DIRECTORATE OF LOGISTICS

    Fort Richardson, Alaska 99505/Fort Wainwright, Alaska 99703

CUSTOMER HANDBOOK/EXTERNAL SOP
March 18, 2004

Forward

Purpose:  This External Standard Operating Procedure (SOP) has two purposes.  The first is to establish uniform guidance and procedures for those units/activities supported by the Directorate of Logistics at Fort Richardson and Fort Wainwright, Alaska, in the areas of maintenance, supply and transportation.  The second purpose is as a medium to provide feedback for the performance of the activities.  

NOTE:  Chapter 1, Automation Section, establishes guidance and procedures for those customers internal to the Directorate of Logistics (DOL) and does not apply to other activities outside of DOL.

Objective:  To assist customers and ensure smooth interaction between the customer and the Directorate of Logistics at Fort Richardson as well as Fort Wainwright, Alaska.

Scope:  The procedures outlined in this SOP apply to and will be followed by all customer units supported by the Logistics Services Department, FRA and FWA.

Revisions:  Revisions to this SOP will be published as required to comply with changes to applicable publications and to improve customer support.  Forward any recommended changes to Chief, Logistics Services Department, ATTN:  APVR-RDL-OS, Fort Richardson, Alaska or Chief, Logistics Services Department, ATTN: APVR-WDL-S, Fort Wainwright, Alaska.
Points of Contact:  The Logistics Services Departments falls under the Directorate of Logistics, at Fort Richardson, Alaska and Fort Wainwright, Alaska.  Branches and points of contact for the department are as follows:







FRA  (384)     


FWA (353)

Chief, Logistics Services Department
         Tony Houser -7377  
 Lincoln Hawkes – 1644

Automation Tech Services

  Lead Computer Tech

        
       Jackie Runkel –7176           Ron Sutton - 9882

  Computer Specialist/Web Coordinator   Nancy Hubert - 7197

   Computer Assistance

       Alfred Harvin -7289

Maintenance Branch


       Tony Houser –2641              John Magmore - 1663

    SPERS



       Diana Lee –2938         
     Gregory Roach- 1635
    V&W Production Clerk

       Vai Soliai –2647

    Aimee Scott - 1633

Movements Branch

    Freight



       Roy Ehrhart –1897               Eileen Jensen - 1133

    Passenger Travel/Personal Property        Teri Sharp –1831                Walter Crary - 1122

Transportation Motor Pool

       Robert Bell –1433                 Tobyn Read - 1757

    Dispatch 



       Robert Mohn –2715             Odine Devers - 1793

Supply Operations Branch
        
        Al Moye –2801                   Evelyn Borba - 6577

    Ammo Supply Point

      Paul Moore –3220                    Bill Orth - 9937

    Central Issue Facility

       Gayle Linder –1828              Rick Geyer - 6479

    Consol. Installation Property Book
      Barbara Harris –7170             Lois Amiker - 9491

    Customer Service SARSS1

        Fe Dawag –7028                Tim Krizauskas - 6580

    Customer Service SARSS2A
     Rowena Adams –7101          Dennis Gallagher - 6580

    Material Management

        Lois Kulac-7147

    Petroleum Retail

     
    Shannon Harvey –1828           Ted Mattoon - 2662

    Troop Issue Activity
   
      Gayle Linder –2377                 Rick Geyer - 6479

	USARAK DOL Customer Feedback Form

	Date of Visit: ___________ 


Time: _________________


Post (FRA/FWA):  ______
	 FORMCHECKBOX 
 Maintenance  
	 FORMCHECKBOX 
 ASP
	 FORMCHECKBOX 
 Household Goods

	
	 FORMCHECKBOX 
 Laundry  
	 FORMCHECKBOX 
 CIF 
	 FORMCHECKBOX 
 Passenger Travel

	
	 FORMCHECKBOX 
 LISO  
	 FORMCHECKBOX 
 CIPBO
	 FORMCHECKBOX 
 Freight

	
	 FORMCHECKBOX 
 Supply (SARSS)
	 FORMCHECKBOX 
 POL
	 FORMCHECKBOX 
 TMP

	
	 FORMCHECKBOX 
 Food Program Mgt
	 FORMCHECKBOX 
 TISA
	 FORMCHECKBOX 
 534th QD (Riggers)

	    Excellent Above   Satisfactory        Needs          Unsatisfactory                        
                    Average                        Improvement                              (Please Check One Box For Each Service)

	          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Courtesy of Staff

          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Staff’s Understanding of Your Requirements

          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Timeliness of Service

          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Quality of Service Provided

          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Correct Materiel Received
          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Correct Documentation Received

          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Materiel Clean and Serviceable
          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Activity Cleanliness
          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Activity Open During Convenient Hours
          FORMCHECKBOX 
           FORMCHECKBOX 
                FORMCHECKBOX 
                    FORMCHECKBOX 
                      FORMCHECKBOX 
             Outcome of  This Visit to DOL

	Comments

	

	Name and Day Telephone Are Optional Unless You Are Requesting Follow-up Action.

	Name:                                                                                            Day Telephone: 


ISO Form:  208-1     Revision: 1, 14 Jan 03                                               Please drop the completed form in the nearest US Mail Box…thank  you!
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CHAPTER 1

Maintenance
1.1 General
Location addresses and contact phone numbers for Maintenance Operations can be found at Annex A.
The Maintenance Branch provides the following services:
· DS maintenance for all units/activities at Fort Richardson and Fort Wainwright except those supported by the 98th Maintenance Company and 46th Support Battalion.
· Support to other government activities IAW Inter-service Support Agreements.
· Backup DS maintenance for the 98th Maintenance Company and BSB.
· GS maintenance for all USARAK units/activities.   Also included are services covered by Inter-service Support Agreements.
· Major assembly/component repairs for AMC and USARAK units/activities as well as other Governmental Agencies.
· Organizational maintenance for units without organic maintenance capabilities.
· Technical environmental arctic maintenance assistance for all USARAK units and Governmental Agencies.
Mission Exceptions:

    a.  59th Signal Battalion provides:
        (1)  DS maintenance of AUTOVON equipment.
        (2)  GS maintenance of AUTOSEVECOM equipment.
        (3)  DS/GS maintenance of STRATCOM peculiar equipment.
        (4)  DS/GS maintenance of CRYPTO equipment.
    b.  MEDDAC provides maintenance of medical equipment.
    c.  534th Quartermaster Detachment (Rigger), provides maintenance of aerial delivery equipment.
    d.  C-123rd AVIM provides intermediate AVIM maintenance of all aircraft/avionics and aircraft armament in USARAK and backup support for the Alaska National Guard.
    e.  Directorate of Public Works provides maintenance for real estate, buildings, installed property, lock repair (when required for building security), kitchen equipment, microwave ovens, washers, dryers, housing furniture, building installed air systems and related equipment, and range target equipment.

1.2 Maintenance Procedures
    a.  Work Requests:
        (1) DA Form 2407/5504/ULLS Work Request will be prepared in accordance with DA PAM 738-750 by the unit or activity requiring support.  Signature in the submitter block of the maintenance request must be by one of those personnel authorized on DA Form 1687, Notice of Delegation of Authority - Receipt of Supplies (Signature Card).  Maintenance request priorities 01 through 08 will be signed by the unit commander or his/her designated representative.  Pacing items will be identified in the remarks block on the work request.  Maintenance requests not properly prepared will be returned to the originating unit for correction.
         (2) There are two functional shops in Maintenance Branch: Vehicles and Weapons Repair Section and Special Purpose Equipment Repair Section.  Units requiring support from either of the two shops must submit a DA Form 1687 (Signature Card) to the Production Control section of the shop for which support is requested; if support is required from both shops, a DA Form 1687 will be submitted to each shop.  DA Form 1687 will be prepared in accordance with DA PAM 710-2-1 and signed by the commanding officer or his/her authorized representative.  Equipment will not be accepted nor released from repair sections unless an up-to-date DA Form 1687 is on hand.  A new DA Form 1687 will be submitted annually or when there is a change in responsible officer/authorized personnel.
         (3) Equipment requiring repair will be delivered to the maintenance facilities in a complete configuration, less any basic issue items and accessories not required for operational testing.  Unit maintenance deficiencies will be corrected, or corrective action initiated where repair parts are required and not on hand, prior to submitting equipment to support maintenance for repair.  Equipment will be in a reasonably clean condition.
    b.  Normal work requests procedures:
        (1) Telephone requests will not be accepted for normal requirements, except for items where on-site repair would be more economical or practical as determined by Maintenance Branch.
        (2) Equipment will be delivered to repair sections designated in Annex A, accompanied by a maintenance request and equipment record folder when applicable.
        (3) Inspectors are available (see Annex B) to perform acceptance (initial) inspection of equipment.  Upon acceptance of equipment, the bearer will be furnished a receipt copy (green copy) of the maintenance request.  The signed copy is a receipt for the item while it is in the possession of Maintenance Branch.  Receipts for equipment shipped in for repair from off-post/remote units will be mailed to the submitter.
        (4) When repairs/services are completed, the submitting unit will be notified by telephone to effect pickup.  The units are expected to pickup the items within three working days after notification.  Items will be released on presentation of the receipt copy of the maintenance request, providing the individual picking up the equipment has a valid signature card on file.  In the event a receipt is lost, the responsible officer will prepare a certificate to this effect and submit it in lieu of the receipt.  Equipment completed for off-post or remote units will be shipped back unless the owning unit/submitter instructs the Maintenance Branch to do otherwise.  
        (5) Not Mission Capable Supply (NMCS) and Not Mission Capable Maintenance (NMCM) status for readiness reporting is provided to units monthly in machine listing format.  Units can pick up these listings at Bldg 796, Production, Planning & Control (PP&C), FRA and Bldg 3490 for FWA on the 14th of each month.  
   c.  Emergency work requests procedures:
        (1) Emergency repairs will be provided when the health or safety of personnel and/or protection of government property is concerned.  
        (2) All requests for emergency repair will be substantiated by a maintenance request and approved by the Shop Supervisor or his assistant, Bldg 796, FRA and Bldg 3490 at Fort Wainwright.
        (3) Not Mission Capable (NMC) emergency repairs man-hours will normally be limited to the minimum essential repairs/services necessary to remove equipment from NMC and/or correction of conditions involving safety of personnel and the protection of government property.
    d.  Special Instructions:
        (1) For items submitted which are components, enter NSN, and type/nomenclature of the end item in the remarks section.
        (2) Nonstandard items of equipment such as television sets, stereo sets, and other unit Day Room equipment will have a statement signed by the responsible officer or hand receipt holder in the remarks section of the maintenance request stating that the item is on the unit property book and the acquisition cost of the item.
        (3) Equipment requiring an estimated cost of damage that does not have an NSN will have the acquisition cost entered in remarks section of the maintenance request.
       (4) Enter the name and telephone number in the upper center of the maintenance request of the person to be contacted when repairs/services are completed and equipment is ready for pickup.
1.3 Fabrication of Items
Fabrication services from the Maintenance Branch are available by following these steps:
    (1) Prepare a Work Request (DA Form 2407/5504/ULLS Work Request) for fabrication service.
    (2) Insure necessary information, description and a sketch or drawing showing type of material and dimensions, is attached to the work request.  (Tell us how it's going to be used--we may be able to help on the design.)
    (3) Submit the work request to the appropriate shop's quality assurance inspector for an estimate of the cost of labor and materials.
     (4) Provide a fund citation certified by the unit budget officer for the estimated cost of fabrication.  Maintenance Branch will absorb any cost exceeding the initial fabrication estimate.
     (5) Obtain approval for the fabrication from the individual shop supervisors where the fabrication is to be done.
NOTE:  IAW AR 710-2, authorization and accountability measures must be taken by the unit on fabricated items similar to items coded non expendable on the Army Master Data File (AMDF).
1.4 Repair of Damaged Equipment
If customer units fail to provide the required release statement within three working days after receiving the completed Estimated Cost of Damage (ECOD) paperwork, the shop may then cancel the work order.  When the customer does bring the appropriate statement, a new work order will be opened and the parts ordered.  
Before any work order is canceled for this reason, the shop foreman will ensure the customer has been informed of the situation.
1.  References:
     (a) Army Regulation 735-5.
     (b) Department of the Army Pamphlet 738-750.
2.  Customer units will only be required to submit one (1) work request to obtain an ECOD and to get their equipment repaired.  If the ECOD shows that the item is uneconomically repairable because it exceeds expenditure limits, the classification paperwork will be done automatically and given to the unit when the work order is closed out.
3.  Repair shops will complete ECOD paperwork and return it to the supported unit.  Simultaneously, the repair parts required to complete repairs will be ordered.
4.  Customer units are still required to meet regulatory requirements as stated in reference 1a.  No repairs will be performed until the applicable release statement from a survey officer, or damage statement, has been received.  
5.  Reportable items should be submitted on a high priority.
1.5 Modification Work Order (MWO)
    a.  Request for application of modification work orders will be submitted to the Maintenance Branch in accordance with DA Pam 738-750.
    b.  MWOs will be accomplished when parts or kits become available.  Units will be notified when to bring in equipment for the installation of modification kits or parts.
1.6 Test, Measurement and Diagnostic Equipment (TMDE) Calibration
TMDE located at Fort Richardson, AK will adhere to the following special requirements.

    a.  All TMDE requiring calibration will be delivered to the calibration collection point located in Building 976 (FRA) and Bldg 3490 (FWA).  Units will complete DA Form 2402 before delivering items to the collection point. 

    b.  Physical items (torque wrenches, micrometers, wheel scales, etc.) will receive on-site calibration.  The calibration team will be present at Fort Richardson on a 180-day (six month) interval.  Therefore, it is imperative that these items are delivered to the calibration collection point a minimum of two (2) days before the calibration team arrives. Units will be notified a minimum of thirty (30)-days in advance of the team arrival.

    c.  Items of TMDE not calibrated on-site will be transported by available means to the TMDE Support Laboratory at Fort Wainwright, receive calibration, and returned to Fort Richardson.

Questions concerning the calibration program should be directed to the calibration collection point (384-2409), or the TMDE Support Laboratory (353-1881).

    d.  Units at FWA will deliver TMDE to the TMDE Support Laboratory for calibration.
Also, see Appendices A, B and C for additional information on TMDE calibration.

ANNEX A
REPAIR SECTIONS

Special Purpose Equipment Repair Section (SPERS)

SPERS is located at Bldg 974, corner of 5th Street and Davis Highway, Fort Richardson, Alaska and at Bldg 3490, Fort Wainwright, Alaska.  The hours of operation are 0700 – 1630, Monday through Thursday; Friday, 0700 - 1530. 








    FRA


FWA

Supervisor, SPERS




384-1147                 353-1631
Welding & Machine Shop



384-2935
         353-1692

Equipment/Mechanical Repair


384-2929 
         353-1631

Production, Planning & Control                                 384-2938 
         353-1633

Inspection





384-2928
         353-1649

This section is responsible for direct and general support maintenance of the following commodities:

· DS/GS maintenance on all internal combustion Material Handling Equipment
· DS/GS maintenance on all power generators, air compressors, chain saws, and pumps
· DS/GS maintenance on all construction and earth moving equipment
· Space heaters, including Herman Nelson type heaters

· Wheel and track (tactical) vehicles, including trailers

· DS/GS repair on commercial type wheeled vehicles not leased from GSA
· Snow blowers, gasoline lawn mowers, snow machines, etc.
Services provided are:
· Pressure hose fabrication
· Drum collapsible (blivit) repair
· Welding and metal fabrication
· Full range of machine shop work
· Technical assistance as required
· Tactical Vehicle Wash Facility

Vehicle and Weapons Repair Section

The Vehicle and Weapons Repair Section is located at Bldg 796, corner of 5th Street and Davis Highway, Fort Richardson, Alaska and in Bldg 3490 at FWA.  The hours of operation are 0700 – 1630, Monday through Thursday. Friday 0700-1530.








FRA


FWA

Supervisor, Vehicle & Weapons Repair
        384-2641
  
        353-1631

Weapons Repair

    

        384-2640     
        353-1639

Vehicle Component Repair


        384-2644


Supply





        384-2404

        353-1657

Calibration




        384-2409

        353-1633
Locksmith




        384-2424

        353-1662
Commel/Elec Repair



       384-2408

        353-1656
Army Oil Analysis Program (AOAP) Lab
       384-2409

        353-1633

Electric Forklift Repair                                          384-2937

        353-1631

This section is responsible for direct and general support maintenance of the following commodities:
· Vehicular and construction equipment components 

· All vehicles (body and fender repair and painting)

· Weapons (to include marksmanship and match weapons), instrument and fire control  equipment, foreign weapons, sub-caliber devices used as training aids and artillery
· Arctic heaters and associated equipment

· Technical assistance as requested

· DS/GS maintenance on all electric Material Handling Equipment
· Safes opened and repaired, locks and keys made
· Hoisting devices
· Load testing as required
· Small electric hand tools
· Chemical detector kits, riot control equipment, and other miscellaneous CBR equipment
· Communications-Electronics Equipment Unit:  All types of AM, FM, SSB, radio and carrier systems to include HF, VHF, microwave and troposcatter systems
· Wire communications equipment to include carrier, teletype, switch boards, and wire related telephone equipment
· Photographic equipment, projectors, cameras, optics, electronic training devices, etc.
· Coordinated Logistics Support Program (CLSP)
· Office machines
Services provided are:

· Welding (e.g., heliarc, MIG and TIG)

· Automotive machine work

· Vehicular component repair, i.e. starters, alternators, fuel injection components, engines, transmissions, transfer cases and differentials (including arctic unique winterization items)

· Body and fender repair and painting

· Magnetic particle inspection

· Safety glass replacement

· Bead blasting (limited)

· Media Blasting

· Inspection and repair of small arms, artillery and fire control instruments

· Battery charging

· Radiator repair

· Fuel injection repair and testing

· Fabrication of low, medium and high pressure flexible hoses

· Technical assistance as requested

· Forklift battery chargers

NOTE:  Requests for opening safes, repair of locks, and changing combinations will be directed to the section office, telephone 384-2424 at FRA and 353-1633 at FWA.

