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Flow of Domestic Requisitions

SUB-IEPOT
(or similer unit)

Requisitions are
onde up and approved
Yy the office muthor-
ized to make that de-
cision and then forward
to the Coatrol Depot.

-1t -

L DEPOT
3

CCITRAL TEPCT
(or eimilar unit)

Requieitions are mgde
and forwrded to the Sip-

RECGRDING & BCUTING

A register is kept
of all inconing requi-

EDITING

Requisitions are edit-
ed for prover nomencla-

items recuisitioned a~

STOCK KECGRTS
The unit checks the

nal Officer, Alr Service
Comnond, Prtterson Fld.,
Fairtield, Ohio, Un-

nurbered items should be
on n separste requisition
1f it i¢ certain that

the items are unnumdered.

The requisition must
be approved by the Post
Commander or the officer
authorized to mnke thot
decision,

170 SIG. OPFICER 4.5.C. FRON CONTROI

The "Basis for Requi-
sitlon" shculd be added
.{uat below the caption
"articles'.

1f a Sub~Depot has
requisitioned supplies,
the items in the Control
Tepot stock &re shipped
to the 3ub-Depot and the

sitions and a8 ASC numb- ture, autrority, correct * gainet the stock records
cr is escigned to each stock nutbers, etc. Any of depots and if items
requisition, informtion needed to are availeble there the
clarify the requisition requisition is so marked.
is added.
SIBSTITUTION (EDITING) CONPILATIONS
o st s e reqisition
iteme after the requisi- o e P ey BEVIEN (COFILATIONS)
tion 18 returned from v*ax{ious rocurement cen-
Stock Records. Those ters, q“g,‘ as SCFD. 0SO The extract requi-
iteme which sre not in (Pnil ) "0 (Arling- sitions are reviewed
stock on cards ere SR g P

checked for an's tech-
nical sudstitution which
c~n be made, which may
be in stock. All remsin-
ine items which substi-
tution cannot be mde on,
are extracted to procure-
ment districts.

ton).

Action mumbers are
aseiZned in this unit.

This unit also ad-
vises consisnee of can-
celled items,

for errors, etc. and
checked ggainst the
original requisition.

iteme not in stock are
extracted to the Signal
Officer, Air Service Com-

r

wand, In certain spec-
ial instancee the Control
Depot may request that
the uptues ve shipped
direct to the Sub-Depot.

CONTROL :
(Recording & Routing)

A Follow-Up dnte is
wat on the Routing Con-
trol Slip and then eent
to File,

FILE

Completed extract re-

sitione are eent to

icer in Charge Dom-
estic Distridtution Unit
for signature and mailed
to the various procure-
ment centers .and extra
copies are filed,

70 VARIOUS PROCURENENT CENTERS

for Airborne Equipment

cso
(Ptla.)

Co
(arlington)

Number

INCQMIRG FILE

]
i
i
|
1
)
|
Renuisitione filed ',
nc:ordl?g to Station '
in numerical -
order b reouisition).
Cory of oricinal remi-
sition filed here,

FOLLOY-TP (FILE)

On a sat date requeste
are mads t» the mrocure-
ment centars as to the
statue of the requisition.

ASC FILS

Filed in mmerical
order in grouwps of tene.

CQSTRAL DEFOT

Sopnlies are received
and talleyed in and then
stocked.

If these eupplies
have been on back arder
to a &b-Dvp:;dM are
to the proper P‘-‘W‘M

SUB-[NPOT

Equd ¢ recelived and
tall in; shipplng
ticket shed and
then return to the Con-

trol Depot.




SUPPLY-ACCOUNTABILITY-RESPONSIBILITY

It is suggested that every supply officer get a copy of TM-452 (Technical
Manual), subject, Signal Supply, ASC, Memo 135-1, AAF Reg. 65-10, dated
December 17, 1942, and W.D. Cir. 52.

Be sure that all property shipped to you is carefully checked in. See that

you have a responsible party OK a shipping ticket before you sign it.

On property being shipped out see that it is double checked.

Spot inventory your stock often.

See to it that the person in charge of your stock records and bin cards are
extremely accurate in this work.

Try to personally approve all property that goes out of your warehouse on
Memorandum Receipt.

