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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                       IN REPLY REFER TO:
                                                      BaseO P4400.23

                                                      LSP

                                                      9 OCT 1997

BASE ORDER P4400.23
From:  Commanding General

To:    Distribution List

Subj:  STANDARD OPERATING PROCEDURES FOR BASE PROPERTY CONTROL

       (SHORT TITLE:  SOP FOR PROPERTY CONTROL)

Ref:   (a) UM 4400-124

       (b) MCO P4400.150

       (c) MCO P4400.82

       (d) MCO 4400.16 

       (e) BaseO P4400.16

       (f) UM 4400-71

       (g) JAG Manual

       (h) SECNAVINST 5500.4

       (i) BaseO P8020.10

       (j) MCO 10110.40

       (k) MCO 10110.14 

Encl:  (1) LOCATOR SHEET

1.  Purpose.  To publish property control procedures for Marine

Corps Base Hawaii (MCBH) and all tenant commands.

2.  Cancellation.  ASO P4400.20B.

3.  Action.  Addressees shall ensure that all affected personnel become familiar with the contents of this Manual.

4.  Summary of Revision.  This manual has been reformatted and 

contains major changes.  The major modifications to this Manual are

as follows:

    a.  Paragraph 1002.  Provides guidance on Responsible Officer 

(RO) nominations.

    b.  Paragraph 2001.  Deletion of armory as a property control office function. 

    c.  Paragraph 3001.  Provides guidance for requisitioning Base property.

BaseO P4400.23 

    d.  Paragraph 4002.  Provides guidance on adjustment transactions.

    e.  Paragraph 6002.  Provides guidance on special allowances.

    f.  Chapter 8.  Reserved for future use.

    g.  Paragraph 10003.  Provides ammunition procedures.

    h.  Paragraph 10006.  Provides Defense Reutilization Marketing Office (DRMO) procedures. 

5.  Recommendations.  Suggestions and recommendations on the contents of this Manual are invited and may be submitted to the Commanding General, MCBH, Kaneohe Bay (LSP).

6.  Applicability.  This Manual applies to MCBH and all tenant commands.

7.  Certification.  Reviewed and approved this date.

                                W. C. PEOPLES

                                Deputy Commander

DISTRIBUTION:  A plus LS (150)
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                                                       ENCLOSURE (1)
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CHAPTER 1

GENERAL

1000.  PURPOSE.  To provide for control and accountability of property on charge to the Commanding General (CG), MCBH per UM 4400-124 and MCO P4400.150.  The property control system must:

1.  Provide guidance for the acquisition, record maintenance and

disposition of Base property.

2.  Provide management of Base property through established allowance lists.

3.  Establish uniform record keeping procedures for use by all assigned RO's.

1001.  APPLICABILITY
1.  This Manual applies to:

    a.  Commanding Officers.

    b.  Department/office heads.

    c.  RO's appointed to administer accounts under the direction of the Base Property Control Officer (BPCO).

2.  No deviations from this Manual are authorized without prior approval of the CG, MCBH.

1002.  ACCOUNTABILITY AND RESPONSIBILITY
1.  Commanding General, MCBH.  The CG, MCBH shall appoint RO's for Base property.  These written appointments to the individuals concerned shall be per nomination letters received from unit commanding officers/department heads.  A sample appointment letter is in figure 1-1.

2.  Base Property Control Officer.  Under the authority delegated by the CG, MCBH, the BPCO is directly responsible to coordinate and administer the supply function within the Base.  Specific responsibi-

lities are:

    a.  Plan, coordinate and supervise the acquisition, storage, control, issue, and recovery of all supplies and equipment.                                                             
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    b.  Furnish advice, information, and recommendations on supply matters, including property accounting, property responsibility, and standardization of material.

    c.  Coordinate and monitor the submission of all government  property missing, lost, stolen or recovered (MLSR) by Base and tenant units.

    d.  Coordinate and monitor controlled item reporting.

    e.  Conduct technical review of all investigations conducted by Base and tenant units on material/equipment condition or related supply matters in conjunction with the Staff Judge Advocate.

    f.  Review all Base property turn-in and withdrawal documentation from Defense Reutilization & Marketing Region, Pacific (DRMR), to ensure proper use of this agency.

    g.  Monitor Not Mission Capable Supply (NMCS) requisitions and request supply assistance to expedite shipment of NMCS requisitioned material from integrated item managers (IMM).

    h.  Monitor priority code assignments for requisitions processed.

    i.  Conduct formal MOS training.

    j.  Perform such other supply administration, managerial, and technical duties as the CG, MCBH, may direct.

3.  Command Responsibility.  Material accountability is inherent in

command.  Unit commanders/department heads shall ensure that autho- rized allowance items are maintained and that government property entrusted to their commands is properly safeguarded, maintained, and accounted for.  While the authority to perform the accounting function may be delegated to the BPCO, the final responsibility for the  effective accomplishment of the supply function remains with the commanding officers/department heads.

    a.  Commanders of tenant commands and department heads of Base activities shall designate an officer/SNCO, or civilian equivalent to assume custody of all Base property in their respective areas.  This designation shall be in writing, signed by the commanding officer of the unit or department head (by direction letters are unacceptable), and provided to the CG, MCBH (LSP) via the appropriate chain of command.  The letter designating an officer/SNCO or civilian to assume custody of Base property must be provided to the CG, MCBH no later than 45 days before the anticipated relief of the currently assigned RO.  A sample nomination letter is in figure 1-2.  The appointed individual must be able to hold the position as RO for at least 6 months; preferably 1 year or longer.
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    b.  Commanding officers/department heads are responsible to ensure nominations of RO's are submitted in sufficient time to ensure a contact relief with the incumbent RO.

4.  Responsibilities/Duties of RO's
    a.  General Information.  The RO shall ensure strict compliance with the duties of the position.  In general, the RO is responsible for the care, condition, and safeguarding of all equipment assigned or in the possession of those under his/her supervision.  Accountability of Base property shall always rest with the CG, MCBH. 

    b.  Responsibilities/Duties

        (1) Have in possession and in serviceable condition, or on order, all items of authorized material required to properly perform the mission assigned.  These items shall be listed on the RO's Consolidated Memorandum Receipt (CMR) list.  The RO shall properly maintain, safeguard and employ the equipment.

        (2) Determine by frequent inspections that all equipment on hand is complete and serviceable.

        (3) Ensure all personnel are properly instructed in the care, use, and maintenance of public property.  The RO shall rigidly enforce such instructions.

        (4) Maintain records which reflect the status of all property in charge (e.g., CMR, requisitions, receipts, turn-ins, etc.).

        (5) Designate, in writing, one or more individuals as autho-

rized representatives to receipt for property.

        (6) Conduct a semiannual physical inventory and serial number validation with the BPCO, as directed, to identify and adjust all discrepancies.

        (7) Make immediate reports to the CG, MCBH via the BPCO when there is loss of, damage to, or destruction of responsible property. 

        (8) Report to the BPCO any property on hand which is not  included on the CMR, thereby permitting recovery or inclusion in the property records.

        (9) Request disposal instructions for all property in  excess of authorized allowances, and for all property which is not required to perform the assigned mission.  Conduct limited technical inspections (LTI's) as appropriate, to determine exact condition code before turn-in to the property control branch.

                                                                 1-5

1003                  SOP FOR PROPERTY CONTROL

        (10) Before transfer of property to a successor, take a  joint, physical inventory of the property on hand, and reconcile and settle property records with the BPCO.  The BPCO shall report, in writing, any discrepancies to the CG, MCBH before relief of the old RO.

        (11) Maintain a document register of all requisitions and turn-in documents submitted to the BPCO.

        (12) Make periodic reconciliations of outstanding requisitions with the BPCO.

        (13) As a minimum, subcustody all equipment to units/sections within the command, using the Equipment Custody Record (NAVMC 10359) or other internal control measures.                       

        (14) Submit requisitions for organic and plant property ($5,000-$15,000) to the BPCO, per chapter 3 of this Manual.

        (15) Responsibility is the obligation registered with any individual acting in a commanding or supervisory capacity who is re-

quired to have personal possession of or general supervision of

government property to ensure that the items are maintained, used

or disposed of only as authorized. 

        (16) RO's will accept the CG, MCBH appointment as shown in figure 1-3.

1003.  EXAMINATION AND ANALYSIS OF RECORDS AND OPERATIONS
1.  Responsibility.  Examinations of supply account records and  operations are periodically conducted by representatives of the Property Control Branch and Field Supply and Maintenance Analysis Office (FSMAO).  Notification of arrival and dates is normally provided in advance.

2.  Specific duties of the Property Control Management Team
    a.  Make command evaluation visits to Base property accounts.

    b.  Perform detailed technical inspections as directed by the CG, MCBH.

    c.  Assist RO's in interpreting supply directives.

    d.  Publish periodic procedural guidance memorandums.

    e.  Assist units with inventory problems when requested.

    f.  Conduct annual inventories of all Base property accounts.
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1004.  THE PRIVACY ACT.  The Privacy Act requires that activities soliciting personal information from individuals, which will or may   be incorporated into a system of records, provide the individual concerned with a Privacy Act Statement.  All supply activities shall comply with the Privacy Act and implementing directives; references MCO P5211.2, MCO 5211.3, and MCBuls in the 5211 series apply.

1005.  TURNOVER FILES/DESK TOP PROCEDURES.  Desktop procedures and turnover files are an effective means to provide functional areas     with fingertip extracts.  Desktop  procedures, turnover files, or     both shall be maintained to help incoming personnel become familiar with their duties.

1006.  DEFINITIONS.  A glossary of terms used in this Manual is in appendix A.  Further definitions are in part IV, section 6 of         UM 4400-124 and enclosure (1) of MCO 10160.8.

1007.  HOURS OF OPERATION.  Due to the number of Base property accounts, RO's will be assisted by appointment only.  Phone 257-2885/2236 for an appointment schedule.

                                                                 1-7

                       SOP FOR PROPERTY CONTROL

UNITED STATES MARINE CORPS

Marine Corps Base Hawaii

Kaneohe Bay, Hawaii  96863-3002

                                                            4400

                                                            LSP

                                                            (Date)

From:  Commanding General, Marine Corps Base Hawaii 

To:    (Name of Appointee)

Subj:  APPOINTMENT OF RESPONSIBLE OFFICER FOR BASE PROPERTY

Ref:   (a) BaseO P4400.23  

1.  Per reference (a), you were nominated by your Commanding Officer/Department Head to become your command's representative for Base Property.  Accordingly, you are hereby appointed as the Responsible Officer for (name of unit/department), Account Number (as assigned by the BPCO) in the subcustody of property to the user level.

2.  You shall become thoroughly familiar with, and comply with BaseO P4400.23, in performing your duties.  Your personal concern and involvement are essential to prevent loss or damage to Base property.

3.  You and (name of individual relieved) shall personally conduct a joint physical inventory of all Base property held by your Commanding Officer/Department Head, using lists provided by the Base Property Control Officer.  Within 15 days from the date of this letter, you shall report the results of the inventory in writing, via your Commanding Officer/Department Head to the Commanding General, Marine Corps Base Hawaii (LSP), and sign a Consolidated Memorandum Receipt for those items of Base property held by your command/department.

4.  If you are to be absent from your account due to PCS, TAD, leave, hospitalization, etc., for more than a period of 30 days, you shall notify the Base Property Control Officer, and ask your Commanding Officer/Department Head to nominate another Responsible Officer, so a transfer of property accountability can be accomplished before your departure.  Before your relief or at other times as deemed necessary, you shall report all overages and shortages to the Base Property Control Officer.

5.  To effect your acceptance of this appointment, including your  agreement to hold yourself accountable to the United States for all Base property held by your command/department, please sign the attached endorsement on the original and all copies. 

       Figure 1-1.--Sample Letter of Appointment of Responsible                            

                    Officer for Base Property.
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Subj:  APPOINTMENT OF RESPONSIBLE OFFICER FOR BASE PROPERTY

6.  (Name of individual relieved) is relieved as Responsible Officer when the action required in paragraph 3 is complete.

                               ______________________________                              

                                  (Signature of CG, MCBH)    

Copy to:

(Unit/Department)

LSP

   Figure 1-1.--Sample Letter of Appointment of Responsible Officer 

                for Base Property--Continued.
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(UNIT HEADING)

                                                               4400

                                                              (Code)

                                                              (Date)

From:  Commanding Officer/Department Head,(Unit/Department)

To:    Commanding General, Marine Corps Base Hawaii (LSP)

Subj:  NOMINATION OF RESPONSIBLE OFFICER FOR BASE PROPERTY ISSUED TO         THIS COMMAND/DEPARTMENT

Ref:   (a) BaseO P4400.23

1.  Per the reference, please appoint the following named Officer/

SNCO/Civilian as the Responsible Officer for Base property.

NAME                    RANK               SSN                RTD
2.  Upon appointment of (name of appointee), and completion of a  minor property joint inventory for Base property, Account Number (as assigned by the BPCO), (name of individual relieved) will stand relieved.

                                 ___________________________________                                                                        

                                (Commanding Officer/Department Head 

                                Signature)    

Copy to:

Appointee

Individual Relieved

     Figure 1-2.--Sample Format of Responsible Officer Nomination                       

                  Letter.
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 (HEADING)

                                                               4400

                                                              (Code)

                                                              (Date)

FIRST ENDORSEMENT on CG MCBH, Kaneohe Bay ltr 4400 LSP of (Date)

From:  (Name of Appointee)

To:    Commanding General, Marine Corps Base Hawaii (LSP)

Subj:  APPOINTMENT OF RESPONSIBLE OFFICER FOR BASE PROPERTY

1.  I, (name of appointee), accept my appointment as Responsible  Officer for Account Number (as assigned by the BPCO), and hold myself accountable to the Government of the United States for the value of the account as determined by the relieving inventory.

                                   _______________________                       
                                  (Signature of Appointee)

     Figure 1-3.--Sample Format for Responsible Officer Acceptance    

                  Endorsement.                                       
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CHAPTER 2

ORGANIZATION AND FUNCTIONS OF THE
BASE PROPERTY CONTROL DIVISION

2000. ORGANIZATION. The Base Property Control Division is one «
the seven divisions within the Base Supply Department, and is
organized as shown below. For this Manual, only sections in the
property control office are shown.

BASE SUPPLY
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2001.  FUNCTIONS
1.  The Director, Property Control Division, is responsible to plan, organize, direct and supervise all matters concerning Base property, including budgeting, requisitioning, receipt, storage, issue, mainte

nance and property record keeping.

2.  The property control office is organized into five sections whose functions are as follows:

    a.  The admin section is responsible to:

        (1) Maintain ammunition accounting records for MCBH.

        (2) Requisition/issue Packaged Operational Rations (POR) to MCBH activities.

        (3) Maintain publications and correspondence files.

        (4) Coordinate disposal/turn-in of unserviceable/excess gear.

    b.  The accounting section is responsible to:

        (1) Establish and maintain all formal and informal accounting records for Base property per UM 4400-124 and MCO P4400.150.

        (2) Maintain the Mechanized Allowance List (MAL) for all Base property.

        (3) Establish and maintain a current folder for each Base     property account containing original RO's appointment letter, RO's  written delegation of authority for personnel in member's organiza- tion to receipt for supplies (if applicable), the CMR signed by the RO, and other pertinent information regarding the account.

        (4) Perform all the property accounting functions necessary   to requisition, receipt, storage, issue, and dispose of Base property.

        (5) Coordinate required inventories and budget submissions.

        (6) Monitor MLSR government property reports submitted by     RO's command/department.

        (7) Prepare controlled items reports per MCO P4400.82.

        (8) Prepare small arms serial number inventory reports (Report Symbol MC-8300-01) to Naval Weapons Support Center (NWSC), Crane, Indiana per MCO 8300.1.
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        (9) Prepare other reports on Base property as required by current directives.

    c.  The requisitioning section is responsible to:

        (1) Prepare formal requisitions for property, supplies and services.

        (2) Maintain the pending and completed transaction files.

        (3) Prepare follow-ups on outstanding requisitions.

        (4) Coordinate the maintenance of all washing machines and dryers in bachelor quarters aboard the Base.

        (5) Coordinate the maintenance of all office machines and labor saving devices listed on Base property CMR's.  Maintain repair history data on all office machines and labor saving devices.

    d.  The warehouse section is responsible to:

        (1) Physically receive, store, and issue all Base property.

        (2) Maintain stock locator records of all property items on-hand in the warehouse.

        (3) Assist units in turn-in of all unserviceable and excess serviceable property to DRMO.

    e.  The laundry section is responsible to:

        (1) Operate a Base laundry call room to receive linen,

organizational clothing and property requiring cleaning from all      units aboard the Base.

        (2) Coordinate the cleaning of property with the laundry contractor.

        (3) Maintain a stock of linen for issue to units aboard the Base in direct exchange for dirty or unserviceable items.

        (4) Conduct operations per chapter 7 of this Manual.
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CHAPTER 3

 REQUISITIONING AND TURN-IN PROCEDURES

3000.  GENERAL INSTRUCTIONS
1.  The BPCO is responsible to provide Base property for its units    and tenant commands.  This property shall be obtained from items carried in stock, recycled DOD property, or procurement using appro-

priated funds.  Requisitioning of personnel support equipment (PSE) for unaccompanied personnel housing and furniture for administrative offices and dining facilities shall be per MCO P10150.1.

2.  Submission Procedures.  RO's shall submit requisitions for Base property, PSE and Plant property (over $100,000) to the BPCO.  All requisitions submitted shall be within established allowances per chapter 5 of this Manual.

    a.  Only RO's are authorized to sign requisitions processed to    the BPCO.  In the absence of the RO, only the CG, MCBH and unit    

commanding officers/department heads are authorized to sign requisitions.

    b.  A fluctuating financial position throughout the fiscal year periodically prohibits immediate procurement of all requirements received by the BPCO.  Should this situation exist when validated requisitions are received, the requisition shall be maintained in a suspense file until funding is available.  A letter advising the RO   of the suspense action shall be provided.  A monthly reconciliation schedule shall be issued to each RO.  The RO is responsible to ensure use of the appointment.

    c.  Lack of funds should in no way deter RO's from submitting valid requisitions.  In addition, RO's should be aware that most fur-

niture items are under a special order program within UNICOR/GSA and as a result require a minimum lead time of 5 months from the date the requisition is placed by the BPCO.

3001.  REQUISITIONING INSTRUCTIONS
1.  These instructions apply to all Base and tenant units submitting requests for property as well as preparing turn-in and transfer documents to the BPCO.

2.  Each RO shall maintain a document register to maintain adequate control of the documents submitted to the BPCO per the requisition-

ing and turn-in procedures of this chapter.  Figure 3-1 shows the recommended format to be used by RO's for the document register.      This format contains the minimum required information.  Each RO may add information as desired.
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The importance of this document cannot be overemphasized since each   RO is obligated to the CG, MCBH and their respective commands to maintain adequate records on Base property on hand, received into, or dropped from the account.