NOTE:  Electronics equipment will be transported in a well-padded vehicle, to prevent further damage to the equipment.
Oil Analysis Laboratory  
         (a) The laboratory is located at Bldg 796, corner of 5th Street and Davis Highway, Fort Richardson, Alaska.  Personnel reporting for turn-in of oil samples should report to the Oil Analysis Lab or drop sample in the drop box at the front door of Bldg 796.  Samples from FWA will be shipped to Fort Richardson for processing.  Personnel picking up oil sample results or monthly reports are directed to the pigeonhole box located by the lab.       
        (b) The laboratory is responsible for the analysis of oil samples taken from aeronautical and non-aeronautical equipment such as engine, transmission, hydraulic and other oil wetted components.  Provides Standard Data System (SDS) computer printouts to include components histories, components enrolled in AOAP, and for non-aeronautical equipment the Usage and Samples Status Report.  Also, provided are classroom instruction on the preparation of DD Form 2026, Oil Analysis Request, usage and reading of SDS reports.
        (c) Sample Submission:

              (1) Each sample will be accompanied by a DD Form 2026, Oil Analysis Request.

              (2) Oil samples sent from Fort Wainwright and Fort Greely by military aircraft, or mailed through postal services, will be placed in a plastic bag and the DD Form 2026 secured to the outside of the bag with a rubber band.

              (3) Oil sample bottles should not be more than 3/4 full in order to prevent spillage during transit to the laboratory.

              (4) Oil sample bottle tops should not be taped or sealed in any other manner.

              (5) Those units in the Fort Richardson and local area, hand carrying oil samples to the laboratory after duty hours, or holidays, should place their oil samples in the AOAP sample drop box at Bldg 796.

             (6) Units will be informed by telephone of oil samples that test abnormally and the required actions to be taken.

             (7) All laboratory requests or special oil samples should have a completed DD Form 2026 highlighted with a red border or otherwise conspicuously marked to distinguish them for routine oil samples.

             (8) Processed DD Form(s) 2026 will be placed in the unit pigeon hole boxes located outside the door located at the AOAP Lab.  Units not located at Fort Richardson will receive their results through distribution.

ANNEX B
QUALITY ASSURANCE SECTION
Quality Assurance Sections are located as follows:
     Activity                                         FRA Location/Telephone
FWA Location/Telephone
     Branch Office
                           Bldg 796/384-2641

      Bldg 3490/353-1649

     (Warranties)








353-1646
     Special Purpose Equip                  
   Bldg 974/384-2928

      Bldg 3490/353-1649    
     Tactical Vehicle Equip                  
   Bldg 974/384-2928

      Bldg 3490/353-1649
      Small Arms & Fire Control           Bldg 796/384-2640

      Bldg 3490/353-1649
        Equip                                        

Second Floor  
     Communication Equipment            Bldg 796/384-2408

     Bldg 3490/353-1649
     Office Machine Equipment          
  Bldg 796/384-2408

     Bldg 3490/353-1649
     Component Warranties                    Bldg 974/384-1147                    Bldg 3490/353-1649
These sections are responsible for inspection, classification and completing estimated cost of damages (ECODs) for all equipment supported by the Maintenance Branch; accountability and issue of all classification and verification stamps; and training personnel in the use of stamps.

Activities having the mission and requirements for classification stamps should submit a written request and a DA Form 1687, Notice of Delegation of Authority - Receipt of Supplies, identifying the types of equipment that will be classified to:
     DOL, Maintenance Branch


DOL, Maintenance Branch
                 ATTN:  APVR-RDL-OSM                   or
           ATTN: APVR-WDL-SM
                 Fort Richardson, AK  99505-5700

           Fort Wainwright, AK 99703
Receipt of equipment for repair:
1.  Units/Activities will submit a DA Form 2407, Maintenance Request for Repair of Items.
2.  If repair is beyond the capability of the Maintenance Branch, the Quality Assurance Inspector will submit a DA Form 2407-1, Maintenance Request - Continuation Sheet to the administration branch for negotiation of contract.
3. Office Machine Repair: Office machines, typewriters, adding machines, calculators, duplicating machines, check writers, microfiche, viewers, etc., are repaired by a local contractor.  The Quality Assurance Officer is the Contract Office Representative (COR).  Any complaints should be addressed directly to this office.  The telephone number is 384-2419 for FRA and 353-1633 for FWA customers.  All work will be requested on completed DA Form 2407/5504/ULLS Work Request, with only one machine per request.
4.  Warranty Service.
      (a) All warranty service will be coordinated through the Quality Assurance Section.
      (b) Under no circumstance will units/activities contact local dealers on warranty service.
5.  In order to conserve time, units may contact the respective inspection sections for an appointment prior to evacuating equipment.
ANNEX C
MAINTENANCE SUPPLY AND ENVIRONMENTAL MAINTENANCE SECTIONS
1.  Maintenance Supply Section:

This section is responsible for supply support to the Maintenance Branch shops, and operation of the cannibalization point.
Maintenance Supply is located as follows:
            Supply Office, Building 796, telephone: 384-2648/2404 (FRA)


             Building 3490, telephone: 353-1657 (FWA)

            Cannibalization Point, Building 796, telephone 384-2648 (FRA)



 Building 3490, telephone 353-1688 (FWA)

    a.  Access is from 0700 - 1600, or when the cannibalization point is secured, can be obtained from the Maintenance Supply Section, upstairs Bldg 796 at Fort Richardson and Bldg 3490, P&PC office at Fort Wainwright.

    b.  A listing of all major end items located in the cannibalization point can be obtained quarterly from the Maintenance Supply Section, Bldg 796 (FRA) and Bldg 3490 (FWA).

    c.  Units wishing to utilize the cannibalization point are required to have a current DA Form 1687 on hand at the cannibalization point.  This is mandatory prior to receiving parts.  Units will send individuals authorized to sign for items to cannibalization point with DD Form 1348-6/DA Form 2765-1/ULLS Walk through Request requesting the part.  Upon removal of the item the request will be annotated with the vehicle number and an authorized signature.  The original copy is retained by the cannibalization point operator and the remaining copies will be returned to the customer.
2.  Equipment Specialist Auto/MHE/Ordinance 

The Equipment Specialist Section is located at Bldg 796, Fort Richardson, Alaska and Bldg 3490 in Fort Wainwright.  The phone numbers are 384-2419/384-2420 (FRA) and 353-1631 (FWA).  
Environmental maintenance assistance is available to all elements of the Command and tenant units.  Assistance is provided in solving the inherent problems of equipment operation and maintenance in the arctic environment.
    a.  The following services are available:
         (1) Technical advice and assistance on all types of equipment to all Active Army, Reserve, and National Guard units.
         (2) Assistance in obtaining technical publications on equipment.
         (3) Assistance in obtaining repair parts.
         (4) Assistance in preparing Quality Deficiency/Equipment Improvement Reports (QDR/EIR), Report of Item Discrepancy (ROID), Suggestions, etc.
         (5) Technical and verification inspection assistance, formal and informal.
APPENDIX A
CALIBRATION
DEPARTMENT OF THE ARMY
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October 23, 2002

TEST, MEASUREMENT AND DIAGNOSTIC EQUIPMENT EXTERNAL STANDARD OPERATING PROCEDURES (SOP)

1.  PURPOSE:  The purpose of this SOP is to provide authorized customers of the Test, Measurement and Diagnostic Equipment Support Laboratory (TSL) with detailed information pertinent to the turn in and pick up of Test, Measurement and Diagnostic Equipment (TMDE) for calibration, repair, serviceability, classification and application of Department of the Army (DA) Modification Work Orders (MWOs).

2.  SCOPE: This SOP applies to all authorized non-divisional customers of the Fort Wainwright TSL.

3.  POLICY:

    a.  It is the policy of the TSL to provide total TMDE maintenance support to all authorized customers within the capabilities and responsibilities of this TSL as defined by AR 750-43 and described in TB 43-180.

    b.  TMDE support beyond the capabilities of the TSL will be shipped to appropriate locations.

    c.   The TSL is located in Building 3491.  Hours of operation for pick up and/or deliveries are 0700-1130 and 1230-1600 hours, Monday-Thursday.

4.  REFERENCES:

    a.  AR 710-2, Inventory Management: Supply Policy below the Wholesale Level.

    b.  AR 725-50, Requisitioning, Receipt and Issue System

    c.  AR 735-11, Accounting for Lost, Damaged or Destroyed Property

    d.  AR 750-1, Army Material Maintenance Concepts and Policies

    e.  AR 750-43, Army Test, Measurement, and Diagnostic Equipment Program

    f.  DA Pam 710-2-1, Using Unit Supply System (Manual Procedures)

    g.  DA Pam 710-2-2, Supply Support Activity Supply System (Manual Procedures)

    h.  FM 29-23, Direct Support Maintenance Operations

    i.   FM 29-25, DX, Shop and ORF Procedures

j.  TB 43-180, Calibration Requirements for the Maintenance of Army Material

k.  TB 43-0001-61-2, Equipment Improvement Reports and Maintenance Diagnostic 

     Equipment (TMDE)

l. TB 750-25, Maintenance of Supplies and Equipment, TMDE Calibration and Repair Program

    m. DA Pam 738-750, The Army Maintenance Program.

    n.  USATSG SOP 750-2, Condition Coding of Unserviceable or Excess TMDE

5.  PROCEDURES AND REQUIREMENTS:

    a. Submission of Delegation of Authority Cards (DA Form 1687)

        (1) All customer units are required to submit DA Form 1687, “Notice of Delegation of Authority-Receipt for Supplies”, prior to conducting business with the TSL. This form lists persons authorized to deliver and receive equipment to/from the TSL. A copy of Command/Appointment Orders must be submitted with the DA Form 1687.

        (2) The supported unit is responsible for ensuring that a valid DA Form 1687 and assumption of Command/Appointment Orders is on hand and current at the TSL. DA Form 1687 will be completed per requirements of AR 710-2 and DA Pam 710-2-1.

        (3) The TSL requests supported units submit typewritten DA Form 1687 Signature Cards (see Annex A) with accurate information.  DA Form 1687 is available in EM 0001, the Army Electronic Library. 

    b. TMDE Calibration Recall Program

        (1) In order to maintain an effective TMDE Calibration Recall Program, the owner of the TMDE and the Installation TMDE Support Coordinator will be provided computer printouts quarterly.  The printouts, (TMDE Integrated Materiel Management System [TIMMS] Master Listings), will provide the unit TMDE Support Coordinator with a complete list of all TMDE in the Instrument Master Record File (IMRF) for the unit.  The master listing is a management tool used to determine owner/user compliance with the TMDE support program. The TMDE owner/user must advise the supporting TSL of any changes, additions, or deletions in the TMDE inventory.  Projected and delinquent item listings will be provided monthly. “PROJECTED” identifies items that will be due calibration within 30 days of the date of the listing.  On the master listing, the “DUE CAL DATE’ column shows the date a particular item should be at the TSL for calibration.  This date should correspond with the “DUE DATE” on the DA Label 80 affixed to the item.  “DELINQUENT” identifies items that were not submitted within the scheduled time frame. DELINQUENT ITEMS MUST RECEIVE THE HIGHEST PRIORITY FOR TURN-IN TO THE TSL.   If the owning unit has a large number of items to be turned in at one time, the unit TMDE Support Coordinator should call the Production Control Clerk (353-1882) for an appointment.

        (2) Status reports on in-shop TMDE may be obtained by contacting the TSL PC Clerk (353-1882).

    c. Submission of TMDE for Calibration

        (1) Equipment requiring calibration is normally assigned an Item Priority Designator of 13.  Calibrations are normally performed on the oldest job first (first in-first out) and production efficiency.  However, some items may fail during the calibration process, which creates a need for transfer to a "REPAIR STATUS".  In this situation, contingency IPDs will be assigned to the equipment allowing the TSL to continue the job. Organizations provided TMDE support should ensure the IPD is consistent with the unit’s requirement. See par. 5d for more details. Suspected abuse of the IPD is subject to challenge by the TSL.

            (a) TMDE with a high priority and appropriately documented are the only items that will be accepted after 1600 hours, which is the TSL closeout time for receiving TMDE. Please do not abuse the priority.

            (b) Equipment supported by other TSCs will be evacuated to those specific laboratories by the TSL.  Turn-around time for evacuated equipment can be obtained upon request.

            (c) For small arms and ammunition gages, owners/users may contact the TSL for instructions for inspection and calibration.

        (2) TMDE submitted for calibration must be complete, to include accessories, and must be in an operable condition. Non-operable equipment will not be accepted for calibration but will be accepted for repair if the deficiency is reported on the DA Form 7372.

        (3) A computer receipt of equipment received will be printed, signed by the person receiving the equipment, given to the customer.

        (4) Customers having TMDE awaiting pickup will be required to pick up these instruments prior to submitting additional TMDE for calibration.

        (5) Items not listed in TB 43-180, or covered by calibration and repair worksheets (DA Form 3758), will not be accepted for calibration. If calibration support is desired, the owning unit will submit a DA Form 3758 completed IAW  TB 750-25, Appendix B.  (TSL personnel will assist in this process.)

        (6) Items not on current projected items list may submitted for an out of cycle calibration.

        (7) Chemical Detector M43A1 and Chemical Agent Monitor (CAM) 442-301 will be supported by the appropriate direct support activity. 

    d.   Change in Status of TMDE Accepted for Calibration.

        (1) If, during the calibration process, an item is found to require repair, the TSL will close out the calibration action and change the status to “J’ (awaiting shop repair) on DA Form 7372.

        (2) If parts and labor costs exceed 65% of the original cost of the item, the customer will be notified to pick up the item or to provide written authority to repair the item. 

            (a) Parts will be ordered through TMDE Support Region 3 supply channels.  Upon request, the customer will be notified of the estimated delivery date.

            (b) Requisitions for parts will go into supply channels with the same priority as the contingency IPD.  All priorities 01-08, or changes to priorities, must be in writing, signed by the Commander, as indicated on the Signature Card on file with the TSL.

        (3) The TSL has a calibration turn-around time goal of 15 days or less.  Therefore if the supported customer has not been notified of any change in status for equipment that is 13 days or older, the customer should contact the TSL for an update of the status.

    e.  Submission of TMDE for Repair Support

        (1) The PC Clerk will print the DA From 7372 and check it for accuracy, completeness, authentication, and accompanying documents (high priority request). 

        (2) Should the initial IPD of 13 require a change, the DA From 7372 will be corrected and initialed by the PC Clerk and the individual authorized by the Commander/Chief via memorandum to assign IPDs.

        (3) The unit Commander/Chief or his designated representative must authorize IPDs 01-08.  The name and signature of the designated representative must be provided to the installation TMDE Support Coordinator.

        (4) A designated representative whose signature appears on DA Form 1687 may submit a memorandum for assignment of IPDs.

        (5) Block 25 of DA From 7372 will be used to describe the deficiency or symptom.   “Repair as needed” is not acceptable.

        (6) If repair parts and labor costs exceed 65% of the original cost of the item, the customer will be notified to pick up the item or to provide written authority to repair the item. 

        (7) Before a customer’s maintenance request is processed, the equipment will receive a technical acceptance inspection. During this inspection, documentation will be checked against the equipment for completeness and accuracy.

        (8) If the TSL does not have required technical manuals (TMs) on hand for items being turned in for calibration/repair, the owning unit will be requested to provide them.

    f.  Acceptance Inspection of TMDE Submitted for Calibration/Repair

        (1) Each user must accomplish that portion of the preventive maintenance for which they are responsible according to the TM or manufacturer’s manual for the item in question.

            (a) Acceptance of TMDE may be delayed until operator and organizational maintenance faults are corrected. Units will be provided the opportunity to make on-the -spot corrections.


(b) TMDE for which organizational level repair/replacement parts are on order will not be rejected, provided the equipment is still operational. However, a Missing Parts Statement must be submitted with the equipment.

        (2) After the acceptance inspection, the following actions will be taken:

(a) DA From 7372 will be completed and processed by the PC clerk for calibration/repair.  The customer will be given a computerized receipt, signed by the PC Clerk, for equipment received.

           (b) If TMDE is rejected for non-performance of operator/organizational maintenance, the DA Form 7372 will be closed out and annotated with the statement “Rejected for Organizational Maintenance" and signed by the TSL Supervisor.

    g. Damaged/Cannibalized TMDE

        (1) If, during the acceptance inspection, damage to TMDE is determined to be other than fair wear and tear (FWT), the TMDE submitted to the TSL for repair will not be accepted until the owning unit complies with AR 710-2 and AR 735-11.

        (2) If, during the repair process, TMDE is found to have internal damage due to other than FWT, the TMDE will be returned to the owning unit with an Estimated Cost of Damage (ECOD)

        (3) When TMDE is rejected or returned to the owning unit because of damage, the job order will be closed out and remarks annotated with reason for rejection.

    h. Estimated Cost of Damage (ECOD).

        (1) Request for ECOD will be IAW AR 735-11.

        (2) A statement requesting ECOD will be entered in Block 16, DA Form 2407.

        (3) Upon completion of the ECOD by the TSL. The DA Form 2407 and associated paperwork will be returned to the owning unit.

       (4) Any repair for TMDE per ECOD will require the following statement: "This item is no longer required for an investigation and is hereby released to effect necessary repair.” This statement will be accompanied by a clear and definitive statement as to whether an Actual Cost of Damage (ACOD) is required, i.e. "ACOD Required".  The Unit Commander/Chief or Surveying Officer must sign this statement. If signed by the surveying officer, appointment orders must accompany the statement and the DA Form 2407.

