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1.  GENERAL
    a.  Does the PBO request clarification through command channels if regulatory guidance is not clear?  (AR 710-2, para 1-7)

    b.  Does the PBO request formal approval from HQDA for deviation from supply policy?  (AR 710-2, para 1-7)

    c.  Has the PBO identified and forwarded through command channels, any supply constraints currently in effect?  (AR 710-2, para 1-9)

2.  RECONCILE AUTHORIZATION DOCUMENTS 

    a.  Are all current authorization documents on-hand as prescribed by AR 71-32 (MTOEs, CTAs, TDA, JTA)?  (AR 710-2, para 2-2a)

    b.  Reconciliation property authorization IAW AR 710-2, para 2-4b:

      (1)  Has the PBO reconciled property authorization annually?

      (2)  Has the reconciliation been documented and forwarded to the CDR?

      (3)  Has the CDR acknowledged in writing the receipt of reconciliation document?

3.  REQUESTING AND RECEIVING SUPPLIES 

    a.  Is all property listed in the authorized column of the units MTOE and Basic Loads on hand or on request?  (AR 710-2, para 2-6a and 2-6b)

    b.  Are requests submitted on the same day as the document number date?  (AR 710-2, para 2-6 l)

    c.  Are requests for property from the DRMO or local purchases processed through the FDP that normally supplies the property?  (AR 710-2, para 2-6l)

    d.  Have separate document registers been established for nonexpendable items and for durable and/ or expendable supplies?  (AR 710-2, para 2-6h)
    e.  Has the PBO appointed in writing organizational elements which will maintain durable and expendable document registers?  (AR 710-2, para 2-6h, and DA PAM 710-2-1 para, 2-23b)

     f.  Does the informal memorandum specify:

      (1)  The elements authorized to request expendable/durable supplies

      (2)  DODAAC

      (3)  Class of Supplies

      (4)  Block of serial numbers

      (5)  Any restrictions
    g.  When the PBO has either duplicated a document or received a document with a number not recorded in the register, has the proper procedure been followed to correct the register?  (DA PAM 710-2-1, para 2-23e)

    h.  Have UND A and B supply requests been authenticated by the authorized person?  (DA PAM 710-2-1, para 2-3, Figure 2-13)
     i.  Is the current status posted to the document register?  (DA PAM 710-2-1, para 2-23, Table 2-4)

     j.  Is a reconciliation and validation conducted with the FDP?  (DA PAM 710-2-1, para 2-31)
     k. Are the reconciliation’s being picked up and returned to the FDP within the guidelines set by the FDP?  (DA PAM 710-2-1, para 2-31)
     l.  Is the Inactive Trans History/ Doc Register Listing (PCN: ALV-512) being maintained for 2 years?  (AR 25-400-2)

    m. Has the PBO established a due-in status file for each document register?  (DA PAM 710-2-1, para 2-25)

    n.  Are there documents in suspense over 30 days old?

    o.  Have DA Form 1687's (Notice of Delegation of Authority Receipt of Supplies) been prepared to appoint the PBO’s representatives to receipt for supplies, and forwarded to the FDP with a copy of the PBO appointment memorandum?  (AR 710-2, para 2-8a)

    p.  Are all DA Form 1687's current and on file IAW DA PAM 710-2-1, para 2-32, and AR 25-400-2? 
   q.  Are DA Form 1687's properly prepared?  (DA PAM 710-2-1, Figure 2-14)

    r.  Are discrepancies noted during shipping reported to the FDP, within 3 days of receipt?  (AR 710-2, para 2-8c)

    s. Are inventories conducted prior to receipting for equipment?  Are quantities and serial/lot/registration numbers verified and entered on the receipt document, if applicable?  (AR 710-2, para 2-8, and Table 2-2)

    t.  Have receipts to the property book records, to include FOIs, been posted to the property book within 3 working days of receipt?  (AR 710-2, para 2-8h)  

    u.  Is there a supporting document for each entry on the nonexpendable document register ?  (DA PAM 710-2-1, para 4-16a)

    v. Are ALL documents supporting entries to the property book marked, “Posted,” dated and initialed by the posting person?  (DA PAM 710-2-1, para 4-16a(1))
    w. Have documents that do not support entries to the property book been marked, “ Not Posted, “ date, and initialed by the person posting and was a reason annotated on the document?  (DA PAM 710-2-1, para 4-16a(2))
    x.  Have the original documents which where canceled been marked “Canceled,” Julian date, and initial by the person doing the posting?  (DA PAM 710-2-1, para 4-16a(3))    
    y.  Are documents recording items picked up or turned in as “Found on Installation” properly annotated as such?  (AR 710-2, para 2-13d)

    z.  Are supporting documents filed in document number sequence?  (DA Pam 710-2-1, para 4-16b)

    aa.  Has the PBO signed a written statement for each missing supporting document with all the information recorded on the document register for the lost document and filed it in place of the missing document?  (DA Pam 710-2-1, para 4-16b)

