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PREFACE

Purpose

This training support package provides the instructor with a standardized lesson plan



for presenting instruction for:

	Task number:
	101-92Y-0002

	Task title:
	Supervise Supply Activities in A Unit

	Conditions:
	Assigned to a supervisory position in a unit, in a garrison or

field environment, and given various types of supply functions, you have full access to all supply reports, references, equipment, and logistical automated systems, a current references, and the student hand out.  A logistician specializing in the supply field will be present to assist you.

	Standard:
	Maintain 100% accountability of all supplies, equipment, and supply records assigned to your activity.
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SECTION I.
ADMINISTRATIVE DATA

	 

	


All Courses
course number
course title

Including This

Officer Basic Course

Lesson
Warrant Officer Basic Course



Advanced Noncommissioned Officer Course

	


	


Task(s)
task number
task title
Taught or            101-92Y-0002
Supervise Supply Activities in A Unit

Supported
 

	

	


Task(s)
task number
task title
Reinforced          101-92Y-0001
Supervise Supply Activities


101-92Y-0004
Conduct a Change of Primary Hand Receipt Holder

Academic
The academic hours required to teach this course are as follows:

Hours


peace time
mobilization



hours/ methods
hours/methods

   3 Hr/CO/A


*Test 
   25 min.


*Test Review:   10 min.

*Total Hours:    3.5 hr.

Test Lesson 

Hours



Lesson  Number
Number
Testing:
NA


Review of
NA


test results

Prerequisite
Lesson Number
Lesson Title
Lesson(s)
None

Clearance
There are no clearance or access requirements for this lesson

and Access 


References

	Number
	Title
	Date

	AR 710-2

AR 735-5

DA Pam 710-2-1  
	Supply Policy Below the National Level

Policies & Procedures for Property Accountability
Using Unit Supply System (Manual Procedures)
	3/28/2008

2/28/2005
12/31/1997


Student Study   None. 
Assignments     

Instructor

Requirements   Recommend instructor have professional experience in the supply management 

                          field.  Insure student handouts are given out to the students prior to any instruction

Additional


Personnel


Requirements



None

Equipment


Required

Overhead projector or computer with Microsoft



Power Point and projection equipment

Materials
instructor materials:
TSP “ Supervise Supply Activities in A Unit”

Required


Awareness Handout, Test and Test Answer Key, Current References

student materials: 
Student Handouts and Current References
Classroom


Training Area


and Range 


Requirements

Classroom area for conference
Ammunition

Requirements

None
Instructional
Before presenting this lesson, thoroughly prepare by studying this lesson and identified

Guidance
reference material and provide the student handout to the students.

SECTION  II 
INTRODUCTION


Method of instruction: CO/A


Instructor to student ratio is: 1:16


Time of instruction: 10 min


Media used: Instructor, view graphs and student handout

NOTE:
Show slide 1 stating the motivator.

Motivator
Sometime during your career you will be assigned to supervise supply activities in a unit. Operating in a garrison or field environment, you will be responsible for accounting for property, supervising hand receipts and inventories, the Command


Supply Discipline Program, Reports of Survey and the stewardship of unit 


Supply resources. Your attention to this block of instruction will assist you with



Those future responsibilities

NOTE:

Show slide 2 Informing the students 


    of the terminal learning objective

Terminal
At the completion of this lesson you [the student] will:

Learning 

	Objective


	Action:
	“Determine” key aspects of accounting for government property, 

supervising hand receipts and inventories, the Command Supply

Discipline Program, Financial Liability Investigations of Property Loss

and the Stewardship of Unit Supply resources. 

	Conditions:
	You are assigned to an organization with the duty to Supervise Supply 

Activities In a Unit, in a field or garrison environment, given the various

types of supply functions, and having full access to all supply reports, 

references, the student handout, equipment, and logistical automated 

systems.  A logistician specializing in the supply field will be present to 

assist you. 

	Standard:
	“Identify” key aspects of supervising unit supply activities. Students will

score a minimum of 70% or better on a written test pertaining to: accounting 

for government property, supervising hand receipts and inventories, the

Command Supply Discipline Program, Financial Liability Investigations of

Property Loss and the Stewardship Of Unit Supply Resources.