        (5) The TSL can perform an ACOD on TMDE, which is within the TSL repair capabilities.  The customer will forward all others to the responsible support activity; i.e. the Area Calibration and Repair Center located in the appropriate geographic area or the factory.

    i. Classification of TMDE

        (1) Verification for classification will be the responsibility of the TSL Supervisor.

        (2) A memorandum or letter, verified by the Unit Commander/Chief or PBO, must accompany TMDE submitted for classification as "Excess to TOE/TDA".

            (a) The unit will provide the correct NSN to the TSL.

            (b) All excess TMDE and accessories will have operator and organizational maintenance performed before submitting the item to the TSL.

            (c) Excess TMDE to be turned in may be unserviceable, but it must be complete. Serviceable and unserviceable parts, accessories, or components will be attached to the end item.  TMDE jobs ordered for classification must be submitted with an up-to-date TM. A complete inventory indicating components short and quantity on hand, signed by the PBO, must accompany the equipment.

            (d) In block 25 of the DA From 7372, the TMDE coordinator will request items be turned in as excess or for lateral transfer.

            (e) An IPD of 11 - 15 will be assigned to request for calibration of TMDE excess to TOE/TDA.  If a higher priority is required, the request by memorandum will accompany the equipment and be signed by the PBO or Commander.

            (f) If items are classified as non-repairable at this level, code out forms will be prepared by the TSL.   Paragraphs 5i2(b) and 5i2(c) above apply.

            (g) Equipment classified for turn-in must be turned in to Turn-in and classification point within 90 days after being classified. If equipment is not turned in during this 90-day time frame, the TSL will not reclassify without a letter of request from the unit commander.

    j. Modification Work Orders (MWOs).

       (1) The TSL accepts all requests for application of DA DS/GS level MWOs on a DA Form 2407 prepared IAW DA Pam 738-750. Customer units are required to submit the appropriate MWO publications with the DA Form 2407.  The MWO publication number should be annotated in block 16 of the DA Form 2407.

        (2) Work order numbers will be assigned at the time of submission of the DA From 2407.

        (3) If the MWO is related to a hazardous condition, i.e. “URGENT" or "IMMEDIATE", the item will be submitted with the DA Form 2407 and held by the TSL until the MWO has been applied.

        (4) If the MWO is classified ‘NORMAL” or 1’ROUTINE,’1 the item may remain in use by the owner until recalled by the TSL for installation of the MWO.

    k. Pickup of Completed Work Orders.

        (1) Upon completion of calibration or repair, the customer will be notified that the equipment is available for pickup. The equipment should be picked up within 24 hours for priorities 01-08 and within 3 working days for priority 09-15. If equipment is not picked up, a second notification will be made

        (2) If circumstances exist that require an extension of pickup time, the customer may request an extension from the TSL Chief.  The Chief or assistant is the only authority to grant an extension.

        (3) To preclude unnecessary delays in picking up equipment, the customer should have the receipt issued at the time of equipment turn-in.  Individuals picking up equipment must be shown on the current DA Form 1687 (Signature Card) on file at the TSL.

        (4) Upon pick-up of completed TMDE, a receipt signed by the person picking up the item(s), and all working copies of the DA Form 7372 will be retained by the PC Clerk.

        (5) When customer units receive an item from the TSL, they should perform a complete operation and performance check within 24 hours. If a deficiency is noted, the customer should return the equipment to the TSL along with a customer’s inspection worksheet (DA Form 2404), which details the deficiency.

    1. Technical Manuals and Manufacturer’s Manual

        (1) The TSL should have TMs or manufacturers manuals to support each item of TMDE in their IMRF. Occasionally, a supported customer may have TMDE for which the TSL does not have the required manual.  This can occur when equipment is newly fielded or one-of-kind.  Therefore, as the unit receives new TMDE, they should check with the TSL for manual availability.

        (2) If an item of TMDE is received by the TSL, and the necessary manual is unavailable, the manual will be ordered by the TSL. To minimize delay in performing necessary maintenance, the TSL will request the applicable manual from the unit owning the item of TMDE to ensure expeditious service. 

6. TRANSPORTATION OF SENSITIVE, FRAGILE EQUIPMENT: To prevent damage to equipment during transit to and from the TSL, the following procedures are recommended:

    a.  When possible, the original shipping containers should be utilized. These containers should be secured to prevent shifting while in transit.

    b.  All items not containerized should be placed on shock-absorbent pads, such as a salvaged mattress, and secured to prevent shifting.

    c.  All equipment should be transported in a covered vehicle or, at a minimum, covered with a tarpaulin.

7.  CALIBRATON OF FORT RICHARDSON TMDE

    a.  TMDE located at Fort Richardson, AK will adhere to the following special requirements.

        (1) All TMDE requiring calibration will be delivered to the calibration collection point located in Building 976. Units will complete DA Form 2402 before delivering items to the collection point.

        (2) Physical items (torque wrenches, micrometers, wheel scales, etc.) will receive on-site calibration.  The calibration team will be present at Fort Richardson on a 180-day (six month) interval. Therefore, it is imperative that these items are delivered to the calibration collection point a minimum of two (2) days before the calibration team arrives. Units will be notified a minimum of thirty (30) days in advance of the team arrival.

        (3) Items of TMDE not calibrated on-site will be transported by available means to the TMDE Support Laboratory at Fort Wainwright, receive calibration, and returned to Fort Richardson.

        (4) Questions concerning the calibration program should be directed to the calibration collection point (384-2409), or the TMDE Support Laboratory (353-1881). 

8.  CUSTOMER ASSISTANCE LIAISON VISITS:

    a.  The TSL may make periodic liaison visits to the supported units. These visits will be coordinated through the Unit Commander/Chief and Installation TMDE Support Coordinator.

    b.  During the course of these visits, problem areas will be discussed.  On the spot evaluations will determine if there is a readily available solution to the problem.

    c.  The customer need not wait for the periodic liaison visit, but may request a visit through normal channels.

9.  EXCEPTION TO POLICY: Exception to any policy contained in this SOP must be granted in writing from the Chief, TMDE Support Center-Fort Wainwright, ATTN: AMSAM-TMD-C-LEW, 1060 Gaffney Rd #9120, Ft. Wainwright, AK 99703-9120.

10.  POINTS OF CONTACT:

    a.  Fort Wainwright TSL, Production Control (PC) 353-1882.

    b.  Fort Wainwright TSL FAX 353-1883.

    c.  Fort Wainwright TSL Leader/Chief - 353-1881.

    d.  Fort Richardson Calibration Collection Point – 384-2409

APPENDIX B
MASTER LIST
1.  Master List:

    a.  Fort Wainwright units/activities will receive two copies of the Master List on a monthly basis through the Post Calibration Coordinator.  Fort Richardson units/activities will receive two copies of the Master List and three copies of the projected/delinquent list through the Calibration Collection Point.  The Master List represents a complete inventory as provided by the unit/activity of all TMDE requiring calibration and/or repair support.  The Master List is to be edited by the unit/activity calibration coordinator to ensure that all entries are correct.  It is essential that all data for each item be edited and corrected if necessary.  
    b.  Non-serial numbered TMDE will have a local identifying serial number assigned and engraved on the item by the owning unit, the serial number should be placed in such a way that it will not in any way affect the accuracy of the instrument.  
    c.  If an item of TMDE has been turned in, transferred or for any other reason you no longer have the item indicate so by drawing a RED line through the listed item and the word "DELETE" on the extreme right margin.  To ensure that the unit commander/PBO are aware of TMDE being deleted from the Master List, a written request will be submitted to the supporting activity for all items being deleted signed by the commander/PBO, the signature of the TMDE coordinator will not be acceptable.
    d.  Items of TMDE that are placed in administrative storage are included in the Master List as "CBU" in the "due date/projected date" column.  Before an item of TMDE can be placed on "CBU" Status it must have a valid DA Label 80/AFTO Form 394 or AFTO Form 108 as appropriate.
    e.  To add an item to the Master List, simply write in under the vertical columns the information that is displayed on your present printout, keep in mind that before an item can be added it must have a valid calibration label from your area support activity.
    f.  Unit/activity TMDE coordinators will return one copy of the Master List (Fort Wainwright and Greely) to the Post Calibration Coordinator within the suspense date.  Fort Richardson TMDE coordinators will return one copy of the Master List and one copy of the Projected/Delinquent list to the Calibration Collection Point within the suspense date; all copies will be signed and dated in the space provided.
2.  Projected Items List:  Fort Richardson units/activities will be provided a "Projected Items List" through the Calibration Collecting Point.  This list will provide information to the owning unit for all TMDE items that will come due within the following 30 days.  The "Projected Items List" is a working tool that will help the owning unit plan ahead for upcoming activities that may interfere with the TMDE due dates.  This list does not have to be turned in to the collecting point unless there are changes to current data such as deletions, changes in due dates, etc.  TMDE coordinators should review this list at least weekly; items that become due should be turned in to the Calibration Collection Point 5 days before the due date.
3.  Delinquent Items List:  Items of TMDE that are listed require that the unit TMDE coordinator take immediate steps to correct the situation, this can be done by turning the item in for calibration or if the item has been calibrated but the due date is incorrect, draw a line through the old due date and enter the due date that is on the calibration label, if the item has been turned in for calibration annotate on the right margin the words "In Cal" and give the work order number that was assigned on your receipt copy.  Items that are delinquent in excess of 30 days and the owning unit has been contacted with no response will be removed from the units IMRF, if at a later date the owning unit brings the item in for calibration a letter of justification will be required from the commanding officer stating specifically why the items was not turned in on the due date.  This list will be signed by the unit/activity TMDE coordinator and turned in to the Post Calibration Coordinator/Calibration Collection point as appropriate within the suspense date given.
APPENDIX C

CALIBRATION FORMS
SUBMISSION OF TMDE FOR CALIBRATION/REPAIR (FORT RICHARDSON) ONLY
1.  AFTO FORM 350.  Will be prepared by the owning unit when repair of TMDE is requested from the supporting activity (Fort Richardson only).
    a.  Block 2:  Enter the identification number that is assigned to the item in the Master List.
    b.  Block 7:  This block is completed by Calibration Collection Point personnel.
    c.  Block 10:  Enter the first four digits of the NSN.
    d.  Block 11:  Enter the part number or the model number of the item being turned-in.
    e.  Block 14:  Enter a brief description of the failure.  In this block also enter the name and telephone number of the person that the supporting activity can contact for additional information.
2.  DA FORM 2402.  Will be used when TMDE is submitted for calibration/repair.  Owning unit personnel will prepare DA Form 2402 as follows (Fort Richardson only).
    a.  Block 1:  Enter the word "PMEL".
    b.  Block 2:  Enter the calendar date of the date that TMDE is submitted to the supporting activity.
    c.  Block 3:  Enter the unit designation, i.e., Co B, 1/17, and the unit's UIC.
    d.  Block 5:  Enter the FSN of the item being submitted.
    e.  Block 6:  Enter the noun nomenclature of the item being submitted.
    f.  Block 7:  Enter the IPD.
    g.  Block 8:  Enter the commander's signature if IPD is 01 through 08.
    h.  Block 9:  Enter the end item nomenclature.
    i.  Block 10:  Enter the model number (from TB 43-180).
    j.  Block 11:  Enter the serial number of the item being submitted.
    k.  Block 12:  Enter the word "Calibrate" or "Repair".
CHAPTER 2

Supply Operations

2.1 General

The Supply Operations are located at Bldg 804, Fort Richardson, Alaska 99505 and Bldg 3030, Fort Wainwright, Alaska 99703.  The Fuel Points are located at Bldg 992 on Fort Richardson and Bldg 3484 at Fort Wainwright.  The Supply Operations also include the operation of an ammunition supply point, a central issue facility, a consolidated property book office and a troop issue support activity (see Chapters 4, 5, 6 and 7).  

The operating hours and telephone contacts are:







(FRA)Hours/Phone #          (FWA)Hours/Phone #


Stock Record Officer/Admin

0700‑1530/384-2801
         0800-1600/353-6577


QAE/Property Accountability

0630-1500/384-7069           0800-1600/353-7796

Customer Assistance 

            0700-1530/384-7101           0800-1600/353-6581
            Turn-in Section
                        0700-1530/384-2810           0800-1600/353-6479
           
Warehouse Issues & Receiving
0700-1530/384-2802       0800-1600/353-7233/6177
       
Fuel Station

                             24/7     /384-1815            0800-1600/353-2662
The mailing/shipping address is:



Supply Operations



 Supply Operations


ATTN:  APVR-RDL-OSS               or            ATTN:  APVR-WRL-SS


Building 804, door 16



 Building 3030


Fort Richardson, Alaska 99505-7000

 Fort Wainwright, Alaska 99703
Both Supply Operations serves as the authorized requisitioning and turn-ins activity for the US Army and any other authorized customers in the Alaskan Interior who require supply support.  These activities furnish all classes of supply.  These activities also operate a fuel dispensing facilities.  
2.2 Establishing an Account 
The following authorization documents are required:
    a.  An authorized DODAAC.
    b.  A Memorandum of Intent or MIPR.
    c.  Three (3) original copies of DA Form 1687.
2.3 Requesting Supplies
    a.  All requests will be turned over to the Supply Operations SARSS section, on the date of the request, from Mondays through Fridays.

    b.  Automated customer units submit their requests either by FTP or blasting their requisitions.  ULLS requisitions are also accepted.

    c.   Those units/activities who are not automated will submit their requests using a DA Form 2765-1.
    d.   Review the Acquisition Advice Code (AAC) shown in column 4 of the Army Master Data File (AMDF).  Items with an AAC of K, L or J and items not listed in the AMDF are automatically eligible for local purchase.  Units are responsible for ordering these on the unit credit card.
    e.  Requests for end items will reflect appropriate Type Requirement Code (TRC).  Requests for repair parts having end item application will show the End Item Code (EIC).  Requests for non-expendable items (ARC of N) will cite an authority in block P of the DD Form 2765-1.  Note:  Turn-ins that have not been made on recoverable requisitions will post to a reparable listing.  This listing is distributed monthly; units are responsible for annotating the listing appropriately and returning to Supply Operations.  

    f. Priority requests (PG I and II) must be signed by the Commander or a designated approval authority.  If the RDD is entered in block 21 of DA Form 2765-1, it must be justifiable, realistic, and reflect consonance with the PD used.  The Supply Branch will challenge all high priority requisitions that are not significantly justified.

    g.  Both mission issue and reimbursable sales type customers will cite their appropriate 2-digit customer cost code in blocks 17 and 18 of each request.  Adequate funds must be actually available and not only anticipated at the time of request submission.  Exceeding approved budgetary limits constitutes a federal offense.  It must be emphasized that the burden of unit, division or activity funds control rests solely at the operating official user level, not at the retail supply function.
    h.  Customers who are resubmitting requests that have been previously canceled will call customer assistance prior to submitting the new requisitions.  The new requests will mention the document number and rejection code of the old request on the new DA Form 2765-1.  The editor will review and evaluate the reason(s) for the cancellations and will take all necessary steps to avoid recurrence.
    k.  Inquiries on requests already submitted will be directed to Customer Assistance Personnel.  The Supply Operations telephone contact list is at para 3.1, this chapter.
    l.  Requests for property from DRMO will be processed through the Supply Operations using DD Form 1348-1.  Unit will take the screening sheet that they received from DRMO, along with the completed DD Form 1348-1, to CIPBO, other PBO, or their unit (depending on item), and obtain a document number.  They will take this to the accountable officer who will first compare the DRMO withdrawal document against a checklist.  If everything is okay, the accountable officer will assign a DRMO withdrawal document number, sign off on the document, and make a copy.  If the item is not going to be used for its intended purpose, the remarks block will be annotated “THIS ITEM WILL NOT BE USED FOR ITS INTENDED PURPOSE.”  If it is going to be used for its intended purpose, no extra statement will be annotated.

NOTE:  A letter authorizing the accountable officer to sign for the withdrawals is on file at DRMO.  Without the proper signature on the DD 1348-1, DRMO will not authorize pick-up. 
2.4 Receiving Supplies
a. Units are expected to pick up supplies promptly.  

    b.  Responsible officers wishing to designate personnel as authorized representative to request and/or sign for supplies will send a completed DA Form 1687, assumption of command orders or PBO appointment to the Receiving Section. 
    c.  Unit personnel picking up supplies will report to Bldg 804, door 16 on FRA and Bldg 3030, room 128a on FWA.  Individuals are not authorized in the storage area unless escorted by Supply Operations personnel.
    d.  Items in stock at the Supply Operations may be received on DA Form 2765-1, DD Form 1348-1 or a customer shipment list for non-SARSS customers.  The customer will, in this case, acknowledge receipt of the supplies by printing and signing their name and print the date of pickup on the customer shipment list receipt after inventory of all items is complete.  A supply discrepancy report (SDR) is the responsibility of the customer.
    e.  Customer units receiving supplies directly from vendors or contractors are required to provide receipt documents to the Supply Operations within 3 working days.
2.5 Turning in Supplies
    a.  Requests for turn-in of property will be prepared using DA Form 2765-1 (Request for Issue or Turn-In) with condition and/or inspection forms, as applicable.  DSU’s will turn-in property on SARSS’s generated DD Form 1348-1’s.  The correct stock number will be perpetuated on the turn-in document.  
    b.  All property book items, whether serviceable or unserviceable, must receive a technical inspection and condition code prior to being turned in to the Supply Operations.  All class VII items require inspect by the appropriate inspection authority before they are accepted.   Serviceable expendable and durable supplies require classification by the owning unit using visual working condition criteria.
    c.  Found-on-Installation items will be turned in to the Supply Operations.

    d.  An appointment for turn-in of material will be made with the turn-in section.
Material will have been cleared within the customer's unit capability.  Packaging and preservation, as may be needed to protect the item, is the responsibility of the customer. All equipment and supplies turned in will be clean.
    e.  Coordinated turn-ins with the Supply Material Sorter and Classifiers before turn-in for specific instructions on certain items such as batteries, controlled cryptographic items, Class VII, Automated Data Processing Equipment (ADPE), refrigeration equipment, COMSEC, mattresses and hazardous materials.
    f.  Material that is excess and requires special instructions for item to be turned in other than B or 10/20 condition will be held by the customer who will inform the Supply Operations Manager of the item in question.  Instructions from the item manager will be requested before the item can be turned in.
2.6 Taking Action on Supply Status
    a.  Supply status (Document Identifier Code (DIC) AE-, AS-) is provided to all customers on a daily basis to keep them informed of the source of supply's action on open requests.
    b.  Customers will closely check status received from the Supply Branch and take appropriate action; i.e. request follow-up, upgrade priority, request cancellation, etc.
2.7 Follow-Up, Modification and Cancellation Actions
    a.  Requests for follow-up, modification or cancellation will be prepared using DA Form 2765-1 (automated customers will use appropriate program).

    b.  When submitting such requests, customers will ensure that the Document Identifier Code (DIC) and other applicable changes are conspicuously circled in red ink.
    c.  Requests for follow-up action will be submitted only for the following:
        (1) When no supply or shipment status has been received after 9 calendar days of the request document date for PD 01-08 requests.

