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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-0004

Task title:
Conduct a Change of Primary Hand Receipt Holder Inventory

Conditions:
You are assigned to an organization as the new primary hand receipt holder.  You have to conduct a 100 percent inventory prior to signing your hand receipt.  You must determine when and how to conduct a change of primary hand receipt holder inventory.  You will Identify pre-inventory, inventory, and reconciliation procedures of the inventory.  A logistician specializing in the supply field will be present to assist you.

Standard:
Obtain 100% accountability, IAW DA Pam 710-2-1
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D – Student Handout 
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D-1

CONDUCT A CHANGE OF PRIMARY HAND

 RECEIPT HOLDER INVENTORY

101-Y-0004
(20 July 1998)





SECTION I.
ADMINISTRATIVE DATA

 



All Courses
course number
course title

Including This

OAC

Lesson
WOAC






Task(s)
task number
task title
Taught or            

Supported         101-92Y-0004   
Conduct a change of primary hand receipt holder inventory. 





Task(s)
task number
task title
Reinforced
101-92Y-0001
Supervise supply activities. 


101-92Y-0002
Supervise supply activities in a unit.




101-92Y-0003      Supervise supply operations at the company level.








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

Hours


peacetime
mobilization



hours/ methods
hours/methods


1hr/A/CO


*Test 

    15 min/TE


*Test Review:

      5 min


*Total Hours:        1hr 20min





Test Lesson 

Hours



Lesson  Number
Number
Testing:
NA


Review of
NA


test results
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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

Update 2-14  
Unit Supply Update 14
28 Feb. 94

Update 10-3
Physical Security Update
30 Sep 93

AR 190-13
The Army Physical Security Program
30 Sep 93

AR 190-51
Security of Army Property at Unit and Installation Level
30 Sep 93

AR 220-1
Unit Status Reporting
31 Jul 93

AR 385-10
Army Safety Program
23 Apr 90

AR 710-2
Supply Policy
28 Feb 94

AR 735-5
Policy and Procedure for Property Accountability
28 Feb 94

FM 10-27-4
Organizational Supply for Unit Leaders
21 Jul. 94

FM 725-50
Requisitioning, Receipt and Issue System
26 Jul 93

FM 725-50
Requisitioning, Receipt and Issue System
26 Jul 93

DA-PAM 710-2-1
Manual Policy Using Unit Supply System
28 Feb 94

FM 10-27
General Supply
21 Jul 94

DA PAM 25-30
Consolidation index of army publications and blank forms
1 Jul 96

Instructor

Requirements
None 



Additional


Personnel


Requirements
None





Equipment
Overhead projector with projection screen or 486 computer with Microsoft PowerPoint. 

Required






Materials
instructor materials:
1. TSP “ Conduct a Change of Primary Hand Receipt Holder 

Required 

         Inventory”

                                                                      2. Slides

                                                                      3. Test and test solutions

                                                                      4. Student handout


student materials:
     1. Current Unit Supply Update

                                                                      2. Student handout





Classroom
Classroom area for conference

Training Area


and Range 


Requirements






Ammunition
NONE


Requirements





NOTE:

Before presenting this lesson, thoroughly prepare by studying this lesson and identified



reference material.

Instructional


Guidance
Distribute student handout “Conduct a Change of Primary Hand receipt Holder Inventory” to students  when TSP is used for awareness training. 
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SECTION  II 
INTRODUCTION


Method of instruction:  A/CO


Instructor to student ratio is:   1:16


Time of instruction:  10 min


Media used Instructor:  View Graphs

NOTE:
Show slide 2 while stating the motivator.

  

Motivator
Some time during your military career you will be assigned the duty and responsibility of being a Primary Hand Receipt Holder. You will be expected to be able to perform the tasks required of that position. This lesson will provide you the necessary knowledge needed for you to accomplish this mission. Your attention to this lesson will enhance your duty performance.
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NOTE

Show slide 3 informing the students of 


    the terminal learning objective

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

Learning

Objective


Action
Identify the steps necessary to conduct pre-inventory, 

inventory, and reconciliation procedures of a change 

to a primary hand receipt holder inventory.


Conditions
You are assigned as primary and receipt holder within a unit, and given the Unit Supply Update, student handout, appropriate publications, and Army regulations.