Safety



Requirements
None
Risk
Low


Assessment

Level


Environmental
None

Considerations

Evaluation
A 25 question multiple choice written performance test will be given following all instruction.  Students scoring a 70% or higher on this test will be considered to have passed this period of instruction.

	

	


Instructional
During this block of instruction a great deal of material will be covered in a very

Lead In
short period of time. This instruction is an overview of the covered subject


topics and is not expected to make you a subject matter expert.  This 


instruction is designed to provide you with the necessary knowledge so that when faced with dealing with these subjects you will know the basics and have the knowledge of were to look to obtain the rest of your required information.

	


SECTION III 
PRESENTATION

	


A.
ENABLING LEARNING OBJECTIVE

	Action:
	Determine the different property categories that pertain

to financial, or property accounting, the difference between

accountability and responsibility, the types of responsibility, and the

definition and types of accountable officers

	Conditions:
	Assigned to a supervisory position in a unit, in a garrison or

field environment, and given the current references and 

Student handout

	Standard:
	Identify 3 of 4 types of responsibilities, both types of accountable officers, and the subcategories of financial and property accounting.


NOTE:  
The instructor will inform the student of the ELO.

NOTE:
   Show  slides 3, 4, and 5 which show the different property categories that

pertain to financial,  or property accounting .

1.
Learning Step/Activity 1: Identify and define the different categories that pertain to financial, or property accounting.


Method of instruction: CO/A


Instructor to student ratio is: 1:16.


Time of instruction: 15 min


Media: Instructor, view graphs, and student handout


a.  Financial Accounting:  Property is categorized for financial accounting and


reporting purposes as real property or personal property.

                            1.  Real Property:  consists of land and structures.

                            2.  Personal Property:  is made up of capital equipment and other non-expendable 


supplies collectively called non-consumable supplies, and all consumable supplies.


b.  Property Accounting:  All property, except real property will be classified for


property accountability purposes as expendable, durable, or non-expendable.


1.  Expendable: requires no formal accounting after issue to the user level.


2.  Durable:  requires no formal accounting, but will be controlled at the user 


 level using hand receipt procedures.

3. Non-Expendable:  requires formal property book accounting at the user level.

	


NOTE:
The instructor will show slides 6, 7, and 8 which distinguish between accountability and responsibility, and names and defines the types of responsibilities.

2.
Learning Step/Activity 2: Distinguish between accountability and responsibility, and name and define the types of responsibilities.


Method of instruction: CO/A




             Instructor to student ratio is: 1:16




     Time of instruction: 15 min




     Media: Instructor, view graphs, and student handout 




      a.  Accountability:  the obligation to keep records of property documents, or funds




      such as identification data, gains, losses, due-ins, due-outs, and balances on hand 




      or in use.

                            b.  Responsibility:  is the obligation of an individual to ensure that government


   property and funds entrusted to his or her possession, command or



   supervision are properly used and cared for, and that proper custody



   and safekeeping are provided.


                c.  Types of responsibility




      1.  Command:  The obligation of a commander to ensure that all government




      property within his or her command is properly used and cared for, and that




      proper custody and safekeeping are provided. Command responsibility is 




      inherent in command and cannot be delegated.




      2.  Supervisory:  The obligation of a supervisor to ensure that all government 




      property issued to or used by his or her subordinates is properly used and 




      cared for, and that proper custody and safekeeping are provided. It is inherent




      in all supervisory positions, is not contingent upon signed receipts or 




      responsibility statements and cannot be delegated.




      3.  Personal:  The obligation of a person to exercise reasonable and prudent




      actions to properly use, care for, and safeguard all government property 

in his or her physical possession.  It applies to all government property issued, acquired, or converted to a person’s exclusive use, with or without receipt.




      4.  Direct: The obligation of a person to ensure that all government 




      property for which they are receipted is properly used and cared for, and that proper 
                              custody and safekeeping are provided.  Direct responsibility results from assignment 
                              as an accountable officer,  receipt from an accountable officer.  Commander and/or
                              supervisors will determine and assign in writing the individuals who will have direct
                              responsibility for property.
5. Custodial: The obligation of a person to ensure that all property in storage awaiting

issue or turn-in to exercise reasonable and prudent actions to properly care for, and ensure that proper custody, safe keeping and disposition are provided. 

