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PURPOSE.

This document establishes local standing operating procedures (SOP) specific to the U.S. Army, North Atlantic Treaty Organization (USANATO).  This document identifies requirements and the responsible personnel.  It is a resource intended to assist Commanders, Property Book Officers, and logistic personnel within USANATO.  This SOP is based on current Army, DOD, USAREUR regulations, and published policy.

SCOPE.

This SOP applies to personnel assigned, attached, or employed by USANATO and its subordinate commands.  Changes to this SOP must be submitted in writing to the DCS, G4.

1.0.  Hand-Receipt Procedures 

1.1.  References:


a.  AR 710-2, Supply Policy Below the Wholesale Level.


b.  DA Pam 710-2-1, Using Unit Supply System Manual Procedures.


c.  AR 735-5, Policies and Procedures for Property Accountability.

1.2.  Purpose:  The purpose of these instructions is to prescribe and clarify responsibilities for proper hand receipt procedures within USANATO so that transactions can occur smoothly.  This also allows hand receipt holders to have a better understanding of their roles.  

1.3.  Responsibilities:  It is the responsibility of commanders, leaders, and hand-receipt holders to comply with the procedures of this memorandum and the references listed above.  The responsibilities include command responsibility, direct responsibility, supervisory responsibility, and personal responsibility.

1.4.  As a primary hand-receipt holder, your signing of the hand receipt signifies your agreement to take care of the property and return it, when requested to do so, in the same condition it was when you received it (less fair wear and tear).  Failure to satisfy that agreement can mean that you will pay for the missing or damaged property unless you can prove that it was not lost or damaged by your negligence.  

1.5.  Primary hand-receipt holders (company commanders) will conduct a 100% inventory each fiscal year.  This will be accomplished by conducting cyclic inventories as directed by the appropriate Property Book Officer (PBO) and by conducting sensitive items inventories monthly.  The PBO will provide more in depth guidance.

1.6.  If you are a hand-receipt holder, inventory all the property and verify the serial numbers before you sign the hand receipt.  It is the responsibility of both incoming and outgoing hand-receipt holders to conduct a joint inventory.  This inventory will include all components of the end items.

1.7.  Once the hand-receipt is signed by the new hand-receipt holder, he/she is responsible and accountable for the property.  For items on sub hand receipts, verify that the sub hand-receipt holder is aware of his/her responsibility to safeguard the property.  If time or distance prevents you from personally counting all your property, you may have someone assist in the inventory; however, you will still be responsible for the property.  When distance prevents you from physically viewing your property or randomly checking it between inventories, you should consider issuing it on a sub hand receipt to someone at that location.

1.8.  The following information can be very useful to primary hand receipt holders:

     a.  Keep hand receipts current.  Conduct your cyclic and sensitive items inventories as directed by the PBO.


     b.  Make sure all your items are accounted for on a hand receipt.

     c.  Verify quantities and serial numbers before you sign the hand receipt.

     d.  Annotate your hand receipt with the location or sub hand receipt number next to each item listed.

     e.  Do not loan your property to another organization unless the action is approved by the PBO.

     f.  Randomly spot-check the location and the physical condition of your property between inventories.

     g.  When you no longer need an item, get it technically inspected (T/I) for condition of the item.  Turn-in the equipment with T/I paperwork to the unit supply.

     h.  Always keep copies of your turn-in and issue documents until they have been posted to your hand receipt.

     i.  Frequently remind your sub hand-receipt holders of their responsibility to safeguard their property.

     j.  Make sure your sub hand-receipt holders do not leave your unit without clearing their sub hand receipts.

    k.  Make sure damaged or missing items are reported immediately to the supply sergeant.

    l.  Store your equipment in a secure area.  Report any indications of theft or break-in to your supervisor, supply sergeant, first sergeant, or commander.

     m.  Make sure the property you are signed for is protected when you go on leave or TDY.  If you plan to be absent more than 30-calendar days, hand receipt your property to someone in your section/chain of command.  Do a joint inventory before you depart and again when you return.    

     n.  Report to your supervisor any circumstances that make it impossible to secure from loss or theft.

     o.  Clear your hand receipt or transfer your property responsibility to your successor before you leave your unit.  Obtain a signed hand receipt.

      p.  Update sub hand-receipt holders before you updated your hand receipt with the PBO.