4.  DISPOSITION OF PROPERTY 

    a.  Do transfers of property have the approval of the commander having jurisdiction over both the gaining and losing organizations?  (AR 710-2, para 2-13a)

    b.  Are transfers of COMSEC material prepared and processed by the COMSEC custodian?  (AR 710-2, para 2-13a(7))
    c.  Are turn in documents for CCI, marked with “CCI” in the remarks block?  (AR 710-2, para 2-13b(2))
    d.  Are unserviceable turn-ins processed through the PBO, with a DA Form 2407 (Maintenance Request), or DA Form 5504 (Maintenance Request) or ULLS automated request verifying the condition of unserviceable items?  (AR 710-2, para 2-13b)

    e.  Are unserviceable COMSEC items turned-in to the COMSEC custodian for disposition?  (AR 710-2, para 2-13b)

    f.  Are discovered COMSEC and COMSEC components reported immediately to the COMSEC custodian?  (AR 710-2, para 2-13d)

    g.  Are all turn-ins to DRMO processed through the FDP?  (AR 710-2, para 2-13e)

    h.  Is a copy of the lease contract paperwork submitted with a turn-in document to the FDP upon termination of a lease contract?  (AR 710-2, para 2-35f)

    i.  Are excess hazardous materials turned-in to the FDP in a timely manner to eliminate unnecessary exposure to hazardous materials?  (AR 710-2, para 1-28)

5.  PROPERTY ACCOUNTABILITY  

    a.  Is  a copy of  the Assumption of Command orders on file?  (AR 600-20, para 2-5)

    b.  Has the PBO been appointed in writing?  (AR 710-2, para 2-5g)

    c.  Does the PBO meet the criteria listed in AR 735-5, para 2-10?

    d.  Does the informal memorandum appointing the PBO identify the property book by UICs?  (AR 710-2, para 2-5g(1))
    e.  Has the PBO signed a statement assuming accountability?  (AR 710-2, para 2-5h)

    f.  When the accountable officer is absent for 30 days or more, is there a new or interim PBO appointed IAW AR 735-5, Chapter 5, and inventories were conducted as required by AR 710-2, Table B-2, and AR 735-5, para 2-10d?
   g.  Are the essential data elements for all equipment authorized and on hand being maintained on the property book records?  (AR 710-2, para 2-5k)

    h.  When either the property description or quantity is classified, is the accounting data maintained in a separate classified section of the property book?  (AR 710-2, para 2-5i, and AR 380-5)

    i.  Is all property identified in AR 710-2, para 2-5a, to include air delivery material and chaplains kits accounted for on property book records?  (AR 710-2, para 2-5, and 2-35d and e)

    j.  Is equipment leased for more than 6 months, accounted for on property book records, along with maintaining a leased equipment file?  (AR 710-2, para 2-35f)
    k.  Is serial /lot/registration number accounting maintained in the property book for the following items?  (AR 710-2, para 2-5l(3))
      (1).  U.S. Army registration numbers

      (2).  CIIC code other than U or blank on AMDF

      (3).  Tier I or II IMPE and external components (less keyboard)

      (4).  Class V

      (5).  Items determined pilferable by the PBO IAW AR 710-2, para 2-5l(3)(d)
    l.  Does the unit have approval from the installation commander to request DRMO property for other than its intended use?  (AR 710-2, para 2-6l(1))
   m.  Is property book accountability established for Operational Loads of ammunition, (authorized by CTA 50-909) that have no projected expenditure dates?  (AR 710-2, para 2-44)
    n.  Is the UIT informed within 5 working days of any changes to small arms (.50 Cal and below) serial numbers recorded on the property book?  (AR 710-2, para 2-9b)

    o.  Is the UIT informed within 5 working days of any changes to CCI serial numbers recorded on the property book?  (AR 710-2, para 2-9c)

    p.  Are serial numbers for the chemical detector cell or the M43A1 Chemical detector and drift tube module components of the CAM properly recorded in RATTs.  Is the SSO informed within 5 working days of any changes to RATTs items serial numbers recorded on the property book?  (AR 710-2, para 2-9d (2))
    q.  Are follow-up actions made for requests submitted?  (included are, requests for status, document modifiers, and cancellations)  (AR 710-2, para 2-7)

    r.  Are DA Form 4949 (Administrative Adjustment Report) used to correct discrepancies in makes models, sizes, or obvious errors in serial numbers on the property records?  Does each AAR explain the reason for the adjustment?  (AR 710-2, para 2-5o)

    s.  Does the unit provide necessary HAZMAT information to fulfill HQDA, Federal, State, DOD and local reporting requirements?  (AR 710-2, para 1-29h, and AR 200-1, Chap 4)

    t.  Are durable property being accountable for using hand receipt procedures?  (AR 710-2, para 2-10)

