DEPARTMENT OF THE ARMY

110TH MILITARY POLICE GUARD COMPANY

FORT HOOD, TEXAS 76544

AVFP-110
11 February 2005
MEMORANDUM FOR Record

SUBJECT:  Arms Room Continuity Book

1.  The purpose of this memorandum is to establish continuity for the 110th Military Police Company (Guard) Arms Room.

2.   Initial Tasks


a. Local Files Check- A local files check (DA FM 7281-R) must be completed and on file in the Arms Room prior to assuming duties as the company Armorer. 



b. Hand Receipt- Upon assuming duties as the Arms Room NCOIC an inventory of all sensitive items needs to be conduct and the new NCOIC needs to sign for the equipment on the Sub Hand receipt.

 

c. Unaccompanied Access Roster- The out going Armorer must be removed from the unaccompanied access roster and the new Armorer must be added.

  

d. CIDS Access Roster- Ensure that the CIDS access roster is updated at the PMO Alarm monitoring and that you receive a Pin Code to access the Arms Room.

3.  Daily Checks

a. Signs- Every morning ensure that all required signs and information are posted on the out side of the Arms Room.  The wind and soldiers tend to make these disappear.

b. SF 702- Check the SF 702 to ensure that the duty armorer has properly filled it out during the night.  Also check that Staff Duty and CQ have completed their checks that night.

c. Service Paperwork- All paperwork from services and any maintenance that the duty armorer conducted during their shift will be ready for review and turn in to the ULLS clerk.
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d. Inventories- Checks of inventory paperwork and issue documents is a must ensure that the armorers and personnel that drew weapons have completed all paperwork correctly.

e. Access Rosters- Check Public Folders at the PMO for any changes to their access rosters.

f. Pass On Book- Check the Pass on book to ensure that armorers are completing all tasks during the night and that they are properly briefing their relief.

4.  Weapons Issue and Turn-in Procedures

 
a. Weapons Cards- All equipment in the arms room will be assigned to personnel on the MAL.  By doing this, a DA FM 3749 will be generated and printed for the soldiers.


b. Hand Receipts- Only a correctly filled out DA FM 2062 will be accepted by the Armorer for the individual’s assigned weapon.  All information on the 2062 will be legible; if not the weapon will not be issued.  An Example is posted outside of the Arms Room.  If the 2062 is not filled out correctly, or is illegible, the individual will not be issued a weapon until the deficiencies are corrected.


c. FH FM 550- All information on the 550 will be legible.  If the individual’s signature is illegible, then they must print their name.  An example is posted by the issue window.


d. Issue Procedures- Only one soldier is to be at the issue window at a time.  



i. The soldier will present to the Armorer either a DA FM3749 or a 

properly completed DA FM 2062.  The Armorer will verify that the individual is assigned to the 110th MP Co. or is authorized by the commander to draw a weapon from the Arms Room.  

ii. Once this has been verified, then the Armorer will hand the FH FM 550 to the individual.  While the FH FM 550 is being completed the Armorer will proceed with the weapons card to the appropriate rack and take out the weapon placing the weapons card in the slot assigned to that weapon.  The Armorer will then proceed with the weapon to the ammunition cage and get the ammunition required. 

AVFP-110

SUBJECT:  Arms Room Continuity Book


iii. At this time the Armorer will return to the window and verify the FH FM 550 was completed correctly.  Once the Armorer has verified that this was completed correctly and legibly, the weapon and ammunition will be issued to the soldier.   The Armorer will then complete the FH FM 550 by initialing in the appropriate place.

e. Turn in Procedures- Only one soldier is to be at the issue window at one time.


i. All weapons will be cleared at the clearing barrel by an NCO prior to turn in.


ii. Once instructed to do so the soldier will approach the issue window and hand the weapon and ammunition to the Armorer.  The Armorer will verify the serial number, stock number of the weapon, and the number of rounds drawn on the FH FM 550.  


iii. The Armorer will then proceed to place the ammunition in the appropriate cage, and then the Armorer will proceed to the appropriate weapons rack and compare the serial number of the weapon to the weapons card.  


iv. The Armorer will then take the weapons card back to the issue window and give the soldier the FH FM 550 to complete.  Once the Armorer has received the completed 550, he will ensure that it was completed correctly.  Once the Armorer has verified that the 550 was completed he will then return the weapons card to the soldier, and sign the 550 before calling forward the next soldier.


v.  The senior NCO for the shift will be the last soldier to turn in their weapon.  Prior to all personnel leaving the NCO will verify that all weapons and ammunition was turned in and accounted for.