1.9.  Sub hand-receipt procedures:

      a.  The hand-receipt holder may use DA Form 2062 (Hand Receipt) to sub hand-receipt nonexpendable or durable items.  Equipment will not be sub hand receipted to individuals and/or activities not assigned or attached to USANATO without the written consent of the PBO.

      b.  Property will be sub hand receipted down to the lowest practical level, generally the using individual level.  This enhances property accountability and control; however, the primary hand-receipt holder retains supervisory responsibility for all property.

      c.  When the incumbent sub hand-receipt holder departs on PCS, ETS, TDY, leave, etc., the primary hand-receipt holder assumes responsibility for all sub hand-receipted property.

1.10.  Weapons will not be hand receipted to other components (Navy, Air Force, Marines).

2.0.  Turn-In Procedures 

2.1.  References:

     a.  AR 710-2, Supply Policy Below the Wholesale Level.

     b.  DAM PAM 710-2-1, Using Unit Supply System Manual Procedures.

     c.  AR 735-5, Policies and Procedures for Property Accountability.

2.2.  Purpose:  The purpose of these instructions is to prescribe and clarify responsibilities for proper turn-in procedures within the U.S. Army, North Atlantic Treaty Organization (USANATO) so that transactions can occur smoothly.  

2.3.  Responsibilities:  It is the responsibility of commanders, leaders and hand receipt holders to comply with the procedures of this memorandum and the references listed above.

2.4.  Company Commanders will:

    a.  Approve turn-ins.

     b.  Ensure the Property Book Officer (PBO) is notified prior to any turn-ins.

     c. Sign DA Form 2062 verifying shortages if applicable.  This action may also be done by the PBO.

2.5. PBOs will:  

     a. Ensure property book items are excess or found to be unserviceable not repairable by support maintenance before they can be turned in.      

    b. Ensure turn-in action is initiated not later than 10 days after the time the item is determined to be excess or unserviceable.  

     c. Assign a document number to the turn-in document.

     d. Post the completed turn-in to the document register and adjust the property book and hand receipt to reflect decrease.

     e. File completed turn-in document in supporting document file.

2.6. Supply Sergeants will:

     a. Ensure all property book items receive a technical inspection prior to being turned in to the servicing Forward Distribution Point (FDP) or other servicing turn-in location.  The Information Management Office (IMO) can inspect computer and fax equipment.  A technical inspection sheet must be completed for each piece of property.

     b. Prepare turn-in document.

     c. Prepare component shortage annex document, DA Form 2062, if required.

     d. Deliver items for turn-in to the servicing turn-in point with the three previously mentioned documentation.

     e. Upon turn-in, ensure the personnel accepting receipt of items being turned-in; acknowledge this by entering the quantity received, signature, and date on the turn-in document.

     f. Provide PBO with completed turn-in document.

     g. File copy of turn-in document.

     h. Submit requests for cancellation for all open requests for components pertaining to the equipment.

     i. If components of an end item are turned-in (with a document number from the PBO), prepare a request document for a replacement if required.    

2.7. Turn-in of nonproperty book items to the supporting FDP does not require a technical inspection.

2.8. Self Service Supply Center (SSSC) items no longer needed by the user may be returned to the SSSC.  The items should be in the same package as purchased.  No documentation is needed.

2.9. Found on Installation (FOI) Property:  

     a. When property is found on installation (FOI) and is not on accountable records, the property will be turned in immediately to the FDP.  FOI Property will not be picked up on the property book, but it will be turned in “as is”.  The unit will not assign a document number; however, the FDP will assign a voucher number after receipt for the FOI property.  

     b. FOI property will be issued to the finding unit if the unit has an authorized requirement for the item.  The unit will not be charged for the found item.  The turn-in and request-for issue will be done at the same time.  Moving of the property is not required in this case.

