CHAPTER 2

REQUEST / RECEIPT / ISSUE

Of Supplies

2 – 1 PURPOSE:  The chapter provides guidance and procedures for requesting, receiving, and issue of supplies.  Storage of supplies by the CIPBBW is addressed in Chapter ___.  The chapter also includes procedures for requesting supply status; follow up, cancellation, modification and reconciliation.  

2 – 2  APPOINTMENT AS A PRIMARY HAND RECEIPT HOLDER (PHRH):  Appointment of a PHR will be IAW AR 710-2. 

            a.  Individuals filling a position designated as "Commander", MTOE or TDA, will be the designated PHRH. Individual's designated, as "Commander" will provide a copy of the assumption of command ILO an appointment memorandum, to the CIPB Officer. 

             b.  Upon appointment as a PHRH by the Director of a TDA organization a copy of the appointment memorandum will be provided to the CIPB Officer. Individuals designated / appointed as TDA Primary Hand Receipt Holder will occupy a major TDA paragraph Line number (ie: 413A 01; 450C 01). A recommended format can be found at Figure 2-1.

             c.  A copy of the assumption of command or appointment memorandum will be filed with the Primary Hand Receipt (PHR). 

              d.  When the appointing authority for TDA PHRH changes, the incoming appointing authority, is required to provide a new appointment memorandum. Commanders or Directors who allow a current PHRH to "clear" without designating a replacement or taking action IAW AR 710-2 and AR 735-5 automatically assume responsibility for property listed on the hand receipt in question.

2 - 3  DOCUMENT REGISTERS:  Document registers will be established and maintained IAW AR 710-2, AR 735-5 and DA Pam 710-2-1.  

          a.  TDA Units, Activities and Organizations supported by the CIPBB.  Unless specifically authorized by the CIPB Officer in writing, addressed by specific unit, activity or organization, all document registers are located with, maintained by, and managed by the CIPB Officer or designated CIPBB representatives. 

                (1)  Assignment of a derivative DODAAC and derivative UIC are not stand-alone authorization to establish or maintain a document register below Property Book level.  

                (2)  Utilization of automated document registers available through ULLS or SPBS-R is not authorized unless the unit, activity or organization is specifically authorized by the CIPB Officer in writing to establish and maintain an expendable/durable register.

                (3)  TDA Units, Activities and Organizations supported by the CIPBB and authorized in writing to establish and maintain expendable/durable registers will forward all requests for non expendable supplies/equipment to the CIPBB for documentation and processing. The requesting unit, activity or organization will coordinate with the CIPBO prior to submitting requests for local purchase, to include credit card purchases. 

         b.  MTOE Units and Organizations supported by the CIPBB.  Document registers supporting deployable property records will be maintained as directed by the designated PBO of the MTOE unit or organization.  Requests for issue, turn in or lateral transfer of non-deployable equipment (Installation) will not be documented on these registers, but will be forwarded to the CIPBB for documentation and processing.  

         c.  Tenant Units, Activities and Organizations will maintain document registers as authorized by their parent unit.  Requests for issue, turn in or lateral transfer will be processed IAW the current ISA or MOU.

2 – 4  USE OF URGENCY OF NEED DESIGNATOR (UND) AND PRIORITY DESIGNATORS (PD):  Commanders and Directors are responsible for determination and assignment of the correct UND and corresponding PD to all requests submitted by PHRH assigned to their command or Directorate.  Commanders and Directors may delegate, in writing (Memorandum Order or DA Form 1687 (Delegation of Authority to Receipt for Supplies) with a copies furnished the CIPBO, specific individuals to review and authenticate high priority requests. 

a. High priority requests (UND A or B) must conform to the criteria in DA 

Pamphlet 710-2-1.  

(1)  A short, concise, justification is required for high priority requests. The 

justification is to be legibly entered on the reverse of all copies of the request.

(2) Supply Clerks / Sergeants assigned to the CIPBB receiving a high priority

 request not conforming to these requirements will forward the request to the appropriate Lead Supply Technician for review and action.

(3) Requests not meeting the criteria of DA Pamphlet 710-2-1, or lacking

 a clear, concise, justification can be returned without action by the Lead Supply Technician.

b. “Hand Carry” requests will be limited to requests with UND “A” and PD “03”. 

Justification must state the supplies are required due to an emergency situation or that they are mission essential to complete a current critical mission requirement.

c. USAFACFS Regulation 725-1 governs hand carry procedures.

