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Chapter 1

HAND RECEIPTS

1-1. HAND RECEIPTS POLICY:  The Property Book Officer (PBO), Logistics Support Division,
Safety Security and Administration, will control all supplies and equipment for the operation of the
Headquarters (HQ).  The PBO will be accountable for all Category I, II, III, and pilferable minor equipment
loaned to Directorates/Staff Offices, and through the assistance of the Property Book Clerk (PBC), shall
maintain adequate records for the accountability of such equipment in their custody.

1-2. APPLICABILITY:  This policy assigns responsibilities and procedures for hand receipts of HQ
DeCA Category I, II, III, and minor equipment and is applicable to the PBO, PBC and Hand Receipt
Holders.

1-3. GENERAL:  This policy applies to all HQ DeCA, for obtaining and accounting for nonexpendable
and durable equipment in accordance with the appropriate regulation.

1-4. RESPONSIBILITIES:

a. Directors/Chiefs of Staff Offices shall:

(1) Appoint hand receipt holder(s).

(2) Assure that a complete inventory is performed within 10 working days after a new
hand receipt holder (HRH) is assigned.

(3) Forward a notice to the PBO within three working days after completion of the
inventory, that the new HRH accepts full responsibility for all items on the hand receipt.

(4) Notify the Logistics Support Division within one working day by telephone and
within three working days in writing of all personnel actions directly impacting HRH, positions; i.e.,
position changes and lateral transfers.

b. The Property Book Officer will:

(1) Maintain a program for accountability of HQ DeCA I, II, III, and minor equipment
considered pilferable.

(2) Maintain an accurate up-to-date listing of all property records.

(3) Maintain a current register for all authorized HRHs with Signature Cards, DD
Form 577 (see attached for sample DD Form 577).

(4) Maintain an accurate up-to-date Property Listing.

(5) Assign all bar code and serial numbers to equipment.

(6) Assure all necessary bar codes and marking are accomplished.

(7) Dispose of excess/unserviceable material in accordance with existing regulations.

(8) Maintain all equipment that is leased or rented for more than 120 days (new
contracts and renewals) on the Property Listing and formally hand receipt to proper custodian.
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(9) Maintain all FIPE equipment on the Property Listing.

c. The Property Book Clerk will:

(1) Maintain and update property records in the mechanized system for all category I,
II, III, and minor equipment.

(2) Provide assistance to the HRH for the annual inventory and at other times, as
required.

(3) Furnish HRH a current hand receipt listing when an inventory is required or as
needed.

(4) Inform HRH of locally assigned National Stock Numbers (NSNs).

(5) Process required documentation for turn-in of excess equipment or transfer from
one hand receipt holder to another.

(6) Request disposition instructions from Defense Automated Resource Information
Center (DARIC) and IM as required for excess equipment.

(7) Prepare documentation for final disposal upon receipt of disposition instructions.

d. Hand Receipt Holders will:

(1) Initiate memorandum for equipment requirements.

(2) Maintain hand and sub-hand receipts and related files.

(3) Perform an annual inventory of all hand receipt items.

(4) Initiate DD Form 1150 (See page 1-6) within HQ DeCA and East Service Center to
transfer and turn-in excess/unserviceable equipment and forward to Property Book Clerk (PBC).

(5) Sign for and accept custody of all items that meet the hand receipt requirements.

(6) Notify PBC, when an item is lost, damaged, or destroyed.  Initiate a DeCAF 40-70,
Government Property Lost or Damaged Survey Certification (See page 1-7) or DD Form 200, Financial
Liability Investigation of Property Loss (See page 1-8), when property is lost, damaged or destroyed.

(7) Ensure that bar codes and serial numbers are visible for inventory purposes.

(8) Property required to go off post for official business must be authorized by a
temporary hand receipt (DD Form 1150).  This document may be signed by the HRH or subhand receipt
holder.  Directors/Chiefs of Staff Offices will establish internal controls to ensure that equipment will be
utilized for official Government business only.

