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1.  GENERAL 

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

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

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

2.  PROPERTY AUTHORIZATION DOCUMENTS

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

    b.  Has the unit Supply Officer/NCOIC reviewed their DA 12 series at least annually to ensure all publications and regulations are current?  (AR 710-2, para 2-4)

    c.  Is the PBOs annual authorized allowances reconciliation statement to the commander on hand and is a copy filed in front of the property book?  (AR 710-2, para 2-4b)

    d.  Has the unit commander or designated representative personally acknowledge the reconciliation in writing?  (AR 710-2, para 2-4b)

    e.  Has the unit ensured that equipment authorization documents are loaded with the Requisition Validation (REQ-VAL) System?  (AR 710-2, para 2-4a)

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.  Does the commander or designated representative review all UND A and B requests, and initial the document register prior to sending requests to the FDP?  (AR 710-2, para 2-6d)

    c.  Does the unit enforce the use of End Item Codes (EIC) codes on requests for repair parts?  (AR 710-2, para 2-6g)

    d.  Does the unit ensure that a turn-in precedes the request for a recoverable item or ensures a statement is provided explaining the request?  (AR 710-2, para 2-6e)

    e.  Are requests for training ammunition submitted in enough  time to allow delivery by required delivery date?  (AR 710-2, para 2-6f)

    f.  Does the unit maintain a document register and a due in status file to support those actions not yet completed, if authorized by the PBO?  (AR 710-2, para 2-6h)

    g.  Does the commander or designated representative verify and sign requests for local purchase?  Are request for local purchase processed through the PBO?  (AR 710-2, para 2-6l(2)
    h.  Does the commander ensure the PBO or his alternate is not appointed as an ordering/contracting officer?  Do all purchases by the ordering/contracting officer have a written request from the PBO?  Are all purchasing requests given to the PBO?  (AR 710-2, para 2-33b and c)

    i.  Are all requests for DRMO property submitted through the PBO?  (AR 710-2, para 2-6l(1)
    j.  Has the unit prepared signature cards and forwarded to support activity along with responsible officers orders?  Are supplies received from other than the FDP reported through the PBO to the FDP?  (AR 710-2, para 2-8a)

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

    l.  Are monthly reconciliation’s of supply request being conducted as required?  (AR 710-2, para 2-7d)

    m.  Are document modifiers submitted when the Force Activity Designator (FAD) of the unit or the UND changes?  (AR 710-2, para 2-7a)

    n.  Are requests for cancellation submitted when requested items are no longer required?  (AR 710-2, para 2-7c)

    o.  Are all DA Form 1687s (Notice of Delegation of Authority) current and on file?  (DA PAM 710-2-1, para 2-32, Figure 2-14, and AR 25-400-2)

    p.  Are all DA Form 1687’s properly prepared?  (DA PAM 710-2-1, Figure 2-14)

    q.  When personnel are to be added to or deleted from a valid DA Form 1687, are procedures in paragraph followed?  (DA PAM 710-2-1, para 2-32)
    r.  Are all documents that support entries to the property book filed in the supporting document file?  (AR 710-2, para 2-5r)

    s.  Are documents for expendable/durable supplies kept when they support adjustments per AR 735-5?  (AR 710-2, para 2-5s)

    t.  Has the unit requested equipment for approved TAAD’s changes no sooner than 365 days prior to the effective date of the Authorization Document?  (AR 710-2, para 2-6a(3)
4.  DISPOSITION OF PROPERTY 

    a.   Is equipment transferred in a fully mission capable condition?  (AR 710-2, para 2-13a(2)
    b.  Are transfers of COMSEC material prepared and processed by the COMSEC custodian?  (AR 710-2, para 2-13a(7)
    c.  Upon receipt of new authorization documents, or the discovery of excess equipment, is the turn-in of equipment made within 10 days?  (AR 710-2, para 2-13b(2)(a)
    d.  Are unserviceable turn-ins processed through the PBO, with a DA Form 2407 (Maintenance Request), 5504 (Maintenance Request) or ULLS automated request verifying the condition of unserviceable items?  (AR 710-2, para 2-13b)

    e.  Are component shortages validated on shortage annexes prior to turn-in of equipment?  (AR 710-2, para 2-13b(d)
    f.  Are items found in the unit that is not on accountable records turned-in through the PBO to the FDP as “Found on Installation”?  (AR 710-2, para 2-13d)

    g.  Is residue and unexpended training ammunition segregated and turned in to the FDP within 5 days after the completion of training?  (AR 710-2, para 2-44d)

    h.  Does the unit have procedures established to ensure recovery of live ordnance and residue from training sites?  (AR 710-2, para 2-42e)

    i.  Does the unit have an ammunition Amnesty program established?  (AR 710-2, para 2-47)

    j.  When on hand property book items are excess and disposition instructions have not been provided, does the unit initiate turn-in transactions within 10 days after the effective date of the authorization document changes?  (AR 710-2, para 2-13b(a)
    k.  Are errors on the hand receipt reported and corrected properly?  (DA PAM 710-2-1, para 9-3)
    l.   Are the results of the annual/cyclic inventory on file?  (DA PAM 710-2-1, para 9-6)

    m. Are sensitive, explosive, and hazardous items inventoried monthly with a copy of the results on file at the unit level?  (DA PAM 710-2-1, para 9-9)
    n.  Is the name of the individual who conducted the cyclic/sensitive inventory posted on the inventory document?  (DA PAM 710-2-1, para 9-7(e)(11)

    o.  Have lost and unserviceable items not due to FWT been adjusted IAW AR 735-5?  (AR 710-2, para 2-12e and 2-13b)
    p.  Are separate hand receipts prepared for installation and organization property?  (DA PAM 710-2-1, para 5-3a)

