8 of 8

	TRAINING AND EVALUATION OUTLINE

       (The proponent of this form is the IG)
	FUNCTIONAL AREA

Property Book Office
	REVISION DATE

01 Mar 2003
	  

	PROPONENT

I Corps, G4, Supply & Services
	TELEPHONE NUMBER

967-0255
	UNIT INSPECTED
	DATE INSPECTED

	T&EO OUTLINE

OIP
	OUTLINE #

G4-1


	TOTAL

POINTS

EARNED
	OVERAL

RATING

Color Code.
	                          REMARKS

                       

	(A) Property Book  
(B) Reports
(C) Hand Receipts
(D) Inventories
(E) Requesting and Receiving
(F) Adjustments
(G) SPBS-R Management Administration
OVERALL RATING

                                           (Circle One)

Commendable

100%

Trained

99% - 80%

Practiced

79% to 65%

Untrained

64% and Below
FOLLOW UP REQUIRED:  

       No                                      Yes, within 90 days

EVALUATOR:   ______________________________ 

UNIT POC: __________________________________ 
	
	
	


	TRAINING AND EVALUATION OUTLINE (T&EO)

                                                                                              
	 

	T&EO OUTLINE


	GO

    
	NO GO
	                REMARKS

	SECTION: (A) Property Book:





1. Property Books and PBO.  Has the Property Book Officer (PBO) been appointed in writing?  Does the appointing memorandum identify the property book by UIC and has the current commander signed it?  (AR 710-2 Para 2-5g; DA Pam 710-2-1 Para 4-5) 3pts
2. Change of Accountability.   Has the person assuming accountability signed the appropriate statement after the change of accountable officer inventory was completed and post it to the property book?  (AR 710-2 Para 2-5h, Para 2-3d, e & f, Table B-2, E7; DA Pam 710-2-1 Para 4-6b(1)) 2pts
3. Is the unit downloading Logistics The Army Authorization Document System (LOGTAADS) authorization from Logistics Support Activity (LOGSA) for processing?  (AIMS 25-l18-ALV-ZZZ-EM Para 12-3a; AR 710-2 Para 2-4a) 2pts

4. Authorization Document.  Are current property authorization documents on hand or have they been requested? (AR 710-2 Para 2-4a) 2pts

5. Reconciliation.  Has the property book been reconciled against applicable authorization documents and has the PBO acknowledged in writing that the reconciliation was completed?  Does the PBO maintain a copy of the reconciliation to show the difference in equipment authorization resulting from the changes in authorization documents? (AR 710-2 Para 2-4b, Tables b-2, Bb; FM  10-27-4 Pg 6-3) 1pt
6.  Has the PBO approved AAR for items with completely different serial numbers without proper justification, or when a Report of Survey was mandatory? (AR 710—2 Para 2-5o; DA Pam 710-2-1 Para 4-19) 2pts
7. Non- Standard Army Equipment.  Has the property book officer established Management Control Numbers (MCN) and Non-Standard Line Item Numbers (NSLI) for non-standard Army equipment, and is a log being maintained? (AR 708-1 Para 3-1, Para 3-3; AR 710-2 Para 4-4) 2pts
8. Rental Leases.   Is all property obtained through rental/lease for more than 6 months accounted for in the property book?  (AR 710-2 Para 2-5a (10)) 1pt

	
	
	


	TRAINING AND EVALUATION OUTLINE (T&EO)

                                                                                              
	 

	T&EO OUTLINE


	GO
	NO GO
	                REMARKS

	9. For “In lieu of.”  Are substituted items authorized in accordance with SB 700-20?  Is the required equipment on order?  (AR 710-2 Para 2-5a (15)) 3pts
10. Have hand receipt responsibilities been assigned for basic loads of Class I and V supplies?  (AR 710-2 Para 2-20d, Table B-2, G1) 2pts
11. Does the PBO have a listing of items to be fielded under total package fielding and is he/she aware not to order TPF items? (AR 710-2, Para 2-6) 2pt
12. If there is substitute items on hand are they authorized IAW SB700-20 and is the preferred item on order? (DA Pam 710-2-1, Para 3-21) 2pt
13. Are all supporting documents entries to the property book marked “Posted”, dated, and initialed by the posting person?  (DA Pam 710-2-1, Para 4-16) 1pt
14. If a document does not support an entry to the property book is it marked “ Not posted’, dated and initialed by the person posting and was a reason annotated on the document? (DA Pam 710-2-1, Para 4-16 1pt
15. Have original documents which were cancelled been marked “Cancelled”, Julian date, and initialed by the person doing the posting? (DA Pam 710-2-1, Para 4-16)) 1pt
Possible Points: 27                            Actual Points:_______

SECTION (B): Reports:

