHR file folder.  If the PHRH desires a “Working” copy he/she is can make additional copies using their unit or organization copy facilities.  The CIPBB does not provide additional copies.

(e) Examples of time driven inventories are:  Cyclic inventories; 

Sensitive Item inventories; AA&E Inventories; and the Annual Management Review of Durable Property.

(1) .The Cyclic Inventory is a directed inventory of a specific

percentage of the AO/PBO property record, not the individual HR.  A Cyclic Inventory cannot be substituted for an HR Update.  Supply Clerks/Supply Sergeants responsible for maintaining the PHR will provide the PHRH with a Cyclic Inventory memorandum NLT the first working day of each month.  The PHRH will acknowledge the directed inventory; record the results of the inventory and return the documentation to the appropriate Supply Clerk/Supply Sergeant NLT the last working day of each month. The Supply Clerk/Supply Sergeant will notify the appropriate Lead Supply Technician who will contact the PHRH.  

(a) Cyclic inventories will be considered Past Due if 

not received by the fifth working day after the end of the inventory month.  The Supply Clerk/Supply Sergeant will notify the appropriate Lead Supply Technician who will contact the PHRH to determine why the inventory has not been completed.  If he/she cannot determine why the inventory is delinquent, the Senior Supply Sergeant will be notified.  The Senior Supply Sergeant will provide a consolidated listing of delinquent PHRH to the CIPB Officer NLT the tenth working day after the end of the inventory month.  The CIPB Officer will determine if any further action is required. The PHRH is responsible for completing the inventory by the due date established above.  If the inventory cannot be completed within this time frame the PHRH may request an extension in writing from the CIPB Officer.  Only the CIPB Officer, Senior Supply Sergeant or PAT may grant extensions to complete PHR Update inventories. Requests received by Supply Clerks, Supply Sergeants, verbally, in writing or EMAIL, will be forwarded to the appropriate Lead Supply Technician who will forward the request to the Senior Supply Sergeant for further action.  If a request for extension has not be received by the fifth working day after the end of the inventory month the PHR will be “Frozen” and remain frozen until the required inventory is completed, documented and returned to the CIPBB.

(b) If the PHRH determines that action is required 

IAW AR 735-5 while conducting the Cyclic inventory, the appropriate adjustment documents will be initiated.  PHRH will not request an extension solely because an adjustment document is being initiated, or required, and the PHRH is attempting to determine the proximate cause.  Property adjustment actions that are required due to a Cyclic Inventory will be processed IAW Chapter 3 this SOP. 

                                                         ( c) The Supply Clerk/Supply Sergeant has the responsibility for filing the PHRH memorandum documenting the inventory and insuring the DPAS HR Header data is updated to reflect completion of the inventory.  PHRH are responsible for maintaining their copies of the Cyclic Invetory memorandums.  Requests for copies will be made in writing to the CIPB Officer explaining why copies where not retained as stated on the return memorandum by the PHRH.  Replacement of unit copies due to loss, damage or destruction of unit files for a local inspection is not considered an emergency action.  

(2) Sensitive Item inventories and AA&E Inventories are 

accomplished IAW the provisions of AR 710-2, Table 2-1.  They are documented on the appropriate Cyclic Inventory Memorandum received from the CIPBB.  

(3) Annual Management Review of Durable Property.  This

review is required by paragraph 7-7b(3), AR 735-5.  PHRH retain a copy in their files and forward the original to the next higher Commander.  A copy should be forwarded to the CIPBB for inclusion in the PHRH file folder to document compliance.

h. MARKS File Number for CIPBB PHR file folders.  MARKS file number 710-2c 

will be used within the CIPBB.  Each PHR will be maintained in an individual folder marked IAW AR 25-400-2.  Minimal documentation will consist of:

(1) Current signed PHR.

(2) Current DA Form 1687 or Commanders election not to delegate

authority.

(3) Change documents reflecting adjustments to the current signed PHR.

(4) Annual Management Review of Durable Property.

(5) Correspondence from the CIPB Officer addressed directly to the

PHRH.

Cyclic Inventories are filed under MARKS number 710-2d, Property Record Inspection and Reporting Files (Cyclic Inv).  AA&E inventories are filed under MARKS number 710-2h, Property Loss Theft and Recovery Reports (Wpns Inv).  PHRH will use the file numbers DOIM has approved for their unit, activity or organization.
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