2.10. No items, regardless of serviceability, will be turned in to the Defense Reutilization Management Office (DRMO) directly from the unit.  Items must be turned in to the activity responsible for consolidating and reporting excess material.  This does not preclude the SSA from directing units to turn in scrap to the DRMO.  When so directed, the supporting maintenance activity will verify the items as scrap.

3.0. Lateral Transfer Procedures 

3.1. References:

     a. AR 710-2, Supply Policy Below the Wholesale Level.

     b. DA PAM 710-2-1, Using Unit Supply System Manual Procedures.

3.2. Purpose:  The purpose of these instructions is to prescribe and clarify responsibilities for proper lateral transfers within the U.S. Army, North Atlantic Treaty Organization (USANATO) so that transactions can occur smoothly.  

3.3. Responsibilities:  It is the responsibility of commanders, leaders, and hand receipt holders to comply with the procedures of this SOP and the references listed above.  

3.4. Transfers of nonexpendable property from one organization to another are called lateral transfers.  These lateral transfers are made when there is excess property in one organization and shortages in another.  The lowest level commander over both units must approve the lateral transfer.  

3.5. Battalion Commanders will:

     a. Ensure that lateral transfers are completed by the suspense date.  

     b. If the lateral transfer is within the battalion, he/she is the approval authority for the lateral transfer.  He/she may delegate this authority within the battalion to the Property Book Officer (PBO).   

3.6. PBOs (gaining and losing) will:

     a. Review all directives to ensure that items to be laterally transferred are in fact excess or unauthorized in accordance with the TDA.  

     b. Provide all respective company commanders with a lateral transfer directive.

     c. Monitor all lateral transfers until completion.

    d. Assign a document number to the DA Form 3161.

    e. Post the lateral transfer document to the property book.

    f. File the DA Form 3161 in the supporting document file.

3.7. Company commanders will:

     a. Ensure that company supply sergeants comply with all directives and meet all suspense dates.

     b. Address all discrepancies or concerns with the PBO.

3.8. Supply sergeants of the losing unit will:

    a. Prepare the DA Form 3161.

    b. Ensure that all items to be transferred are complete and in 10/20 maintenance standards.

    c. Document all component shortages using hand receipt annex procedures.

    d. Initiate transfer of funds to the gaining organization when funded components are 

missing from transfer.   

     e. Submit requests for cancellation for all open requests for components pertaining to the property.

     f. Notify the gaining unit’s PBO that the property is ready for transfer.

     g. Deliver property or have gaining unit pick-up.

     h. Provide losing PBO with completed DA 3161.

3.9. Supply sergeants of the gaining unit will:

     a. Conduct an inventory and sign for the property.

     b. Ensure 10/20 standards are met.

     c. Provide DA 3161 to gaining PBO.

     d. Ensure transfer of funds for missing components has been received.

     e. Submit requests for component shortages.

4.0. Report of Survey Procedures 

4.1. Reference:   AR 735-5, Policies and Procedures for Property Accountability.

4.2. Responsibilities:

4.3. Battalion Commander will:

(1) Act as the approving authority for reports of survey.

(2) Review all reports of survey and commander recommendations to determine the proper action required.

(3) Determine the necessity to appoint a survey officer or to conduct an AR 15-6 investigation.

(4) Decide whether the evidence submitted with the report of survey is sufficient to reject or approve the report of survey (even if no survey officer was needed).  Make a decision after given sufficient information as to the outcome of the report of survey.

4.4. Property Book Officers will:

(1) Ensure that reports of survey are complete, correct, and include all necessary

information surrounding the loss.  The Company Commander’s recommendation for action is necessary prior to a survey number being issued.

(2) Ensure that a report of survey filing system is established.

(3) Ensure all surveys received are accurate and complete.

(4) Ensure all losses covered by reports of survey are investigated properly. 

4.5. Report of Survey Officers will:

(1) Be appointed to investigate when:

    (a) There is evidence negligence or willful misconduct.

    (b) The survey is directed by higher headquarters.

    (c) The survey is initiated by an accountable officer.

(2) Be a commissioned officer, warrant officer, Sergeant First Class or above and be senior to the individual being surveyed when a possible recommendation for pecuniary liability exists.  


(3) Will report to the Battalion S-4 for guidance immediately after receipt of the report of survey.


