Directorate of Installation Supply & Services

COMMAND SUPPLY DISCIPLINE PROGRAM (CSDP)

INTERNAL CONTROL PROGRAM

Using Unit Checklist

SROTC
UNIT EVALUATED_______________           EVALUATOR________________

DATE___________                                           POC________________________

A.  GENERAL

B.  PROPERTY AUTHORIZATION DOCUMENTS

C.  REQUESTING AND RECEIVING SUPPLIES

D.  DISPOSITION OF PROPERTY

E.  PROPERTY RESPONSIBILITY

F.  INVENTORIES

G.  ADJUSTMENT FOR LOST, DAMAGED, OR DESTROYED PROPERTY

H.  PERSONAL AND ORGANIZATIONAL CLOTHING AND INDIVIDUAL   

      EQUIPMENT (OCIE)

I.   TRANSPORTATION

J.  AMMUNITION

K.  OPERATIONAL RATIONS

L.  GOVERNMENT CREDIT CARD

M.  PHYSICAL SECURITY
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A. GENERAL

1.  Is there a record on file of a logistics inspection or assistance visit conducted by support installation, brigade, or region?  CC Reg. 700-1,  (2-8c)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

2.  Have findings, discrepancies and shortcomings cited in last inspection or assistance visit corrected?  CC Reg. 700-1,  (2-8)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

3.  Does the unit maintain a current SOP covering supply operations and a copy of supporting organization’s SOP?  CC Reg. 700-1, 1-4e(7)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

4.  Does the office present a neat appearance and professional atmosphere?

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

5.  Is the storage area organized so that the space is fully used and are labels used to reflect the identity of items?  CC Reg. 700-1, 2-7

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

7.  Are supply files maintained IAW the Modern Army Recordkeeping System (MARKS)?  AR 25-400-2

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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8.  As a minimum, does the unit have the following current dated publications on hand or on order?  CC Memo dtd 14 Jul 98

a)  AR 25-50…………………Preparing and Managing Correspondence (881121) 

b)  AR 25-400-2……………..The Modern Army Recordkeeping Systems (MARKS)

c)  AR 190-11………….…….Physical Security of Arms, Ammunition and Explosives 

                                                 (Update 3) (930930)

d)  AR 190-13………………..The Army Physical Security Program (Update 3)   

                                                 (930930)  

e)  AR 190-40………………..Serious Incident Report  (931130)

f)   AR 700-84………………..Issue and Sale of Personal Clothing (Update 14)(940228)

g)  AR 710-2…………………Supply Policy Below the Wholesale Level (971031)

h)  AR 735-5……………..…..Policies and Procedures for Property Accountability                              

                                                  (980131)

i)  AR 840-10…………...……Flags, Guidons, Streamers, Tabards, and Automobile and

                                                  Aircraft Plates  (901029)

j)  TR SOP 97-1………………International Merchant Purchase Authorization Card  

                                                  (IMPAC) (970205)

k) TR SOP 97-1……………...Fort Gordon’s Supplement

l) CC Pol Memo 33…….……Cadet Command IMPAC Procedures

m)  CCR 700-1………………..ROTC Standardized Logistics Procedures (931116)

n)  CCR 145-8………………...Organizational Inspection Program (950601)

o)  CTA 50-970……………….Expendable/Durable Items (Except Medical V, Repair

                                                   Parts (900921)

p)  CTA 50-900……….………Clothing and Individual Equipment  (940901)

q)  CTA 50-909…………….…Field Garrison Furnishings and Equipment  (930801)

 r)  DA Pam 25-30….…………(Consolidated Index of Army Publications and Blank  

                                                   Forms (Current CD)

s)  DA Pam 710-2-1……...…...Using Unit Supply System (Manual Procedures)

                                                   (971231)

 t)  DA Pam 710-2-2………….Supply Support Activity Supply System (Manual 

                                                  Procedures) (980930)

u)  TM 10-227…………...……Fitting of Army Uniforms and Footwear (940629)

v)  FED LOG…………..……...Federal Logistics Information System,  (CDs 1-4)

w) Maint Mngt Update 14…….(DA Pam 738-50/AR 750-1/DA Pam 750-35)

                                                   (940801)

x)  SC’s/TM’s for SKOs and authorized equipment on hand. 

