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Pope AFB, North Carolina 28308-5000



Supply

PROPERTY MANAGEMENT


This operating instruction outlines procedures to ensure proper accountability, security, and custodial responsibility for all property assigned to 18th Weather Squadron (18 WS).  It institutes procedures to aid effective property management. It applies to all 18 WS units.  Flights and Operating Locations can supplement this OI as required by local circumstances in an appendix.
1.0.  References:  AFMAN 23-110V2PT13.

2.0.  Responsibilities:

2.1.  Commander's Responsibilities:

2.1.1.  Is accountable for all government property assigned to 18 WS and may be liable for loss, damage, or destruction which results from negligence, willful misconduct, or deliberate unauthorized use.

2.1.2.  Appoints responsible individuals to accept custodial responsibility for all government property assigned to their flight or in their possession.

2.1.3.  Authorizes signature authority to those individuals that require it in the performance of their duties.

2.1.4.  Authorizes individuals to procure supplies and equipment necessary to the performance of their duties from their supported agency.

2.1.5.  Ensures that accurate property records are kept.

2.1.6.  Ensures the adequate security, protection, maintenance, and storage of government property maintained assigned to 18 WS.

2.1.7.  Ensures that all squadron personnel understand their custodial responsibility for government property, including individual TA-50 issue.

2.1.8.  Takes immediate administrative or disciplinary actions if there is evidence that individuals do not adequately perform their property management responsibilities.

2.1.9.  Ensures that local procedures are established to properly clear property accounts before government property custodians depart for permanent change of station (PCS) or are absent on temporary duty (TDY), leave, etc. for 45 calendar days or longer.

2.2.  Detachment Commander/Flight Commander Responsibilities:

2.2.1.  Assumes custodial responsibility and signs an accurate hand receipt for all government property assigned to the flight.  May be liable for loss, theft, damage, or destruction of team property due to willful misconduct, deliberate unauthorized use, or negligence.

2.2.2.  Implements adequate security, protection, maintenance, and storage procedures for all team property in their charge.

2.2.3.  Ensures that proper records are kept and that they accurately reflect the current inventory and condition of all equipment.

2.2.4.  Ensures that adequate supplies are on hand to allow the flight/operating location to perform its mission and that maintenance requests are processed in a timely manner.

2.2.5.  Ensures that periodic property inventories are conducted.

2.2.6.  Periodically conducts a records review to ensure that all hand receipts and inventories are current and accurately reflect the condition of all  property.

2.2.7.  At Flight Commander/Flight Chief discretion, may designate a flight member, prefera​bly an NCO, as flight  property manager.

2.2.8.  May grant signature authority to designated flight members to conduct property business with the agency supported by the flight.

2.2.9.  Regulates issue of flight storage room keys/combinations to designated flight members only.

2.2.10.  Ensures that access to the flight storage room(s) is guaranteed to authorized individuals at all times.

2.2.11.  Must conduct a complete inventory of all flight property with the new Flight Commander/Flight Chief when a change occurs.  This inventory must occur at least 45 days prior to the change when possible.  All applicable technical manuals, and/or hand receipts must be used to conduct the inventory to the satisfaction of the hand receipt holder.   All discrepancies must be resolved before the transfer of custody of the flight's equipment.  

2.2.12.  Ensures that all flight members are aware of their responsi​bilities to safeguard and care for all flight property, including TA-50 gear.

2.3.  Property Manager Responsibilities:

2.3.1.  Shares custodial responsibility with the Flight commander/Flight Chief. 

2.3.2.  Properly maintains records which accurately reflect the current property inventory and condition, including records of flight property hand receipted out and/or out for maintenance.

2.3.3.  Ensures that the flight has the necessary supplies on hand to perform its mission.

2.3.4.  Promptly submits requisitions to replace unserviceable property.

2.3.5.  Conducts periodic inventories of all flight property, identi​fies discrepancies, and reports the results to the Flight commander/Flight Chief.

2.3.6.  Maintains flight  property in serviceable condition.

2.3.7.  Maintains the flight storage room(s) in orderly condition.

2.3.8.  Exercises signature authority when transacting property business with the supported agency.

2.3.9.  Ensures all property leaving the flight's possession for any reason is properly receipted and/or documented.

2.4.  Property Storage Room Key Holder Responsibilities:

2.4.1.  Ensure that the storage room is locked and secure when not in use. 

2.4.2.  Accounts for the storage room key/combinations at all times.

2.4.3.  Is available, if placed on notice, to open the flight storage room at any hour in an emergency.

2.4.4.  Ensures that unauthorized individuals do not remove property from the flight storage room while it is open.

2.5.  Hand Receipt Holder Responsibilities:

2.5.1.  Assumes custodial responsibility for all property on the hand receipt upon signature.  May be liable for loss, theft, damage, or destruction of property on the hand receipt due to willful misconduct, negligence, or deliberate unauthorized use.