3.  Requisitions for Base property and PSE shall be prepared on the DOD Single Line Item Requisition System Document (DD 1348) per figure 3-2 or Requisition and Invoice/Shipping Document (DD 1149) per figure 3-3.  Required entries on the requisition, except RO's signature,     must be lettered or typed.  All data must be legible on all copies of the DD 1348.  The original and copies of the DD 1348 shall be sub-

bmitted to the BPCO, and a Xeroxed copy retained by the RO's for their files.            

    a.  Item In Stock.  The unit shall submit a DD 1348 (AO1) to the BPCO.  A "D7A" issue document shall be produced for the RO's signa-

ture.  The RO shall attach a copy of the DD 1348 to a signed copy of the "D7A" for record purposes (see figure 3-4 for an example of a "D7A" issue document).  

    b.  Forward all requests for bachelor housing furniture to the Director, Bachelor Quarters Division, Facilities Department.  The Bachelor Quarters Division will consolidate requests and submit to    the BPCO when funding is available.

    c.  Item Not In Stock
        (1) Use original DD 1348 (AO1) as a basis for BPCO to pre-

pare a formal requisition for item for subsequent submission to the source of supply.  All available information must be provided for nonsystem items (see figure 3-5).

        (2) The RO shall submit a request for nonstock items per figure 3-2 or figure 3-3.  All requests shall be submitted with in-

formation listed on figure 3-5.  A copy of the RO's requisition shall be returned with a property control document number for record purposes and reconciliation.   

4.  Requisitions for replacement of unserviceable air conditioners, lawnmowers, refrigerators and weedeaters must be accompanied by a letter of unserviceable property (LUP) prepared by the Facilities Department, MCBH, Kaneohe Bay.  Requisitions for replacement of other equipment must be accompanied by the repair invoice from the vendor stating the item is unrepairable.

    a.  Submit requests for repairs to air conditioners and refrig-

erators on a work request (Maintenance Management), NAVFAC 9-11014/

20 to Facilities Department (see paragraph 8005.1a of this Manual).  If item is determined to be uneconomical to repair, individual com-

pleting inspection will give RO a LUP.  Submit a DD 1348-1 (BWA/D6A) turn-in document with LUP to BPCO to adjust records.  The unservic-
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able item will be turned into Defense Reutilization and Marketing Office (DRMO), per paragraph 3003 of this Manual (see figure 3-6 for an example of a "BWA/D6A" turn-in document).

    b.  Repairs for weedeaters, lawnmowers and small engines will be taken to the Facilities Department, building 201.  If the item is found to be uneconomical to repair; paragraph 3001.4a of this Manual

applies.  

5.  Requisitions received by the BPCO which do not adhere to the 

procedures of this Order shall be rejected and returned to the RO.

3002.  PRIORITY USAGE      

1.  General Information
    a.  The Property Control Division, Uniformed Material Movement & Issue Priority System (UMMIPS) shall be administered per MCO 4400.16.

    b.  Priority abuses will not be condoned.  Supervisory personnel must become thoroughly familiar with MCO 4400.16.  The priority of requisitions processed by Base units shall be reviewed to ensure compliance with MCO 4400.16.

2.  Priority Designator System
    a.  The below listed table shows the only priorities authorized   to be used for Base property.

    Force/Activity            Urgency of Need

      Designator                Designator               Priority
          IV                        A                       07

                                    B                       09

                                    C                       14

    b.  Priority 07 Assignment.  Commanding officers or acting      

commanding officers during the absence of the CO, shall personally review and sign all requisitions which contain priority designators based on urgency of need designator "A".  All priority 07 documents must be fully justified on the reverse side of the original hard copy of the DD 1348.  The Base supply officer has been designated to sign all priority 07 documents for the CG, MCBH.

    c.  Priority 09 and 14 Assignment.  Commanding officers and  department heads may designate, in writing, RO's to personally re-

view, and sign requisitions which contain priority designators based on urgency of need designators "B" and "C".  This review  shall be accomplished before release of the requisition to the supply source.
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3003.  TURN-IN PROCEDURES.  Turn-in procedures are in two categories.

    a.  Excess Serviceable Property.  The RO shall prepare a          

DD 1348-1 in the format of figure 3-6.  Serviceable excess is  considered as new, used, repaired, or reconditioned material which is serviceable and issuable to all customers without limitation or restriction.  Excess automated data processing equipment (ADPE) will be reported to Information Systems Management Officer (ISMO).

    b.  Unserviceable Property.  The RO shall prepare a DD 1348-1 (BWA/D6A) turn-in document, see figure 3-6.  A DD 1348-1 (D7J) dis-

posal document in the format of figure 3-7 shall be supplied by the BPCO.  Unserviceable property is considered as scrap, incomplete or condemned property that cannot be issued to customers.  Unserviceable property shall be taken to DRMO, per chapter 9 of this Manual.    Appointments for turn-in or disposal of unserviceable equipment shall be made with the Base property control office, at least 5 days before the required turn-in date.  Unserviceable ADPE will be coordinated with ISMO.

3004.  REQUISITIONING EXCESS PERSONAL PROPERTY FROM DRMO.  Policies and procedures to obtain a transfer of property from DRMO to Base activities shall be per chapter 9 of this Manual.

3005.  ACQUISITION OF OFFICE MACHINES.  The acquisition of new items shall be limited to those requirements which are absolutely essen- tial, and shall not include upgrading to improve appearance, status, or to satisfy the desire for the latest design.  Acquisition shall be limited to the least expensive items which will meet the requirement.  Acquisition shall be per MCO 10460.2.

3006.  ACQUISITION OF AIR CONDITIONING.  MCO P11000.9 establishes policies and a moratorium on the installation of air conditioning in spaces previously not air conditioned.  Requests for exemption from this moratorium shall be submitted per BaseO 11300.13.  The request must justify that an exceptional case exists where air conditioning   is essential.  This moratorium does not preclude the replacement and repair of existing air conditioning units, provided there is no 

increase in capacity.  Submit all requests to the BPCO via the Facilities Department.  Each request shall also include dimensions, voltage, efficiency rating, amperage, and BTU ratings.

3007.  ACQUISITION OF COMMUNICATION/ELECTRONICS EQUIPMENT.  Direct requests to buy or lease any type of communication/electronics equipment, or maintenance service for such equipment to the BPCO via the CG, MCBH (G-6) and Comptroller (CRM).  Cellular telephone and pager requirements are submitted directly to CG, MCBH (G-6).  Before
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purchase of new communication/electronics equipment, a request for frequency assignment (if applicable) must be submitted per BaseO P2000.3.

3008.  ACQUISITION OF MICROCOMPUTERS (ADPE) AND COPIERS.  Request microcomputers and related ADPE through CG, MCBH ISMO.  Copiers are managed by the CG, MCBH Comptroller (CRM) and may either be leased or purchased upon approval.

3009.  ACQUISITION OF TRAINING AUDIOVISUAL SUPPORT CENTER EQUIPMENT.  Request all training and audiovisual equipment through the BPCO via the Training and Audiovisual Support Center (TAVSC).  All equipment procured shall be loaded to Base property CMR's for accountability.

3010.  ACQUISITION OF WHEELED VEHICLES OR EQUIPMENT.  Submit requests to acquire wheeled vehicles or equipment directly to the Base fleet manager Garrison Mobile Equipment (GME) for approval and processing.  This includes mopeds, motor bikes, riding lawnmowers, golf carts,  etc.

3011.  ACQUISITION OF BOQ/BEQ FURNITURE.  Submit requests for BOQ/BEQ furniture to the Director, Bachelor Quarters Division.  

3012.  ACQUISITION OF MINOR PROPERTY (SERVMART/GSA).  All noncomsum-

able, nonexpendable, or highly pilferable items procured through Servmart or GSA shall be picked up on Base property records.

3013.  REQUISITION OF MISCELLANEOUS ITEMS (FOOTLOCKERS/VALPACKS).

Requisition of footlockers and Valpacks shall be per MCO P4400.150.  Base units shall fund for these items.  Each unit administration department shall ensure that appropriate entries are recorded in the service record books/officer qualification records (SRB's/OQR's).

3014.  CUSTOMER RECONCILIATION
1.  Once each calendar month and at other times deemed necessary by the BPCO, each RO with outstanding requisitions shall conduct a reconciliation of their requisitions with the Base property control office requisitioning clerk.  This reconciliation is to ensure that the RO and Base property control office records of pending requisi-

tions agree, and to validate the current requirement for those items still on requisition.

2.  To conduct the reconciliation, each RO shall bring their copies   of all pending requisitions for Base property and the document 
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register they are required to maintain to the BPCO.  Before reporting to the Base property control office for the reconciliation, each RO shall review all outstanding requisitions to determine if each item   or quantities of each on the requisition are still required.  If an item or certain quantities of an item are no longer required, the RO 

shall make that fact known during the reconciliation so that the document(s) may be canceled or modified as a result of the recon-

ciliation.

3.  During the reconciliation, current status of each outstanding requisition shall be provided to each RO for annotation in the re-

marks column of their document register.

4.  Reconciliation shall be conducted by appointment only at a time mutually agreeable to the BPCO and the RO concerned.

5.  Reconciliation may be conducted, in writing, by the RO if agreed to by the BPCO.
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    1     2       3     4       5           6     7     8      9

   TYPE  RO DOC  PCO   LOCAL  ITEM         QTY   U/P   T/P  REMARKS

   DOC   NUMBER  DOCNO NSN    DESCRIPTION

   _________________________________________________________________

   (Above columns spread over two pages of standard size logbook)

NOTES:  1.  Enter A01 for requisition.

            B6A for turn-in of serviceable item.

            B7J for turn-in of unserviceable item.

        2.  Enter four-digit Julian date and four-digit document

            serial number.  Start serial number with 0001 at the

            beginning of new fiscal year.

        3.  Enter document number assigned by the BPCO.

        4.  Enter NSN listed on CMR or assigned by BPCO

        5.  Enter description as listed on CMR.

        6.  List quantity requested or turned in.

        7.  Enter unit price listed on requisition or CMR.

        8.  Enter total price.

9. Enter the work "COMPLETE" and the date when the                       

    transaction is completed, or the word "CANCELED" and

            the date (if applicable).  Can also be used to enter                    

            status of the transaction or any other information                    

            desired by the RO.

           Figure 3-1.--Sample Format for Document Register.
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BLOCK/CC LEGEND ENTRY
A SEND TO: Leave blank
REQUISITION IS FROM: RO account number, RO
signature, unit.
C BLANK RO's document number
DOCUMENT IDENTIFIER Enter "AO1".
ROUTING IDENTIFIER Enter "PUZ"
* MEDIA & STATUS CODE Enter "S".
8-22 STOCK NUMBER Enter NSN, LSN or "OPEN
PURCHASE", as applicable
23-24 UNIT OF ISSUE Enter two-letter abbrevia-
tion (i.e., ea, 1lb).
25-29 QUANTITY Enter quantity rerquired,
zeros will precede
numerics.
30-35 REQUISITIONER Enter "M00318"
36-43 DATE/SERIAL Leave blank
44 DEMAND CODE Enter "R"
45 SERVICE Enter "Y"

Figure 3-2.--Sample Format for Item Requisition
(DD 1348) .
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BLOCK/CC     LEGEND                        ENTRY
46-50        SUPPLEMENTARY ADDRESS

 46                                        Leave blank.

47-49                                      Enter your account number. 

 50                                        Leave blank.

 51          SIGNAL CODE                   Enter "A".

52-53        FUND CODE                     Enter "BQ".

54-56        DISTRIBUTION CODE             Leave blank.

57-59        PROJECT CODE                  Enter "MJ5" for system                                                 

                                           purchase buys.  

60-61        PRIORITY DESIGNATOR           Enter "07","09","14".

             07 - URGENT.  Required for immediate end use.  Unable

                           to perform assigned mission.  Safety

                           hazard, serious detriment to morale,       

                           health or welfare.  Must be signed by your

                           commanding officer or acting CO.  The Base                            

                           supply officer may sign "07" requisitions

                           for Base department heads.

             09 - For immediate end use.  Able to perform assigned                      

                  mission, but with decreased efficiency.  The lack                     

                  of items will not cause a safety hazard.      

             14 - Routine.  For replacement of existing assets or to                    

                  upgrade appearance of existing facilities.                          

62-80                                      Leave blank.

  L-S       REMARKS                        Entry item description/                                               

                                           nomenclature.  Item                                                   

                                           description will be sub- 

                                           mitted on a separate sheet                                            

                                           as shown in figure 3-4 to                                             

                                           the BPCO.  Open purchase                                               

                                           request must give specific                                            

                                           generic description of an                                             

                                           item, and recommended                                                 

                                           source of supply/purchase.

           Figure 3-2.-- Sample Format for Item Requisition

                         (DD 1348)--Continued.
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BLOCK/CC        LEGEND                    ENTRY
   T                                      Enter unit and total price.  

  U-V                                     Leave blank.  Base property

                                          control office use only.

NOTE:  Julian date and serial number will be filled in by Base  property control office personnel.  If a document submitted by the RO of any account is not immediately placed on order, a copy of that document will be returned to the RO with a Base property control office julian date and serial number assigned.

            Figure 3-2.--Sample Format for Item Requisition 

                         (DD 1348)--Continued.
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BLOCK/CC           LEGEND                    ENTRY
   3               SHIP TO:                  Leave blank.

   4               APPROPRIATIONS SYMBOL     Leave blank.

                   AND SUBHEAD   

                   AMOUNT                    Enter amount required.

   5               REQUISITION DATE          Enter current date.

   6               REQUISITION NUMBER        Enter unit document                                                   

                                             number.

   7               DATE MATERIAL REQUIRED    Enter date required.     

   8               PRIORITY                  Enter "07","09","14".

                   07- URGENT 

                   09- FOR IMMEDIATE END USE 

                   14- ROUTINE

    9              AUTHORITY OR PURPOSE      Enter reference number                                                

                                             (ie., MCO P4400.150) or                                               

                                             item end use.

    10             SIGNATURE                 RO must sign here.

    11                                       Leave blank.

    12                                       Leave blank.

    13                                       Leave blank.

    14                                       Leave blank.

    15                                       Leave blank.

                   ITEM NO                   Enter item number.

                   FEDERAL STOCK NUMBER,     List item being pur- 

                   DESCRIPTION               chased enter specifica-

                                             tions (submit open pur-  

                                             chase data sheet) list

                                             source of supply:                                                     

                                             vendor's name, address,  

                                             phone no. and POC.

          Figure 3-3.--Sample Format for Item Requisition

                       (DD 1149)--Continued.

3-14

                       SOP FOR PROPERTY CONTROL

BLOCK/CC           LEGEND                   ENTRY  

                   UNIT OF ISSUE            Enter "EA".

                   QUANTITY REQUESTED       Enter qty. requested.

                   UNIT PRICE               Enter price of item. 

                   TOTAL COST               Enter total cost of each                                              

                                            line item.

            Figure 3.3--Sample Format for Items Requisition

                        (DD 1149)--Continued.
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P4400.16.

Figure 3-4.--Sample Format of Issue Document (BWA/D7A)
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BLOCK/CC       LEGEND                      ENTRY
   44          SUFFIX CODE                 Leave blank.

   45          SERVICE CODE                Enter "Y".

 46-50         SUPPLEMENTARY ADDRESS                         

   46                                      Leave blank.

 47-49                                     Enter your account number.

   50                                      Leave blank.

   51          SIGNAL CODE                 Leave blank.

 52-53         FUND CODE                   Leave blank.

 54-56         DISTRIBUTION CODE           Leave blank.

 57-59         PROJECT CODE                Leave blank.

 60-61         PRIORITY DESIGNATOR         Enter "07", "09", or "14".

               07 - URGENT.  Required for immediate end use. Unable                       

                    to perform assigned mission.  Safety hazard,                          

                    serious detriment to morale, health or welfare.                       

                    Must be signed by your commanding officer or                           

                    acting commanding officer.  The Base supply                           

                    officer may sign "07" requisitions for Base                           

                    department heads.

               09 - For immediate end use.  Able to perform assigned  

                    mission, but with decreased efficiency.  The lack                     

                    of items will not cause a safety hazard.

               14 - Routine.  For replacement of existing assets to                       

                    upgrade the appearance of existing facilities.

 62-73                                     Leave blank.

 74-80                                     Enter unit price.

             Figure 3-4.--Sample Format of Issue Document                                       

                          (BWA/B7A)--Continued.
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BLOCK/CC     LEGEND                       ENTRY
   A         SHIPPED FROM                 Enter unit issuing the                                                

                                          material.

   B         SHIPPED TO                   Enter RO's account number                                             

                                          and bldg. number.

   C         MARK FOR                     Enter "ISSUE".

   D         PROJECT CODE                 Leave blank.

   E         TOTAL PRICE                  Enter total price.

  F-O                                     Leave blank.

   P         MATERIAL CONDITION           Enter condition code.

  Q-T                                     Leave blank.

   U         FREIGHT CLASSIFICATION       Enter "UNCLASSIFIED" or                                               

                                          "CLASSIFIED". 

  V-W                                     Leave blank.

   X         ITEM NOMENCLATURE            Enter nomenclature,                                                   

                                          description and serial                                                

                                          number.

   Y                                      Enter additional serial                                               

                                          numbers, if applicable

   1         SELECTED BY & DATE           Signature of individual                                               

                                          issuing the material.

  2-6                                     Leave blank.

7                              Signature and date indivi-                                            

                                          dual received the material.

  8-15                                    Leave blank.

 AA-DD                                    Leave blank.

  EE                                      Enter quantity received.

 FF-GG                                    Leave blank.

               Figure 3-4.--Sample Format of Issue Document                                       

                            (BWA/B7A)--Continued.   
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             CONTRACT/OPEN PURCHASE SPECIFICATION FORM

All items will first be researched through the system.  If not in the system, all UNICOR, GSA contracts and blanket purchase agreements will be researched.  Open purchase will be used only as a last resort.

SECTION:                            DATE: ____________________________                            
REQUESTOR:                          COST ACCOUNT CODE:________________               
ITEM DESCRIPTION:_____________________________________________________                                                    
CATALOG STOCK NO.                   NAME OF CATALOG:__________________                 
QTY:        U/I:        UNIT PRICE:            TOTAL COST:____________           
RECOMMENDED SOURCE OF SUPPLY:

NAME OF VENDOR:                                POC:___________________                  
ADDRESS: _____________________________________________________________                                                            

PHONE NUMBER:                           VENDOR PRICE:_________________                
NATURE OF ITEM:

CONSUMABLE:             REPLACEMENT:            EXPANSION:____________           
ITEM BEING REPLACED: _________________________________________________                                                
EXPANSION APPROVAL: __________________________________________________                                                 
JUSTIFICATION: _______________________________________________________

______________________________________________________________________                                                      
INTENDED USE OF ITEM: ________________________________________________                                               
SPECIFICATION:  SIZE:            COLOR:            MODEL:_____________            
VOLTAGE:           AMPERAGE:            BTU:           HP: ___________           
ADDITIONAL SPECIFICATIONS: ___________________________________________                                           (attach copies from catalog, if available)

    Figure 3-5.--Sample Contract/Open Purchase Specification Form.
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BLOCK/CC     LEGEND                       ENTRY
 40-43       SERIAL NUMBER                Enter your four digit  

                                          serial number per 

                                          UM 4400-71.                                                

  44         SUFFIX CODE                  Leave blank.

  45         SERVICE CODE                 Leave blank.

 46-50       SUPPLEMENTARY ADDRESS                              

  46                                      Leave blank.

 47-49

                                          Enter your account number.                                                 

  50                                      Leave blank.

  51         SIGNAL CODE                  Leave blank.

 52-53       FUND CODE                    Leave blank.

