USER LEVEL CSDP CHECKLIST

 
         GO      NO/GO       NA








        -------REMARKS--------

PUBLICATIONS/FORMS

UNIT__________________
Date_____________
         

1.  Are there sufficient blank forms available to conduct supply          |           |            |           |
operations?

2.  Are the following publications on hand or on order?

AR 710-2     
      |           |            |           |


AR 735-5  
      |           |            |           |

DA Pam 710-2-1      |           |            |           |

AR 25-400-2
      |           |            |           |

AR 700-84
      |           |            |           |

AR 840-10
      |           |            |           |

FM 10-27-4
      |           |            |           |

CTA 50-900
        |               |               |               | 

CTA 50-909
        |               |               |               |

CTA 50-970
        |               |               |               |

Current Fedlog
        |               |               |               |

Supply Catalogs or –10 TM’s for all property book items
        |               |               |               |

3. Does the Command have all pertinent property authorization 
      |           |            |           |

documents as prescribed in AR 71-13? (TDA, CTA, 

Memorandums of authorization)   REF:  AR 710-2, Para 2-4.                                            

4.  Is there a copy of the last CSDP inspection by the higher             |            |            |           | 

headquarters on hand?

5.  A CSDP monitor is appointed in writing. (AR 710-2                      |            |            |           |   

W/FORSCOM Suppl 1, para B-Sb(3))

SOP

1.  Is there a unit supply SOP in writing?
                                       |            |            |           |   


2.  Is it signed by the current commander?

                |            |           |            |   

3.  Is the commander utilizing the current  Logistics SOP?  
    |            |            |             |
REF:  Para 1-14b, 1-31b, AR 710-2, Para 2-8a &b, AR 735-5. 


4.  Does the SOP address the following areas IAW army publications

and local policies?





Publications


    |            |            |             |





In/outprocessing

    |            |            |             |





Inventories


    |            |            |             |

Requests


    |            |            |             |





Turn-ins


    |            |            |             |





OCIE



    |            |            |             |





Relief from Responsibility
    |            |            |             |





Gov’t credit cards

    |            |            |             |

PROPERTY ACCOUNTABILITY:





1. Has the PHRH been designated in writing by the 

    |            |            |             |
commander, assigning direct responsibility?   

REF:  Para 2-10 (2) AR 710-2. 


2.  Was a change of hand receipt holder inventory completed         |            |            |            |

within 30 days, before the effective date of assumption of

duties? (AR 710-2-1 Table 2-1)   CT, LT                                      
3. Has property accountability been transferred and a 

   |            |            |             |
100% inventory been conducted if the PHRH was absent for  

more than thirty days? REF:  Para 2-10 g (6) AR 710-2.


4. Does the Primary Hand Receipt Holder have a signed copy of 
    |            |            |             |
the most current ALV151 (Primary Hand Receipt)? 

REF:  Para 2-10f AR 710-2.

5. Is there a working copy of the primary hand receipt on 
   |            |            |             |


hand or a reasonable facsimile thereof?  CT

6.  Are change documents and subhand receipts posted to 
   |            |             |            |
the working copy?

7. Is all property Sub-Hand Receipted to Supervisory or 

   |            |            |             |
User Level? DA Pam  710-2-1 par 5-3   CT, LT

8. If not, is it under the control of the PHRH? 


   |            |            |             |
REF:  Para 2-10g, AR 710-2.
CT    





9. Is property issued by PHRH to other units without 

   |            |            |             |
approval of the property book officer? 
REF:  Para 2-10g (3) AR 710-2.  
   




10. Does the PHRH have copies of change documents? 

   |            |            |             |

11. Are they less then 6 months old?  REF:  Para 2-10 (5) 
   |            |            |             |

AR 710-2.

12. Is property with components issued to users by use of
   |            |            |             |
component hand receipts? AR 710-2 par 2-10 h. (1)  CT

13. Are component shortages on requisition?  


   |            |            |             |
REF:   Para 2-10h (1) (3)(4)(5)(6) AR 710-2. 




