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25 June 2002

NUMBER 4-48

OCIE/Locker Room Security

1.  Purpose:  To establish the minimum policies, standards, and procedures for all units in the 427th Support Battalion in order to establish and maintain the security and accountability of all issued Organizational Clothing and Individual Equipment (OCIE).

2.  Applicability:  This SOP is applicable to all subordinate 427 Support Battalion units, to include attachments and detachments, as well as all soldiers whom are assigned or attached for pay, administrative, or training purposes to any unit in the 427th Support Battalion.

3.  References:

a.  AR 710-2, Chapter 2

b.  AR 710-2-1, Chapter 10

c.  AR 735-5, Chapter 13/14

d.  AR 190-13

e.  427th Support Battalion SOP 4-41, Reports of Survey Management

4.  Objectives:

a.  Prevent the potential theft or loss of OCIE belonging to assigned/attached personnel of any 427th Support Battalion organization.

b.  Ensure that once soldiers in the 427th Support Battalion are issued OCIE, and provided a secure location in which to store the issued OCIE, that 427th Support Battalion soldiers are held responsible and accountable for all issued OCIE.

c.  Ensure 427th Support Battalion Commander's Command Supply Discipline Policy (CSDP) is being enforced at all subordinate 427th Support Battalion unit levels.

d.  To ensure that AR 710-2, Chapter 2 (Organizational Supply Operations), AR 710-2-1, Chapter 10 (OCIE Procedures), and AR 735-5, Chapters 13/14 (Report of Survey) are being followed and used properly.

5.  Duties and Responsibilities:

a.  The Unit Commander, as the primary Hand Receipt (HR) holder, has overall responsibility for all OCIE assigned/issued to the unit as listed on the Unit Hand Receipt as printed by the 27th Brigade PBO.  The unit commander will appoint a Locker Room Security Officer (As an Additional Duty) in the rank of E-7 or above to ensure compliance with this SOP.  The unit commander, along with the unit chain of command as outlined below will be held responsible to see that equipment is present and in serviceable condition for the soldier's usage.  Only the unit commander, based upon local storage/locker room constraints can make an exception to this policy.  Such exceptions, BY NAME, to remove OCIE from unit armories and store off premise, will be written in memorandum format and stored with the individual’s clothing record file.

b.  The Unit Supply Sergeant (OR Senior Full-Time Manning (FTM) soldier in the event that the unit does not have a unit Supply Sergeant) will sign for all OCIE that remains in the unit supply room, unissued to individual soldiers.  In addition, the unit Supply Sergeant will also ensure that:

 (1)  All OCIE that is issued to individual soldiers is hand receipted down to user level using the DA Form 3645 (Organizational Clothing and Individual Equipment Record), and the DA Form 3645-1 (Additional Organizational Clothing and Individual Equipment Record) as required.  Also permissible is the use of the ULLS-S4 generated OCIE hand receipt, IF the ULLS-S4 generated hand receipt is accurate, and the individual soldier signs and dates the ULLS-S4 OCIE hand receipt just as if the ULLS-S4 hand receipt was a section hand receipt.  The ULLS-S4 OCIE hand receipt then gets filed in the soldiers' clothing record folder just as the DA Form 3645/3645-1 and the DA Form 4886 should be.  The DA Form 4886 (Issue-In-Kind-Personal Clothing Record) will be used for all issued military uniforms and close body items.  The DA Form 4886 is the form used to track the issue and accountability of all "Initial Issue" uniform items and accessories.  Both the DA Form 3645/3645-1 and the DA Form 4886 are included as attachments to this SOP.

 (2)  A monthly automated summary of issue is completed, along with a 100% shelf 

count of all OCIE located in the supply room.  Discrepancies will be reported to the unit commander and the senior FTM soldier at the unit armory.  A search will then be initiated to determine if the discrepancies can be rectified through paperwork research, or by conducting a search to locate any missing items.  If a discrepancy still exists, the unit supply sergeant will then initiate either a DD Form 362 (Statement of Charges), or a Report of Survey (DA Form 4697) IAW all applicable guidelines as outlined in Chapter 12 of AR 735-5, and 27th Brigade SOP 4-41.