Be sure that only authorized persons sign Store Charges.

Follow these rules, use good common sense, and you will have nothing to

worry about.

Accountability and/or responsibility devolve upon any person to whom pub-
lic property is intrusted and who is required to maintain a property account
thereof.

An officer who carries property on a stock record account and has such
property in his possession, either in use or in storage, has ‘‘accountability’’
but not “responsibility” for property which he hasissued to others on memo-
randum receipt. The accountable officer continues to carry on his stcick

record account the property issued to others on memorandum receipt.
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An officer who has given a memorandum receipt for property will not taks
such property up on a stock record account, and is not ‘‘accountable’’ there-
fore, but becomes responsible for its care and preservation and will not be
relieved of such responsibility until he has returned the property to theac-
countable officer or secured memorandum receipts from a successor, or un-

til he has otherwise been relieved by the operation of regulations or orders.

The property of the Military Establishment is divided into three classes,
and includes real property, permanent property, and supplies.

Real property includes lands, grounds, buildings, docks, piers, offices,
storage spaces, etc., and when in current service will be carried on the per-
manent historical records and will not be taken up on the property accounting
records described herein except when held awaiting sale, salvage, or other
disposition.

Permanent property includes permanently installed machinery, appliances,
and apparatus, and will be taken up on the permanent historical records and
dropped from the property accounting records.

Supplies include all raw materials, commodities, manufactured articles,
meaﬁs of transport, unit assemblages, and units of equipment, procured,
stored, or issued to the Army, and, unless permanently installed, are ac-
counted for on property accounting records. Supplies are classified as ex-
pendable and nonexpendable:

a. Property of the following classes is expendable:

(1) Articles which are ‘‘consumed’’ in the maintenance and upkeep of
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the public services as distinguished from ‘‘worn,”’ such as oil,
paint, forage, cleaning and preserving material, etc.

(2) Articles such as spare and repair parts, and components which are
used to repair or complete other articles and thereby lose their
identity.

(3) Articles which are attached to and become a permanent part of a
building.

(4) Materials used by governmental activities in manufacturing, and
for testing and experimenting purposes.

(5) Ammunition when used within the prescribed allowances and for
prescribed purposes.

b. Accountability for nonexpendable property is retained until the prop-
erty is transferred, worn out or otherwise disposed of, and the manner in
which accountability is terminated.

All property is further classified alphabetically to indicate its condition of
serviceability. Class ‘“A”’ indicates new property; class ‘“B’’ reclaimed
property, or property used but still serviceable; class ““C’” is unserviceable
property the condition of which justifies reclamation; and class ‘“D’’ is un-
serviceable property not fit for reclamation, including waste products, and

property which has been declared obsolete by the War Department.
Accountability for public property will not be transferred to a warrant

officer, enlisted man, or civilian employee when there is a commissioned

officer present.
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The sale, gift, loan, exchange, or other disposition of any Government

property not specifically authorized by law, regulations, or orders is illegal.

Salvage officers, and officers in charge of reclamation, or similar agen-
cies established under property authority for the purpose of reclaiming such
component parts as may be worth reclaiming of articles damaged or other-
wise rendered unserviceable beyond the stage of economical repair, will not
be required to maintain a stock record account, as contemplated herein, of
the property turned in for salvage or reclamation, but the Chief Signal Officer
will require such records to be kept of the property turned in for saivage or
reclamation as will permit the final disposition of all property, including both

the reclaimed components and the reclaimable residue, to be traced.

Officers will be responsible for the property issued to them on memoran-
dum receipt for their own use or for the use of those under their control.

When an officer or other individual is detached from duty at a post, camp,
or station, or is separated from the service by resignation or discharge and
holds public property on memorandum receipt, he will turn in such property
and effect a settlement before leaving. It will be the duty of the commanding
officer to see that the prescribed settlement is effected before the departure

of the officer or other individual concerned. The property officer will take
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possession of such property, carefully check same, and issue a credit slip in
duplicate, on which will be listed the articles taken in, the original of which
will be sent to the person concefned and the duplicate retained. Should dam-
age, not the result of wear and tear in the service, or a shortage be found to
exist, the property officer will advise the officer concerned with a view of
securing an adjustment before taking steps to effect collection of the value

of the articles short or damaged.

