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Logistics Checklist

1.  Function.  The function covered by this checklist is management and control of the logistics operation at battalion and unit level.

2.  Purpose.  The purpose of this checklist is to assist SROTC and JROTC schools in evaluating the key management controls listed below; it is not intended to cover all controls.  

3.  Instructions. 

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If a current copy (less than 12 months old) of CC Form 183-R, Battalion Logistics Checklist (as required by Cdt Cmd Reg 700-1) is on file, it may be used in lieu of completing this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Administration.

        (1)  Does the activity have a current SOP for logistics operations and maintain copies of all required publications? (Cdt Cmd Reg 700-1, paragraph 1-4e(7))

        (2)  Do training records reflect that battalion/unit training is conducted for supply personnel? (Cdt Cmd Reg 700-1, paragraph 5-7)

    b.  Property Book.

        (1)  Is a copy of the memorandum appointing the property book officer (PBO)/military property custodian (MPC) on file IAW AR 710-2, paragraph 2-4g and DA Pam 710-2-1, paragraph 4-4?

        (2)  Is the statement of accountability/ responsibility by the PBO/MPC and/or the commander filed in the front of the property book? 

        (3)  Are postings made to the property book IAW the guidance contained in AR 710-2, paragraph 2-8?

        (4)  Are authorized allowances entered on the property book reconciled with authorization documents annually and is the commander's statement on file in front of the Property Book IAW AR 710-2, paragraph 2-4b?   

        (5)  Is there a page (DA Form 3328) in the property book for each item listed in the "required" column of the applicable TDA IAW AR 710-2, paragraph 2-5a(1)

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

        (7)  Are all items recorded in the property book as on hand either issued on valid hand receipts or in storage under control of the PBO IAW AR 710-2, paragraph 2-6?

        (8)  When nonexpendable items are found on hand but not accounted for on the property book, are they turned-in as found on post and property accountability established IAW DA Pam 710-2-1, paragraph 3-7?

        (9)  Have accountability procedures been established for items that have been turned in to maintenance for calibration or repair?  

        (10)  Is DA Form 2407 (Maintenance Request) maintained in the suspense file while the item is in repair IAW DA Pam 738-750?

        (11)  Are the document registers maintained IAW DA Pam 710-2-1, paragraph 2-19?

        (12)  Is a memo filed with the document register designating a block of serial numbers for the using element IAW DA Pam 710-2-1, paragraph 2-19b?

        (13)  Are open document numbers carried forward IAW AR 25-400-2?

        (14)  Are the due-in status files maintained IAW DA Pam 710-2-1, paragraph 2-21?

        (15)  Are documents posted to the property book marked "posted", dated, and initialed by the posting individual IAW DA Pam 710-2-1, paragraph 4-14?

        (16)  Does the document file contain a statement about each missing document, signed by the PBO/MPC appointing authority IAW DA Pam 710-2-1, paragraph 4-14b?

        (17)  Can an audit be conducted by matching the entries in the property book and the documents in the document supporting file?  

        (18)  Does the commander personally review all high priority requests or has the commander delegated (in writing) specific personnel to make the review?  (DA Pam 710-2-1, paragraph 2-3)

        (19)  Are hand receipts/temporary hand receipts established and maintained for all property book items not under control of the PBO/MPC, IAW DA Pam 710-2-1?

        (20)  Are the signature and rank of the hand receipt holder (acknowledging responsibility) and the date entered on the hand receipt IAW DA Pam 710-2-1, figure 5-1 (instructions)?

        (21)  Is property being loaned between units without proper documentation or change to the hand receipt?

     c.  Storage area.

        (1)  Is the storage area neat and well organized, with items tagged as appropriate? (Cdt Cmd Reg 700-1, paragraph 2-7)

        (2)  Are all fire, safety, and physical security standards being met IAW AR 385-10 and DA Pam 385-1?

     d.  Inventories.