 54-56       DISTRIBUTION CODE            Leave blank.

 57-59       PROJECT CODE                 Leave blank.

 60-61       PRIORITY DESIGNATOR          Enter "07", "09", or "14". 

             07 - URGENT.  Required for immediate end use.  Unable                      

                  to perform assigned mission.  Safety hazard, serious 

                  detriment to morale, health or welfare.  Must be   

                  signed by your commanding officer or acting  

                  commanding officer.  The Base supply officer may  

                  sign "07" requisitions for Base department heads. 

             09 - For immediate end use.  Able to perform assigned

                  mission, but with decreased efficiency.  The lack                     

                  of items will not cause a safety hazard.

             14 - Routine.  For replacement of existing assets or                       

                  to upgrade the appearance of existing facilities.

 62-73                                    Leave blank.

 74-80                                    Enter unit price.

            Figure 3-6.--Sample Format for Turn-In Document                                    

                         (BWA/D6A)--Continued.                       
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BLOCK/CC     LEGEND                       ENTRY
   A         SHIPPED FROM                 Enter unit issuing the                                                

                                          material, and bldg.                                                   

                                          number.

   B         SHIPPED TO                   Enter "BASE PROPERTY                                                  

                                          CONTROL OFFICER".

   C         MARK FOR                     Enter "TURN-IN".

   D         PROJECT CODE                 Leave blank.

   E         TOTAL PRICE                  Enter total price.

  F-O                                     Leave blank.

   P         MATERIAL CONDITION           Enter condition code.

   Q                                      Enter total quantity.

  R-T                                     Leave blank.

   U         FREIGHT CLASSIFICATION       Enter "UNCLASSIFIED" or                                               

                                          "CLASSIFIED".

   V                                      RO's signature.

   W                                      Leave blank.

   X         ITEM NOMENCLATURE            Enter nomenclature, des-                                              

                                          cription and serial number.

   Y                                      Enter additional serial                                               

                                          numbers, if applicable.

  1-15                                    Leave blank.

  AA                                      Enter reason for turn-in                                              

                                          (i.e., unserviceable,

                                          serviceable).

 BB-GG                                    Leave blank.

              Figure 3-6.--Sample Format for Turn-in Document                                    

                           (BWA/D6A)--Continued.
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36-39 DATE

40-43 SERIAL NUMBER

ENTRY
Enter "D7J"
Leave blank
Leave blank

Enter
stock

13-digit national
number .

two letter abbre-
ea, 1lb).

Enter
viation (i.e.,

Zeros will precede
numerics.
Enter "M00318"

Enter current julian
date.

Enter serial number

Figure 3-7.--Sample Format for Disposal Document {D7J)
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BLOCK/CC       LEGEND                        ENTRY
  44           SUFFIX CODE                   Leave blank.

  45           SERVICE CODE                  Enter "Y".

 46-50         SUPPLEMENTARY ADDRESS                              

  46                                         Leave blank.

 47-49                                       Enter account number.

  50                                         Leave blank.

  51           SIGNAL CODE                   Leave blank.

 52-53         FUND CODE                     Leave blank.

 54-56         DISTRIBUTION CODE             Leave blank.

 57-59         PROJECT CODE                  Leave blank

 60-61         PRIORITY DESIGNATOR           Enter "07", "09", or  

                                             "14".

               07 - URGENT.  Required for immediate end use. Unable                       

                    to perform assigned mission.  Safety hazard,                          

                    serious detriment to morale, health or welfare.                       

                    Must be signed by your commanding officer or                          

                    acting commanding officer.  The Base supply                           

                    officer may sign "07" requisitions for Base                           

                    department heads.

               09 - For immediate end use.  Able to perform assigned                      

                    mission, but with decreased efficiency.  The lack                     

                    of items will not cause a safety hazard.

               14 - Routine.  For replacement of existing assets or                        

                    to upgrade the appearance of existing facilities.

 62-64         REQUIRED DELIVERY DATE        Leave blank.

 65-70                                       Enter "NASSAH".

 71-73                                       Leave blank.

 74-80                                       Enter unit price.

           Figure 3-7.--Sample Format for Disposal Document                                   

                        (D7J)--Continued.
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BLOCK/CC       LEGEND                       ENTRY
   A           SHIPPED FROM                 Enter "BASE PROPERTY                                                  

                                            CONTROL OFFICER, MCBH,                                                

                                            KANEOHE BAY, M00318".

   B           SHIPPED TO                   Enter "DRMO HAWAII,

                                            P.O. BOX 298

                                            BARBERS POINT, HI".

   C           MARK FOR                     Leave blank.

   D           PROJECT CODE                 Enter "DRMO".

   E           TOTAL PRICE                  Enter total dollar value.

  F-S                                       Leave blank.

   T                                        Enter CMR NSN.

   U           FREIGHT CLASSIFICATION       Enter "UNCLASSIFIED" or                                               

                                            "CLASSIFIED".

   W                                        Enter TAMCN from CMR.

   X           ITEM NOMENCLATURE            Enter nomenclature,                                                   

                                            description and serial                                                

                                            number.

   Y                                        Enter additional serial                                               

                                            numbers, if applicable.

   1                                        Authorized BPCO                                                       

                                            signature.

  2-10                                      Leave blank.

 AA-GG                                      For BPCO use only.

            Figure 3-7.--Sample Format for Disposal Document                                   

                         (D7J)--Continued.
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                           CONDITION CODES

1.  NUMBER OF CHARACTERS.   One

2.  TYPE OF CHARACTER.  Alpha

3.  Explanation.  The following condition codes are presently used.  For a complete listing of Military Standard Transaction Reporting and Accounting Procedures (MILSTRAP) condition codes and Marine Corps material condition codes (refer to reference (f)).

CODE     EXPLANATION

 A       Serviceable - issuable without qualification.  New, used,

         repaired, or reconditioned material which is serviceable              

         and issuable without limitation or restriction.

 H       Unserviceable - condemned.  Material which has been deter-            

         mined to be unserviceable and is uneconomical to repair.

                      Figure 3-8.--Condition Codes.
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  CHAPTER 4

  INVENTORY CONTROL PROCEDURES

4000.  GENERAL INFORMATION
1.  Commanding officers/department heads are responsible to have on hand or on order, at all times, authorized allowances per the unit's T/E, and other allowance-type publications or directives issued by this office or higher headquarters.

2.  Commanding officers/department heads, through their respective RO's (who are responsible to manage the organization's assets) are provided with computer printouts and files to assist in the manage-

ment and decision-making process.

4001.  MECHANIZED ALLOWANCE LIST/CONSOLIDATED MEMORANDUM RECEIPT
       (MAL/CMR)
1.  General Information.  The MAL/CMR consolidated list is comprised of selected equipment accounting information for all RO accounts.    

The MAL/CMR consolidated list is a management tool which provides a comparison/reconciliation of assets on hand in each RO's account against the Base minor property account.

2.  Frequency of Production.  A CMR list in table of authorized material control number (TAMCN) sequence, by National Stock Number (NSN) shall be provided at the following times:

    a.  Upon relief of an RO to verify the accuracy of the accounting records as compared to the actual physical inventory.  

    b.  On a semiannual basis for reconciliation purposes.  A physi-

cal, onsite inventory shall be conducted by the RO.

    c.  Upon request by an RO.

3.  Accounting Requirements.  Regardless of how often a CMR list is provided, it shall be managed as the primary accounting document for the command.  The following accounting procedures shall be strictly adhered to:

    a.  As changes occur, update the MAL/CMR consolidated list in pencil.  Annotate only the current cumulative total of allowance and on-hand quantities.  When change transactions (i.e., inventory gain/ loss, allowance changes, RO issues/turn-ins, etc.), are processed, annotate the document identifier code (DIC), quantity, document num- ber and date processed on the far right-hand margin on the line of the affected NSN on the MAL/CMR consolidated list.   
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The annotated MAL/CMR consolidated list will be used by inspection teams, and available to commanding officers/department heads for

review at regularly scheduled briefings.

    b.  All T/E items, whether controlled or not, by a controlled     item code (CIC), as assigned on the master header information file (MHIF), or controlled item list (CIL) established by Marine Corps Logistics Base, Albany, Georgia and locally controlled items shall be accounted for on CMR's when issued to RO's.

4.  Actions to be Accomplished When a New CMR Listing is Produced
    a.  Upon receiving a new CMR list, the RO shall immediately  compare it against the old CMR list to ensure accuracy, and  annotate changes on the new CMR list per paragraph 4001.3a of this Manual.     Any further adjustments shall be submitted on a discrepancy letter as shown in figure 4-1.  Use discrepancy letters and CMR lists during minor property reconciliations.

    b.  Each RO is responsible to submit any additional documentation for CMR adjustments.  

    c.  All adjustment documents for controlled Marine Corps pro-     perty, and serialized property greater than $100.00, and noncon-

trolled property greater than $299.99 shall be submitted to the       Supply Officer, MCBH, Kaneohe Bay.

5.  Semiannual Inventories of Responsible Accounts    

    a.  General Information.  RO's shall conduct a semianuual physi-

cal inventory of their accounts, and sign the new CMR list.

    b.  Requirements of the Base Property Control Officer   

        (1) Semiannually, provide each RO a current CMR list.

        (2) Provide the CG MCBH, with a periodic check of assets held by each RO.

        (3) Ensure that RO's are thoroughly familiar with the pro-

perty available to them for the performance of their missions.

        (4) Ensure that RO's have proper control and accountability   of Base property assigned to their accounts.

6.  Routine Supply Responsibilities of Responsible Officers
    a.  Official RO Records.  The command's official RO records shall be the CMR and supporting issue and turn-in documents held by the BPCO.
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    b.  RO's shall maintain a current copy of their CMR listing.  All on-hand quantities, serial numbers and NSN's of property issued to them between semiannual inventories shall be reflected thereon.

7.  Issues and Turn-in's of Property To/From RO's
    a.  Issues shall be made to RO's by appointment only.  The BPCO shall notify RO's of items that need to be picked up.  Upon notifi-

cation, each RO has 10 days to receipt for the equipment.

    b.  Turn-in's shall be by appointment only.  RO's shall turn in their DD 1348-1 (BWA) to the appropriate CMR clerk in the Base property office.  The CMR clerk shall take appropriate action to ensure the turn-in is reflected on the CMR.  If the item is service-

able, it can be stored in the warehouse until reissued or it will be sent to DRMO.  If unserviceable, a DD 1348-1, DIC D7J will be sub-

mitted by the BPCO to the warehouse.  The RO shall arrange an   

appointment with the warehouse to turn-in excess/unserviceable equipment.

8.  Delegation of Authority.  Since RO's are not always able to come to the Base property control office immediately to receipt for equip-

ment, RO's are authorized to designate, in writing, one or more indi-

viduals to receipt for, and pick up equipment.  RO's should limit the number of personnel authorized to sign for equipment in their name.   A sample format is in figure 4-2.

9.  Relief of RO.  The relief of an RO involves numerous steps. The commanding officer/department head and BPCO each have duties to per-

form to ensure that a meaningful change of RO's is effected.

    a.  Forty-five days before the relief of the old RO, the command-

ing officer/department head shall nominate the new RO in writing per paragraph 1002.3 of this Manual.  

    b.  Account for property and serial numbers before the old RO is relieved.

    c.  Establish responsibility, by exact amount of property, for    the new RO at the time of appointment.

    d.  The familiarization of property and determination of property available to the new RO for the purpose of assessing and accomplish- 

ing the mission.

    e.  Conduct periodic checks into the condition of on-hand assets.

    f.  The BPCO is responsible to ensure that the following is accomplished.
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        (1) Upon receipt of the nomination letter for the new RO, the BPCO shall appoint the individual as RO and provide the new RO with the appointment letter and an up-to-date CMR list.  Accomplish this 1 month before the departure of the old RO.

        (2) The old and new RO shall conduct a joint inventory of the account by making a physically sighted serviceability inventory of all property.  Verify serial numbers and ensure that they are recorded on the CMR list just as they appear on the actual property.

        (3) Within 15 calendar days from receipt of the CMR list, the old and new RO's shall return the annotated copies to the BPCO.  A list of all excess, shortages, and serial number variances found during the inventory shall be included on the annotated list.

        (4) The BPCO shall reconcile the annotated CMR list against discrepancies from the old CMR list.  The BPCO shall review the expla-

nations provided, and in cases where they appear inadequate, request amplification or refer discrepancies to the CG, MCBH.  The old RO is not relieved of responsibilities until the CG, MCBH, takes whatever measures deemed appropriate, and orders the physical adjustment of the property records.

        (5) The original of the new CMR list shall be annotated, in ink, with any changes required after completing the reconciliation.  Each page and changes on the CMR list shall be initialed by the new RO.

10.  Format of the CMR Listing.  The CMR list is produced in TAMCN sequence.  After the header information which includes each item's NSN, nomenclature, allowance quantity, on hand quantity, and unit price, a listing of all serial/ID numbers in numerical sequence (if assigned).  Each CMR list shall be issued with the cover letter shown in figure 4-3. 

4002.  ADJUSTMENT TRANSACTIONS
1.  General.  Adjustment transactions for discrepancies on CMR's that have no supporting documentation but causative research has been accomplished shall be submitted by the BPCO to the Supply Officer, MCBH, Kaneohe Bay for review.  A copy of the adjustment transactions shall be maintained in the appropriate CMR folder.  Format for adjust-

ment transactions are found in UM 4400-124.
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2.  Inventory/Miscellaneous Gain/Loss Adjustments (DIC's D8/D9) 

    a.  Inventory Gain Transactions (D8A).  This transaction is used to increase the on-hand quantity of the MAL/CMR list as a result of a item "found" (no supporting documentation available), during a sche-

duled physical inventory.

    b.  Administrative/Clerical Error Gain Transaction (D8B).  This transaction is used when the adjustment is being submitted to correct on-hand quantity erroneously reduced.  The pending voucher justifica-

tion statement, when required, shall contain complete information regarding the error (e.g., "This transaction is being submitted to correct the present on-hand discrepancy which resulted when an inven-

tory loss transaction D9A-3095-0001 was processed twice (hit DH's on 27 December and 3 January).  No physical gain involved.").

    c.  Miscellaneous Gain Transaction (D8Z).  This transaction is used to increase the on-hand quantity of the MAL when no other type   of transaction is appropriate or as a method to accomplish a pick up of equipment directed by an approved investigation.

    d.  Inventory Loss Transaction (D9A).  This transaction is used   to decrease the on-hand quantity of the MAL as a result of an item discovered "lost" (no supporting documentation available) during a scheduled physical inventory.

    e.  Administrative/Clerical Error Loss Transaction (D9B).  This transaction is used when the adjustment is being submitted to correct an on-hand quantity erroneously increased.  The pending voucher   

justification statement, when required, shall contain complete information regarding the error (e.g., "This transaction is being submitted to correct the present on-hand discrepancy which resulted when a receipt transaction (BWA-2350-0001) was processed twice (hit DH's on 16 and 18 February).  No physical loss involved.").

    f.  Miscellaneous Loss Transactions (D9Z).  This transaction is used to decrease the on-hand quantity of the MAL when no other type   of transaction is appropriate, or as a method to accomplish a drop directed by an approved investigation.
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                             (UNIT HEADING)

                                                                4400

                                                                (Code)

                                                                (Date)

From:  Responsible Officer, Account No.         
To:    Commanding General, Marine Corps Base Hawaii (LSP) 

Via:   Commanding Officer/Department Head

Subj:  DISCREPANCY LETTER FOR CONSOLIDATED MEMORANDUM RECEIPT  

       (CMR) OF     (DATE OF CMR)____     
Ref:   (a) BaseO P4400.23

1.  Per the reference, the below discrepancies are submitted:

                       ACTUAL CMR  GAIN (+)

NSN      N0MENCLATURE   O/H   O/H  LOSS (-) U/P   T/P  JUSTIFICATION
                                 _________________                

                                 (RO's Signature)

______________________________________________________________________                                                                                                                                                                                                                                                                                

                                                                (DATE)

FIRST ENDORSEMENT

From:  Commanding Officer/Department Head

To:    Commanding General, Marine Corps Base Hawaii (LSP)

1.  I concur/do not concur with the results of the inventory conducted by this Responsible Officer.  Request the discrepancies for this account be corrected to reflect the actual on-hand.

NOTE: Endorsement by the Commanding Officer/Department Head is manda-

tory for any discrepancies.

                          ______________________________________                                                               

                    Commanding Officer/Department Head Signature

    Figure 4-1.--Sample of Responsible Officer's Discrepancy Letter.
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                            (UNIT HEADING)

                                                                4400

                                                                (Code)

                                                                (Date)

From:  Responsible Officer, Account No. __________        
To:    Commanding General, Marine Corps Base Hawaii (LSP)

Subj:  DELEGATION OF AUTHORITY TO RECEIPT FOR BASE PROPERTY

Ref:   (a) BaseO P4400.23

1.  Per the procedures of the reference, the below listed personnel are authorized to receipt for Base property issued to this account.

NAME                      RANK           SAMPLE SIGNATURE
                                  ________________                 

                                  (RO's Signature)

         Figure 4-2.--Sample Letter of Delegation of Authority.
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  UNITED STATES MARINE CORPS

  Marine Corps Base Hawaii

  Kaneohe Bay, Hawaii 96863-3002

                                                                4400

                                                                LSP

                                                                (Date)

From:  Commanding General, Marine Corps Base Hawaii (LSP)

To:    Responsible Officer, Account No. _____________        

Subj:  SEMIANNUAL CONSOLIDATED MEMORANDUM RECEIPT (CMR)       

       RECONCILIATION

Ref:   (a) MCO P4400.150D

       (b) UM 4400.124

       (c) BaseO P4400.23

Encl:  (1) CMR of   (Date of CMR)___   
1.  Per references (a) through (c), an inventory of all on-hand quantities and USMC or serial numbers is a semi-annual requirement. Therefore, Responsible Officers (RO) will conduct a physical inventory of all items listed on the enclosure.

2.  Within 15 days of receipt of this letter, the Responsible Officer will come to the Base Property Control Office Bldg. 209, MCBH, Kaneohe Bay to sign the original CMR and initial the bottom right hand corner of each page.  If the RO is unable to reconcile within the 15 day period, a request for extension must be submitted to this office.