(9) Property required to go off post for official business and to be kept at an
employee's residence, must have a letter of authorization from Directors/Chiefs of Staff Offices stating that
it is mission essential.  A copy of the authorization must be provided to the PBO.  The PBO will then
provide individual with a typed Request for Issue or Turn-in, DA Form 3161, listing the property to go off
post and will be signed by the individual and the PBO.  Property must be returned to the PBO annually in
order to be inventoried for accountability purposes.
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e. Controls:

(1) Logistics Support Division shall be the control point for all accountable equipment
and shall maintain a register of all authorized Hand Receipt Holders.

(2) Equipment identification and control will be by the use of location bar code,
manufacturer's serial number, model and equipment bar code.  When duplication of a serial number occurs,
the old number will be canceled and a new one assigned.  A prefix or suffix will be added to one or more of
the serial numbers.

(3) Sub-hand receipt holders will be established down to the Branch level.  Sub-hand
receipts will further be established below the Branch level where there are multi locations.

(4) When special circumstances or shift operations require the use of equipment by
succeeding work shifts, the shift supervisor becomes the property custodian of the equipment and assumes
responsibility for reporting the loss or damage to equipment before work begins on that shift.  The preceding
shift supervisor shall be responsible for all losses of or damage to property reported at the start of the
following shift.  Written reports of the loss of or damage to equipment must be filed within 24 hours of
discovery with the Hand Receipt Holder (through the Sub-hand Receipt Holder, if appropriate).  If within 24
hours of its discovery a shift supervisor fails to report in writing the loss or damage of equipment, a survey
officer in any subsequent report of survey may consider this as evidence the shift supervisor could be held
responsible for the loss or damage and that it occurred through his/her negligence, willful misconduct or
unauthorized use.  Sub-hand receipt holders will complete formal physical inventory at least monthly to
ensure the equipment losses or damages have been reported.

(5) Equipment which is leased for more than 120 days (new contracts and renewals)
will be recorded on the Property Listing and formally hand receipted to the responsible property custodian
for control.  The value of the leased equipment will be maintained at zero dollars to ensure general ledger
accounts are not affected.  Should the leased property be ultimately purchased, the value of acquisition will
then be recorded in the Property Listing.

(6) Federal Information Processing Equipment (FIPE) will be entered into the Property
Book Listing.  HRH will hand receipt as the responsible custodian for all FIPE.  HRH will, in turn, sub-hand
receipt FIPE to the authorized directorate/staff FIPE POC controlling the equipment.

f. Reporting FIPE Malfunction/One Time Repair:

(1) User of equipment contacts their directorate/staff FIPE point of contact (POC).

(2) If FIPE POC cannot resolve the malfunction(s), POC completes DeCAF 30-9
Office Automation Request and contacts Office Automation (OA), Ext. 4-8634.

(3) OA personnel determine the failure.  If the equipment needs repair OA completes
problem description block explaining the failure in detail.  The FIPE POC fills out DeCAF 30-41, Repair
Tag and attaches it to equipment.  FIPE POC submits the DeCAF 30-9 to SAL for a one time repair.  SAL
submits PR&C to ESC contracting.  The vendor reports to SAL for location of equipment to be repaired.
The vendor repairs the equipment, notifies the FIPE POC and returns the invoice to SAL so that a receiving
report can be initiated.  If the vendor needs to remove the equipment from the premises for repair, the FIPE
POC will retain the top copy of DeCAF 30-41 then notifies SAL before departing the building.  The FIPE
POC is responsible for notifying the HRH.  (Sample of DeCA Forms 30-9/30-41 attached.)

g. Property Records:
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(1) Directorates/Staff Offices shall make all equipment requests or turn-in actions.
Logistics Support Division shall be responsible for the processing and delivery of these requirements and
maintaining property records to reflect these changes.

(2) The HQ DeCA Property File shall be maintained by the PBC to reflect the
assignments of all accountable equipment.  A copy of this listing shall be furnished to each HRH a
minimum of once a year or upon change of HRH or when requested by the HRH.

(3) Each HRH will be assigned an account number.

h. Transfer of Equipment Between Hand Receipt Holders:

(1) Requests for transfer of equipment between HRH will be prepared by the losing
directorate on DD Form 1150.  A copy of the DD Form 1150 will be forwarded to the PBC to be approved
by PBO.