2 - 5  DELEGATION OF AUTHORITY:  A PHRH may designate subordinate individuals within his/her direct line of supervision to request and/or receive supplies from the CPBBW.  When a PHRH desires to delegate authority he/she will use DA Form 1687 (Notice of Delegation of Authority - Receipt for Supplies).  The completed DA Form 1687, original and 2 copies, will be provided to the CIPBB with the appointment as a PHRH, or assumption of command memorandum.  Additions to, or Deletions from, DA Form 1687 are the responsibility of the PHRH. DA Form 1687 will be completed IAW DA Pam 710-2-1. (Figure 2 - 2)

          a.  DA Form 1687 should be typed to ensure that they are legible.  Hand printed DA 1687s must be legible, and prepared in blue or blue black ink. The expiration date will be 1 of the following: 1) the lesser of 1 year from the date of preparation or 2) not later than the date the delegating authority expects to remain in the job.  

           b. Units, organizations or activities conducting business with the CIPBB or CIPBBW will, not use DA Form 5977, Authorization Card.

           c.  If a PHRH does not delegate the authority to request and/or receive supplies then only the PHRH is authorized to submit requests for supplies, receipt for supplies, request adjustment actions, request or receive copies of his/her hand receipt. Figure 2-3.

           d.  No supply transactions will be processed by the CIPBB or CIPBBW when the DA Form 1687 has expired, no DA Form 1687 has been received from a newly appointed PHRH or Commander, or a Commander's declination memorandum is not on file with the CIPBB and CIPBBW.

2 - 6  FUND CERTIFICATION:  Management and certification of funds rests with the responsible Budget Office or Funds Manager.  The CIPB Officer has no authority to control or independently commit funds of customer units, organizations or activities. 

           a.   Any request for supplies that does not have a Fund Code (FC) or Account Processing Code (APC) entered on the request itself will be not be processed until a FC or APC is placed on the request by the initiating PHRH.  

           b.  The initiating PHRH is responsible for the validity and accuracy of the FC or APC entered on each request.  Supply Clerks or Supply Sergeants assigned to the CIPBB are only responsible for verifying that the FC or APC provided by the PHRH is recognized by the automated system when initiating a requisition for supplies.

           c.  Questions regarding commitment of funds, funds obligation or funds management are to be directed to the appropriate fund manager located at DRM.  THE CIPBB tracks request, receipt, issue, accountability and turn in of supplies or equipment, not funds obligation or commitment.

2 - 7 STANDARD NSN REQUEST:  Items having a standard NSN will be requested using DA Form 2765-1, IAW DA Pam 710-2-1 and Figure 2-4.

            a.  Document Identifier Code (DIC) use will be IAW USAFACFS Reg 725-1.  

            b.  "High Priority" requests will conform to the requirements of paragraph 2-2 this SOP.

            c.   The DA Form 2765-1 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. 

           d.  A properly completed DA Forms 2765-1 are at Figures 2-4 through 2-4c.  Entries identifying the PHRH on DA 2765-1, in the "request is From" block will be limited to: Unit Designation, POC Telephone Number and PHR assigned by the CIPB Officer.  

2 - 8  REQUEST WITH EXCEPTION DATA and NON-STANDARD NSN REQUEST:  Items having exception data or a non-standard NSN will be requested using DA Form 2765-1 or DD Form 1348-6, IAW DA Pam 710-21 and Figure 2-5.

          a.  Document Identifier Code (DIC) use will be IAW USAFACFS Reg 725-1. 

                  (1)   Use of DIC "AOE" is restricted to DA Form 2765-1. (Item has a current valid NSN but exception data is entered on the request.)

                          (a)  Additional pertinent data that must be entered on DA Form 2765-1 used as an "AOE" in addition to required entries are:

                                1.  Block A: Enter the appropriate Supply Support Activity (i.e.: DOL, RACH)

                                2.  Block L:  Appropriate FC or APC.

                                3.  Block P:  Authorization for the item requested.  Attach a copy of the authorization if other than "TDA", "CTA" or "MTOE".  Also enter the quantity authorized, the quantity on hand; and the quantity due in. 

                                4. "AOE" requests should be typed to ensure that all copies are legible.  Hand printed forms must be legible, and prepared in blue or blue black ink.  If there is an entry required on the reverse of the form, the entry must be on all copies and it must be legible on all copies.

                           (b)  DIC "AOD" is used to request items that have no current NSN or Part Number.  Generally the source of supply (SOS) is other than a Government source.  Usually the SOS will be a vendor in the local area. Pertinent data that must be entered on DD Form 1348-6 used as an "AOD" in addition to required entries are:

                                 1.  Enter above Blocks 70 - 80:  the appropriate FC or APC code

                                 2.  Identification Blocks 1 and 2 are left blank for DOL use.

                                 3.  Identification Blocks 3 and 6 through 9 must be completed.

                                 4.  Identification Data Block 11 must have the estimated individual item 

price; the total price; authorization for the item requested to include the LIN; and the PHR Number.  A copy of the authorization may be requested if the stated LIN is no longer valid. 

                                  5.  When requesting locally procured items, it is recommended that a copy of the page showing the requested item be attached to the request.

                                  6.  "AOD" requests should be typed to ensure that 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.

            b.  "High Priority" requests will conform to the requirements of paragraph 2-4 this SOP.