	


NOTE:


Show slides 9 and 10 which state what an accountable officer is and




distinguish between the different types of accountable officers 

3.
Learning Step/Activity 3: Distinguish between the different types of Accountable Officers.


Method of instruction: CO/A


Instructor to student ratio is: 1:16.


Time of instruction: 15 min


Media: Instructor, view graphs, and the student handout



Types of Accountable Officers



An accountable officer will maintain a formal set of property accounting records



that show, on a continuing basis, the item identification, gains and losses, on-hand



balances, conditions and location of all property assigned to the property account.


a.  Stock Record Officer:  an individual charged (in writing) to maintain a formally


established set of records and files used to account for U.S. Army property being


held for issue


b.  Property Book Officer:  an individual charged (in writing) to maintain a formal set 


of property records and files, at the user level, which are used to record and account


for all non-expendable and other specially designated property issued to that 


activity.

	


B.
ENABLING LEARNING OBJECTIVE  

	Action:
	Define the term Hand Receipt, identify the different types of hand receipts, and the various hand receipt procedures.

	Conditions:
	Assigned to a supervisory position in a unit, in a garrison or

field environment, and given the current references and 

Student handout 

	Standard:
	Identify all 4 types of hand receipts and 3 of 4 hand receipt procedures


NOTE:
The instructor will inform the student of the enabling learning objective
1.
Learning Step/Activity 1: Define the term Hand Receipt, and 


explain the different types of hand receipts.

NOTE:
   The instructor will show slides 11, 12, and 13 which define the term Hand



Receipt and lists the different types of hand receipts


Method of instruction: CO/A


Instructor to student ratio is: I:16


Time of instruction: 15 min


Media:  Instructor, view graphs, and student handout.


  HAND RECEIPT: A signed document acknowledging acceptance of and responsibility


  for items of property listed thereon that are issued for use and are to be returned.


  Types of Hand Receipts

a.  Primary Hand Receipt: A hand receipt between an accountable officer and the


person receiving the property and assuming direct responsibility for that property.


b.  Temporary Hand Receipt: Used when property is issued or loaned for a period of 


up to 30 calendar days.


c.  Sub-Hand Receipt: A receipt for property from a primary hand receipt holder or a


sub-hand receipt holder to a person subsequently given the property for care, use,

safekeeping or further issue.  It does not transfer direct responsibility for the

property to the sub-hand receipt holder but does transfer personal responsibility.


d.  Equipment Receipt: Is a DA Form 3749 used to assign responsibility for


property that is issued to the same person for brief recurring periods.

	


2.
Learning Step/Activity 2: Identify various hand receipt procedures


Method of instruction: CO/A


Instructor to student ratio is: I:16


Time of instruction: 15 min


Media: Instructor, view graphs and student handout.

NOTE:  
   The instructor will show slide 14 that identifies 


   various hand receipt procedures as outlined 


   in DA Pam 710-2-1,  chapter 5.


Procedures:


1.  Keep hand receipts current


2.  Conduct inventories when required


3.  Use DA Form 3161 for issue and turn-in transactions between the PBO and the 


hand receipt holder


4.  Post change documents:  at least every six months, before change of hand


receipt holder, before change of responsible officer inventory

	


C.
   ENABLING LEARNING OBJECTIVE 
	Action:
	Determine key aspects of inventory process, the definition of what

an inventory is, and the types of inventory procedures.

	Conditions:
	Assigned to a supervisory position in a unit, in a garrison or

field environment, and given a current references and 

the student hand out.

	Standard:
	Define the term Inventory, and identify 6 of the 8 types of inventory procedures.


NOTE:                 The instructor will inform the student 


of the enabling learning objective

                            requirements and show slide 15 


explaining the term inventory.

1. Learning Step/Activity 1:   Define the term inventory, and list the different types of inventory procedures.


Method of instruction: CO/A


Instructor to student ratio is: 1:16


Time of instruction: 15 min


Media: Instructor, view graphs, and student hand out


INVENTORY:   A physical count of property on-hand. Components are inventoried


when the end item is inventoried.