(2) The PBC will verify the information on the DD Form 1150 and process the
transaction in the appropriate property records.

(3) The signed copy of the DD Form 1150 will be maintained by the HRH of the
gaining directorate until the next formal inventory of the hand receipt listing.  Upon verification of all
transactions and obtaining the signature of the responsible hand receipt custodian on the new hand receipt
listing, the DD Form 1150 may be destroyed.

(4) HRH are responsible for initiating necessary documentation for loss, damaged or
destroyed items, i.e., Cash Collection Voucher, Statement of Charges, GPLD, or Report of Survey.  (See
attached for samples of forms.)

i. Inventory:  A 100% inventory of accountable property assigned to each Directorate/Staff
Office will be performed every year by the applicable HRH or upon change of HRHs.  At the time of the
inventory, the current Property Listing will be provided to the HRH.  Within 30 days after receipt, the
inventory will be completed and results will be forwarded to Logistics Support Division.  The completed
inventory document must also include a listing of all accountable property items within the Hand Receipt
area that are not shown on the Property Listing.

j. Loss, Damage or Destruction of Equipment:  Whenever the loss, damage or destruction of
accountable property is revealed, the PBO or HRH, whichever has custody of the property, will take action
to be relieved of property responsibility and/or accountability.  DeCA Form 40-70, Government Property
Loss/Damage Report, or DD Form 200, Financial Liability Investigation of Property Loss, (see attached for
sample of DD Form 200) will be initiated in accordance with instructions contained in DoD 7200.10-M.
Accounting and Reporting for Government Property Lost, Damaged or Destroyed.  If criminal investigation
is appropriate, action will be taken in accordance with DeCAD 40-2, Equipment, Supplies and Materials and
Services.  Negligence standards for determining liability for lost, damaged or destruction of property will
apply IAW DoD 7200.10-M, page vii, paragraph 21.  (Instructions for the preparation of DD Form 200 and
a sample of DD Form 200 are attached.)



DeCAD 30-21    December 30, 1994

1-5

Signature Card
DD Form 577
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Chapter 2

FIRE PREVENTION

2-1. FIRE PREVENTION POLICY:  This chapter establishes the policies and procedures governing
fire prevention measures for all areas of HQ DeCA and ESC for which the Director has responsibility.

2-2. APPLICABILITY:  This policy applies to all personnel working in Building P-11200,
T-7122 and the separate storage building T-11200A.

2-3. REFERENCE:  U.S. Army Quartermaster Center and Fort Lee Regulation 420-3, Fire Prevention
and Protection, 15 April 1994.

2-4. RESPONSIBILITIES:

a. The Chief, Safety, Security, & Administration is assigned the responsibility of
administering fire directives for HQ DeCA and ESC.  The Logistics Support Officer is appointed Area Fire
Marshal.  The Area Fire Marshal is responsible for:

(1) Fire Prevention measures in all buildings and the outside areas assigned to DeCA
regardless of occupancy.

(2) Making visual inspection daily during normal duty hours and at the close of
business.  Determine the condition of fire extinguishers.

(3) Enforcing fire regulations and correcting fire hazards.

(4) Coordinating emergency evacuation plans and control of fire drills and salvage of
property.

(5) Posting fire plans in each section.  These plans will reflect only essential
information.

(6) Notifying the Post Fire Department about the type of impairment and location
within the building for each mobility impaired individual.

(7) Alerting the fire department personnel upon arrival on the scene of status of
mobility impaired personnel, location of fire, etc.

b. Directors/Chiefs of Staff Office shall:

(1) Assign a primary and alternate Building Fire Warden.

(2) Appoint primary and alternate personnel to assist each mobility impaired employee
assigned to the directorate/office.  Ensure enough alternate personnel are assigned each mobility impaired
employee to assure coverage during leave, TDY, etc.

(3) Ensure personnel appointed as Building Fire Wardens or assigned as fire
extinguisher operators are released as needed to attend required training.

c. The Building Fire Wardens are responsible for:
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(1) Rendering assistance to Area Fire Marshal for area in which his/her activity is
located.

