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Chapter 1



General



1�1.  PURPOSE.  To establish policies and procedures for the operation of the Training Service Center (TSC), Fort Sill, Oklahoma and the TSC, Fort Chaffee, Arkansas.



1�2.  MISSION.  The TSC provides one stop service for users of visual information (VI), training devices, and training aids support.  This includes consultation services for media selection and design for the production and use of devices, graphic arts, photography, television, audiovisual, and Graphic Training Aids (GTAs).  The Fort Sill Training Service Center is a major regional training support center with AR 5�9 area support and service responsibilities that include both active duty and reserve component Army units within the states of Arkansas and Oklahoma and the panhandle area of Texas.  Other Department of Defense agencies and eligible civilian organizations are serviced through separate support agreements.  The Fort Sill TSC is responsible for coordinating and producing Department of Army television (TV) requirements throughout the United States as assigned and directed by HQ, U.S. Army Training and Doctrine Command (TRADOC).  The Fort Sill TSC provides staff oversight of the functions and operations of the Fort Chaffee TSC.



1-3.  RESPONSIBILITIES.



    a.  The Commander, U.S. Army Field Artillery Center and Fort Sill (USAFACFS), will determine the priority of work to be performed by the Training Service Center.



    b.  The Director of Plans, Training and Mobilization for Fort Sill, and the Chief, Operations Division for Fort Chaffee, will provide direct supervision of the Visual Information Manager for TSC operations.



    c.  The Director of Information Management will provide staff oversight of visual information management for policy, planning, and information systems integration.



    d.  The Training Service Officer/Visual Information Manager will——



    (1)  Serve as the Installation Visual Information Manager as outlined in AR 25�1.



    (2)  Direct, coordinate, and supervise the overall activities of the TSC to provide media selection consultation service, distribution of work requirements, control of priorities, quality control, and responsive service to customers.
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    (3)  Coordinate and accomplish production of TV production requirements in the TSC support areas and as requested by HQ TRADOC.



    (4)  Develop policies and procedures covering all Phases of TSC operations.



    (5)  Supervise and direct the design, procurement, and fabrication of all training aids and devices.



    (6)  Process contracts for the fabrication and procurement of approved items that are not within the capabilities of the Training Service Center to fabricate.



    e.  Commanders, Directors, and Chiefs of organizations and activities, as TSC customers, are responsible for ensuring compliance with this regulation and its appendixes when requesting TSC support, utilizing, operating, and maintaining TSC equipment and products in their units.



1�4.  FISCAL PROGRAM.



    a.  The TSC budget is established at installation level and is monitored by Director of Plans, Training, and Mobilization, USAFACFS.  Estimated requirements will be provided by TSC customers prior to the annual budget submission.  Planning and programming for new mission will be coordinated at the earliest opportunity.



    b.  The TSC will support valid requirements from active and reserve component Army customers within the AR 5�9 area of responsi�bility according to the established priorities and subject to availability of funds.



    c.  Requirements from other services, government agencies, etc., will be provided on a reimbursable basis in accordance with existing regulations and support agreements.



1�5.  MOBILIZATION.



    a.  General.



    (1)  TSC will assist mobilized units from mobilization to deploy�ment by providing training support items in a closely coordinated manner.  TSC will visit deploying units prior to the scheduled deployment date to inventory and pick�up TSC property and to assist in clearing all hand receipts.



    (2)  After initial unit mobilization and deployment, Fort Chaffee and Fort Sill will continue to be major mobilization stations for the U.S. Army.  The remaining units will require training and audiovisual support and TSC will use all personnel resources, including overtime, to provide this support.
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    (3) Since mobilization, deployment, and training of replacement and filler personnel will be happening simultaneously, priorities assigned to other TSC customers must be strictly enforced to ensure adequate TSC support to the mobilization effort.



    b.  To support mobilization, the TSC will��



    (1)  Use the Post�Mobilization Training Support Requirement Sheet (PTSRS), a "MOBILIZATION ONLY" file of training support requirements (training aids, devices, and audiovisual equipment) will be maintained by Fort Sill TSC.  (Copy to be furnished Fort Chaffee TSC if appropriate.)