3.  All discrepancies found by the RO are to be submitted to this office, via the Commanding Officer/Department Head of the R.O., in letter format.  This letter will be required when the RO comes in to reconcile/sign his/her CMR.

4.  When signed, the original CMR supersedes all previous CMR's for this account.

                                ________________                
                                (BPCO Signature)

         Figure 4-3.--Sample Semiannual Consolidated Memorandum

                      Receipt (CMR) Cover Letter.
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                               (HEADING)

                                                               4400                                                          

                                                               (Code)

                                                               (Date)

FIRST ENDORSEMENT on CG MCBH, Kaneohe Bay ltr 4400.LSP of (Date)                                                         

From:  Responsible Officer, Account Number __________      
To:    Base Property Control Officer

1.  Enclosure (1) is returned.

2.  I certify that the property as listed is on-hand and assume  responsibility for the quantities shown.

                                  ________________                   

                                  (R.O. Signature)

         Figure 4-3.--Sample Semiannual Consolidated Memorandum 

                      Receipt Cover Letter.
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  CHAPTER 5

  INVESTIGATION PROCEDURES

5000.  GENERAL.  Supply investigations shall be conducted and reported

per the JAG Manual, and may (or normally shall), be combined with other investigations outlined in chapters 2, 6, and 9 of the JAG Manual, when applicable.  Prepare sufficient additional copies as required by the BPCO administering the property to serve as vouchers to drop the property from the records.  Copies used for this purpose must bear the CG, MCBH ORIGINAL SIGNATURE, indicating approval.

5001.  EXCEPTIONS.  Investigative action is not required when it is the opinion of the CG, MCBH that no negligence is indicated in the loss, damage, or destruction of government property or, that for reasons known to the CG, no negligence or responsibility can be deter-

mined, and that an investigation under these conditions would consti-

tute an unnecessary administrative burden.  Investigative action is not usually required when an individual accepts responsibility for loss, damage, or destruction of government property and voluntarily offers to reimburse the government for such loss, damage, or destruction.

5002.  INVESTIGATION PROCEDURES
1.  Responsible Officers' Action.  The RO is that officer/SNCO/

civilian administering or exercising custody over government property.

When fault or negligence is suspected or known, when the cause of the condition of the property is unknown, or when responsibility must be determined, a request for investigation into the loss, damage, or destruction of government property, shall be submitted to the CG, MCBH (LSP) via the appropriate unit commanding officer/department head (see figure 5-1).

2.  Based on discrepancies identified by the RO (see figure 5-1), the CG, MCBH will determine the necessity for all investigations and when appropriate, send a letter of instruction to the commanding officer/

department head requesting the investigation (see figure 5-2).

3.  Upon completion of the investigation, the investigating officer conducting the investigation shall forward the investigation to the CG, MCBH (LSP) via the joint legal services office for final review and disposition.
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4.  Upon approval of the investigation, a copy shall be returned to the BPCO with an original endorsement from the CG, MCBH for supply action.  The BPCO shall take appropriate action per UM 4400-124, MCO P4400.150, JAG Manual, and SECNAVINST 5500.4.

5.  The BPCO may request an investigation to the CG, MCBH on any account that has not been previously resolved.

6.  The CG, MCBH is the only authority that can determine if an in-

vestigation is not required on minor property.

7.  Units/departments shall not dispose of, or take action on any minor property until completion of the investigation and final dispo-

sition instructions have been given by the BPCO. 

8.  If disposition of property involves document identification code 

(DIC) transaction "D7Y", use the following procedures:         

    a.  Cash Sales (D7Y).  Attach a completed cash sales/request for checkage for government property (NAVMC 6) to the report of investiga-

tion at the time of forwarding for approval.  The BPCO shall use the NAVMC 6 to drop the property from the MAL.

    b.  Checkage Sale (D7Y).  Prepare two extra copies of the indivi-

dual's NAVMC 6.  Attach one copy to each of the original and duplicate report of investigation.  When the duplicate of the individual's NAVMC 6 is returned to the unit RO, it shall be forwarded to the BPCO to drop the property from the MAL.

10.  Upon final approval of the investigation, the BPCO shall arrange with the RO to dispose of equipment damaged beyond repair or usage.

11.  Prepare correspondence on MSLR items per SECNAVINST 5500.4.  Each unit RO is responsible to submit all MLSR's.  All Base department  MLSR's shall be submitted by the BPCO upon notification.

5003.  CONVENING AUTHORITY.  The CG, MCBH will convene informal 

investigations of the RO or when concurring with the opinion of the BPCO that investigative action should be taken.

5004.  APPOINTMENT OF AN INVESTIGATING OFFICER (IO)
1.  This appointment is done, in writing, and a copy forwarded to the

BPCO.  Those who may not be appointed as IO are:          

    a.  Commanding officer of the unit involved.
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    b.  The officer/SNCO who is administrating supply functions, the person charged with custody of the property, and who may have personal interest in the findings or recommendations of the IO as to responsi-

bility, someone who has fitness reports or performance ratings written by the officer administering supply functions or is junior to the individual whose conduct is being investigated.

2.  Distribution of Appointment Letter
    a.  Original.  To the IO to become a part of the original investigation.

    b.  Copy.  To the BPCO (info copy only).

3.  Completion Time.  The investigative and reporting action shall normally be completed and returned to the convening authority within 10 working days from the date of the appointing letter.  The convening authority may authorize extensions for sufficient and just cause.  The request for, and the reply to extensions shall be in writing, and become a permanent part of the completed investigation as an enclo-

sure.  Copies of requests for extension shall be sent to those individuals to whom a copy of the appointing order was sent as set forth above.

4.  Required Copies of Investigation.  The IO shall ensure that an original and four copies of all investigative reports are prepared.  Copies will be distributed as follows:

    a.  Original for the convening authority's files.

    b.  A signed copy (original signature) for the BPCO for action as recommended by the convening authority, and directed by the CG, MCBH.

    c.  Copy for the reviewing authority in the chain of command.

    d.  Copy for the RO's files.

5005.  ACTION BY THE PROPERTY CONTROL OFFICER
1.  Only upon receipt of an approved "signed" copy of the investiga-

tion (i.e., signed by the convening authority and CG, MCBH), shall the BPCO dispose of the property as directed, and carry out any other approved recommendations of the IO.  In addition, the following shall be accomplished:

    a.  Dispose of the property as directed, and carry out any other approved recommendations of the IO.
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    b.  Certify at the bottom of the last page of the report of   investigation, that the property has been disposed of as directed, and include the document number(s) used to adjust supply records.  

    c.  After completing all required action, retain a signed copy of the approved report of investigation in the voucher file for a period of 5 years.

    d.  Rule out, with red lines on the report of investigation, all references to items for which the individual found responsible has elected to reimburse the government.  Rule out with red lines, all references to items that are repaired and retained, regardless of whether the damage is paid for by the individual found responsible.  Draw the red lines neatly so that the words ruled out are still legi-

ble.  For further information, refer to paragraph 6.14 of UM 4400-124.

5006.  REIMBURSEMENT OF GOVERNMENT PROPERTY
1.  When any service member or civilian employee is recommended to be held responsible for the loss, damage, or destruction of government property by reason of fault or negligence, as defined in paragraph 6000.4 of MCO P4400.150, and the convening/reviewing authority  concurs, the matter shall be referred, in writing, to such person for a statement whether they desire to be counseled by a judge advocate, or to accept or disclaim the finding.  Should the finding be accepted, the individual shall consent (in whole or part), or decline to volun-

tarily reimburse the government for the amount of the loss, damage,or destruction.  Figure 5-3 provides the format for the letter from the commanding officer to the person held responsible for the loss,  damage, or destruction of government property.  Attach this letter and a return endorsement as the next enclosure to the investigation (see figure 5-4).

2.  Upon completion and notification of an investigation, all reim-

bursements to the government shall be handled by the unit supply/

disbursing officer.  Base units shall be handled by the Base property control office.  Unit supply/disbursing officer shall contact the BPCO for the appropriate D7Y document numbers to be put on the NAVMC 6.

5007.  MISSING, LOST, STOLEN, RECOVERED BASE PROPERTY (MLSR)
1.  MLSR and damaged property must be reported to CMC per SECNAVINST 5500.4 and MCO 4340.1.

2.  Base property losses reportable to CMC by the Base:

    a.  General.  CMC maintains a record of MLSR government property considered to be of a highly negotiable nature.
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This record is compiled from reports submitted to CMC from field acti-

ivities.  Reports concerning items which can be specifically identi-

fied are forwarded to the National Crime Information Center for induction into the computer, which is then available to local, state and federal law enforcement agencies.

    b.  Reportable Items.  Reportable items of equipment include all serialized or unserialized firearms, ammunition, explosives and destructive devices, and all other serialized and/or unserialized government property considered to be "sensitive".  Sensitive items are material which requires a high degree of protection and control due to statutory requirements or regulations; such as narcotics and drug abuse items, precious metals, and items which are high in dollar      value, highly technical or of a hazardous nature.  Additional report-

able items are those that are highly negotiable which have either a manufacturer's or a Marine Corps serial number or other significant description, which allows positive identification if reported as being found or reported as being stolen by another federal activity or law enforcement agency.  Loss of any item(s) having a cumulative total value of $10,000 or more shall be reported.

    c.  Reporting Procedures.  Immediately upon the discovery of MLSR item(s), the unit commanding officer, OIC, or RO concerned shall report the circumstances as follows:

        (1) Missing, Lost, Stolen or Recovered Items
            (a) Notify the Provost Marshal by telephone, 257-2073.

            (b) Notify the BPCO by telephone, 257-2885/2236.

            (c) Initiate an MLSR report to CMC per SECNAVINST 5500.4 with copy to the BPCO.

            (d) In the case of recovered items, a reference shall be added to the MLSR report, advising CMC that the recovered items had been previously reported as missing by the activity.

        (2) Individual/Organizational Losses and Damages.       

            (a) The CG, MCBH shall cause investigations to be con-

ducted into losses of or damages Base property by individuals if fault or negligence is known or suspected.  If fault or negligence is deter-

mined, the individual's commanding officer shall offer the individual the opportunity to reimburse the government, and if appropriate, take

disciplinary action against the individual.
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            (b) A voluntary reimbursement for loss, damage, or 

destruction of government property is considered as a free act for personal reasons and shall not imply an admission of responsibility for fault or negligence for any purpose.  No threat of disciplinary action or offer to withhold such action shall be made to an indivi-

dual to influence his decision whether to accept responsibility for loss, damage, or destruction of government property and to volunta-

rily reimburse the government.  
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 (UNIT HEADING)

                                                                5800

                                                                (Code)

                                                                (Date)

From:  Responsible Officer, Account Number ______

To:    Commanding General, Marine Corps Base Hawaii (LSP)

Via:   Commanding Officer/Department Head

Subj:  REQUEST FOR INVESTIGATION OF LOST/DAMAGED GOVERNMENT PROPERTY

Ref:   (a) MCO P4400.150D, chapter 6

1.  Per the reference, it is requested that an investigation be conducted on the lost/damaged/destroyed government property listed below:

NOMENCLATURE       SERIAL NO.  QTY       NSN          PRICE   PRICE
Lawnmower 91102      00811      1   3750-00-527-8049  $ 396   $ 396

Lawnmower 91102      00953      1   3750-00-527-8049    396     792

Lawnmower 91102      00970      1   3750-00-527-8049    396     396

Lawnmower 91102      00973      1   3750-00-527-8049    396    1178

2.  Justification for requesting investigating is as follows:

(List action taken by RO in trying to locate missing government property or how damaged/destroyed government property was discovered.)

3.  Point of contact is                    , phone 257-2885.

                                            _________________           

                  (RO's signature)

Copy to:

LSP

        Figure 5-1.--Sample Letter of Request for Investigation.
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                             (UNIT HEADING)

                                                                5830

                                                                LSP

                                                                (Date) 

From:  Commanding General, Marine Corps Base Hawaii

To:    Commanding Officer/Department Head (Unit with Convening
       Authority)

Subj:  REQUEST FOR INVESTIGATION TO INQUIRE INTO THE CIRCUMSTANCES           SURROUNDING THE LOST/DAMAGE/DESTRUCTION OF GOVERNMENT PROPERTY        FROM BASE PROPERTY ACCOUNT  __________      
Ref:   (a) JAG Manual

       (b) MCO P4400.150

Encl:  (1) RO, Acct #      ltr 5830 (Code) of (Date)

1.  Per chapter II of reference (a) and chapter 6 of reference (b), an investigation is warranted for the purpose of inquiring into the   

circumstances surrounding the loss/damage/destruction of government property listed on the enclosure.  If applicable, the investigation must also inquire into the reason for delay in reporting of government property as lost/damaged/destroyed.

2.  Please forward the completed report, with all endorsements, to this office within 20 working days from receipt date of this letter.  Copies of all requests for extension, along with approval endorse-

ments, shall also be forwarded to this office.

3.  Point of contact is the Base Property Control Officer at 257-2236/2885.

                                _______________________                          

                                (Signature of CG, MCBH)

           Figure 5-2.--Sample Letter of Instruction for the

                        Commanding Officer/Department Head.
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(UNIT HEADING)

                                                                5830

                                                                (Code)

                                                                (Date)

From:  Commanding Officer, (Unit Address)

To:    (Individual Concerned)

Subj:  ACCEPTANCE OF RESPONSIBILITY FOR THE LOSS, DAMAGE, OR                 DESTRUCTION OF GOVERNMENT PROPERTY AND VOLUNTARY REIMBURSEMENT        FOR SAME

Ref:   (a) MCO P4400.16G

       (b) BaseO P4400.23

       (c) (Reference the Investigation Letter)

1.  Per paragraph 6011.3 of reference (a) and paragraph 4007.1 of reference (b), you are advised that reference (c) finds you respon-

sible for the loss, damage, or destruction of government property by reason of your fault and negligence as defined in paragraph 6000.4 of reference (a).  I concur with this finding. Accordingly, the investi-

gation is herewith referred to you.

2.  Per paragraph 6001.2a of reference (a), you are advised that paragraph 6007.1 of reference (a) states in part that:

"A voluntary reimbursement for loss, damage, or destruction of  government property shall be considered as a free act for personal reasons and shall not imply an admission of responsibility for fault or negligence for any purpose.  No threat of disciplinary action or offer to withhold such action shall be made to influence your decision whether to accept government property and voluntarily reimburse the government.  If reimbursement is offered, such reimbursement shall be for the full value of the property, or if applicable, the cost of restoring the property to its previous condition.  There is no legal administrative process whereby you may be required to reimburse the government for the loss, damage, or destruction of government property.  In appropriate cases, judicial action to recover damages may be instituted by the government.  Voluntary offers to reimburse the government for loss, damage, or destruction does not relieve you from the consequence of wrongful acts.  If you consent to reimburse the government for public property lost, damaged or destroyed, the transaction shall be handled as a cash sale or checkage sale".

    Figure 5-3.--Sample Letter for Acceptance of Responsibility for                    

                 the Loss, Damage, or Destruction of Government                        

                 Property and Voluntary Reimbursement of Same.
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Subj:  ACCEPTANCE OF RESPONSIBILITY FOR THE LOSS, DAMAGE, OR                 

       DESTRUCTION OF GOVERNMENT PROPERTY AND VOLUNTARY REIMBURSEMENT

       FOR SAME

3.  Per paragraph 6007.2b of reference (a), you are advised that  before any voluntary reimbursement for the loss, damage, or destruct-

tion of government property, it is your right to consult with a judge advocate concerning the reimbursement, providing that a judge advocate is reasonably available.  Should you not desire to consult with a judge advocate, you may waive this right in writing.

4. The loss, damage, or destruction of government property you are 

involved with includes:

 Total

Quantity      Nomenclature       NSN         Unit Price       Price
5.  By endorsement hereto, you are directed to indicate your under-

standing of paragraphs 1, 2 and 3 above.  Further, you shall indicate whether you accept or do not accept responsibility for the loss, damage, or destruction of the government property listed in paragraph 4 above.  You shall also state whether or not you intend to reimburse the government for the loss, damage, or destruction of the government property listed in paragraph 4 above, and if so, the method of payment you prefer (i.e., cash or check).

                                ________________________________                                
                          (Commanding Officer's Signature)

Copy to:

LSP

Individual Concerned

      Figure 5-3.--Sample Letter for Acceptance of Responsibility                        

                   for the Loss, Damage, or Destruction of                               

                   Government Property and Voluntary Reimbursement                       

                   of Same--Continued.
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 (UNIT HEADING)

                                                                5830

                                                                (Code) 

                                                                (Date)

FIRST ENDORSEMENT on (Reference Basic Correspondence)

From:  (Individual Concerned)

To:    Commanding Officer, (Unit Address)

Subj:  ACCEPTANCE OF RESPONSIBILITY FOR THE LOSS, DAMAGE, OR 

       DESTRUCTION OF GOVERNMENT PROPERTY AND VOLUNTARY REIMBURSEMENT        

       FOR SAME

1.  Per the basic correspondence, I understand the contents of  paragraph 2 regarding my rights on voluntary reimbursement for the loss, damage, or destruction of government property.

2.  I waive my rights to consult with a judge advocate.

                               OR

I have consulted with a judge advocate, (Judge Advocate's name and rank), on (Date).

3.  I do/do not accept responsibility for the government property lost, damaged, or destroyed as listed in paragraph 4 of the basic correspondence. 

4.  I do/do not desire to voluntarily reimburse the government for the property listed in paragraph 4 of the basic correspondence.

                               OR

I hereby agree to voluntarily reimburse the government for the  lost, damaged, or destruction of government property as listed in paragraph 4 of the basic correspondence in the amount of $       in the form of (Indicate Check or Cash).  Having been advised of the provisions of the DOD Pay and Allowance Entitlement Manual,  Decision Logic Table 7-7-76, relative to my voluntary repayment by installment, it is requested that repayment be made by installments for a period of:

     Figure 5-4.--Sample Endorsement for Acceptance of Responsibility                   

                  for the Loss, Damage, or Destruction of Government                    

                  Property and Voluntary Reimbursement of Same. 
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Subj:  ACCEPTANCE OF RESPONSIBILITY FOR THE LOSS, DAMAGE, OR 

       DESTRUCTION OF GOVERNMENT PROPERTY AND VOLUNTARY REIMBURSEMENT        

       FOR SAME

     a.           Full amount by check or cash.

     b.           Months.

     c.           Over the remaining period of my active duty.

                                   _______________________                          

                       (Individual's Signature)

Witnessed by:  

________________________________________________                                                  

(Name and Rank of Judge Advocate, if applicable)  

   Figure 5-4.--Sample Endorsement for Acceptance of Responsibility

                for the Loss, Damage, or Destruction of Government  

                Property and Voluntary Reimbursement of Same--
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 CHAPTER 6

ALLOWANCE LIST

6000.  GENERAL INSTRUCTIONS
1.  Definition.  An allowance list is a list approved by the CG, MCBH of all material and equipment held by a command based on allowances established by higher command or locally, which shows the distribution of those items within the command.  For purposes of this Manual, the MAL for Base property is the mechanized master inventory list which lists all items of Base property and personnel PSE belonging to the Base.  The allowance list for each RO is contained on the CMR for 

each account.

