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1 April 2004



MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Brigade Policy Memorandum #18-04, Inventory Procedures for Change of Command

1.  PURPOSE.  To establish policy for the procedures outgoing and incoming commanders will follow while conducting their Change of Command Inventory.

2.  GENERAL.



a.  This inventory is conducted to ensure the incoming commander has all authorized resources on-hand to accomplish the mission.  During their tenure, commanders will exercise inherent command responsibilities to assure the resources remain on hand to accomplish the unit’s mission.



b.  The Change of Command Inventory will begin with coordination with the Brigade S-4, and finish with a meeting by both the outgoing and incoming commanders with the Brigade Commander.

3.  POLICY/PROCEDURES.



a.  Both the outgoing and incoming commanders will obtain a briefing from the Brigade Property Book Officer before commencing the inventory.  The PBO will provide detailed guidelines for the inventory and will provide a copy of the most current hand receipt of the unit’s property.



b.  The commanders will conduct a 100 percent joint physical inventory of all resources in the unit, IAW DA PAM 710-2-1, and other applicable regulations and directives.  Resources include, but are not limited to:  MTOE, TDA and Installation property, Real Property (Facilities), TASC, Furniture Management Branch (FMB) equipment, OCIE, classified documents, assigned and attached personnel.  Thirty days are authorized to perform this inventory; however, if an extension is required, you will request this extension in writing through your chain of command.  Additional extensions may be granted in unusual circumstances.



c.  Both commanders will notify the Brigade Property Book Officer when the inventory is completed and all necessary adjustment documents have been prepared.



d.  Incoming and outgoing commanders will brief the brigade commander to officially verify completion of the inventory and to review the inventory results.  The outgoing commander will coordinate this brief.  The brief will take place in the brigade commander’s office no less than one week prior to the change of command and no more than two weeks prior to the change of command.  The incoming commander, outgoing commander and the brigade property book officer/S4 will attend this brief.



e.  Shortage Annexes will be prepared and maintained on DA Form 2062.  The form will be prepared in accordance with the regulation and supporting documents will be maintained with the original shortage annex.

4.  Post a copy of this policy on all bulletin boards.
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