AR 710-2

Appendix 4
Annex 2  (Command Supply Discipline Program) to Annex G, Center Brigade SOP, 16 August 2000

Brigade Command Supply Discipline Program & Property Accountability

1. Purpose: To provide local and regulatory guidance to all section leaders, primary and sub-hand receipt holders, and users.

2. Discussion: We have two goals: first, to procure supplies and equipment based on a utilization plan that supports our mission. Second, to prevent waste, fraud, and abuse by only purchasing authorized items that are needed to enhance the Brigade’s mission.

3. Commander’s Intent: To ensure the Brigade Logistics Team establishes a comprehensive Command Supply Discipline Program. This program is to establish standardized supply discipline and supply economy procedures for all primary receipt holders, sub-hand receipt holders, and users. It’s also implemented to provide all personnel assigned / attached to the Brigade the Logistical knowledge necessary to account for, use and safeguard Army supplies and equipment at all levels. Reference for this program are outlined in the FSH Consolidated Installation Property Book Office (CIPBO), Appendix B, and Army Regulation 710-2, Army Regulation 735-5, DA Pamphlet 710-2-1.

a. supervisory Personnel:
Individuals in a position of responsibility whose duty involves supply operations. Examples are PHRHs, sub-hand receipt holders and users.

b. SUPPLY ECONOMY:
The conservation of material by every individual dealing with Army supplies to ensure that only the proper item in the necessary amount is used to accomplish the task.

c. Supply Discipline:
The compliance with established Department of the Army regulations to effectively administer supply economy. Supply discipline applies to all functions and levels of supply and to the effective use of supply funds.
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4. GENERAL:

a. The goal of the CSDP is to reinforce, support, and report on attainment of standards necessary to accomplish the organization’s mission(s). Organizations are expected to establish procedures and polices that facilitate the maintenance of high standards on a daily basis. The CSDP focuses on and measures the commander / department chief and staff’s ability to obtain this state.

b. The intent of the CSDP is to evaluate the effectiveness of evaluation programs, teach organizational personnel, and ensure regulatory compliance consistency.

c. The CSDP is designed as the Commander’s program directed at eliminating noncompliance with supply regulations and local polices. It will evaluate all aspects of an organization that could effect its regulatory compliance, logistic support practices and business improvements. The CSDP is designed to assist primary and sub-hand receipt holders, making them aware of supply conditions within their respective staff sections. The CSDP is not intended solely as an inspection program. Responsible personnel are expected to use the program to:

1. Gain familiarity with establishing policy.

2. Enforce compliance with policy by sub-hand receipt holders and subordinate personnel at all levels.

3. Evaluations are to monitor performance. The findings (problems that exist and the corrective action required) are presented to the Brigade Commander.

5. Requirements:

a. A compilation of existing requirements is establishing in the Center Brigade Command Supply Discipline (CSDP) Checklist (enclosure 1 – 3). The present supply Oriented supervisory responsibilities are listed according to level of responsibility. 

Reference: AR 710-2

b. Each level of command will review the CSDP Checklist for completeness and make necessary additions to account for any uniqueness.

6. Implementation:

a. Each Commander or Director will provide the personal interest and direction necessary to establish and ensure the success of his or her CSDP.

b. The CSDP will be incorporated into existing resources in the command / department to avoid redundancy of effort.

c. Each command / director level above the unit / department level will appoint a CSDP coordinator to assist the Commander / Department Chief with establishing and monitoring the CSDP.

7. Evaluations:

a. The purpose of evaluations is to determine whether or not an organization is complying with regulatory guidance.

b. The requirements listing establish the minimum standards.

c. Each command / department level is required to evaluate the next lower level of operation. Further evaluations of lower levels are as command directed.

d. The frequency of evaluations is as follows:

1. Internal evaluations will be conducted annually of 90 days after the change of a primary hand receipt holder.

2. External evaluations will be conducted semi-annually.

3. Evaluators will record findings on each applicable CSDP Checklist. The results of the last evaluation will also be reviewed to determine if past deficiencies were resolved. Resolved and repeat findings will be noted.
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4. The organization’s supervisor will be briefed on the evaluation findings at the completion of the evaluation. The supervisor, during the out-brief, will establish a suspense date for resolution of each discrepancy.

5. The supervisor’s chain of command is authorized to grant extensions to the establish suspense date.

6. In the case of repeated findings, the chain of command will be notified of the problem upon completion of the evaluation in order to reestablish compliance.

7. If major problems or policy questions are surfaced during a CSDP evaluation, these findings will be elevated through the chain of command to the level capable of resolving o\the problem.

8. Documentation:

 1. The evaluated organization / department will be provided copies of each evaluation made under the CSDP. The copies will be maintained until the next evaluation is complete.

a. Establish policy for the development and conduct of CSDP.

b. Provide resources to establish a Brigade Logistics Team and a comprehensive CSDP.

9. Responsibilities:

a. Brigade Commander will:

1. Evaluate the effectiveness of the CSDP.

b. Center Brigade Logistics office will:

1. Serve as the CSDP coordinator for the Brigade.  Also, ensure that a copy of the appointment order is on file.
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2. Establish evaluation policies for subordinate levels of command and ensure compliance, lead evaluation process for subordinated organizations.