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

    r.  Does each hand receipt, DA Form 2062, or ULLS generated hand receipt, account for all non-expendable/durable items issued to the hand receipt holder?  (DA PAM 710-2-1, para 5-3b)

    s.  Are the hand receipts prepared and maintained in accordance with DA PAM 710-2-1, Figure 5-1?

    t.  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(3)a)
   u.  When hand receipt on hand balances has been changed by using change documents (DA Form 3161), is the hand receipt adjusted at least once every six months, or prior to change of Hand Receipt Holder, or Responsible Officer?  Whichever is sooner?  (DA PAM 710-2-1, para 5-3d)

    v.  When DA Form 3161 is used as a temporary hand receipt are they annotated or stamped “Temporary Hand Receipt”?  (DA PAM 710-2-1, Figure 5-4)

    w.  Are temporary hand receipts valid (less than 30 days old)?  (DA PAM 710-2-1, para 5-4)

    x.  Has a separate file been established for temporary hand receipts?  Are temporary hand receipts been filed in date sequence?  (DA PAM 710-2-1, para 5-4, b)

    y.  Are hand receipt shortage annexes used to document non-expendable and durable component shortages?  (DA PAM 710-2-1, para 6-1a, and AR 710-2, para 2-10h (1)(c)(4), and Appendix F)

    z.  Are Hand Receipt Annexes prepared and maintained in accordance with DA PAM 710-2-1, Figure 6-1, and AR 710-2, para 2-10h, and Appendix F?

   aa.  Are components to authorized sets/kits outfits on hand or on requisition IAW appropriate TM, SC, etc.?  (DA PAM 710-2-1, para 6-2, and AR 710-2, para 2-10i, and Appendix F)

   bb.  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 6‑1b, and AR 710-2, para 2-10, and Appendix F)

    cc.  Are the document numbers of the request on which the shortages were ordered entered in block “b” of the DA Form 2062 or annotated on an ULLS generated hand receipt?  (RECOMMENDED by DA PAM 710-2-1, para 6-1b)

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

   ee.  When available are preprinted component hand receipts used?  (DA PAM 710-2-1, para 6‑2c)

    ff.  Are component hand receipts prepared and maintained IAW DA PAM 710-2-1, Figures 6‑1, and AR 710-2, para 2-10i, and Appendix F?

    gg.  Are the users copies of the component hand receipt filed or kept with the equipment?  (DA PAM 710-2-1, para 6-2e, and AR 25-400-2)

    hh.  Does the unit have strict procedures for designating responsibility down to immediate supervisor level for training and operational ammunition?  (AR 710-2, para 2-43b and c)

    ii.  Has a tool room/crib custodian assumed responsibility for all tools in the tool room/crib?  (AR 710-2, para 2-10i and j, and AR 190-51, para (3-22), and DA 710-2-1, para 6-3a)

    jj.  Does the tool room/crib meet physical security standards IAW AR 190-51, para 3-22?
    dd.  Are locally produce log being used for all copy righted (commercial) software, regardless of dollar value?  (AR 710-2, para 2-35h)

    ee.  Are inventory lists used to account for property when it is impractical to assign individual responsibility? (shift operations, multi use classrooms, etc..)  (AR 710-2, para 2-10h(4)

    ff.   Is the commander or the head of the activity conducting an annual management review of all furniture?  Is a memorandum on file stating what the results were and what the corrective actions were taken?  (AR 735-5, para 7-7(3)

    kk.  Are copies of previous inspections retained a minimum of 2 years on file?  (AR 25-400-2 (ARIMS), para 7-1(b)
    ll.  Are copies of corrective action taken on deficiencies noted during previous inspection on file?  (AR 25-400-2 (ARIMS), para 4-3)
5.  ORGANIZATIONAL CLOTHING AND INDIVIDUAL EQUIPMENT AND PERSONAL CLOTHING 

    a.  Is there a CIF OCIE print-out (all soldiers) and DA Form 3645/3645-1 (SPC and below) (Organizational Clothing & Equipment Record) (CIF + PCS) maintained for each member of the unit?  (DA PAM 710-2-1, para 10-8a, and AR 710-2, para 2-14i)

    b.  Do all soldiers clear the OCIE issue point within 5 working days prior to PCS/ETS?  (AR 710-2, para 2-14n, and Table B-1(f)

    c.  Are OCIE inspections conducted for newly arrived soldiers to ensure OCIE on hand agrees with records?  (AR 710-2, Table 2-2, m)

    d.  Is the DA Form 3645/3645-1 prepared properly IAW Figures 10-2A, 10-2B, 10-3A, and 10-3B, DA PAM 710-2-1?  For SGT and above, are statements used in lieu of DA Form 3645/3645-1?  (DA PAM 710-2-1, para 10-8b(1), and AR 700-84, para 11-2)

    e.  Are personnel military clothing shortages replaced within 15 days after being assigned to the unit?  (AR 700-84, para 11-2c)

f. Does the commander provide a statement of damage for OCIE during a field exercises for exchange of damaged OCIE, when no misconduct was involved?  (AR 735-5, para 14-26a)

g. Are Soldier Issue Files for individually issued clothing and equipment maintained for each assigned individual in alphabetical sequence?  (AR 25-400-2)

h. Is an inventory conducted for soldiers that reach 6 months active service to determine if all authorized clothing has been issued?  If all clothing has been issued is the DA Form 3078 destroyed and a copy given to the enlisted soldier? (AR 700-84, para 5-2b)