	


NOTE:
The instructor will show slide 16 and 17 showing the eight most common types of inventory procedures as outlined in chapter 9, of DA Pam 710-2-1 

2.
Learning Step/Activity 2: Identify various hand receipt procedures


Types of Inventory Procedures


a.  Annual:  once a year all items that are on property book or accountable record.


b.  Cyclic:  Inventory conducted in smaller increments during the year, and when


     completed, equals an annual 100% inventory


c.  Change of PBO: completed when PBO is replaced


d.  Change of Hand Receipt Holder: completed on change of PHRH by both outgoing


     and incoming hand receipt holder


e.  Weapons and Ammunition:  Monthly and also when the responsibility for custody


     of arms storage facility keys are transferred between authorized persons


f.  Sensitive Item: Conducted quarterly


g.  Special:  When directed by commander or higher headquarters


h.  Receipt for property:  Conducted when receiving property on a hand receipt or


     from a Supply Support Activity(SSA)

	


D.
ENABLING LEARNING OBJECTIVE

	Action:
	Determine key aspects of the Command Supply Discipline Program:

Its definition and its purpose.

	Conditions:
	Assigned to a supervisory position in a unit, in a garrison or field

Environment, and given a current references and student

hand out

	Standard:
	Identify key aspects of the Command Supply Discipline Program:

Students will score a minimum of 70% or better on a written test

pertaining to:  identifying what the Command Supply Discipline 

is and giving its purpose.


NOTE:
The instructor will inform the student of the enabling learning objective 



requirements
1.
Learning Step/Activity 1: Define Command Supply Discipline Program and give its purpose.


Method of instruction: CO/A


Instructor to student ratio is: 1:16


Time of instruction: 15 min


Media - Instructor, view graphs and student hand out

NOTE:  
The instructor will show slide 18


defining the Command Supply 


Discipline Program as outlined in 


Chapter 11,  AR 735-5.


Command Supply Discipline Program (CSDP):  A commanders program acting within existing regulatory requirements brought together for visibility purposes.


It is directed at standardizing supply discipline throughout the Army.

	


NOTE:  
The instructor will show slide 19 


which explains the purpose of the


Command Supply Discipline 


Program as outlined in Chapter 


11,  AR 735-5.

2. Learning Step/Activity 2:  Define the terms that apply to the program, and list the program responsibilities.


Method of instruction: CO


Instructor to student ratio: 1:16


Time of instruction: 20 min.


Media: Instructor, current References, and slides


CSDP PURPOSE: 


1.  Establishes supply discipline as regulatory guidance.


2.  Standardize supply discipline requirements.


3.  Provide responsible personnel with a single listing of all existing supply discipline


     requirements.


4.  Make the Army more efficient regarding time spent monitoring subordinates

                                 actions.

	


E.
ENABLING LEARNING OBJECTIVE

	Action:
	Define the term Financial Liability Investigations of Property Loss, and identify when a Financial Liability Investigations of Property Loss should be initiated.

	Conditions:
	Assigned to a supervisory position in a unit, in a garrison or field

environment, and given a current references and student

hand out.

	Standard:
	Identify 2 of 3 instances when a Financial Liability Investigation of 

Property Loss should be initiated.


NOTE:
The instructor will inform the student of the enabling learning objective
1.
Learning Step/Activity 1:  Define the term Financial Liability Investigation of Property Loss and identify when a Financial Liability Investigation of Property Loss should be initiated.


Method of instruction: CO/A


Instructor to student ratio is: 1:16


Time of instruction: 20 min


Media: Instructor, view graphs and student hand out

NOTE:
The instructor will show slide 20 


defining the term report of 


survey as outlined in 


Chapter 13,  AR 735-5.


Financial Liability Investigation of Property Loss:  Documents the circumstances concerning the loss, damage, or destruction of government property and serves as, or supports, a voucher for adjusting the property from accountable records.

NOTE:
The instructor will show slide 21 


 listing when a Financial Liability 

                              Investigation of Property Loss 


should be initiated as outlined 


in Chapter 13,  AR 735-5.


    Initiation of Financial Liability Investigation of Property Loss:  Financial Liability Investigation of Property Loss must be initiated when:
1. Negligence or willful misconduct is suspected as the cause.