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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B.  PROPERTY AUTHORIZATION DOCUMENTS

1.  Are all pertinent authorization documents on hand and current?  (TDA, CTAs, Letter of Authorization, etc.)  AR 710-2, (2-4a)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

2.  Is pinpoint distribution (DA Pam 25-30/DA Form 12-series reviewed annually to ensure that the latest publications are being used?  AR 710-2, (2-4a)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

3.  Are property book allowances reconciled annually with the authorization documents and a statement indicating that this reconciliation has been accomplished by the PBO submitted to the commander for whom the property book is maintained?  AR 710-2,

(2-4b)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________
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C.  REQUESTING AND RECEIVING SUPPLIES

1.  Are all authorized equipment and components on hand or on order?  AR 710-2 (2-6a)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

2.  Are units in compliance with the Uniform Materiel Movement and Issue Priority System (UMMIPS)?  (SROTC = FAD III – (PD 03, 06, 13)), (JROTC = FAD V – (PD 08, 10, 15))  DA Pam 710-2-1, (2-2), CC Reg. 700-1, (2-5)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

3.  Is a document register established and properly maintained?  AR 710-2, (2-6h), CC Reg. 700-1, (2-5b(2))

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

4.  Is request for DRMO property submitted through the PBO to the SSA?  AR 710-2, (2-6l), CC Reg. 700-1, (2-5e)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

5.  Is a current DA Form 1687, Notice of Delegation of Authority-Receipt for Supplies, maintained on file?  AR 710-2 (2-8a)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

6.  Are customers acknowledging receipt of supplies/equipment with signature, rank, and julian date in appropriate block of receipt document?  DA Pam 710-2-1 (2-33a)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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7.  Are serial numbers posted to receipt document when applicable?  DA Pam 710-2-1 

(9-2a(5)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

8.  Are discrepancies of supplies reported to the SSA within 3 days of receipt?  AR 710-2 (2-8b)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

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

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

10.  When nonexpendable items are purchased with the IMPAC, does the PHRH prepare a DD Form 250 and forward to the PBO?  DA Pam 710-2-1 (2-33f)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________ 

11.  Is a monthly reconciliation and quarterly validation on all open supply request and due-in files conducted with the SSA?  AR 710-2 (2-7d)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

12.  Is a current due-in listing requested or provided from the PBO on all open transactions?

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________
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D.  DISPOSITION OF PROPERTY

1.  Does transferred property meet accountability and maintenance requirements?  AR 710-2  (2-13)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

2.  Are excess property identified and turn-in action initiated?  AR 710-2  (2-13b)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

3.  Does the unit turn-in unserviceable and unrepairable property book items through the PBO to the SSA along with the DA Form 2407 or 5504 verifying condition of unserviceable item?  AR 710-2  (2-13b)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

4.  Are unserviceable reparable turned-in to the supporting SSA?  AR 710-2  (2-13b)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

5.  Are items discovered in unit that are not on accountable records turned in through the PBO to the SSA as “Found on Installation” property?  AR 710-2  (2-13d)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

6.  Does the unit turn-in excess hazardous materiel to the supporting supply support activity to eliminate unnecessary exposure to health hazard items?  AR 710-2  (1-31d)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

7

7.  Are DA Form 3161 on hand to support lateral transfers?  DA Pam 710-2-1 (3-19)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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E.  PROPERTY RESPONSIBILITY

1.  Is a Responsible or Primary Hand Receipt Holder appointed in writing for property issued on hand receipt?  AR 735-5  (2-8c)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

2.  Has the Primary Hand Receipt Holder (PHRH) accepted responsibility for property by signing a hand receipt for each property book from which property was issued?  AR 710-2  (2-5g, 2-10d)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

3.  Are serial numbers and publication data listed on the primary hand receipt?  DA Pam 710-2-1 (5-3c)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

4.  Has the PHRH further delegated responsibility for all unit and section property assigned by using permanent or temporary hand receipts?  AR 710-2  (2-10f, App F)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

5.  Are temporary hand receipts used to issue property on loan for 30 days or less?  AR 710-2  (2-10g)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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6.  Is an property inventory listing used when assigning individual responsibility is not practical or for furniture, fixtures, office equipment and furnishings assigned certain FSCs with a unit cost of less than $2500 but over $300?  AR 710-2  (2-10g)  DA Msg. dtd Oct 96)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