i. Are inspections/inventories of personal military clothing being conducted?  (AR 700-84, para 1-4g(3), 14-5, and 15-4)
j. Is a current DA Form 3078 (Personal Clothing Request) or DA Form 4886 (Issue-in-kind Personal Clothing Record) maintained for inventory of all SPCs and below in the unit?  (AR 700-84, para 11-2(a)
k. Is DA Form 3078 properly prepared?  (AR 700-84, Figure 5-2)
6.  MANAGEMENT OF LOADS 
    a.  Does the unit have an established basic load, authorized by MACOM?  (AR 710-2, para 2-19, Table 2-2, k and l)
    b.  Does the unit have an established operational load? (Classes 2, 3, 4, 5, and 8)  (AR 710-2, para 2-20)

    c.  Is a unit file established for basic and operational load lists?  (AR 710-2, para 2-20c)

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

    e.  Is Class 5 basic load accounted for on the property book?  (AR 710-2, para 2-20d, and Appendix F)

    f.  Are hand receipt procedures used to account for all basic and operational loads in the unit?  (AR 710-2, para 2-20d, and Appendix F)

g. Does the unit maintain a 15-day stockage (7-day if SSSC available) of expendable and durable Class 2, 3(P), 4, and 8 supplies based on CTA 50-970 and 8-100?  (AR 710-2, para 2-20b) 

h. Are units that maintain operational load of Class 3 (Bulk) submitting Monthly Bulk Petroleum Accounting Summary (MBPAS) to higher headquarters for approval?  (AR 710-2, para 2-37) 

i. Is a copy of the properly prepared and authenticated DA 581 on hand for units not designated to actually have an ABL?  (AR 710-2, para 2-20d)
j. Has the DA Form 581, Request for Issue and Turn-in of Ammunition, for ABL been signed by the authorized requestor?  (DA PAM 710-2-1, Figure 11-18 and 11-19) 
k. Do requests for ABL contain the statement “Initial Issue, Basic Load:  Quantities are within authorized allowances”?  (DA PAM 710-2-1, Figure 11-18) 

l. Is DA Form 2765-1 (request for Issue or Turn in) being sent with returned coupons through the Accountable Officer of the appropriate requisitioning activity to Inventory Control (POL), AAFES-EUR, ATTN: Inventory Control, APO AE 09143?  (AE Reg 710-2, para 8-10c(b)
7.  PRESCRIBED LOAD LIST (PLL)

    a.  Are records of demand kept for all repair parts carried on the PLL? (AR 710-2, para 2-21c)

    b.  Does the PLL quarterly review include the following?  (AR 710-2, para 2-21c and e)
         (1)  On hand and on order authorized stockage levels.

         (2)  Check for serviceability.

    c.  Is stockage quantity on hand adequate?

    d.  Are records of demands annotated at conclusion of review?  (AR 710-2, para 2-21c)

    e.  Are changes made to authorize stockage levels based on PLL quarterly review results?  (AR 710-2, para 2-21a)

    f.  Are non-demand supported repair parts, other than IMPL, or SLAC deck parts, approved by the first general officer staff level in the chain of command?  (AR 710-2, para 2-21a(2)
    g.  Are all repair parts prescribed by SLAC or IMPL carried as mandatory stockage on the applicable PLL?  (AR 710-2, para 2-21a, and b)


   h.  Are units authorized a PLL to perform DS/GS on their organic equipment, carrying all repair parts on the PLL and not as Shop or Bench Stock?  (AR 710-2, para 2-21k)

    i.  Does the PLL stockage exceed 150 lines?  (AR 710-2, para 2-21d)
        (1)  Are nondemand supported unit maintenance parts approved by the unit commander?

        (2)  Are nondemand supported unit maintenance parts limited to 15 lines?
    j.  Are all PLL parts coded as follows?  (AR 710-2, para 2-21a)

        (1)  Maintenance related Class 2, 4, 8, and 9.

        (2)  Have an essentially code of “C”
        (3)  Have a maintenance use code of “O”
        (4)  Meet demand requirements for stockage.  (AR 710-2, para 2-21a)

    k.  Do all requests for items having a recoverability code of A, D, F, H, or L, are accompanied by an unserviceable like item for turn-in or a commanders statement?  (AR 710-2, para 2-6e)

    l.  Are consumable service items “consumed in use”, with a unit cost of less than $25 such as nuts, bolts, screws, tubing, and other common hardware, stocked as a formal part of the PLL?  (AR 710-2, para 2-21h)
8.  INVENTORIES 
    a.  Is all property jointly inventoried by the outgoing and incoming primary hand receipt holder (PHRH) prior to the new PHRH assuming responsibility?  (AR 710-2, para 2-12d, and Table 2-2, a)


    b.  Are annual and/or cyclic inventories being conducted as directed by the PBO?  (AR 710-2, Table 2-2, b)

    c.  Is there a written record or automated systems output on hand to document the annual/cyclic inventories?  (AR 710-2, Table 2-2, b)

     d.  Are inventories conducted prior to receipting for equipment?  Are serial numbers verified, if applicable?  (AR 710-2, Table 2-2, f)

    e.  Are inventories conducted prior to turn-in and component shortages documented?  (AR 710-2, para 2-13, and Table 2-2, and DA PAM 710-2-1, para 3-5)

     f.  Is a physical count of all weapons and ammunition conducted when the custody of arms storage facility keys change?  Are the results recorded on a hand receipt or other local form?  (AR 710-2, Table 2-2, para g, & DA PAM 710-2-1, para 9-10)

    g.  Are inventories directed by the commander when evidence of insecurity, alleged misappropriation of government property, or field exercises?  (AR 710-2, Table 2-2, para h)