2.  Specific allowances have been established for all FMF air/ground

units, bases, posts and stations.  The allowances contained in the unit's individual T/E are mandatory allowances (except encampment/

garrison property) that the unit is to have on hand or on order.    

However, the identification of specific items required for a parti-

cular operation is the commander's perogative.

3.  Allowance lists, when prepared and approved by the unit command- ing officer are a permanent record, subject to modifications that are due to changes in allowances.  Requests for modifications and/or changes to internal command allowances of responsible units must be approved by the Comptroller, MCBH (CRM).  The allowance request must be fully justified and signed by the unit commanding officer/

department head.  By direction requests shall not be accepted.  A sample allowance letter is contained in figure 6-1.  If approved, the allowance request will be returned for RO action.  Annually, the BPCO shall cause a review of the allowance lists with the RO's, and all changes thereto shall be made to update the information on the allowance lists.  Reconciliation of allowance lists should not be accomplished in conjunction with the annual inventory.

6001.  ESTABLISHED ALLOWANCES
1.  Allowance lists shall be prepared and maintained for all Base property and T/E items for which specific items and related quantities have been prescribed by higher headquarters or the CG, MCBH.  A suggested format for a non-FMF allowance list for established allow-

ances to be used by the BPCO is shown in figure 6-2.

2.  RO's shall make pencil changes to their copy of the CMR and make reference notes to applicable documents as allowances or on hand quantities change.  Accordingly, the strict observance of record keeping procedures outlined in paragraph 4001.6 of this Manual as     well as timely reporting of MLSR's required by chapter 5 are para- mount to effective control of Base property issued to each account.
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6002.  SPECIAL ALLOWANCE REVIEWS.  The following items must be reviewed as indicated below.

1.  Communications/Electronic.  All communications/electronic allowance reviews shall be forwarded to the BPCO via the Assistant Chief of Staff G-6 and Base Comptroller (CRM), MCBH.

2.  Computer/Automation Equipment.  Computer/automation equipment shall be forwarded to the CG, MCBH (ISMO).

3.  Training and Audiovisual Support Center.  TAVSC allowances reviews shall be forwarded to the BPCO via the Officer-in-Charge, TAVSC, and Comptroller (CRM), MCBH.
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  (UNIT HEADING)

                                                                4441

                                                                (Code)

                                                                (Date)

From:  (Commanding Officer/Department Head)

To:    Base Property Control Officer, Marine Corps Base Hawaii

Via:   Comptroller, Marine Corps Base Hawaii (CRM)

Subj:  CHANGE OF BASE PROPERTY ALLOWANCE REQUEST

Ref    (a)  BaseO P4400.23

1.  Per the reference, it is requested that the allowance for the following item(s) for Base property account number    , (building number) be increased/decreased as follows:

                ITEM        PRESENT               REQUESTED
TAMCN/NSN    DESCRIPTION    ALLOWANCE  ON-HAND    ALLOWANCE   U/P
2.  Justification:  (Must fully substantiate the need for increase or decrease of item(s)).

3.  Point of contact for this matter is              257-XXXX.

                ______________________________________________                                              
                (Commanding Officer/Department Head Signature)

NOTE:  Only the Commanding Officer/Department Head are authorized to sign change of allowances requests.  By direction correspondence will not be accepted.

 Figure 6-1.--Sample Letter of Change of Allowance Request.
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   (1)

   NSN
    (2)

   ITEM
(3)

 RU
(4)

 RU
(5)

 RU
(6)

 TO
(7)

 OH
(8)

SHORT
(9)

OVER


   (10)

 REMARKS


































LEGEND

Column                        Description
  1      List items in this column in NSN sequence.

  2      Item name, to include model, type, etc., if appropriate.

 3-5     In the example, only three responsible units are shown.  Show

         actual RO number.

  6      Reflect the total allowance quantity authorized in this     

         column.

  7      On hand allowance quantity.

  8      Quantity which is not on hand and must be requisitioned.

  9      Quantity in excess of authorized allowance.  Disposal action

         required.

 10      Remarks.  Action to be taken or action which has been taken 

         if applicable.

       Figure 6-2.--Sample Format of Allowance List Established by 

                    the Commanding General, MCBH.
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  CHAPTER 7

  BASE LAUNDRY PROCEDURES

7000.  INFORMATION.  The Base laundry is operated by the Base property control office to collect and distribute linen, organizational pro-

perty and clothing for laundry service.  The operation of a central collection/distribution point for laundry precludes the need for various Base and tenant activities to transport laundry individually to and from an off Base laundry facility.  Laundry services are pro-

vided to the Base by a contracted commercial laundry facility.  Units are not authorized to use the laundry facility at Pearl Harbor.

7001.  LOCATION AND HOURS OF OPERATION.  The Base laundry is located in building 209, directly across from servmart.  Hours of operation shall be posted by separate correspondence.  Adherence to this sche-

dule is mandatory since failure to comply may result in refusal of service.  However, arrangements can be made for late turn-in/pickup by contacting the Base laundry call room at 254-3876 before 0900 on the scheduled laundry day.

7002.  CONSERVATION OF LINEN.  All units using the services of the Base laundry use linen only for the purpose intended.  All linen which is unserviceable due to excessive wear or damage shall be turned into the Base laundry room.  The Base laundry room clerk shall exchange the unserviceable linen for serviceable linen in the best interests of the government.  Lost or missing linen must be reported when discovered and must not be allowed to accumulate over a long period of time, thus requiring a large loss adjustment.

7003.  SERVICES AVAILABLE.  The following types of laundry/cleaning services are available through the Base laundry room: 

1.  Linen survey.

2.  Medical/dental special items.

3.  Organizational clothing and other government property.

7004.  LINEN SURVEY.  Linen survey as used herein refers to routine bedding articles such as sheets, pillow cases, mattress covers, bed-

spreads, mattress pads, and pillows, etc., which are routinely exchanged (soiled or cleaned) on a one-for-one basis.

1.  Linen surveys shall be accomplished by the designated unit laun- dry agent(s) only.

                                                                  7-3

7005                   SOP FOR PROPERTY CONTROL

2.  Linen shall be surveyed on the combined work request and receipt (NAVMC 10192).  Original and one copy are required.

3.  List quantities of linen received on a one-for-one basis on the NAVMC 10192 in the count "IN/OUT" column adjacent to the descriptive name of the articles surveyed.  When all items received have been annotated on the NAVMC 10192, unit laundry agents shall legibly print their name on the last line of the NAVMC 10192, titled "Organizational Representative".  Unit laundry agents shall acknowledge receipt of the quantities annotated in the count "OUT" column by signing above their lettered name.  Quantities reflected in the "IN/OUT" column must agree.  Note the rank of the unit laundry agent in the space provided next to the signature, and date the NAVMC 10192 on the day the linen survey was accomplished.  The Base laundry clerk will retain the completed, signed original, and return the duplicate to the unit laundry agent.  A sample of a completed NAVMC 10192 is in figure 7-1.

7005.  MEDICAL/DENTAL SPECIAL ITEMS
1.  Special handling laundry shall be accepted from designated medical/dental laundry agents only on the NAVMC 10192.

2.  Normal processing time is 2 to 3 working days.

3.  The following medical/dental items shall be accepted for laundry turn-in:  medical towels, surgical covers and dental smocks.

7006.  ORGANIZATIONAL PROPERTY AND CLOTHING
1.  Laundry services for the following organizational property is included in the commercial contract, and shall be accepted by Base laundry room personnel on a routine basis.

      ITEM                               TAMCN
      Blanket Bed                        C1020

      Coat, Cold Weather                 C1060

      Drawers, Cold Weather              C1090

      Liner, Coat, Cold Weather          C1150

      Undershirt, Cold Weather           C1260

      Cover, Helmet, Camouflage          C3120

      Liner, Wet Weather Poncho          C3270

      Sleeping Bag                       C3420

      Sleeping Bag Cover                  N/A

      Coveralls, Men's Cotton            K4238

      Watch Caps                         C1055

      Mess Shirts                         N/A

      Mess Trousers                       N/A  

      Napkins                             N/A 

      Tablecloths                         N/A                         
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2.  Laundry/cleaning of all FMF organizational property shall be funded by the MCBH Comptroller on a reimbursable basis.  No FMF orga-

nizational property shall be accepted by Base laundry room personnel if acceptance could result in exceeding the quarterly authorized amount cited on unit's reimbursable document (NAVCOMPT 2275) without prior approval from the Comptroller.  Laundry/cleaning services for organizational property and clothing not cited in paragraph 7006.1 of this Manual require approval by the BPCO before acceptance by Base laundry personnel.

3.  Normal processing time for all items listed in paragraph 7006.1 

is 7 working days.

7007.  LAUNDRY/CLEANING PROCEDURES FOR ORGANIZATIONAL PROPERTY,  

MEDICAL/DENTAL AND OTHER GOVERNMENT PROPERTY
1.  These types of laundry shall be collected by the unit laundry agents and delivered to the Base laundry room.

2.  The NAVMC 10192, original and one copy, shall be used as the turn-

in document.  Linen survey items identified in paragraph 7004 shall not be intermingled with organizational property, medical/dental or other government property on the NAVMC 10192.

3.  List quantities of organizations, medical/dental or other govern-

ment property on the NAVMC 10192 in the count "IN" column next to the descriptive name of the item turned in.  When the name of the item is not pre-printed on the NAVMC 10192, unit laundry agents shall be re-

quired to print the name of the item turned in, to include sizes (if applicable), in one of the blank spaces provided.  Laundry agents turning in organizational, medical/dental or other government property shall legibly letter and sign their name in the  block title "Signature (officer requesting service)".  The Base laundry repre-

sentative shall acknowledge receipt for items identified in the count "IN" column by legibly lettering and signing their name in the block titled "Received By".  Show the date Base laundry representatives receipt for the items in the block titled "Date".  Once signed by the Base laundry representative, the unit laundry agent retains the original as a receipt for property turned in.  The Base laundry clerk retains the duplicate, signifying property owed.  A sample of the NAVMC 10192 used as a turn in document is in figure 7-1.

                                                                      4.  Unit laundry agents must have the original NAVMC 10192 in their possession to receive laundered items.  Quantities of laundered items returned to unit laundry agents shall be annotated in the count "OUT" column on the original NAVMC 10192, adjacent to the applicable des-

criptive item name.  The "IN/OUT" counts must agree.  The unit laundry agent shall acknowledge receipt of all items annotated in the count "OUT" column the same way as for a linen survey.
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7008.  COUNTS AND SHORTAGES.  Verify all laundry/linen turn-ins and pick-ups at the Base laundry room, building 209 before departing.  Laundry/linen counts shall be considered correct after departure from the Base laundry room.

7009.  DESIGNATION OF LAUNDRY AGENTS.  Commanding officers are res-

sponsible to designate laundry agents to draw and turn in laundry/

linen, and should forward a letter designating a laundry agent to the BPCO per figure 7-2.  Update this letter of delegation quarterly, 

even if agents are the same.  When a unit's laundry agent is changed, the commanding officer shall cancel the previous letter of authori-

zation and issue a new letter.  Unit laundry agents shall perform their duties per instructions contained herein with particular emphasis on the following:

1.  Before the delivery to the Base laundry room, check each item to be laundered and ensure that no ordnance items or other foreign objects are in folds or pockets.  The representative in the Base laundry room shall again check for these items in the presence of the unit laundry agent.

2.  Check the count of both turn-in and clean linen before leaving    the Base laundry room, otherwise, laundry counts made by the Base laundry room personnel shall be considered correct.

7010.  TURN-IN PROCEDURES.  Due to time spent sorting and verifying counts at the laundry room, the following procedures apply: 

1.  Turn in sheets, pillowcases, bedspreads, mattress covers, sleep-

ing bag covers and poncho liners so that they form a bundle of 25     (24 items securely wrapped in one).

2.  Turn in bed caps, mattress pads, coveralls, trousers, shirts,     long john drawers, long john tops, field jacket liners, dental        smocks, medical towels and table cloths folded and tied in stacks of 10 with all single edges in the same direction.  Stack sized items in tens by equivalent sizes.

3.  Fold and tie blankets and field jackets in stacks of five, with single edges in the same direction and sorted by equivalent sizes.

4.  Roll and tie sleeping bags before turn in.

5.  Tie helmet covers in bundles of 25 by size, with single edges in the same direction.

6.  Turn in pillows and all surgical covers on a piece-by-piece basis.
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Figure 7-1.--Sample Form of NAVMC 10192 Utilized for Linen
Survev.
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(UNIT HEADING)

                                                                4400                                                                     

                                                                (Code)

                                                                (Date)

From:  Commanding Officer, (Unit Address)

To:    Commanding General, Marine Corps Base Hawaii (LSP) 

Subj:  APPOINTMENT OF UNIT LAUNDRY AGENT

Ref:   (a) BaseO P4400.23

1.  Per the reference, the following personnel are hereby designated laundry agents for (Unit Address):   

NAME                         RANK          SSN
                                                           Principal

                                                           Alternate

2.  Only the above designated laundry agents are authorized to collect and turn in laundry.

3.  All previous appointments are hereby cancelled.

                                 _____________________                       

              (C.O.'s Signature)

        Figure 7-2.--Sample Letter of Appointment of Unit Laundry                          

                     Agent.
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CHAPTER 8

 REPAIRS OF BASE PROPERTY

8000.  GENERAL INSTRUCTIONS    

1.  Base property includes typewriters, adding machines, calculators, vacuum cleaners, floor polishers, shredders, time stamps, copiers, etc..

2.  Using units are responsible for operator maintenance and general upkeep of all equipment in their possession.

8001.  REPAIR OF OFFICE MACHINES
1.  The Base property control office shall obtain estimated repair or overhaul costs from contractors providing the service under General Services Administration (GSA) term contracts where provided, or at the lowest rate available from other sources.

2.  Electrically operated office machines (typewriters, adding machines, calculators, etc.) shall not normally be replaced unless:

    a.  There is a continuing history of breakdowns with corrrespond-

ing loss of productivity through downtime.  Users must provide docu-

mented and quantified information.

    b.  Cumulative repair costs on a machine appear to be excessive, based upon repair records.  The fact that a machine accrues repair costs equal to the acquisition cost does not necessarily indicate the current condition of the machine.

    c.  Repair parts are not available, causing a machine to be out of service for an excessive amount of time.

    d.  An office machine lacks essential features required to perform

a particular task which is continuing in nature and other suitable machines are not readily available.

    e.  The repair source states that the office machine is "unecono-

mical to repair".

3.  Office machines (acquisition cost less than $15,000) repairs for Base property shall be coordinated by the Base property control 

office, phone 257-2885/2236.  Under no circumstances may an RO or their representative negotiate directly with a vendor or repair person other than obtaining a quotation at no cost to the government. 
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8002.  MAINTENANCE SERVICE CALL PROCEDURES
    1.  A maintenance service call is authorized by all Base units that hold Base property office machines (i.e., typewriters, calcula-

tors, shredders, etc.).  When reporting any maintenance service calls, provide the following information to the Base property control office:

        a.  Item name (full description).

        b.  Item serial number and model number.

        c.  Location of item (building number and/or room number).

        d.  Point of contact (name, rank, phone number).

        e.  Problem (must be specific).

2.  The Base property control office repair clerk shall verify, by serial number, if an existing maintenance service contract may be used.  Whether the office machine is on a contract or not, the following procedures apply:

    a.  Office Machines Found on Contract.  The Base property control office repair clerk shall notify the vendor.  Most vendors will       respond within 24 hours.  The RO must ensure that copies of all re-

invoices are returned to the Base property control office repair  clerk.

    b.  Office Machines Not Found on Contract.  The Base property control office repair clerk shall advise the unit RO or designated representative to submit a repair requisition on a DD 1348 or DD 1149.

8003. OFFICE MACHINES UNECONOMICAL TO REPAIR (NOT UNDER CONTRACT)
1.  Periodically, machines become too expensive to repair or comp-

letely worn out.  When this occurs, the Base property control office repair clerk shall:

    a.  Inform the unit RO or designated representative to submit a turn-in document to the BPCO.  This document shall be annotated with "Uneconomical for Repair" and signed by the unit's RO.  All paperwork verifying the unserviceability of the item should accompany the turn-

in document.

    b.  Advise the RO or designated representative to submit a DD 1348 or DD 1149, to requisition a replacement of the unserviceable property if required (see figure 3-2 and 3-3).
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2.  At no time shall a unit RO ask for replacement of property without the vendor stating that the machine is "uneconomical to repair".

3.  All office machines covered in this paragraph shall be turned in to building 209 for further disposition.

8004.  OFFICE MACHINES UNECONOMICAL TO REPAIR (UNDER CONTRACT).  When a vendor estimates a repair as being uneconomical, take the following steps:

1.  Obtain an invoice indicating why the item is uneconomical for repair (i.e., cost, age, lack of parts, etc.).  Forward the invoice   to the Base property control office for final authorization and disposition instructions.

2.  Upon notification from the Base property control office, arrange to dispose of the item, per paragraph 9006 of this Manual.

3.  Submit a DD 1348 or DD 1149 per chapter 3 of this Manual, to procure a new machine.

8005.  REPAIRS FOR OTHER BASE PROPERTY EQUIPMENT
1.  The BPCO is not responsible for the repairs of the following equipment:

    a.  Repairs for central air conditioning units (nonportable       

type), built-in refrigeration units and water fountains.  Submit      these on work request form (NAVFAC 9-11014/20), to the Facilities Department, building 242 (see figure 8-1).

    b.  Repairs for weedeaters, lawnmowers and chain saws shall be taken to Self Help, Facilities Department, building 201.

2.  Vacuum Cleaners and Buffers.  Submit repairs for vacuum cleaners and buffers on DD 1348 or DD 1149 to the Base property control office repair clerk.  Use procedures of paragraph 9002.1.

3.  Automated Data Processing Equipment (ADPE).  Submit all requests for ADPE repairs to the Base ISMO.

4.  Communication/Electronic Equipment.  For repairs of communica-

tion/electronic equipment that is listed on the Ground Electronics Maintenance Branch (GEMB) property records, call GEMB maintenance control, phone 257-2590/3120.
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5.  Plant Property Class 3 and 4
    a.  Call in repair requests for all office equipment to the Base property control office at 257-2885.  If the equipment is not covered by a maintenance service contract, submit a request for a one-time repair.

    b.  Submit plant property repairs other than office equipment as

a work request on NAVFAC 9-11014/20 to the Facilities Department (LFM), building 242.  For information call 257-2171.  Funding is normally provided by the Facilities Department.  The Facilities Department shall repair the item, if possible.  If the items are beyond economical repair, Facilities Department maintenance personnel shall endorse the NAVFAC 9-11014/20 and return it to the requesting unit.  The requesting unit shall then submit a request for replacement.