2.5.2.  Using all applicable technical manuals, owners manuals, hand receipts, and other documentation, ensures that each item listed is complete (to include cables and component parts) and that serial numbers listed match those on the property before signing the hand receipts.  If any discrepancies are discov​ered, this individual must ensure they are noted on the hand receipt before signing it.

2.5.3.  If necessary, transfers custodial responsibility for property on hand receipt to another individual by ensuring a proper hand receipt is accomplished.  Property will not be released to an individual before individual accepts custodial responsibility for it by signing a hand receipt.

2.5.4.  Personally ensures that all hand receipts issued to hand receipt holder are properly cleared.

2.6.  Property User Responsibilities:

2.6.1.  Ensure that property is used as it is intended.  A user will not willfully or knowingly use property in any way that will damage or destroy it.  The user may be liable for the loss, theft, damage, or destruction of government property due to willful misconduct, deliberate unauthorized use, or negligence on his/her part.

2.6.2.  Will provide for the adequate security of government property in their charge.  Property will not be left unsecured and unattended, nor will it be lent out to unauthorized personnel or agencies.

2.6.3.  Verifies that all property is complete and serviceable, or identifies discrepancies, before signing a hand receipt for it.

2.6.4.  To every extent possible, returns equipment clean and in the same condition as when placed in his/her charge.

2.6.5.  Ensures that all hand receipts issued to user are properly cleared.

2.7.  All 18 WS  personnel are responsible to safeguard government property, in their care or not, from loss, theft, damage, or destruction. 

3.0.  Procedures:

3.1.  Property Storage:  All government property assigned to 18 WS units will be stored in a secure facility or in a secure manner.  Equipment and supplies will be maintained in buildings that are locked when not in use.  Vehicles will be secured by chain and padlock around the steering wheel.  All COMSEC equipment will be double locked-- a locked storage room inside a locked building may suffice.  Each flight should strive to store its property in its own locked storage room.  When deployed, property must be secured as well as the situation will allow.  Individuals TA-50 gear will be stored  by the flights and must be secured in some manner.   TA-50 gear will not be stored in POVs.  If stolen from a POV, the member is financially responsible for the loss.  Personal property, sports equipment, and building 

maintenance or cleaning supplies will not be stored in flight property storage rooms unless no other means are available.

3.2.  Security:  Property storage rooms will be secured by the most practical means available.  No personal locks will be used to secure government property with the exception of  TA-50 gear.

3.3.  Accountability:  Each flight will keep a current inventory of all government property issued to it, by item and serial number, to include component parts.  This inventory will be periodically updated

3.3.1.  At least one 100% inventory annually, and partial inventories of not less than 25% of all property every quarter using all applicable technical manuals, owners manuals, hand receipts, etc. 

3.3.2.  Each flight will keep current copies of all hand receipts  on file.  The Flight Commander/Flight Chief and/or flight property manager will review and update all hand receipts with the responsible property book officer  annually.  

3.3.3.  No property will leave a flight storage room without being properly hand-receipted to the individual taking it, or without the proper maintenance request completed for items to be repaired.  A log of all team property not kept in the storage room will be kept by item, serial number, and location or responsible individual.  

3.3.3.1.  Individuals who sign for property that is used by others still bear the responsibility for that property until the hand receipt is cleared. 

3.3.3.2.  If the property is lost, stolen, damaged, or destroyed by another person, the original signer may still be held liable.

3.3.3.3.  Property will not be deployed without being properly invento​ried and hand receipted.   Flights are recommended to make pre-deployment checklists of property to be deployed, by item and serial number, to streamline the accounting procedure in emergencies.  These checklists, when completed and signed, can serve as valid hand receipts.

3.4.  Temporary Hand Receipts

3.4.1.  Temporary hand receipts are issued when property is to be used, or when property is in the possession of an individual other that the property custodian, except for maintenance, for 90 days or less.  The hand receipt will be issued using an AF Form 1297, Temporary Issue Receipt and will be completed by the property custodian.  In the presence of the individual receiving property, the custodian inventories those items to be released, noting serial numbers/part numbers and completeness (to include cables and component parts).  The individual receiving the property reviews the hand receipt and, if satisfied it is accurate, signs their payroll signature in Block I.   The AF Form 1297 is then kept on file by the property custodian until the property is returned.  Upon return of the equipment, the AF Form 1297 will be given to the person who signed out the item after an inventory of the item has been completed.  The return of the AF Form 1297 signifies that the item has been returned to the equipment custodian and that the individual who signed out the item is no  longer responsible for the item.

