CHAPTER 5 Consolidated Installation Property Book Office
 (CIPBO)


5.1 General

The CIPBO is located at Bldg 977, Room 17, Fort Richardson, Alaska.  The telephone numbers are 384-7171 and 384-1096.

The CIPBO establishes hand receipt files for each unit/activity having an Authorization Document, Table of Distribution of Allowances (TDA), and Common Table of Allowance (CTA) property, that are signed for by the Primary Hand Receipt Holder (PHRH).

5.2  References
· AR 710-2 (Supply Policy Below the Wholesale Level)

· AR 735-5 (Basic Policies and Procedures for Property Accountability)

· DA PAM 710-2-1 (Using Unit Supply System Manual Procedures)

· USARPAC Supplement to AR 710-2 (Supply Policy Below the Wholesale Level)

5.3  Responsibility for Property

    a.  IAW AR 710-2, paragraph 2-5(g)(3)(b), the responsibility for issued property will be assigned to commanders/directorates of supported agencies, TDA organizations, MTOE Units, and to the designated PHRH's within supported activities. The use of sub-hand receipts by using units is not a part of  the Defense Property Accounting System (DPAS) , but is required at the lowest level (the user).

    b.   Supply Economy/Discipline:  This is the responsibility of each individual associated with the care and custody of U.S. Army property. This includes the conservation, maintenance, safeguarding, recovery, and salvage of all supplies and equipment (expendable, durable, non-expendable).

5.4 Primary Hand Receipt Holders

    a.  PHRH's will be appointed in writing (memorandum appointing as a Primary Hand Receipt Holder) and an original submitted to CIPBO.

    b.  PHRH's will initiate a DA Form 1687 (Signature Card) to delegate personnel to conduct supply business on their behalf.

5.5  Authorization Documentation
    a.  Table of Distribution of Allowances (TDA):  Dept of the Army (DA)-approved authorization document for Army adopted equipment that is tailored to the needs of the unit/activity. A DA Form 4610-R must be submitted to Directorate of Resource Management (DRM) to request changes to the TDA.  Assistance for completing the DA Form 4610-R can be obtained from this CIPBO or DRM.

    b.  Supplement III to the TDA:  MACOM-approved authorization document for commercial equipment (non-standard) that is tailored to the needs of the unit/activity. A memorandum must be submitted to DRM to request changes.  Assistance for preparing the memorandum can be obtained from CIPBO or DRM.

    c.  Common Table of Allowance (CTA):  DA-approved authorization document for Army adopted and non-standard equipment tailored for special requirements for specific operations within units/activities. There are instances identified below where additional authorization is required for CTA property.

        (1)  Automation Equipment:  Requires a Capability Requirement (CAPR) with embossed stamp approved by the Director of Information Management (DOIM).

        (2)  Pagers/Beepers:  Requires a CAPR with embossed stamp approved by DOIM.

        (3)  Copiers:  Requires a CAPR approved by 59th Signal.

        (4)  Answering Machines: Requires a memorandum approved by the Installation Commander.

5.6 Document Register Authority

    a.  All divisional separate companies and battalion S-4's are authorized to operate expendable/durable document registers (DA Form 2064)/ automated alternative.

    b.  Non-Expendable property will not be requested through these document registers.

    c.  The CIPBO will not assign document numbers to requests from units/activities that are authorized to assign their own document numbers.

5.7  Shortage Annexes

    a.  Shortage Annexes (DA Form 2062) are not maintained in DPAS.  They are used to identify component shortages of Set, Kits, Outfits (SKO), and other major end items that have components.

    b.  The DA Form 2062 is manually prepared and kept at the unit/activity that is authorized to maintain expendable/durable document registers and maintained at CIPBO for all non-expendable component shortages.

    c.  The DA Form 2062 is only valid if the authorized individual Property Book Officer has verified the shortages by placing his/her initials and date below the last item in the "QTY" column.