14. Have lateral transfers been prepared and completed IAW
   |            |            |             |
PBO directives and DA Pam 710-2-1 par 3-19?

15. Has the unit commander/primary hand receipt holder      
   |            |            |             |

complied with PBO’s suspense for certification of the 

property listing?
16. Have minor property book adjustments been made to 
   |            |            |             |
correct discrepancies IAW DA Pam 710-2-1 par 4-19.

17.  Personal protective clothing and other required safety
   |             |             |               |

equipment on hand or on order?

18.  Any equipment signed out on temporary hand receipts
   |                |                |                  |

over thirty days old?
INVENTORIES

1.  Are copies of the following memorandums on hand:
 

DA Pam 710-2-1 Chapter 9 


a. Cyclic Inventory (9-6 b. (11))
 


    |            |            |             |


b. Sensitive Item Inventory(9-9 d. (9))


    |            |            |             |

2. Has the incoming and outgoing PHRH conducted a joint 
  |            |            |             |
inventory of property issued on PHR?(9-3)  CT, LT


3. Was it completed within 30 days and before the 

  |            |            |             |
effective date of assumption of duties? REF:  Table 2-1, 

AR 710-2.


4.  Were all sub hand receipts updated, (change documents
  |            |            |             |

posted) prior to completing the inventory? DA Pam 710-2-1

par 9-3b.?





5. Have receipt/turn-in and issue of property inventories 

  |            |            |             |
been conducted? 


6. Have serial numbers/registration numbers been verified? 
  |            |            |             |
REF:  Table 2-1 AR 710-2.
 





7. Are sensitive items, NIGHT VISION DEVICES and

  |            |            |             |
NAVIGATION SYSTEMS inventoried quarterly?  
REF:  Table 2-1, AR 710-2






8.  Are annual/cyclic inventories being conducted IAW DA Pam 
  |            |            |             |
710-2-1 pr 9-6 and PBO directives? CT, LT

9. Have command directed inventories been conducted when 
  |            |            |             |
there is evidence of forced or unlawful entry or discovery of open 

storage areas? 


10.  Is equipment inventoried after FIELD EXERCISES to verify 
  |            |            |             |
OCIE is on hand and serviceable?  REF:  Table 2–1, AR 710-2. 


REQUESTING AND RECEIVING SUPPLIES:




1. Is all of the property listed in the authorization       

   |           |            |           |
documents on hand or on request?  Ref:  AR 710-2 para 2-6a


 310-49 (3-15). 



2. Is NBC equipment for all personnel, plus 5%, on hand or 
  |           |            |           |
on order per AR 71-13 par 2.74 


3. Has the PHRH established control procedures to control            |           |            |           |
property not issued on hand receipt?  REF:  DA PAM 710-2-1,


Para 9-5.1  CT


4. Have requests for DRMO property been submitted 

  |            |            |            |
thru the PBO? 








5. Is Non-expendable property requested or received without 
  |            |            |            |
approval? REF:  Para 2-6l, AR 710-2. 






6. Are signature cards (DA Form 1687, Notice of 

  |            |            |            |
Delegation of Authority-Receipt for Supplies) prepared?  

PHRH may delegate this authority. 

















7. Are there separate DA 1687s for supplies from PBO 

  |            |            |            |
and SSA? REF:  Para 2-8a, AR 710-2. 




8. Has the PHRH prepared a DA Form 7000 authorizing 
 
 |            |            |            |
individuals to review and verify personal clothing 

requests?  REF:  AR 700-84. 


9.  Are supporting documents on hand and filed IAW

  |            |            |             |

AR 25-400-2?


DOCUMENT REGISTERS

1. Are document registers established for expendable/durable 
  |           |             |            |
and personal clothing? 





2. Are manual registers prepared properly?  


  |           |             |            |
REF:  AR 710-2 (2-6h) 6. 




