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1.  PURPOSE:  To assign responsibilities and prescribe policies to be utilized by customers of the Fort Carson MEDDAC Equipment Management Branch (EMB), Property Management Section for requesting, receiving, accounting for and turning in supplies and equipment.

2.  REFERENCES:


a.  AR 710-2


b.  DA PAM 710-2-1

3.  SCOPE:  This regulation is applicable to all activities receiving logistical support from Equipment Management Branch, Property Management Section.

4.  RESPONSIBILITIES:  The following sub-paragraphs describe the accountability and responsibilities applicable to all personnel.


a.  Responsibility is the obligation of the individual with respect to the proper custody, care, and safekeeping of government property entrusted to his/her possession or supervision.


b.  Command responsibility is the responsibility of the Commanding Officer to ensure that all property in the Command is properly safeguarded, controlled, and administered.  The Commander is responsible for ensuring that he/she has visibility of all areas of the property accountability chain.  The Property Book Officer (PBO) and Hand Receipt Holders (HRH) will be designated in writing by the Commander.  This will be accomplished by the activity chief processing a memorandum requesting an individual be appointed as PBO or HRH.  (Appendix A).


c.  Direct responsibility may involve personal responsibility or supervisory responsibility.



(1)  Personal responsibility is the responsibility of all government personnel to properly safeguard any and all government property.  This responsibility pertains not only to property an individual is signed for, but to all government property the individual may come in contact with.



(2)  Supervisory responsibility is the relationship between an individual and property under his/her control or supervision within the scope of the employment.


d.  The Property Book Officer (PBO) is responsible for:



(1)  Maintenance and accountability of the Army Medical Department Property Accounting System (AMEDDPAS) data base.  (Property Accountability and Control Module and Equipment Requirements Module)



(2)  Technical supervision over customer’s non-medical supply operations.



(3)  Ensuring supply economy and discipline.



(4)  Liaison with customers.



(5)  Liaison with personnel in support activities.


e.  Department/Activity/Division Chiefs are responsible for:



(1)  Compliance by staff members with policies and procedures outlined herein:



(a)  Designating Hand Receipt Holders (HRH) as required within their area of responsibility by processing a memorandum through the MEDDAC Commander to the PBO.  The activity Hand Receipt Holder will be the highest ranking individual in the supervisory chain of an activity who can perform property responsibilities without detracting from the delivery of health care.  It is required that a Hand Receipt Holder be of the rank of E5 or above, or equivalent grade for civilians.



(b)  Ensuring that a timely and efficient inventory is conducted by providing assistance and monitorship throughout the hand receipt turn-over or update period.



(c)  Coordinating with HRH and Hand Receipt Manager (HRM) reporting inventory results to the Commander by way of the hand receipt being signed or the appropriate loss or overage document being submitted to PMB in a timely manner (within five days of determination of loss).



(d)  Including in Hand Receipt Holder’s performance evaluation reports, the HRH’s demonstrated ability to properly manage and account for government property.



(2)  Safeguarding and properly utilizing all supplies and equipment.



(3)  Ensuring that funds are available for all supplies, equipment and services requested.


f.  Hand Receipt Holders are responsible for:



(1)  Properly accounting for equipment issued, immediate report of any loss or damage, and requesting turn-in of any equipment that is no longer needed.



(2)  Preparation and submission of requests for issue or turn-in of supplies and equipment.



(3)  Ensuring that excessive quantities of items are not requested/hoarded and that the supplies/equipment issued are properly safeguarded.



(4)  Reporting to the Property Book Officer any nonexpendable equipment in the activities possession that is not recorded on the hand receipt.



(5)  Reporting to PMB as scheduled to sign the hand receipt.  Time allowed for HRH’s to inventory and sign the hand receipt will not exceed ten calendar days from the date shown on the updated hand receipt.  When discrepancies occur, an extension may be requested from the PBO for time to research and submit documents.  This extension will not exceed five days.  Once a loss is actually determined, PMB must submit a loss document to Headquarters within 5 calendar days.