5.8  Unit/Activity Requests for Issue

    a.  All supplies/equipment requested must be authorized (TDA, CTA).

    b.  The CIPBO will automatically order all Army-Funded TDA shortages to bring the unit/activity up to authorized allowances.

    c.  CIPBO will not accept requests for audiovisual equipment (request through TASC), barracks and dayroom furniture (request through FMO), or deployable CTA property listed in Appendix "B" of CTA 50-909 (request through DPBO).

    d.  Requests will only be accepted from the PHRH or representative designated on DA Form 1687 (Signature Card).

    e.  High Priority (02, 05) requests must be justified in writing (on back of original request or on memorandum) by the PHRH.

c. Stock Funded (unit/activity money) requests must be approved by the

Comptroller/DRM/Directorate Budget Authority [i.e. DOL/DPW] to verify that funds are

 available.

    g.  Requests for replacement items will only be processed when the turn-in of the item being replaced has been completed.

    h.  Requests for National Stock Numbered (NSN) property will be submitted to CIPBO on DA Form 2765.

    i.  Requests for Commercial property will be submitted to CIPBO on DD Form 1348-6.  Ensure that complete item description, source of supply, and the point of contact is included.

5.9  Defense Reutilization and Marketing Office (DRMO) Withdrawals

    a.  Units/Activities must screen DRMO for desired property and fill out a DRMO Form 103 (forms available at DRMO).  The DRMO Form 103 must note size, material made of, color, and any other significant specifications that would be helpful in identifying the property. Note: Barracks and dayroom furniture must be processed through FMO.

    b.  Units/Activities must obtain authorization to withdraw the property (CTA 50-909, TDA, TDA Supplement III).

    c.  Once authorization is obtained, authorized personnel on DA Form 1687 (Signature Card) with CIPBO must fill out DD Form 1348, attach DRMO Form 103, and proceed to CIPBO/SSA to obtain a document number and required signatures.

    d.  After the property has been picked up from DRMO, the unit/activity will immediately take the completed DD Form 1348-1 to CIPBO.

5.10  Supply Store
    a.  As status is received it will be put into the units/activities distribution box at CIPBO.

    b.  If it is decided that an item that is still due-in is not needed, the unit/activity will contact CIPBO immediately to initiate cancellation action.

5.11  Receiving Property

    a.  Units/Activities are responsible for checking property issues with CIPBO.

    b.  Property will only be issued to the PHRH or designated representative identified on DA Form 1687 (Signature Card).

   c.  Before signing the DD Form 1348-1 (receipt for property), the unit/activity must inventory the property concerned to ensure that it is complete, serviceable, and that serial numbers are correct.  Once the unit/activity is satisfied, they will sign the DD Form 1348-1 receipting for the property.

    d.  The unit/activity will fill out a SF 364 (Report of Shipment Discrepancy) to report all discrepancies in shipment.  CIPBO will assist the unit/activity if required.

5.12  Warranty Procedures

    a.  After signing for property from the CIPBO Warehouse, the receiving nit/activity must immediately take the equipment back to their area and open boxes up to locate warranty information.  Keep the boxes on-hand for the entire warranty period.

    b.  The warranty information must be filled out and immediately returned to the address indicated.  Copies of all warranty information must be filed and phone numbers to call in case of problems should be noted.  Also, shipping labels for return shipment should be kept.

    c.  If equipment is found to be defective before the warranty expires, call the manufacturer to ensure they have your warranty information recorded (if not, send it), and obtain any trouble shooting information that they can help with.  Also, contact 59th Signal (computer equipment only) for possible assistance.

    d.  Once a determination has been reached that the equipment must be sent back to the manufacturer the unit/activity will obtain a Return Shipping Number from the manufacturer.  Fill out a DD Form 1348-1, get shipping document and take the equipment (boxed in original packing with all components/manuals), warranty information, and DD Form 1348-1 to CIPBO. Ensure that the correct "ship to" address from the vendor for the location that the repair work will be done is used.

    e.  CIPBO will assign a document number to the DD Form 1348-1 and the unit/activity will take the property and DD Form 1348-1 to the shipping section of DOL; have the shipping section sign for the property on the DD Form 1348-1; and return a signed copy to CIPBO.

    f.  CIPBO will notify the unit/activity when equipment has returned from the manufacturer.