Officers will be designated by the commanding officer of posts, camps, or
stations who will sign memorandum receipts for, and be responsible for prop-
erty issued for the general current use of the post, camp, or station, and not

issued to organizations or individuals.

In accomplishing the inventory of property and supplies the following pro-
cedure may normally be followed:

a. Original packages and packages that have been assembled, verified,
‘marked, and sealed locally need not be opened for inventory if there is no
evidence indicating that they have been tampered with. As large a proportion
as practicable of property and supplies to be inventoried should be kept in
such packages, and the contents as listed thereon may be accepted for inven-
tory purposes. Other expedients absolutely insuring that any tampering will

be made evident are authorized.
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b. In an appropriate case the balance on hand of an article may be deter-
mined for inventory purposes by comparing the total weight of all articles on
hand with the ascertained weight of one or of a definite number of such arti-
cles; likewise, the total number or weight may be determined by comparing
the total cubic feet dimensions of all such articles on hand with the ascer-
tained number or weight of such articles in a cubic foot, or in a definite num-
ber of cubic feet. In case the balance as determined by weight differs no
more than 2 percent from the balance shown on the stock record cards, the

latter will be considered the true balance on hand.

Whenever it is necessary or desirable to change the nomenclature under
which an article is carried on a property account, or to account by individual
items for property which has formerly been accounted for as a complete unit
or set of parts, or vice versa, an over, short, and damaged report will be pre-
pared in duplicate as debit and credit vouchers, listing thereon the former

¢

nomenclature and quantity as the ‘‘quantity short’’ and the new nomenclature
and quantity as the ‘‘quantity over.’’ The items listed as ‘‘quantity short’’
will be taken up‘ in lieu thereof. Where the number of items involved re-

quired it, lists may be prepared and attached to the over, short, and dam-

aged report.
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When public property is lost, destroyed, damaged, or rendered unservice-
able, except for fair wear and tear in the military service, it is necessary to
investigate the circumstances and determine whether the officers or other
persons responsible for the property were at fault or negligent in their duties.
An investigation of this nature is conducted by an officer specially appointed
for the purpose. The report which he renders is known as a ‘‘Report of Sur-
vey.”’

Officers and other persons responsible for public property will be charged
for any loss or destruction of, or damage to, property for which they are re-
sponsible, a4nd the money value thereof will be deducted from their pay, un-
less they are relieved from responsibility for the loss, destruction or damage

by an approved report of survey, or in other manner inaccordance with regu-

lations.

Unserviceable and obsolete property is, with reference to its disposition,
divided into classes as foliows:

a. Class I--Property worn out or otherwise rendered unserviceable by'
fair wear and tear in the service, and property declared obsolete by the Chief
Signal Officer when in his opinion no responsibility attaches to any individual
for the public service.

b. Class II--Property rendered unServiceable from causes other than
fair wear and tear in the service, and property declared obsolete by the Chief
Signal Officer when in his opinion responsibility attaches to an individual, or

individuals, for the unsuitableness of the property for the public service.
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Wrecked aeronautical equipment. - Aeronautical equipment rendered un-
serviceable through wrecks resulting from flights ordered or authorized by
proper authority will be considered as property of class I, except when it is
determined by an approved survey that the wreck was due to the fault or
neglect of some person or persons.

Whenever loss or destruction of, or damage to, public property occurs,
requiring the action of a surveying officer, a report of survey will be re-

quested by the responsible officer as soon as practicable and in every case

within 30 days after discovery of the loss, destruction, or damage, unless ex-
ceptional circumstancés, which will be explained by the officer’s certificate
prevent such action within the prescribed period.

The money total on each sheet of a report of survey in the column headed
““Value’’ will be initialed by the responsible officer. No money total will be
initialed.

Erasures, interlineations, and other alterations in the written matter of a
report of survey must be initialed by the officer making them.

Whenever the quantity of property delivered by a carrier does not agree
with the quantity listed on the corresponding shipping ticket or bill of lading,
or whenever the property is received in a damaged condition, a notation of

such shortage or damage will be made on the bill of lading given to the
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carrier and W.D., Q.M.C. Form No. 445 (Over, Short, and Damaged Report)
will be prepared by the receiving officer.