3. Conduct semi-annual evaluations of all PHRHs using Center Brigade CSDP checklist to ensure compliance with supply regulations.

4. Conduct initial evaluation for PHRH within 90   days after change of responsibility and within 90 days from assumption of command.

5. Coordinate, prepare, process, ad submit evaluation reports.

6. Conduct follow-up evaluations of unsatisfactory areas identified during previous evaluations to ensure compliance with established standards.

7. Assist with the establishment of Organizational Improvement Plans (OIPs) to minimize disruptions and allow subordinate elements to apply corrective actions between evaluations.

8. Serve as the focal point for the AMEDDC&S to schedule all internal and external evaluations relating to logistics.

9. Keep the Brigade Commander informed of the status of supply discipline within the Brigade.

10. Report to the Installation Consolidated Property Book Office and Center Brigade Commander, any supply requirements that cannot be completed due to conflict with regulatory guidance.

11. Maintain written reports (two years) on all command and staff assistance or evaluation visits.

12. Upon request, teach and assist organizations.

13. Conduct technical assistance visits for commanders and department chiefs upon request (subject to availability of resources).
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14. Evaluate the effectiveness of the SOP.

c. Battalion Supply Activity Centers:

1. Comply with local and DA policies outlined in FSH CIPBO handbook, Chapter 2, Para 2 – 3 and Table B1, Army Regulation 710-2, Brooke Army Medical Center Logistics Division Customer Assistance Handbook and Brigade Logistics Polices and Checklists.

2. Use the checklist as a guide in the routine performance of all sub-hand receipt holders’ duties. Conduct semi-annual self-evaluations of your section using the applicable portions of Center Brigade CSDP Checklists.

3. Schedule internal evaluations of subordinate units.

4. Forward immediately corrective actions and record of all deficiencies during CSDP evaluations to the Brigade Logistics Office.

5. Provide a listing of problems to Center Brigade Logistics Office, identifying any requirements within the listing that may hinder or prevent you from accomplishing your mission.

d. Primary Hand Receipt Holders will:

1. Comply with local and DA policies outlined in FSH CIPBO Handbook, Chapter 2, Para 2 – 3 and Table B1, Army Regulation 710-2, Brooke Army Medical Center Logistics Division Property Management Customer Assistance Handbook and Brigade Logistics Policies and checklists.

2. Schedule internal evaluations.

3. Use the checklists as a guide in the routine performance of all sub-hand receipt holders’ duties.

4. Conduct semi-annual self-evaluations of your section using Center Brigade CSDP Checklists.
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5. Forward immediately corrective actions and record of all deficiencies during CSDP evaluation(s) through the Battalion Supply Activity Center (SAC) to the Brigade Logistics Office.

6. Provide a listing of problems through the Battalion SAC to Center Brigade Logistics Office, identifying any requirements within the listing that may hinder or prevent you from accomplishing your mission.

7. Sign the Primary Hand Receipt Holder Statement, which indicates that you understand your responsibilities and duties.

8. Attend mandatory training within 90 days of assuming your duties and annual refresher thereafter.

e. Battalion Commander, Division Chief, and Branch Chief responsibilities:

1. Ensure compliance with this SOP.

2. Appoint a CSDP coordinator. Ensure that a copy of the appointment order is on file.

3. Brief the PHRH on his responsibilities.

4. Ensure the PHRH signs the Hand Receipt Holder Statement.

5. Sign the Hand Receipt Holder Statement and forward a file copy to the Battalion SAC.

10.  Leased Equipment:

a. General:

1. In order to comply with AR 710-2-1, Para 4-1 I,”ADPE that is obtained through lease contracts for a period time of six months or longer must be accounted for in the property book.

2. All leased equipment will be inventoried IAW FSH Policy Letter 13 dated 29 May 1998, Subject: Inventory of Leased and Government owned equipment.
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11. Violation of the SOP:

1. Failure to comply with established inventory procedures may result in one or more of the following:

a. Hand Receipt frozen

b. Credit Card account frozen

c. Inability to clear the installation

12. Conclusion:

1. An effective command supply program provides the commander, department chiefs, battalion S4s, and all hand receipt holders a clear understanding of the higher command goals, standards, priorities, it establishes a feedback loop for issues that impact on mission accomplishment.

   13.Point of Contact is CPT Whitehead at 221-5753.

 1. References:

a. AR 71*-2

b. AR 735-5

c. DA Pam 710-2-1

d. MEDCOM Regulations 700-1

e. 30th Medical Brigade CSDP Checklist

f. FSH Regulation 190-13

g. FSH Consolidated Installation Property Customer Procedures Manual

h. Brooke Army Medical Center Logistics Division Property Management Customer Assistance Handbook
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Memorandum For Hand Receipt Holder

Subject: Hand Receipt Holder Responsibilities.

1. You have been appointed Hand Receipt Holder for Hand receipt ________________.

2. In accordance with AR 710-2 and AR 735-5, you are charged with certain responsibilities for safeguarding government property.