Standard
Identify pre-inventory, inventory, and reconciliation procedures.  The student will successfully complete these tasks with a minimum score of 70% on the performance test.
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NOTE:
Show slide 4, conditions that may


 require a change of primary hand 


receipt holder inventory:

NOTE:
The Commander having command responsibility appoints primary hand receipt holders (PHRH).


In a TDA organization the civilian director may designate a person to be PHRH and have direct responsibility for property authorized by the TDA.


     a.  Change of duty assignment.  When the person having possession of or supervisory control over the property is responsible for conducting the inventory.



     b.  When a hand receipt holder leaves the area for a period in excess of 30 calendar days i.e. TDY, leave, or extended, detached duty.


     c.  Change of unit assignment.  An inventory will be accomplished before the new hand receipt holder assumes responsibility for the property.

                                 d.  When requested by commander.

Safety
None


Requirements






Risk
Low


Assessment

Level




Environmental
None

Considerations



Evaluation
A 15 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
Reinforce the importance of knowing where to find information in the supply update

Lead In.



SECTION III 
PRESENTATION



A.
ENABLING LEARNING OBJECTIVE

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


requirements.

Action:
Identify the appropriate supply catalogs, technical manuals,

hand receipt annex, component listings, and forms necessary

to perform a change of primary hand receipt inventory.

Conditions:
You are the incoming primary hand receipt holder, and given 

the appropriate publications and Army regulations to conduct a change of primary hand receipt inventory.

Standard:
Identify 8 of the 11 publications and authorization documents used as guidance to conduct an inventory.
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NOTE:
 Show slide 5, list of common references 

 used to conduct inventories
1.
Learning Step/Activity 1: Identify publications and listings that must be on hand to conduct an inventory.



a.  Hand Receipt




1.  Automated



     2.  Manual

                                  b.   Army Regulation 735-5

                                  c.   Army Regulation 310-49

                                  d.   DA Pamphlet 710-2-1

                                  e.   DA Pamphlet 25-30

                                   f.   Technical Manuals (TM)

                                  g.   Supply Catalogs (SC)

                                  h.   Modified Table of Organization and Equipment (MTOE)

                                   I.   Table of Distribution and Allowances (TDA)

                                   j.   Common Table of Allowances (CTA)    


      k.   Standing Operating Procedures (SOP)


Method of instruction: A/CO/Handout


Instructor to student ratio: 1:16


Time of instruction: 10 min


Media:  Instructor, current Unit Supply Update, view graphs, and handouts


When conducting an inventory, you must follow the steps outlined in the references.


You should have all publications required on hand to conduct an inventory.  Be sure


that all documents or listings affecting your section property are available.



NOTE:
The instructor will continue to show 
slide 5 then 6, and discuss each reference being used.
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2.
Learning Step/Activity 2: Using the appropriate publications, specify the purpose of each reference.

Slide 5
a.  Hand Receipts are used to record the issue of property book and durable items.  Hand receipts record acceptance of and responsibility for property.  Preparation of hand receipts may be automated or manual.



1.  Automated hand receipts, produced from either the Standard Property Book System-Redesigned (SPBS-R) or Unit Level Logistics System S-4 (ULLS S-4), are automatically produced on a cyclic or as needed bases.



2.  Manual hand receipts are prepared and maintained using DA form 2062.  Manual hand receipts must be compared to the property book to ensure all of the unit’s property is reflected.




a.  When an item that has components are issued on a hand receipt, any non-expendable and durable component shortages must be recorded and placed on order.  Use a hand receipt annex to record the shortages.




b. Hand receipt annexes are prepared at the level where the document register is kept.   Hand receipt annexes must be compared to the document register to ensure that shortages are on order.

                            b.  Army Regulation 735-5 provides basic policies and procedures for accounting for property and accounting for lost, damaged, or destroyed property.

                            c.  Army Regulation 310-49 prescribes policies for reviewing and revising authorization documents (MTOE/TDA).

                            d.  DA Pamphlet 710-2-1 provides unit and organization manual supply procedures.

                            e.  DA Pamphlet 25-30 identifies current publications that correspond to the equipment on the hand receipt.

                            f.  Technical Manuals (TM’s) for assigned equipment.  Each TM will contain a list of authorized accessory items.


g.  Supply Catalogs (SC’s) necessary to verify correct lists of components for sets, kits, and outfits to be inventoried.

