
* If Supply Checklist has not been executed in past 12 months, the Inspection will complete the following Supply Checklist as part of the Compliance Inspection.  This inspection is pass/fail.

JROTC SUPPLY CHECKLIST
For use of this form, see CCR 145-2; the proponent agency is ATCC-J

     YES
    NO
Layout and Organization:                                                    
	1. Is the storage organized so that the space is fully used?  (AR 740-26)  
	
	

	2.  Are all items labeled or tagged to reflect the identity of items?  (CCR 700-1, para 2-7)
	
	

	3.  Are fire, safety, and physical security standards being met?  (AR 190-11, AR 385-10, DA Pam 385-1)
	
	


Administration: 

	1.  Does the unit maintain a current SOP for internal operations?  (AR 710-2, Table B-1)
	
	

	2.  Are the supply files established and maintained?  (AR 25-400-2)
	
	

	3.  Are all required publications on hand or on order?  (Appendix A, CCR 700-1)  
	
	

	4.  Are all equipment authorization documents on hand and current?  (CCR 700-1, para 2-3a)
	
	

	5.  Has the current HOEI appointed the MPC/Hand Receipt Holder?  Is a copy of the appointing memo on file?  (AR 710-2, para 2-24 and CCR 700-1, para 1-4d)
	
	


Remarks: 




  
     YES
    NO
Material Accountability: 

	1.  Does the JROTC unit maintain a property book? If YES, continue below beginning at paragraph b.
	
	

	2.  If Primary hand receipt holder (PHRH) of Consolidated Property Books, skip to item 8 (Hand receipt procedures) and continue as applicable?
	
	

	3.  Is the statement of accountability/responsibility by the MPC filed in the front of the property book?  (DA Pam 710-2-1, para 4-6 and AR 710-2, para 2-5h)
	
	

	4.  Are authorized allowances on the property book reconciled with authorization documents annually and is the MPC’s statement filed in front of the property book or filed separately?  (AR 710-2, para 2-4b and CCR 700-1, para 2-3)
	
	

	5.  Are entries in the property book supported by the document register and document-supporting file?  (DA Pam 710-2-1, para 2-23, 4-16 and CCR 700-1, para 2-5d and e)
	
	

	6.  Are all items recorded in the property book issued on valid hand receipts or stored under the control of the MPC?  (AR 710-2-1, para 2-6)
	
	

	7.  Are postings made to the property book within three working days of the transaction? (AR 710-2, para 2-8)
	
	

	8.  Is all equipment listed in the “authorized” column of the applicable TDA?  (AR 710-2, para 2-6)
	
	

	9.  Is there a page in the property book for each item listed in the “required” column of the applicable TDA?  (AR 710-2, para 2-5a (1))
	
	

	10.  Is excess property/equipment reported to the Brigade prior to transfer/turn-in? (CCR 700-1, para 2-9a)
	
	

	11.  Are DA Forms 3161 on hand to support lateral transfer? (AR 710-2, para 2-13, DA Pam 710-2-1, para 3-18 and 19)
	
	

	12.  Have all lateral transfers been approved and posted to property book?  (DA Pam 710-2-1, para 3-15)
	
	


Remarks: 



     YES
    NO
Document Register Maintenance and Due-in Suspense Files:    
	1.  Are the document registers (one for expendable/durable and one for non-expendable) maintained?  (DA Pam 710-2-1, para 2-23)
	
	

	2.  Is a memo filed with the expendable/durable and nonexpendable document register designating a block of serial numbers for the using elements?  (DA Pam 710-2-1, para 2-23b)
	
	

	3.  Is there a status card or automated record on file supporting every open entry in the document registers?  (DA Pam 710-2-1, para 2-25)
	
	

	4.  Are open document numbers carried forward to new document registers?  (CCR 700-1, para 2-5d and web site)
	
	

	5.  Are documents posted to the property book marked as “Posted”, “Dated” and “Initialed by the posting individual”?  (DA Pam 710-2-1, para 4-16 and CCR 700-1, para 2-5e and web site)
	