3. The issuing of property on a hand receipt establishing your direct responsibility for the property listed. Your signature on the hand receipt certifies that you have physically inventoried all of these items.

4. As hand receipt holders, you are responsible for conducting:

a. A monthly Sensitive Item Inventory.

b. A six-month update (to be conducted when your hand receipt has posted change documented over 100 days old).

c. An annual physical inventory.

d. Or as directed by the commander.

e. Issues property may not be further transferred to another activity without prior written approval of the Property Book Officer.

5. You are responsible for requesting the turn-in of any property or declared excess to the needs of your department. You are responsible for accomplishing certain administrative procedures prior to equipment being accepted as a turn-in Contact your Hand Receipt Manager for instructions.

6. You are responsible for requesting maintenance and repair of equipment as needed from Brooke Army Medical Center.
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7. You are responsible for notifying the Property Book Officer immediately when any equipment, supplies or services, received directly by you from a vendor. You must forward any shipping documents, invoices, receiving reports and / or other documentation to the Property Book Officer and your SAC. Failure to do so will result in the initiation of an investigation by this office.

8. You may be relieved of direct responsibilities for property listed on the hand receipt by one of the following methods:

a. Turn-in of the property to the Property Book Officer, validated by a signed receipt.

b. Transfer of the property to another Hand Receipt Holder, validate by a signed receipt and furnish a copy to the Property Book Officer.

c. Transfer of the hand receipt to a new duty appointed Hand Receipt Holder.

d. Initiation and submission of a DA Form 4697, Report of Survey for lost, Damaged, or Destroyed Property, to the property Book Officer.

e. Submission of a DA Form 362, Statement of Charges / Cash Collection Voucher, or DD Form 1131, Cash Collection Voucher. 

9. You will become familiar with DA Pam 710-2-1, Chapter 3, 4, 5, 6, 9 and the AR 735-5 CIPBO Handbook, and BAMC Customer Assistance Handbook, as they relate to the Hand Receipt Holder responsibilities. The Company Commander must ensure that a new Hand Receipt Holder is appointed to the hand receipt before 30days of his/her departure of duty station. And ensure hand receipts are cleared prior to final out-processing from their unit/installation.

10. An interim hand receipt will be appointed if you are out of the area of operation for more than 30das.

FOR THE COMMANDER

Michelle Whitehead

CPT, MS

Center Brigade, S-4
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Office Symbol 1st End

I have read and understand my responsibilities as outlined in the basic correspondence for the property listed on the Hand Receipt ____________. I will transfer responsibility to a new Hand Receipt Holder prior to moving to a new duty station and prior to obtaining clearance for ETS, PCS, or extended TDY beyond a 30-day period and/or retirement.

Signature ______________________________

Name / Grade ___________________________

Duty Position __________________________

Office Symbol 2nd End

As the supervisor for the Hand Receipt Holder for __________, I will become familiar with DA Pam 710-2-1, Chapters 4,5,6,9 and AR 735-5. I am required to enforce all security, safety, and accounting requirements for all government property issued to or used by my subordinates. If I fail to do so, I understand that I may be found peccable for lost or damage of government property issued / used by my subordinates.

Signature ______________________________

Name / Grade ___________________________

Duty Position __________________________

Sample
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Officer Symbol (640a)

Date: _______________

Battalion Sac, Fort Dam Houston, Texas 78234.

Memorandum Thru commander, Center Brigade, ATTN: MCCS-AL, Fort Sam Houston, Texas 78234

For director Readiness And Logistics Business Center, ATTN: MCGA 

Subject: Request for Duty Appointment

1. Request the effective (Date), (Rank), (Name), and (SSN), be designated as Hand Receipt Holder for Hand Receipt (Hand Receipt Number) Vice (Rank) (Name), (SSN).

2. Authority: AR 710-2

3. Purpose:

a. To assume direct responsibility for government property issued on the above identified hand receipt.

b. To coordinate all matters pertaining to the requisitions, receipt, and accounting for equipment and non-medical supplies required by the hand receipt activity.

4. Period:

a. From (Date) until officially relieved or released from appointment.

5. Special Instructions:

a. Individuals will become familiar with DA Pam 710-2-1, chapters 4-6, and 9, AR 735-5, and BAMC Memo 700-1.

Signature Block of Dept./Div. Chief:

____________________________________

Sample
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Date: ________________

Memorandum Thru Battalion SAC, Fort Sam Houston, Texas 78234

For Readiness and Logistics Business Center, ATTN: MCGA-DL-PB, Fort Sam Houston, Texas 78234

Subject: Interim Hand Receipt Holder

1. Effective (Date), (Rank), (Name), (SSN), will be the interim Hand Receipt Holder for (hand receipt code), during the period (dates).

2. The current Hand Receipt Holder will be (reason).

3. Point of contact for this action is the undersigned at (phone number).

Signature Block of Supervisor:

______________________________

Signature Block (Hand Receipt Holder) Signature Block (Interim Hand Receipt Holder)