    (2)  Maintain requests from units on DA Form 3903�R (Visual Information (VI) Work Order) or DA Form 4103�R (Visual Information (VI) Product Loan Order), as appropriate, to be mobilized at Fort Sill marked "MOBILIZATION ONLY" in the mobilization files.  (Copy to be furnished Fort Chaffee TSC if appropriate.)



    (3)  Establish and maintain communications with all units to be mobilized at either Fort Chaffee or Fort Sill.



    (4)  Units Mobilizing at either Fort Chaffee, AR or Fort Sill, OK will——



    (a)  Anticipate during pre�mobilization all training aids, devices, and audiovisual equipment needs for use during mobilization.



    (b)  Use DA Form 3903�R or DA Form 4103�R as appropriate to request, from TSC Fort Sill, items of training equipment that will be needed to support the training effort from mobilization to deployment.  These requests will be marked with the words "MOBILIZATION ONLY" and are essential to ensure that sufficient quantities of the required training aids and equipment are available.



    (c)  Maintain close coordination with TSC and strictly adhere to scheduled equipment and device pick�up and turn�in times.  Units scheduled for deployment will utilize "short�term" loan procedures.



    (d)  Notify the TSC upon receipt of mobilization orders, and upon their arrival on post. Hand receipt holders will inventory all hand receipt items and report to TSC Services Branch for hand receipt renewal.  These units must be prepared to turn in training devices and equipment not required to support immediate training needs.
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    (e)  Turn in all hand receipted items to TSC prior to deployment.  Any shortages of TSC equipment will be properly documented and the necessary forms and records prepared by the unit prior to reporting to central turn�in point.  This includes all reports of survey, cash collections, or other documentation required to clear unit hand receipts.



c. TSC customers scheduled for mobilization stations other than Fort Chaffee or Fort Sill will inventory and turn�in all training and audiovisual equipment held on hand receipt to their next higher headquarters for consolidation and pick�up by TSC Fort Sill represen�tatives. Pick�up will be arranged by calling TSC Fort Sill at AUTOVON 639�5309 or commercial 405�351�6280.



1�6. REFERENCES.



    a.  AR 5�9, Intraservice Support Installation Area Coordination.



    b.  AR 25�1, The Army Information Management Program.



    c.  AR 190�51, Security of Army Property at Unit and Installation Level.



    d.  AR 350�38, Training Devices: Policies and Procedures.



    e.  AR 380�5, Department of the Army Information Security Program.



    f.  AR 420�70, Building and Structures.



    g.  AR 600�50, Standards of Conduct for Department of the Army Personnel.



    h.  AR 600�290, Passports and Visas.



    i.  AR 640�30, Photographs for Military Personnel Files.



    j.  AR 710�2, Supply Policy Below the Wholesale Level.



    k.  USAFACFS Reg 10�1, Manual of Organization and Functions.



    l.  DOD Pam 5040.2�C�1, Catalog of Audiovisual Productions�Army.



    m.  DOD Pam 5040.2�C�2, Catalog of Audiovisual Productions�Navy Marine Corps.



    n.  DOD Pam 5040.2�C�3, Catalog of Audiovisual Productions�Air Force.



    o.  DOD Pam 5040.2�C�4, Catalog of Audiovisual Productions�DOD Productions Cleared for Public Release.
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    p.  DA Pam 25�91, Visual Information.



    q.  DA Pam 310�12, Index and Description of Army Training Devices.



    r.  TRADOC Pam 71�9, TRADOC Training Devices for Armywide Use.



    s.  COMDEPC Volume IV (Mobilization Guide).



    t.  TSC Catalog.



    u.  TSC Bulletin.