(4) Will notify the approving authority and the Battalion S-4 of any delays in the investigation of the report of survey.

(5) Provide recommendations to the approving authority within the time frame allotted in AR 735-5.

4.6. Company Commander will:

(1) Will make a statement in block 11, on DA Form 4697, after an initial investigation has been completed for the lost, damaged, or destroyed property.

(2) Initiate and present the report of survey to the Battalion S-4, not later than 15 calendar days after the discovery of the discrepancy or loss.

(3) Prepare a letter of lateness if the above listed time period is exceeded.  (This will be attached as an exhibit to the report of survey).

(4) Ensure that all means possible to locate the item(s) missing are exhausted.

4.7. Supply Sergeant will:

(1) Ensure that the report of survey is prepared correctly and signed by the company commander.

(2) Take the survey to the Battalion S-4 for review, survey number, and document number from the accountable officer.









(3) Ensure a copy of the report of survey, once completed is maintained on file.













4.8. Report of Survey Officer will:

(1) Determine the cause and value of loss, damage, or destruction of property listed on a report of survey, and to determine any assessment of financial liability.

(2) Stay free from bias or prejudice decision.






 

(3) Complete the investigation within 30 days, if, investigation is not completed within 30 days a letter of lateness explaining why the investigation was not completed in the prescribe time is required.

(4) Conduct the investigation as per DA PAM 735-5 (Survey Officer’s Guide).

4.9. Originator:  The originator is the person with the most knowledge of the discrepancy. This is usually the primary hand-receipt holder; (the Commander).  The Commander will ensure that all property under his/her command is properly used, secured, cared for and accounted for.  Command responsibility is inherent and cannot be delegated. 

4.10. Initiation process:  The initiation process begins with the date of discrepancy.  The originator gathers the dates and circumstances from all involved.  Within 15-calendar days, the survey must be provided to the appointing authority. 

4.11. Recommendation process:  The recommendation process starts after the document number is assigned by the accountable officer and provided to the appointing authority.  During this process, the appointing authority will determine if a survey officer is necessary.  If a survey officer is appointed, he/she will conduct an investigation.  The survey officer will make a recommendation and provide this to the appointing authority.  The approving authority will review and concur/non-concur with the survey officer and provide the survey to the approving authority.  This process will be completed within 40- calendar days (55 cumulative days).  

4.12. Adjudication process:  The adjudication process begins when the appointing authority provides the survey to the approving authority.  The approving authority will review the survey.  When financial liability has been recommended, the approving authority will seek a Staff Judge Advocate (SJA) review.  Finally, the approving authority will make a decision.  This process will be completed within 20-calendar days (75 cumulative days).

4.13. Notification process:  The notification process begins when the individual being charged is notified of the approving authority’s decision.  The individual being charged will have a chance to review and submit a rebuttal to the findings.  This process will be completed in 30-calendar days.     

4.14. Collection process:  The collection process is when the survey is provided to the Finance and Accounting Office (FAO) for collection.  This process will be completed in 1-calendar day.

4.15. Battalions will provide DCS G4 the status of all Reports of Survey within their battalions.  When a Report of Survey is initiated or completed, notify DCS G4 and provide an email copy or fax copy to DSN 423-4698.  On the 1st and 15th of each month, provide status on all open Surveys via fax or email.  Negative reports are required.

5.0. Inventory Procedures  

5.1. References:

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

     b. DA PAM 710-2-1, Using Unit Supply System (Manual Procedures)

5.2. One of the foremost contributors to poor property accountability is the failure to conduct proper inventories as required.  There is no “quick fix” in supply.  Strict compliance with published policies and procedures is the only way to control property accountability.

5.3. An inventory is a physical count of property on hand.  All property will be inventoried at least annually.  Components will be inventoried when the end item is inventoried.  Serial numbers will be verified.  Any discrepancies discovered in serial numbers of sensitive items require the initiation of an AR 15-6 investigation/Report of Survey.  Commanders must ensure the proper conduct and completion of all inventories.  Not conducting inventories may be construed as negligence if property accountability and/or equipment are lost.  