        (2) When no supply or shipment status has been received at the time of Customer Due-out Reconciliation for PD 09-15 requests.

        (3) When it is identified that a valid existing supply status is unsatisfactory or when the Estimated Shipping Date (ESD) has expired.
    d.  Requests for modification of information on previously submitted requests will be used only when the change pertains to the entire quantity requested and for the following actions:
· Up grading or downgrading of PD
· Project Code
· Advice Code

· Required Delivery Date
· Type or Requirement Code (TRC), End Item Code (EIC)
    e.  Requests for cancellation will be submitted when all or part of a quantity requested is no longer required and only in the following circumstances:
· No supply status has been received

· No shipping status (DIC AS-) has been received

    f.  Customers will insure that the EIC is cited in CC 54-56 of their cancellation and modification requests.
2.8 Validations and Reconciliation of Supply Requests with Supporting Supply Branch
    a. Customers will validate and reconcile all outstanding supply requests (due-ins) on a monthly basis.
Reconciliation listings can be obtained from the Storage Section, Building 804, door 9 on FRA and Building 3030, room 128a.  The cut-off date for the reconciliation to be picked up is the 5th of each month, with a reconciliation response date of 10 days from the date of pick-up.

    b. To reconcile the list, annotate the due-ins with the appropriate code: 

         (1) C = Cancel due-in in its entirety

         (2) K = Cancellation follow-up (this will process as a cancellation if the original cancellation was not received)

         (3) R = Supply request has been received

         (4) F = Status of due-in  (NOTE:  Customers can request a status at any time by submitting an AF1 on a DA Form 2765.  However, customers should only request status on priority 02  

through priority 05.  Priority 07 through 09 will only be used by the Alaska Road Project and USAR.  Contact supervisor, Document/Stock Control for status on all other priorities.)

    c.  All listings will be signed for and dated before pick-up.  Any listing that is returned to the Stock Control Activity without being signed by the unit/activity chief will not be posted.  

d. Per DA PAM 710-2-2, reminders will be initiated for delinquent customers and

cancellations will be requested for requisitions that have not been validated by the customer for two consecutive months.

2.9 Fuel Retail Operations
    a.  All customers (old and new) will submit a vehicle list, attention to Responsible Officer, FRA or FWA through their PBO using the following format; unit name, vehicle identification, type of fuel, vehicle bumper number, model of vehicle, billing DODAAC and APC code.
    b.  Once the vehicle list is turned into the POL retail station, keys will be provided with serial numbers for each vehicle.  Keys are issued to personnel on the unit’s signature card for the PBO office.
    c.  Unused keys will be returned to Fuel Point with a memorandum addressing the Responsible Officer with the reason of turn-in.

    d.  Lost keys will immediately be reported in writing to Fuel Point.  Customers are responsible for all changes against unreported lost keys.
e.  Fuel users that use the Master Fuel system will turn off the engine, take off the fuel cap,

select a pump according to the type of fuel needed for the vehicle, and insert the fuel nozzle.  Locate the board installed in front of the pumps, insert your encoding key and type the number of the pump, press enter after each operation and than start pumping.  After refueling put the nozzle back, lock your fuel cap and operate your vehicle.  All turn-in or lost key information will be given to your PBO for deactivation in system.

     f.  Bulk petroleum issues will be coordinated with the POL point or Chief, Supply Operation Branch prior to the scheduled date of pick-up.  Prior to pick-up, the unit must have a DA 1687 and a Commander’s Assumption of Command orders on file at the POL point.  During the issue, the unit must have a completed DD 2765-1 to account for the issued fuel.

 Safety rules: No smoking or cell phone usage is allowed around the area of the fuel system, turn off your engine for refueling and respect the operation procedures of the Fuel Points.
2.10 Report of Survey (FWA only)

     a. The Chief, Logistics Services Department serve as the Report of Survey monitor/manager for the FWA Garrison Commander for assignment of survey numbers.

      b.  The Chief, Logistics Service Department will redirect surveys to the appropriate chain of command IAW AR 735-5, paragraph 13-4.

     c. Process: 

            1. Units have 15 days to gather information about the damage or loss of

equipment.  Unit will prepare DA Form 4697 (Report of Survey) package for signature by the accountable officer, appointing authority official, and the approval authority official. The package will include any enclosure pertaining to the case and the enclosures will be tabbed.  The signature blocks for the appointing and approval officials are provided below for FWA Garrison surveys:

Appointing Official: Richard I. Mauer, GS-13, FWA Executive Officer

Approval Authority Official:  David A. Brown, LTC, FA, FWA Garrison Commander

          2. If it is determined that a ROS is required, the appointing official will assign a Survey Officer (IAW AR 735-5).  The Survey Officer will be appointed in writing and provide a copy of AR 735-5 (Policies and Procedures for Property Accountability) and DA Pam 735-5 (Survey Officer’s Guide) to assist him/her in the process.  The Survey Officer will have 30 days to complete the investigation.  Two 15-day extensions may be requested, if additional time is required.  Extensions will be requested in writing and approved by the appointing official.

3. If the individual is found liable for the damage or loss of the equipment, the ROS will be forwarded to JAG for legal review, prior to the approval official’s final decision.  


CHAPTER 3

Ammunition Supply Point (ASP)

3.1  General 
The ASPs are located at Bldg 55803, Fort Richardson, Alaska and Building 2200, Fort Wainwright, Alaska.  The hours of operation are 0730 to 1130 and 1230 to 1630, Monday - Friday.

Please call the following points of contact (POCs) for answers to anything that needs clarification or if you require assistance in completing paperwork, problems in the field or questions concerning transportation of ammunition:






FRA



FWA

        (1) QASAS             
     384-3222/3221       
        353-6593

        (2) Ammunition Inspector      384-3222


        353-9937

        (3) Storage Section
        384-3221


        353-9940 

Requirements:

    a.  Safety requirements for explosives are in accordance with AR 385-64 and DA PAM 385-64.

    b.  To ensure that damage is kept to a minimum, ammunition and its packaging materials

should be handled carefully.

    c.  Units requisitioning ammunition are required to provide all transportation, working parties,

and security to and from the ASP.

    d.  To prevent ammunition from becoming unserviceable units should only remove 

ammunition from its packing containers when needed.

    e.   Drivers licensing requirements:

         (1) Military personnel must have a DA Form 5984 E or OF 346, Operators Permit,

signed by the Commander or designated representative, listing vehicles qualified to drive and a Hazardous Materials endorsement, IAW Title 49 CFR.

         (2) Civilian personnel must have a Commercial Drivers License (CDL) with Hazardous endorsement and a Medical Examiners Certificate. 

    f.  Ammunition items and components will NEVER be modified by troop units except as required by DA PAM 350-38, Standards in Weapons Training. No maintenance will be performed on munitions except necessary cleaning and preservation of exterior surfaces.   Linked ball and tracer ammunition will not be de-linked to a straight ball configuration.

3.2 References
· AR 75-1, Malfunctions Involving Ammunition and Explosives
· AR 190-11, Physical Security of Arms, Ammunition & Explosives
· AR 380-67, Army Personnel Security System 

· AR 385-10, Army Safety Program
· AR 385-40, Accident Reporting and Records 

· AR 385-64, U.S. Army Explosives Safety Program

· AR 420-90, Fire and Emergency Services
· AR 710-2, Inventory Supply Management Policy Below the

· Wholesale Level
· CTA 50-909, Table 62

· DA PAM 385-64, Ammunition and Explosives Safety Standards

· DA PAM 710-2-1, Using Unit Supply System
· DOD Reg. 4500.9-R, Defense Transportation Regulation
· SB 742-1, Ammunition Surveillance Procedures 

· USARAK Reg 350-5, Ammunition Management 

· USARPAC Reg 700-4, Ammunition Management

3.3 General Security Provisions

    a.  At no time will any ammunition-laden vehicle be driven or parked in locations other than those specifically authorized. This includes cantonment areas, POL points, and all roads. Ammunition-laden vehicles will be attended at all times.

    b.  If more than one unit occupies the Ammunition Holding Area (AHA) at a single time, the involved units will share guard responsibilities.

3.4 Procedures

    a.  Access to the ASP:
        (1) All visiting personnel must sign in at the Customer Service counter in Bldg 55303 (FRA) and Bldg 2200 (FWA).  Access after duty hours must be coordinated with the MP desk.  It is the unit’s responsibility to ensure that the MP front desk has an access roster.   Unit personnel requiring frequent access to the ASP will be identified on a list provided by the unit and signed by the Unit Commander.  Access will be determined IAW AR 190-11.  Drivers must sign-in their vehicles.

        (2) Ensure that commercial vehicle is equipped with at least one 10BC fire extinguisher.  Military vehicles hauling ammunition must have two 10BC extinguishers.  All extinguishers must have a gage indicating the pressure.  

        (3) POVs are not permitted in the ASP.  Rental cars under contract to the government and Contractor vehicles are not considered POVs. 

        (4) Prohibited Items.  Matches, lighters or other flame producing devices and photographic equipment are not allowed in the ASP.    Weapons will not be carried into the ASP, except by Law Enforcement Personnel conducting law enforcement duties and unit guards.  

    b.  Appointments:  

        (1) Appointments for issue or turn-in can be made by bringing properly completed,

signed and authenticated DA Form 581s to the ASP where a Storage Section individual will make the appointment. 

        (2) Appointments for issue must be submitted no less than 5 working days before the

desired issue date.  A Letter of Lateness, signed by the first LTC in the chain of command, must accompany issues requiring less than 5 days out. 


        (3) In accordance with paragraph 11-9a of DA PAM 710-2-1, a single DA Form 581 will be prepared for each training event.  However, the FRA ASP allows two 581s to be processed for the same training event when the unit is requesting 1.3/1.4 and 1.1/1.2 ammunition.  The 1.1/1.2 ammunition may be requested on a separate 581.  This allows for turn in of 1.1/1.2 items separately and prevents units from having to guard the ammunition for extended periods of time.  A training event code for a specified start and ending date is a single training event.  A second identical training event code cannot be used to request more ammunition during the same period.

        (4) Turn-in appointments will be scheduled within 2 working days after the training completion date.

        (5) Reporting late for a scheduled appointment time will be justification for the ASP to cancel the unit’s appointment.  Units should call the ASP if they anticipate being late for an appointment.

    c.  Issues:

        (1) Units are responsible for determining the number and kind of vehicles/trailers required for completing the mission.  An ASP representative will assist when requested. 

        (2) Units are required to inspect their vehicle(s) using DA Form 626 prior to arriving at the ASP.  The form will be completed in blocks 2 thru 6a, 8a,c, d and f, 10 and 11.   Units are encouraged to arrive 15 minutes early so that an ASP representative can check the vehicle(s), forms, and equipment prior to loading.  In addition to the required equipment as stated on the DA Form 626 the unit must bring enough explosive placards, fir resistant tarps (if cargo is exposed) and tie down straps for each vehicle. 

       (3) Upon arrival at the ASP, the unit’s DA Form 1687 will be checked to ensure that the person signing for the ammunition is authorized to do so.  Drivers will be checked for proper licensing.  The unit will provide sufficient personnel to load, tie down or block and brace the loads as directed by ASP personnel. 

        (4) After loading is completed, the Ammunition Inspector or an ASP representative will check for proper placards (see (5) below), DD FORM 836, for proper information, load for compatibility and stability route plans, and complete Section III of the DA Form 626 and release the unit.   All paperwork will be checked for completeness and signed.  The unit is responsible for completing the required shipping documentation for each vehicle load.  If the unit has no qualified person to complete and sign the DD Form 836, a qualified ASP person will complete and sign it.  Once the ammunition has been signed for, the unit becomes the “Shipper” and is responsible for all shippers’ rules as indicated in 49CFR.

        (5) Placards.  Placards are required by 49CFR and are used to warn emergency responders as to the hazardous content of a load.  Placards must reflect what is in the vehicle and must be readable from a safe distance.  All lettering and numbers on a placard must be of a specified size and placed exactly where directed in 49CFR.  Handwriting of numbers such as “1.2” is not authorized.  Check with an ASP representative before arriving for an issue to determine what placards are needed for your load(s) and make sure that the required placards are available.

        (6) If the issue contains security category I or II items the unit will provide two armed guards.  The guards will be present at the ASP before the issue will begin.

        (7) Issue quantities may be adjusted by the ASP to the nearest full pack to prevent creating a “light box” unless mission requirements will suffer from this policy.  

        (8) CTA 50-909 authorizes operational Load and Drill, Dummy and Inert (DDI) ammunition.  It will be requested and issued in the same manner as routine issues on a separate DA Form 581.  The DODAAC used in blocks 3 and 12 will be different from that used for training ammunition.  All ammunition issued under the authority of CTA 50-909 must be accounted for on the unit property book.

    d.  Live Turn-in:

        (1) All ammunition will be packed as close as possible to its original configuration.  Lot 

number integrity will be maintained at all times.  A Report of Survey may be initiated if damage by other than fair wear and tear is discovered.  This includes removing of tracer rounds from linked ball and tracer.

        (2) Vehicles returning to the ASP will be inspected by the unit for compatibility; proper tie 

down; and documentation (DA FORM 626 and DD FORM 836). 

        (3) Misfires will be turned in along with the regularly scheduled appointments.  Unit will check with QASAS to determine the need for a misfire report.  Dud (went down range without exploding) rounds cannot and will not be brought to the ASP.  The Explosive Ordnance Detachment (384-7601/7602) must be notified in the event of a dud.   An Ammunition Malfunction Report (DA Form 4379R) or Missile and Rocket Malfunction Report (DA Form 4379-1R) will be submitted to the ASP or QASAS as soon as possible after the incident, but no later than the time of the live turn-in.

        (4) Ammunition and explosives will be turned in at the supporting ASPs.  The unit will provide sufficient personnel to off-load the ammunition for inspections repack as directed and download the ammunition at the storage location.  A unit representative will jointly inventory items being turned in with the Storage checker. 

         (5) Units discovering ammunition on hand after having reconciled their account may make an Amended Turn-in.  These procedures are outlined in paragraph 11-16j of DA PAM 710-2-1.

    e. Residue Turn-in:
        (1) All residue listed on the Residue Worksheet will be turned in.  

        (2) The unit will segregate residue by type before the appointment time.  Units that fail to segregate residue prior to appointment time will be required to make another appointment and chain of command will be notified.

        (3) An ASP checker will count or weigh the residue and ensure no live rounds are present.  Unit personnel will apply tape across the open ammo cans as instructed by ASP personnel and close the lid.  

        (4) The checker will record the amounts on the unit’s residue worksheet.  A unit representative will verify entries the checker records on the residue worksheet. Discrepancies will be resolved on the spot.

    f. Reconciliation Procedures:

        (1) The unit will submit a reconciliation memorandum for each issue document once all 

live ammunition, residue and administrative actions are completed. 

        (2) The unit will provide a DA Form 5811-R (Certificate of Lost or Damaged Class 5 Ammunition Items) signed by the first LTC in the chain of command for any residue shortages.   The issue document will not be reconciled without a DA Form 5811-R, if one is required.

        (3) The unit will provide an Ammunition Consumption Certificate, DA Form 5692-R, for all items marked with a “T” in Table J, DA PAM 710-2-1.

        (4) The unit must reconcile the open document within five (5) working days after completion of the training.  A unit can change its training dates by submitting a memo to the ASP requesting training date change and the reason for the change.  Anyone in the unit’s ammo chain can make this request but it must be made before the unit goes delinquent.

        (5) Failure of a unit to reconcile within the established time frames will place the unit of the Command Notification Delinquent list.  Units are prohibited from receiving additional training ammunition until all reconciliation actions have been completed for the prior training mission.

    g.  Temporary storage:  

        (1) Ammunition holding cells in the Ammo A area are provided as a service to units receiving 1.3 and 1.4 hazard class ammunition items.  Residue will not be stored in these cells.  All safety, security and supply procedures apply and will be enforced.  Requests for ammunition holding cells will be made when ammunition is picked up at the ASP.  Units must provide their own high security padlocks. 

        (2) Ammunition holding cells are subject to “no notice” inspections.  Safety and security violations will result in the unit’s eviction from the holding cell and command notification. Storing hazard classes 1.1 and 1.2 ammunition items in the Ammo A area holding cells will result in a 6-month suspension of use.  Repeat offenses will result in permanent suspension of storage privileges in a holding cell.