Chapter 2



Production and Fabrication



2�1.  GENERAL INFORMATION.



    a.  The Training Service Center (TSC) provides services in the form of consultation, design, procurement, fabrication, storage, issue, and repair of all types of visual information (VI) products, training aids, and equipment.



    b.  TSC support is centered at Fort Sill in building 756.  Hours of operation are 0730 � 1130 and 1200 � 1600, Monday through Friday.  Telephone numbers are as follows:



    Training Service Officer/Visual Information Manager (351�5222)



    Work Order Control Supervisor (351�6901)



    Administrative Officer (351-6078)



    Services Branch Supervisor (Bldg 216) (351-6280)



    AUTOVON (639-XXXX)



    Commercial (Area Code) (405) 351-XXXX)



Fort Chaffee, AR



    Training Service Officer/Visual Information Manager  (962�2072)

    Commercial (Area Code)  ((501) 484�XXXX))



    c.  Mailing address for the Fort Sill TSC is:
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    (1)  For administrative mail, work order requests and consultation.



    Training Service Center

    ATTN: ATZR�TS

    Building 756

    Fort Sill, OK 73503�5100



    (2)  For return of loan and issue items.



    Training Service Center

    ATTN: ATZR�TS

    Building 216

    Fort Sill, OK 73503�5100



    (3) Mailing address: Fort Chaffee, AR



    Training Service Center

    ATTN: ATZR�ZOT

    Building 2052

    Fort Chaffee, AR 72905�5000



2-2.  PRODUCTION AND FABRICATION POLICY.



    a.  TSC support will be limited to events and activities which are related to official military missions and functions.  The use of TSC products, equipment, or facilities for other than official purposes is prohibited.



    b.  Valid administrative support requirements will be considered for production if they do not fall in one of the restricted categories and do not interfere with the production of training products.



    c.  All items produced by the TSC are Army property and will remain under the control of the TSC.



2�3.  ESTABLISHING TSC ACCOUNTS.  A hand receipt account must be established with the TSC by each organization prior to requesting training support material.



    a.  To establish an account, the organization's responsible officer should prepare and submit three copies of DA Form 1687 (Notice of Delegation of Authority�Receipt for Supplies) to the TSC Property Book Officer.  The forms must include a complete mailing address and complete telephone number to include area code or AUTOVON prefix.  Upon establishment of an account and the assignment of an account number by TSC, one copy of the form will be returned to the organization for their hand receipt file.  Organizations should keep the number 
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of personnel authorized to request and receipt for training support material to a minimum.  The account number assigned by TSC is the account number that organizations must use when submitting DA Forms 3903�R and 4103�R and is the hand receipt account number for the TSC property.



    b.  Each item of property on long term or extended loan to customers must be utilized sufficiently to justify retention.  Items of property are subject to recall for redistribution if utilization does not justify continued long term loan to the current customer or for TSC destruction if the product is obsolete. Commanders are responsible for proper utilization and returning excess or under utilized TSC property.  TSC customers are responsible for reporting the utilization of equipment, devices, and audiovisual products loaned to them.



2�4.  PROCEDURES FOR REQUESTING THE PRODUCTION OF TSC PRODUCTS.  The TSC is staffed with visual information professionals.  Since they are not required to be expert in other Army professions, TSC customers must be prepared to provide the subject matter knowledge for the products requested.



    a.  All requests for the production or fabrication of training aids must be submitted to Work Order Control in Building 756, in triplicate, on DA Form 3903, (Visual Information (VI) Work Order).



    b.  Requests for graphic aids must be accompanied by appropriate sketches or descriptions of the desired product.  Where colors are significant to the point being communicated, the required colors will be specified.



    c.  Requests for embossograph signs must include the size of the sign, the color required for both background and letters, and the required number of each sign.  The requester will assure that all words and names are properly spelled. Requests for individual's names will include only instructor personnel.



    d.  Requests for television/audiovisual production, as well as the purchase of commercially produced films and video tapes, must be accompanied by a completed DD Form 1995�1 (Visual Information Production Request, Evaluation and Approval) as required by AR 25�1.



    e.  Requests for photographer site support must include the exact time of the requirement, the size or format, and the estimated number of photographs or slides required.  Also, the site or location where the photos will be taken and any special requirements needed for the assignment must be explained on the request.  Customers must provide transportation for the photographers if not within two blocks of Building 747.  TSC has a very limited number of photographers available for outside assignments and they must be accurately scheduled.
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    f.  Requests for three dimensional device aids must be accompanied by a detailed description of the desired function or teaching point of the aid, specification, color when significant, sketches, photo�graphs, manuals, etc.