 (3) Every assigned/attached unit member will have an assigned wall locker with either a keyed or combination type padlock to secure wall locker.  All assigned wall lockers will be marked with the following information:  Last name, Rank, Locker Number, Platoon, Section.  An example of a format type is attached as enclosure #1 to this SOP.  The only lock authorized to be used to secure OCIE wall lockers will be the key/combination lock issued by the unit supply sergeant.  The unit supply sergeant will maintain a listing of all issued combinations and/or spare keys.  This listing will be kept in a sealed envelope inside the unit safe to be opened only in the event of an emergency, or if the locker needs to be opened to secure gear from an AWOL soldier.  The Unit Supply Sergeant and a witness, as described later in this SOP will open the envelope and the locker.

c.  Senior FTM (Duty Day)/Unit 1SG (IDT Period) will ensure the locker rooms are secured at all times when not in use and/or supervised.

d.  Platoon Sergeants/1SGs – Platoon Sergeants/1SGs will inspect locker rooms for cleanliness, equipment accountability, and security during each IDT period.  This inspection should take place prior to the final formation to allow deficiencies to be corrected prior to soldiers being released.  Unit 1SGs will establish a pass policy to release a soldier's OCIE from the armory on a temporary basis only.  The 1SG will utilize a sign out sheet in memorandum format to allow the soldier to sign out the OCIE from the armory.  The door guard will inspect the soldier's copy of the memorandum before the soldier can remove the OCIE from the armory.  The memorandum will state the OCIE being removed from the armory must be returned to the armory either before or during the next scheduled IDT period.

e.  Unit Supply Sergeant/Readiness NCO will control access to the locker room during other than IDT periods. The unit Supply Sergeant/Readiness NCO will conduct a daily – Duty Day – inspection of the locker room, and initial off on the Locker Room Inspection Form (Encl #2).  The Locker Room Inspection Form is an inspectable item in the 427th Support Battalion's Command Inspection/CSDP Inspection program.  The Locker Room Inspection Form will be put on the inside door of the locker room for ease of access to the daily inspectors, and ease of access to the Bde Command Inspection/CSDP inspectors.

f.  Key Control Custodian – The unit Key Control Custodian will maintain the keys to the locker room in the unit key box.  The unit will establish a by-name roster to be included with the key control register for those individuals authorized to sign out the keys to the locker room.  Keys will only be signed out to those soldiers in the rank of E-5 or above, and who are Section Sergeants or above.

g.  Locker Room Guard – A Locker Room Guard will be utilized during all IDT periods when the locker room is unsecured.  The Locker Room Guard will be responsible to ensure that personnel utilizing the locker room are accessing only their locker, and are not causing vandalism to the locker room or lockers, or are otherwise damaging soldier property.

h.  Door Guard – The door guard will ensure any soldier removing OCIE from the unit armory has the

appropriate OCIE removal memorandum issued by the 1SG prior to allowing the soldier to exit the armory (when departing for the day) with any issued OCIE.

i.  Individual Soldiers – Individual soldiers will secure all issued OCIE in their assigned wall locker.  Soldiers will mark their wall lockers IAW a format similar to that contained at Encl 1 to this SOP.  Unit soldiers will sign the Statement of Understanding (Encl #3) explaining the proper care and safeguarding of OCIE.  The Statement of Understanding will then be kept in the soldiers' clothing record file.  Soldiers will ensure they receive an OCIE removal memorandum from the unit 1SG prior to removing any OCIE from the armory.