(2) Inspecting his/her assigned area at close of business to detect and eliminate fire
hazards.

(3) Assuring that electrical hot plates, coffee makers, approved space heaters, and
other types of electric cooking/heating/cooling equipment authorized for use and not requiring constant
service, are being disconnected.

(4) In case of actual fire, assuring that all personnel are out of the building (when the
fire alarm has sounded) and that the building is secured before proceeding to extinguish the fire, if possible.

d. Due to flexitime and a need to assist the Building Fire Marshal in his duties, all personnel
are responsible for doing the following upon hearing a fire alarm or at the end of the duty day:

(1) Lend all possible assistance, without unnecessary or unreasonable risk to personal
life or health, in evacuation of the mobility impaired.

(2) Close office windows.

(3) Turn off office machines, appliances (not required to be left on) and lights.

(4) Close door when exiting.

(5) Time and conditions permitting, secure all classified documents, or take the
material with you when leaving the office and contact division security manager for instructions on
disposition.

(6) Exercise caution during evacuation of the building by walking, not running.
Special care should be exercised on stairwells.

e. Actions by individuals discovering a fire:

(1) Pull fire alarm and alert all personnel on the floor by calling out "FIRE."

(2) Notify the Fire Department, ext 911; report location of fire, street, building
number, and where fire is confined.

(3) Telephone ext 8109 to notify Chief, Logistics Support Division, SAL, of fire.

(4) Extinguish the fire, if possible.

(5) Lend all possible assistance to guide fire fighting equipment to scene of the fire.

(6) Report all fires, including fires that have been put out.

2-5. ASSEMBLY AREAS:  Personnel not engaged in fighting a fire will evacuate the building in the
manner shown on evacuation plan.

a. Persons on the first floor of P-11200 will exit through the nearest exit door and assemble on
the lawn across the street.
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b. Persons on the second floor will exit down the nearest stairwell and assemble on the lawn
across the street.  Those using the central stairwell will depart through the exit doors facing the front of the
building.

c. Persons on the third floor will exit down the nearest stairwell and assemble in the DeCA
parking lot.  Those using the central stairwell will depart through the exit doors facing the back of the
building.

d. Persons on the fourth floor will exit down the nearest stairwell and assemble in the DeCA
parking lot.  Those using the central stairwell will depart through the exit doors facing the back of the
building.

e. UNDER NO CIRCUMSTANCES WILL THE ELEVATOR BE USED DURING AN
EVACUATION.

f. Caution and safety will be exercised during the evacuation; personnel will walk, not run.
During the process of evacuating the building, it may become necessary for fire fighting personnel or other
appropriate authorities to issue emergency instructions by voice.  Evacuees must proceed to exits in a calm,
quiet manner, to permit verbal instructions to be heard during emergency situations.

h. Personnel will remain in the assembly area until the "all clear" sign is given by the Area
Fire Marshal or Alternate.

2-6. FIRE EVACUATION PLAN

a. Individuals discovering a fire will alert all personnel on his/her floor by calling out "FIRE"
and activating closest hallway alarm.

b. Call Fire Department, EXT 817, and report location of fire, street, building number, and
where fire is confined.

c. Primary/alternate fire extinguisher operators will make sure all persons are out of the
building and proceed to extinguish the fire if possible.

d. Time and conditions permitting:

(1) Determine if the mobility impaired need assistance in evacuation.

(2) Office personnel will secure all classified documents, or evacuate the material when
leaving the office and contact Chief, Security and Safety Branch for instructions on disposition.

(3) Personnel will also insure that windows, doors and file cabinets are closed and lights
are turned off.

e. All other personnel will evacuate the building in the manner shown on evacuation plan.
Caution will be exercised during the evacuation; walk, don't run.  Personnel will remain in the assembly area
until the all clear signal is given by the Area Fire Marshall or alternate.  Exit and assembly areas is as
indicated below.