	

	6.  Do property receipt documents for supplies and equipment reflect signature, rank, and Julian date in appropriate block of receipt document?  (DA Pam 710-2-1, para 2-33b)
	
	

	7.  Are serial numbers posted to receipt documents when applicable?  (AR 710-2, para 2-8d and DA Pam 710-2-1, para 9-2a(5))
	
	

	8.  Are copies of receipt documents being forwarded to support installation within three working days?  (DA Pam 710-2-1, para 2-33d)
	
	

	9.  Has a DA Form 3328-1 been prepared for all serial numbered items (9 or less serial numbers may be entered in remarks block of DA 3328)?  (DA Pam 710-2-1, para 4-10)
	
	

	10.  Does the document file contain a statement about each missing document signed by the MPC?  (DA Pam 710-2-1, para 4-16b)
	
	

	11.  Can transactions be validated by matching entries in the property book with supporting documents in the document file?  (DA Pam 710-2-1, para 4-16a)
	
	


Remarks: 



     YES
    NO
Hand receipt procedures:
	1.  Are hand receipts/sub-hand receipts including temporary hand receipts established, maintained, and updated for all property book items not under control for the Primary Hand Receipt Holder (PHRH)? (DA Pam 710-2-1, para 5-3 and 5-4)
	
	

	2.  Are the signature and rank of the sub-hand receipt holder (acknowledging responsibility) and the date entered on the sub-hand receipt? (DA Pam 710-2-1, fig 5-1)  
	
	

	3.  Are all serial items reflected on the sub-hand receipt?  (DA Pam 710-2-1, fig 5-1)
	
	

	4.  Is property being loaned between units without proper documentation or changes to the sub-hand receipt? (DA Pam 710-2-1, para 5-4)
	
	

	5.  Are sub-hand receipt forms filed in a separate jacket file for each sub-hand receipt holder and each file clearly identified? (DA Pam 710-2-1, Fig 5-1 (instructions)  
	
	


Request, Issue and Turn-in of Supplies:
	1.  Are all items on hand or on request authorized? (AR 710-2, para 2-6)
	
	

	2.  Is unit following support installation procedures for requesting, issuing, and turn-in of supplies and equipment?
	
	

	3.  Prior to disposal of unserviceable clothing, has the HOEI or designated representative signed the DA Form 3161 verifying the condition of the clothing as unserviceable?  (DA PAM 710-2-1)
	
	


Remarks: 


  
     YES
    NO
Inventories:  
	1.   Has informal accountability been established for wavered property ($2500 or less, including RPA funded clothing and OCIE)? (CCCR 700-1, para 2-4)
	
	

	2.  Was the inventory conducted at the end of the school year for RPA funded clothes and OCIE? (When PHRH IAW CIPBO instructions?)(CCR 700-1)
	
	

	3.  Has the annual 100 percent inventory been conducted for wavered property ($2500 or less, including RPA funded clothing and OCIE) within the past year? (CCR 700-1, para 2-8)
	
	

	4.  Was an inventory of property book items conducted IAW CIPBO instructions (if applicable)? (DA Pam 710-2-1, para  9-6)
	
	

	5.  Is a copy of the 100 percent inventory on file at the unit and was a copy forwarded to Brigade? (AR 710-2, DA Pam 710-2-1, para 9-8, and CCR 700-1, para 2-8b)
	
	

	6.  Are all sensitive items (to include weapons and ammunition) listed on the property book or the PHRH’s hand receipt inventoried quarterly?  (AR 710-2, para 9-10)
	
	

	7.  Does the responsible officer conduct monthly serial number inventories of weapons? (The same person should not do the inventory in consecutive months.) (DA Pam 710-2-1, para 9-10a-b)
	
	

	8.  Are serial numbers verified against the property book?  (DA Pam 710-2-1, para 9-10b(1))
	
	