6.  Procedures:

a.  Showdown Inspections:  Showdown inspections must be conducted semi-annually as a minimum, preferably before and after Annual Training (AT) or any other major deployment.  Showdown inspections will be reflected on unit training schedules and annotated on the DA Form 1379 (In the remarks section) for the drill period in which the showdown inspection was conducted.  Showdown inspections physically validate quantities of OCIE issued as well as the condition of the issued OCIE.  All E-6s and below will physically layout their OCIE to be inventoried by their Squad Leader/Platoon Sergeant.  In addition, the unit supply sergeant will also be present to validate the correct conduct of the showdown inspection.  E-7s

and above may sign a statement for record (with unit commanders consent) which indicates they have all OCIE items recorded as issued, and that the issued OCIE items are in a serviceable condition.  During the showdown inspection, all soldiers required to layout their OCIE will physically hold up each item as it is called off by the inspector.  During the inspection, there will also be no allowing of personnel to return to the locker room during the conduct of the inspection.  This is to prevent the "swapping" of OCIE among personnel missing OCIE to account for OCIE shortages.  After the showdown inspection is completed, the most recent date will then be recorded on the lower left-hand side of the soldier's DA Form 3645-1 – In Pencil.

b.  DD Form 362 (Statement of Charges) – Any soldier that is missing an item as a result of the showdown inspection will be escorted to the unit supply room to sign a DD Form 362 to accept responsibility for the missing item.  Once the soldier signs the DD Form 362, the soldier will be re-issued the replacement item, if available, from the supply room.  If the replacement item is not available, the unit supply sergeant will place the item on order through the ULLS-S4, and issue the item of equipment to the soldier after the item is received through the supply system.  After the soldier signs the Statement of Charges, the unit supply sergeant will then forward the signed DD Form 362 to the 427th Support Battalion PBO for processing.  The Statement of Charges will be submitted to the 427th Support Battalion PBO with the original copy only.  If the missing item is not re-issued to the soldier, the soldier’s clothing record must be updated to reflect the fact that the replacement item(s) have not been re-issued.

c.  DA Form 4697 (Report of Survey) – If the soldier does not admit liability for the missing 

item, or the total amount of all items lost exceeds one month's base pay for the soldier, a Report of Survey will be initiated by the unit supply sergeant.  The unsigned Statement of Charges will be attached to the Report of Survey as an exhibit.  All Reports of Survey must then be forwarded to the 427th Support Battalion HQs, ATTN: S4, NLT 45 days after the discovery of the loss.  The Report of Survey will be submitted with the original document – to include exhibits - and 5 copies.

d.  Mandatory Wall Locker Inventories – Mandatory wall locker inventories will be 

conducted whenever a soldier is determined to be AWOL, or there has been a death of a unit member.

(1)  Upon such time as the soldier is determined to be AWOL, the unit supply 

sergeant and the soldier's Section/Platoon Sergeant will inventory the contents of the soldier's wall locker.  At this time, a "Company Lock" will be put on the wall locker preventing the soldier from gaining access to the contents of the wall locker without the proper approval from the unit chain of command.  All items will then be inventoried, and one copy of the inventory will be placed inside the wall locker, and the original copy of the inventory will remain with the unit supply sergeant inside the soldier's clothing record folder.  Immediate steps will be taken to not only retrieve the soldier back to an active drill status, but also to retrieve any missing OCIE.  Any method used to retrieve the soldier or recover any missing OCIE will be documented and filed in the soldier's clothing record folder for future action.  Once the soldier is processed for discharge, the inventoried OCIE will be removed from the locker, and returned to the unit supply room for accountability and the preparation of the Report of Survey if necessary.

(2)  If there is a death of a unit member, the inventory procedures listed above will be utilized as soon as practical.
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DISTRIBUTION:  D

Annexes:

A.  Example of Locker ID Card

B.  Locker Room Inspection Form

C.  Statement of Understanding –OCIE

D.  DA Form 3645/3645-1

E.  DA Form 4886
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