

DEPARTMENT OF THE ARMY

BROOKE ARMY MEDICAL CENTER

FORT SAM HOUSTON, TEXAS  78234-6200


REPLY TO


ATTENTION OF

MCHE-TC                                                                                     
6 August 2003

MEMORANDUM FOR TROOP COMMAND, BROOKE ARMY MEDICAL CENTER (BAMC), PERSONNEL, FORT SAM HOUSTON, TX  78234-6200

SUBJECT:  Change of Command Procedures (Policy Memorandum #15)

1.  The BAMC Troop Commander will notify the incoming and outgoing commanders of the change of command date and the requirement for a joint change of command inventory via the HHC supply NCO.  Incoming commanders will receive a minimum of 30 days to complete the change of command inventory.  The incoming Commander reserves the authority to waive the 30-day inventory requirement.  A request to waive the 30-day inventory period must be made in writing to the General Installation Property Book Office, Fort Sam Houston.

2.  Units will coordinate with the Troop Command S-1 to conduct a Personnel Asset Inventory (PAI).  Units are responsible for ensuring all personnel verification of the PAI.

3.  Outgoing Commander.

     a.  Perform a pre-change of command inventory and update hand receipts with change and property adjustment documents.

     b.  Notify sub-hand receipt holders of when, where, and how the inventory will be conducted.  If required publish a memorandum for instruction to the unit for specific guidance.

     c.  Order current publications for equipment on hand if not available.  

     d.  Comply with specific instructions in the references identified in paragraph 3a.

4.  Incoming Commander.

     a.  Comply with specific instructions in the reference in paragraph 3a, and any 

received from the Property Book Officer.

     b.  Use the HHC supply NCO and the PBO for assistance to ensure for a complete inventory.
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5.  Incoming and Outgoing Commanders.

     a.  Schedule and receive briefing/special instructions from the Troop Commander prior to conducting the inventory.

     b.  Schedule and receive a briefing from the Central Installation Property Book Officer CIPB 1 week prior to the beginning of the joint inventory.  The CIPB will provide a packet of instructions and references necessary for the inventory.

     c.  Prepare a joint change of command inventory results memorandum to Troop Commander.  (Encl)  

     d.  Brief the HHC supply NCO upon completion of the inventory and property book sign-over at least 2 days prior to the desk side brief with the Troop Commander.

     e.  Conduct a desk side briefing to the Troop Commander; schedule the appointment through the S-1 administrator.                

                                                                       //s//

Encl                                                         JAMES A. MUNDY

as                                                             COL, MS

                                                                 Commanding

 
POLICY MEMORANDUM #15

Example  Joint Change of Command Inventory Results

MCHE-TC                                                                                                 DATE:

MEMORANDUM FOR COMMANDER, TROOP COMMAND, BROOKE ARMY MEDICAL CENTER (BAMC), FORT SAM HOUSTON TX  78234-6200

SUBJECT:  Desk Side Briefing          

1.  After completing inventories, Commanders will prepare a desk side brief for the Troop Commander.  The desk side brief will consist of the following information:

     a.  Schedule of inventories.

     b.  Deviations to schedule of inventories.

     c.  Deficiencies:

          (1)  Attach documentation of all discrepancies noted on  change of command inventory. 

          (2)  Report of Survey:                 Item           Cost
          (3)  Statement of Charges/         Item           Cost
Cash Collection Voucher

          (4)  Distracters to Inventory

          (5)  Issues

2.  The above information will be presented to the Troop Commander in a slide presentation.
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