        (1)  Has an annual 100 percent inventory been conducted in the past fiscal year?  (NOTE: Inventory should be 1 year from previous inventory and can be accomplished on a cyclic basis.  DA Pam 710-2-1, chapter 9)

        (2)  If more than 30 days elapse before the PBO has completed the change of PBO inventory, is the written extension on file?  (AR 710-2, paragraph 9-8c)

        (3)  Are all sensitive items (to include weapons and ammunition) listed on the property book and inventoried monthly IAW AR 710-2, paragraph 9-10?

        (4)  Does the responsible officer (or their representative) conduct quarterly serial number inventories of the weapons, verifying them against the property book?  (NOTE: The inventory should not be done by the same person during consecutive time periods.)   

        (5)  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 IAW DA Pam 710-2-1, paragraph 9-11?

       (6)  When losses are discovered, are adjustment actions taken within the prescribed time frame IAW AR 735-5, paragraph 13-7?

       (7)  Are inventory results kept on file IAW DA Pam 710-2-1, paragraph 9-9?

     e.  Clothing/equipment.

        (1)  Is a clothing record (DA Form 3645-1) established for each cadet issued clothing/equipment (including appropriate record for organizational items) IAW AR 700-84, chapter 9.

        (2)  Are laundry contracts established and clean, serviceable uniforms issued to cadets?

        (3)  Do the uniforms on hand exceed the authorization?

        (4)  Are cadets informed of their options for lost, damaged, or destroyed property prior to completing a Cash Collection Voucher (CCV) IAW AR 735-5?

        (5)  Are CCV processed for sale of military clothing items under CTA 50-900 section I, part A?

        (6)  Is the activity complying with the 45 day time limit in Cdt Cmd Reg 700-1 for initiating recovery of clothing and equipment procedures? 

        (7)  Are non-recoverable items issued to the cadet summarized within 30 days after issue and dropped from the property book utilizing DA Form 4949 (with an attached roster of cadets that were issued the items)? 

        (8)  Is there a minimum essential stockage, consistent with applicable geographic zone, of OCIE in stock?

        (9)  Are reports of survey (R/S) for all lost, damaged, or destroyed items prepared and processed IAW AR 735-5, paragraphs 13-7 and 13-15b?

        (10)  Is property management and accountability maintained IAW AR 700-84 for Army issued property and personal items belonging to absent cadre personnel (e.g. hospital, AWOL, etc.)?

     f.  Self-service supply center controls and procedures.

        (1)  Is the SSSC card kept secured and used only when authorized?

        (2)  Is an informal control log maintained to reflect issue of SSSC supplies from supply room so that there will not be excess SSSC items on hand? (Cdt Cmd Reg 700-1, paragraph 5-3a)

        (3)  Are sales slips along with DA Form 3161 or a locally produced form, maintained IAW Cdt Cmd Reg 700-1?

     g.  Other logistics management.

        (1)  Is the battalion conducting the quarterly and annual Department of Defense Small Arms Serialization Program (DODSASP) reconciliation as instructed by the supporting installation Small Arms Serialization Surety Officer (SASSO) IAW AR 710-3?
        (2)  Is CBS-X reconciliation data being forwarded IAW CCR 700-1, paragraph 2-6?

        (3)  Have all property book records been reviewed with current edition of SB 700-20 to ensure that all reportable item control code (RICC) 2 items are properly identified and reported IAW DA Pam 710-2-1, chapter 4?

        (4)  Has the institution provided adequate bonding or, for JROTC units, evidence of insurance wherever the institution retains accountability for Federal property and is it reviewed every three years?

        (5)  Is accountability maintained for operational rations IAW Cdt Cmd Reg 700-1, paragraph 2-15? (SROTC only)

        (6)  Do the number of meals on hand equal the number on the property books?  (SROTC only)

        (7)  Do operational ration requests (DA Form 3161) reflect the number of cadets by MS category to be fed, and is a copy filed in supporting document files?  (SROTC only)

        (8)  Are payroll deductions submitted on cadre authorized to subsist?  (SROTC only)

        (9) Are proper procedures being used to account for and manage the battalion/unit ammunition IAW DA Pam 710-2-1, chapter 11?

        (10) Is ammunition (to include pellets) stored in a secured area or container?

6