(6)  Notifying the PBO in advance of any extended absences (leave, TDY, schools etc.).  It is strongly recommended that any one being away from their duty station more than 30 days change Hand Receipt Holders.



(7)  Providing and updating a DA Form 1687, Notice of Delegation of Authority-Receipt for Supplies, otherwise referred to as a Signature Card.  This card must be signed by the Hand Receipt Holder, not the Chief of Service (Appendix B).



(8)  Maintaining a supply of blank forms required by this regulation.  Forms will be obtained from the Publications Section with the exception of DA Form 5027-R for MEDCASE/CEEP requirements.  These forms may be obtained from the MEDCASE/CEEP Manager, Equipment Management Branch.

5.  FILES AND RECORDS TO BE MAINTAINED BY HAND RECEIPT HOLDERS:  Hand Receipt File:  The HRH will establish and maintain a file containing the following:


a.  The AMEDDPAS generated hand receipt and the hand receipt MMCN listing.  These are provided by the HRM when the hand receipt is signed.


b.  Temporary hand receipts.  Copies of DA Form 1150 and DA Form 3161, Request for Issue and Turn-In, that are used when an item is received or turned in manually.  These should be matched up with the AMEDDPAS Hand Receipt Transaction Registers for Property Book items.  If a Hand Receipt Transaction Register is not received within one week, coordinate with the HRM.


c.  Hand Receipt Transaction Registers affecting the hand receipt.  These will be provided through the distribution area in Logistics Division.


d.  A copy of the appointment memorandum from the Department/Activity/Division Chief.


e.  A copy of the current signature card.


f.  A copy of the sub-hand receipt authority and any sub-hand receipts(s) where applicable.


g.  Copies of the Maintenance Requests on equipment unless filed in separate file.


h.  Hand Receipt Holder Letter of Instruction.  (Appendix C)

6.  PROCEDURES FOR REQUESTING, TRANSFERRING, TURNING-IN SUPPLIES AND EQUIPMENT:


a.  Equipment, whether medical or nonmedical, is considered to be of three types.



(1)  MEDCASE:  Unit price is $100,000 or over.  Procedures for requesting items through the MEDCASE program are outlined in MR 710-15, Equipment Acquisition.  (Ext 7797)



(2)  CAPITAL EXPENSE:  Unit price is $1,000 - $99,999.  Procedures for requesting items through the Capital Expense Equipment Program (CEEP) are outlined in MR 710-15, Equipment Acquisition.  (Ext 7797)



(3)  MINOR EXPENSE:  Unit price is under $1,000.  These items may be expendable, durable, or nonexpendable.  This is basically determined by the Army Master Data File (AMDF), DA Policy or the unit price.


b.  Justifications are required on all equipment requested through PBO and must contain the following information:



(1)  Justify the need for the items.  Specific justification questions required for CEEP/MEDCASE requests; Refer to 5a(1) and (2).



(2)  Justify nonstandard item versus standard item.



(3)  Justify name brand or sole source; specify “or equal” with detailed specifications.



(4)  Justify 03 and 06 priority requests.



(5)  Justify the need to handcarry a request when applicable.  (The Customer will be allowed to handcarry a request only if approved by PBO).


c.  Special Processing.



(1)  Requests for hand receipt transactions for all wards, clinics and troop medical clinics must be processed through the appropriate Careline/Division prior to being accepted by PMB.



(2)  Requests for hand receipt transactions for all DENTAC activities must be processed through the DENTAC Headquarters prior to being accepted by PBO.



(3)  Requests for safety items must be processed through the MEDDAC Safety Officer. 



(4)  Test, Measurement and Diagnostic Equipment (TMDE) must be processed through the Calibration Coordinator.  Coordination can be accomplished with the Chief, Equipment Management Branch to determine if the item meets TMDE criteria.


d.  Property will only be issued to the HRH or his designated representatives.  Representatives must be delegated on the signature card (Appendix B).


e.  Document Register.  A Document Register should be maintained by each activity to reflect the current status of requests.


f.  Authorizations.  Medical items are authorized by the Commander IAW AR 40-61.  Nonmedical items are authorized by CTA/TDA.

