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 25 April 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Battalion Policy Letter #52: Cyclic Inventory

1.  References:


a. DA PAM 710-2-1, Inventory management, dated 28 Feb 94.


b. AR 735-5, Property Accountability, dated 31 Mar 94.

2. Policy:  Accountability of property is a critical function to a unit’s success.  All leaders and personnel signed for property are responsible to ensure it is properly secured and accounted for at all times.  Given the dispersed nature of our unit, this is a particularly challenging task. Nonetheless, failure to maintain proper accountability can result in disciplinary action.

3. Requirement:  In accordance with paragraph 9-7, DA PAM 710-2-1, units are required to physically inventory 100 percent of its property annually.  The cyclic inventory schedule will be as follows:

	
	1st QTR
	2nd QTR
	3rd QTR
	4th QTR

	TDA
	25%
	25%
	25%
	25%

	ADPE/Installation
	25%
	25%
	25%
	25%

	Sensitive Items
	100% Monthly
	100% Monthly
	100% Monthly
	100% Monthly

	TSC
	100%
	
	100%
	

	OCIE/CIF
	
	100%
	
	


4. Responsibilities:


a. Commanders/Section Chiefs/ Hand Receipt Holders:



(1) Will ensure inventories are conducted IAW appropriate regulations.



(2) Check items to ensure the item and the description on the hand or sub hand receipt match. Check serial numbers.  Make a list of any differences.



(3) Make a visual check of the condition of the item.  Make a list of any damaged property.



(4) Use the proper TM to identified components.  Annotate component shortages on hand receipt shortages annexes.



(5) Results of the inventory will be recorded on a memorandum and provided to the Battalion S4 NLT two weeks prior to the end of the quarter or one week after each monthly, as appropriate.  The results must include copies of the appropriate hand receipts.



(6) Report any inventory discrepancies immediately to the S-4.


b. Battalion S4:



(1) Assist commanders/Section Chiefs/Hand Receipt Holders with inventories.



(2) Monitor inventories and provide consolidated status report to the BN XO NLT a week prior to the end of the quarter and at the end of a cycle.



(3) File inventories for two years.



(4) Assist the command in properly rectifying deficiencies IAW applicable regulations.

5. Point of contact is the BN S4 at 6-1233.

6. Assist by Example!  


Signed

LTC, MP

Commanding
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