6.  Washer/Dryer Repairs.  Identify all washer and dryer repairs to the Base property control office repair clerk per the procedures of paragraph 9002.2c of this Manual.  

7.  Safe Repair.  The Base property control office repair clerk shall accept all calls for minor property safe repairs.  Repairs shall be funded by the Base property control office.  Lockouts or negligence 

of the unit shall not be funded by the Base property control office.
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 CHAPTER 9

  MISCELLANEOUS PROPERTY CONTROL PROCEDURES

9000.  REMOVAL OF BASE PROPERTY
1.  Under no circumstances shall Base property be removed from the Base without prior written approval of the CG, MCBH (LSP).

2.  Send requests to the Base Supply Officer (LS), and:

    a.  List the items to be removed from the Base.

    b.  Give the destination and period of time the Base property shall be removed.

    c.  Give full justification for desiring to take the Base pro- perty from the Base.

    d.  Submit any requirement that exceeds 6 months to CMC as a T/E change.

9001.  LOANS OF BASE PROPERTY TO INDIVIDUALS OR ORGANIZATIONS ON A

       TEMPORARY BASIS 

1.  Certain circumstances call for the use of Base property for short periods of time (i.e., swords for ceremonial functions, ceremonial tents, folding chairs and tables, etc.).

2.  Temporary loans are restricted to a maximum of 30 days, unless extended by the BPCO.

3.  RO's shall submit, in writing, requests for the temporary loan of Base property to the BPCO.  Requests must be received at least 5 working days before the property is required and shall include the item(s), quantity, duration of temporary loan, justification, and the individual authorized to sign for the property (must be a SNCO, officer, or civilian GS-5 or higher).

4.  Preparation.  The equipment custody record (NAVMC 10359), shall   be used as a temporary loan receipt.  One card shall be prepared for each type of property being lent, using the format of figure 9-1.         

5.  Any deviations to the above shall be disapproved without action.

6.  Temporary loans shall not be approved for pending allowance approvals.
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9002.  CLOTHES WASHERS AND DRYERS IN BACHELOR HOUSING
1.  Washers and dryers are presently furnished in all bachelor housing aboard MCBH and are considered base property.  Machines are repaired under a blanket purchase agreement (BPA) with a local vendor.

2.  RO's are to ensure that the following regulations are adhered to:

    a.  Use of Machines.  Clothes washers and dryers shall be used by unaccompanied personnel for the routine washing and drying of fabric clothing items only.  Machines shall not be used to wash or dry combat boots, shoes, 782 gear, or other equipment.  Personnel using washers and dryers shall adhere to the instructions for proper operations so as to prevent the excess use of soap and/or overloading machines by excess volume of clothing.  RO's shall promptly report all acts of vandalism to clothes washers and dryers to the BPCO.  Acts of vanda-

lism will be investigated, to include JAG Manual investigations, if appropriate.

    b.  Maintenance of Machines 

        (1) Forward all requests for maintenance on clothes washers and dryers to the BPCO. 

        (2) Repairs will only be made by the civilian contractor. 

    c.  Procedures for Maintenance Requests.  Promptly report all washers and dryers requiring maintenance to the BPCO.  The following information is required: 

        (1) Building number.

        (2) Floor/Deck number.

        (3) Problem.

        (4) Phone number.

        (5) Point of contact.

        (6) Make of machine.

        (7) Model of machine.

        (8) Serial number of machine.

    d.  Replacement of Machines.  Request replacement for machines deemed "uneconomical to repair" or "unrepairable" to the BPCO on      DD 1348 per chapter 3 of this Manual.
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9003.  AMMUNITION PROCEDURES
1.  MCBH is tasked with providing training ammunition to Base units that are not supported by other activities.  In garrison, aboard MCBH, Marines are still required to maintain MOS proficiency and qualify annually with service weapons.  Class V(W) Training Allowances for ammunition are established by Commander, Marine Corps Systems Command, Quantico, VA and published annually in the Marine Ammunition Requirements Support Order (MARSO) via the Commander, Marine Forces Pacific (G-4).

    a.  Units shall adhere to BaseO P8020.10, Standing Operating Pro-

cedures for Class V at Ammunition Supply Point (ASP), MCBH, Kaneohe Bay in the management and control of ammunition.

    b.  Commanding officer's are responsible for the safe employment and security of Class V(W) ammunition.

2.  Annually, upon notification, Base activities requiring training ammunition shall provide the BPCO the necessary information to estab-

lish an allowance of Class V(W) for the next fiscal year.  Base units shall adhere to applicable training allowances when calculating ammunition requirements for their activity.  Units shall also use the Table of Organization listing the applicable Military Occupational Specialties (MOS) of members in their unit.

3.  Base units requiring training ammunition shall provide the BPCO a letter listing personnel authorized to requisition/receipt for Class V(W) Training Ammunition for their activity for the applicable fiscal year per BaseO P8020.10.  Units will be provided with the approved MARSO and will breakdown the annual allowances into quarterly incre-

ments based on their training requirements.  Any changes to the MARSO shall be submitted at least 90 days prior to the start of the quarter the change is needed. 

4.  Requisitioning Procedures.  Prior to submitting requisitions for Class V(W), Base units will ensure the following is accomplished:

    a.  That the quantity requested is listed on the MARSO for the particular quarter and does not exceed the total quantity authorized.

    b.  That there is sufficient time, based on priority, to submit the requisition to Base Ordnance via the BPCO.
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    c.  That the individual requesting the ammunition is listed on    the unit's authorization letter.

    d.  That the individual picking up the ammunition is listed on    the unit's authorization letter.       

    e.  That a qualified explosives driver and vehicle are available to transfer the ammunition from Base ordnance to the training site.

5.  Units shall submit ammunition requisitions to the ASP, MCBH via the BPCO.  Upon verification that the unit has the quantity available for that quarter, the BPCO will endorse the requisition, assign a document number, and forward it to the ASP, MCBH.  Upon receipt of ammunition, units will provide the BPCO with a copy of the DD 1348-1 issue document.  Units are also required to submit an expenditure report once the ammunition is expended. 

6.  Turn-in of unused ammunition.  Ammunition not expended during training will be turned in to the ASP, MCBH upon completion of the training exercise.  Units shall submit a turn-in document on DD 1348.  The quantity turned in will be credited to the unit's MARSO for that quarter. 

9004.  PACKAGED OPERATIONAL RATIONS/MEAL READY TO EAT AND FUEL  

       TRIOXANE
1.  Use the guidance below to request Meal Ready to Eat (MRE) per MCO 10110.40 and MCO 10110.14.

    a.  If applicable, submit documents shown in figures 9-2 through 9-7 to the BPCO at least 5 working days before the desired pickup date.

    b.  Per MCO 10110.40 and MCO 10110.14, payment for MRE's from persons not authorized to subsist at government expense must be collected before consumption.  All meals must be paid for at the Base property control office upon receipt of MRE's.
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    c.  Personnel Not Authorized Subsistence In Kind
        (1) For individuals that are not authorized to subsist at government expense, the cash meal payment sheet (NAVMC 10298), shall be used to obtain each individual's signature and the dollar amount collected in the individual's own writing.  NAVMC 10298's are con-

trolled forms and shall be signed for by a SNCO or an officer (see figure 9-3).

        (2) The price charged for MRE's is published annually in an ALMAR in the 10110 series.  In addition, officers and enlisted        Marines drawing special per diem who purchase MRE's must pay a sur-

charge, which is also detailed in the ALMAR.

    d.  Personnel Authorized Subsistence In Kind.  For individuals authorized to subsist at government expense, complete a meal verifi-

cation record (NAVMC 10789) per figure 9-4, and as explained below:

        (1) Left hand corner of NAVMC 10789:  (Record the unit).

        (2) Date:  (Enter the date the MRE is issued).

        (3) Type of Meal:  Check other (specify, i.e., MCI, MRE).

        (4) Category of Personnel:  Use a separate NAVMC 10789 to record each category of personnel (i.e., Navy, Marine Corps, etc.).

        (5) Unit:  (Enter unit or command).

        (6) Individuals signing the NAVMC 10789 shall list their social security number in the space provided.

    e.  An alternate method to record MRE issues to personnel autho-

rized to subsist at government expense, (during maneuvers or field exercises), is to record a group issue entry on the NAVMC  10789,     see figure 9-5, and attach a roster indicating the name, rank, SSN, number of meals for each individual receiving MRE's (see figure 9-6).

    f.  For field exercises longer than 10 days, personnel not autho-

rized to subsist at government expense shall have their pay checked and the unit diary number will be annotated on the user consumption report shown in figure 9-7.
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    g.  Upon conclusion of maneuvers or field exercises, MRE's not used by personnel authorized to subsist in kind shall be returned to the BPCO along with a report of MRE's consumed.  In addition, per-

sonnel not authorized to subsist in kind shall not turn in excess MRE's.  The BPCO shall reconcile the NAVMC 10298, NAVMC 10789, and user consumption report to ensure that the quantities consumed/turned in are balanced.

    h.  Return all unused MRE's issued to personnel authorized to subsist in kind only to the Base property control office. 

    i.  The BPCO will coordinate turn-ins of excess MRE's to CSSG-3.  CSSG-3 will only accept full cases for turn-in.  Any odd lot meals left over must be retained/stocked by the Base property control office.

    j.  Ensure you have a government vehicle and working party avail-

able during the day of pickup.  Base property control personnel will only aid in signing for the MRE's.

2.  Report any MRE's found to be unfit for consumption to the Base property control office.  The lot number shall be suspended immediately.                                                       

3.  These procedures do not pertain to issuing MRE's during destruct-

ive weather emergency conditions, which shall be covered by separate correspondence.

4.  Units shall submit yearly requirements for MRE's/fuel trioxane to the BPCO 60 days before the new fiscal year.  A quarterly report      shall also be submitted to verify all requirements for the remainder of the fiscal year.

9005.  FILE MAINTENANCE.  Maintain Base property files with:

1.  The letter appointing individual(s) as RO's for a period of 1     year after the individual ceases to serve.

2.  A copy of the letter from the individual to the BPCO delegating authority for personnel in their organization to receipt for property in their absence.
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3.  A copy of the most currently signed CMR for assigned account,  annotated to reflect the current amount on hand.

4.  As a minimum, NAVMC 10359 for each item of property issued to     each subaccount within the RO's account.  Subcustody records for each account shall be separate, in national stock number/local  stock number sequence.  Base property shall be signed down to the level where the items can be viewed daily by the individual who is respon-

sible.

5.  Copies of increase/decrease transactions resulting in changes to the CMR on hand accountable balance (maintained 2 years).

6.  A copy of all pending requisitions for Base organic property for individual's account.

7.  A copy of BaseO P4400.23.

8.  Other pertinent information regarding their account.

9.  Document register of all requisitions and turn-in documents sub-

mitted to the BPCO per chapter 3 of this Manual.

9006.  DEFENSE REUTILIZATION AND MARKETING OFFICE (DRMO) 

1.  General.  All units may screen DRMO and request to draw property/ equipment from DRMO before requisitioning new equipment.  Requests to remove property/equipment from DRMO shall be forwarded to the BPCO    for approval.  DRMO procedures are outlined in DOD 4160.21-M.

2.  Unserviceable Property Turn-in.  Process unserviceable turn-ins   as follows:

    a.  RO's should contact the BPCO at least 5 working days before turn-in.  Appointments for turn-ins shall be made with the Base pro-

perty control warehouse for all Base property.

    b.  RO's having more than one load of property to turn-in shall consolidate like items (i.e., wall lockers, desks, double pedestal, etc.), per load, accompanied with the respective DD 1348-1 (D6A)   turn-in documents.  One DD 1348-1 is required for the total quantity of each line item (see figure 3-6).
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c.  All items shall be checked for serviceability by the Base   

property control warehouse personnel before acceptance as a turn-in   or delivery to DRMO.

    d.  Turn-ins are accepted by DRMO only between 0730-1500, Monday through Thursday.

    e.  Activities arriving on their appointment time at DRMO shall   be processed immediately.  Late arrivals shall be processed on a time permitting basis.  If time is not available, late arrivals will be   

refused, and a new appointment will be required.

    f.  RO's are responsible to ensure that a copy of the DD 1348-1 disposal document is returned to the BPCO.  This copy must be stamped "DELIVERED" by a DRMO representative.  Any other copy shall not be accepted.

    g.  Once Base property control office receives this copy, adjust-

ments will be made to the CMR.  No adjustments will be made without the returned copy.

    h.  The RO releasing the property shall retain a signed copy of the turn-in document until the property has been dropped from the updated CMR.

    i.  Under no circumstances shall an RO dispose of or transfer items of Base property/PSE without the approval of the BPCO.

3.  Requisitioning DOD Excess Personal Property from DRMO
    a.  General Instructions.  This section prescribes the policies and procedures to obtain transfer of property under the control of DRMO, Hawaii.  

    b.  Screening of Property.  Any unit may screen property at DRMO.  Screeners shall sign in and out on the visitor/vehicle register (DRMS 147).  Obtain a screener's tally sheet (DPDS 103) and instructions on its use and completion from a DRMO representative.  Screeners will be escorted to all screening areas by a DRMO representative.  Upon com-

pletion of screening, the screener shall return the forms to the DRMO clerk, who shall verify the information and resolve any questions.  The DRMO clerk will authenticate the screening list and return it to the screener. 
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    c.  RO's Responsibility
        (1) Tenant organizations must ensure that any excess personal property proposed for use to fulfill a T/E requirement is first  approved by the Commanding Officer of their respective major command.

        (2) Ensure all items required have approved allowances.

        (3) Any unit screening for minor property type items must be approved by the BPCO. 

        (4) Adhere to requisitioning procedures as follows:

           (a) Prepare a DD 1348-1 (D7A) for each individual item listed on the DPDS 103 (see figure 9-8).

           (b) Deliver each DD 1348-1 and DPDS 103 to the unit supply officer for T/E items, or BPCO for minor property for approval.

           (c) Once approved, provide a letter of authorization to    the individual to receipt for property, along with a DRMO credit card.

        (5) Removal of Property from DRMO
           (a) Upon receipt of a valid DD 1348-1 document, the DRMO clerk shall verify and approve the document for issue.  The issuing agent shall process the issue, obtain the required legible signatures, sign and date the issue, and furnish copies 4 and 5 to the customer.

           (b) Once transactions have been completed with DRMO,    

individuals must deliver copy 4 of the DD 1348-1 to the BPCO to adjust the unit's CMR.

9007.  PERSONAL EFFECTS
1.  For the purpose of this Manual, the storage of personal effects for tenant unit personnel involved in unit deployments/exercises      shall be the responsibility of the tenant unit.

2.  The storage and disposition of personal effects for individuals falling under the categories of MCO P4050.38 shall be the responsibi-

lity of the unit's S-4/supply. 
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 LEGEND

1.  Insert the complete military designation of the activity.

2.  Use this block to indicate the authority for the approval of the temporary loan.

3.  Enter the julian date preceded by the last digit of the calendar

year.

4.  Enter the words "Temp Loan".

5.  The quantity actually issued to the responsible unit.

6.  The quantity returned to stock or otherwise disposed of for which the RO is relieved of responsibility.

7.  The actual current total on custodial receipt to the unit shown   in block 1.

8.  Use this block to clearly identify all transactions recorded (i.e., initial issue, replacement issue, miscellaneous adjustment, etc.).

9.  Attest to each new entry made shall be attested to by signature

of the individual accepting responsibility for equipment for the unit shown in block 1, except when a balance is reduced to zero.

10.  Julian date when item is due back to the BPCO.

11.  Letter following information clearly; name, rank, SSN, unit and telephone extension.

12.  Use same stock number as contained on the MAL.

13.  The item name and description as contained on the MAL.  Items with locally assigned stock numbers shall contain a complete descrip-

tion to positively identify the item.  The unit of issue shall be inserted at the end of each item description.  Serial numbers/USMC registration numbers shall be reflected on the reverse side of the NAVMC 10359.

14.  The account number assigned to identify the unit designated in block 1.

15.  Enter the serial number/USMC registration number of the item appearing in block 12.  When deleting serial/USMC registration num-

bers, draw only one single line so that the number is still legible.

         Figure 9-1.--Sample Format of Equipment Custody Record

                      (NAVMC 10359)--Continued.
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UNIT HEADING

                                                                4400

                                                                (Code)

                                                                (Date)

From:  (Requesting Unit)

To:    Commanding General, Marine Corps Base Hawaii (LSP)

Subj:  REQUEST FOR MEAL READY TO EAT (MRE)                          

Ref:   (a) CG MCBH Kaneohe Bay memo 4400 LSP of    (Date)___   
Encl:  (1) List of Personnel Not Authorized to Subsist In Kind

       (2) List of Personnel Authorized to Subsist In Kind

1.  Per the reference, the following information is submitted:

    a.  Inclusive date:

    b.  Total meals required:

    c.  Personnel drawing COMRATS/BAS:

    d.  Personnel authorized to subsist in kind:

    e.  Total MRE's required per person per day:

    f.  Date and time of pickup:

2.  Enclosures (1) and (2) show personnel on commuted rations and personnel authorized to subsist in kind.

3.  The following named Marine shall act as Mess Cashier and is    

authorized to take delivery of subject rations:

    NAME                  RANK/SSN                 PAYROLL SIGNATURE
                                    ____________________                      

                                        (Signature) 

      Figure 9-2.--Sample Letter of Request for Meal Ready to Eat. 
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Figure 9-3.--Sample of Cash Meal Payment Sheet (NAVMC 10298).
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 LIST OF PERSONNEL AUTHORIZED TO SUBSIST IN KIND

From                                 To                               

NAME                     RANK            SSN                 #MEALS
______________________________________________________________________


______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________                                                                    
Figure 9-6.--List of Personnel Authorized to Subsist In Kind.
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(UNIT HEADING)

                                                                4400

                                                                (Code)

                                                                (Date)

From:  (Requesting Unit)

To:    Commanding General, Marine Corps Base Hawaii (LSP)

Subj:  SUBMISSION OF PACKAGED OPERATION RATION (POR) CONSUMPTION

       REPORT

Ref:   (a) MCO P10110.14L

1.  In accordance with the reference, the following information is submitted:

    a.  Total POR's drawn:          ______________________________                           
    b.  Total POR's issued to

        personnel authorized

        to "subsist in kind":     ________________________________                             
    c.  Total POR's issued to

        personnel drawing

        commuted rations/BAS:     ________________________________                             
    d.  Total POR's returned

        to Base property

        control office:           ________________________________                             
                       TOTAL:     ________________________________                             
2.  Point of contact is (Name and phone number of RO).

                                I. M. COMMANDING

Unit Diary No. ___________         
NAVMC 10298 No. __________        
NAVMC 2277 Doc No. _______     
           Figure 9-7.--Sample Letter of Packaged Operational                                 

                        Ration Consumption Report.
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Figure 9-8.--Sample DRMO Withdrawal Document (DD 1348-1) {D7A).
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BLOCK/CC     LEGEND                        ENTRY
 46-50       SUPPLEMENTARY ADDRESS         Enter the account                                                     

                                           number. 