Great care will be taken to prevent property once condemned and ordered
dropped from property accounts from being again presented for inspection.

The responsible officer will certify on the inventory and inspection report
that the property has not been previously condemned.

Electrical measuring equipment, such as voltmeters, ammeters, voltam-
meters, and similar instruments will, when unserviceable and requiring re-
pairs other than simple things as soldering loose connections, replacing nuts,
screws, and any external hardware, be shipped to a signal corps depot for re-
pair, except that authorization may be obtained for local repair, when com-
petent personnel and adequate equipment and facilities are available.

Whenever a quartz crystal fails to operate satisfactorily cr becomes de-
fective, it should be shipped with holder to the Signal Officer A.D.C.A.C., to-
gether with a certificate setting forth the circumstances under which the
crystal became defective. If, however, upon inspection it develops that the
crystal shows mechanical defects or is broken or punctured, the unservice-
able crystal should be placed on a survey or on an inventory and inspection

report, as the circumstances warrant. If the crystal is disposed of in ac-
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cordance with regulations, the holders should be removed and forwarded to
the Signal Officer A.D.C.A.C.

All vacuum tubes; mercury arc, Cooper-Hewitt, Rectigon, Tungar bulbs
and electric light bulbs, except as provided in list below, which have become
unserviceable through normal use (fair wear and tear), or through other
causes, will be placed on inventory and inspection reports of survey, as cir-
cumstances warrant,

Vacuum tubes having a rating of over 100 watts, which fail to render 1,000
hours of service, will be reported fo the Chief Signal Officer for disposition.
Report of failure will be made through the proper channels and the following

tube data furnished:

a. Station at which failure occurred.

b. Type of tube: Signal Corps ... manufacturer’s.

c. Contractor and order on which tube was purchased.
d. Serial number of tube.

e. Date tube was accepted by inspector.

f. Requisition number and depot from which tube was shipped.
g. Date tube was received at using station.

h. Date tube was placed in service.

i. Date tube became inoperative.

j. Total hours in operation prior to failure.

k. Probable cause of failure.

=

Remarks and recommendations.
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A transfer of public property involves a change of possession and ac-
countability. In ordinary cases of transfer the transferring officer will fur-
nish the receiving officer with shipping tickets in duplicate,accurately enum-
erating the property, and the latter will return one signed copy. In cases in
which complete transfer of property occurs, instead of exchanging shipping
tickets as above provided, both the transferring officer and his successor will
satisfy themselves by count and examination, under their personal super -
vision, that all balances on the stock record cards are actuélly on hand and
in the condition shown on the cards. When excesses are found upon taking an
inventory inci(}ent to transfer of property, they will at once be taken up on the
stock account,and when loss,; damage, or deficiency is discovered a surveying
officer will at once investigate and ascertain the cause thereof, which he will
report, with his conclusions as to the responsibility for the same.

When an officer is relieved from duty as property officer, a physical in-
ventory will be made of such number of items of propertyas may be necessary
to satisfy the officers concerned of the correctness of the balances shown on
the stock record accounts.

The officer being relieved of accountability will prepare, in triplicate, a
list of balances as shown by the stock record accounts. The officer being re-
lieved of accountability and the officer assuming accountability will sign

certificates as follows on all copies of the statement of balances:
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. 19

(Place) (Date)

I certify that the balances shown on the stock record account of the

as of the above date, last voucher No.
(Destination of the account)

dated 19 , are true and correct to the bestof my knowledge

and belief, and that the property has this date been turned over to

(Name of
pursuant to

receiving officer) (Order directing transfer)

(Officer turning over property)

I certify that I have received from predecessor,

all property pertaining tothe above designated stock record account for which
my said predecessor is accountable; as shown by the last audit of the account
plus all proper charges against and less all authcrized credits to my pred-
ecessor’s account to the time of transfer, last voucher No.___ , dated

, 19 , and that I have this date assumed accountability for

the property pertaining to this account.

(Officer receiving property)

APPROVED:

(Commanding).
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One copy of the statement of balances will be retained by the officer who
isrelieved of theaccountability; one copy will be filed with the property records,
and one copy will be sent immediately to the corps area finance officer for

the auditor’s file.
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