(1) Persons on the first floor of P-11200 will exit through the nearest exit door and
assemble on the lawn across the street.  Those using the central stairwell, will depart through the exit doors
facing the front of the building.
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(2) Persons on the second floor will exit down the nearest stairwell and assemble on the
lawn across the street.  If using the central stairwell, will depart through the exit doors facing the front of the
building.

(3) Persons on the third floor will exit down the nearest stairwell and assemble in the
DeCA parking lot.  If using the central stairwell, will depart through the exit doors facing the back of the
building.

(4) Persons on the fourth floor will exit down the nearest stairwell and assemble in the
DeCA parking lot.  If using the central stairwell, will depart through the exit doors facing the back of the
building.

(5) UNDER NO CIRCUMSTANCES WILL THE ELEVATOR BE USED
DURING AN EVACUATION.

(6) Caution and safety will be exercised during the evacuation; personnel will walk, not
run.

(7) Personnel will remain in the assembly area until the all clear sign is given by the
Area Fire Marshal or Alternate.
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Chapter 3

SNOW AND ICE REMOVAL

3-1. POLICY FOR SNOW AND ICE REMOVAL:  This letter establishes the policies and
procedures for the removal of snow and/or ice from designated areas around Building P-11200 and the
building at 4300 Crossings.

3-2. APPLICABILITY:  This policy is for designated offices and personnel within the Safety, Security
and Administration Office (SA) with responsibility for snow and/or ice removal.

3-3. GENERAL:  Accumulation of snow and/or ice on the walks, steps, and other access routes to HQ
DeCA/ESC, Building P-11200 and the building at 4300 Crossings, during snow and/or ice storms represents
a safety hazard.  Procedures outlined in this policy letter will, to the maximum extent possible, neutralize
that hazard by the systematic removal of snow and/or ice.

3-4. RESPONSIBILITIES:

a. The Chief, Safety, Security and Administration is respon-sible for clearing snow and/or ice
from the walks, handicapped and VIP parking areas immediately adjacent to Building P-11200 and the
building at 4300 Crossings.

b. The Chief, Logistics Support Division (SAL) is responsible for staff supervision of snow
and/or ice removal operations, and will implement operations as required.  SAL will take action to activate
snow and/or ice removal plan as outlined.

c. Preparation:

(1) Prior to the onset of winter, SAL will ensure that materials are on hand to conduct
snow and/or ice removal operations.  Items should be picked up at the "U-Do-It" not later than November 15
of each year.

(a) Snow blower

(b) Snow shovels

(c) Melting agent

(d) Trash cans

(e) Rubber mats and runners

(2) At the beginning of the winter season, melting agents will be put in trash cans and
placed at each entrance to Building P-11200 and the building at 4300 Crossings.

d. Removal Operations:

(1) Snow and/or ice storms during duty hours:

(a) Mats will be placed inside the entrance.

(b) Snow and/or ice removal will begin as soon as accumulation is sufficient to make
the use of walks hazardous.
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(c) Snow and/or ice will be removed from designated areas based on the priorities
shown in attached area maps.

(2) Snow and/or ice storms during non-duty hours:

(a) Maintenance Leader will call in maintenance workers to initiate snow and/or ice
removal operations.

(b) Snow and/or ice will be removed from designated areas based on the priorities
shown in attached area maps.

(c) Melting agent will be sprinkled on walk areas once snow has been removed and/or
when ice is present.

(d) Directorate Public Works, Fort Lee will remove accumulated snow and/or ice from
the main parking lots at Building P-11200.  Bogese Group Commercial Real Estate will remove
accumulated snow and/or ice from the parking lot at 4300 Crossings Boulevard.

e. Administrative Action:  Continuity of Agency operations is essential.  Services that must be
performed for this purpose are an Agency prerogative.  Snow and/or ice removal that is vital to the
continuation of Agency operation must be performed by employees who will be designated in writing as
mission-essential personnel.  Mission essential personnel are required to report to or remain at their work
sites in emergency situations caused by adverse weather.  The written designation will also obligate the
employees concerned to report for duty during periods of mission-essential staffing, unless otherwise
directed.  Whenever it is necessary to invoke the provisions of this policy letter during non-duty hours,
ensure that all time is reported as follows:

(1) Timekeepers will be informed of personnel required for clearing operations during
non-duty hours and ensure that all time is properly reported.