 46-47                                     Enter "SU".          

48-50 Enter your three-digit                                                

48-51 RO account number.

 51-59                                     Leave blank.

 60-61       PRIORITY DESIGNATOR           Enter "07", "09", or "14".                                              

             07 - URGENT.  Required for immediate end use.  Unable to

                  perform assigned mission.  Safety hazard, serious

                  detriment to morale, health or welfare.  Must be

                  signed by your commanding officer or acting                           

                  commanding officer.  The Base supply officer may                      

                  sign "07" requisitions for Base department heads.

             09 - For immediate end use.  Able to perform assigned

                  mission, but with decreased efficiency. The lack of

                  items shall not cause a safety hazard.

             14 - Routine.  For replacement of existing assets or to

                  upgrade the appearance of existing facilities.

 62-73                                     Leave blank.

 74-80                                     Enter unit price.

   A         SHIPPED FRO   M               Enter "DRMO, P.O. Box 298,                                            

                                           Barbers Point, HI".

   B         SHIPPED TO                    Enter "Property Control                                               

                                           Division, Marine Corps                                                

                                           Base Hawaii, M00318".

   E                                       Enter total price.

   P         MAT COND                      Enter condition code.

   U         FREIGHT CLASSIFICATION        Enter "Unclassified" or                                               

                                           "Classified". 

   V                                       Enter document number                                                 

                                           from screening sheet or                                               

                                           hold tag.

        Figure 9-8.--Sample DRMO Withdrawal Document (DD 1348-1)                           

                     (D7A)--Continued.
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BLOCK/CC     LEGEND                         ENTRY
   X         ITEM NOMENCLATURE              Enter nomenclature,                                                   

                                            description and serial                                                

                                            number from screening    

                                            sheet or hold tag.

   Y                                        Enter location from                                                   

                                            screening sheet or hold                                               

                                            tag.

AA-GG                                       For Base property use                                                 

                                            only.  

              Figure 9-8.--Sample DRMO Withdrawal Document 

                           (DD 1348-1) (D7A)--Continued.
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APPENDIX A

GLOSSARY OF TERMS

Accountability.  The obligation imposed by law, lawful order, or    

regulation of an officer or other individual to keep accurate record of property, documents, or funds.  The individual obligated may or    may not have actual possession of the property, documents or funds.   Accountability is concerned primarily with custody, care, and safe-

keeping.  See also "Responsibility" and UM 4400-71.

Adjustment Document.  A document used to adjust formal account pro-

perty records to reflect gains and/or losses of nonexpendable or controlled expendable property.                          

Allowance Items.  Quantity of items of supply or equipment prescribed by Marine Corps T/E's and other authorized allowance publications.  See also "Special Allowance" and UM 4400-71. 

Class 3 Plant Account Property.  Equipment of a capital nature having an estimated or initial acquisition unit cost of $1,000 or more       (other than industrial plant equipment).

Class 4 Plant Account Property.  Equipment with an acquisition cost   of $5,000 or more and considered to be industrial plant equipment; used to cut, abrade, grind, shape, form, join, gesting measure, heat, treat or otherwise alter the physical electrical or chemical pro-

perties or materials, components or end items, entailed in manufac-

turing, maintenance, supply processing, assembly, research and development operations (e.g., drilling, sawing and threading mach-

ines, arc welder).                                               

Collateral Equipment.  The range and depth of items functionally 

related to and supporting an end item.  Items not considered colla-

teral equipment are repair parts, spare parts and components.  Also referred to as collateral material. 

Consolidated Memorandum Receipt (CMR).  A mechanized list of all      items of Base property in the hands of an RO which is signed by the   RO acknowledging their custody of the items.  The CMR's issued by the BPCO provide signature control of all nonexpendable and controlled expendable items on the list as required by UM 4400-124, and also provides each RO with a valuable management tool to help control the Base property assigned to them. 

Consumable Supplies.  Material which, after issue, is chemically or physically altered with use to the extent that it cannot be economi-

cally reused for its original purposes and/or which is not normally returned to a storage or industrial activity for repair.  
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Consumable supplies are either consumed in use or lose their identity in the process of work or in the rendering of service.  They include such items as office supplies, POL's, lumber, etc.  Consumable supplies are generally expended upon issue.

Consumer Inventory.  An inventory, usually of limited range and  depth, held only by the final element in an established supply dis-

tribution system for the sole purpose of internal consumption.

Controlled Item.  See "Regulated Item".

Controlled Item Subsystem.  Subsystem 13 of the MUMMS; refer to

UM 4400-71.

Demand.  An indication of a requirement (requisition, request, issue, generation, etc.) for issue of serviceable material.  Demands are categorized as either recurring or nonrecurring.

Demand Development Period.  A control period of time used to accumu-

late demand history to justify computation of stock levels.

Depth.  The quantity of stocked items; see also "Range".

Direct Custodian.  Any individual required to have personal possession

of public property in order to carry out normal duties when working under the supervision of an RO.

Document Number.  A 13 digit number that is composed of the four

digit julian date and a four digit serial number (e.g., 0057-9241), preceded by the unit identification code.

Economic Retention Stock.  That portion of the quantity of an item excess to the approved retention level which it has been determined will be more economical to retain for future peacetime issue in lieu of replacement of future issues by procurement.

End Items.  A final combination of end products, component parts,  

and/or materials which is ready for its intended use (e.g., radio, jeep, generator); see also "Principal Item, Secondary Item".

Equipment Allowance File (EAF).  An extract of the logistics manage-

ment information system (LMIS) at Headquarters Marine Corps, provided quarterly on computer to Regional Automated Services Center (RASC's) for dissemination to the field.  The EAF provides authorized allow- ance levels by T/E for asset management.

Excess.  That quantity of items held by an activity which exceeds the quantity required or authorized for retention; see also "Economic Retention Stock".
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Expendable Supplies.  All consumable and repair parts, regardless of price, and other items of supply not defined as nonexpendable property.  When issued to end use, expendable supplies and material are normally dropped from the accounting records (e.g., balance files).  See also "Consumables, nonexpendable, secondary items".

Fault or Negligence.  An act or omission which a reasonable person would not commit under similar circumstances and which is the proxi-

mate cause of the loss of, damage to, or destruction of government property.

Financial Liability.  The statutory obligation of an individual to reimburse the government for loss, damage or destruction of govern- ment property arising from negligence.

Formal Account.  A system or procedure, specifically defined and permanently or semipermanently maintained, used by unit commanders to account for and control T/E and/or special allowances established by the CMC.  Includes all serialized/controlled items for minor property maintained in part 1 of the mechanized allowance list.

Initial Issue Provisioning.  A subset of initial provisioning that includes the range and quantity of secondary items required for initial operating stock and prepositioned war reserve material requirement (PWRMR) held out-of-stores; see MCO P4400.39 and MCO P4400.79.

Informal Account.  Supply property accounting procedures required for all expendable supplies (less consumables) for which stock levels are established.  Includes all minor property noncontrolled, nonserial- ized items maintained on part 2 of the mechanized allowance list. 

Initial Provisioning.  The process that establishes the range and quantity of initial support items required to support an end item for the period of time which extends from placing the end item in service until full responsibility for support can be assumed by the supply system through routine replenishment.

Insurance Items.  Those items which have no computed demand and are stocked on the basis of predetermined specific quantities.  Insurance items may be required only intermittently or occasionally and stocked because of the essentially or procurement lead time of the item.  The term includes those items for which no failure is predicted through normal usage, but, if failure is experienced or loss occurs through accident, lack of a replacement item would seriously hamper the    

operational capability of a weapon, weapons system, principal item,   or critical low density (CLD) item.
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Intermediate Inventory.  An inventory that is required between the consumer and wholesale levels of inventory for support of a defined geographic area or for tailored support of specific organizations or activities.

Investigation.  Means to determine the facts related to loss, damage, or destruction of government property; determining the present con-

dition of such property; receive recommendations as to disposition, retention, and further accountability for such  property; and/or determine the responsibility for loss, damage, or destruction of government property.

Last Known Holder.  The last activity to have received a requisition

as determined from the latest status received.

Liability.  The state of being responsible or answerable to loss, damage, or destruction of government property.

Limited Technical Inspection (LTI).  A maintenance inspection to 

determine the level and extent of maintenance required to restore equipment to a specified condition.

Linen.  For purposes of this Manual, linen is defined as sheets, pillowcases, bedspreads, bed caps, mattress covers, mattress pads, pillow covers and pillows.

Marine Corps Property.  All government property other than supply system stocks, such as:

    a.  Military Real Property.  Covers land, buildings, structures, utilities systems, improvements.  Includes equipment attached to and made part of the buildings and structures (such as heating systems), but not movable equipment (such as plant  equipment).  Also includes installed equipment such as fixed  overhead crane runways, elevators, lavatories, plumbing, and electrical systems.  Machine tools and production equipment at such installations are not included.

    b.  Military Personal Property.  Property of any kind, except military real property, system stocks, and tools used or capable of use in the manufacture of supplies, or in the performance of services or for an administrative or general plant purposes.

    c.  Inventories Held in Industrial Funds.  Property of the Marine Corps consisting of raw materials, supplies, work in process, held in all industrial funds.

    d.  Weapons and Other Military Equipment in Use.  Items of  material assigned to using units and includes all major weapons and supporting equipment (e.g., aircraft, missiles, tanks, communications and electronics systems, heavy support equipment, and ammunition).
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    e.  Plant Equipment.  Property of a capital nature (consisting of machinery, equipment, furniture, vehicles, machine tools, accessory and auxiliary items, but excluding special tooling) used or capable   of use in the manufacture of supplies, or in the performance of services, or for any administrative or general plant purposes.

    f.  Government Furnished Property.  Government property or  material as described in the Federal Acquisition Regulation (FAR), which is property in the possession of, or acquired directly by the government and subsequently delivered or otherwise made available to the contractor.

Material Obligation.  That unfilled portion of a requisition (for a stocked or nonstocked item) that is not immediately available for issue but is recorded as a commitment for a future issue, either by direct delivery from vendor or backordered from stock.

Material Obligation Validation (MOV).  Validation by users of the continuing need for overage requisitioned requirements and for the reconciliation of supply source material obligation records with the due-in records of requisitioning activities (i.e., validation of need and reconciliation records).

Material Returns Program (MRP).  A standard automated system which facilitates the reporting of material excesses, processes excess responses from item managers, and provides output to parent inventory subsystems causing the generation of issue transactions and financial data.

Mechanized Allowance List (MAL).  Accounting documents for all Base property by NSN.  Includes informal/formal accounting records, allowances, backorders, and due-ins.

Nonaccountable Member.  An individual who is not defined as "account-

able" but can relate to "responsible" for proper custody, care and safekeeping of government property in possession or under supervision.

Nonexpendable Supplies.  Material which, after issue, is not chemi-

cally or physically altered with use to such an extent that would preclude economical reuse of its original purpose and/or which is normally returned to a storage or industrial activity for repair.  Nonconsumable supplies do not lose their identity in the process of work or in the rendering of services.  Includes weapons, vehicles, machines, tools, furniture, instruments, etc.

Nonrepairable.  An item which, after the period of use, cannot be economically restored to a serviceable condition (usually expendable types of supplies and material).
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Operating Level (OL).  The quantity of material required to sustain operations during the interval between arrival of successive  replenishment shipments.                                                                      

Operating Stock.  That portion of the total quantity of an item on hand which is designated to meet the day-to-day use requirement of    the stockage objective.

Order and Shipping Time (OST).  The time elapsing between the initi-

ation of stock replenishment action for a specific activity and the receipt by that activity of the material resulting from such action.

Order and Shipping Time Level.  That portion of the total operating level quantity which covers the OST of replenishment requisitions.

Organic Account.  A supply account holding a consumer level of inven-

tory (organic account and consumer account are synonymous terms).

Organic Property.  Supplies and equipment in the custody of an  organization.  It includes personal property acquired for immediate use having a unit cost of less than $5,000.  Examples of organic property are office furniture, office machines, portable radios,      floor polishers, bunk beds and wall lockers.    

Personnel Support Equipment (PSE).  All furniture, equipment and miscellaneous items provided for unaccompanied personnel housing, administrative offices and dining facilities.

Pre-Expended Bin (PEB).  Low-cost, fast-moving consumables held by maintenance shops that are replenished on a recurring basis and expended upon issue from the consumer inventory. 

Principal End Items (PEI's).  A Marine Corps unique term synonymous with principal items.

Principal Items.  End items of such importance that centralized indi-

vidual management is required throughout the supply system.  This centralized management includes central procurement, central direc-

tion of distribution and central knowledge and control.

Priority Designators (PD's).  A two-digit numerical value derived 

from combining the appropriate force/activity designator (F/AD), and the appropriate urgency of need as prescribed by MCO 4400.16.  Each force/activity can choose normally from only three priority designators.

Probable Cause.  Reasonable grounds for belief, especially to justify legal procedures against a person.

A-6       

                       SOP FOR PROPERTY CONTROL       

Property Control Officer (PCO).  The officer who provides direct supply support to a Base type activity.  The Director, Marine Corps Property Control Division, Supply Department, has been designated as the Base Property Control Officer (BPCO).

Provisioning Stock.  The range and quantity of items (e.g., spares    and repair parts, special tools, test equipment, and support equipment) required to support and maintain an end item of material for an initial period of service.

Purpose Code.  A code assigned to materiel within the supply system which provides the user with a means of identifying the reason for which an inventory balance is reserved; refer to UM 4400-71.

Range.  In determining stock levels, the number of different types of items stocked, regardless of quantity. 

Recoverable Item.  An item normally not consumed in use and subject   to return for repair or disposal.

Regulated Item.  Any item over which proper authority exercises close supervision of distribution to individual units or commands because the item is scarce, costly, or if of a highly technical or hazardous nature.  In the Marine Corps "controlled item" is a term frequently used to described regulated items; refer to MCO P4400.82.

Reorder Point (ROP).  That point at which time a stock replenishment requisition would be submitted to maintain the predetermined or cal-

culated stockage objective.

Repair Cycle.  The stages through which a reparable item passes from the time of its removal or replacement until it is reinstalled or placed in stock in a serviceable condition.

Repair Part.  Any part, subassembly, assembly, or component, required for installation in the maintenance or repair of an end item, sub-

assembly, or component.

Repair Rate (RR).  The fractional quantity of maintenance failure     rate (MFR) which is expected to be repaired each month.

Replenishment Requisition.  Those requisitions generated to fill 

requirements expected to recur periodically for an indefinite period, or requisitions of a recurring nature for which stock was not avail-

able for issue at the time of the requirement, for which replacement of stock should be made to meet future requirements.

Reporting Unit Code (RUC).  Unit code used for identification and procurement purposes.  Same as unit identification code (UIC), which consist of the letter "M" and five digits.
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Requisition.  A formal request for supplies and services.

Requisition Objective.  The maximum quantities of material to be maintained on hand and on order to sustain current operations.

Responsible Individual.  An individual required to obtain and main-  tain public property for use in the performance of assigned duties.

Responsible Officer (RO).  An individual appointed by proper autho-

rity to exercise custody, care, and safekeeping of property entrusted to his possession or under supervision; may include financial liabi-

lity for losses occurring because of failure to exercise this obligation.

Responsibility.  The obligation of an individual for proper manage-

ment, custody, care, and safeguarding of property entrusted to possession or under supervision.

Safety Level.  The quantity required to be on hand to permit con-

tinuous operations in the event of minor interruption of normal replenishment or unpredictable fluctuations in demand.

Scrap.  Property that has no reasonable prospect of being sold except for the value of its basic material content.

Secondary Items.  End items and expendable and reparable items other than principal items.

Sensitive Items.  The following is a list of sensitive items which require a high degree of protection and physical inventory control.  Marine Corps components are expected to include additional items that are determined to require a similar degree of control:

    a.  Drug abuse items.

    b.  Precious metals.

    c.  Hazardous items.

    d.  Arms:

        (1) Hand guns.

        (2) Shoulder-fired weapons.

        (3) Light automatic weapons up to and including .50 caliber machine guns.

        (4) Grenade launchers, rifle, and shoulder-fired.
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        (5) Individually operated weapons which are portable and/or can be fired without special mounts or firing devices and which have potential use in civil disturbances and are vulnerable to theft.

    e.  Ammunition:

        (1) Ammunition for weapons listed above.

        (2) Bulk explosives.

        (3) Hand grenades.

        (4) Demolition charges and related items (e.g., blasting      caps, detonating cord, safety fuses, detonators, destructors,  primers, firing devices, squibes, igniters, demolition kits, explo-

sive kits, etc.).

        (5) Fuses.

        (6) Boosters.

        (7) Supplementary charges (not assembled to end items).

        (8) Explosive bolts, explosive cartridges, and related items.

        (9) Safety and arming devices.

        (10) Incendiary destroyers.

        (11) Fuel thickening compound.

        (12) Riot control agent, bulk, 60-pound package or less.

Source, Maintenance, and Recoverability (SMR) Codes.  Codes used by all services to indicate maintenance and supply instructions to the various logistics support levels and using commands for the logistics support system, equipment, and end items.  These uniform codes will promote interservice and integrated material support within and among the military services.  SMR codes are assigned to each support item based on the logistics support planned for the end item and its components; refer to UM 4400-71.

Special Allowance.  An allowance peculiar to a single unit, or a limited number of units, and which does not warrant inclusion in an allowance document.

Stockage Objective.  The maximum quantities of material to be main-

tained on hand to sustain current operations.
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Stocked Range.  In determining stock levels, the number of different types of items stocked, regardless of quantity (see "Depth").

Supply System Stock.  Wholesale and retail stock in the distribution system under control of Marine Corps components for ultimate sale or issue to users.

System Combat Essentiality/Criticality Code 5.  Critical repair part to a combat essential item.  Those items whose failure in the end     item will render it inoperative or reduce its effectiveness below the optimum level of efficiency; refer to UM 4400-71.

Unreleased Provisioning Project.  Initial provisioning stock not yet released to support new equipment to be placed in the field.

Unserviceable.  An item in a condition unfit for use but which can be restored to a serviceable condition after repair, rework, or over-  haul. 

Using Unit Account.  A supply account holding a consumer level of inventory, (organic account and consumer account are synonymous terms).