5.4. Change of Command Inventory Procedures:

    a. Commanders are responsible for the serviceability and proper accountability of all U.S. Army property and to ensure that joint inventories are actually conducted between incoming and outgoing commanders.  Change of command inventories are mission requirements and will not be subordinated in importance to other activities within the unit.  Joint inventories cannot be delegated; the incoming and outgoing commanders must conduct them.

    b. Change of command inventories for all companies in the command will be conducted jointly and completed prior to the change of command.  No change of command will occur until the appropriate Battalion Commander has approved the results of the joint change of command inventory.  The incoming and outgoing commanders will be authorized 30 days to complete the joint inventory.  If more time is needed, a maximum of 2 extensions (15 days each) may be granted by the Battalion Commander. The results of the joint inventory to include initiation of a report of survey, if required, must be briefed to the Battalion Commander before the actual change of command ceremony occurs.  Written results of the joint inventory will be prepared and will be provided at the briefing.

    c. Prior to conducting the change of command inventory, the Property Book Officer (PBO) will brief the incoming/outgoing commanders. 

5.5.   Sensitive Item Inventory.   Serial number inventories of sensitive items will be conducted monthly.  Serial numbers will be verified against the property book printout provided by the PBO.  Inventories of weapons and ammunition will not be done by unit armorers or by the same person 2 months in a row.  Any NCO, warrant officer, commissioned officer, or DOD civilian appointed by the responsible officer can conduct the sensitive item inventory.  

5.6. Cyclic Inventory.  A physical inventory of all property will be conducted to ensure that 100% of all property is inventoried within the fiscal year.  USANATO has directed that cyclic inventories will be used to complete the inventories.   

6.0. Furniture Responsibility

6.1. Reference:

    a. North Atlantic Treaty Organization (NATO) Space Authorization Policy

    b. Common Table Allowance 50-909, Table 39

    c. Army Regulation 735-5, paragraph 7-6

6.2. Purpose: The purpose of these instructions is to prescribe and clarify responsibilities for purchase, accountability, and turn-in of furniture.

6.3. Responsibilities: Commanders and leaders will comply with these instructions.

6.4.   Each activity shall develop a 7-year plan for the purchase of new furniture.  The plan should address any restationing that affects the activity in addition to planned replacement.  Phased purchases should be part of the purchase plan.  Furniture acquisition plans shall be submitted through the appropriate battalion to the Command Engineer for review and recommendations to the Commander. 

6.5. Furniture and layout should be sized in accordance with standard NATO space allocations, no matter how much space you currently have, because NATO has the right to reclaim space if they need the space for other activities or deem that the U.S. has too much NATO real property.  This may seem unlikely, but future missions, commanders, and restationing can change the status quo.  A guideline of approved NATO spaces is included to assist you in planning for furniture that will fit in approved NATO space allotments.

6.6. Guidelines to NATO approved space:

    a. NATO Standard Spaces = 7.5 SM (80 SF) Standard space where the soldier does not require a private office for counseling or is not a commander.

    b. Small Office = 11.0 SM (118.4 SF) Small offices are appropriate for activity, Company 

Commander or certain functions/activities that routinely require privacy because of security or counseling functions.

    c. Large Office = 15.0 SM (161.4 SF) Battalion or Brigade Commander Combined Space = varies.  Space that is used as both a private office and a conference room usually will be acceptable if space allows or is located in one of the new NATO National Support Element (NSE) spaces.

6.7. Examples of other types of approved NATO Space:

    a. NBC and Weapons rooms (may be shared)

    b. Storage (may be shared)

    c. SIDPER/CONUS Room (may be shared with other services)

    d. Training rooms (may be shared)

    e. Conference room (may be shared)

    f. Communications (IMO)

    g. Latrines and corridors are common use areas and are not counted in NSE space.

    h. Attached is the NATO and Services approved spaces for Allied Forces South 

(AFSOUTH) 2000 that can serve as a guideline for non-office space allocations (enclosure1).