        (3) The AHA is available for units to store vehicles containing ammunition that includes 1.1 or 1.2 hazard classes. DOL (384-3222/3221 – FRA and 353-7641/9937 - FWA) manages the AHA and Force Protection (384-3222/3221 –FRA and 353-7641/9937 - FWA) manages the security aspects.  Units will notify Force Protection when storing category I or II items in the AHA.

    h.  Operational Load Ammunition Procedures:

        (1) Operational load ammunition is that ammunition or explosives on hand at a unit for use during guard duty, ceremonial activities, funeral details, police and other law enforcement duty and EOD operations.  Also included is drill, dummy and inert (DDI) ammunition used for training and weapons calibration. CTA 50-909 authorizes all operational load ammunition.

        (2) All operational load ammunition will be requested on a DA Form 581.  However, some units will be issued operational load ammo on a DD form 1348-1A.  Those units are:

Military Police

CID

EOD

National Guard

Any other unit drawing ammo for guard duty of an unknown duration.
        (3) Salute rounds will be issued in quantities required for one year on a DA Form 581.   Blank rounds for ceremonial and funeral activities will also be issued on a 581. 
        (4) All DDI will be issued on a DD Form 1348-1A.
        (5) Operational load ammunition will be inspected yearly during arms room inspections.  If at that time it is determined that the ammunition should be turned in due to excessive wear or damage, the unit will be notified to initiate a DA Form 581 for turn in and another for issue of new ammo.  Otherwise Operational load ammo need not be turned in and re-drawn each year. 
    i.  Signature cards:  

        (1) DA Form 1687, Notice of Delegation of Authority - Receipt for Supplies, will be completed IAW DA PAM 710-2-1 and USARAK Reg 350-5.  All copies must first be taken to the authentication official at BAO or IAO and PMO to be stamped and then the original will be taken to the ASP for filing.  Hand written forms must be perfectly legible.  A separate DA Form 1687 must be prepared for training or operational load ammunition.

        (2) Commanders can authorize only officers, and E-7 and above to sign requests for issue

of ammunition.  Only persons in the rank equivalent of SGT (E-5) and above are authorized to receipt for Category I & II arms, ammunition and explosives as defined in DA PAM 710-2-1 (Section IV, Para 11-9, g (2)).  Commanders should designate responsible persons to receipt for category III and IV ammunition.  Commanders will ensure that a DA Form 7281 (Personnel Security Screening Form) is completed for individuals who are working with, requesting, transporting and receiving ammunition items.

        (3) Off post units (any unit not physically stationed at FRA or FWA) drawing ammunition and explosives from FRA or FWA ASPs must provide an original DA Form 1687 to the ASP.  This DA Form 1687 must have an authenticating stamp from the unit’s Force Protection office.  This original DA Form 1687 must be accompanied by assumption of command or additional duty orders (i.e. PBO), whichever applies.

     j. Amnesty Program: 

        (1) The A&E Amnesty Program is intended to ensure maximum recovery of military A&E

items outside the supply system.  It is not intended to circumvent normal turn-in procedures.  The A&E program provides an opportunity for individuals to return A&E found, stolen, or misplaced without fear of prosecution.  A&E amnesty turn-ins will not be the basis for initiation of an investigation.

        (2) Each command will maintain a Unit Amnesty Program.  A sample letter establishing a Unit Amnesty Program is provided on page 50.

3.5 Physical Security Requirements

    a.  Security risk category I ammunition items should be drawn and expended on the same day. Field storage of these items is authorized through coordination with Law Enforcement Command and Range Control.

    b.  Customers are encouraged to sign for category I items a day in advance of training requirements to expedite pick-up. 

    c.  Units are responsible for safety and security provisions found in DA Pam 384-64 and AR 190-11 during field storage.

3.6  Unit Ammunition Guide
This list is not all-inclusive.  Know your command and local guidance.

a. Force Protection

· Frequent risk assessment

· Implement all directed risk minimization/management actions

· SOP for all ammo operations

· Do only what is authorized, not "what is not prohibited" 

· Keep fuel parking and operations downhill from ammo site

· Keep heat sources and flames away 

· Do not modify ammo items

· Comply with explosive weight limits

· Report accidents

· NO EXCEPTIONS 
b. Accountability

· Issue, receive, and account for ammo/missiles/explosives by lot number and serial number

· Inventory upon receipt, when issuing to troops and upon return

· Count the total quantity of ammo on hand (stored and issued to troops) monthly

· Reconcile all counts

· Retain documentation of all accountability actions

· List all non-training items on Property Book

· Mark boxes (containers) with changed quantities

· Do not allow units or individuals to abandon ammo 

    c.  Serviceability

· Inform supporting QASAS of ammo/missile/explosives lot # & serial # in your unit & attached elements

· Brief ammo users to handle ammo carefully to avoid damage

· Critically examine items for visible damage/deterioration each time items are handled

· Remove damaged/degraded items from use immediately and report them to the supporting QASAS

· Report malfunctions 

    d.  Security

· Practice two-person rule

· Antitank and Antiaircraft rockets & missiles require increased measures

· Plan & implement access control & barriers

· Protect against pilferage

· Report suspicious personnel, vehicles, and occurrences

· Personnel security screenings 
e. Storage

· Only where authorized (licensed, sited) ( Protect from elements - dunnage, tarps, sun shades, MILVANS, etc

· Stack stability

· Know the location of specific lot numbers in storage

· Improve conditions as time progresses

· Plan for captured/confiscated ammo

· Plan separated receiving/marshalling areas

· Establish an ammo amnesty program

· Provide HAZMAT training to operators

· Store by compatibility group until directed otherwise

· Keep all boxes (containers) sealed in storage

f. Transportation

· Provide HAZMAT training to operators

· Trucks must pass DA (or MACOM) 626 inspection\

· Drivers know hazards of their specific loads and actions in an accident

· Prescribe routes to avoid inhabited areas and potential ambush sites

· Provide commo and escorts if possible

· Preplan safe havens

· Maintain enroute visibility 
    g.  Sustainment

· Anticipate needs and inform log chain

· Know your ASP/ATP staff

· Maintain signature cards

· DA Form 581 to requisition and pickup

· Know unit preferences for substitute items

· Monitor net explosive weight as stockage increases 
     h.  Environmental

· Don't destroy ammo without an order to do so and detailed technical directions

· Note and report grid of contaminated areas ( Retain packaging for retrograde

· Provide HAZMAT training to operators

    i.  Training Operations
· Know the supporting ASP External Operating Procedure

· Special documentation for expenditure of category I & II items 

· Special documentation for transfer of all ammo items

· Residue turn-in requirements
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6 September 2002

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Letter #XX – Unit Amnesty Policy Letter

1.
Each unit in possession of an Arms Room and on Fort Wainwright will have a Unit Amnesty program for munitions.   

2.  The purpose of the Amnesty Program is intended to ensure maximum recovery of military A&E items outside the supply system.  It is not intended to circumvent normal turn-in procedures.  The A&E program provides an opportunity for individuals to return A&E found, stolen, or misplaced without fear of prosecution.  A&E amnesty turn-ins will not be the basis for initiation of an investigation

3. For addition information, please refer to the following regulations:

a.  AR 385-64; U.S. Army Explosives Safety Program

b.  DA Pam 385-64; Ammunition and Explosives Safety Standards

c.  USARPAC Reg. 700-4; Ammunition Management

d.  USARAK Reg. 350-5; Ammunition Management

4.
POC is Unit Armorer, 353-XXXX.

5.
This memorandum supersedes the memorandum dated 27 August 2001.

 





   VICTORIA M. BRUZESE

 


   


   LTC, EN

 

   



   Post Commander

DISTRIBUTION:

MEO, ASP  (FWA & FGA)

CHAPTER 4

Central Issue Facility  (CIF)
4.1 General
The Fort Richardson CIF is located at Bldg 804 with the following hours of operation:

TA-50 Issues

  0730-1630
Monday thru Friday

    
Turn-In

  1300-1600
By Appointment

     
DX, R/S and S/C
  1300-1600
Walk-Ins

The telephone number is 384-7031.

The Fort Wainwright CIF is located in Bldg 3030 with the following hours of operation:


TA-50 Initial Issues 
0800-1130
M,T,W, and F


Turn-In

1300-1600 
Monday thru Friday (by appointments)


DX, R/S and S/C 
1300-1600 
Monday thru Friday







(DX – by appointment only)

The telephone number is 353-6479. 

 
    a.  The CIF operating procedures are in accordance with cited references.  Customers are expected to have a working knowledge of these directives.  This SOP provides implementing instructions for these directives at Fort Wainwright, and Fort Richardson.

    b.  The mission of the Central Issue Facility (CIF) is to provide Organizational Clothing and Individual Equipment (OCIE) support to active army units organic to USARAK.  In addition the CIF provides OCIE support to Battalion Combat Teams rotating through during annual winter training cycle, support for units participating in the bi-annual Joint Training Exercise (JTX) Arctic Warrior, annual JRTC, NTC and other units and activities as directed by the Director of Logistics (DOL).

    c.  OCIE support is defined as issue and direct exchange of authorized OCIE items.  Authorized OCIE items are listed by type and unit.  The Property Book Officer (PBO), CIF has no authority to deviate from authorized issues as specified in references "1f" and "1k".  Customers desiring items in addition to their authorized allowance must request authority for these items through the Commander, USARAK, ATTN:  APVR-RM-DM, Fort Richardson, Alaska.

    d.  Soldiers must be in possession of a valid Military Identification Card (DD Form 2A).
4.2 References

· AR 32-15, Clothing & Textile Material Classification & Inspection

· AR 710-2, Inventory Management Supply Policy Below the Wholesale Level 

· AR 710-2, Using Unit Supply System

· AR 735-5, Policies and Procedures for Property Accountability

· AR 700-84, Issue and Sale of Personal Clothing
· DA PAM 710-2-1, Using Unit Supply System (Manual Procedures) 

· USARAK Reg 750-3, Maintenance of VB Boots
· CTA 50-900, Clothing and Individual Equipment
· FM 10-14, Unit and Organization Supply
· FM 10-14-2, Guide for Battalion S-4
· FM 21-15, Care and Use of Individual Clothing and Equipment
· FM 710-2-1
· TC 21-3
· TM 10-8400-201-23, General Repair Procedures for Clothing and Equipment
4.3 Issue Procedures

    a.  Issues to the individual by the CIF will be accomplished IAW CTA 50-900.
    

    b.  Individuals who are in-processing will report to CIF with all appropriate paperwork, i.e. assignment orders, clothing records from previous duty station and in uniform.  All soldiers should be escorted by a Sergeant or above.  The CIF operates in conjunction with the AG One-Stop In processing schedule.  

    c.  All newly assigned personnel will be issued all authorized OCIE as soon as practical, but in no instance later than three working days after assignment to parent unit.

    d.  The responsibility of the NCO escort is to ensure proper accountability, serviceability and correct fit of all items issued.

    e.  Once the individual has been issued his/her OCIE items they will sign the automated OCIE record before departing CIF. 


g. Unit copies of the OCIE records are provided to the unit and not the individual soldier.

Units are responsible for checking their unit distribution boxes daily for records, listings and other pertinent data.

h. DA Civilian Employees that are assigned to an Emergency Essential Position (identified
by individual Position Description)  are entitled to a OCIE issue.  The Organizational Clothing and Individual Equipment listing is located in DA Pamphlet 690-47, Appendix C.  Listing modifications/changes will be done through a menu change process in paragraph 5.18c.  All modifications/changes will be initiated by the unit commander/organizational director.    

4.4 Bulk Issue

    a.  Requests from commanders to support internal direct exchange (DX) for field problems or Forward Area Support Company (FASCO) missions will be forwarded through the normal supply channels and the ADOL to reach CIF, NLT 30 days prior to when the equipment is needed.

    b.  Requests received less than 30 days in advance will require a letter of lateness forwarded through the G4 and signed by the unit's next higher commander explaining the reason the request was late.


4.5 Turn-In Procedures

    a.  The procedures outlined in DA PAM 710-2-1, apply to OCIE turn-ins made by individuals to the Ft. Richardson or Fort Wainwright CIF.

    b.  OCIE issued by CIF will be turned-in not earlier than thirty (30) days or later than four (4) days prior to the departure of any individual from the installation, except for intra-command transfers or emergency cases.

    c.  OCIE turned-in will be clean and all repairs made IAW TM 10-8400-201-23.  The individual will utilize the Quartermaster laundry plant to have all wool, cotton and/or polyester items of OCIE dry cleaned/laundered as appropriate prior to reporting to CIF for turn-in.  QM laundry/dry cleaning service for OCIE is provided free of charge to the individual soldier.  Dirty OCIE will not be accepted under any circumstances.

    d.  Service members in the grade of E-4 and below are required to present an inventory certificate to the CIF turn-in clerk (see 5.5b, below).




4.6 Individual Soldier Turn-In Instructions

    a.  Inventory:  An inventory of a service member's OCIE will be conducted at unit level prior to the turn-in of OCIE to CIF.  The purpose of the inventory is to ensure that appropriate action for lost, damaged or destroyed OCIE is taken IAW AR 735-5.  That the individual is provided the opportunity to purchase lost, damaged or destroyed OCIE from the Army Clothing Sales Store.  All OCIE must be clean and soldier repairable items have been repaired.  

    b.  Certificate:  To preclude soldier frustration and endless trips to CIF, personnel in the grade of E-4 and below will not be processed for turn-in, if the following certificate signed by the unit commander or his/her designated representative is not presented.

C-E-R-T-I-F-I-C-A-T-E

I certify that an inventory of OCIE items issued to the individual listed below has been performed as required by DA PAM 710-2-1.  All lost, damaged or destroyed OCIE has been accounted for IAW AR 735-5 and appropriate adjustment documents are attached (if applicable).  OCIE has been checked to ensure that all items are clean and unserviceable items have been repaired according to the guidelines established in TM 10-8400-201-23.



4.7 Damage Statements  
    Unit commanders are authorized to submit damage statements (example at Appendix A) up to $ 100.00 for OCIE during Field Training Exercises (FTX's) when no negligence or misconduct is involved (AR 735-5, Para 14-26b(2).  With the statement and damaged OCIE, the soldier come to CIF to turn-in or exchanges the item for serviceable OCIE.  Damage is considered to be burns, tears over two (2) inches long or as determined by the CIF PBO or qualified DOL technical inspector.  See your current Unit Supply Update for damage certificates.



4.8 Turn-In Standards

    a.  Field Pack and Frame:  Packs will be removed from the frame and cleaned before turn-in.  Pack frames will be cleaned, spot painted and turned-in with all straps attached.

    b.  V.B. Boots: Boots will be scrubbed clean and free of any and all markings, including names.  Boots identified as previously turned-in to DRMO will be returned to the soldier, soldier will be charged for 1 pr V.B. BOOTS.  CIF will not accept DRMO equipment.

    c.  Kevlar Helmet:  Helmets will have camouflage cover; sweatband and helmet band removed.  The soldier will retain sweatbands and helmet bands.  Individuals are not required to spot paint helmets due to health and environmental restrictions.

    d.  Gloves:  Work gloves, arctic mittens, mitten shell and inserts, T/F will be paired.

    e.  Entrenching Tool:  Clean and spot paint tool as necessary. 

    f.  OG Shirt:  Shirt will be clean and have all patches removed with the exception of U.S. Army and nametape backing.

    g.  Extended Cold Weather Clothing System (ECWCS) Parka:  Parka's will be cleaned and free of grease and dirt.  
4.9 Direct Exchange

    a.  Prior to DX all items of OCIE will be clean.  The QM Laundry dry-cleans and launders OCIE free of charge to soldiers.  This policy includes unserviceable items [some restrictions apply, see laundry contracting officer representative (COR)].  All items must be clean prior to repair by DOL or processing for turn-in to DRMO. 

    b.  Rips and tears do not render an item unserviceable.  Reference Above provides information on repair of rips and tears by individuals.  Tears in excess of two (2) inches, with no dry rot evident, will require relief of responsibility documentation IAW paragraph 5.8c below or a damage statement by the unit commander, if damages occurred during an FTX.  
    c.  Items damaged by causes other than FWT will not be exchanged without properly completed adjustment documentation as prescribed in AR 735-5, Para 12-1, Statement of Charges or Report of Survey. The PBO, CIF or qualified DOL technical inspector are the final authority on determining damages as a result of FWT.

    d.  OCIE items damaged while being used for "other than its intended purpose" will not be exchanged without an adjustment document identified in paragraph 5.8c above.  An example is cook whites or mechanic coveralls stained by paint.  Class X, clothing/coveralls can be obtained for special projects.

    e.  Exchanges will be made by the individual who was issued the item or in cases where supply sergeants make an appointment to DX in bulk.  In the event the unit has drawn a 5% DX loan of OCIE for FTX's from CIF, these items may be DX'd at the CIF by authorized personnel designated on DA Form 1687 by the unit commander.

    f.  As previously stated unit commanders can approve damage statements for OCIE up to  $100.00 per individual, per FTX.  Damage statements for OCIE will be submitted within ten (10) working days after the completion of a FTX.

    g.  Individuals are required to bring their ID card and damage statement (if necessary) along with the item to be exchanged.  OCIE will not be exchanged merely because it is "old in appearance".  The criteria for exchange are for "unserviceability or incorrect size".  Funding constraints make it impossible to procure sufficient stocks to accommodate unwarranted exchanges.

4.10 Absentee Turn-Ins 

    a.  OCIE issued to individuals who are absent without leave (AWOL) status or hospitalized, will be accounted for IAW AR 700-84, Para 12-12 and DA PAM 710-2-1, Para 10-15.


    b.  Turn-in of absentee's OCIE will be posted to the individual Clothing Record by CIF personnel.  The term "Absentee Turn-in" and the date of the turn-in will be entered on the clothing record.  If a Report of Survey is required to account for all or a portion of the absentee's OCIE it will also be posted to the individuals clothing record by CIF personnel.  A copy of the clothing record and all adjustment documents will be provided to the unit, which will maintain them in their files as prescribed in AR 24-400-2 (MARKS).
4.11 Turn-In of Flight Helmets

    a.  In an effort to improve efficiency and provide better service to the customers, the following procedures will be followed.