2 - 9  SUPPLY STATUS:  Units, Activities and Organizations supported by the CIPBB can request supply status from the CIPBB Supply Clerk/Supply Sergeant who maintains their PHR.   A valid document number will be required to research the database and provide the requested information. Availability of status is dependent upon data line connectivity to the Mega center database.

           a.   Supply status for requisitions assigned UND "C" and PD "11 thru 15" will be provided by return telephone call or fax within 2 working days by CIPBB Supply Clerks or Supply Sergeants receiving the request.

            b.   Supply status for requisitions assigned UND "B" and PD "04 thru 10" will be provided by return telephone call or fax within 1 working day by CIPBB Supply Clerks or Supply Sergeants receiving the request. 

            c.   Supply status for requisitions assigned UND "A" and PD "01 thru 08" will be provided by return telephone call or fax within 4 hours CIPBB by Supply Clerks or Supply Sergeants receiving the request.

            d.  Work in progress will not be stopped to research "walk in", "could you please" or "while I'm here could you" requests for supply status. Walk in requests for status will be processed as assigned workload permits. "Walk in" claims of high priority will meet the provisions of paragraph 2-4, this SOP.

2 - 10  FOLLOW UP PROCEDURES:  Under the DPAS system follow-up is an automatic process.  Supply status is downloaded from the SSA and Mega center each day, depending on connectivity between the installation and the mega center.  Units, activities and organizations authorized to establish and maintain expendable/durable document registers (ULLS or SPBS-R systems) receive daily status from the SSA.  Individuals occupying the position designated by the CIPB Officer are responsible for follow-up actions on their delegated document register(s). 

2 - 11 CANCELLATION PROCEDURES:  PHRH initiated requests for cancellation, IAW DA Pam 710-2-1, will be submitted to the individuals who are authorized to establish and maintain document registers.  Requests for cancellation sent to the CIPBB will be in writing using DA Form 2765-1, with a DIC of "AC1" entered in the appropriate blocks.

2 - 12  RECEIVING SUPPLIES:  The CIPBBW is responsible for initial receipt of all supplies arriving at B2192 from whatever source.  The CIPBBW also has the responsibility to ensure that supplies ordered by the CIPBB from various installation SSAs (DOL, MEDDAC, etc) are picked up in within 1 working day of being notified, servicing SSA, that supplies are ready for issue. 

           a. When supplies are delivered directly to the CIPBBW, B2192, and an individual assigned to the CIPBBW is not available, personnel assigned to Management positions, the NCOIC or Senior Lead Supply Technician may receive supplies and sign receipt documents. Supply Clerks or Supply Sergeants assigned to the CIPBB are not authorized to receive supplies and sign receipt documents on behalf of the CIPBBW. This includes supplies turned in by customer units.  This applies to all ARCs (N; X; or D).

           b.  An individual receiving supplies into B2192, from whatever source, will not post the gain or loss to property records or hand receipts.  Individuals posting gains or losses to property records or hand receipts will not receive or receipt for supplies on behalf of the CIPBBW.  

           c.  Receipt documents will be forwarded from the CIPBBW to the CIPB Officer or designated Lead Supply Technician as soon as possible, but not later than the end of each work day, after the supplies have been received and inventoried into the CIPBBW, B2192. This applies to all ARCs (N; X; or D).

                (1) Lead Supply Technicians will review the receipt documents to determine what actions are required (cataloging, etc) and direct the appropriate actions.

                (2) The appropriate Supply Clerk or Supply Sergeant will then establish property book accountability, as required, close out the document register, and prepare issue documents.  The appropriate Supply Clerk or Supply Sergeant will then give the issue documents to the Material Handler Supervisor.  The Material Handler Supervisor will contact the PHRH.

           d. The Material Handler Supervisor will monitor response by the PHRH to ensure the supplies are picked up with 3 working days from the date of notification.  The Material Handler Supervisor will provide the appropriate Lead Supply Technician with a list of PHRH who failed to pickup their supplies within 3 working days.  

               (1)  The CIPB Officer, or NCOIC, CIPBO, will approve requests for delivery by the CIPBBW in advance.  Personnel assigned to the CIPBBW will not commit CIPBO assets until approved by the CIPB Officer, or NCOIC, CIPBO. 

               (2)  If equipment is not picked up withn the established time frame the PHR may be frozen, the supplies turned in to the SSA  as excess or issued to another PHRH having a valid need on a request that has not yet been entered into the supply system.

2 - 13 FLAGS, GUIDONS, STREAMERS AND IDENTIFICATION BANDS: AR 840-10 and USAFACFS Regulation 725-1 provides procedures for design, acquisition, supply, maintenance and disposition of these items. 

          a.  Prepare requests for guidons, organizational and institutional flags on DA Form 2765-1 IAW USAFACFS Regulation 725-1 and Figure __ - __.  Attach a diagram of the flag/guidon stating size, colors, letter sizes and other pertinent data.

b. For replacement issue, attach a copy of DA Form 2407 indicating the item has

 been classified as nonrepairable, unserviceable or not fit for service.