6.  PROPERTY RESPONSIBILITY  

    a.  Has responsibility been acknowledged in writing via hand receipt procedures for all property recorded in the property book as on hand and issued?  (AR 710-2, para 2-10a, b and c)

    b.  Are current Hand Receipt posted as changes occur?  (AR 710-2, 2-10g(1))
    c.  Is the signature and rank of the Hand Receipt Holder (acknowledging responsibility) and the date entered on the Hand Receipt?  (DA PAM 710-2-1, Chapter 5, and Figure 5-1, and  Appendix F)

    d.  Are the hand receipts prepared in duplicate? Original retained at the PBO and duplicate given to the responsible individuals?  (DA PAM 710-2-1, para 5-3b)

    e.  Has the PBO conducted monthly hand receipt maintenance?  (AIS Manual 25-L18-ALV-ZZZ-EM)

    f.  Has the PBO deleted authorization, other than MTOE, with zero on hand or due-in quantities?

    g.  Has the PBO adjusted CTA 50-909 authorized quantities?

    h.  Has the PBO moved SUBLINs and ILOs from under primary LINs which have no authorization?

    i.  Has the PBO corrected serial number imbalances?  
    j.  Are serial numbers recorded on the Property Book shown on the Hand Receipt when the item is issued?  (DA PAM 710-2-1, para 5-3)

    k.  Is a component hand receipt used to issue SKO to the using individual? (DA PAM 710-2-1, para 6-2)

    l.  Are hand receipt annexes used to document nonexpendable shortages? (DA PAM 710-2-1, para 6-1a)

    m.  Are Hand Receipt Annexes prepared and maintained IAW DA PAM 710-2-1, Figure 6-1?

    n.  Are shortages annexes being prepared and validated at the correct level?  (Shortage Annexes must be prepared at the level where the document register is kept).  (DA PAM 710-2-1, para 6-1(b))
    o.  Are the document numbers of the request on which the shortages were ordered entered in block “b” of the DA Form 2062 (Hand Receipt)?  (RECOMMENDED by DA PAM 710-2-1, para 6-1(b))
    p.  When hand receipt on hand balances have been changed by using change documents DA Form 3161 (Request for Issue or Turn-in), is the hand receipt adjusted at least once ever six months, or prior to change of Hand Receipt Holder, or Responsible Officer? Whichever is sooner.  (DA PAM 710-2-1, para 5-3d)

7.  MANAGEMENT OF LOADS  
    a.  Are all authorized quantities of basic loads, approved by the MACOM, on hand or on requests?  (AR 710-2, para 2-6b, 2-20a, and 2-22a)

    b.  Are Class V basic loads authorizations posted to the property book by lot and serial number?  (AR 710-2, para 2-20d, and Appendix  F)

    c.  Are copies of the approved ABLA, Class V (Ammunition Basic Load Computation Sheet) and DA 581 on file at the Property Book Office?  (AR 710-2, para 2-20d)
    d.  When requested , does the PBO post fuel coupons to their property records.  This ensures a 90 day supply of type II fuel coupons are on hand for their units?  (AE Reg  710-2, para 8-10b)

    e.  Are coupons inventoried that are on hand at the end of each month being inventoried as sensitive items?  (AR 710-2, Chapter 2-12, DA PAM 710-2-1, para 4-7, and AE Reg 710-2, para 8-14)

    f.  Are consumed quantities shown on AE Form 710-2A and quantities recorded on DA Form 3161?  (AE Reg 710-2, para 8-14)

    g.  Does the PBO keep property book records and hand receipts current for basic loads of Class 1 and 5?  (AR 710-2, para 2-20d) 
8.  INVENTORIES 

    a.  During the change of PBO inventory are the following actions completed, within 30 days?  (AR 710-2, Table 2-2c)
      (1)  A joint inventory of all property not issued on hand receipts