   Slide 6
h.  The Standing Operating Procedures (SOP).  Your unit’s SOP should give detailed procedures for the control of property and for conducting inventories.

NOTE:
 Give a brief description of the different authorization documents.

 i.  Modification Table of Organization and Equipment (MTOE) is the main 


authorization document for personnel and equipment.

j. Table of Distribution and Allowances (TDA) is the main authorization document for other than TOE units, or for use with garrison equipment.


k. Common Table of Allowances (CTA) lists common items of equipment.  Items listed in the CTAs cannot be added to your unit’s MTOE or TDA. 


Method of instruction: A/CO/Handout


Instructor to student ratio: 1:16


Time of instruction: 10 min


Media: Instructor, current Unit Supply Update, view graphs, and handouts


B.
ENABLING LEARNING OBJECTIVE 

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


requirements.
Action:
Identify the pre-inventory and inventory procedures

required during a change of primary hand receipt holder.

Conditions:
You are assigned as a new primary hand receipt holder, 

and given the DA Pamphlet 710-2-1.

Standard:
Identify 4 of 5 pre-inventory procedures and 7 of 9 inventory procedures.

1. Learning Step/Activity 1: Identify the procedures required to conduct a pre-inventory.
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NOTE:

The instructor will show slide 7 



and discuss pre- inventory procedures 


a.  Plan the inventory


b.  Update Hand Receipt


c.  Identify the items and equipment to inventory


d.  Ensure current publications on hand


e.  Set date and time to conduct inventory


Method of instruction: A/CO/Handout


Instructor to student ratio: 1:16


Time of instruction: 10 min



Media:  Instructor, current Unit Supply Update, view graphs, and handouts



2.
Learning Step/Activity 2: Identify the inventory procedures required to conduct a change of primary hand receipt holder inventory.

NOTE:
The instructor will show slides 8 and 9 to discuss inventory procedures 



An inventory is the physical count of supplies and equipment on hand or in a unit.  Inventories are conducted to make sure that the quantities listed on property records or hand receipts, agree with the quantities on hand.



a.  Check all items to make sure the description on the property book or hand receipt matches the item.  Make a list of any differences so they can be corrected prior to signing a hand receipt.



b.  Make a visual check of the condition of the property.  Ensure any damaged property is turned in for repair.



c.  Do not assume the items are there just because they are supposed to be there, or because someone told you they are there.  You must conduct an actual count.



d.  Check the item for completeness.



1.  Use the proper technical manual (TM) or supply catalog (SC).



2.  Make sure component shortages are listed on shortage annexes.  Check components of sets, kits, and outfits.  You may find it helpful to carry a small ruler or tape measure for checking components of tool kits, since similar-sized tools are not readily distinguished.



3.  Count basic issue items (BII), components of end items (COEI), and additional authorization list (AAL) items.

NOTE:
AAL items are not authorized to be added until approved and funded by higher


headquarters.  Once installed or added to the authorized list, items must be accounted 


for.  These items are determined by referring to the TM, components list (CL), SC, or


supplemental instructions for the item.  Be sure that annexes are prepared for any 


shortages, and prepare a turn-in for any overages.



4.  Check the document register to ensure that component shortages are on request.



5.  Make a list or component shortages not listed on a shortage annex.



6.  Make a list of component overages.


e.  Verify serial numbers against those recorded in the property records.  Annotate any differences that may occur.


f.  Verify items listed on work orders, laundry lists, or items which are not available for any other reason.  If your count disagrees with the property records, recount and make every effort at that time to discover the reason for the discrepancy.


g.  Inspect items for serviceability as you inventory.  Take immediate action to have unserviceable items turned in for repair when they are discovered.


h.  Check the basic and operational loads of the unit.  Ensure all items are on hand or



on request.


i.  When conducting the inventory, abide by any stated time frames.  However, if justified, an extension may be granted.  Your SOP will usually state the time limits allowed for other types of unit inventories.


Method of instruction: A/CO/Handout


Instructor to student ratio: 1:16


Time of instruction: 10 min



Media:  Instructor, current Unit Supply Update, view graphs, and handouts



C.
Enabling learning Objective

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


requirements.
ACTION:
Identify the reconciliation procedures to be initiated at the

completion of a change of primary hand receipt holder

inventory.

Conditions:
You are assigned as primary hand receipt holder within a

Unit, and given the Unit Supply Update, DA Pam 710-2-1, and all other appropriate publications and Army regulations.