    g.  The U. S. Army Training Devices Agency, U. S. Naval Training Devices Center, Orlando, Florida, provides support to the Army for the development, production, evaluation, and procurement of training aids and devices as directed by the Commander, TRADOC.  Any Army training activity can request the development of synthetic training devices through its appropriate headquarters.  Activity directors who desire to submit projects for development to the Army Training Devices Agency will prepare a detailed justification, including the proposed use for the device, estimated number of students to be trained in a given period, and an outline of the specifications.  Such requests will be submitted to the TSC for appropriate staffing and administrative processing.



    h.  Customers, as the subject matter experts, may be required to review their TSC products for obsolescence annually.



2�5.  RESTRICTED ITEMS.  The following items are not considered TSC products within the scope of this regulation and will not be procured, fabricated, or maintained from TSC funds.



    a.  Training facilities such as fixed ranges, PT courses, confidence courses, and specially prepared training areas, including component parts, requiring the use of land or building areas and normally requiring construction, installation, or erection by recognized field construction methods as distinguished from shop methods.  See AR 420�70.



    b.  Signs for use other than in training, including desk signs identifying individuals and/or activities, cards for use on vehicles to denote the presence of an officer passenger, "Keep off the Grass," "No Smoking," "No Parking," and similar signs.



    c.  Posters pertaining to fund�raising campaigns, raffles, bingo, athletic events and similar activities.



    d.  Items such as field tables, filing cabinets and desks that are authorized by a Table of Organization and Equipment (TOE), a Table of Distribution and Allowance (TDA), or a Common Table of Allowances (CTA) and are available through normal supply channels.



    e.  Decals, chain of command signs, and picture frames for displaying photographs of commanders, etc., unless required to support a specific Army Training Program, Program of Instruction, or scheduled period of instruction.
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    f.  Items that require printing or printing technology to produce.  Printing requirements are managed by the Fort Sill Army Printing Plant and should be forwarded to that organization with a printing request form.



    g.  Items or products that will become personal property such as awards, mementos, personalized desk signs or trophies.



    h.  Copyrighted materials, of any kind, unless approval has been granted in writing by the originator/owner of the material.



2�6. PRIORITIES.



    a.  The Commander, USAFACFS establishes priority for TSC operations to ensure proper installation and area support (See chapter 2).



    b.  The Training Service Officer/Visual Information Manager will establish the day to day priorities for TSC operations to include coordinating input from customers with subordinates and associated action agencies.  Normal priority of like requirements will be based on the date of submission for the request.



2-7.  PROCEDURES FOR CLASSIFIED WORK ORDERS.



    a. Requests for fabrication of classified training aids must be appropriately marked with proper classification and downgrading instructions. Separate Visual Information (VI) Work Orders are required for each degree of classification.



    b.  Personnel must be identified on a properly completed DA Form 1687 to request and/or receive classified Visual Information (VI) Work Orders.



2�8.  WORK ORDER CONTROL.



    a.  TSC Work Order Control is located in Building 756 on Fort Sill and Building 2052, Fort Chaffee.  Hours of operation are 0730 � 1130 and 1200 � 1600 daily, Monday through Friday.



    b.  TSC Work Order Control:



    (1)  Operates as a One�Stop customer service area that receives work order requests (DA Form 3903) for the production or fabrication of training aids, provides initial customer consultation, approves work order requests, routes work requests, coordinates with appropriate TSC production branches, and issues completed graphic art and photographic products that are considered expendable.



    (2)  Provides the status of TSC Work Orders at the customers request.





10

USAFACFS Reg 25�90, 20 Dec 89



    (3)  Provides photographic studio support at Fort Sill for official military file photographs (AR 640�30) and passport photographs.  This is a walk�in service provided on Monday, Wednesday, and Friday with hours of operation from 0730 to 1115 and 1200 to 1545.



    (4)  Provides advisory service to TSC customers on the proper use of visual information/audiovisual equipment and products.