7.  MINOR EXPENSE, NONMEDICAL REQUEST (UNDER $1,000):


a.  Standard items.  Submit Memorandum, Request for Issue or Turn-in, (Appendix D) with National Stock Number, quantity, unit price, APC Code (i.e., D999), item description, hand receipt code and priority.  Most requests should be priority “13”.  If an item is mission essential and requires an “06” priority, a justification, signed by the Chief of Service, must accompany the request.  The justification for the items and additional data may be put on the back of the document or on an attached Memorandum.


b.  Standard (stock numbered) items must always be considered as the first source.  Property Management Branch has a catalog service available for any activity to review.  Hospital Product Comparison System Data is also available for review in Property Management Branch.  If the item is not available through the standard system, items with an awarded GSA contract must be considered next.  If the item, or a suitable substitute, cannot be found in either category and must be locally purchased, a justification must be included with the request.


c.  Nonstandard items.  Submit a memorandum (Appendix E), in two copies, with stock class of item, unit price, quantity, suggested source of supply, vendor’s part number for the item, complete item description (i.e., wood, plastic, dimensions, power specifications, etc.) catalog and page number, two copies of the catalog page, APC code and hand receipt code.  See paragraph 2-2a for assigning priorities.  The justification can be added to the bottom of the memorandum.

8.  RENTAL/LEASE CONTRACTS:  Rental/lease of equipment generally requires the same authorization as for 

purchased equipment.  The item has to be programmed into the MEDCASE or Capital Expense Program before it is put on rental.  Rental/leases must be approved by Resource Management Division prior to being submitted through PMB.

9.  TURN-IN PROCEDURES:


a.  Hand Receipt Equipment.  Requests for turn-in of these items will be submitted to PMB on a DA Form 3161, Request for Issue or Turn-In, in four copies.  Information should be taken from the hand receipt and the equipment to 

ensure correct data is used.  The request should indicate the reason for turn-in.  The HRM will coordinate with the PMB Warehouse personnel, schedule the turn in and notify HRH.  (Appendix G).


b.  DEH supported items (air conditioners, drinking dispensers, kitchen equipment, etc.) carried on the MEDDAC Property Book must be classified, tagged and disconnected through Facilities Management Branch (ext 7206) prior to turn-in.  These items will be turned in on a DA Form 3161.


c.  Turn-in of durable/expendable nonmedical items may be accomplished by bringing the item(s) to the EMB warehouse, Room 603, after confirming that warehouse personnel will be available to accept them (Ext 7212).  These items must be listed on a memorandum (Appendix H).  No paperwork is required to turn in excess office supplies.


d.  Special processing, as outlined in para 2-1d(I)-(5), applies to the above transactions.


e.  Turn-In of Medical Durable/Expendable items (under $200, unit price) will be accomplished through Materiel Branch.  Coordinate with Customer Assistance, X7793.  

10.  TRANSFER OF NONEXPENDABLE PROPERTY:


a.  All transfers of nonexpendable property between hand receipts must be approved by the HRM or the Property Book Officer (PBO) prior to property being moved.  Requests for transfers will be processed on DA Form 3161 (four copies) (Appendix I).


b.  Short term loans or borrowed equipment between MEDDAC and community hospitals must have prior approval from the PBO and the transaction must be processed through the PBO.  If transactions take place after duty hours, prior approval must be obtained from the Administrative Officer of the Day (AOD).  Documentation must be passed to the PBO and HRH ASAP the following morning (Appendix J). 


c.  Any activity that would like a piece of equipment to be laterally transferred to another MEDCOM activity will submit a memorandum to the PBO with all the pertinent data.  The PBO will coordinate with Medical Maintenance Branch to determine the feasibility of the transfer.  If a favorable determination is made, the PBO will coordinate with MEDCOM.  If approval is granted, the PBO will notify the section and proceed with the transfer.  Excess equipment messages from MEDCOM are available at PBO for screening by activities.