3. Are all requests with UND”A” or “B” reviewed for priority 
  |           |             |            |
abuse? REF:  Para 2-6d, AR 710-2, 2-10c, AR725-50 


4.  Is a due-in status file maintained for each Document 
 
 |            |             |             |

register IAW AR 710-2 par 2-2? 
5. Have document modifiers and cancellations been

  |            |            |            |
submitted as required?  REF:  Para 2-7a, 2-7c, AR 710. 


6. Have reconciliation’s and validations of supply


  |            |            |            |
requests been completed and submitted to the 

SARSS-1 and higher HQs? REF:  Para 2-7d, AR 710-2. 






7. Does the unit have authorization from the PBO to order 
    |            |            |             |
expendable-durable supplies?  REF:  Para 2-6h (2) AR 710-2. 



DISPOSITION OF PROPERTY:


1. Have excess property and associated components 

  |            |            |             |
been reported or turned in to the PBO?   Para 2-13b, 

AR 710-2 


2. Have unserviceable and unreparable property book items been  |            |            |             |
 reported or turned-in to the PBO.  REF:  Para 2-13b, AR 710-2. 


3. Have unserviceable reparables, found on installation or 
  |            |            |             |
excess HAZMATs been reported to the PBO or Turned-in?  
REF:  Para 2-13b, 2-13d, 1-31d, AR 710-2.




4. Have component shortages been properly completed for
  |            |            |             |

turn-ins? DA Pam 710-2-1 par. 3-5

5. Have items to be turned in been condition coded by the
  |            |            |             |

appropriate level maintenance?  DA Pam 710-2-1 par 3-5 
PERSONAL CLOTHING AND ORGANIZATIONAL CLOTHING RECORDS:

1. Is there a clothing record for every individual assigned 
  |            |            |             |
or attached to include FTS? 






2. Are wall lockers/duffle bags of OCIE issued to individuals,  
|            |            |             |
identified with rank, and name? 






3. Is personal clothing in the supply room identified for 
 
 |            |            |             |
individual for whom it is to be issued/turned-in? 


4.  Are personal clothing shortages on valid requisition                |            |            |            |

IAW AR 700-84 par 14-5


5. Are authorized clothing allowances based on the

  |            |            |             |
correct authorization documents? REF:  AR 700-84, Para 4-1. 


6. Is reconciliation of DA Form 1379 completed, recorded 
  |            |            |             |
on a monthly basis, and on file in the supply room? 



7. Does a viable audit trail exist for all clothing 


  |            |            |             |
transactions? REF:  AR 700-84, Para 5-1a. 


8. Is the control log (Informal Summary of Issues) 

  |            |            |             |
maintained and updated monthly?  CT




9. Is the OCIE record DA Form 3645/3645-1 being 

  |            |            |             |
maintained IAW DA PAM 710-2-1, Fig 10-2, and 10-3? 


10. Is the DA Form 4886 properly completed?  


  |            |            |             |
REF:  AR 700-84, Para 14-1a, Fig 14-1. 





11. Does each clothing record file for (E-5) - (E-9) have 
    
  |            |            |             |
the Personal Clothing Statement?  REF:  AR 700-84, Para 14-5. 


12.  Has the unit commander established a procedure to clear 
  |            |            |             |
OCIE issue points before an individual leaves the unit/installation 

on ETS or PCS moves?  REF:  AR 710-2, Para 2-14n. 



13. Are annual showdown inspections/inventory performed 
  |            |            |             |
and recorded?  REF:  AR 700-84, Para 14-5.  CT




14.Does the unit have a duplicate copy of OCIE records 

  |            |            |             |
for unit personnel?  REF:  Para 2-14j, AR 710-2. 

15.  Are initial showdown inventories done for new personnel 
  |            |            |             |
IAW AR 700-84 par11-2? 

16.  Is soldier’s OCIE on hand and serviceable?  Are periodic 
  |            |            |             |
inspections conducted on assigned soldiers? 




17.  Does the commander have copies of damage statements 
  |            |            |             |
verifying no negligence or misconduct was involved?  