5.13  Property Found on Installation (FOI)

    a.  Units/Activities will immediately notify the CIPBO when they find non-expendable property not being accounted for on their hand receipt.

    b.  CIPBO will give the unit/activity disposition instructions on the property identifying it for direct turn-in to DOL (no paper work required) or to fill out DA Form 2765 to add the property to the hand receipt.

5.14  Lateral Transfer of Equipment

    a.  Lateral transfer of Installation Property will not be initiated without the approval of the Installation Property Book Officer.

    
(1)  Losing unit/activity will prepare a DA Form 3161 with appropriate signatures and document number.

   
(2)  Losing unit/activity will coordinate the delivery/pickup of equipment listed on the DA Form 3161 and present the form to the CIPBO clerk at the gaining installation.  The clerk will ensure the DA Form 3161 is signed by the Installation Property Book Officer and returned to the unit/activity.

5.15  Transfer of Automation Equipment

    a.  Gaining unit/activity will:

        (1)  Submit a ADPE/PC CAPR to DOIM sighting the equipment desired and the unit/activity that is willing to transfer the equipment.

        (2)  Once the CAPR has been approved, immediately take the original copy to CIPBO so that the lateral transfer can be processed.

        (3)  Sign the receiving section of the DD Form 3161 (from losing unit/activity).  Ensure that only those item approved in the CAPR are listed on the DD Form 3161, if additional items are listed they will be lined off the transfer by CIPBO.

5.16  Turn-In of Property

    a.  Turn-in of Installation Property will not be initiated without the approval from Installation Property Book Officer.

    b.  Unit/Activity will complete a DA Form 2765 and DA Form 2407 or 5504 (Technical Inspection).  These forms are used by the maintenance activity for code and classification of the property to determine serviceability.

    c.  The forms and property will be taken to the maintenance activity that is authorized to perform a technical inspection on the property concerned.

    d.  Once the inspection has been completed, the unit/activity will make an appointment with the Turn-In Section located at DOL and proceed to DOL on the date indicated with the forms and property.

    e.  When the turn-in is complete the unit/activity will take the completed DA Form 2765 to CIPBO so the hand receipt can be adjusted to reflect the turn-in.

5.17  Change of PHRH

    a.  The incoming and outgoing PHRH's will conduct a 100% joint physical inventory of all property listed on the hand receipt (an updated copy will be provided) prior to the change of PHRH.

    c.  The inventory and adjustment document if required will be completed prior to change of PHRH.

    d.  Immediately report all discrepancies found during the inventory to Installation Property Book Officer for causative research and guidance.  It is the responsibility of the outgoing PHRH to resolve all discrepancies before signing the property over to the incoming PHRH.

    e.  Submit all documentation to make changes to the hand receipt prior to the Change of PHRH signing so the hand receipt can be adjusted appropriately.

    f.  Once the inventory is complete and required changes have been made to the hand receipt, both the in/outgoing PHRH's will provide an appointment order/memorandum and/or a DA Form 1687 (Signature Card) to sign the property over to the incoming PHRH.

    g.  A work copy of the hand receipt will be provided the incoming and outgoing PHRH to conduct the inventory.   Once the incoming PHRH is satisfied, the incoming PHRH will sign the hand receipt accepting responsibility for the property.

5.18  Component Listings

    a.  Component Listings (DA Form 2062, see AR 710-2-1, chapter 6) are used to sub-hand receipt property (SKO's and other major end items) that have components.  In many cases there are preprinted Component Listings available in the applicable TM or SC.

    b.  The use of Component Listings is mandatory when preprinted forms are available and will be used as an inventory listing when sub-hand receipting property to the "User".

    c.  The User will acknowledge acceptance by signing the inventoried quantity of the Component Listing.