Standard:
Identify and explain 3 of the 4 steps used to resolve inventory discrepancies.


Learning Step/Activity 1: Identify the possible cause of discrepancies and list the steps to research and resolve the discrepancies.


NOTE:
The instructor will show slide 


and discuss the inventory


 reconciliation procedures


a.  Identify shortages during inventory


b.  Identify overages during inventory


c.  Cross-level overages after inventory


d.  Reconcile sub-hand receipts after inventory


Method of instruction: A/CO/Handout


Instructor to student ratio: 1:16


Time of instruction: 10 min


Media:  Instructor, current Unit Supply Update, view graphs, and handouts
NOTE:
Discrepancies discovered during the inventory may include incorrect serial number; makes, models, or sizes; item description; location; and quantities.  You will adjust the unit supply records in accordance with DA Pamphlet 710-2-1 and/or AR 735-5, analyze the causes of the errors, and implement corrective actions to prevent the same error from happening in the future. 


a.  Identify shortages.  Any time you find an item on the unit property listing that cannot be located, you must take immediate action to discover the cause and obtain relief from accountability and responsibility.  Shortages may be traced to administrative changes (differences in items and components authorized), to errors (as widely different as there are personnel handling the account), or to actual loss of property (through carelessness, neglect, or outright theft).  Check for shortages in more than one location.  It is essential that a location survey be made especially when your unit’s operation includes responsibility for a warehouse or another storage area where stocks may be stored in more than one location.


b.  Identify overages.  Excess items or components that are discovered as a result of an inventory must be reported.   Arrange for turn-in of those items that are excess.  Procedures for the turn-in excess should be spelled out in your SOP.



1.  Excess serviceable items on hand must be turned in to the appropriate supply activity immediately in accordance with AR 710-2.  The turn-in of excess serviceable items returns them to the supply system and possibly into the hands of a unit that requires the item in order to perform its combat or peacetime mission.



2.  Excess quantities due in to your unit cost funds that could be used to support other unit missions.  As soon as excessive due-in quantities are discovered, a request for cancellation must be submitted for the quantity that puts your unit in an excess condition.



3.  As an Army leader, you must be aware that excess (on hand and due in) violates Army policy.  Money spent buying excess parts and equipment may result in more urgent requirements being delayed.  Excess reduction is an ongoing process and necessary with present budget constraints.


c.  Cross-level overage within the unit prior to reporting them.


d.  Reconcile sub-hand receipts.  When reconciling sub-hand receipts, ensure that all change documents have been posted correctly.  Search all storage areas where shortages or overages may be found.  If after reconciling the sub hand receipts, there are still discrepancies, initiate adjustment actions in accordance with AR 735-5.



D.
ENABLING LEARNING OBJECTIVE

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


requirements.
Action:
Identify the corrective actions that are required when

discrepancies are found after conducting a change of primary

hand receipt holder inventory.

Conditions:
You are assigned as primary hand receipt holder within a

Unit, and given the Unit Supply Update, DA Pam 710-2-1, and all other appropriate publications and Army regulations.

Standard:
Identify 3 of the 4 causative research activities performed by the PBO after discrepancies have been found, and identify 4 of the 6 actions which PBO must accomplish to reconcile discrepancies.

NOTE:
The instructor will show slide 11 and discuss 


the Property Book Officer reconciliation 


procedures.  However, if property is assigned 


to you from a responsible officer the 


reconciliation procedures with the PBO will


 not be done by you, but by the responsible


 officer. 


Learning Step/Activity 1: Identify the necessary actions to be taken, at the PBO level, according to discrepancies.


a.  Verify hand receipt change documents


b.  Turn-in overage


c.  Update shortage annex


d.  Prepare adjustment documents


e.  Reconcile sub-hand receipts


Method of instruction: A/CO/Handout


Instructor to student ratio: 1:16


Time of instruction: 10 min


Media:  Instructor, current Unit Supply Update, view graphs, and handouts
NOTE

1.  After completing the inventory, you must report all differences regarding property book items to the property book officer.  The PBO will conduct causative research of these differences.  Causative research includes but is not limited to:



a.  Comparing all postings to the applicable property book page against documents  that support those postings.



b.  Verifying all hand receipts and change documents.



c.  Searching storage areas controlled by the PBO.



d.  Ensuring that end item identity was not destroyed by consolidation, disassembly or mislabeling.


