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13 Jun 2003

MEMORANDUM FOR PRIMARY HAND RECEIPT HOLDER

SUBJECT:  Monthly Hand Receipts, Cyclic and Sensitive items inventories

1.  Governing regulations require periodic inventories and updated hand receipts from each unit commander.  The requirements are ongoing, and the command group has taken a special interest in monitoring and enforcing compliance.  Commanders are reminded that the suspense for the below listed actions is the listed on the monthly cover memorandum.
2.  To assist commanders in understanding and meeting these objectives, use the following procedures to ensure accurate accountability of equipment:

a.  Monthly Hand Receipts:  Standard Property Book System - Redesign (SPBS-R) hand receipts are to be signed monthly by unit commanders.  Hand receipts are to be kept current, verifying the transactions occurring (and posted) from one month to the next.  Review the transactions conducted since the last hand receipt was signed.  Ensure all transactions are posted accurately, and schedule an appointment with the PBO to sign an updated monthly hand receipt.  If discrepancies are found, or any outstanding documents need to be posted, coordinate with the PBO to resolve issues prior to commander signing the hand receipt.  The objective is to ensure each commander signs a accurate hand receipt monthly, validating that the transactions that occurred over the previous month.

Sensitive Items Inventories:  Monthly physical inventories of sensitive items are mandatory.  Commanders will clearly indicate the status of all items contained on sensitive items printout (produced by the PBO and distributed at the beginning of the month).  The original copy of the sensitive items inventory is to be signed by the commander with the PBO.  As is the case with monthly hand receipts, any errors discovered on the sensitive items printout will be expediently addressed to the PBO.  To correct discrepancies, commanders/supply sergeants must provide appropriate documents (e.g., turn-ins, transfers, AARs, reports of survey, etc…) and a new, accurate printout will be produced, and signed by the commander.

b.  Cyclic inventories:  Monthly cyclic inventories are required to ensure commanders are periodically inventorying portions of their property, ensuring 100% of the equipment is inventoried over a 12 month period.  Unless otherwise approved (in writing), the PBO designates the LIN# to be inventoried.  The PBO will produce monthly cyclic inventory printouts designating the items, and commanders are to conduct a 100% physical inventory of those LIN’s accordingly.  Commanders are to compare the results of the inventory against the printout, and submit adjustment documents to the PBO, if necessary.  Documents supporting adjustments (e.g., turn-ins, transfers, AARs reports of survey, etc…) must be posted, and a new accurate cyclic inventory signed by the commander whenever discrepancies exist.  This is also the time that the non-expendable shortage annexes are updated for the LIN’s that inventoried.

3.  Commanders are responsible for ensuring that any discrepancies noted on hand receipts, cyclic and/or sensitive item inventories are identified to the PBO and copies of the appropriate adjustment documents submitted.  If errors are administrative in nature, be able to address the transaction (e.g., turn-in, transfer, receipt, …) document number(s) indicated on interim daily transaction printouts.  If errors require actions IAW AR 735-5, the reports of survey, statement of charges, etc… they must be initiated, applied a  document number, and dropped from the books.  Once adjustments are presented to the PBO, corrections will be processed, and commanders will be given an accurate, updated hand receipt, cyclic, and/or sensitive items listing to sign.  This ensures commanders are provided with accurate accountability documents each month.

4.  POC for this memo is the undersigned at XXX-XXXX.
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Rank, BR
Property Book Officer
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