        (1) Repair:  Flight helmets requiring repair beyond the unit's maintenance capability will be DX'd for a serviceable helmet at the CIF.  Prior to DX the helmet will be tagged with DA Form 1577 or 1577-2 as appropriate.  The tag will be complete IAW the attached enclosure and will be signed and stamped by the unit "ALSE" Officer or NCO.
        (2) Turn-in:  Enlisted members on flight status are required to turn-in their helmets to CIF

prior to clearing post. Prior to reporting to CIF the enlisted member will have his/her helmet inspected by their unit "ALSE" officer or NCO for serviceability.  The helmet will be repaired within unit capability and then tagged with DD Form 1574 (Serviceable Helmets) or DD Form 1577 (Unserviceable Helmets Un-repairable) as appropriate.  The tags will be prepared completed IAW attached enclosure, authenticated and stamped.


        (3) All units with aviation assets will provide the PBO, CIF with a copy of orders/memorandum appointing the unit ALSE officer or NCO.  It is the units' responsibility to ensure that the orders at CIF are current, to include updated delegation of authority card DA Form 1687.


4.12 Missing Clothing Records

    a.  Prior to any transaction with the CIF, customers must have a valid ID Card (DD Form 2A).  In the event that the unit copy of an individual's OCIE record is lost, the unit will take the following action.

        (1) In processing (other than replacement detachment personnel): the unit will make sure
the soldier has an OCIE record.  If the soldier does not, request a copy from the soldier's previous unit.  Inventory the soldier's OCIE against what items are issued to other members of the unit.  Prepare a memorandum signed by the unit commander requesting that the items be issued on temporary loan.  When the soldier's records are received from the previous unit, the soldier will report to CIF with the record and the items that were loaned for turn-in of excess items, clearing of loan and updating of personal CIF record.  This will be NLT 30 days after a loan is issued.  Posting of OCIE records will only be accomplished by CIF personnel only.

       (2) Units requesting copies of individual OCIE records for members of their unit/activity must submit a memorandum signed by their commander/director listing individuals name, rank and SSN.  Due to limited reproduction capabilities the response time for completion will depend on the number of records requested.  Please allow 5 working days to process requests.



4.13 Chapter Discharges and Emergency PCS 

Personnel out-processing under a Chapter action must be escorted by a NCO and must have all TA-50 cleaned and serviceable.  


    a.  Normally chapter and emergency moves are of short notice and require quick response.  Commanders only are authorized to allow a soldier to clear without orders by signing a memorandum stating the purpose of the clearance without orders.

    b.  Once all items are turned-in, adjustment documents completed and a copy of the individual's orders received, then CIF will sign and stamp the individuals clearing papers.  No exceptions will be made to this procedure.
4.14 Adjustment Documents

Reports of Survey (DA Form 4697) and Statement of Charges (DD Form 362) are the only adjustment documents that will be initiated by customer units.  Individuals responsible for lost, damaged or destroyed OCIE will personally present the over stamped copy of the Statement of Charges or Report of Survey to a CIF representative for reissue or, if not available, turn-in credit.  In either case the individual concerned will sign an updated Automated Clothing Record.  Personnel clearing CIF who are ETSing (either normally or because of chapter) must hand carry Statements of Charges which have had CIF's documents number added, to Finance and Accounting Office (FAO) for posting to individuals finance record prior to turn-in credit being provided by CIF.   

    a.  The unit commander of the individual responsible for lost, damaged or destroyed OCIE is responsible for the initiation of a Report of Survey, if the individual does not admit to liability.  

        (1) The unit commander will sign block #12 on the DA Form 4697 and block under Organization Commander on DD Form 362.  Other instructions for completing DA Form 4697 and DD Form 362 are located in AR 735-5, Tables 12-1 thru 12-3 and figures 12-1 thru 13-8. 


        (2) Reimbursement to individuals, when articles are recovered, will be IAW AR 735-5, paragraph 14-16.

        (3) Recovered property previously listed on Report's of Survey and Statement's of Charges remain the property of the U. S. Government and must be turned into the CIF.  Follow the procedures established IAW AR 735-5, paragraph 14-16.
        (4) A copy of the completed Report of Survey must be furnished to CIF within the
prescribed time frame as outlined in AR 735-5.

    b.  Losses in Quartermaster (QM) Laundry:  OCIE lost, damaged or destroyed while in the custody of QM Laundry will be repaired or replaced by the facility under the provisions of AR 210-130.  In the event the QM Laundry manager cannot repair or replace the item(s) he/she will initiate a DA Form 2591 (Statement of Loss or Damage of Property) and provide same to individual.  The commander of the individual will initiate a Report of Survey attaching the DA Form 2591 as an exhibit IAW AR 735-5, paragraph 14-14 and 14-24.



4.15 Basis of Issue (Utility Coveralls) 

To outline the basis of issue and policy for issue of:

    a.  Coveralls, Utility LIN #C33606

    b.  MOS's Authorized:  All personnel who are assigned in the following MOS's will be issued two pair of C33606 coveralls during in processing at CIF: 44B, 44E, 52D and series 62, 63, 67 and 68.

     c.  Utility Coveralls:  Requests from units for coveralls designated for special projects, i.e. painting, road work, etc. will be accomplished by preparing a memorandum with requirements and justification through CIF to Supply Branch, DOL requesting Class "X" coveralls.  After processing thru the Supply Branch and signature of accountable office the items will be acquired from DRMO.


4.16 Basis of Issue (Safety Clothing)

Military Personnel

    a.  Commanders at all levels are responsible for requesting the type of protective clothing, footwear and equipment authorized IAW the above references.  Appropriate safety clothing, footwear and equipment will be issued to Department of the Army personnel exposed to industrial hazards peculiar to their occupational specialty.

    b.  Request for safety clothing will be submitted by the commander.  This request will be on a memorandum submitted through post safety to the Chief Supply and Services for approval.  Once the request is approved, it will be forwarded to CIF.

    c.  Individuals requiring issue of special safety clothing other than the standard Army issue safety clothing will indicate the type and source of supply on the memorandum.  Employees and supervisors must be aware of the delay often encountered in procurement.  Employees should not wait until an item is totally unserviceable prior to requesting a replacement.

Civilian Personnel 

    a.  Civilian personnel’s safety clothing will be locally purchased IAW the CG policy “Safety Clothing and Equipment Policy” dated 1996.  Based on this policy, directorate purchase safety clothing and equipment for employees with OMA dollars, saving the CIF mission dollars for tactical missions.  The only exception to this policy is when civilians are performing tactical missions (e.g. tactical safety, NWTC).


4.17 OCIE Unit Type Issues

    a.  Types of Issues:  There are three types of TA-50 issue.  Appendix B shows what items are issued with each type.  Requests for exception to this policy must be submitted to Asst. CofS, G-4, USARAK, Fort Richardson, Alaska.

4.18 Miscellaneous

    a.  Unit Stockage of OCIE:  Units will not maintain a stockage of OCIE, except for Direct Support Units (DSU's).  DSU's stockage will be based on what units they support and the number of personnel in those units.


    b. Quarterly/Semi-Annual Reconciliation Reports:  Units are required to notify in writing to CIF the names and SSN's of the personnel that depart their units during each quarter.  This report will arrive at CIF NLT the 15th of the month following the end of the quarter.  Semi-annually a report from CIF listing all personnel records currently filed for a unit will be sent for verification and return.  A thirty-day suspense will be established to allow sufficient time to make corrections and return report to CIF.

    c. Annual Commander’s CIF menu review: Unit commanders are required to review their unit menu annually.  Commander will contact the Chief, CIF to setup an appointment and will review the menu line-by-line.  Modifications/changes will be initiated by the unit commander and approved by the local Director of Logistics.  This annual requirement will assist the CIFs in proper stockage levels and update Commander’s with new OCIE items.   



                                                              APPENDIX A

CIF DAMAGE STATEMENT








     S A M P L E



OFFICE SYMBOL (MARKS #)   





                     DATE



MEMORANDUM TO Director of Logistics, ATTN: Central Issue Facility, Ft. Richardson, AK. 99505

SUBJECT:  OCIE Damage Statement

1.  Reference AR 735-5, Para 14-26b(2)

2.  The below listed item(s) issued to ________________, SSN________, were damaged as a result of a unit field training exercise conducted between the period of _________ to ________.

3.  Total cost of the damaged items does not exceed the established $100.00 limit.

NOMENCLATURE         NSN                   QTY   COST OF ITEM


////////////////////////////LAST ITEM///////////////////////


4.  I have reviewed the circumstances surrounding the damage to the above item(s) and find no evidence of negligence or willful misconduct.








UNIT COMMANDER'S






SIGNATURE BLOCK & SIGNATURE


NOTE: Memorandum must be submitted within ten (10) working days of the completion of the actual exercise.

APPENDIX B

OCIE UNIT TYPE ISSUES

TYPE I ISSUE


2-BAG, BARRACKS*



1-MAT, SLEEPING
1-BAG, CLOTHING WATERPROOF

2-MITTEN, INSERT T/F
1-BAND, HELMET CAMO



1-MITTEN SET, ARCTIC
1-BELT, INDIVIDUAL EQUIPMENT

1-MITTEN SHELL, OVERWHITE
1-BOOTS, EXTREME C/W (VB)


1-MITTENS SHELL T/F
1-CANTEEN, WATER PLASTIC


1-TROUSERS, WET WEATHER
1-CANTEEN, WATER STEEL ARCTIC

1-OVERSHOES, RUBBER
1-CARRIER, INTRENCHING


1-PARKA, OVERWHITE
2-DRAWERS, C/W (ECWCS)**


1-PARKA, WET WEATHER
1-CASE, FLD FIRST AID DRESSING      

2-PONCHO (CAMO)
1-OVERALLS C/W (ECWCS)


1-FIELD PACK COVER O/W

1-COVER, HELMET CAMO KEVLAR

2-MASK, BACALAVA**


1-SHIRT, C/W BROWN (ECWCS)


1-LINER, WET WEATHER PONCHO

1-COVER, HELMET OVERWHITE 

1-KNECK GAITER
1-COVER, CANTEEN WATER STEEL

2-SHIRT, MENS OG 108 WOOL
1-COVER, CANTEEN PLASTIC


1-TROUSERS, C/W (ECWCS)
1-FIELD PACK, TRAINING



1-SLEEPING BAG, TYPE II
1-FIELD PACK, ALICE



2-STRAP TIE DOWN CARGO
1-FRAME, ALICE




1-BDO, CDE SUIT
1-GLOVES, LEATHER WORK


1-ITLVB VEST
1-HELMET, KEVLAR



1-SUSPENDERS, TROUSERS
1-INSECT BAR, NYLON



2-UNDERSHIRT, C/W (ECWCS)**
1-HEADNET, INSECT



1-TROUSERS, OVERWHITE
1-INTRENCHING TOOL COMBO


2-TROUSERS, C/W FLD







NOTES * Enlisted personnel are issued 1 in basic training and receive 1 at CIF.  Officer personnel receive 2 at CIF.
** This items remain with soldier when he/she ETS's or PCS's.
TYPE II ISSUE


2-BAG, BARRACKS*



1-MAT, SLEEPING
1-BAG, CLOTHING WATERPROOF

2-MITTEN, INSERT T/F
1-BAND, HELMET CAMO



1-MITTEN SET, ARCTIC
1-BELT, INDIVIDUAL EQUIPMENT

1-MITTEN SHELL, OVERWHITE
1-BOOTS, EXTREME C/W (VB)


1-MITTENS SHELL T/F
1-CANTEEN, WATER PLASTIC


1-OVERSHOES, RUBBER
1-CANTEEN, WATER STEEL ARCTIC

1-PARKA, OVERWHITE
1-CARRIER, INTRENCHING


2-PONCHO (CAMO)
2-DRAWERS, C/W (ECWCS)**


1-OVERALLS C/W (ECWCS)
1-CASE, FLD FIRST AID DRESSIING     

1-PARKA, C/W CAMO (ECWCS)
1-SHIRT, C/W BROWN (ECWCS) 


1-GLOVES, CDE
1-FIELD PACK COVER O/W


1-NECK GAITER 
1-COVER, HELMET CAMO KEVLAR

2-SHIRT, MENS OG 108 WOOL
1-COVER, HELMET OVERWHITE


1-TROUSERS, C/W (ECWCS)
1-COVER, CANTEEN WATER STEEL

1-SLEEPING BAG, TYPE II
1-COVER, CANTEEN PLASTIC


2-STRAP TIE DOWN CARGO
1-FIELD PACK, ALICE



1-BDO, CDE SUIT
1-FRAME, ALICE




1-ITLVB VEST
1-GLOVES, LEATHER WORK


1-SUSPENDERS, TROUSERS
1-HELMET, KEVLAR



2-UNDERSHIRT, C/W (ECWCS)**
1-INSECT BAR, NYLON



1-TROUSERS, OVERWHITE
1-HEADNET, INSECT



2-TROUSERS, C/W FLD
1-INTRENCHING TOOL COMBO


1-MASK, BACALAVA**
1-LINER, WET WEATHER PONCHO




NOTES * Enlisted personnel are issued 1 in basic training and receive 1 at CIF.  Officer personnel receive 2 at CIF.
** This items remain with soldier when he/she ETS's or PCS's.







TYPE III ISSUES

2-BAG, BARRACKS*



1-MITTENS SHELL T/F
1-BAND, HELMET CAMO



1-OVERSHOES, RUBBER
1-BELT, INDIVIDUAL EQUIPMENT

1-PONCHO (CAMO)
1-BOOTS, EXTREME C/W (VB)


1-PARKA, C/W CAMO (ECWCS)
1-CANTEEN, WATER PLASTIC


1-SHIRT, C/W BROWN (ECWCS)
2-DRAWERS, C/W (ECWCS)**


1-SHIRT, MENS OG 108 WOOL
1-CASE, FLD FIRST AID DRESSING      

1-BDO, CDE SUIT
2-CASE, SMALL ARMS AMMO


1-SUSPENDERS, INDIVIDUAL EQUIP
1-COVER, HELMET CAMO KEVLAR

1-SUSPENDERS, TROUSERS
1-COVER, CANTEEN PLASTIC


2-UNDERSHIRT, C/W (ECWCS)**
1-HELMET, KEVLAR



2-TROUSERS, C/W FLD
2-MITTEN, INSERT T/F



1-MASK, BACALAVA**
1-MITTEN SET, ARCTIC



1-GLOVES, CDE














NOTES * Enlisted personnel are issued 1 in basic training and receive 1 at CIF.  Officer personnel receive 2 at CIF.  ** This items remain with soldier when he/she ETS's or PCS's.
CHAPTER 5
Consolidated Installation Property Book Office (CIPBO)

5.1  General

The CIPBO is located at Bldg 977, Room 17 at Fort Richardson and Bldg 3030, Room 122 at Fort Wainwright, Alaska.  The telephone numbers are 384-7171/1096(FRA) and 353-6899 (FWA).

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.

    f.  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 are 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, which is 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 will be e-mailed to unit/activity hand receipt holder.

    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 Annual Cyclic Inventories (100%)
    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 Annual Cyclic Inventory Listing (ALV-885) will be produced in January.  An inventory will be created and sent out to the handreceipt holder by e-mail, to assist the customer in his/her inventory. A semi-annual inventory or 10% inventory process can be used, as long as a 100% physical inventory is conducted annually.

    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), handreceipt holder must come to the CIPBO office to sign and date the ORIGINAL 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 cannot 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 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.

5.22 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.

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 is 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.

CHAPTER 6

Troop Issue Subsistence Activity (TISA)

6.1 General
TISA provides subsistence support to authorized customers.  The Fort Richardson TISA is located at Bldg 804 and the phone number is 384-2851.  The Fort Wainwright TISA is located in Bldg 3030 with a contact number of 353-6479.  The hours of operation for both facilities are 0730 to 1530, Monday – Friday.

All rations for use in dining facilities are requisitioned via Prime Vendor or DSCP.  TISA also requisitions, stores and issues all field training rations to include Meals Ready-to-Eat (MRE), Utilized Group Rations (UGR), warming/cooling beverage items and special requirements.  

All unit personnel requesting/receiving subsistence must have a DA Form 1687  (Signature Card) to request items and a separate DA Form 1687 to receive items, an Assumption of Command letter, and a Customer Authorization Memorandum (see Appendix A) on file at TISA.

Issues from TISA warehouse must be picked up with a military vehicle.

6.2  Dining Facilities Customers
Normal ration requests will be submitted through the Army Food Management Information System (AFMIS) IAW published order submission schedule.

6.3  Requisitions for Field Training Rations
 Requisitions for field training rations will be submitted on a DA Form 3161 Request for Issue or DA Form 3294-R Ration Request.  All orders will be submitted to the Installation Food Advisor for approval prior to submission to TISA.

    a.  A-Rations:  Requests will be submitted to TISA 45 days prior to required delivery date (RDD).

    b.  Field Rations:  Requests will be submitted to TISA 45 days prior to RDD for UGR and MRE.  A completed headcount report (DA Form 2970, Jul 2002 Headcount Report) will be submitted to TISA NLT 5 working days after completion of the exercise.

    c.  National Guard/Army Reserve Annual Training:  DA Form 3161 or DA Form 3294 will be clearly annotated as “Annual Training” and will be submitted to TISA 45 days prior to RDD.   It must have prior approval signature by the National Guard Approving Officer.  A completed headcount report (DA Form 2970, Jul 2002 Headcount Report) will be submitted to TISA NLT 5 working days after completion of the exercise. 

    d.  National Guard/Army Reserve Development Training:  A DA Form 3161, to include document number for billing purposes and approval signature by National Guard Approving Officer, will be submitted to TISA 45 days prior to RDD. 

    e.  Special Order Items/Culinary Arts:  Customers requesting these items must have the DA Form 3161 approved by Installation Food Advisor prior to submission to TISA.  Requests will be submitted to TISA four days prior to RDD.

    f.  Warming Beverages/Supplements:  Customers requesting these items must have the DA Form 3161 approved by Installation Food Advisor prior to submission to TISA.  Requests will be submitted to TISA 36 days prior to RDD for special order items on Prime Vendor catalog and 8 days prior to regular items on Prime Vendor catalog.

    g.  Turn Ins from Field Operations:  Items returned from field operations must meet criteria for storage and reissue.  It must be approved by Installation Food Advisor, TISA, and pass inspection by the Veterinary Service Personnel.