    h.  Are all sensitive items other than weapons and ammunition inventoried by serial number at least quarterly?  Are the results of the inventory recorded on a memorandum or other computer generated equivalent?  (AR 710-2, Table 2-2, para I, and DA PAM 710-2-1, para 9-10)

    i.  Are weapons and ammunition inventoried monthly by the commander or designated representative (NCO, warrant officer, 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.
    j.  Does the commander ensure that the unit armorer does not conduct the monthly sensitive inventory and that the same person does not conduct the inventory consecutively?  (AR 710-2, Table 2-2, para j, and DA PAM 710-2-1, para 9-10)

    k.  Has the Class 5 basic load been rigged or preconfigured for rapid deployment?  Is it inventoried monthly?  (AR  710-2, Table 2-2, para j)

    l.  Are the basic and operational loads of Class 1, 2, 3(P), 4 and 8 inventoried at least semiannually to ensure authorized stockage levels are maintained, and in a serviceable condition?  (AR 710-2, Table 2-2, para k, and DA PAM 710-2-1, para 7-2)

   m.  Is bulk petroleum being inventoried as required?

         (1)  Daily: when issues are made.


   (2)  Weekly: when no issues are made.


   (3)  Monthly: close of business on last duty day.  (AR 710-2, para 2-37, and DA PAM 710-2-1, para 12-19)

    n.  Are inventory results posted to DA Form 5813-R, and used as a supporting document to DA Form 4702-R (Monthly Bulk Petroleum Accounting Summary).  (AR  710-2, Table 2-2, and DA PAM 710-2-1, para 12-19)

    o.  Are copies of inventory results maintained in the unit file and copies forwarded to the next higher command for approval?  (AR 710-2, para 2-37)

p. Are property book balances adjusted to reflect the measured inventory on hand?  (AR 710-2, para 2-37) 

q. Is OCIE inventoried as required by the following events:  
        (1)  Within 5 days of departing soldier?  (AR 710-2, Table B-1(f)
        (2)  Soldier is place in AWOL status, hospitalized, or placed on emergency leave?
        (3)  Upon return from field exercises?  (AR 710-2, Table B-1(f)

 9.  ADJUSTMENTS FOR LOST DAMAGED OR DESTROYED PROPERTY 

    a. Does the commander utilize procedures for adjusting durable hand tool loses by preparing a 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 2-12f, and 2-13b)

    d. Has DD Form 362/1131 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.  Does the unit or activity commander authorize prorating of charges when the charge exceeds two thirds the persons monthly base pay?  (AR 735-5, para 12-2d)

    h.  Has the DA Form 4697 (Report of Survey) been initiated, within fifteen (15) days of discovery of lost, damaged, or destroyed property by the Commander?  (AR 735-5, para 13-7)

    i.  Is an accurate and concise statement of facts given, including date and place?  (AR 735-5, para 13-9a(3)
    j.  Are all persons identified by name and grade?  (AR 735-5, para 13-9, Figure 13-3A, Block 11)

    k.  Does the unit have a suspense copy of all open Reports of Survey on file?  (AR 735-5, para 13-15)

    l.  If ECOD was utilized, has an ACOD been requested by the initiator and forwarded to the Approving Authority?  (AR 735-5, para 14-26)

    m.  Does the unit report to law enforcement officials the appearance of unlawful conduct associated with the loss of personal arms and equipment?  (AR 735-5, para 12-1b(2)
    n.  Does the commander provide a memorandum to adjust losses of durable hand tools for up to $100 per incident when the losses did not occur from negligence or misconduct?  (AR 735-5, para 14-25)

10.  STORAGE
    a.  Are supplies and equipment being properly safeguarded?  (AR 190-51, Chapter 3)
    b.  Has the commander initiated internal controls to ensure safeguarding of all supplies IAW AR 11-2?  (AR 710-2, para 2-8a)

    c.  Are supplies and equipment being maintained to protect them from damage?  (FM 10-15, Chapter 8, and Appendix D)
   d.  Are tents properly stored on dunnage and in serviceable condition?  (FM 10-15)
    e. Is the clearance between electric light fixtures and stacked materials at least 18 inches?  (DOD 4145.19-R-1, Chapter 6, section 1, para 6-110.b(4)
    f.   Is the organization performing maintenance on stoves, lanterns, etc.?

    g.  Are oily and dirty rags turned in to supply for cleaning and stored in metal containers?

    h.  Do unit supply personnel exhibit a personal interest in the proper storage and use of supplies and materiel?

    i.  Are flammable items stored in areas other than where troops are billeted?
11.  PETROLEUM MANAGEMENT 

    a.  Are projected fuel requirements coordinated with end point military installations prior to departure?  If installations are not available, is local purchase authority arranged?  (AR 710-2, para 2-36c)

    b.  Does each convoy carry the estimated resupply for packaged POL?  (AR 710-2, para 2-36c)

    c.  Are U.S. Government national credit cards restricted for use only when motor pool, DOD facilities and into plane contracts are not available?  (AR 710-2, para 2-39)

    d.  Are AVFUEL identaplates used only for fuel dispensed directly into aircraft?  (AR 710-2, para 2-39b(7)
    e.  Has unit commander established a responsible individual to maintain control of bulk fuels, and to provide an audit trail for all transactions (receipts and issues).  (AR 710-2, para 2-37b)

    f.  Are the following forms used to record transactions:  (AR 710-2, para 2-37d)

    
   (1)  DA Form 3643 Daily Issues of Petroleum Products

         (2)  DA Form 3644 Monthly Abstract of Issues of Petroleum Products and Operating Supplies 