2�9.  MEDIA ASSISTANCE OFFICE (MAO).  The Fort Sill TSC Media Assistance Office (MAO) is a facility on the first floor of Building 312 where TSC customers can make their own graphic arts materials, (viewgraphs, charts and signs). Production equipment, materials and professional assistance will be provided by the TSC to aid customers in completing their work on site.  TSC will not issue supplies from the MAO; customers must complete all products in the MAO facility.



Chapter 3



Loan and Issue, Property Accountability



3�1.  GENERAL INFORMATION.



    a.  TSC loan and issue services are located in Building 216, Fort Sill and Building 2052, Fort Chaffee, AR. Hours of operation are 0730 � 1600 daily, Monday through Friday.



    b.  Loan and issue services include:



    (1)  Storage, loan, and maintenance of AV equipment, audio and video cassette tapes, 16mm training films, educational television programs, electronics videodisc, sound film strips, and Graphic Training Aid (GTA) Products.



    (2)  Providing TSC customers with a 20�hour audiovisual training course. This course is designed to ensure maximum effectiveness of audiovisual equipment, training films, and TV programs to include classroom techniques, operation, and operator maintenance of all VI/AV equipment.  Over the counter training is also available to all customers picking up TSC loan equipment.



3�2.  CATALOG LISTINGS.



    a.  Catalog listings for all products currently available in the TSC, and those readily attainable through normal TSC sources, are maintained at the service desk in Building 216, Fort Sill and Building 2052, Fort Chaffee, AR. Assistance in reading and interpreting the listings is always available.
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    b.  A Fort Sill TSC catalog listing products maintained as normally available at the TSC will be published periodically and distributed to all TSC customers.



    c.  The Fort Sill TSC provides more up to date information in the TSC Bulletin.  This information includes the latest AV releases and audiovisual equipment developments as well as AV products obsolete and withdrawn by DA.  The TSC Bulletin should be used to supplement the catalogs until they are updated.



3�3.  LOAN AND ISSUE REQUEST PROCEDURES.



    a.  Classified Films and Video Tape Programs.



    (1)  Classified films and tapes will be requested separately from unclassified films on a DA Form 4103�R (Visual Information (VI) Product Loan Order).  Classified films and tapes are requested, issued, and returned to the Fort Sill TSC Security Manager located in Building 756.



    (2)  When requesting classified films, the following statement must appear on the face of the DA Form 4103�R and must be signed by the unit commander or security manager.



WHILE IN THE CUSTODY OF THIS ORGANIZATION, THE REQUESTED FILM(s) WILL BE STORED IN A CONTAINER ADEQUATE FOR SAFEGUARDING CLASSIFIED INFORMATION IN ACCORDANCE WITH AR 380�5. ALL PERSONS WHO WILL HAVE ACCESS TO OR WHO ARE SCHEDULED TO VIEW THE REQUESTED FILM(s) WILL HAVE BEEN GRANTED A SECURITY CLEARANCE EQUAL TO OR HIGHER THAN THE SECURITY CLASSIFICATION OF THE FILM(s) AND THEY WILL HAVE A "NEED TO KNOW" FOR THE INFORMATION CONTAINED IN THE FILM(s).



					__________________________

					(Signature)

		Commander/Security Manager



    b.  Unclassified Audiovisual Products.



    (1)  Requests for DA motion picture films, film strips, transparencies, slides, and TV recordings must be requested on DA Form 4103�R in triplicate and signed by the requesting officer.  The request should arrive at the services desk as far in advance of the desired use date as possible.  These products are scheduled on a first�come�first�served basis.



    (2)  On�post emergency requests may be submitted on the day the training products are required.  Units are cautioned that late requests may result in the requested products not being available.
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    (3)  Off�post emergency requests by telephone are authorized.  Paper work will be accomplished by TSC personnel and the requested products will be shipped the same day as the request where possible.  Shipping time must be taken into consideration.  Off�post customers must submit routine requests so as to arrive at the TSC a minimum of 5 working days prior to the date of planned use.



    (4)  When the requested products are not available in the TSC library or committed to an earlier request, a minimum of 3 weeks (15 working days) will be required to order the product.