6.8. Examples of non-approved use of NATO space:

    a. Dayrooms
     b. Exercise rooms

     c. Canteens
    d. Barracks/TDY rooms

6.9. In addition to the normal funding process, the Command Engineer must review all proposed furniture purchases.  The submittal must include the activity, the furniture location, and an itemized list of the furniture that includes sizes, estimated cost, and furniture layout.  The Command Engineer will not dictate manufacture or design, as long as the design meets the general standard set by the command group.

6.10. Command Furniture Standards:

    a. Standard workstations must fit within the 7.5 SM (80.7 SF) space allocation.

     b. Furniture selected must be from a manufacturer who will give, in writing, a guarantee that the style and color selected will be available for a minimum of 5 years.

     c. Use of overhead units is kept to a minimum and only requested with explanation of use.

    d.   E-7 and above may have privacy screens, but are not entitled to private offices unless 

required by mission.  Standard attached screens are 160 cm (63 ins.)

    e. Depending on furniture layout small dividing screens +/- 45.72 cm to 48 cm (18 inches to 

19 inches) can be incorporated into the design for privacy.

    f. General office spaces, especially in smaller spaces.  Primary desk should not be longer 

than 160 cm (63 ins.)

    g. Workstation shaped unit or “L” shall not exceed 1600 mm x 1600 mm, without service 

end piece.

    h. Workstations that require customer space should not include rounded or teardrop or other 

preprogrammed elements to accommodate customers.

    i. Workstations should include a shelf mounted in some fashion to desk.

    j. Use vertical storage units to include shelving for regulations, etc and a small hanging area 

for uniforms, if possible with a filing drawer underneath.

    k. Where a need is justified, plan for vertical filing systems to reduce space required.

    l. Eliminate utility (wiring) trays from under workstation.  They are not being used and are 

costly.

    m. Use company standard furniture and avoid customized furniture whenever possible to 

reduce cost and increase availability, but buy solid, moveable furniture that increases the life cycle of the workstations.

6.11. Purchase requests for furniture must be submitted in writing thru Deputy Chief of

Staff for Engineering (DCSENG) to Deputy Chief of Staff, G4 (DCS, G4) for review.  The DCSENG will concur/non-concur that the request meets the requirement with regards to space consideration.  If the DCSENG non-concurs, it will provide the requestor guidance and recommendations.  If the DCSENG concurs, the request will be forwarded to the DCS, G4.  The DCS, G4 will work with the appropriate Property Book Officer and unit supply personnel to ensure proper procurement and proper accountability.

6.12. Accountability of all single pieces of furniture costing more than $2,500 will be placed on the unit property books.  All furniture pieces costing $2,500 or less will be accounted for through the unit supply sections as prescribed in AR 735-5, paragraph 7-6.

6.13. Turn-in of all furniture, regardless of value, will be conducted by unit supply personnel.  Procedures within the DCS, G4 Standing Operating Procedures (SOP) are to be followed.

6.14. Each section is responsible to request furniture within their allotted funding.

6.15. Point of contact is DCSENG, at DSN 423-4086.

7.0. Department of Defense Activity Address Code (DODAAC)

7.1. A Department of Defense Activity Address Code (DODAAC) is a six-position alphanumeric address code that identifies a specific unit, activity, or organization authorized by the DOD to request, ship, or receive supplies/property.  It also provides a billing address. 

7.2. When U.S. Army, NATO requires a DODAAC, the request must always be submitted to USAREUR.  Requests must be submitted by the Brigade DODAAC Coordinator (DCS, G4).  The USAREUR DODAAC Coordinator is located at 200th MMC, Kaiserslautern, Germany, building 3004 room 111, DSN 484-8208.

7.3. To request a deployment DODAAC, the following is required:

     a. Valid Unit Identification Code (UIC).  Every Army unit DODAAC must be associated with a UIC.  Before a DODAAC may be requested, a UIC must be obtained through operational channels from USAREUR ODCSOPS and/or HQDA G-3.  This includes derivative UICs applicable when elements of an organization are task organized such as when deployments of less than a full organization take place.

     b. Type of DODAAC required, DPAS, SPBS-R, etc…

     c.   Type Address Code (TAC) 1 Address.  This is the complete mailing APO address of the DST at the deployment site.

     d. TAC 2 Address.  This is the local street address/freight address of the DST at the deployment site.

     e. TAC 3 Address.  This is the address of the finance office that will pay the bills, such as USANATO G8 Budget Officer. 