6.4 Customer Problems with AFMIS

Customers are to contact Installation Food Advisor for determination of the most functional area to address the problem.

APPENDIX A

SAMPLE CUSTOMER AUTHORIZATION MEMORANDUM

APVR-XXX-XXX








DATE

MEMORANDUM  FOR Troop Issue Subsistence Activity, Fort Richardson, Alaska  99505

SUBJECT:  Authorization to Request/Receive Class I Subsistence

1.  The following personnel are authorized to request Class I subsistence for the Consolidated Dining Facility:




SFC Roger Korman




SSG Stan Steemer

2.  The following personnel are authorized to receive Class I subsistence for the Consolidated Dining Facility:  




SSG Stan Steemer




SGT Jill S. Cool

3.  POC is SFC Korman, 384-0001.







GERALD TUSTAMENO







 CPT, SC

 CHAPTER 7

Movements Branch (Freight)

7.1  General
The operating procedures for the Freight Section of the Transportation Office, Logistics Services Department, are in accordance with the Defense Transportation System (DTS), Defense Transportation Regulations (DTR’s) and Title 49 Code of Federal Regulations (49 CFR).

The Fort Richardson Freight Section is located in Building 977, 1st Floor and the Fort Wainwright Freight Section is located in Bldg 3030.  The phone numbers are 384-1808/1897 and 353-1133/1118 respectively.  The fax numbers are 384-1816 (FRA) and 353-1252 (FWA).  The hours of operation are 0730 to 1630, Monday – Wednesday; 0830 to 1630, Thursday; and 0730 to 1630 Friday.  The section is closed for lunch daily from 1130 to 1230.

7.2 Inbound Shipments 

Inbound shipments are processed by the Freight Rate Specialists assigned to the Logistic Services Department.  The Freight Sections will:

    a.  Be the customer’s liaison with regulatory authorities as well as with commercial and military carriers.

    b.  Notify customers when shipments arrive at the Port of Anchorage and schedule delivery (spotting) of inbound cargo to a customer designated location.

    c.  Assist with the re-spotting to and/or, once unloaded, the release of commercial carrier equipment at a customers receiving facility.

    d.  Log all inbound documentation for shipments moving under the Defense Transportation System.

    e.  Provide tracing assistance, In Transit Visibility (ITV), so that the customer can determine the status and/or location of shipment(s) in the Defense Transportation System.

    f.  Provide customer assistance with filing request for information (RFI) about a shipment while in transit and when necessary assist the customer with loss and damage claim filing procedures, Transportation Discrepancy Report (TDR).

7.3 Outbound Shipments
Outbound shipments are processed by the Freight Rate Specialists assigned to the Logistical Services Department.  The Freight Section will:

    a.  Be the customer’s liaison with regulatory authorities as well as with commercial and military carriers.

    b.  Provide technical assistance to a customer preparing a shipment to be offered for transportation (i.e. proper packaging, shipment documentation) via all modes of transportation.

    c.  Arrange for the transportation of a shipment via all modes for the customer once the customer has provided the Freight Section with an authorized line of accounting.  The customer will provide the Freight Section with copies of the DD Form 1348-1’s or DD 1149’s for all items in the shipment along with a copy of the appropriate Routing Request.  See Annex A for Interstate and Foreign Routing Request and Annex B for Intrastate Routing Request forms.

    d.  Provide transportation cost estimates.

    e.  Provide customer assistance with filing request for information (RFI) about a shipment while in transit and when necessary assist the customer with loss and damage claim filing procedures, Transportation Discrepancy Report (TDR).

    f.  Assist with the re-spotting and release, once unloaded, of commercial carrier equipment to and from load out facilities.

    g.  Log all outbound documentation for shipments moving under the Defense Transportation System.

    h.  Provide tracing assistance, In Transit Visibility (ITV), so that the customer can determine the status and/or location of shipment(s) in the Defense Transportation System.

APPENDIX A

INTERSTATE/FOREIGN ROUTING REQUEST:
FROM:  
POC:
                                                                                                                                   .

AT:
                                                                                                                                   .

                                                                                                                                   .


                                                                                                                                   .

TELEPHONE:                                                  .

FAX:                                                  .
TO:


TRANSPORTATION OFFICE
TELEPHONE:          384-1808           .


APVR-RDL-OSV
FAX:           384-1816          .


FT. RICHARDSON, AK   99505

1.  DATE OF REQUEST:                                                                                         .
2.  DATE & TIME (AM or PM only) EQUIPMENT TO BE SPOTTED:                                           .

(NOTE: CARRIER IS REQUIRED TO RECEIVE AT LEAST 2 WORKING DAYS TO SPOT EQUIPMENT.)
3.  TRANSPORTATION PRIORITY:        TP-                     .

4.  RDD:  MUST ARRIVE NLT:                                          .

5.  COMMODITY(S) (Include dimensions):


                                                                                                                               .


                                                                                                                               .


                                                                                                                               .


                                                                                                                               .


                                                                                                                               .

(IF SHIPMENT CONTAINS HAZMAT SHOW PROPER SHIPPING DESCRIPTION PER 49 CFR 172.101)

HAZMAT INFO:                                                                                                                 .


                                                                                                                               .


                                                                                                                               .

                                                                                                                               .


                                                                                                                               .


                                                                                                                               .


(ESTIMATED)
6.  TOTAL PIECES:                   .
WEIGHT:                                  .  CUBE:                 .

7.  DESTINATION:                                                                                                              .


                                                                                                                .


                                                                                                                .


                                                                                                                .

8.  EQUIPMENT REQUESTED: #/VAN              SIZE           #/FLAT             SIZE         .
9.  EQUIPMENT TO BE SPOTTED @:                                                                              .


                                                                                                                               .

10.  REMARKS:                                                                                                                     .

                                                                                                                                                .

                                                                                                                                                .

                                                                                                                                                .

DESTINATION POC:  NAME:                                                                                            .



PHONE:                                                                                          .



FAX #:                                                                                            .

FUND SITE/TAC:                                                                                                                 .

APPENDIX B

INTRASTATE ROUTING REQUEST:
FROM:  

POC:
                                                                                                                       .


AT:
                                                                                                                       .


                                                                                                                       .


                                                                                                                       .

TELEPHONE:                                              .


FAX:                                             .

TO:


TRANSPORATION OFFICE
TELEPHONE:          384-1897          .


APVR-RDL-OSV
FAX:           384-1816          .


FT. RICHARDSON, AK   99505

1.  DATE OF REQUEST:                                                 .
2.  DATE EQUIPMENT TO BE SPOTTED:                                            .

(NOTE: CARRIER IS REQUIRED TO RECEIVE 24 HR. NOTICE TO SPOT EQUIPMENT.)
3.  TRANSPORTATION PRIORITY:      TP-                       .

4.  RDD:  MUST ARRIVE NLT                                          .

5.  COMMODITY(S):

(IF SHIPMENT CONTAINS HAZ MAT SHOW PROPER SHIPPING DISCRIPTION PER 49 CFR 172.101)


                                                                                                                              .


                                                                                                                              .


                                                                                                                              .


                                                                                                                              .

                                                                                                                              .


(ESTIMATED)
6.  TOTAL PIECES:                   .
WEIGHT:                                  .  CUBE:                 .

7.  DESTINATION:                                                                                                              .


                                                                                                               .

8.  EQUIPMENT REQUESTED: #/VAN              SIZE           #/FLAT             SIZE        .

                                                                                                               .

9.  EQUIPMENT TO BE SPOTTED @:                                                                             .


                                                                                                                              .

10.  REMARKS:  (INCLUDE THE FUND CITE)

CHAPTER 8

Movements Branch/Personal Property/Passenger Travel Sections

8.1 General

    a.  Personal Property:  Is responsible for assisting customers in the shipment of personal property by means of counseling and documentation preparation.  The section also provides technical advice and assistance.

    b.  Passenger Travel:  Assists customers with passenger and port call travel.

 The Personal Property/Passenger Travel Sections are located in Building 600, Room B139 at Fort Richardson. The phone number is 384-1814 and the fax number is 384-1812.  The hours of operation are 0730 to 1630, Monday – Wednesday; 0830 to 1630, Thursday; and 0730 to 1630 Friday.  The sections are closed for lunch daily from 1130 to 1230.

The Personal Property/Passenger Travel Sections are located in Bldg 3401 at Fort Wainwright.  The phone numbers are:


Lead Clerk – 353-1150


In-bound Section – 353-1125


Out-bound Section – 353-1108


Passenger Travel – 353- 1122


Fax – 353-1146/1127

The FWA operating hours are:  0730-1600 Monday-Wednesday and Friday

                               

   0730-1130 Thursday (Emergencies Only)

                                   

   1200-1600 Thursday (Full Service) 

8.2 References

· AR 55-46, Travel Overseas

· AR 55-71, Transportation of Personal Property & Related Services

· DOD 4500.9-R (Defense Transportation Regulation, Parts I and IV) 

· Joint Travel Regulation (JTR)

· Joint Federal Travel Regulation (JFTR) 

8.3 Inbound Shipments

Fort Richardson: Inbound shipments are processed by JPPSO-Anchorage at Elmendorf AFB, Building 8517, 2nd Floor.  Inbound office numbers are 552-2127, 552-2209, and 552-2708.  The Fort Richardson Personal Property Section will:

    a.  Assist those customers requiring diversion of household goods from Fort Wainwright to Fort Richardson.

    b.   Sign in-processing paperwork.

    c.  Prepare documentation to have HHG shipped for those customers who have not yet shipped HHG to Fort Richardson.  If this is the customer’s first duty assignment, customer must present a copy of his/her PCS orders and a copy of his/her DD Form 4 (Enlistment/Reenlistment Document).

   d.  Process Inbound DITYs:  The following documentation is required:  

· Completed/Signed DD Form 2278

· PCS orders, to include any amendments

· Weight tickets (empty and full); each weight ticket must include the customer’s name, rank, and social security number 

· Completed DD Form 1351-2 (travel voucher) and DITY Checklist

       NOTE:  Reimbursement for temporary storage of HHG transported in a DITY move may be authorized.  Prior to making arrangements for temporary storage of HHG, customers must contact the Fort Richardson Personal Property Section.
Fort Wainwright:  Inbound shipments are processed by the Transportation Section, Building 3401, 1st  Floor.  Inbound office numbers are provided in Section 9-1.  

a.  Upon your arrival to Fort Wainwright, you must contacted the Transportation Office.  

b.  Upon the arrival of your shipment, the Transportation Office will contact you for a delivery date.  You must ensure the following items are met on your delivery date.

(1) You must be available between 0800 and 1700 hours on the day of delivery or you

may be responsible for attempted delivery charges.  If you cannot be available you should appoint an agent (in writing) to act on your behalf.

(2) Sidewalks and stairs must be free of ice, snow and animal waste.  You must keep

all PETS locked up during delivery.

(3) Items too large to fit through doors in some government quarters may require

window removal.  You must contact transportation prior to delivery day for this service.

(4) You must be ready for delivery and know where you want items in each room, the 

carrier is only required to place items once.  All items disassembled by the carrier at origin will be reassembled by the carrier at destination.  If you request a complete unpack the contractor will remove everything from the cartons and even place items in closets and cupboards if you desire but, they are not required to organize things for you.  If unpacking service is waived the contractor will pick up the boxes (on a one time basis) you should insure that the boxes are kept clean and dry and free of personal trash.  If there are firearms in your shipment you must verify that all firearms are accounted for by make, model, and serial number prior to carriers departure.  If your shipment is being delivered from Storage In Transit (SIT) you may request information from the transportation office on the afternoon prior to delivery as to whether delivery will be an a.m. or p.m. delivery.



    (5) Insure that pets are restrained and that small children are at day care or closely

monitored by a responsible adult.

   (6) If temperatures are below 32 degrees (freezing) do not plug electrical items in for 24 hours.

     (7) Any items requiring special services or 3rd party reassemble, must be approved by

transportation prior to the service being done.

     (8) Any vandalism or poor quality service should be immediately reported to the quality control office.

     (9) The carrier will bring the following documents with him at the time of delivery:

(aa) DD Form 619-1:  They will ask you to sign this form to verify long carries, stair carries, and other accessorial services.  Please do not sign a blank form.  If you are in doubt please contact transportation prior to signing a form.


(bb) DD Form 1840:  This form is a joint statement of loss and damage.  The carrier will bring 5 copies with carbon.  The carrier will annotate any loss or visible damage they see prior to departure from residence.  If no apparent damage is seen make sure the word “none” is written in block 13c of the form prior to signing.  The carrier will leave you 3 copies with carbons.  You have 70 days from the date of delivery to record all
additional loss/damage you find on the DD form 1840r (back of DD Form 1840).  You then turn the completed forms into the claims office in Bldg. 1562.

    (10) You are authorized 90 days Storage In Transit (SIT) and you can apply for a 2nd 90 days period of Storage In Transit (SIT).  In most cases if you have your household goods delivered in the downtown Fairbanks area (not on post) and then later get quarters the government will provide a local move to move you on post.  You can request a partial delivery from your household goods shipment to your downtown address and leave the major portion of your household goods in storage.  If you get quarters you may have the household goods delivered on post.  If you do not have quarters by the time your authorized Storage In Transit (SIT) is used you then have the option of paying storage until you get quarters or having the property delivered to your downtown address.

8.4 Outbound Shipments
Customers can have their HHG shipped by two methods:

    a.  Government-Procured Transportation:  For this method, the Government assumes responsibility for the shipping and storage of HHG.  The HHG counselor will prepare a DD Form 1299 (Application for Shipment of and/or Storage of Personal Property), which the customer will sign.  The signed DD Form 1299 and supporting documentation will be submitted to JPPSO-Anchorage for carrier booking.

b. Personally-Procured Transportation:  The customer personally arranges for shipment of

HHG (through commercial carrier) and is reimbursed the actual cost not to exceed the Government’s constructed cost.  The Government’s cost limit is linked to the member’s maximum HHG weight allowance.  For this method, the HHG counselor will prepare a letter of authorization.

Customers also have the option of doing a full or partial Do-It-Yourself (DITY) move.  For a DITY move, the customer uses their own vehicle or rental vehicle to transport HHG between authorizied points.  Reimbursement is equal to 95% of the Government’s constructed cost.

Fort Richardson: Upon receipt of Permanent Change of Station (PCS) orders, customers can come to the Personal Property Section to schedule their appointments with a household goods (HHG).  At the time of counseling, the HHG counselor will prepare a DD Form 1299 (Application for Shipment of and/or Storage of Personal Property), which the customer will sign.  The signed DD Form 1299 and supporting documentation will be submitted to JPPSO-Anchorage for carrier booking.

For  DITY moves, the HHG counselor will prepare a DD Form 2278 (Application for Do-It-Yourself Move and Counseling Checklist), which the customer will sign.   The customer must provide a copy of his/her vehicle registration and/or a copy of the rental agreement.  

Fort Wainwright:  Outbound counselors are also located on the 1st Floor of Bldg 3401. Prior to coming to the Transportation section, customers are recommended to attend a LEVY briefing.  At the briefing the customer will do the following:

(1) Complete an outbound appointment questionnaire.  Please ensure the form is completely filled out, as this could hinder your pack and pick-up.

(2) Leave your questionnaire and orders at the briefing.  The Transportation office requires the following number of orders upon your departure from the LEVY briefing.


(aa) Household Goods (2 orders)


(bb) Baggage  (4 orders)


(cc) Dity Move (3 orders)


(dd) POV  (4 orders)

(3) If you are shipping a POV, you must leave 2 copies of the POV registration and the length, width, and height of the vehicle.  If you have just purchased the vehicle, we will need 2 copies of the purchase agreement.

(4) If you are using a POV to complete a DITY move, we must have 2 copies of the registration or the purchase agreement

(5) You’ll be issued a HAZMAT checklist, a 10-ten checklist, and a listing of terms used through the documentation process.  These lists are available at the Transportation Office as well, and their purpose is to make your move smoother and easier.

8.5  Privately-Owned Vehicle (POV) Shipments

    a.  Inbound POV Shipments:  The Vehicle Processing Center (VPC) – Anchorage, processes inbound POV shipments.  The address is 2945 Mountain View Drive, Anchorage.  The phone number is 297-1133.  The VPC-Fairbanks is located on 904 Aurora Drive, Fairbanks, Alaska 99701 and will process POV shipment.  The FWA telephone numbers are:



(1) (907)-451-1753



(2) (907) 451-1829 (fax)



(3) 866-848-7277 (toll free)

    b.  Outbound POV Shipments:  For outbound POV shipments, appointments for turn-in of POVs must be made with the VPC – Anchorage and VPC - Fairbanks.  However, prior to actual turn-in, customers require counseling by a Fort Richardson or Fort Wainwright HHG counselor.  Phone numbers are provided in previous paragraph.

8.6 Official Travel

    a.  Official travel must be booked through the official commercial travel office (CTO).  Once travel is booked with the CTO, customers provide three copies of orders/amendments and a DA Form 31 “Leave Form” to the Passenger Travel Section.  If the customer is going TDY, the TDY orders/amendments will replace the order requirement above.

    b.  Emergency leave

         (1) During regular business hours:

                (a) Process DA Form 31 through your chain of command and 203rd PSB; 

                (b) Make reservations for travel with SatoTravel;

                (c) Provide Passenger Travel with two copies of your approved DA Form 31.