5.19  Sensitive Items Inventory
    a.  Under the provisions set forth in AR 710-2, paragraph 3-29, a Sensitive Items Inventory must be conducted quarterly and weapons/ammunition must be inventoried monthly.

    b.  CIPBO will produce an automated Sensitive Items Inventory Listing (ALV-441) for each unit/activity on the first of each month. This listing must be signed for at CIPBO.

    c.  Results of this inventory will be recorded on the Sensitive Items Inventory Listing (the PHRH must DATE and SIGN the listing, noting that there are, or are not any discrepancies) and forwarded the ORIGINAL to CIPBO no later than the suspense date.

    d.  All discrepancies must be noted in the "Remarks" portion of the Inventory Listing next to the property in question.  It is the unit/activity responsibility to resolve discrepancies.  CIPBO will assist with causative research. If the discrepancies cannot be corrected, it is the PHRH's responsibility to initiate a Report of Survey IAW AR 735-5.

    e.  If mission requirements prohibit the unit/activity from meeting the suspense date, an extension can be requested in writing to CIPBO.  Justification for the extension must be identified in the memorandum.

    f.  Units/Activities that fail to meet the suspense date will be reported through command channels.

5.20  Semi-Annual Cyclic Inventories

    a.  Under the provisions set forth in DA PAM 710-2-1, paragraph 9-7, a 100% physical inventory of all property must be conducted annually. This paragraph also allows this inventory to be conducted on a cyclic basis.

    b.  The semi-annual cyclic inventory method has been chosen for all Installation/TDA property.  An automated Semi-Annual Cyclic Inventory Listing (ALV-885) will be produced in January and July. This listing must be signed for at CIPBO.

    c.  Results of this inventory will be recorded on the Cyclic Inventory Listing (the PHRH must DATE and SIGN the listing, noting that there are, or are not any discrepancies) and forward the ORIGINAL to CIPBO not later than the suspense date.

    d.  All discrepancies must be noted in the "Remarks" portion of the Inventory Listing next to the property in question. It is the Unit/Activity's responsibility to resolve all discrepancies. CIPBO will assist with causative research. If the discrepancies can not be corrected, it is the PHRH's responsibility to initiate relief documentation IAW AR 735-5.

    e.  If mission requirements prohibit the unit/activity from meeting the suspense date, an extension can be requested in writing to CIPBO. Justification for the extension must be identified in the memorandum.

    f.  Units/Activities that fail to meet suspense dates will be reported through command channels.

5.21  Semi-Annual Hand Receipt Update

    a.  Under the provisions set forth in DA PAM 710-2-1, paragraph 5-3, a Semi-Annual Hand Receipt Update must be completed every six months.

    b.  CIPBO will provide an up to date hand receipt for units/activities to verify that all changes (turn-ins, receipts) were correctly posted to the hand receipt.  Note: This is not a 100% inventory, just a verification that all changes have been correctly posted.

    c.  The ORIGINAL hand receipt must be DATED and SIGNED by the PHRH, and forwarded to CIPBO by the suspense date.  Notify CIPBO immediately if discrepancies are found.

    d.  If mission requirements prohibit the Unit/Activity from meeting the suspense date, an extension can be requested in writing to CIPBO.  Justification for the extension must be identified in the memorandum.

    e.  Units/Activities that fail to meet the suspense date will be reported through command channels.

5.22  Deployment of Installation Property

IAW USARPAC Supplement 1 to AR 710-2, paragraph 2-5b(2), the unit/activity desiring to take Installation property to the field must coordinate directly with CIPBO for approval.  Violations will be reported to higher headquarters.  NOTE: The maintenance contract for automation equipment states that it will not go to the field.  Any chain of command that authorizes this equipment to deploy is in direct violation of the maintenance contract, therefore making the maintenance contract void.