Wholesale Inventory.  An inventory over which an inventory manager at the national level has asset knowledge and exercises unrestricted asset control to meet worldwide inventory management responsibilities.
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APPENDIX B

LIST OF ACRONYMS AND ABBREVIATIONS

Acronym/

Abbreviation       Long Title
BPCO               Base Property Control Officer

CLD                Critical Low Density

CMR                Consolidated Memorandum Receipt

CSS                Combat Service Support

CSSG               Combat Service Support Group

DIC                Document Identifier Code

DOD                Department of Defense

DODI               Department of Defense Instruction

DRMO               Defense Reutilization & Marketing Office

DRMR, PAC          Defense Reutilization & Marketing Region - Pacific 

EA                 Each

EAF                Equipment Allowance File

EDD                Estimated Delivery Date

ERO                Equipment Repair Order

EROSL              Equipment Repair Order Stock List

F/AD               Force/Activity Designator

FAP                Fleet Assistance Program

FMF                Fleet Marine Force

FSSG               Force Service Support Group

GME                Garrison Mobile Equipment

GSA                General Services Administration

HQBN               Headquarters Battalion
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Acronym/

Abbreviation        Long Title
ICP                 Inventory Control Point

ID                  Item Designator

IIP                 Initial Issue Provisioning

IMR                 Individual Memorandum Receipt

IO                  Investigating Officer

ISMO                Information System Management Office

JAG                 Judge Advocate General

JCS                 Joint Chiefs of Staff

LTI                 Limited Technical Inspection

LUP                 Letter of Unserviceable Property

MAGTF               Marine Air Ground Task Force

MAL                 Mechanized Allowance List

MARDIV              Marine Division

MAW                 Marine Aircraft Wing

MEF                 Marine Expeditionary Force

MEU                 Marine Expeditionary Unit

MCAF                Marine Corps Air Facility

MCBH                Marine Corps Base Hawaii

MCLB                Marine Corps Logistics Base

MCO                 Marine Corps Order

MI                  Modification Instructions

MIMMS               Marine Corps Integrated Maintenance Management                        System

MIP                 Material Issue Point

MLSR                Missing, Lost, Stolen, Recovered
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Acronym/

Abbreviation        Long Title
MMO                 Maintenance Management Office

MOV                 Material Obligation Validation

MRE                 Meal Ready to Eat

MRP                 Material Returns Program

MSL                 Minimum Stockage Level

MTTR                Meantime to Repair

MUMMS               Marine Corps Unified Materiel Management System

M3S                 Marine Corps Standard Supply System

NAVCOMPT            Navy Comptroller

NAVMC               Navy/Marine Corps

NAVSUPPUB           Navy Supply Publication

NCO                 Noncommissioned Officer

NIS                 Not in Stock

NMCS                Not Mission Capable Supply

NPPSO               Navy Publication & Printing Service Office

NSN                 National Stock Number

OIC                 Officer-in-Charge

OL                  Operating Level

O&MMC               Operations and Maintenance, Marine Corps

OPNAVINST           Operations Navy Instruction

OST                 Order and Shipping Time

P/C                 Purpose Code

PCN                 Publications Control Number

PD                  Priority Designator

PEB                 Pre-Expended Bin
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Acronym/

Abbreviation        Long title    

PEI                 Principal End Item

PESC                Personal Effects Storage Center

POL                 Petroleum, Oil, and Lubricants

POM                 Program Objective Memorandum

POR                 Packaged Operational Ration

PSE                 Personnel Support Equipment

PWR                 Prepositioned War Reserve

PWRMR               Prepositioned War Reserve Materiel Requirement

QDR                 Quality Deficiency Reporting

RASC                Regional Automated Services Center

RDD                 Required Delivery Date

RIC                 Routing Identifier Code

RO                  Responsible Officer or Requisitioning Objective

ROD                 Report of Discrepancy

ROP                 Reorder Point

RR                  Repair Rate

RSA                 Remote Storage Activity

RSR                 Resupply Rate

RUC                 Reporting Unit Code

SAC                 Stores Account Code

SAIF                Supported Activities Information File

SASSY               Supported Activities Supply System

SCE/CC              System Combat Essentiality/Criticality Code

SECNAVINST          Office of the Secretary of the Navy Instruction
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Acronym/

Abbreviation        Long Title
SF                  Standard Form

SI                  Supply Instruction

SL                  Safety Level or Stocklist

SMU                 SASSY Management Unit

SNCO                Staff Noncommissioned Officer

SOP                 Standing Operating Procedures

SRB                 Service Record Book

SSRI                Supply System Responsibility Item

STAP                Special Training and Allowance Pool

T/A                 Table of Allowance or Training Allowance

TAD                 Temporary Additional Duty

TAGS                Training, Audiovisual, and Gaming Support

TAM                 Table of Authorized Material (NAVMC 1017)

TAMCN               Table of Authorized Material Control Number

TAP                 Table of Allowance for Publications

TAVSC               Training Audiovisual Support Center

T/E                 Table of Equipment

T/I                 Technical Instruction

TM                  Technical Manual

T/O                 Table of Organization

T&R                 Technical and Research

TRNG                Training

UCMJ                Uniform Code of Military Justice

U/I                 Unit of Issue

UIC                 Unit Identification Code
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Acronym/

Abbreviation        Long Title
UM                  Users Manual

UMMIPS              Uniformed Material Movement & Issue Priority  

                    System

U/P                 Unit Price

USC                 United States Code

UURI                Using Unit Responsibility Items

VOCF                Voucher File

WSC                 Weapons Systems Code
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CHAPTER 2

ORGANIZATION AND FUNCTIONS OF THE
BASE PROPERTY CONTROL DIVISION

2000. ORGANIZATION. The Base Property Control Division is one «
the seven divisions within the Base Supply Department, and is
organized as shown below. For this Manual, only sections in the
property control office are shown.

BASE SUPPLY
OFFICER

DIRECTOR
PROPERTY CONTROL
DIVISION

PROPERTY CONTROL |
OFFICE

‘ ADMIN SECTION

ACCOUNTING REQUISITIONING WAREHOUSE
SECTION SECTION SECTION

LAUNDRY SECTION
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s b —al A e |

BASE PROPERTY CONTROL OFFICER {R.0. NAME,SIGNATURE AND ACCOUNT
| T
50| puzlq 1zsasever-ooco, | [ep] pqupy
Rhasatay i NOMENCLATURE}
MPO318 |, .‘

W33

% 123.45 #123.45

BLOCK/CC LEGEND ENTRY
A SEND TO: Leave blank
REQUISITION IS FROM: RO account number, RO
signature, unit.
C BLANK RO's document number
DOCUMENT IDENTIFIER Enter "AO1".
ROUTING IDENTIFIER Enter "PUZ"
* MEDIA & STATUS CODE Enter "S".
8-22 STOCK NUMBER Enter NSN, LSN or "OPEN
PURCHASE", as applicable
23-24 UNIT OF ISSUE Enter two-letter abbrevia-
tion (i.e., ea, 1lb).
25-29 QUANTITY Enter quantity rerquired,
zeros will precede
numerics.
30-35 REQUISITIONER Enter "M00318"
36-43 DATE/SERIAL Leave blank
44 DEMAND CODE Enter "R"
45 SERVICE Enter "Y"

Figure 3-2.--Sample Format for Item Requisition
(DD 1348) .
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1234567891011 121314151617 1819 20 21 22 23 24 25 26 27 28 29 30 31 32333‘353637383940“ 4243“!54647084950

REQUISITION AND INVOICE / SHIPPING DOCUMENT

DM!NO 070&024‘
Expires Dec 13. 1996

Public (eooring burden for s collect
emm 2nd reviewng ine
Services. Directorate for informstion
Wllmnqlon DC 20503,

UNIT ADDRESS

tion af intormation . estmated to -v-u" 1 m 23
he cotaction of information.

POINT OF CONTACT AND PHONE #

ommants regerd:

hes burden

s3p0nse. ncading ¢ viewing
‘ettmnate or any iner s sepect ol Thia Collegnion of mfommation, .
peratons and Reports, 1275 Juerson "Sows Highwey, Suite 1204, Arlingion, VA 22202.4302. snd o the Office of Management and Budget, Phosework vdueton. hmm (0704-0246),

PLEASE DO NOT RETURN YOUR COMPLETED FORM YO EITHER OF THESE ADDRESSES, RETURN COMPLETED FORM TO THE ADDRESS IN ITEM 2 !
TEROM: finchids 2IP Codel SHEET (80 O% |5 REQERRIENT  |© FECUISHION NUMBER
RESPONSIBLE OFFICER AND ACCOUNT # : i 1 l DATE UNIT DOCUMENT NO.

sructon. sedching exating datle souices. GHhenng snd Mmen

bring the avta oeeded.
A $UGPEBONS 1ot educmg I

1 burden, to mu--m

7. DATE MATERIAL REQUIRED (Y YMMDD} 8. PRIORITY

07,09, 14

LDG. 209
MCBH, KANEOHE BAY, HI 96863

2. T0: tinciude 2iP Codel
BASE PROPERTY CONTROL OFFICE

9. AUTHORITY OR PURPOSE

3. SHIP TO - MARK FOR

10. SIGNATURE 1. VOUCHER NUMBER & DATE (YYMMOD!
R.O. SIGNATURE HERE
12. DATE SHIPPED (YYMMOD! 3

13. MOOE OF SHIPMENT 14. BILL OF LADING NUMBEA

18, AIN MOVEMENT DESIGNATOR OR PORT REFERENCE NO.

4. APPROPRIATIONS SYMBOL AND SUBHEAD

osuseCT EXPENDITURE ACCOUNT CHARGEABLE BUREAU CONTROL SUREAU AMOUNT
CLASS tFromi (Yol AcTvITY ACTIVITY NO. CONTROL NO.
$0.00
TEM UNIT ANTITY SYPRLY TYPE CON.
. FEDERAL STOCK NUMBER, DESCRIPTION, AND CODING OF MATERIEL AND / OR SEAVICES OF ne0tareD ACTION CON- TANER UNIT PRICE TOTAL COST
1SSUE TAINER NOS.
(a ) tc) @ [0 " i) o) )
1 LIST ITEM FOR OPEN PURCHASE: EA 1 0.00 0.00
SPECIFICATIONS: SEE OPEN PURCHASE DATA SHEET
SOS: VENDOR'S NAME
ADDRESS
PHONE#
POINT OF CONTACT
2 {INCLUDE SHIPPING AND INSTALLATION
16. TRANSPORTATION VIA MATS OR MSTS CHARGEABLE TO 17. SPECIAL HANDLING
uw‘ ISSUED 8Y T?éé:s r%u"gn DESCRIPTION w"g}aﬂ, p 19, :g:g:::;s DATE /yyMmDOs | BY SHEET TOTAL
€0 - | EXCEPT AS
E F : NOTED
" & [cnecxeo av c¢] oauantmes |[oatervmmcor ey GAAND TOTAL
T M RECEIVED
ue EXCEPT AS
k ? : NOTED
T Nlpackeo ey T POSTED DATE (vYMMOD/ | BY 20.RECEWVER'S
° VOUCHER NO.
N < TOTAL >

Form 1149, DEC 93 (EF}

=}
-]

51625354 555657 58 596061 626364856867 6869 707t727374757677 78798081 82838485 66 B7 88 89 90 91 92 93 94 95 96 97 98 93 100
PREVIOUS EDITION MAV BE USED

BLOCK/CC

1

'LEGEND

'FROM:

Figure

3-3.

(DD 1149).

'ENTRY

‘Enter RO & account number,
unit address, point of
contact and phone number.

‘Enter Base property
control office, bldg. 209,
MCBH, Kaneohe Bay, HI
96863.

-- Sample Format for Item Requisition
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S

MARINE CORPS

PROPERTY CONTROL DIVISION

BASE HAWAII

T GESTRATIN AOOTESS

FARGPORTATION CRARGERBIE 10

T FREVIOUS EDITION WAY SEUSED D00 SWGLE UNE e RELERERECERT BOCUNENT
BLOCK/CC LEGEND ENTRY
DOCUMENT IDENTIFIER Enter "BWA" or "D7A".
4-6 ROUTING IDENTIFIER Leave blank
7 MEDIA & STATUS CODE Leave blank

8-22 STOCK NUMBER Enter 13-digit national
stock number.

23-24 UNIT OF ISSUE Enter two letter abbrevi-
ation (i.e., ea, 1b).

25-29 QUANTITY Zeros will precede
numerics.

30-35 REQUISITIONER Enter "M00318"

36-39 DATE Enter current fiscal year
preceded by the julian
date the document is
typed.

40-43 SERIAL NUMBER

Enter your 4-digit serial
number per BaseO
P4400.16.

Figure 3-4.--Sample Format of Issue Document (BWA/D7A)
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QuaTTY OATE | SERAL |% m%ﬂggg;mv.. gusr'lgé T a2 Rggin éi lmli l [ IDOLIARS cTs s
REQUISITIONER| DA T 13 ] L
§ Hi Eg| owre g - I
S 70 MARK FOR _ [PROJECT Lt — l E%‘%ﬂ;ﬁ%@:_'
| B 1O
{OUR UNIT NAME AND i:BASE PROPERTY CONTROL TURN-
I OFFICER -

I EFTLL IN |

NMFC

FREIGHT RATE

REIGHT CLASSIFICATION NOMENCLATURE

B
OF UNIT | UNIT WEIGHT
PACK cuse
H [}
N

FIED OR CLASSIFIED

UNSERVICEABLE

FIRST DESTINATION ADDRESS

1
13 TRANSPORTATION CHARGEABLE TO

SERVICEABLE

g~

. e i
J
"‘ 14 BILADING. AWB. OR RECEIVER'S SIGNAT JRE (AND DATE)

- g&%mtm&’%ﬂ PREVIOUS EDITION MAY BE USED DOD SINGLE LINE ITEM RELEASE/RECEIPT DOCUMENT
'BLOCK/CC 'LEGEND "ENTRY

1-3 'DOCUMENT IDENTIFIER ‘Enter "BWA" item on CMR
or "D6A" item not on CMR

4-6 'ROUTING IDENTIFIER ‘Leave blank.

e/ ‘MEDIA & STATUS CODE Leave blank.

8-22 'STOCK NUMBER ‘Enter 13-digit national
stock number.

23-24 ‘UNIT OF ISSUE ‘Enter two letter abbrevi-
ation (i.e., ea, 1lb.).

25-29 'QUANTITY Zeros will precede
numerics.

'30-35 'REQUISITIONER ‘Enter M00318

'36-39 DATE ‘Enter current fiscal year,

Figure 3-6.--Sample Format of Turn-

preceded by the julian
date the document is typed

In Document (BWA/D6A) .
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2

3 TRANGFORTATION CrARGERSLE T0 4 BLAONG, AW O RECENER SCRATURE PO OATE]

“s RECEVER S DOTUNENT WOVGER

R

PREVIOUS EDITION MAY BE USED

LI

50D SINGLE LINE ITEW RELEASEIREGEIPT DOCUVENT

BLOCK/CC ~  LEGEND

1-3 DOCUMENT IDENTIFIER
4-6 ROUTING IDENTIFIER
7 MEDIA & STATUS CODE
8-22 STOCK NUMBER

23-24 UNIT OF ISSUE

25-29 QUANTITY

30-35 REQUISITIONER

36-39 DATE

40-43 SERIAL NUMBER

ENTRY
Enter "D7J"
Leave blank
Leave blank

Enter
stock

13-digit national
number .

two letter abbre-
ea, 1lb).

Enter
viation (i.e.,

Zeros will precede
numerics.
Enter "M00318"

Enter current julian
date.

Enter serial number

Figure 3-7.--Sample Format for Disposal Document {D7J)
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COMBINED WORK REQUEST AND RECEIPT (4064) fertere fn dsplicies anly sad
U.S. MARINE CORPS LAUNDRY Spaces marked with
NAVMC 10192 (REV. 11-84) SN: 0000-00-002-2808 U/I: PD (100 SHEETS PER PAD) for laundry use only.

=
TRGH: (Orgenisetion reguerting rervice]

C8SG-3 SUPPLY COMPANY
JO: Laundry Officer

CI e oar

1029 X1552 4 Nov 96
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o wrias EE e EE
TUMBLEWORK ¢ w. PRESSWORK (Conte'd)
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AP, UTILITY L v four| eumome . MY
i COAT, UTILITY o APRON, MESS

CovER, CHAIR PILLOW-CASES
COVER, CUSHION L N | SHEET, 1SSUE
COVER, DAVENPORT R TABLECLOTH )
COVER, MATTRESS TOWEL, DISH
CURTAIN, SHOWER TOWEL, HAND

5 5 DRAWERS . COTTON/WOOL.
BAGS, LBS. e
S0CKS, WoOL, PR. _ | our| smeaowonce

8 |8 | semeao, o 5 | 5 |eas, sieering
TOWEL, 8ATH o CANVAS WEB, EQUIPMENT

i TROUSERS, UTILITY COAT, SHEEPSKIN: . SHOOTING
UNDERSHIRT, COTTON/WoOL 10| 10 | JAcker, riew
PiLlow

e Torus [ UG

v | our| reesson o . 8T8 TROUSERS, FIELD, 0.0.
BUNDLES, PLT.
COAT, WHITE, CAM e TOTALS 5

TTONATURE (07 feeg, regeesting serviee] =3 o ToTaL PRICE

Weoves wo. SCCamT Ko

)
§§ [ e o [ e T [ e e
i

[t wvees I T VT s GEPRRTMONT SUPERVISOR ] FGRTED 70 LAGNORY wORK 800K 8V

Figure 7-1.--Sample Form of NAVMC 10192 Utilized for Linen
Survev.
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Figure 8-1.--Sample Work Request (Maintenance Management),

(NAVFAC 9-11014/20)
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"EQUIPMENT CUSTODY RECORD (4440)
NAVMC 10359 (Rev. 1-68) Previous edition will not be used. SN: 0000-00-003-9502 U/}: PG (100 SETS PER PG)

RESPONSIBLE UNIT AUTHORITY (T/E. Ailowance List, etc.)
CS88G-3 SUPPLY COMPANY
"DATE "VOUCHER NUMBER |NCREASE;DECREASE 'BALANCE "REMARKS "SIGNATURE
"BROUGHT FORWARD R o
96 OCT 31 | TARLES | 13 |
!
]
1
; NAME ;
- IRANK ¢
' SSN——¢ ;
— JONT 3
i EXT .
!

SIGNx

Q_BE _RETURNED BY:95 NOV 3

" CARRIED FORWARD

" CONTROL NUMBER ALLOWANCE
STOCK NUMBER : ACCOUNT NUMBER
T7110-01-130-0507 2

——— ————————

Figure 9-1 --Sample Format of Equipment Custody Record
(NAVMC 10359).
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Figure 9-3.--Sample of Cash Meal Payment Sheet (NAVMC 10298).
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VERIFICATION RECORD (10110)
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Figure 9-4.--Sample of Meal Verification Record

(NAVMC 10789)
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' VERIFICATION RECORD (10110)
#C 10789 (REV. 7-87) SN: 0000-00-006-3154 U/l: PG OF 500 DATE:
<evious editions are obsolete and will not be used)

951025

TYPE OF MEAL (Check applicable biock)
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CADETS (Specify Service) OFFICER PAYROLL CHECKAGE
| AR FoRcE—-RESERVE p
J— | (Specify)
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Figure 9-5.--Sample of Meal Verification Record (NAVMC 10789)

(Alternate) .
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SERVICE CODE
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Figure 9-8.--Sample DRMO Withdrawal Document (DD 1348-1) {D7A).
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