    (3)  DA Form 4702-R Monthly Bulk Petroleum Accounting Summary     

    g.  Are losses of 25 gallons or more of fuel due to spillage or contamination documented and attached to the MPBAS as a supporting document?  (AR 710-2, para 2-37f)

    h.  Is the commander using a statement to account for fuel issued during field exercises when it is not feasible to maintain auditable records for issues?  Is the statement prepared within 3 working days after the exercise?  (AR 710-2, para 2-37e)

    i.  Does the unit take actions IAW AR 710-2, Appendix D, para D-2, to recover contaminated and used POL products?  (AR 710-2, para 2-37k)

    j.  Does the unit stock more than a 90 –day supply of type II coupons?  (AE Reg 710-2, para 8-10)

    k.  Are fuel coupons stored in a secured safe or locked container?  (AE Reg 710-2, para 8-10)

    l.  Is AE Form 710-2A (Receipt for Official Fuel Coupons) used to issue fuel coupons?  (AE Reg 710-2, para 8-14)

  m.  AE Form 710-2A (Receipt of Official Fuel Coupons) properly annotated to reflect unused quantity turned in by serial number?  (AE Reg 710-2, para 8-12)

    n.  Are unused fuel coupons being turned in immediately after completing a trip?  (AE Reg 710-2, para 8-13)

    o.  Are coupons 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)

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

    q.  Is AAFES-EUR official ESSO coupons returned within 120 days after they expired?  (AE Reg 710-2, para 8-10c)

12.  HAZMAT MANAGEMENT 
    a.  Does the unit have a Hazardous Materials Management Program?  (AR 710-2, para 1-28)

    b.  Is the least hazardous materials available to meet mission requirements requested?  (AR 710-2, para 1-31)

    c.  Is all hazardous material identified?  Are personnel trained in HAZMAT handling?  (AR 710-2, para 1-31)

    d.  Are excess hazardous materials turned-in to the supporting FDP or agency identified by the environmental coordinator?  (AR 710-2, para 1-31e)

    e.  Are Material Safety Data Sheet (MSDS) available to all individuals where HAZMAT is stored?  (AR 710-2, para 1-30, USAREUR Reg 200-1, Chapter 5-3, and TB 43-0244, AR 200-1, Local Command Environmental Coordinator Handbook)

13.  STANDING OPERATING PROCEDURES 

    a.  Is current company SOP on file?

    b.  Is company SOP dated and signed by company commander?

    c.  Does the SOP cover the all-major areas of operations?

    d.  Are sufficient examples/samples included to make the SOP a working document?

14.  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 receive 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)

15.  REFERENCE PUBLICATIONS 
    a.  Are current copies of  publications on hand or on order?

    b.  Is a copy of the Army Master Data File (AMDF), the Supply Bulletin 700‑20, and the Master Cross Reference List (MCRL) on hand (ARMYLOG on CD‑ROM)?  NOTE:  The ARMYLOG contains the AMDF, SB 700‑20 and the MCRL.

    c.  Are all technical manuals and supply catalogs for authorized equipment and Sets, Kits and Outfits (SKO) on-hand?

    d.  Are Sets Kits Outfits (SKO) added to the Master Component File? 

    e.  Are the technical manuals, supply catalogs, and field manuals complete and up to date?
     f.  Are AR 710‑2, DA PAM 710‑2‑1, AR 735-5, and other required regulations on hand? 


    g.  Are MACOM supplements to regulations on hand?

    h.  Are these publications being used?

16.  UNIT LEVEL LOGISTICS SYSTEM (ULLS) -S4 

    a.  Have the unit commander and unit supply personnel been briefed by the battalion staff on the policies and procedures to be followed for the operation of the ULLS‑S4 system?

    b.  Are the battalion and its subordinate units in compliance with the CMD policies and standing procedures?

    c.  Does the unit have an SOP governing operational use of the ULLS‑S4 system?

    d.  Are the SOPs realistic and functional?

    e.  Are diskettes properly stored in protective jackets and diskette storage boxes?

    f.  Are magnetic tapes stored in their protective covers?

    g.  Are only approved programs loaded on the computer?

    h.  Does the work site provide protection for the computer equipment from rain, dust, dirt, etc.?

    i.  Have rugged carrying cases been locally procured or fabricated to transport and protect computer equipment?  

    j.  Has adequate workstation equipment (tables, etc.) been set up for the computer equipment?

    k.  Have special protective covers been employed to keep the computer equipment free of dust & dirt?

    1.  Are there sufficient quantities of paper and printer ribbons available?

    m.  Are there blank diskettes available?

    n.  Are sufficient magnetic tapes available for daily database backups? (Minimum of 5 tapes.)

    o.  Are sufficient cleaning supplies available for the tape drive, diskette drives, and system exterior? 

    p.  Are the DODAAC and Security Accesses data file reviewed by the outgoing and incoming unit commanders in conjunction with the change of command? 

    q.  Is access to the system adequately secured to prevent unauthorized use? 

    r.  Is the Commander's Designated Representative using the Security Tracking Audit Register to monitor system and process access? 

    s.  Have passwords been changed every six months?

    t.  Are the passwords and system access rights assigned and controlled by the Commander or the Commander's Designated Representative?

    u.  Are passwords six digits in length and do they appear to be randomly selected?

    v.  Are copies of user IDs and passwords maintained in a secure location for authorized use in emergencies?

    w.  Are backup copies controlled to prevent loss or theft?

    x.  Is the Commander's Designated Representative backing up the ULLS‑S4 database daily and keeping a minimum of five consecutive backups on file?

    y.  Are the backup system data files labeled correctly with content and date of backup?