5.23  Relief from Responsibility and/or Accountability
    a.  PHRH's will review their property accountability procedures and initiate internal control measures to instill a sense of responsibility in those entrusted with Government property, to include keys.  PHRH's will ensure that Reports of Survey are initiated only when necessary and when other means, i.e. Statement of Charges, Cash Collection, or Damage Statement, cannot account for the loss or damage of Government property.

    b.  Losses or damages due to negligence/misconduct and the individual does not admit liability; or when a sensitive item is involved; or when the dollar value exceeds one month’s base pay; will be accounted for by a Report of Survey (DA Form 4697, see AR 735-5, chapter 13). The Report of Survey will be initiated by the PHRH within five days of the discovered loss or damage and submitted to CIPBO for review, signature, and assignment of a document number.

    c.  Statement of Charges (DD Form 362, see AR 735-5, chapter 12) will be initiated by the PHRH when the individual admits liability, and the item is not a sensitive, and the value does not exceed one month’s base pay, and the individual wants the money to be deducted from their pay. The PHRH will take this form to CIPBO for review, assignment of a document number, and distribution.

    d.  Cash Collection Voucher (DD Form 1131, see AR 735-5, chapter 12) will be initiated by the PHRH when the individual admits liability, and the item is not sensitive, and the value does not exceed one month’s base pay, and the individual wants to pay cash.  The PHRH, accompanied by the individual concerned, will take the form to CIPBO for review and assignment of a document number.  The PHRH and individual concerned will proceed to the Finance and Accounting Office (FAO) to pay and have the DD Form 1131 completed.  The PHRH will return the completed form to CIPBO.

    e.  Administrative Adjustment Reports (DA Form 4949, see DA PAM 710-2-1 paragraph 4-17) will be used to make minor property book adjustments that do not affect property book balances. This includes correcting obvious serial numbers errors due to an erroneous posting, or changing make, model, or size.

5.24  Cash Meal Payment Books

    a.  Cash books (DD Form 1544) will be secured in a safe or in a field safe that has been secured to an immovable object.

    b.  CIPBO will only issue Cash Books to unit Food Service Officers (FSOs) or alternates that have valid Appointment Orders and DA Form 1687's (Signature Cards) on file at CIPBO.

    c.  One "Transfer Control and Receipt" portion of each Cash Book being issued will be filled out by the Control Officer (CIPBO) and the FSO will sign acknowledging receipt of the Cash Book.  This receipt will be maintained on file at CIPBO until the Cash Book is returned by the FSO.

   d.  The FSO will control and account for Cash Books and their pages IAW AR 30-1, Chapter 11.

    e.  The CIPBO will only accept the turn-in of Cash Books from the FSO.  The FSO will bring the Cash Book with any unused pages, and DD Form 1131 with completed pages to CIPBO (DD Form 1131 must have signature and number from FAO).

    f.  The Control Officer will verify that all pages of each Cash Book are properly accounted for. If Cash Book pages are missing the Control Officer will request an AR 15-6 Investigation through the appropriate channels.

    g.  One "Transfer Control and Receipt" portion of each Cash Book being turned in will be filled out by the FSO and the Control Officer will acknowledge receipt by signing.  The FSO will keep this for record purposes.

    h.  Fiscal year close out:

        (1)  FSO will either turn-in or revalidate all Cash Books in their possession no later than five working days after the end of the fiscal year.

        (2)  FSO will turn-in all Cash Books that have been completely used.

        (3)  FSO will validate any Cash Books/sheets that they want to keep and forward a letter to the Control Officer that identifies the Cash Book serial number, date of issue, and the number of unused sheets.

5.25  Authorized Use of Government Property

IAW AR 735-5, chapters 2 and 12, Government property will not be used for private purposes except when authorized by HQDA.