8.0. Ammunition Basic Load (ABL)

8.1. Reference:  USAREUR REG 700-150

8.2. Ammunition Basic Load is the quantity of conventional ammunition required to sustain a unit until the unit can be resupplied.  ABL must be capable of being carried in one lift by unit personnel, combat vehicles and their directly associated ammunition carriers, and cargo vehicles designated by the table of organization and equipment to carry ammunition.  ABL includes ammunition items designated as combat-load munitions and those designated as lift-load ammunition.  As per USAREUR Reg 700-150, the definition of combat-load is U.S. Army Training and Doctrine Command-determined and HQ-DA-designated quantity of munitions to be carried by each deployable weapon system to initiate combat operations.  In addition, the definition of lift-load ammunition is ammunition carried by unit organic cargo vehicles or ammunition carriers.  ABL is not to be expended unless you are using it as per specific Rules of Engagement; bad guys are shooting at you. 

8.3. Commanders will:

    a. Complete a separate AE Form 700-150 A-R (Ammunition Basic Load Computation Worksheet) for each category of ABL “to accompany troops” (TAT) to fit contingency deployment plans. Appendix E from USAREUR REG 700-150 will be used when completing this form. Units will compute their ABL requirements using the standard ABL allowance for common weapons listed in the ABL bulk allowance data and the ABL weapon allowance data.  Units will use required latest DA approved modification table of organization and equipment (MTOE) or other authorization documents to compute ABL requirements.

    b. Commanders will also provide the following documents to complete the ABL request:

        (1) Assumption of Command orders (Unit commander)

        (2) Appointment of Duty orders (Property Book Officer)

        (3) DA Form 581, Request for issue and turn-in of ammunition 

        (4) DA Form 581-1, Request for issue and turn-in of ammunition continuation sheet

        (5) DA Form 1687, Notice of Delegation of Authority to pick up the ABL

        (6) DA Form 7281-R, Security Screening and Elevation Record for individuals to       receive ammunition.

        (7) Copy of units‘s MTOE or other authorization documents.

8.4.  All documents from SHAPE BN, AFNORTH BN, and AFSOUTH BN will be faxed to the Ammunition Division, 29th Support Group, Quality Assurance Specialist, at DSN 493-6164, fax 493-6366.  All documentation will be reviewed to ensure all paperwork is in order prior to originals being submitted.  

8.5. After the Ammunition Division reviews the documents for approval and corrections, G4/S4 will hand-carry the unit’s original documents to 29th Support Group’s Ammunition Office (Rhine Ordnance Barracks in Kaiserslautern, Germany) for approving signatures. The units/S4 will fax their documents to their ASP to request an appointment. When the units report to their ASP to receive their ABL, they must at the time of pick-up, submit all original documents.

8.6. Accountability:  Property book officers will ensure that ABL is properly accounted for.  Packaging material is accountable.  PBOs will use DAM Pam 710-2-1, tables J-1 through J-12, to properly enter the packaging material into the unit property book when packaging material is separated from the ammunition it contains.  Damaged, destroyed, or lost ammunition or packaging material will be dropped from property accountability under the procedures outlined in AR 735-5.

8.7. ASP Points of contact:

    a. AFSOUTH, ASP 7, 22nd ASG, Tormeno, Italy (near Vincenza), DSN 634-8417, Fax 634-6869 

    b. SHAPE/AFNORTH, ASP 8, 29th ASG, Weirlebach, Germany (K-Town area), DSN 489-7711/7712, Fax 489-7746

9.0. Transportation Procedures

9.1. The transportation of personnel, property, and supplies into, out of, and within a theater of operations for contingencies is vital to the logistical success of a command.  This SOP will provide a better understanding on transportation procedures. 