(1) Flags and guidons are accountable property and are not authorized for 

personal retention or display except as authorized in AR 840-10. 

(2) Serviceable flags and guidons may be retained for display purposes

 IAW AR 840-10.  But these items will remain on property records and hand receipts as accountable items.

                    (3)  Accountability for foreign national flags is established and maintained using normal hand receipt procedures. Unserviceable foreign national flags are to be disposed of IAW AR 840-10.

          c.  Requests for streamers must be accompanied by a copy of Permanent Orders authorizing the streamer(s).  When requesting more than 1 streamer attach a listing of required streamers.  

          d.  All forms should be typed to ensure that all copies are legible. Hand printed forms must be legible, and prepared in blue or blue black ink.  If there is an entry required on the reverse of the form, the entry must be on all copies and it must be legible on all copies.

2 - 14.  OFFICE / COPY MACHINES:  Office machines are considered commercial equipment and require authorization IAW AR 25-30, and AR 71-33.  Definitions, authorization and requisitioning procedures are found in USAFACFS Regulation 725-1 and USAFACFS Regulation 725-2.  Requests for office machines will not be submitted until authorization processing is complete and funds are available for purchase.

               a.  When approval to acquire the requested equipment has been obtained, the requesting unit will prepare a DD Form 1348-6.  A copy of the approving documentation will be attached to the completed DD Form 1348-6 when the request is submitted to the CIPBB.  The CIPBB will perform an edit, assign a document number and forward the request to the SSA.  A DD Form 1348-6 received by the CIPBB without required documentation will be returned to the requesting unit without action. 

               b.  Accountability for office machines will be maintained IAW AR 710-2 and DA Pam 710-2-1. Units that use a Government Credit Card to acquire office machines will follow the above steps prior to purchase. 

2 - 15.  AUTOMATED DATA PROCESSING EQUIPMENT (ADPE):  

              a.  Request for Issue

                    1.  ADPE will be approved by DOIM prior to submitting a request to the CIPBB or initiating a local purchase action. This applies to computers (all configurations), software, peripherals, and repair parts.  All forms must be legible.

                          a.  ADPE is requested IAW AR 25-1, DA Pam 25-1-1 and USAFACFS Regulation 725-1.

                           b.  The requesting unit, activity or organization will forward the DOIM approved DD Form 1348-6 to the CIPBB.  A copy of the IT Assement Worksheet will be attached to the DD Form 1348-6 when requesting new hardware.

                           c.  Hardware that is replacing outdated or obsolete hardware does not require an IT Assement Worksheet to be submitted with DD Form 1348-6 forwarded to the CIPBB.  

                      2.  In the event that ADPE is delivered directly to a supported unit, activity or organization, rather than the CIPBW, the receiving unit, activity or organization is responsible for providing all information required to establish property accountability.  The information will be given to the CIPBB within 72 hours of receipt. 

               b.  Request for Turn In

                    1.  The PHRH will request disposition of excess and unserviceable ADPE for which he/she is responsible.  Disposition may be requested electronically or in writing using FS Form 657, Request for Classification of Excess ADPE.  "FOI" ADPE will be reported to the CIPBO IAW paragraph 2-27 this SOP before requesting disposition.

                         a.  Once a FS Form 657, Figure 2-7, has been processed through the DOIM and has been forwarded to the CIPBB, the PHRH may not direct any movement, reutilization or retention of the equipment.  The PHRH will retain the equipment until the CIPB Officer provides written disposition instructions.  In the event that the equipment was erroneously reported as excess or unserviceable, Figure 2-8, the PHRH will request a withdrawal in writing.

                         b.  Upon receipt of a FS Form 657 from DOIM, a CIPBB edit will be conducted. All forms must be legible and have all required data fields completed.  Illegible or incomplete forms will be returned through DOIM to the requesting PHRH.  .

                               (1) The edit will verify the following data using CIPB Officer property records: Noun; LIN; NSN/MCN; Unit Cost; Serial Number(s); PHR Number and PHRH.  

                               (2) Discrepancies between LIN; NSN/MCN; and Serial Number(s); as shown on FS Form 657 and the data listed on property records will be resolved before a Control Number is assigned or disposition instructions are issued.  Supply Clerks/Supply Sergeants are will not make undocumented corrections to data, especially serial numbers, as reported on FS Form 657.  Conflicts will be resolved using the information on the equipment data plate; information obtained from the designated ISSO or DOIM records.  In the event that there is no
equipment data plate and no information can be obtained from the designated ISSO or DOIM the CIPB Officer may direct return of FS 657 to the requesting PHRH until all discrepancies are resolved.