	9.  Has the extension been granted if more than 30 days has elapsed before the PBO/PHRH/MPC completed the change of PBO/PHRH/MPC inventory? (DA Pam 710-2-1, para 9-7)
	
	

	10.  Are weapons and ammunition physically inventoried when the weapons storage area/container is opened or, when the responsibility for the custody of the arms storage facility keys is transferred?  (DA Pam 710-2-1, para 9-11)
	
	

	11.  Upon completion of inventories, when losses are discovered, are adjustment actions taken within the prescribed time frame?  (AR 735-5, para 13-7)
	
	

	12.  When nonexpendable items are found on hand but not accounted for on the property book (or the PHRH’s hand receipt), are they turned in as found on post and accountability established?  (DA Pam 710-2-1, para 3-7)
	
	


Remarks: 


Accounting for Losses:  Report of Survey (ROS), Statement of Charges (SC), Cash Collection Voucher (CCV), and Administrative Adjustment Report (AAR)  
 Training Aids:  
     YES
    NO
	1.  Are ROS for all lost, damaged, or destroyed items initiated within 15 days?  (AR 735-5, para 3-17)
	
	

	2.  Are lost items dropped from property book (or the PHRH’s hand receipt) at the time ROS is prepared and given a document number?  (AR 735-5, para 13-15b)
	
	

	3.  Is copy of the ROS held in suspense file pending receipt of completed copy?  (AR 735-5, 13-15a)
	
	

	4.  Is the MPC notified when a cadet drops from the program (when Government property not recovered), and is notification made within a reasonable time frame (approximately 5 to 7 days)?  (CCR 700-1, para 2-16 and RM&LD web site)
	
	

	5.  Did the unit comply with the 45 day time limit for initiating the recovery of clothing and equipment procedure?  (CCR 700-1, para 2-16 and RM&LD web site)

	
	

	6.  Does the supply section have a sequence of events file to keep control of letters going out to recover clothing? (CCR 700-1, para 2-16 and RM&LD web site)
	
	

	7.  If not, how do they keep up with the 45-day suspense and 5-15 day initiation time for ROS?  
	
	

	8.  Are personnel briefed as to their options for accounting for lost, damaged, or destroyed property prior to the payment of cash using a SC or CCV? (AR 735-5, para 12-2)   
	
	

	9.  Are completed copies of the adjustment document filed in the document-supporting file?  (DA Pam 710-2-1, para 4-14)
	
	

	10.  Is a CCV or SC processed for lost, damaged or destroyed 

expendables/durables as well as nonexpendable?  (AR 735-5, para 12-2)
	
	


Remarks: 


  
     YES
    NO
Personal Clothing and Organizational Clothing and Equipment Procedures: 
	1.  Does the supply section have a current roster of cadets on file in the supply room?  (CCR 700-1, para 2-3b(1))
	
	

	2.  Is a clothing record (DA Form 3645-1) established for each cadet (cadets issued clothing/equipment) assigned to the unit (including DA Form 3645 for organizational items)?  (AR 700-84, para 9-11 and CCR 700-1, para 2-10 and RM&LD web site)
	
	

	3.  Are items on hand in excess of authorization?  (AR 710-2, para 2-4 and 2-26)
	
	


Bonding/Proof of Insurance:
	1.  Has the institution provided adequate bonding/insurance?  (AR 735-5, para 10-3)
	
	

	2.  Has the institution provided adequate surety (bonds or insurance) in those cases where the institution retains accountability for Federal property? (AR 735-5, para 10-3)  
	
	

	3.  Is the bond reviewed every 3 years? (AR 735-5,para 10-3)
	
	

	4.  Is proof of insurance reviewed every year? (AR 735-5, para 10-3)
	
	


Continuing Balance System-Expanded (CBS-X) Reporting:
	1.  Have all property book records (or PHRH’s hand receipts) been checked against the current edition of SB 700-20 to ensure that all Reportable Item Control Code (RICC) 2 items are properly identified?
	