11.  PROCEDURES FOR EQUIPMENT REPAIR:


a.  Requests for nonmedical property to be repaired will be turned in on DA Form 2407, Maintenance Request, (Appendix K) to the EMB warehouse with the equipment.  A separate maintenance request is required for each item.  Hand printed maintenance requests are acceptable, but printing must be legible through all copies and all blocks must be filled out correctly or the work order will not be accepted.  The Hand Receipt should be referred to for correct data.  Cleanliness is the operators’ responsibility; therefore, equipment will be clean when it is turned in for repair or it will be refused.


b.  Medical equipment will be repaired in accordance with MR 750-1.


c.  Some nonmedical equipment is on contract for maintenance (e.g., rental equipment, some electric typewriters, dictating equipment, etc.).  These items may be called into PMB, ext 7782/7783, for service.  The following information must be provided:  nomenclature, serial number, MMCN, deficiency, building number, room number, section, individual’s name and phone number.  If the item is not serviced within three days, notify PMB.  Repair of copiers and computers must be requested through the IMO, Ext 7299.


d.  Customers will not contact vendors to request maintenance service.  All requests must be processed through proper channels (Logistics Division, Information Management Division, etc.).  Only contracting Officers and their designees are authorized to commit government funds.

12.  MILITARY MEDICAL BENEFITS PROPERTY (MMBP) PROGRAM:  Equipment required for home loan through this program will be submitted on a MEDDAC Form 283 (Appendix L) to the MMBP Manager in PMB.  Coordinate with the MMBP Manager, ext 7617, prior to sending the patient to PMB.

13.  INVENTORIES:


a.  Hand Receipt Inventories.  Inventories are the responsibility of the individual HRH.  The HRH will compare the updated hand receipt with each item of property to include verifying stock number, MMCN, serial number, MFG/MDL, standard item description and quantities.  There are catalogs and photographs available in PMB to aid in inventories.  If assistance is required with identification of equipment, HRH’s should coordinate with their supervisors, HRM, PBO, and Medical Maintenance personnel.  The HRM will assist the HRH on the annual inventories.  The laser scanner will be used.



(1)  Semiannually the HRH will conduct the inventory and come to EMB for updating the hand receipt at the date and time specified on memorandum update notification (Appendix M).  It is imperative that time frames be met.  Any discrepancies should be resolved between the HRH and the HRM prior to the signing date.



(2)  Change of Hand Receipt Holder.  Activities are required to notify EMB of the need to appoint a new Hand Receipt Holder no later than 30 days prior to departure of the old HRH.  The activity chief will submit a memorandum through the MEDDAC Administrative Officer to PMB requesting a new HRH (Appendix A).  A change will be coded into AMEDDPAS by PMB and a new hand receipt will be obtained.  A joint physical inventory is required by the incumbent and the individual assuming responsibility.  Both individuals will report to PMB at the date and time specified for signing.



(3)  Discrepancies.  Any discrepancies will be discussed with the HRH’s supervisor and the HRM immediately.  Discrepancies must be resolved prior to the date established for signing.  Item(s) considered lost, damaged, or destroyed will require a statement for a Report of Survey.  The report should be a concise statement of the facts including who, what, where, when, why, how, previous security measures, any proposed security measures and research details.  A draft document may be submitted if guidance is needed.  AR 735-5 requires that the Report of Survey be initiated in five days from determination of loss.  The old HRH will submit the statement on a memorandum to the HRM prior to the fourth day so there will be time for the statement to be typed on the Report of Survey form.


b.  Upon change of PBO, a joint physical inventory will be conducted on items in the custody of PMB on management hand receipts.

APPENDIX A

MR 710-10

MCXE-                                                                                     DATE_________________

MEMORANDUM FOR  Commander, USAMEDDAC

SUBJECT: HAND RECEIPT HOLDER APPOINTMENT

1.  Request __________________________________, SSN_____________________ be

appointed as Hand Receipt Holder for ____________________________  Hand Receipt

______________________.

2.  The designee and I have read MEDDAC Regulation 710-10, Property Management, and understand our responsibilities concerning inventories and property accountability.

                                                                       ______________________ 

                                                                       (Signature Activity Chief)

MCXE-ADM                1st End    

CDR, USAMEDDAC      (DATE)

FOR Chief, Property Management 

1.  The above individual is appointed as Hand Receipt Holder and will fulfill all requirements of MEDDAC Regulation 710-10.