17.  LAYOUTS AND SUPPLY OPERATION

    a.  Is the ULLS‑S4 equipment located within the Unit Supply administrative work area?

    b.  Is the ULLS‑S4 equipment located within the Staff administrative work area?

    c.  Does the electrical circuit provide at least 10 amps for each computer system to continue operating?

    d.  Are power line filters used and operational?

    e.  Has a battery unlimited power supply been acquired and/or in use?

    f.  Is the supply room or staff section neat and orderly?

    g.  Are sufficient storage bins or cabinets available for supplies, equipment, and publications?

    h.  Is there a secure storage area for supplies and equipment?

    i.  Is the access to the supply room or staff section controlled?

    j.  Can the supply room or staff section be adequately secured?

    k.  Is there a key control system for the supply room or staff section keys?

    l.   Is the ULLS S4 computer clean of dust, dirt, and grease?

    m.  Are vents on the ULLS S4 computer equipment free of blockage from books, paper, or other material?

18.  TRAINING 
    a.  Is the unit armorer personnel schooled trained?

    b.  Is the unit supply personnel schooled trained in ULLS?

    c.  Is there a unit-training program for logistics personnel?

    d.  Has the unit commander certified the ULLS operators and ensured data is loaded in ULLS-G.

19.  SUPPLY ECONOMY/MANAGEMENT OF EXCESS 

    a.  Has all excess property been reported to the Property Book Officer for disposition instruction within ten workdays?

    b.  Are all component excesses flagged for turn-in?

    c.  Have cross-leveling actions been taken on component excesses?

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

20.  SAFETY 

    a. Has the unit’s supply operation and work place have not had a recent internal inspection?  (HQ 21st TSC PAM 385-10, Safety and Occupational Health Program, Chapters 3 and 4)

    b.  Do the telephone instruments in the supply operation area have decals with emergency telephone numbers?  (AR 420-90, Chapter 6, and AR 385-10)

    c.  Are portable fire extinguishers inspected/serviced annually? (AR 420-90, OSHA Regulation Standard 29 CFR Part 1910 Subpart L, AR 385-10, and TB 385-4)

    d.  Are portable fire extinguishers readily assessable at their designated fire points? (OSHA Regulation Standard 29 CFR Part 1910 Subpart L, AR 420-90 and AR 385-10)

    e.  Are designated individual trained in the proper use of the portable fire extinguishers? (OSAH Regulation Standard 29 CFR Part 1910 Subpart L, AR 420-90 and AR 385-10)

21.  ARMS ROOM OPERATION 
    a.  Are scheduled services being performed IAW TM-20 and DA Form 2404 / 5988E (Equipment Inspection Maintenance Worksheet) retained until next service is performed?

    b.  Is a cleaning kit on hand for each weapon?

    c.  Is there a TM-10 on hand for each weapon?

    d.  Is the BII on hand or on valid requisition for all weapons?

    e.  Are all fixed headspace machine gun barrels matched with receiver and each barrel tagged with its receiver serial number?

    f.  Are all weapons loaded in ULLS-G for services?

    g.  Is the armor signed for all equipment in arms room?

    h.  Is the armor toolbox complete and hand receipt for on DA form 2062?

    i.  Has annual gauging accomplished for all weapons?

    j.  Does the unit have a DA Form 4604-R (Security Construction Statement) that is not more than 5-years old in the arms room indicating the highest category of weapons/ammunition authorized for storage?  (AR 190-11, para 2-2d)

    k.  If deficiencies are listed on the DA Form 4604-R, are compensatory measures being taken until the deficiencies are corrected?  (AR 190-11, para 2-4)
    l.  Has a request for a waiver or an exception been submitted for uncorrectable deficiencies noted on a physical-security inspection, or is one on file in the arms room? (AR 190-11, para 2-4)
   m.  Is the arms-room door provided with exterior security lighting?  (AR 190-11, para 4-2d)

    n.  Are switches for exterior lights installed so that they are not accessible to unauthorized individuals?  (AR 190-11, para 4-2d(4)

    o.  Are exterior security lights covered with mesh screen or vandal resistant lenses that will prevent their being broken?  (AR 190-11, para 4-2d(5)

    p.  Does the door allowing access to arms rooms containing category I and II arms meet the established criteria?  (AR 190-11, Appendix G)
    q.  Is the arms room door, other than the main entrance, secured from the inside with locking bars, dead bolts, or with approved secondary padlocks (American series 200 or 5200)?  (AR 190-11, para 4-2e(1)

    r.  Are the door hinges the fixed-pin security-hinge type or equivalent?  Are exposed hinge pins pinned, spot-welded, or otherwise secured to prevent removal?  (AR 190-11, para 4-2a, and Appendix G-1d(3)

    s.  Are the bars or steel mesh that protects windows and openings embedded in the structure of the building or welded to a steel frame that is securely attached to the wall with the fastening inaccessible from the exterior of the arms storage facility?  (AR 190-11, Appendix G-1e)
    t.  Are high security padlocks (S&G model 831B, NSN 5340-01-188-1560; Hi-Sheer model LK 1200, NSN 5340-00-799-8248; or S&G model 833C, NSN 5340-01-217-5068) used with high security hasp to secure the arms room door?  (AR 190-11, para 4-2e(1)

    u.  Are weapons stored in the arms room secured in standard-issue racks or locally fabricated arms racks or metal containers that are certified by the local engineers (DEH), and is the certificate filed in the arms room?  (AR 190-11, para 4-2c(3)