      (2)  Hand receipts reconciled with property book

      (3).  Initiate adjustment actions

      (4).  Incoming PBO signs property statement

      (5).  Property statement is filed in front of property book

    b.  Is the annual property book inventory conducted for all property not issued on hand receipt?  Are results of the inventory recorded on a memorandum, signed by the PBO, and a copy forwarded to the Commander?  (AR 710-2, Table 2-2,d, and DA PAM 710-2-1, para 9-8)

    c.  Does the PBO reconcile results of inventory with property book records and  ensure appropriate adjustment actions are initiated?  (AR 710-2, Table 2-2, P(1))
    d.  Are sensitive item/unclassified CCI inventories conducted quarterly?  Are the results recorded on a memorandum or other computer generated report?  (AR 710-2, Table 2-2, i and j, and DA PAM 710-2-1 para 9-9(a), 9-9e(9), and (10))
    e.  Are ammunition and explosive items inventoried monthly by quantity and lot number?  Are the results of the inventory recorded on a memorandum or other computer generated equivalent?  (AR 710-2, Table 2-2, and DA PAM 710-2-1, para 9-10b(4))
    f.  Are weapons and ammunition inventoried monthly by the commander or designated representative (NCO, warrant or commissioned officer, or DOD Civilian)?  (AR 710-2, Table 2-2, para j, and DA PAM 710-2-1, para 9-10)

NOTE:  IAW AE Reg 190-13, para 3-19b, A monthly inventory of weapons by serial number will be conducted by the responsible officer (1LT or above) or a disinterested (NCO (SFC or above), warrant officer, commissioned officer, or DOD civilian (GS-09 or above) appointed by the responsible officer.

    g.  Is the tool room/tool crib inventoried  semi-annually?  Does the  memorandum showing the results on file for 2 years?  (Automated output is acceptable)  (AR 710-2, para 2-10j, and Table 2-2, P(2))
    h.  Does the PBO file the annual review results conducted by the unit commander for all furniture.  Is a memorandum on file identifying results and corrective actions taken.  (AR 735-5, para 7-7 (3))
9.  PROPERTY  
    a.  Does the commander utilize procedures for adjusting durable hand tool loses by memorandum when loss is not the result of negligence or misconduct?  (AR 735-5, para 14-25)

    b.  Are memorandums used as an adjustment document for losses of durable hand tools summarized quarterly and reviewed by the approving authority.  (AR 735-5, para 14-25)

    c.  Is adjustment action (R/S, CCV, SOC), initiated for items unserviceable due to other than fair wear and tear?  (AR 710-2, para 2-13b)
    d.  Has DD Form 362 (Statement of Charges/Cash Collection Voucher) been forwarded to Finance and Accounting office within five workdays after the date of discovery of the discrepancy?  (AR 735-5, para 12-2e (1))
    e.  Is DD Form 362, (Statement of Charges/ Cash Collection Voucher) prepared correctly?  (AR 735-5, Figure 12-5A)

    f.  Is DD Form 362 filed IAW AR 25-400-2?

   g.  Has Report of Survey been processed within the time constraints?  15th day – Approving Authority; 30 days for survey officer investigation; 75th day – for completion

    h. If time constraints were not met is a letter of lateness attached to the Report of Survey?  (AR 735-5, para 13-5)
    i.  Is the Report of Survey Register, DA Form 1659, property annotated with correct data, completed and in sequence?  (AR 735-5, Figure 13-10A and b)

    j.  Has a document number been assigned on DA Form 4697 for damaged property?  (No document number required IAW AR 735-5, para 13-14)
    k.  Is a survey number assigned at the level where the document register is maintained?  (AR 735-5, para 13-19) 
    l.  When survey officer is assigned is block 26 complete with all required signatures?  (AR 735-5, para 13-30)   
    m.  Does block 26 prove that negligence or willful misconduct to be the proximate cause for the loss or damage when the soldier has been charges?  (AR 735-5, para 13-30)
    n.  If a vehicle was damaged has the survey officer released the vehicle?  If not was there a picture and estimate of damage included in the Report of Survey?  (AR 735-5, para 13-11)
    o.  If financial liability is assessed was depreciation calculated in accordance with (AR 735-5, para 13-30, and Appendix B)

    p.  Was the individual charged with liability given an opportunity to seek legal counsel?  (AR 735-5, para 13-32)
    q.  Has Notice of Liability (memorandum) been presented to individual being charged?  Has blocks 30 through 32b been completed by person being charged?  (AR 735-5, para 13-32)   
    r.  Were time constraints met for presenting the Notice of Liability and receiving rebuttals?  (7 days, 15 days and 30 days)  (AR 735-5, para 13-33)
    s.  Does the unit authorize proration of charges when the charge exceeds two thirds the persons monthly base pay?  (AR 735-5, para 12-2d)

    t.  Does the commander provide a damage statement for damaged OCIE occurred during field training exercise and neither negligence nor willful misconduct was involved?  (AR 735-5, para 14-26c)

