DEPARTMENT OF THE ARMY

U.S. ARMY MEDICAL DEPARTMENT ACTIVITY

FORT CARSON, COLORADO 80913-5101







DATE:________________________

MCXE-LOG-EMB (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/HSC 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.  It is highly recommended the HRH conduct 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.  DA PAM 710-2-1









Kurt A. Gustafson









MAJ,  MS









Chief, Logistics Division


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



________________________________

__________________



Signature





Date 