    v.  Are all weapons racks and containers secured to prevent removal of AA&E, and locked with approved secondary padlocks (American series 200 or 5200)?  (AR 190-11, para 4-2c(2) and (3)

    w.  Are weapons racks and ammunition containers that weigh less than 500 pounds fastened to the walls or floors, or are they chained together in-groups totaling more than 500 pounds?  (AR 190-11, para 4-2c(2)

     x.  Are the chains secured with approved secondary padlock (American series 200 or 5200), and are the chains heavy duty, hardened steel, galvanized of at least 5/16-inch thickness.  (AR 190-11, para 4-2c(2)

    y.  Are “Restricted Area” signs posted near the entrance on the outer wall of the arms room, at eye level, in English and the HN language?  AE Reg 190-13, para 2-9, c(4)

    z.  Are signs posted on the wall near the entrance to the arms storage room, vault, or building in both English and the HN language, announcing the presence of IDS?  (AR 190-11, para 3-6, Appendix F, and AE Reg 190-13, para 3-11)

    aa.  Is the primary and alternate key and lock custodians appointed in writing to ensure the proper custody and handling of arms room keys and locks?  (AR 190-11, para 3-8c)

    bb.  Does the unit have a current roster of personnel authorized to receive arms room keys, signed by the designated unit official and protected from public view?  (AR 190-11, para 3-8a)

    cc.  Are inventories of keys and locks conducted twice a year, and are the results documented and retained for 1 year?  The inventories may be documented on DA Form 5513-R?  (AR190-11, para 3-8e)

    dd.  Does the key and lock custodian maintain a record (DA Form 5513-R) identifying all keys and locks and combinations to locks used to secure arms room racks, containers, security chains, and all replacement or reserve keys and locks?  (AR 190-11, para 3-8c)

    ee.  Is a DA Form 5513-R used to ensure positive control of keys, and to establish responsibility for the custody of stored AA&E, and is the DA Form 5513-R retained for 90 days when completed?  (AR 190-11, para 3-8a)

    ff.  Have padlocks and keys that do not have a serial number been given one?  (AR 190-11, para 3-8e)

    gg.  Are keys providing access to category II AA&E or I that are not in use or are not attended stored in a class 5 GSA security containers or equivalent?  (AR 190-11, para 3-8b(2); DOD 5100.76M, Chapter 3, para H-1b)

    hh.  Are keys providing access to category III or IV AA&E that are not in use or are not attended stored in a container of at least 20-gauge steel (or equivalent strength) and equipped with approved secondary padlock (American series 200 or 5200) or GSA approved, built-in, 3 position, changeable combination lock?  (AR 190-11, para 3-8b(2)

    ii.  In the event of lost, misplaced, or stolen keys, was an investigation initiated immediately?  

    jj.  Is there replacement or reserve locks, cores, and keys secured immediately to preclude access by unauthorized individuals?  (AR 190-11, para 3-8b(3)

    kk.  Are padlocks not in use secured to the staple or hasp when the area or container is open to preclude theft, loss, or substitution of the lock?  (AR 190-11, para 3-8d)

    ll.  Are master key system or multiple key systems used? NOTE: This is prohibited (AR 190-11, para 3-8b(3)

    mm.  Are keys to arms room storage buildings, rooms, racks, IDS, or containers removed from the installation?  (AR 190-11, para 3-8a)

    nn.  When the responsibility for arms room keys is transferred between two authorized individuals, do both parties conduct a physical count of all arms and ammunition stored in the arms room?  (AR 190-11, para 9-11a(1)

    oo.  Is the count in 13 above recorded on DA Form 2062 (Hand Receipt) and maintained on file until the next serial number inventory is conducted?  (AR 190-11, para 9-11a(2)

    pp.  Is the arms room staffed, under constant surveillance (by individuals) or have an active IDS and checked by a security patrol (SDO, SDNCO, or guard) once every 8 hours?  (AR 190-11, para 4-2a(3) 

    qq.  In the event the IDS fails, are armed guards posted 24 hours each day to maintain constant obstructed observance of the storage structures, prevent unauthorized access to the storage structures, and make known any unauthorized access to the storage structures?  (AR 190-11, para 4-2f(1) 

    rr.  Is the IDS control unit door key (maintenance key) kept separate from other operational IDS keys, and is access permitted only to authorize maintenance personnel?  (AR 190-11, para 3-8a )

    ss.  Do personnel closing the protected are (arms room), ensure that the control unit is changed from “Access” to “Secure” before departing the arms room area?  (AE Reg 190-13, para 3 -11 a(7)
    tt.  Are procedures in effect at the monitoring station to verify the identity of personnel before opening and closing a facility protected by IDS?  (AE Reg 190-13, para 6-27) 

    uu.  Is a response- force identified and capable of responding to an alarm within 15 minutes or less?  (AR 190-11, para 3-6a)

    vv.  Is a DA Form 5513-R (Key Control Register) maintained for issuing and receiving IDS keys?  (AR 190-11, para 3-8)

    ww.  Do arms room personnel have a list of personnel authorized by the DEH and verified by the ASG or BSB security officer to perform maintenance, repair, and testing of IDS? (AE Reg 190-13, para 6-27)

    xx. Are all service members, civilian personnel, and family members who do not have a Weapon Possession Card (Waffenbesitzkarte, WBK), have their POFs stored in the unit arms room or RGC?  (AE Reg 190-6,  para 15b)

    yy.  Are POFs, ammunition, and weapons stored in unit arms rooms tagged with the name, grade, SSN, and DEROS of the owner; make, caliber, and serial number of the weapon; registration number and expiration date of the registration?  (AE Reg 190-6,  para 15e(2)
    zz.  Is USAREUR Regulation 190-6 posted on the unit bulletin board?  (AR 190-11,  para 4-5a(3)