         (2) After-Hours:

              (a) Process DA Form 31 through your chain of command and 203rd  PSB; 

              (b) 203rd PSB will contact the after-hours Passenger Travel representative.

8.7 Exception to Policies/Extension of Entitlements

Submit requests for exceptions to policy and extensions of entitlements to the Personal Property Section.  Requests will be in writing and addressed to the Transportation Officer, Fort Richardson, Alaska.  The Personal Property Section will not accept requests without appropriate supporting documentation.  In the FWA area, requests will be submitted through the Transportation Section in Bldg 3401, however the approval authority is still at Fort Richardson.  

    Extension of Entitlements:  

        a.  Separation from the Service – Entitlements to transportation and travel terminates on the 181st day following separation from the Service.  In hardship cases, an extension of the time limit may be authorized for a specific period of time.

        b.  Retirement from the Service – Entitlements to transportation and travel terminates on the 365th day following retirement from the Service.  Extensions may be approved for:

            (1) Hospitalization or medical treatment of retiree.  Retiree must provide doctor’s certification as supporting documentation.

            (2) Education/Training of retiree.  Retiree must provide a letter from the registrar’s office of the school he/she is attending as supporting documentation.

            (3) An extension may also be approved when an unexpected event beyond the member’s control occurs which prevents the member from moving to the home of selection within the specified time frame.

CHAPTER 9

Transportation Motor Pool (TMP)

9.1 General

The FRA TMP is located at Bldg 974, upstairs, Room 24.  The phone numbers are 384-1433 and 384-2715 (Dispatch).  The fax number is 384-2721. The hours of operation are 0630 to 1700, Monday – Friday.   The section is closed for lunch daily from 1130 – 1200.

The FWA TMP is co-located with the Installation Maintenance Facilty, Bldg 3490.  The phone numbers are 353-1757 and 353-1793 (Dispatch).  The fax number is 353-1777.  The hours of operation are 0730-1630 hours, Monday thru Friday.

Transportation Services offered by TMP:

    a.  Routine handling of material and supplies for post operation and housekeeping functions for tenant and garrison units;

    b.  Transporting military and civilian personnel in the performance of official business;

    c.  Transporting military/civilian personnel and cargo in support of troop training and mobility deployment exercises.

Motor transportation services outlined above will be accomplished in accordance with current regulations by the following means:  (1) scheduled and special bus service; (2) cargo pick-up and delivery; (3) recurring dispatches, (4) scheduled dispatches, and (5) on-call dispatches.

9.2 References
· Alaska State Motor Vehicle Manuals

· AR 25-30

· AR 58-1

· AR 385-55

· AR 600-66

· AR 611-5

· AR 611-120

· DA PAM 611-125

· DA PAM 738-750

· DA PAM 750-35

· FM 21-305

· FM 55-30

· FPMR 101-38

· Joint Travel Regulation

· TB 600-1

· TB 600-2

· TC 21-305

· TC 21-305-6

· TC 21-305-7

· TC 21-305-8

· USARAK MOI on Use of Government Fleet Services Credit Cards

9.3 Transportation Requests

Requests will be forwarded to the Motor Vehicle Operator Supervisor (MVOS).  Requests must be received not later than 48 hours before the required dispatch, or be accompanied by a letter explaining the reason for late submission.

    a.  TMP Operated Vehicles (Buses, Straight Trucks, Tractor/Trailers):  Mass transportation is requested a minimum of two (2) working days in advance.  Request will be submitted on a USARAK Form 248.  Request for transportation requiring TDY should be submitted 10 working days in advance.  MWR transportation requests will be submitted as early as possible, at least 14 calendar days in advance.  Units must be prepared to pay all costs for transportation after the first 100 miles of operation.  The Garrison Commander will approve requests requiring command sponsorship.

    b.  Recurring Dispatch:  Vehicles assigned on a daily recurring basis for the conduct of official business.  These vehicles will not be assigned for the convenience of the unit/activity, nor will these dispatches be for the convenience of the vehicle operator.  IAW AR 58-1, these vehicles will be re-justified annually (see Appendix B for format).  Failure to re-justify a vehicle annually will result in the vehicle recurring dispatch being discontinued.  

9.4  Responsibilities of the Unit/Activity

    a.  IAW AR 58-1, appoint a transportation coordinator.

    b.  Process requests for transportation from unit/activity coordinators as prescribed in this section.  

    c.  Ensure vehicles are operated in accordance with local, state, federal, and Army regulations.  Ensure transportation is used for “Official Business Only.”

    d.  Follow all TMP dispatch procedures.

    e.  If a vehicle is operated by the unit/activity, it is the responsibility of the “official user” to ensure all operator maintenance is performed (this includes cleaning of the vehicle, both inside and out).

    f.  Ensure vehicles are fueled, checked out and the drivers have signed for a U.S. Government Fleet Services Credit Card.

    g.  Ensure any vehicles used by their unit/activity is fueled and completely checked out prior to leaving post.  Vehicles traveling on-post require refueling when fuel level drops below ¾ tank.

    h.  IAW checklist, conduct PMCS. 

    i.  Notify TMP dispatch when a mechanical problem develops.  (NOTE:  Should a person attempt to pull or jump start a TMP vehicle and damage results from the action, the individual will be liable for damage.)

9.5 Motor Vehicle Operation Safety

The TMP Safety Program was established to eliminate and/or reduce fatalities, injuries, and property loss due to accidents. When using Army leased/GSA-owned vehicles, the following safety guidelines will be adhered to:

    a.  Do not back a vehicle until a backing (ground) guide has been posted.  If no guide is available, the driver will get out of the vehicle and check both sides and rear of vehicle before backing.  When transporting passengers, the driver may appoint a passenger as a backing guide.

    b.  No smoking is allowed.

    c.  Comply with all laws, regulations and procedures for safe driving.

    d.  IAW AR 385-55, paragraph 2-16, highway warning kits will be in all vehicles when operating on public highways.  

     e.  IAW USARAK Regulation 350-1, winter survival gear will be carried by operators and passengers when vehicles are to be operated 50 miles or more from post during adverse or winter weather conditions.  Units/Activities being transported are responsible for checking their personnel to ensure each individual has the appropriate cold weather clothing in their possession.

     f.  IAW AR 385-55, paragraph 2-21, vehicles carrying hazardous materials will carry a 10-BC fire extinguisher (at a minimum).  

    g.  During the winter, if a vehicle is dispatched a distance of 50 miles or more, an assistant operator will be required.

    h.  During “red” road conditions, transportation will be limited to “emergency” transportation only and an assistant vehicle operator will be present.  If road conditions are hazardous due to ice or snow, tire chains will be used.  Drivers must review chain requirements in the vehicle owner’s manual for specific tire chain requirements.  Emergency transportation is not in support of routine training and is not day-to-day mission transportation.  Commanders, directors, and activity chiefs, must approve “emergency” transportation during “red” road conditions.

    i.  Drivers will take 15-minute rest breaks every two to three hours of driving or every 100 to 150 miles, whichever occurs first (AR 385-55, paragraph 2-6, subparagraph e.)  During these breaks, drivers will inspect their vehicles and ensure equipment and cargo is secure.  One half-hour meal breaks must also be taken.  FRA recommended stops and calls-in are listed below:

(1) Traveling to Cantwell from Fort Richardson (round-trip)

                   Wasilla – 25-mile safety check

       Sunshine – Mile 99.0 – 15 minute stop (733-1371)

       Cantwell – Mile 204. – 15 minute stop

       Sunshine – Mile 99.0 – 15 minute stop (733-1371)

       Fort Richardson – Mission complete

(2) Traveling to Cantwell from Fort Wainwright (round-trip)

      Gold Hill parking lot – 25-mile safety check

      Healy Café – Mile 248.8 – 15 minute stop (683-2420)

      Cantwell – Mile 204 – 15 minute stop

      Healy Café – Mile 248.8 – 15 minute stop (683-2420)

      Fort Wainwright – Mission complete

(3) Traveling to Fort Wainwright from Fort Richardson

       Wasilla – 25-mile safety check

       Sunshine – Mile 99.0 – 15 minute stop (733-1371)

      Cantwell – Mile 204. – 15 minute stop

      Healy Café – 248.8 – 15 minute stop (683-2420)

      Fort Wainwright – Mission complete

(4) Traveling to Fort Richardson from Fort Wainwright

      Gold Hill parking lot – 25-mile safety check

      Healy Café – Mile 248.8 – 15 minute stop (683-2420)

      Cantwell – Mile 204 – 15 minute stop

      Sunshine – Mile 99.0 – 15 minute stop (733-1371)

      Fort Richardson – Mission complete

(5) Traveling to Fort Greely from Fort Richardson

       Palmer Fairground – 25-mile safety check

       Eureka Lodge – Mile 128 – 15 minute stop (822-3808)

       Caribou Lodge – Mile 188 – 15 minute stop

       Paxson Lodge – Mile 185.5 – 15 minute stop (822-3808)

       Fort Greely – Mission complete

(6) Traveling to Fort Richardson from Fort Greely

      Donelly Dome pull off – 25-mile safety check

      Paxson Lodge – Mile 185.5 – 15 minute stop (822-3330)

     Caribou Lodge – Mile 188 – 15 minute stop (822-3656)

     Eureka Lodge – Mile 128 – 15 minute stop (822-3808)

     Fort Richardson – Mission complete

           (7) Traveling to Seward from Fort Richardson (round-trip)

                 Beluga Point on Turnagain Arm – 25-mile safety check

     Summit Lake Lodge – Mile 90 – 15 minute stop

     Seward Rec Camp – Mile 130 – 15 minute stop(224-5559)

     Summit Lake Lodge – Mile 90 – 15 minute stop

     Fort Richardson – Mission complete

NOTE:  Mission leaders retain the right to deviate from the outlined stops while maintaining the required time frame as prescribed in Army regulation.

9.6 Motor Vehicles Accidents

1.  Procedures to follow if you are involved in an accident resulting in damage to persons or property while driving Army-leased/GSA-owned motor vehicle:

    a.  Render aid to injured persons.

    b.  Report the accident immediately to the policy (military or civilian) and to TMP.

    c.  Complete DD Form 518 (Accident Identification Card) and give to operator of the other vehicle.

c. If possible, fill out and complete SF 91 (Accident Report Form) at the scene of the accident.  If not possible, the following information must be secured:

        (1) Name of other operator(s), address(es) and telephone number(s).

        (2) Driver license number(s) and state(s) of other operator(s).

        (3) Name(s) of any witness(es).

        (4) Name of investigating officer.

        (5) Make(s), model(s), year(s) and license number(s) of other vehicle(s).

        (6) In the event of third party accident, the name of the insurance company and policy must be obtained.

    e.  Have supervisor complete an SF 91A.  

    f.  Submit the completed SF 91 and SF 91A to the motor vehicle operator supervisor (MVOS) at TMP.  This will be done regardless of the amount of damage.  The vehicle will be referred to the GSA’s FMC for repair or inspection.  Scope of employment is required for a third party accident.

NOTE:  If it is determined that the operator’s action were responsible for or contributed to the accident, the operator’s permit will be suspended until the investigation is complete and remedial driver’s training has been successfully completed.

2.  Obtaining relief from responsibility for property damage (vehicle abuse, misuse):

     a.  Reimbursement for damage to TMP vehicles is the responsibility of the driver’s unit/activity.  

    b.  Vehicle damage due to an accident, misuse, abuse or neglect, which may result in a claim for or against the government (i.e., accident involving a POV or a third party), requires that a complete accident packet be submitted to the Staff Judge Advocate’s Claims Office.

    c.  GSA requires a complete accident packet be submitted to the local GSA FMC not later than forty-eight (48) hours after the accident occurs.

    d.  Property accountability for damage must be IAW ARs 710-2 and 735-5.

9.7 Refueling and Servicing of Non-tactical Vehicles

This section establishes procedures for refueling and servicing non-tactical vehicles.

    a.  The user/driver of a non-tactical vehicle is responsible for ensuring the vehicle is fueled IAW AR 58-1.  

    b.  When a user/driver is expecting to leave the local post area, he/she must ensure the vehicle is completely checked out and refueled.  

    c.  The location for refueling non-tactical vehicles at each installation is listed below:

          Fort Richardson Gas Station, Bldg 762 (384-2728).  Fuel point hours of operation are 0900

          to 1130,  and 1300 to 1600, Monday - Friday.

         Fort Wainwright Gas Station, Bldg 3484 (ext-2658/2661/2662).  Fuel point hours of

         operation are 0800 to 1630, Mon/Tue/Thu/Fri, and 1300 to 1630 on Wednesday.

          For emergency fuel at Fort Wainwright, contact the COC.

    d.  Antifreeze, lube oil and quick service repairs may be procured at any AAFES gas station in Alaska.

    e.  The allowable fuel level for returning a vehicle to the TMP is ¾ full. 

    f.  Credit cards will be issued and controlled by the MVOS.  Credit cards will be issued to and maintained by the official user of the vehicle.

        (1) Credit cards will be used for obtaining only those supplies and services essential for vehicle operation and should only be used for the vehicle to which it was assigned.

        (2) Each official user will ensure that second operators are briefed on the proper use of the credit card.

        (3) Each card has been assigned a 5-digit access code that must be used to purchase fuel. 

        (4) Purchases are authorized at any gas station.  Violations of purchase restrictions will be brought to the attention of the MVOS.  Disciplinary action will be taken against violators.  NOTE:  Only self-service, regular fuels will be purchased.

9.8 Transportation of Hazardous Materials (HAZMAT)
This section applies to all units/activities that transport HAZMAT on/in TMP vehicles.  Based on the guidance provided by Department of the Army, TMP vehicles must comply with the requirements of 49 Code of Federal Regulation (CFR), parts 171-177 and 390-397, DOD Regulation 4500.0-R, AR 385-55 and AR 600-55 pertaining to the transportation of hazardous material.  This requirement applies to both military and civilian personnel operating non-tactical vehicles.

    a.  Units/Activities who desire to have TMP transport hazardous materials will be required to comply with certain provisions of 49 CFR.  These requirements are similar to requirements for shipment by commercial carriers.  It is the responsibility of the shipper, unit, or activity to properly complete shipping papers, package, mark, label and placards (if required) each item of hazardous material for transportation (49 CFR, part 172).  Similar to shipping papers completed for air and sea shipment, a DD Form 836 must be completed for ground transportation.  The emergency response guide information is required in case of emergency to notify emergency response personnel of HAZMAT cargo.  The operator must be able to follow the emergency response procedures as the first responder.

    b.  When hazardous material is to be transported by TMP, a list of items must accompany the request for transportation (USARAK Form 248).  This information must be received forty-eight (48) hours prior to transport in order to schedule properly licensed/trained drivers.

    c.  When more than one mode of transportation is involved, such as truck and air, a shipper’s Declaration of Dangerous Goods form is used for air shipments and ground transportation requirements.

    d.  All hazardous materials offered for shipment must be compatible (IAW the Hazardous Material Table) for highway shipment.  Hazardous shipments offered for transport by TMP motor vehicles must meet all regulatory requirements or they will be frustrated/rejected until the shipper has taken appropriate corrective action.

9.9 Non-Tactical Vehicle Status

    a.  In accordance with Department of Defense and Department of Army Regulations, GSA vehicle mileage must be reported to TMP prior to the 20th of each month. 
    b.  Due to broad non-compliance with this requirement and an increase in failures promptly reporting vehicle damage in a timely manner; it has become necessary to initiate a monthly a review of mission transportation vehicles. During this monthly review, vehicles will be inspected for mileage, operator maintenance and care, plus the physical condition of the vehicle. Failure to comply with this requirement could result in commanders and activity chiefs being directed to turn in vehicles currently assigned to their organization. Failure to properly maintain assigned vehicles will result in the withdrawal of the vehicles and termination of their leases.

    c.  All GSA vehicles shall be brought to the appropriate TMP, Building 974, Room 24 (upstairs), between the 15th and the 20th of each month for the walk - around inspection /re-dispatch at Fort Richardson and Building 3490 for FWA vehicles.

9.10 US Army Garrison, Alaska, Policy Letters
Applicable US Army Garrison, Alaska, policy letters, governing the use of official non-tactical vehicles, can be found on the DOL web page, https://dol.richardson.army.mil/tmp/index.htm.

APPENDIX A

JUSTIFICATION/REJUSTIFICATION FOR TMP NONTACTICAL VEHICLE

______________________________________________________________________________

Office Symbol 








Date

MEMORANDUM FOR Transportation Motor Pool

SUBJECT:  Justification/Re-justification for TMP Non-tactical Vehicle

1.  Request the following vehicle be assigned/continued on recurring dispatch to this activity:

a. Primary type:

b. Alternate type:

c. TMP number of presently assigned vehicle:

2.  The following management data is furnished:

a. Four-wheel drive capability required:

b. Off-post dispatch required:

c. Type of dispatch required:

d. Estimated daily mileage to be traveled:

e. Estimated number of passengers to transported per trip:

f. Estimated tonnage to be hauled per each trip:

g. Vehicle needed during other than normal duty hours:

h. Specially-installed equipment required:

i. Secure warm storage can be provided:

j. Engine heater outlet can be provided:

k. Name and position of official user:

APPENDIX A, Continued
_____________________________________________________________________________

Office Symbol

SUBJECT:  Justification/Re-justification for TMP Non-tactical Vehicle

3.  Justification:  (include complete explanation of why vehicle is mission essential, including data as if for justification to your TDA/MVOSE).

4.  If the above request is approved, the vehicle will be used for official use only IAW the provisions of Title 5, U.S. Code, Section 78, and AR 58-1.  Drivers will adhere to operating maintenance procedures in effect at the TMP from this unit.  Sufficient time will be allocated for proper performance of driver maintenance.

5.  I also understand that this vehicle will not be replaced for scheduled maintenance, accidents, and repairs due to negligence.







SIGNATURE BLOCK
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