	

	2.  Did the unit forward the Annual Reconciliation Report to the Central Collection Activity (CCA)? (DA Pam 710-2-1, Chap 4 and CCCR 700-1, para 2-6 and RM&LD web site)
	
	

	3.  Is a file copy of the report on hand?  (CCR 700-1, para 2-6 and RM&LD web site)
	
	


Remarks: 


  
     YES
    NO
Unique Item Tracking (UIT): 

	Are transaction documents on small arms provided to the installation SASSO within 5 working days after receipt or turn-in of weapons?  (CCR 700-1, para 3-2d)
	
	


Ammunition & Marksmanship Training Aids:  

	1.  Is supporting installations and higher headquarters guidance being adhered to relative forecasting requesting, and turning-in expended residue, and excess ammunition?  (CCR 700-1, para 2-14)
	
	

	2.  Is ammunition (to include pellets) stored in a secured area or container?  (CCR 700-1, para 2-14)
	
	

	3.  Is a DA Form 3161 used as a control sheet or log to control the issue and turn-in of weapons?  (CCR 700-1, para 3-1a)
	
	


Remarks: 


GOVERNMENT PURCHASE CARD (GPC)

CHECKLIST

For use of this form, see Cdt Cmd Reg 145-2; the proponent agency is ATCC-J
:  
YES
NO
	1.  Do you have a GPC card issued by your support installation?
	
	

	2.  Do you have the current Cadet Command GPC guidance?
	
	

	3.  Do you have a current support installation GPC standard operating procedure?

	
	

	4.  Do you safeguard your card to ensure it is not stolen or used by someone else?
	
	

	5.  Is there a copy of the appointment memorandum on file from the Director of Contracting for the cardholder?

	
	

	6.  Is your immediate supervisor the approving/certifying official?
	
	

	7.  Is there a copy of the appointment memorandum on file from the Director of Contracting for the approving/certifying official?
	
	

	8.  Does an approving/certifying official review and authorize in writing each account’s purchases before ordering items?
	
	

	9.  Do you maintain an itemized log of each account’s purchases?
	
	

	10.  Are only authorized items purchased?

	
	

	11.  Are there split orders?

	
	

	12.  Does the Brigade or a Senior program manager review purchase logs semiannually?
	
	

	13.  Does the program manager review purchase logs annually?

	
	

	14.  Is the SOA date stamped upon receipt?
	
	

	15.  Does each cardholder reconcile their monthly statement and forward to approving official within 3 workdays after closing date on the account?

	
	

	16.  Does an approving/certifying official review all purchase accounts to ensure all purchases and disputes are adequately documented on the document register?
	
	

	17.  Does the approving/certifying official maintain purchase receipts and support documentation for 3 years?

	
	

	18.  Does the approving/certifying official(s) forward monthly statement(s) and invoice(s) for payment by the 10th workday after receipt of the billing statement?
	
	

	19.  Did the new card holder(s) and approving official(s) attend standard Army training on GPC procedures before account was activated?

	
	

	20.  Does the current card holder(s) and approving official(s) attend annual refresher standard Army training on GPC procedures?

	
	

	21.  Are there problems with purchase logs? Explain.
	
	

	22.  Is each single item purchase over $150.00 approved by the Brigade Commander?
	
	


Remarks (GPC): 

 

Command interest areas:  
    a.  Areas:


    b.  Region/Brigade POC: 


Results: 

 

Remarks: 



DAI name




    Signature

SAI/AI name



    Signature 

ITEMS OF COMMAND INTEREST

CURRICULUM, VIDEOS/AUDIOS AND ENHANCEMENTS

  
YES
NO
	JROTC 145-Cadet DR

	Cadet Desk Reference
	
	

	JROTC 145-U ½-SCT

	Leadership Theory and Application
	
	

	JROTC 145-U ¾-SCT
	Wellness, Fitness and First Aid
	
	

	JROTC 145-U5-SCT
	Geography and Earth Science
	
	