    (5)  AV products should be returned promptly after the last use/showing with the DA Form 4103�R completed to indicate total showing and attendance data. AV products issued on a recurring loan basis should be returned to the TSC at least once each 30 days for inspection, cleaning, and repair or replacement if necessary. Products loaned to a unit may not be further loaned to another unit, but will be returned to the TSC for further reservation.



    c.  Commercial audiovisual products.  Requests for adoption and procurement of new or non�stocked commercial films and TV programs must be submitted in accordance with AR 25�1.  This procedure requires much the same documentation as for requesting the production of an audiovisual/television production.  Customers should contact the TSC Administrative Section prior to submitting a request for specific instructions considering the circumstances of the request.



    d.  Audiovisual Equipment Loans.



    (1)  TSC stocks, loans, and maintains the following types of equipment:



    16mm Sound Motion Picture Projector Sets

    35mm Slide and Film Strip Projectors

    8" x 10" Viewgraph Projectors

    Audio Tape Recorders/Reproducers

    Portable Public Address Sets

    Videocassette Players and Color TV Receivers

    Television Trainer Systems (Portable TV Cameras and Recorders)



    (2)  Loan of equipment may be requested by submitting a properly completed DA Form 3161 (Request for Issue or Turn�In) in triplicate for short term loan of 30 days or less, or DA Form 2062 (Hand Receipt) for extended loan to the services desk in Building 216, Fort Sill and Building 2052, Fort Chaffee.



    (3)  Requesting units must have an established TSC account with a delegation of authority card (DA Form 1687) on file in the TSC.  Equipment will be issued only to qualified operators.
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    (4)  Television Trainer (TVT) Systems will only be issued on short term loans.



    (5)  Equipment may be loaned for a period of 6 months to units showing full justification. Units having AV equipment on an extended loan will review their requirements and resubmit updated justification with each equipment renewal request. Justification must show as a minimum:



    (a)  Number of classrooms requiring individual equipment.



    (b)  Average number of hours the equipment is used each month.



    (c)  Number of qualified operators for the equipment.



    (6)  The using activity is responsible for each item of equipment on loan within the activity. Maintenance beyond that specified as operator maintenance will be performed by the TSC. The TSC will provide spare parts such as projector lamps and fuses on a direct exchange basis.



    e.  Audiovisual Support for Reserve Component Forces.



    (1)  Units conducting annual training at Fort Sill must request audiovisual equipment and products through their Site Support Detachment a minimum of 60 days prior to the planned use date.  Site Support personnel will be responsible for coordination of the require�ments with the TSC.



    (2)  Units conducting annual training at Fort Chaffee, Arkansas, must request audiovisual equipment and products through the TSC at Fort Chaffee a minimum of 60 days prior to the planned use date.  The Fort Chaffee TSC will be supplied sufficient AV equipment to provide the requested support plus an appropriate maintenance float.  Training film/TV program requirements will be coordinated by the Fort Chaffee TSC and forwarded to Fort Sill.  Requested films/TV programs will be shipped to the Fort Chaffee TSC 5 days prior to the planned use date. Emergency requests may be made by telephone and, if at all possible, will be accommodated.



3�4.  PRIORITIES.  Priority for the loan or issue of AV equipment or training devices is established on a first�come�first�served basis.  Conflicts will be resolved by the Training Service Officer/VI Manager on an individual basis.



3�5.  INVENTORIES AND PROPERTY ACCOUNTABILITY.
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    a.  Unit commanders are directly responsible for the proper use, storage, and operator maintenance of training aids and equipment on hand receipt to their units. When items are no longer needed or need repair, they will be turned in to TSC.



    b.  Training devices, training aids and audiovisual equipment in units or activities that are discovered during annual or semi�annual inventories, and are not on hand receipts or property book accountability will be reported as "Found on Installation" IAW DA Pam 710�2�1 and USAFACFS Regulation 725�1.  Those items clearly marked TSC will be immediately reported to the TSC PBO.



    c.  DA and standard locally fabricated graphics and devices are classified as follows:



    (1)  Expendable.  This classification is for training aids costing less than $50 each.  These are not normally required to be returned to TSC as they are subject to operational loss through normal use.  These training aids may be requested on DA Form 4103�R or DD Form 1150 (Request for Issue or Turn�In) in triplicate.