                               (3) In the event that a unit, activity or organization other than the PHRH assigned responsibility on CIPBO property records requests disposition of excess or unserviceable ADPE, the requesting unit will be directed to return the equipment to the designated responsible PHRH within 2 working days.  The appropriate Lead Supply Technician will notify the responsible PHRH that an attempt was made to turn in ADPE for which he/she is responsible. Only the responsible PHRH may request disposition instruction for excess or unserviceable ADPE.

                                (4) The CIPB Officer will provide disposition instructions in writing to the PHRH.  When disposition instructions are received the PHRH is to prepare the required documentation for turn in and schedule a turn in as directed by the CIPBO.  (Figure 2-9.)

                          c.  Request for Lateral Transfer of ADPE:  Lateral transfer between units, activities or organizations supported by the CIPBO will be coordinated and approved in advance by the DOIM, CIPBO and appropriate ISSO.  A PHRH is not authorized to request, make or accept any lateral transfer unless approved in advance by the CIPB Officer or his/her designated representative.

2 - 16  RENTAL / LEASE EQUIPMENT:  Acquisition of rental or leased equipment to support mission requirements will be requested in writing by the Commander of the unit or organization or the Director of the activity concerned.  AR 700-131 governs the lease of Army property.  AR 710-2 and DA Pam 710-2-1 govern the receipt, accounting and disposition of leased equipment.

                 a.  Approval to lease equipment must be obtained from the appropriate installation agency (DOIM, TSC, etc) before acquisition.

                 b.  The PHRH requesting the leased equipment is responsible for preparing and submitting DA Form 3953, Request for Purchase and Commitment, to the appropriate AO for processing.  The PHRH also is responsible for providing required receiving reports to the CIPBB and the Finance Accounting Office (FAO) and upon termination of the lease for returning the equipment to the original owner and providing documentation to the CIPBB.

2  - 17  FURNISHING MANAGEMENT BRANCH (FMB) PROPERTY:  FMB property is issued directly from the FMB Accountable Officer (AO) directly to a unit, organization or activity as a Primary Hand Receipt between the FMB AO and the designated PHRH of the receiving unit, organization or activity.  FMB property is issued in support of billets and day room furniture and equipment. 

                a.   Administrative office furniture and equipment is requested through normal supply channels.

                b.  Questions pertaining to unit, organization or activity authorizations are to be addressed to the CIPB Officer prior to initiating action to request or purchasing the equipment in question.

2 - 18  EQUIPMENT IN PLACE:  Equipment in place (EIP) is authorized for specific facilities and functional areas and is defined as personal property consisting of capital equipment and other equipment of a moveable nature which is affixed to real property.  Such equipment can be removed without reducing the usefulness of the facility.  

            a.  Rug/Rug Cushion and Carpet/Carpet Pad

                  (1)  Definitions are found in USAFACFS Reg 725-1.

                  (2)  Rugs/rug cushions for troop living spaces and CTA 50-909 authorizes dayrooms.  Furnishings Management Office (FMO) approves the purchase request.

                  (3)  Rugs/rug cushions for administrative areas are authorized by CTA 50-909.  DOL approves the purchase request.  Rugs will not be cut to fit or installed/attached to a floor in any manner. 

              b.  Carpet/carpet pads - EIP.

                    (1) Carpet/carpet pads (EIP) are authorized by CTA 50-909 and AR 420-70.  The Directorate of Public Works (DPW) approves the purchase request. 

                    (2) Carpet/carpet pads -Real Property is authorized by AR 420-70.  The Directorate of Public Works (DPW) approves the purchase request. 

              c.  Requests for Rugs/rug pads for administrative areas are submitted on DD Form 1348-6 to Commander, USAFACFS, ATTN: ATZR-LO, for approval.  The following information will be typed or legibly printed on the form.

                   (1)  Building and Room Number

                   (2)  Dimensions of area where rug will be used.

                   (3)  Statement signed by the PHRH that the rug will not be installed or attached to he floor in any manner.

                   (4) When the request is approved submit it, with all documentation, through normal supply channels to the CIPBB, USAFACFS.

              d.  Requests for carpets/carpet pads (EIP) are submitted on DA Form 4283 accompanied by two DA Forms 2765-1 (one set for purchase of carpet/carpet pad and one set for installation).  The requesting unit/activity will submit the completed DA Form 4283 and DA Form 2765-1, with funds certification annotated to the CIPBB, USAFACFS. The CIPBB will review forms for completeness and funds certification.  If no corrections are required, document 

numbers will be entered on the DA Form 2765-1.  The document will then be forwarded to the appropriate DPW work center.  The minimum required information is listed in USAFACFS Reg 725-1 and will be typed or legibly printed on the forms.  