11.  STORAGE  
    a.  Are supplies and equipment being properly safeguarded?  (AR 190-51, Chapter 3)

    b.  Has the PBO safeguarding property that is not issued on hand receipt?  (AR 710-2, para 2-8a and 2-10b)

12.  FILES MANAGEMENT  
    a.  Is a copy of the last Command Inspection on file?

    b.  Is the organizational records manager or records coordinator registered on the ARIMS website?  (AE Reg 25-400-2)

    c.  Does the organization have an approved office records list (ORL) on the ARIMS website?  (AR 25-400-2)

    d.  Have record keeping personnel received training in records management?  (AR 25-1)

    e.  Are storage media such as disk, file drawers, and folders labeled to facilitate quick identification, access, and disposition of record information?  (AR 25-400-2)

    f.  Are all file folders being used properly?  (AR 25-400-2)

    g.  When a document is removed from a file, is a charge out record being substituted for the document?  (AR 25-400-2, para 8-3)


    h.  Are guides being used to divide files and folders being used to keep related records together?  (AR 25-400-2, para 8-3)

    i.  Are files being disposed of (transferred to RHA, destroyed, etc) IAW the disposition instructions?  (AR 25-400-2, para 7-1)

13.  PUBLICATION/STANDING OPERATING PROCEDURES (SOP) 
    a.  Does the S4 have all pertinent property authorization documents as prescribed in AR 71-32 (MTOE ,CTA, TMs & SCs)?  (AR 710-2, 2-4, and AR 71-32, para 2-3)

    b.  Does the S4 have the necessary publication/blank forms to operate the unit supply room?  (AR 710-2, Appendix A, DA PAM 710-2-1, Appendix A, and AR 735-5, Appendix A)

    c.  Does the S4 maintain a SOP for internal operations?  If applicable, is there also an external customer SOP?  (FM 101-5, page 4-8)

    d.  Does the S4 maintain copies of SOPs from external facilities?

BDE                           

DOL                           

DRMO                       

    e.  Does the SOP cover all areas of S4 operations?

Property Book Operations                   _____

Maintenance Operations                      _____

Environmental Operations                   _____

R & U Operations                                _____

Budget/Financial Operations               _____

Hazardous Material Operations           _____

    f.  Is the SOP(s) signed by the Battalion Commander?

    g.  Are personnel familiar with the contents of the SOP(s)

14.  COMMAND SUPPLY DISCIPLINE PROGRAM (CSDP) 

    a.  Has the commander provided the necessary emphasis to ensure the success of the CSDP?  (AR 710-2, para 1-10)
    b.  Has the commander appointed in writing a senior logistician in the headquarters as the CSDP monitor?  (AR 710-2, para 1-10)  

    c.  Are discrepancies found during previous evaluation corrected?  (AR 710-2, Appendix B)
    d.  Do the Bde/Bn personnel have an overall knowledge of the Command Supply Discipline Program?  (AR 710-2, para 1-10)
15.  PROPERTY BOOK UNIT SUPPLY ENHANCE (PBUSE)  

   a.  Have all items been properly cataloged through TSC MMC (200th MMC)?   (AR 710-2, para 3-4)
   b.  Are SUBLIN’s authorized by SB 700-20 or do In-Lieu-of meet the requirements as out lined in AR 200-1?
   c.  Is the preferred item on request for those which have authorized substitutes or in-lieu-of on hand ?  (AR 710-2, para 2-6c) 

16.  TRAINING 

    a.  Are property book personnel school trained in PBUSE?

    b.  Does the unit PBO maintain records on personnel in their organization school trained in ULLS?

    c.  Is there a training program for logistics personnel?

    d.  Does the PBO ensure that personnel not school trained in ULLS or PBUSE are scheduled and certified.

17.  SUPPLY ECONOMY/MANAGEMENT OF EXCESS  

    a.  Has all excess property been identified by the Property Book Officer for disposition instruction within ten days?  (AR 710-2, para 2-13b(2)(a))
    b.  Are all excess component items flagged for turn-in?

    c.  Have cross-leveling actions been taken within the command to reduce excess?

    d.  Are turn-ins and cancellations processed to correct excesses?