FOR THE COMMANDER:

                                                                       DOUGLAS T. MOORE

                                                                       1LT, MS

                                                                       Administrative Officer 
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APPENDIX  C

DEPARTMENT OF THE ARMY

U.S. ARMY MEDICAL DEPARTMENT ACTIVITY

FORT CARSON, COLORADO 80913-5101

DATE:____________________

MCXE-LOG-PM  (710-2c)

MEMORANDUM FOR:  Hand Receipt Holder.  HR#_______________________

                                          Hand Receipt Name:____________________________

SUBJECT:  Letter of Instruction

1.  The purpose of this memorandum is to advise Hand Receipt Holders (HRH) of their responsibilities and obligations concerning accounting for, controlling, and safeguarding government property.

2.  In accordance with paragraph 2-5g(3)(a), AR 710-2 the Commander has designated you as HRH for your activity.  This responsibility involves safekeeping, maintenance, and accounting for government equipment entrusted to you.  Your signature on the hand receipt is prima facie evidence that you have accepted this responsibility.  The Commander’s appointment memorandum clearly emphasizes his interest in the area of property accountability.  The following information is provided to assist you in performing your duties as HRH.


a.  You must physically inventory every item on your HR prior to signing it.  The only exceptions are items which are in maintenance (check for a valid work order (DA Form 2407/MEDCOM Form 643) less than 30 days old) and items which have been turned in (check for a turn in document (DA Form 3161) for the specific MMCN).  If anyone advises you otherwise, inform the Chief, Logistics Division.


b.  You are required to secure, care for, and safeguard government property entrusted to you against loss, damage, or misuse.  It is your responsibility to determine the level of security necessary for various items of property and to develop appropriate procedures.


c.  Use of government property for private or unauthorized purposes is prohibited.


d.  Selling, giving away, unauthorized loan, exchanging; or other improper disposal of government property is illegal and punishable under the UCMJ or Federal Statute.


e.  Preparation of issue/receipt documents to cover property that is missing or appears to be missing, constitutes falsification of official documents.

3.  In addition to your responsibilities as set forth in references and paragraph 2 above, the following should be adhered to:


a.  You are advised to sub-hand receipt your property, however, written approval must be obtained from the Property Book Officer (PBO) prior to sub-hand receipting property outside your duty section.


b.  Hand receipting property from other activities, PBO’s or units, without prior approval of the PBO is prohibited.


c.  In the event of loss or damage to government property immediately notify the PBO, HRM, or AOD (if loss or damage is discovered after normal duty hours).  You must then initiate a Report of Survey within 5 calendar days.


d.  Absences for more than thirty days must be coordinated with the PBO to ensure a responsible person, grade E5 or above or civilian equivalent, is appointed as interim HRH.  New signature cards must be submitted at the time of signing the HR.


e.  Upon notification of transfer (PCS, etc.) you must contact the PBO for clearance of hand receipt prior to departure.  A 100% physical inventory must be conducted between yourself and the incoming HRH.  All discrepancies must be resolved before you can obtain clearance.


f.  You must conduct a physical inventory of property you are signed for semi-annually.  You may do this by conducting a 10% inventory each month, however, a complete 100% inventory must be accomplished semi-annually.  Discrepancies must be reported promptly to the PBO.


g.  You must sign a temporary hand receipt or transaction register at the time of equipment issue.


h.  Always secure your property when not in use.  Never leave unattended property at reception desks or in common areas.

4.  Turn-in of medical and non-medical equipment must be coordinated through your HRM prior to actual turn-in.  Damaged property will require statements for possible Reports of Survey.

5.  MR 710-10 and the Logistics Division User’s Manual contains detailed guidance for HRH’s.

6.  REFERENCES:


a.  AR 710-2.


b.  AR 735-5.


c.  AR 735-11.


d.  DA PAM 710-2-1.

                                                                       RICKY D. UPTON

                                                                       LTC, MS

                                                                       Chief, Logistics Division

ACKNOWLEDGMENT OF RECEIPT (TO BE FILED IN HR FILE) I fully understand the above information.