2 - 19 REAL PROPERTY:  Real property includes buildings, piers, docks, warehouses, utility systems and real estate.  This does not include machinery, equipment or fixed signal communications equipment.  Real property is issued directly from the DPW Real Property AO to an individual designated as the building responsible officer on a DPW AO PHR. 

           a.  The individual designated as the building responsible officer submits DA Form 4283, Facilities Engineering Work Request as required.  Submit DA Form 4283 through designated unit channels to DPW.

           b.  DA Form 4283 should be typed to ensure that all copies are legible. Hand printed forms must be legible on all copies, and prepared in blue or blue black ink.  

2 - 20  ENGINEER PROPERTY:  The Facilities Maintenance Division (FMD), DPW, furnishes all authorized public works supplies and equipment required by elements of this installation, attached organizations and satellite organizations IAW AR 420-17, AR 420-18, AR 420-70, AR 710-2, DA Pam 710-2-1 and USAFCFS Regulation 725-1.  

            a.  Equipment for Buildings and Grounds Maintenance:  

                 1.  Floor polishers.  Floor polishers for administrative areas are issued from the FMO, DPW, PBO, to the designated PHRH of the requesting unit, activity or organization when authorized IAW USAFACFS Supplement 1 to AR 420-70 and approved by DPW. 

                 2.  Mowing Equipment.  DPW will authorize issue of mowing equipment necessary for organizations to accomplish lawn/grounds maintenance responsibilities assigned in USAFACFS Regulation 420-8.  Currently DPW authorization for each battery/company PHR lawn/grounds maintenance requirement is: 2 push mowers, 2 trimmers/edger's and 1 riding mower

                       (a) DPW approval is required before users purchase additional lawn/grounds maintenance equipment.  Lawn/grounds maintenance equipment purchased by units will not be added to the CIPB Officer will not process requests for equipment acquisition, by purchase or lateral; transfer action, until the action is approved by DPW, assigned a DPW serial number and certified as eligible for DPW maintenance.

                              (1) Only the CIPB Officer or designated Lead Supply Technician may approve an initial or replacement issue from the CIPBW. CIPBB Supply Clerks, Supply 

Sergeants or personnel assigned to the CIPBW are not authorized to commit, loan or issue any grounds maintenance equipment for any reason.

                              (2) Grounds maintenance equipment located in the CIPBW is restricted to 1 for 1 replacement issue after DPW authorizes replacement of the equipment and will remain in unused condition until issue to an authorized PHRH.

                       (b)   When requested in writing an on site visit by DPW to the requesters' area will establish their grounds maintenance and equipment requirements.  The memorandum request will identify specific area(s) to be mowed/maintained and all grounds maintenance equipment currently listed on the unit, activity or organization PHR.  This includes the equipment being repaired or serviced by the DPW Maintenance Shop.

                              (1) When equipment requires repair the PHRH will prepare a DA Form 2407 to request repair.  The PHRH will take the DA Form 2407 to the CIPBB for review. The following statement will be entered on the DA Form 2407.  "This equipment is accounted for on CIPBO property records and is assigned to the requesting PHRH."  Requests for "walk in" processing of DA Form 2407 must meet the requirements for a high priority supply request (paragraph 2-4 this SOP).  Incomplete or illegible forms will not be accepted.  

                              (2) The CIPBB Supply Clerk/Supply Sergeant will verify data entered on the, DA Form 2407 against the data extracted from property records.  All CIPBO property record databases will be checked. If all property record data matches, the DA Form 2407 will be forwarded to an individual authorized to sign the CIPBO statement. The PHRH will be notified to pick up the signed DA Form 2407 and take the equipment to the DPW Maintenance Shop.  

                              (3) If a discrepancy exists between data entered on the DA Form 2407 and the data extracted from property records the CIPBB Supply Clerk/Supply Sergeant will give all documents to their Lead Supply Technician.  The Lead Supply Technician will take action to resolve the discrepancy and complete the transaction, direct return of the request without action, confiscate the equipment pending return to the PHRH having CIPBO assigned responsibility or refer the problem to the CIPB Officer. 

                              (4) It is incumbent upon the PHRH to accomplish routine maintenance required to keep assigned equipment in operating condition. Failure to accomplish repair in a timely manner contributes to creation of a maintenance backlog causing further unit equipment repair delays.  "Replacement" equipment will not be issued by the CIPBB to reduce shortages due to equipment being in DPW Maintenance.

                       (c) When assigned equipment can no longer be economically repaired, DPW will authorize replacement of the equipment on a 1 for 1 basis, through the CIPBB consistent with available resources in support of total installation needs (first washed out, first replaced).  The PHRH is responsible for turn in of salvaged equipment through the CIPBB to DRMO.

                             (1) PHRH will submit a completed DA Form 3161, Change Document, and DD Form 1348-1, with the unit copy of the completed DA Form 2407 attached, to the designated CIPBB Supply Clerk/Supply Sergeant.  Incomplete, illegible or mutilated forms will not be accepted.

                             (2) The CIPBB Supply Clerk/Supply Sergeant will verify data entered on the, DA 3161, DA Form 2407and DD Form 1348-1 against the data extracted from property records.  All property record databases will be checked to avoid erroneously reporting an item as "FOI".

