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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:   Policy Letter 4-1, Change of Command/Hand Receipt Holder Inventory 

1.  References.  AR 710-2; AR 735-5; DA Pam 710-2-1

2.  Purpose.  To establish policy and procedures for conducting change of command and change of hand receipt holder inventories.

3.  Applicability.  Applies to all Base Support Battalion activities and units for whom the S-4, Installation Property Book Officer maintains property accountability and provides supply support.

4.  Responsibility.  Commanders, directors, and supervisors at all levels will ensure that change of command/hand receipt holder inventories are accomplished IAW procedures outlined in this policy and in the reference listed above.

5.  Definition.  Primary Hand Receipt Holder:  Is a person who is hand-receipted property directly from the accountable officer.

6.  Policy.  


a.  The Change of Command/Hand Receipt Holder Inventory constitutes an integral part of unit/activity property accountability.  It is essential that the outgoing and incoming Commander/ Primary Hand Receipt Holders (PHRH) fully understand and adhere to the provisions outlined in the above references prior to conducting the joint change of command/hand receipt holder inventory.


b.  Commander/rater/supervisor will:



(1)  Provide a minimum of thirty days for the change of hand receipt holder inventory.
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(2)  Ensure that the incoming Commander/PHRH understands the procedures for conducting the inventory as outlined in DA Pam 710-2-1, chapter 9, paragraph 9-5.1.



(3)  Ensure their staff/higher headquarters staff is available to assist both the incoming and outgoing Commander/PHRH during the inventory.



(4)  Review and sign the appointment of hand receipt holders memorandum (encl).


c.  Outgoing Commander/PHRH will:



(1)  Receive a briefing from the Property Book Officer on change of command/hand receipt inventory procedures.



(1)  Schedule the joint inventory.



(3)  Ensure that the hand receipt is updated and available to the incoming Commander/PHRH prior to the joint inventory.



(4)  Ensure that current supply catalogs, component list, technical manuals, and other related publications are available for use by the incoming Commander/PHRH during the joint inventory.



(5)  Direct all temporary sub-hand receipt holders, outside of the unit, to return all property for the joint inventory.



(6)  Conduct the joint inventory following procedures outlined in DA Pam 710-2-1, chapter 9, paragraph    9-5.1.


d.  Incoming Commander/PHRH will:



(1)  Receive a briefing from the Property Book Officer on change of command/hand receipt holder inventory procedures.



(2)  Thoroughly familiarize themselves with inventory procedures outlined by above references.



(3)  Schedule an appointment with the commander/rater/ supervisor to discuss the plan for the change of hand receipt joint inventory.



(4)  Conduct the joint inventory following procedures outlined in DA Pam 710-2-1, chapter 9, paragraph    9-5.1.
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e.  Property Book Officer will ensure:



(1)  All incoming and outgoing PHRH are briefed prior to their joint change of command/hand receipt holder inventory.



(2)  All property is signed for by the incoming PHRH.



(3)  The completion of appointment of hand receipt holder memorandum.

7.  Proponent for this policy is the 222d BSB S4 Office at DSN 485-6666.

Encl






PETER F. PORCELLI
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