                               ________________________                        _________________

                               (Signature)                                                      (Date)

MR 710-10

APPENDIX  E

MCXE-                                                                                                            DATE

MEMORANDUM FOR Logistics Division, Property Management Branch

SUBJECT:  Request for Nonmedical Nonstandard Items under $1,000

1.  When requesting nonmedical nonstandard items, the following information is required:


a.  Stock class of item.


b.  Unit price of item.


c.  Quantity.


d.  Source of supply, to include company name, complete address, area code, phone number and point of contact.


e.  Vendor’s part number.


f.  Complete item description/specifications.  


g.  Catalog number and page/column number.  Attach two copies of catalog page.  If microfilm catalog system is used provide cartridge number and frame number.


h.  APC code.


i.   Hand receipt code.


j.  Section document number.


k.  Priority designator (routine; 13, emergency; 06)


l.  Justification for item.


m.  If priority is an 06, justification is required for using 06 priority.

                                                                       __________________________

                                                                       (Signature block)

NOTE:  IF THE ABOVE INFORMATION IS NOT PROVIDED THE REQUEST WILL BE RETURNED.
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APPENDIX  H

MCXE                                                                                                              DATE

MEMORANDUM FOR Property Management Branch

SUBJECT:  Turn in of Expendable/Durable, Nonmedical Items

Request the following items be turned in:


7105-00-704-2000, Chair, straight, RR                           2 each

              4140-00-NSN, Fan, Elec, window                                  1 each

                                                                         J. JONES

                                                                         SPC 

                                                                         Wardmaster, HR ABC
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MR 710-10

APPENDIX  K

PREPARATION INSTRUCTIONS FOR THE MAINTENANCE REQUEST (DA 2407 FORM) FOR NONMEDICAL EQUIPMENT.

1.  Nonmedical equipment that is unserviceable and not called in must be submitted on a DA 2407, Maintenance Request.  The form will contain the following minimum information.


a.  Section requesting the service.


b.  Room location of equipment if equipment is not brought to the PMB.


c.  Nomenclature of item needing service.


d.  Assigned Material Management Control Number (MMCN).


e.  Description of the problem in as much detail as possible.


f.  Point of contact and phone number.


g.  Name of submitter and Julian Date.

2.  The DA Form 2407 will be signed/dated by the PMB and a receipt copy returned to the Hand Receipt Holder for property accountability.

K-2
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APPENDIX  M

MCXE-LOG-P  (710.2C)                                                                          DATE

MEMORANDUM FOR

SUBJECT:  Hand Receipt Update

1.  References:


a.  DA PAM 710-2-1


b.  ADSM 18-HL3-PPB-IBM-UM


c.  MEDDAC Reg 710-10

2.  Your hand receipt for ____________________________________________, Hand Receipt #_________, is due for semi-annual update/annual inventory and has been scheduled to be signed at the PMB Office, Room 0507 at ___________ on __________.

3.  IAW above references, allotted time for Hand Receipt Holder’s to inventory and sign the hand receipt shall not exceed ten calendar days (to include weekends and holidays) from date shown on copy of hand receipt provided.  Discrepancies must be resolved prior to the date in Paragraph 1 above.  In the event of discrepancies, a five calendar day extension may be requested.

4.  Missing property must be reported IAW para 1-15a(3), MEDDAC Regulation 710-10, and submitted to the Property Management Office within four days of discovery.

5.  To maintain stringent property accountability outlined in above references, no hand receipt transactions of any type can be conducted until hand receipts are updated and signed.  Exception may be granted by the Chief, Property Management Branch.

6.  Discrepancies in nomenclature, manufacturer/model, serial number, MMCN, or quantities must be coordinated with Hand Receipt Managers prior to signing updated copy of hand receipt.

7.  Questions/comments may be directed to the Hand Receipt Managers, X7782/7783.

8.  Acknowledgment/Date/Time of Receipt of HRH________________________.

                                                                       JAMES P. LANE

                                                                       Chief, Property Management Branch

M-1                                                          
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