                             (3) If all data matches, a document number will be assigned to DD Form 1348-1 and given to the PHRH. If a discrepancy exists between data entered on the, DA 3161, DA Form 2407, DD Form 1348-1 and the data extracted from property records the CIPBB Supply Clerk/Supply Sergeant will give all documents to their Lead Supply Technician.

The Lead Supply Technician will take action to resolve the discrepancy and complete the transaction, direct return of the request without action or refer the problem to the CIPB Officer. 

The DA Form 3161 will be placed in suspense until the PHRH returns the DD Form 1348-1 with appropriate DRMO entries.  The DA Form 3161 will remain in suspense until the PHRH provides a completed copy of the turn in document 

                3.  Equipment Available for Temporary Loan:  The CIPBB does not maintain any grounds maintenance equipment for temporary loan.  Units, activities and organizations requiring temporary loan of equipment address all requests for that equipment IAW USAFACFS Supplement 1 to AR 420-8 and USAFACFS Regulation 725-1.

2 - 21  CONSTRUCTION MATERIAL:  The Directorate of Public Works (DPW) is the responsible agency for procurement of construction materials for the installation. Requests will be prepared and processed IAW USAFACFS Regulation 725-1.

               a.  A completed DA Form 4283, Facilities Engineering Work Request, will be submitted to DPW for construction materials/products for all engineer type work (i.e. building repair). 

               b.  A DA Form 2765-1 will be prepared for materials to support operational and training projects.  On the reverse of the DA Form 2765-1, the requesting unit, activity or organization will enter a statement of intended use of the material on the reverse of the request.  The statement will read  "Organization will not use supplies in work that affects real property facilities of this installation.  Organization will use materials to (enter a specific use/justification of material."  The statement is to be on all copies of the form and signed by the Unit Commander, Director or Division Chief.  

               c.  Forms should be typed to ensure that they are legible.  Illegible forms will not be processed.

2 - 22  U-DO-IT PROJECTS:  U-DO-IT Projects are requested using DA Form 4283 submitted to DPW, B1950. through designated unit channels.  DPW will contact the requestor to coordinate material requirements.  Requests for materials in support of U-DO-IT projects will not be submitted to the CIPBB until approved by the DPW U-DO-IT coordinator.  When the project is approved materials will be requested at the direction of DPW and submitted IAW paragraph 2-8 this SOP.

2 - 23  MEDICAL SUPPLIES:  DA Form 2765-1 will be used to request medical supplies IAW TM 38-L03-19 and the Reynolds Army Community Hospital (RACH) Medical SOP. USAFACFS Reg 725-1 governs medical supply requests. 

          a.   All non-expendable medical supplies will be requested through the CIPBB.  The CIPBBW will pick up the supplies from RACH Medical Supply Branch and issue them from B2192.

           b.  Units and activities that have been authorized to establish and maintain Expendable / Durable Document Registers (Class VIII) will request expendable / durable medical supplies direct from RACH Medical Supply Branch.  

           c.   Units and activities that have not been authorized to establish and maintain Expendable / Durable Document Registers will request all medical supplies through the CIPBB.  The CIPBBW will pick up the supplies from RACH Medical Supply Branch and issue them from B2192.  

           d.  Hand carry of medical requests must meet the criteria stated in paragraph 2 - 4 this SOP. 

2 - 24  COMSEC EQUIPMENT:  COMSEC equipment will be requested only through Battalion / Unit COMSEC custodian.

2 - 25  REQUESTS FOR MAPS:  Request for maps are prepared IAW USAFACFS Regulation 725-1 and submitted to the SSA using an expendable document number.  Requesting activities that have been authorized to establish and maintain Expendable Document Registers must establish an account with the Richmond Map Facility prior to submitting a request.  The CIPBB does not have the installation account.  For further information contact the SSA, DOL, USAFACFS.

2 - 26 DINING FACILITY EQUIPMENT:  Units, activities and organizations will submit requests for issue or turn in of dining facility equipment to the Installation Food Service Officer (IFSO), DOL. USAFACFS Regulation 725-1 provides procedures for requesting issue or turn in of dining facility equipment.

           a.  Dining facility equipment will be transferred using a DA Form 3161 as a Lateral Transfer.

            b. Units, activities and organizations requesting issue or turn in of dining facility equipment will prepare DA Form 3161 IAW DA Pam 710-2-1 and USAFACFS Regulation 725-1. 

            c.  Once approved by the IFSO the requesting unit, activity or organization will forward the documents to the CIPBB for review, edit, assignment of a document number, processing and issue or scheduling a turn in.  The CIPBO will notify the unit, activity or organization when documentation is ready for pick up.  

            d.  "Walk through" requests will conform to the requirements for a high priority request in paragraph 2-4 this SOP.

            e.  After equipment has been received, or turned in, the unit, activity or organization will provide the IFSO a copy of the completed transaction.