3.5.  Sub-Hand Receipts

3.5.1.  Sub-Hand Receipts are issued to assign custodial responsibil​ity of  property for duration’s of more than 90 days (except for deployments or maintenance).  The Sub-Hand receipt will be issued using a DA Form 2062, Hand Receipt/Annex Number, Temporary Issue Receipt and will be completed by the property custodian.   Both the custodian and the individual receiving the property conduct a complete inventory of all property to be issued, to include serial numbers and completeness.   The individual receiving property will compare the hand receipt prepared by the property custodian with the inventory and verify that it is accurate before signing.  The receiver will sign the receipt vertically in the appropriate column  with their payroll signature and the date.

3.5.2.  Sub-hand receipts are cleared when a replacement is appointed for the previous receipt holder  or if the items on the DA Form 2062 are returned to the property custodian. 

3.6.  Deployment/Redeployment of Property

3.6.1.  The Flight Commander/Flight Chief and/or the flight property manager will supervise the recording, and loading of flight property.   All property will be inventoried as it is loaded.  The Flight Commander/Flight Chief  of the deploying flight will sign the deployment inventory, accepting custodial responsibility for the property marked as deployed.  Three copies of the signed checklist will be made.  One copy will go with the Flight Commander/Flight Chief, one will remain in the flight property file, and the third will be maintained at the flight’s home base.

3.6.2.  When a flight redeploys its equipment, the same deployment procedures will apply.  In addition to the inventory of all property, all redeployed property will be cleaned and checked to make sure it is operational before turn-in.  Malfunctioning or broken equipment will be listed by serial number and problem on the inventory checklist.  The property custodian will compare the redeployed checklist with the checklist copy left behind and any discrepancies will be noted on the master property list.  Lost, stolen, damaged or destroyed property will be reported to the owning agency.  Damaged and malfunctioning property will be listed on a maintenance log by serial number and malfunction.  A DA Form 2407, Maintenance Request, will be completed and the property will be turned over for repairs as the maintenance scheduling allows.  When the property custodian is satisfied that all deployed property has returned and is either functional or listed for maintenance, or that lost or stolen property has been reported to the supported agency, all three copies of the deployment checklist will be destroyed.

4.0.  Definitions:

4.1.  Accountable Individual:  An individual officially designated and imposed by law, lawful order, or regulation with the duty to maintain accurate records of property or documents.

4.2.  Custodial Responsibility:  The responsibility incurred when an individual accepts custody of property.  In the specific, it is the responsibility to safeguard property against loss, theft, damage or destruction an individual accepts by signature of a hand receipt or by verbal acknowledgment of the charge to care for property.  In general, it is the responsibility of all Air Force members to safeguard government property from loss, theft, damage, or destruction.

4.3.  Pecuniary Liability:  The legal obligation to pay for the loss, destruction, or damage of property.  With regard to property management, an individual incurs pecuniary liability for the loss, destruction, or damage to property for which he is has custodial responsibility, caused by willful misconduct, deliberate unauthorized use, or negligence in the use, care, custody, or safeguarding of the property from causes other than fair wear and tear.

4.4.  Property:  All government equipment, supplies, vehicles, buildings, furniture, appliances, and fixtures.

4.5.  Property Custodian:  Any person designated by the organization commander or Flight Commander/Flight Chief to have custodial responsibility for government property in their possession or under their control.

4.6.  Property Manager:  Any person designated by the Flight Commander/Flight Chief to manage, maintain, secure, procure, and protect flight property.

4.7  Signature Authority:  Authorization from the Commander, or Flight Commander/Flight Chief, to sign for or release property.

4.8.  Flight:  For simplicity, all Combat Weather Teams, Sq HQ, and geographically separated units will be referred to as "flights".  All procedures and responsibilities specified in this SOI  apply equally to each flight unless otherwise specified.  "Flight” is used in a general sense when outlining policies and procedures to indicate that every flight member, but especially the Flight Commander/Flight Chief , is responsible for knowing and following them.

4.9.  Unauthorized Use:  The use of property without the authorization of the primary property custodian and/or in a manner contrary to established operating instructions that will clearly result in the damage or destruction of the property.
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