1. Does the PBO maintain a file for the confirmation receipts of Continuing Balance System-Expanded (CBS-X) transactions submitted to LOGSA via Standard Property Book System-Redesign (SPBS-R) Blocked Asynchronous Transmission (BLAST) communication?  (AR 710-2 Para 2-9a) 2pts
2. Is the PBO conducting CBS-X reconciliation as schedule by LOGSA?  Are results retained on file?  Has the unit met the DA’s goal of a 98% reconciliation rate?  (AR 710-3 Para 7-3c) 3pts
3. Is the serial number data for Alarm /Chemical Detector (A32355) correctly recorded (cell and alarm) and reported to the local Unit Team Tracking (UIT) Officer within five days of receipt or turn-in?  (AR 710-2 Para 2-9d (2)) 1pts

	
	
	


	TRAINING AND EVALUATION OUTLINE (T&EO)

                                                                                              
	 

	T&EO OUTLINE


	GO
	NO GO
	                 REMARKS

	4. Are copies of daily transactions (ALV 141/142) and due-in listings (ALV-880) being furnished to hand receipt holders?  (AISM 25-L18-ALV-ZZZ-EM Appendix F Pg. F-8, PG F-121) 1pt
5. Does the PBO provide a cyclic inventory schedule to the primary hand receipt holders for the entire year, and does the schedule include all items on the primary hand receipt?  (AR 710-2 Table 2-1e) 2pt
6. Are excess/shortage listings being produced at least quarterly, and is the PBO using them to cross-level, turn in cancel, or request equipment?  (AISM 25-L18-ALV-ZZZ-EM Pg. 1-5, 1-6, Appendix F Pg. F-116) 1pt
7. Is a copy of the latest customer due-out reconciliation on file? (DA Pam 710-2-1, Para 2-3) 2pt
Possible Points: 12                         Actual Points:__________

SECTION (C): Hand Receipts:

1. Is the signature and rank of the Hand Receipt Holder (Acknowledge responsibility) and the date entered on the Automated Hand Receipt? (ADSM 18-L18-ALV-ZZZ-EM, Appendix F.) 1pt
2. Is a current Hand Receipt, (PCN: ALV-151 on hand? (ADSM 18-L18-ALV–ZZZ-EM, Section 1.10.4.3) 2pts

3. Has the PBO adjusted CTA 50-909 authorized quantities? (AISM 25-L18-ALV-ZZZ-EM) 1pt
4. Are proper Type Authorization Codes (TAC) being utilized? (AISM –25-L18-ALV-ZZZ-EM) 2pts
5. Are Multiple ERC items properly annotated and do they appear on the Multiple ERC Listing (PCN: ALV-414)? (AISM 25-L18-ALV-ZZZ-EM) 1pt
6. Has the PBO validated component shortages on a hand receipt annex? (AR710-2, Para 2-10) 2pt
7. Are all PA funded shortages on request?                              (AR 710-2, Para2-6) 3pts
Possible Points: 12                                Actual Points: _______
	
	
	


	TRAINING AND EVALUATION OUTLINE (T&EO)

                                                                                              
	 

	T&EO OUTLINE


	GO
	NO GO
	                    REMARKS

	SECTION (D): Inventories:

1. Upon change of Property Book Officer, is a joint inventory of property and reconciliation of hand receipts conducted? (AR 710-2 Table 2-1c) 3pts
2. During the change of PBO inventory are the following actions completed, within 30 days? 3pts
a. A joint inventory of all property on hand receipts
b. Hand receipts reconciled with the property book office

c. Initiate adjustment actions

d. Incoming PBO signs property statement

e. Property statement is filed in front of property book

5. Has the commander signed the cyclic inventory listings (ALV-855) and filled in inventory quantities properly? (DA Pam 710-2-1, Para 9-6) 1pt
6. Is the result of inventory recorded on the memorandum that designated which items were to be inventoried and a copy of the memorandum filed with ALV-855?                               (DA PAM 710-2d) 1pt
7. Are the cyclic inventory listings (ALV-855) maintained on file for 3 years? (AR 25-400-1, File Number 710-2d) 1pt
8. Are the sensitive items inventory listing (ALV-441) results signed by the unit commander and maintained on file for 2 years if no discrepancy was noted for 4 years if a discrepancy was noted? (DA Pam 710-2-1, Para 9-10b(4)) 2pts
Possible Points: 11                           Actual Points:________

SECTION (E): Requesting and Requesting Supplies:

1. Expendable/ Durable Supplies.  Has the PBO assigned separate blocks of document numbers in writing to the elements of the organization requesting expendable and durable supplies? (DA Pam 710-2 Para 2-6h) 3pts
2. Is the PBO maintaining a copy of DA Form 1687 and assumption of command orders on file for each hand receipt holder authorized to request/ receive/turn-in supplies? (AR 710-2 Para 2-8a) 2pts

	
	
	


	TRAINING AND EVALUATION OUTLINE (T&EO)

                                                                                              
	 