7.  Are component hand receipts/hand receipt annexes used to document the issue of components of SKO and other end items?  AR 710-2  (2-10h, App F)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

8.  Are hand receipts kept current by posting changes as they occur or by using change documents?  AR 710-2  (2-10g, App F)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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F.  INVENTORIES

1.  When the PHRH is replaced, is a joint inventory conducted before the new PHRH accepts responsibility?  AR 710-2  (2-12, Table 2-1, para a)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

2.  Are annual or cyclic inventories conducted as directed by the PBO and is a copy of the inventory on file?  AR 710-2  (2-12d, Table 2-1, para b)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

3.  Is an inventory conducted prior to receipt, turn-in, or issue of property?  AR 710-2  (Table 2-1, para f)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

4.  When responsibility for the custody of the arms storage facility keys is transferred between authorized persons, is a physical count of the weapons and ammunition conducted?  AR 710-2 (Table 2-1, para g)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

5.  Does the unit conduct inventories following evidence of insecurity, alleged misappropriation of Government property within 15 days?  AR 710-2  (Table 2-1, para h)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

6.  Is a Controlled Item Inventory, other than weapons and ammunition, (Items identified on FEDLOG by CIIC of “1-6,”, “8”, “9”, “P”, “0”, “R”, or “Y”) conducted quarterly?  AR 710-2  (2-12d, Table 2-1, (i))

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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7.  Does a different person conduct the monthly weapons by serial number and ammunition by lot and serial number inventory?  AR 710-2  (2-12, Table 2-1, para j)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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G.  ADJUSTMENTS FOR LOST, DAMAGED, OR DESTROYED PROPERTY

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

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

2.  Is Report of Surveys for all lost, damaged, or destroyed items initiated within 15 days?  AR 735-5,  (3-17)

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

3.  Is a Statement of Charges/Cash Collection Voucher processed for lost, damaged, or destroyed expendable/durable as well as nonexpendables?

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

4. Are DD Form 362, Statement of Charges/Cash Collection Voucher and DA Form 4697, Report of Survey, prepared correctly?  AR 735-5 (fig 12-5 and fig 13-3)

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

5.  Has the institution provided adequate bonding/insurance?  AR 735-5  (10-3)

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

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

YES____      NO____      N/A____

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

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

8.  Is the supply room notified when a cadet drops from the program, and is notification within a reasonable time frame?  (5 to 7 days)  CC Reg. 700-1 (2-16) 

YES____      NO____    NA____

Comments_____________________________________________________________________________________________________________________________________

9.  Does the supply section have a suspense file to keep control of letters going out to recover clothing?  CC Reg. 700-1, (2-16c)

YES____      NO____      N/A____

Comments_____________________________________________________________________________________________________________________________________

10.  Did the unit comply with the 45-day time limit for initiating the recovery of clothing and equipment procedure?  CC Reg. 700-1  (2-16)

YES____      NO____    NA____

Comments_____________________________________________________________________________________________________________________________________
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H.  PERSONAL AND ORGANIZATIONAL CLOTHING AND INDIVIDUAL EQUIPMENT (OCIE)

1.  Does the supply room have a current roster of cadets on file?  

CC Reg. 700-1 (2-3b(1))

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

2.  Is a clothing record established for each cadet assigned to the battalion?  AR 700-84 (9-11), CC Reg. 700-1, (2-10)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

3.  Are non-recoverable items issued to the cadet abstracted within 30 days after issued and dropped from the informal property book?  TRADOC Memo dtd 26 Nov 96.

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

4.  Are the belongings of personnel absent (i.e. hospital, AWOL), inventoried and safeguarded?  AR 700-84 (12-12a)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

5.  If an individual is dropped from the rolls, has the unit accounted for all military items?  AR 700-84, (12-13)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

6.  If absentee baggage is on hand, is the original copy of the inventory placed inside a suitable container?  AR 700-84, 12-12a (2) (d)                          

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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I.  TRANSPORTATION
1.  Are battalions complying with Cadet Command policy governing cadets driving NTV/GSA vehicles?  CC Reg. 56-1 (2-3a)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________  

2.  Are procedures in place to ensure proper use, security, control, reported loss/damage and turn-in of U.S. fleet credit cards?  CC Reg. 56-1 (2-6b)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