9.2. EQUIPMENT / PROPERTY:  The 1ST Transportation Movement Control Agency (1ST TMCA), DSN 483-8500/8520, located in Kaiserslautern, Germany is the Headquarters for most European Theater transportation.  The 1st TMCA has two transportation battalions, the 39th Trans BN in Kaiserslautern, Germany and the 14th Trans BN in Vicenza, Italy.  Each battalion has many Movement Control Teams (MCT) and Branch Movement Control Teams (BMCT).  We will deal directly with BMCTs.  

     a. BMCTs will only handle the transportation.  The packing of property is the responsibility of the units.  Transportation Movement Offices (TMO) can provide packing support for a fee.  TMOs,   FDPs, or GSA can provide NSNs for packing material so that the units can pack themselves. 

     b. If for example, USANATO is directed to deploy as part of a JCS exercise/operation, 1st TMCA will not require funding from USANATO.  If USANATO is not directed to deploy but rather chooses to conduct an exercise on its own, then 1st TMCA will require funding from USANATO.

     c. The 39th Trans BN supports SHAPE and AFNORTH.

     d. AFSOUTH is not supported by the 1st TMCA.  The Naval Support Activity located in Naples supports AFSOUTH.  Generally, there is no charge for support if the movement is under official orders.  However, if equipment requiring special handling is involved, then special charges may be imposed.    

     e. JSRC Izmir is not supported by the 1st TMCA.  The Izmir TMO supports JSRC Izmir.  The Izmir TMO will contract packers and movers, thus funding will be required.

9.3. PERSONNEL:  Each supporting Transportation Office / Transportation Motor Pool (TMP) can provide transportation support of personnel.  The TMPs in Belgium, Germany, Italy, and The Netherlands fall under the command of the Installation Management Agency (IMA) Europe Region.  Units in Turkey do not fall under IMA Europe, but rather the U.S. Air Force Transportation System.  Generally speaking, when soldiers are under orders to deploy, contact the supporting TMP who will make arrangements for vehicle support for personnel based on weather or not the soldiers will be traveling with weapons.  Either way, transportation support will be provided.  The SHAPE and Schinnen TMPs will transport personnel to the Brussels Airport or to Ramstein/Rhein Mein Air Force Bases as required. 

9.4. Points of contact are as follows:

SHAPE:  Packing – SHAPE TMO, DSN 423-4461


   Transportation – Chievres BMCT, BLDG 29, DSN 361-5308


   Personnel – SHAPE TMP, BLDG 220, DSN 423-4053

AFNORTH:   Packing – Schinnen TMO, BLDG T6, DSN 360-7481


          Transportation – Schinnen BMCT, BLDG 4, DSN 360-7498

                      Personnel – Schinnen TMP, BLDG 27 room 103, DSN 360-7317 

AFSOUTH:
Packing & Air Transportation – Naval Support Activity, Naples Airport, DSN 626-5444 
                        Personnel – NSA TMO, DSN 626-5636/6867
Izmir, Turkey:
 Packing & Transportation - Izmir TMO, DSN 675-3391

Personnel – Bayrakli Depot TMP, BLDG 201, DSN 675-3415/3382
9.5. FLIGHT DETACHMENT:  It is possible that the Flight Detachment will be available to provide transportation support of personnel and/or equipment.  Their mission load will dictate the level of support that they might be able to provide.  Depending on how many personnel and the amount of baggage/equipment they will take, will affect the capabilities of the Flight Detachment’s support.  In addition, the location/distance of the mission/deployment site will have an impact on Flight Detachment support.  The maximum number of passengers they can support will be eight; less if lots of baggage is included.  Flight Detachment DSN is 361-5558/5544.

9.6. CORPS AVIATION SCHEDULING OFFICE (CASO):  It is also possible that the USAREUR CASO will be available to provide transportation support of personnel and/or equipment.  Just like the Flight Detachment, the mission of the CASO will dictate the level of support they can provide.  If CASO is unable to help, they can work with other units/agencies on our behalf for the required support.   The CASO is located on Campbell 

Barracks building 14, in Heidelberg, Germany, DSN 370-9463/9490. 

9.7. RAMSTEIN AND RHIEN MEIN AIR TERMINALS:  To check on the availability of military airlift flights, call Ramstein Air Terminal at DSN 479-4440 or Rhein Mein Air Terminal at DSN 330-6567. 
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