    aaa.  Are POFs, ammunition, and other weapons secured in the arms room stored separate from military AA&E and protected by the same security measures (incl inventory and accountability) that is required for Government arms and ammunition? (AR 190-11, para 4-5a, and AE Reg 190-6, para 15)

    bbb.  Do personnel desiring to use their POF obtain written permission from their commander and sign the weapon out using the same sign-out/sign-in procedures as those required for Government weapons?  (AE Reg 190-6, para 15e(1)

    ccc.  Are POFs carried on field training exercises by anyone?  (AE Reg 190-6, para 16a)

    ddd.  Are prohibited items stored in the arms room?  (AE Reg 190-6, section II, page 39)

    eee.  Has the command conducted a security-screening program for all personnel who are assigned duties, which involves responsibility for control, accountability, or shipment of AA&E?  (AR 190-11, para 2-11a)

    fff.  Is security-screening checks recorded on DA Form 7281-R (Security Screening and Evaluation Record)?  Are DA Forms 7281-R kept in unit files until the individual departs or is relieved of his or her AA&E oriented duties?  (AR 190-11, para 2-11)

    ggg.  Have Government employees who operate a vehicle or provide security to a vehicle transporting category I, category II, or classified AA&E been the subject of a favorable NAC, ENAC, or foreign-national screening?  (AR 190-11, para 2-11a(1), and USAREUR Reg 604-1)

 hhh.  Have personnel authorized unaccompanied access to category I and II AA&E been subject to security screening program?  Did security screening include personal interviews by the individual’s commander, medical files check, personnel records check, and PM files check?  (AR 190-11, para 2-11c)

    iii.  Is the security screening checks updated every 3 years?  (AR 190-11, para 2-11e)

    jjj.  Are primary and alternate seal custodians appointed in writing and do they maintain or hard cover logbook that shows seal serial numbers dates issued; names of recipients; using offices, units, or activities; identification of items to which applied, dates and times applied; locations of items?  (AR 190-51, para D-2 and D-10c)

    kkk.  Are all seals not issued for actual use secured in a locked metal container with controlled access by the primary and alternate custodians, and is a recorded monthly inventory conducted?  (AR 190-51, para D-10b(6)

    lll.  Have procedures been established for checking seals and identifying actions to be taken on finding a broken seal?  (AR 190-51, para D-10e)

    mmm.  Are used seals defaced to prevent unauthorized reuse?  Are used seals properly disposed of?  (AR 190-51, para D-10f)

    nnn.  Has a written SOP been established for the activity, approved through command channels, and maintained on file?  (AR 190-11, para 1-12a) 

    ooo.  If the facility is a consolidated arms room, have procedures been established in a written LOA to assign responsibility for access, issue, receipt, and physical accountability for all items?  (AR 190-11, para 4-4) 

    ppp.  Does the LOA identify the unit, which has the responsibility for overall security of the facility?  (AR 190-11, para 4-4)

    qqq.  If ammunition is stored in the arms room, is it consistent with operational requirements, authorized in writing by the unit commander, and inventoried by lot number during the monthly serial number inventories?  (AR 190-11, para5-8c (1) (a),  and DA PAM 710-2-1, para 9-11b(3)

    rrr.  Is the ammunition authorized for storage in the arms room, stored in separate containers from weapons, and secured in banded crates or metal containers equivalent to standard issue metal wall lockers?  (AR 190-11, para 5-8c(2)

    sss.  Are monthly serial number weapon inventories being conducted by an NCO, warrant officer, commissioned officer, or DOD civilian appointed by the responsible officer, and not by the same person in consecutive months?  (AR 710-2, para 2-12, and DA PAM 710-2-1, para 9-11b)

    ttt.  During monthly arms room serial number and sensitive item inventories, is loose ammunition that is not banded and in sealed containers counted and annotated on the inventory sheet showing total rounds on hand by type?  NOTE:  Ammunition in banded or sealed containers must be counted by containers and inspected to ensure bands and seals are intact?  (DA PAM 710-2-1, para 9-11b(3)

    uuu.  Are monthly arms room inventory records maintained for at least 2 years?  (AR  190-11, para 6-2b(2)(b)1)

    vvv.  Are tools (such as hammers, bolt-cutters, and chisels), that could be used to assist unauthorized persons to gain access to arms storage facilities readily accessible to intruders?  (AR 190-11, para 4-18a)

    www.  Is the most recent physical security inspection report maintained on file in the unit?  (AR 190-13, para 2-12)

    xxx.  Have deficiencies (findings) noted on inspection reports been corrected, and has RBI reported action taken to the PM office?  (AR 190-13, para 2-12)

    yyy.  Are category II AA&E storage facilities checked by a security patrol on an irregular basis (not exceeding 8 hours) after duty hours?  Are these checks recorded on SF 702, and maintained on file for 90 days?  (AR 190-11, para 4-2f(2)(a)

    zzz.  Has the commander provided written approval for storage of high value items (such as night vision devices, compasses, and field glasses) in the arms room?  (AR  190-11, para 4-18)

    aaaa.  Has a “two-person rule” been established for access to category I missile and rocket storage facilities?  (AR 190-11, para 5-9c)

    bbbb.  Are inert and expanded launcher tubes, inert mines, inert rocket-launcher training devices, and practice rockets secured as category IV AA&E?  (AR 190-11,  para 5-2c(3)

    cccc.  Has the unit armorer signed for all property in the arms room ?  (AR 710-2, para 2-10)