REF:  Para 14-25b, AR 735-5. 






18.  Do Active Component Commanders keep a copy of DA 
  |            |            |             |
Form 3078 (Personal Clothing Request) on file for first 6 months?  
REF:  Para 5-2b) AR 700-84. 






19.  Is there documentation showing an annual inspection of 
  |            |            |             |
personal clothing?  REF:  Para 1-4, 14-5, 15-4 AR 700-84. 


ADJUSTMENTS FOR LOST, DAMAGED, OR DESTROYED PROPERTY

1.  Are adjustments for losses of durable hand tools up to $100 
  |            |            |             |
per incident used and properly documented by memorandum?  
REF: Para 14-25a, AR 735-5.


2.  Are these adjustments reviewed quarterly by the 

  |            |            |             |

approving authority IAW AR 735-5 par 14-25c?





3.  Has the PBO assigned document numbers to adjustment 
  |            |            |             |
documents and has the PHRH maintained copies IAW AR 25-400-2.  

Para 12-2b (3), AR 735-5. 


4.  Have SC/CCV been initiated within established time limits 
  |            |            |             |
when liability has been admitted for lost or damaged property? 


AC/ 5 days, USAR/ 60 days, ARNG/45 days

5. Are Reports of Survey Initiated within established time 
  |            |            |             |
limits?  REF:  Para 13-7, AR 735-5.  CT, LT

AC/15 days, USAR/40 days, ARNG/20 days

6. Has the commander approved damage statements for
   
 |            |            |             | 

OCIE damaged during field training exercises when negligence 

or misconduct was not involved?  REF:  Para 14-26b, AR 735-5. 


STORAGE:








1. Is material in storage kept ready for use and is it stored 
   |            |            |             |
within the storage requirements for items involved?  

REF:  Para 2-11a, AR 710-2. 






2.  Are items stored in boxes identified with labels affixed to 
   |            |            |             |
the outside of the box? 







3. Are items stored in cargo containers neatly and 

   |            |            |             |
properly, with dunnage? 







CREDIT CARDS:







1. Are Fuel Credit Cards accounted for on PHR? 


   |            |            |             |

2. Are they properly sub-hand receipted and secured 

   |            |            |             | 
in a locked container with restricted access? REF:  Para 2-32-e, 

AR 710-2. DA Pam 710-2-1, par 12-6 





3.  Does the card holder have receipts and approved requests        |            |            |             |

for all purchases on file?

4.  Has the card holder provided a copy of the FC 68-7 to the         |            |            |             | 

PBO to ensure accountability?  CT

5.  Has the card holder had the requestor sign for the items
    |            |            |             |

received?

6.  Are non-expendable items purchased on hand and on
               |            |            |             |

hand receipt?   CT

SUMMARY OF AREAS INSPECTED                           Critical Tasks

PUBLICATIONS/FORMS     


 
    |  NA     |           |            |          |

SOP




            

     |   NA    |           |            |          |

PROPERTY ACCOUNTABILITY


     |            |           |            |          |

INVENTORIES





     |            |           |            |          |

REQUESTING AND RECEIVING SUPPLIES:

     |           |           |            |          |

DOCUMENT REGISTERS


                 |    NA   |           |            |          |

DISPOSITION OF PROPERTY


     |   NA   |           |            |          |

OCIE/PERSONAL CLOTHING



     |
       |            |           |         |

RELIEF FROM RESPONSIBILITY


      |           |            |           |          |

STORAGE





     |    NA   |            |           |          |

CREDIT CARDS




     |            |            |           |          |

Recurring discrepancies:

Standards:    If there are no “NO/GO’s” on critical tasks in any one area and 70% of the tasks are marked “GO” or “NA”, that area will be rated “commendable”.  A “NO/GO” on any critical task will result in an “unsat” rating for that area.

If 8 or more areas are “commendable”, the over-all rating is commendable.  If 4 or more areas are “unsat”, the over-all is “unsat”.
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