2 - 27.  FOUND ON INSTALLATION (FOI):  Upon discovery all "FOI" property is to be immediately reported to the appropriate AO.  USAFACFS Regulation 725-1 provides guidance for units, activities and organizations supported by the SSA, USAFACFS.  

            a.  If the unit, activity or organization has a requirement and authorization for the  "FOI" item, take the following actions.

                 1.  Prepare a DA Form 2765-1 IAW Figure 2-4 and enter "FOI" in block o or p.  If the item is a RICC 2 item, enter "RICC 2" in the "Item Description" block.  All forms should be typed to ensure that they are legible.

                 2.  Forward the completed DA Form 2765-1 to the CIPBB for editing.  If the CIPB Officer determines that the requesting unit, activity or organization is authorized the item, and will not exceed the authorized quantities if the item is retained, a document number will be assigned. 

           b.  After a document number is assigned to the DA Form 2765-1, the item will be issued to the requesting unit, posted to property records and the appropriate PHR.  The issue will be considered "Free Issue" to the requesting unit, activity or organization.  Funds will not be expended on "FOI" equipment.

           c  .  If the unit, activity or organization does not have a requirement or authorization for the  "FOI" item, it will take the actions specified in DA Pam 710-2-1 and USAFACFS Regulation 725-1.

2 - 28  DEFENSE REUTILIZATION MARKETING OFFICE (DRMO):  Withdrawal from, and turn in to, a DRMO is governed by AR 735-5, AR 710-2, DA Pam 710-2-1 and USAFACFS Regulation 725-1.  

                 a.  Units, organizations and activities supported by the CIPBB will not request supplies/equipment directly from a DRMO.  All requests for supplies/equipment to be withdrawn from a DRMO will be processed through the appropriate AO to the SSA that normally supplies the supplies/equipment (i.e. DOIM, DPW, DEH, MEDDAC, etc).  Units supported by the CIPBB will process requests for issue from the DRMO through normal supply channels. All non-expendable property will be accounted for on the property record and added to the appropriate PHR. Funds will not be expended on supplies withdrawn from a DRMO.

                       (1) To request withdrawal of supplies/equipment from a DRMO the requesting PHRH will prepare and DA Form 2765-1 with one of the following statements typed on the reverse of all copies.  The Commander of the unit or organization or Director of the activity will authenticate the request by signing above his/her signature block that is to be typed below the appropriate statement. 

"This item will be used for its intended purpose. Property is required to satisfy an authorized requirement."

Or

" This item will not be used for its intended purpose."

                                (a)  The statement 

" This item will not be used for its intended purpose." Requires additional justification by the authenticating individual as to why and how the item will not be used for its intended purpose.

                                (b)  DRMS Form 103 will be attached to the completed DA Form 2765-1 and forwarded to the CIPBB for review.  Paragraph 2-4 this SOP also applies to requests for DRMO withdrawals.

                                (c)  Once the CIPB Officer, or the designated representative has approved the request by signing the DA Form 2765-1 a document number will be assigned.  The requesting PHRH will take the documented DA Form 2765-1, with DRMS Form 103 attached, to the Material Management Unit (MMU), Supply Support Activity (SSA).  The MMU will prepare and document a DD form 1348-1, Issue Release/Receipt Document.  

                                (d)  The MMU will retain copies of the DA Form 2765-1 and DD form 1348-1.  The requesting PHRH will hand carry the completed forms to the DRMO to pickup the item(s).

                                 (e)  The requesting PHRH is responsible for ensuring that copies of the completed transaction(s) are returned to both the MMU and the CIPBB. 

               b.   Turn in to DRMO.  Normally no items regardless of serviceability will be turned in to a DRMO directly from the unit, organization (PHR) level.  All material will be turned in to the activity responsible for consolidating and reporting excess material.  This does not preclude the SSA or CIPB Officer from directing the unit/organization to turn in scrap to a DRMO.  

DA Pam 710-2-1 specifically addresses the turn in of serviceable and unserviceable expendable and durable supplies/equipment to the SSA and DRMO. Units supported by the CIPBB will process requests for turn in to the DRMO through normal supply channels.

              c.  PHRH will hand carry requests for turn in to, or withdrawal from, DRMO to the CIPBB at least 2 working days in advance of the scheduled issue or turn in date.

                   (1)  Turn in to DRMO is not considered an emergency or a priority action. 

                   (2) Requests for a withdrawal from DRMO meeting the 2 working day lead time will be authenticated by using the appropriate procedures for a High Priority request IAW paragraph 2-4 this SOP.

              d.  All forms should be typed to ensure that all copies are legible. Hand printed forms must be legible, and prepared in blue or blue black ink.  If there is an entry required on the reverse of the form, the entry must be on all copies and it must be legible on all copies.
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