3.  Are receipt numbers from credit cards complete?  (i.e., number of gallons, license number, vehicle number, signature of user?  CC Reg. 56-1 (22-6a(9))

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________ 

4.  Are request for modifications to GSA vehicles approved by Region headquarters prior to modification, and is there a copy on file?  CC Reg. 56-1 (3-10a)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________ 

5.  Is there a long-term vehicle assignment receipt (GSA Form 1152) on file and was a copy sent to Region logistics?  CC Reg. 56-1 (10-2)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________ 

6.  Are monthly motor vehicle use records (GSA Form 494) reviewed to insure accuracy and are changes made where applicable?  CC Reg. 56-1 (8-1)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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J.  AMMUNITION

1.  Does the battalion comply with the provisions of CC Reg. 700-1, para 2-14, relative to accountability and management of ceremonial and training ammunition?

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________  

2.  Is the supporting installation and higher headquarters guidance adhered to relative forecasting, requesting, and turn-in of expended residue and excess ammunition?  

CC Reg. 700-1, (2-14)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________ 

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

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________
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K. OPERATIONAL RATIONS

1.  Is operational rations on hand at the battalion specifically identified for a training exercise?  CC Reg. 700-1, (2-15)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

2.  Do the number of meals on hand equal the number on the primary hand receipt?  CC Reg. 700-1, (2-15)                           

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

3.  Do operational ration requests (DA Form 3161) reflect the number of cadets by MS category to be fed?  CC Reg. 700-1, (2-15)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

4.  Is accountability maintained?  CC Reg. 700-1, (2-15)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

5.  Are operational rations stored in a secured area, stacked a minimum of 6 inches off the floor, and 24 inches away from the wall?  CC Reg. 700-1, (2-7)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

6.  Is proper dunnage used?  CC Reg. 700-1, (2-7)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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7.  Are lot numbers and date packed facing toward storage aisle?  CC Reg. 700-1, (2-7)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

8.  Are payroll deductions or CCV (for cadre) submitted on cadre authorized to subsist?   CC Reg. 700-1, (2-15)

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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L.  GOVERNMENT IMPAC

1.  Do you have an IMPAC issued by your support installation?

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

2.  Do you have a current Cadet Command IMPAC policy memorandum?

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

3.  Do you have a current support installation IMPAC standard operation procedures?

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

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

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

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

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

6.  Is there a copy of the appointment memorandum on file from the Director of Contracting for the Approving/Certifying Official?

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________
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7.  Is your immediate supervisor the approving/certifying official?

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

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

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

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

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

10.  Are only authorized items purchased?  

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

11.  Is there evidence of split orders?

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

12.  Does the program manager review purchase logs annually?  

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________

13.  Is the statement of Account (SOA) date stamped upon receipt?  (Ft Gordon’s AO handout)  (para. 3)

YES____      NO____    NA____

Comments______________________________________________________________________________________________________________________________________
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M.  PHYSICAL SECURITY

1.  Are demilitarized weapons and air rifles stored behind locked doors?  (closet or separate room)  CC Memo dtd 2 Sep 98

YES____    NO____    NA____

Comments_______________________________________________________________________________________________________________________________________

2.  Are demilitarized weapons and air rifles listed on the primary hand receipt and under the proper authorization document?  CC Reg. 700-1, (5-5a)

YES____    NO____    NA____

Comments_______________________________________________________________________________________________________________________________________

3.  Is a key and lock custodian appointed in writing?  AR 190-11, (3-8c)

YES____    NO____    NA____

Comments_______________________________________________________________________________________________________________________________________

4.  Does the key and lock custodian maintain a key control register?  AR 190-11, (3-8c)

YES____    NO____    NA____

Comments_______________________________________________________________________________________________________________________________________

5.  Is a physical security inspection conducted for ROTC facilities storing only .22 caliber weapons?  AR 190-13, (2-11b(8)).

YES____    NO____    NA____

Comments_______________________________________________________________________________________________________________________________________

6.  Are fire, safety, and physical security standards met?  AR 190-11, AR 385-10, DA PAM 385-1

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________
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6.  Are fire, safety, and physical security standards met?  AR 190-11, AR 385-10, DA PAM 385-1

YES____      NO____      N/A____

Comments______________________________________________________________________________________________________________________________________

23

| DPW Home | Logistics Home | Supply Home | CSDP Home |