2. Loss, or destruction involves change of accountable officer inventory without voluntary reimbursement.

3. Value of admitted loss exceeds individuals monthly basic pay.

4. Total loss of specific bulk petroleum exceeds allowable loss and the dollar value exceeds $500.

5. Loss or destruction involves a sensitive item.

6. Loss or destruction involves public funds.

7. Required by higher authority or DA Regulation.

8. Directed by inventory adjustment report approving authority.

	


F.
ENABLING LEARNING OBJECTIVE 

	Action:
	Determine key aspects and procedures that provide the proper stewardship of supply resources.

	Conditions:
	Assigned to a supervisory position in a unit, in a garrison or field

environment, and given a current references and student

hand out.

	Standard:
	Identify 5 of the 7 stewardship procedures.


NOTE:
The Instructor will inform the student of the enabling learning objective

1.
Learning Step/Activity:  Describe procedures that provide proper stewardship of supply


resources.


Method of instruction: CO/A


Instructor to student ratio is: 1:16


Time of instruction: 15 min


Media: Instructor, view graphs and the student hand out

NOTE:             The instructor will show slide 22 

                        listing various measures that 

                        will help to steward the units 

                        supply resources.
                         STEWARDSHIP OF SUPPLY RESOURCES PROCEDURES


1.  Review all supply documents leaving unit.


2.  Ensure only required items and quantities are requested.


3.  Ensure all excess property and equipment is turned-in.


4.  Implement aggressive quality control procedures within unit.


5.  Ensure an effective CSDP program is implemented in the unit.


6.  Ensure supply issues and guidance are communicated effectively


     throughout the entire chain of command.


7.  Ensure all required inventories are completed and that spot


     inspections are conducted on a routine bases.

SECTION IV     SUMMARY

                         Method of instruction: CO/A


Instructor to student ratio is: 1:16


Time of instruction: 10 min

Review/            During this block of instruction we have discussed various aspects of the Army 

Summarize      supply system, which you will need to know, when functioning in a supervisory

Lesson
position.  We have covered; identifying the methods of accounting for


government property, supervising hand receipts and inventories,  the Command

                         Supply Discipline Program, Reports of Survey, and the stewardship of unit

                         supply resources

NOTE
Review terminal learning objective

	
	Action:
	“Determine” key aspects of accounting for government property, 

supervising hand receipts and inventories, the Command Supply

Discipline Program, Reports of Survey and the Stewardship of Unit

Supply resources.

	Conditions:
	You are assigned to an organization with the duty to Supervise Supply 

Activities In a Unit, in a field or garrison environment, given the various

types of supply functions, and having full access to all supply reports, 

references, the student handout, equipment, and logistical automated 

systems.  A logistician specializing in the supply field will be present to 

assist you. 

	Standard:
	“Identify” key aspects of supervising unit supply activities. Students will

score a minimum of 70% or better on a written test pertaining to:

accounting for government property, supervision hand receipts and 

inventories, the Command Supply Discipline Program, Financial Liability

Investigations of Property Loss and the Stewardship Of Unit Supply
Resources.


NOTE:
Determine if students have learned the material presented by soliciting 


student questions an explanations.  Ask the students questions and correct


any misunderstandings.
Check on

Learning
Solicit and answer the students’ questions.  This in not a graded activity.


Question:  How many types of property accounting categories are there ?


Answer:  Two, Financial and Property Accounting.


Question: How many different types of hand receipts were discussed in the lesson ?


Answer:  Four.


Question:  Which type of inventory is the most widely used and recommended ?


Answer:  The annual inventory.


Question:  Who is responsible for administering the Command Supply Discipline Program?


Answer:  The commander. 


Question:  What is one method to obtain relief from accountability for property?


Answer:  Financial Liability Investigation of Property Loss.

SECTION V
STUDENT EVALUATION

Testing


Requirements
Follow directions for performance test in Appendix B.


Include this information also in the Student Evaluation Plan which documents course 


graduation requirements.  The using school assigns course weight to the evaluation.

NOTE:

Rapid, immediate feedback is essential to effective learning.  Schedule and provide 



feedback on the evaluation and any information to help answer student’s questions 



about the test.  Provide remedial training as needed.

Feedback


Requirement
Follow directions for test review in Appendix B
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