	JROTC 145-U6-SCT
	Citizenship and American History
	
	

	JROTC 145-U7-SCT
	Air Rifle Safety and Marksmanship
	
	

	JROTC 145-POI
	Leadership Education and Training, Program of Instruction
	
	

	JROTC 145-INSTR.DR
	Instructor Desk Reference
	
	

	JROTC 145-U1-IM
	Introduction to JROTC, A Character and Leadership Development Program
	
	

	JROTC 145-U2-IM
	Leadership Theory and Application
	
	

	JROTC 145-U3-IM
	Foundations for Success
	
	

	JROTC 145-U4-IM
	Wellness, Fitness and First Aid
	
	

	JROTC 145-U5-IM
	Geography and Earth Science
	
	

	JROTC 145-U6-IM
	Citizenship and American History
	
	

	JROTC 145-U7-IM
	Air Rifle Safety and Marksmanship
	
	

	ROTCM 145-4-1-UYP  
	Unlocking Your Potential, Student’s Guide
	
	

	ROTCM 145-4-1-UYP (IM)
	Unlocking Your Potential, Leader’s Guide
	
	

	ROTCM 145-4-1-UYP (RM)
	Unlocking Your Potential, Resource Materials
	
	



YES
NO
	Unlocking Your Potential Student’s Guide
	
	

	Unlocking Your Potential Leader’s Guide
	
	

	Leadership Education Aptitude Drill (LEAD)
	
	

	Winning Colors Cards (1 set-50 cards per set)
	
	


DVD Video 1 (Unlocking Your Potential)
YES  _________  NO ________

	Unit 1:  “You’ve Always Had Potential” 

	Unit 2:  “You’re Born to Win” 

	Unit 3:  “The Most Amazing Computer of All” 

	Unit 4:  “Changing from the Inside Out”

	Unit 5:  “You’ll See It When You Believe It”



DVD Video 2 (Unlocking Your Potential)
YES  _________  NO ________

	Unit 6:  “How to Increase Your Self-Confidence” 

	Unit 7:  “Know You’re Good and Wear It Well” 

	Unit 8:  “Success is a Journey…Not a Destination” 

	Unit 9:  “If You Fail to Plan, You’re Planning to Fail”

	Unit 10:  “How to Motivate Yourself and Others”



DVD Video 3 (Unlocking Your Potential)
YES  _________  NO ________

	Unit 11:  “What Employers Expect of a Great Employee” 

	Unit 12:  “You Never Get a Second Change to Make a First Impression” 

	Unit 13:  “Taking Responsibility for Your Life” 

	Unit 14:  “Qualities of Peak Performers”


DVD Video 4
YES  _________  NO ________

	“A Clean Start” 

	“The Making of a Leader” 

	“Once More With Feeling” 

	“Sexual Harassment in School”


DVD Video 5
YES  _________  NO ________

	“Mental Training for the Junior Shooter” 


DVD Video 6
YES  _________  NO ________

	“Cocaine to Crack: Gina Story” 

	“The Heimlich Maneuver” 

	“Speaking of Comedy” 

	“Steps to Success”

	“Winning Colors” 


DVD Video 7
YES  _________  NO ________

	“Davey, The High School Experience” 

	“Freedoms” 

	“Spaceship Earth” 


DVD Video 8
YES  _________  NO ________

	“You the People” 


CD-ROM 9 - 10
YES  _________  NO ________

	“Saving Sergeant Pabletti” (JROTC Edition) (Disk 1) 

	“Saving Sergeant Pabletti” (JROTC Edition) (Disk 2)


DVD Video 11
YES  _________  NO ________

	“Introduction to Service Learning” 

	“JROTC Today: Tomorrow’s Leaders” 

	“JROTC Fish Video” 


DVD Video 12 (Unlocking Your Potential)
YES  _________  NO ________

	“Educate, Educare, Edudare” 

	“Unlocking Your Potential & Winning Colors”

	“Introduction to UYP”

	“Tips for Facilitating UYP”
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