2.  If no conclusive findings are made, the PBO will:



a.  Turn in overages as “found on installation” (FOI) property.  Use the procedure listed in DA PAM 710-2-1.



b.  Account for shortages according to AR 735-5.



c.  Prepare and process an Administrative Adjustment Report (AAR) to correct differences in makes, models, and/or sizes.  Use procedures listed in DA PAM 710-2-1.



d.  Prepare adjustment documents and post to shortage annexes accordingly.



e.  Submit requests for issue to replace shortages.



1.  In the event the unit is operating under financial constraints, the responsible officer will request additional funds for the shortages.



2.  A copy of the funds request will be filed until the shortages are requested.

                             f).  Reconcile sub-hand receipts.



g).  After completing the above actions, the hand receipt holder will sign for the unit’s property.





SECTION IV
SUMMARY


Method of instruction: CO


Instructor to student ratio: 1:16


Time of instruction: 5 min


1.  Prior to conducting a change of primary hand receipt holder inventory, you must review DA Pamphlet 25-30 to ensure that the most current supply catalogs, component lists, technical manuals, and other related publications are used during the inventory.


2.  Before you start an inventory, you must check with the commander for any special guidance on conducting the inventory.  You must also prepare a plan of how you are going to conduct your inventory.


3.  Once you have completed the planning phase, you are ready to conduct the inventory.  The inventory is conducted to ensure that quantities of property listed on property records or hand receipts match the quantities on hand.  In order to ensure these quantities agree, you must do a 100 percent hands on, physical count, inventory.


4.  When you discover discrepancies while conducting the inventory, you must take immediate action to discover the cause, and obtain relief from accountability and responsibility.


5.  After you completed the inventory, you must report your findings to the PBO, who will reconcile any discrepancies.  Once the discrepancies have been corrected, the new hand receipt holder can sign the hand receipt for the property.

Review/
During this block of instruction we have determined when a change of primary 

Summarize
hand receipt holder inventory is necessary, the proper inventory procedure

Lesson
and the applicable publications and Army Regulations.


NOTE:

The instructor will show slide 


   3 and review terminal learning 


   objective.


Action
Identify the steps necessary to conduct pre-inventory, 

inventory, and reconciliation procedures of a change 

to a primary hand receipt holder inventory.


Conditions
You are assigned as primary and receipt holder within a unit, and given the Unit Supply Update, student handout, appropriate publications, and Army regulations.

Standard
Identify pre-inventory, inventory, and reconciliation procedures.  The student will successfully complete these tasks with a minimum score of 70% on the performance test.


NOTE:
The instructor will show slide 12 and 

  determine if students have learned the 

material presented by soliciting student 

questions and explanations.  Ask the students 

questions and correct any misunderstandings.


a.  Is it necessary to inventory all components of a Set, Kit, or Outfit?


Answer:  Yes, IAW AR 710-2, Para 2-12 

   
     b.  Only the new hand receipt holder needs to conduct the inventory.


Answer: No, Both individuals will conduct a physical 100% inventory together, IAW DA Pam 710-2-1, Para 9-5.1.

                                 c.  MTOE is the acronym for what title.


Answer:  Modification Table of Organization and Equipment, IAW Unit Supply Update, Consolidated Glossary.

                                 d.  All serviceable excess equipment can be kept in a safe place until it is needed.


Answer:  No, Excess serviceable items on hand must be turned in to the appropriate supply activity immediately, IAW AR 710-2, Para 2-13.





SECTION V
Student Evaluation

Testing
The student will complete a 15 question written performance test and must receive a
Requirements
score of 70% to pass this period of instruction.


Method of instruction: E3


Instructor to student ratio: 1:16


Time of instruction: 15 min


Media:  Written Exam

Feedback

Requirement
Appendix A contains view graph master. 


Follow directions for test review in Appendix B.





Testing
Instructions: This test is designed to evaluate the students’ understanding of the lesson.  You must score a minimum of 70 percent to pass this test.  You will have 15 minutes to complete this test.  You may use all instructional material to complete this test. There is only one correct answer to the multiple-choice questions.

 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.





APPENDIX A

VIEWGRAPH MASTERS

APPENDIX B

TEST

APPENDIX D

STUDENT HANDOUTS
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