    (2)  Expendable�Returnable (Durable).  This classification is for training aids which cost between $50 and $200 each, and are not subject to operational loss through normal use.  These aids must be returned to the TSC when no longer required by the unit.  These aids will be issued on DD Form 1150, in triplicate.



    (3) Non�Expendable.  This classification is for training aids costing $200 or more.  These training aids must be returned to the TSC or be covered by a report of survey.  Exceptions to this classification are limited to those items fabricated for a special specific purpose which are not suitable for use by other units or training activities.  Non�expendable training aids must be issued on DD Form 1150, in triplicate.



    c.  All non�expendable training devices will be issued to the using unit through the TSC in accordance with AR 710�2.  The identi�fying training aids numbers will be cited in all correspondence.  Training aids and devices (type classified and non�type classified) for Army wide distribution are listed in DA Pamphlet 310�12.  This pamphlet is a listing of the identification and description of training devices presently used in the active Army and Reserve Components.  TRADOC Pamphlet 71�9 is a listing of training devices produced by TRADOC TSCs that are available or can be ordered through Army Training Support Center, Fort Eustis, VA. Aids serving a strictly local requirement are numbered in accordance with local TSC policy.
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    d.  Numbers identifying graphic aids must be referenced when additional copies are requested, or when the aid requires revision, or when it is declared obsolete. These numbers can be found in the lower right hand corner of projection visuals or on the back side of charts and posters.



    e.  The number appearing on a training device must be referenced whenever duplicates, revisions, repairs, maintenance, or turn�in of the device is required.



3�6.  MAINTENANCE OF HAND RECEIPT ACCOUNTS.



    a.  A hand receipt account will remain open until the unit/activity requests that it be closed.  The responsible officer will notify TSC of any change in the status of their account.



    b.  When a unit is redesignated and there is no change in the responsible officer, the unit must submit three copies of DA Form 1687 to the TSC, reflecting the new designation.



    c.  For a change of responsible officer, notify the TSC and request a new consolidation of items on loan to the account.  The outgoing hand receipt holder will update his hand receipt as required by AR 710�2, paragraph 2�10 at the same time or upon actual inventory of property that the new property holder personally appears to sign for the property.  The responsibility for lost, damaged, and/or destroyed property is the outgoing hand receipt holder's, not the incoming hand receipt holder.  Therefore, the outgoing hand receipt holder must account for all property before being released from responsibility.



    d.  Consolidation of all TSC accounts is made once each year, or 6 months if changes have been documented, on a computer print�out of individual hand receipts.  Upon receipt of this consolidation, all property listed will be physically inventoried.  The print�out will be signed and returned within the suspense date indicated.  The account will be closed until completed forms are returned.  Lateral transfer of any training aid or device will not be accomplished without prior approval of the TSC Property Book Officer.



    e.  Using units will establish and maintain a training aids hand receipt jacket file.  This file will contain a current copy of DA Form 1687, the last approved consolidation print�out, and a copy of each document reflecting issues, and turn�ins or lateral transfers by the unit since the last consolidation.



    f.  Delinquent accounts will be restricted from any property transactions until the documentation is brought up to date and the unit's responsible officer has signed for the TSC property on loan to that unit.
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_______________________________________________________________________________

The proponent of this regulation is Training Service Center, Fort Sill. Users are invited to send comments and suggested improvements to the Training Service Officer/Visual Information Manager.

_______________________________________________________________________________



FOR THE COMMANDER:









OFFICIAL:				VOLLNEY B. CORN, JR.

			      Colonel, FA

   		            Chief of Staff



/signed/

ANDREW J. KEHOE, JR.

Director of Information

  Management



DISTRIBUTION:

A

H(1)

USA Readiness Group(l)

DOIM Pubs Supply(250)

Fort Sill TSC(50)

Fort Chaffee TSC(200)
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