(2) Chief, Logistics Support Division will monitor all actions to ensure that required
actions are taken and request overtime, as required.

(3) Chief, Safety, Security and Administration will review and approve, as needed,
overtime requests in support of snow and/or ice removal operations.
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Chapter 4

Energy Management Program

4-1. POLICY:  This letter establishes the policies and procedures necessary to reduce energy
consumption within Headquarters, Defense Commissary Agency (DeCA).

4-2. APPLICABILITY:  Policies, responsibilities and procedures in this policy apply to all
Headquarters, DeCA personnel stationed at Fort Lee.

4-3. REFERENCE:  U.S. Army Quartermaster Center and Fort Lee Regulation 420-4, Energy
Conservation Program, 13 May 1987.

4-4. RESPONSIBILITIES:

a. The Chief, Support Division, Directorate of Information Resources Management (IRM) is
responsible for administering the Energy Management Program.  The Logistics Support Officer is appointed
Energy Conservation Officer for HQ DeCA and will ensure the program is applies as outlined in Appendix
A.

b. Directors/staff office chiefs will appoint an Energy Conservation Monitor for their
directorate/staff office, who will ensure the requirements set forth in Appendix A of this policy are
established and followed.

4-5. ENERGY MANAGEMENT PROGRAM

a. Energy Conservation Monitors will forward a copy of their duty appointment to Logistics
Support Branch, Support Division, Directorate of Information Resources Management.

b. Energy Conservation Monitors will conduct inspections of their activities once monthly to
ensure implementation of this program. They will ensure each individual, military and civilian, is aware of
the importance of his or her contribution to the overall success of the program.

c. The Energy Conservation Officer will monitor the program to ensure its implementation and
will inspect all activities.  Copies of inspection reports will be forwarded to the Chief of Staff for information
and appropriate action.

4-6. STANDARDS AND PROCEDURES.

a. Central Air Conditioning.

(1) Air conditioning will be controlled by the Fort Lee Directorate of Engineering and
Housing (DEH); thermostats will be set at 78 degrees Fahrenheit.  If the temperature is colder than 78 degrees
Fahrenheit or hotter than 80 degrees Fahrenheit, the situation should be reported to the Energy Conservation
Officer who will make a preliminary investigation of the situation and will report it to DEH for correction if
necessary.

(2) When the air conditioners are operating, both regular and storm windows and
hallway/stairwell doors must be kept closed.  All window blinds and draperies should be closed on the sunny
side of the building to reduce heat gain through windows.
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(3) Do not block or obstruct ducts, vents, registers, thermostats, etc.  Should cold or hot
air be blowing directly on personnel within a room, the Energy Conservation Office should be notified.  An
attempt will be made to improve such situations.

b. Heating.

(1) Heating will be controlled by DEH; heat will not be turned on when the outside
temperature is above 60 degrees Fahrenheit.

(2) Room temperature should be approximately 65 degrees Fahrenheit; any temperature
readings of over or under should be reported to the Energy Conservation, who after a preliminary
investigation, will report the situation to !.

(3) Electric Resistance Heaters are not authorized unless approved in writing by SAL.
Exceptions will be made only in cases of extreme hardship where no other solution is practical.

c. Lighting.

(1) All nonessential lighting should be reduced, removed, or turned off.

(2) Light fixtures containing unneeded bulbs/tubes will either be turned off or have the
bulbs/tubes removed.  Coordination for this should be made with Logistics Support Branch, Support
Division, Directorate of Information Resources Management.

(3) Lights in buildings will not be left on for division personnel.  Custodial personnel
will use only those lights they require in the immediate area and will extinguish them when no longer needed.

(4) Task Light (desk lamp) is not authorized in areas with recommended levels of
general illumination.

(5) Purely decorative lighting should be eliminated.

d. Helpful Hint.  The peak period of energy consumption is in the afternoon.  Consideration
should be given to turning off all unnecessary lighting and office machines.  This does not include computers
and special equipment whose operation would be affected.
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