	T&EO OUTLINE


	GO
	NO GO
	                    REMARKS

	3. Supporting Documentation.  Are all documents supporting entries to the accountable data record in the property book filed in the supporting document files and are they in document number sequence?  (AR 710-2 Para 205r) 3pts
4. Does the document file contain a statement for each missing document?  (DA Pam 710-2-1 Para 4-16b) 2pts
5. When a document number is found or received that is not recorded in the document register, and/or is a duplicate document number of a different transaction, have proper procedures been followed to corrected this discrepancy? (DA Pam 710-2-1 Para 2-23c) 1pt
6. Local Purchases.  Has the commander or the appointed representative verified and signed requests for local purchases?  (AR 710-2 Para 2-6(2)) 3pts
7. Audit Trail.  Can an audit trail be established for each supply transaction by following the document register, document file, and entries in the property book (i.e., does the document flow from assignment of document number through posting to filing in the supporting document file)? (AR 710-2 Para 5-29f, Para 6-21c(6); AR 735-5 Para 4-4 &4-5, Para 6-1) 1pt
8. Lateral Transfer.  Are procedures for lateral transfer of property followed? Are lateral transfers approved at the appropriate level?  (AR 710-2 Para 2-13a) 2pts
Possible Points: 17                             Actual Points:________

Section (F): Adjustments:

1. Has the PBO assigned a document number to adjustment transactions initiated by the hand receipt holder?  (AR 710-2 Table B-2, 11; AR 735-5 Para 13-14) 1pts
2. Is the PBO dropping missing property from records upon entering a document number on the Report of Survey? (AR 735-5 Para 13-15a) 3pts
3. Has the PBO improperly approved AAR for items with completely different serial numbers without proper justification, when a report of survey was mandatory? (DA Pam 710-2-1, Para 4-19) 2pts
Possible Points: 6                                   Actual Points:_______


	
	
	


	TRAINING AND EVALUATION OUTLINE (T&EO)

                                                                                              
	 

	T&EO OUTLINE


	GO
	NO GO
	

	Section (G): SPBS-R Management and Administration:

1. Has the System Administrator ensured that the catalog (SB 700-20) is run on a semi-annual basis (June and December)? (AISM 25-L18-ALV-ZZZ-EM 18.1.1.4) 2pts
2. Does the PBO have a complete system backup as of the latest catalog update process? 3pts
3. Does the PBO have a catalog file backup as of the latest catalog update process? 2pts
4. Does the unit have at least three generations of master file backups? 2pts
5. Is the unit using the SPBS-R system to report all automation equipment to the Automation Resources Management Systems (ARMS) database? (AISM 25-L18-ALV-ZZZ-EM Para 18.1.1.9) 1pt
6. Does the System Administrator maintain a current and accurate password file to ensure the security of the system (i.e. do departed personnel still have access to the system)? (AISM 25-L18-ALV-ZZZ-EM Para 18.1.1.9) 2pts
7. Does the unit have on file, as a minimum, the following SPBS-R report? (AISM 25-L18-ALV-ZZZ-EM Appendix F) 3pts
A. ALV-100 Document Register (AISM 25-L18-ALV-ZZZ-EM Pg. F-3)

B. ALV-142 Trans Affecting PB Balance (AISM 25-L18-ALV-ZZZ-EM Pg. F-8, Pg. F-9)

C. ALV-143 Trans Not Affecting PB Balance (AISM 25L18-ALV-ZZZ-EM Pg. F-11, PG. F-12)

D. ALV-151 Asset Visibility / Hand Receipt List (AISM 25-L18-ALV-ZZZ-EM Pg. F-18, Pg F-18)

E. ALV-152 Parent Level Property List (AISM 25-L18-ALV-ZZZ-EM Pg. F-21, Pg. F-22)

F. ALV-404 LOGTAADS Exception Listing (AISM 25-L18-ALV-ZZZ-EM Pg. F-39)

G. ALV-431 Consolidated Property Listing (AISM 25-L18-ALV-ZZZ-EM Pg. F-52, Pg. F-53)


	
	
	

	TRAINING AND EVALUATION OUTLINE (T&EO)

                                                                                              
	 

	T&EO OUTLINE


	GO
	NO GO
	

	H. ALV-441 Sensitive Item Inventory (AISM 25-L18-ALV-ZZZ-EM Pg. F-55, Pg. F-56)

I. ALV-460 CBS-X Trans List (AISM 25-L18-ALV-ZZZ-EM Pg. F-64)

J. ALV-480 Sub Asset List (AISM 25-L18-ALV-ZZZ-EM Pg. F-64)

K. ALV-511 Active Trans History/Doc Register (AISM 25-L18-ALV –ZZZ-EM Pg.. F-68, Pg F-69)

L. ALV-885 Cyclic Inventory Listing (AISM 25-L18-ALV-ZZZ-EM Pg. F-124, Pg. F-1)

M. ALV-891UIT Bottoms Up RECON Report (AISM 25-L18-ALV-ZZZ-EM Pg. F131, Pg. 132)

Possible Points: 15                            Actual Points: ________


	
	
	


