DEPARTMENT OF THE ARMY

222D BASE SUPPORT BATTALION - BAUMHOLDER

UNIT 23746

APO AE 09034

AETV-BHR-TE (621-5)                                                                                          04 Feb 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Policy Letter 2-8, Army Learning Center (ALC) Reference Publication Policies and Procedures

1.  References.  AR 621-5, Army Continuing Education System.

                          AR 621-6, Army Learning Centers.

2.  Purpose.  This letter establishes the policy for borrowing materials from the ALC.

3.  Applicability.  Applies to all soldiers and family members within the Baumholder military community.

4.  Basic Material Check-Out Policy.

     a.  Publications will only be signed out when there are more than one copy on hand.  When there is only one copy of a publication on hand, it may be used in the ALC but will not be signed out.

     b.  Department of the Army Regulations (ARs), Updates, USAREUR, V Corps and 1st Armored Division Regulations, Department of the Army Pamphlets, Field Manuals (FMs), Technical Manuals (TMs), and Training Circulars (TCs), will only be issued for one (1) week.

     c.  Educational pamphlets will only be signed out for two (2) weeks.

     d.  Requests for extension of material check-out will only be granted when there is no waiting list for the material(s).  Extensions will be for one (1) additional week, maximum.

5.  Overdue and Lost Material Procedures:

     a.  Check-out privileges will be revoked for anyone with overdue or lost materials.  Reinstatement of privileges will only occur when lost or overdue materials are returned, paid for, or replaced.

     b.  The ALC will provide units with a monthly listing of individuals with overdue materials.  Units will respond to the listing by indicating the appropriate action taken and returning the listing to the ALC within two (2) weeks of receipt.  Appropriate actions are:
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           (1)  Replacement of lost military reference materials will be accomplished by the individual’s unit publications clerk, who will order a replacement through the normal publications channels and provide it to the ALC upon receipt.

           (2)  Educational publications must be paid for by the individual.  Payment will be accomplished at the ALC.   One notice regarding overdue materials will be sent to the soldier’s unit.  If the publication is not returned or payment is not made within 30 days of the notice, DD Form 139, Pay Adjustment Voucher will be processed for the replacement cost of the publication.

6.  Proponent for this policy is the ALC, DSN 485-6484.
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