Chapter 1

General

1 - 1
PURPOSE:
These Standing Operating Procedures (SOP) provides the guidelines, procedures and objectives for units, organizations or activities supported by the Consolidated Installation Property Book Branch (CIPBB).  The CIPBB consists of the Consolidated Property Book Office (CPBO) and the Consolidated Property Book Branch Warehouse (CPBBW).

1 – 2
APPLICIABILITY:  These procedures apply to all for units, organizations, activities and personnel assigned to the CIPBB.  This includes all units, organizations or activities supported by or collocated with the CIIPBB.  

a. This SOP is not meant to be an all inclusive reference but a standardization of

procedures, objectives and guidelines that provide a cohesive standard permitting the CIPBB to provide equal support and service to all customers.

b. This SOP is to be utilized when:

(1) Requesting, receiving, storing and issuing supplies (Supplies are 

synonymous with equipment).

(2) Establishing accountability for supplies.

(3) Disposing of supplies.

1 – 3  CIPBB STAFFING.  The CIPBB is organized into the Consolidated Property Book Office (CPBO) and the Consolidated Property Book Branch Warehouse (CPBBW).  The CPBO is further organized in a Management Section and two Property Asset and Accounting Teams.

a. Management:  The Management Section consists of the Consolidated 

Installation Property Book Officer (CIPB Officer), a Property Accounting Technician, Administrative Assistant (PAT) and the Noncommissioned Officer In Charge (NCOIC).  Management has the overall responsibility for:

(1) Ensuring compliance with all regulatory guidance.

(2) Providing a central point of contact with higher and lateral

headquarters and activities.

(3)  Customer issues and concerns that can not be resolved within the 

bounds of published guidance or any guidance that requires interpretation of regulations or policies.

1

(4) Final approval and review of all actions impacting on property 

accountability and management, to include local purchase and distribution/disposition of declared excess.

(5) All administrative actions, correspondence and coordination with higher 

headquarters, lateral activities and supported units, organizations or activities. This includes to requests for clarification and correspondence that is either directive or instructional in nature.

(6) Receiving, coordinating, and execution of requests for Assistance

Visits, inspections (from higher or lower echelons), and scheduling of mandatory or elective training for all personnel assigned or attached to the CIPBB.

(7) Final approval and review of all property adjustment documents to

include pecuniary liability documentation.

b. Property Asset and Accounting Teams:  There are two designated Property

Asset and Accounting Teams within the CIPBB, a “Garrison Team” and a “Training Command Team”. Support generally consists of establishing both Property Book and Hand Receipt (HR) accountability, maintenance of individual Primary Hand Receipts (PHR), notification and monitoring of periodic Primary Hand Receipt Holder (PHRH) inventories, submission of requests for supplies, to include requests for local purchase, document register maintenance and processing approved documents requiring property adjustment action.  

(1) The Garrison Team supports the United States Army Field Artillery 

Center and Fort Sill (USAFACFS) Command group, Directorates, Special Staff, and Tenant units having a current Interservice Agreement with USAFACFS.

(2) The Training Command Team supports the United States Army Field 

Artillery School (USAFAS), the United States Army Field Artillery School Center (USAFATC) and those III Armored Corps Artillery (IIIACA) PHR having USAFACFS installation property.

(3) Teams generally consist of a Lead Supply Technician, GS07, a Supply 

Clerk/Technician, GS05, and 3 to 4 Supply Clerks/Supply Sergeants.

c. The Consolidated Property Book Branch Warehouse (CPBBW):  The CPBBW 

has the responsibility for the receipt, storage, issue, safeguarding and turn in of supplies received by or returned to the CPBO from all customer units, organizations or activities.  When directed by Management the CPBBW may also be tasked to transport supplies to or from PHRH locations.  The CPBBW consists of a Material Handler Supervisor, WS06, who receives instructions, work assignments and property management directives from the CIPB Officer or designated individual; 1 Material Handler/MVO (Forklift) WG06 and 1 Material Handler/MVO (Forklift) WG05.

1 – 4  HOURS OF OPERATION:  The CIPBB and CIPBBW hours of operation are listed below.  The hours of operations are established to provide maximum support while ensuring that required administrative tasks involving property accounting are accomplished in a timely, accurate, manner. The gates that provide access to the CIPBB and CIPBBW location are locked at 1630 each duty day.  Only those personnel listed in paragraph 1 – 1, 3 (a) above may approve deviation, or coordinate deviation, from these hours.
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a. CIPBB

(1)   Monday through Friday, except for Federal Holidays.

0745 through 1100 and 1200 through 1600

(2)   Appointments will be scheduled to conform to the hours of operation.  

(3)   Afternoon “Walk In” customers are encouraged to complete their

transactions NLT 1615.  This will allow sufficient time to depart before the gates are locked. 

b. CIPPW

 (1)  Monday through Friday, except for Federal Holidays.

 (a) Turn Ins are accepted from 0745 through 1100.





































































































(b)  Issues are made from 1200 through 1545.

( c) ADPE turn ins will be coordinated in advance with the Material 

Handler Supervisor. Turn in of ADPE is dependent upon the receipt of written authorization from the CIPB Officer.

(d)  Requests for turn in by PHRH direct to the local DRMO will be

 coordinated thru the appropriate Lead Supply Technician.  This does not preclude the CIPB Officer from directing/authorizing PHRH to turn in unserviceable equipment to the local DRMO.

1 – 5 REQUESTS FOR CLARIFICATION:   All requests for clarification of this SOP will be in Memorandum format.  The memorandum is to be forwarded through the Battalion and Brigade S4, or Civilian Directorate to the Consolidated Installation Property Book Officer, ATTN: ATZR-LPB, B2192, Fort Sill, Oklahoma 73503-5100.

a. The following information is to be provided:

(1)  The Subject, paragraph and page in question.

(2)   Requesting units’ reason for request.  If based on regulatory guidance

provide references.

(3)   Name, Rank or Grade, Unit and telephone number.

b.   All responses, written or verbal, to requests for clarification will be at the

direction of the CIPB Officer.  The CIPB Officer is responsible for formulating and forwarding all requests for clarification to the next higher headquarters.

1 – 6  RECOMMENDED CHANGES:  Recommended changes to this SOP are to be submitted to Director of Logistics, ATTN  ATZR-LPB, Fort Sill, Oklahoma 73503-5100.
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