5.  Accidental Discharge Procedures

a. In the case of and accidental discharge all arms room operations will cease until the following has occurred.


i. The Armorer will immediately secure the weapon and ammunition from the soldier involved.


ii. The Armorer will then get the name of the soldier and the name of the NCO supervising the clearing procedures.
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iii. The Armorer will then assist the CQ in preparing a 5W report, and have the CQ begin notifications.  CQ is to first call the individual’s involved Platoon Sergeant.


iv. Once notifications have been begun the Armorer will maintain the weapons and rounds and can then resume Arms Room operations.

6.  Missing Weapon or sensitive Item.


a.  In case there should be a weapon unaccounted for all Arms Room operations stop.


b.  Armorers will conduct a 100% inventory of all weapons and sensitive items in the arms room, while the NCOIC begins notification of the chain of command.



i.  NCOIC will brief the chain of command that a 100% inventory is being conducted to determine exactly what is missing.


c.  Once it has been determined exactly what is missing paperwork will be checked to see who was the last soldier to sign for that weapon.  Every attempt to contact this individual will be made, and the chain of command will be informed.  A search of the Arms Room will be made at this time in order to ensure that an armorer did not misplace the weapon.

d. Once the weapon or sensitive item has been located and returned to the arms room a 100% by serial number inventory will be conducted by an E-6 or above and recorded on FH FM 190-x47.
7.  Inventories

a. Physical Counts- Daily physical counts of all items are recorded on Opening, Closing, or Change of Custody (DA FM 2062) Opening and Change of Custody inventories are conducted by the Armorers.  The Closing inventory is conducted normally by the CQ.  During times that the arms room is manned 24 hrs. the only one that needs to be conducted is the Change of Custody.  The Change of Custody Inventory is a joint inventory conducted by both the off going armorer and the on coming armorer.  No issues or turn in will take place until after this has been completed.
b. Daily Inventories- The daily inventories are destroyed after the next serial number inventory, Along with all FH FM 550’s.
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c. Monthly Inventories- Monthly Serial number Inventories are conducted by an E-6 or above within the last 7 calendar days of the month.  These are recorded on FH FM 190-x47 and kept on file for 2 yrs unless there is a deficiency noted then they are maintained for 4 yrs.  There is a book of all of the inventories.

d. Key Inventories- Key inventories are conducted when ever there is a change of locks or semiannually.  Key inventories are annotated on DA FM 5513.

i.  Two 5513’s are prepared.  One lists the locks by serial number  and their location and the other just has the serial number.

ii.  A DA FM 2062 is also prepared and all locks in the Arms Room are signed for by serial number.

e. Sub Hand Receipts- All equipment must be signed for by the Unit Armorer.  Any new equipment that arrives in the arms room must be signed for on a temporary hand receipt by the Armorer until the Sub hand receipt can be updated.  As soon as possible Supply needs to have the computer generated Hand Receipt updated in the ULLS Box so that you can sign it.
f. All inventories must be updated immediately when equipment is issued or removed permanently from the Arms Room.
8. Arms Room Database

a. Rosters- Weapons in the Company MAL are assigned to positions.  The Platoon Sergeants should be up dating their personnel in the Data Base.  Once they do this it automatically will assign the individual soldier a weapon.
b. Weapons Cards- The Platoon Sergeant should let you know who needs a new weapons card.  We then print them and get them to the platoon for the soldiers and Commander’s signatures.  They can then bring them in to get them laminated.

c. Faults- Be sure to keep the weapons updated as far as the Maintenance goes.  When editing by weapon you are automatically updating the Deadline Report, which needs to be compared to the Deadline report generated by the ULLS-G box.

d.  Reports- The Data Base will print all the reports that you need.   The Monthly Serial Number Inventory is in the Database as well.

9.  Statement of Responsibility
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a. Background-   This is an item that is checked during the physical security inspections and is mandated by FH REG 190-3.  Be able to articulate to the Inspector our plan to check that these are up to date on a weekly basis.  Also that it is part of the assimilation work sheet for all in processing soldiers.

b. Alpha Rosters- Twice weekly on Monday and Thursday the duty armorer is to verify by alpha roster that personnel have completed SOR.  Once checked get the blank SOR’s and list of names needed to the PLT SGT’s

c. Tracking- The Staff call slides on Monday need to reflect the number completed to date.

10.  Maintenance

a. User Level- Individuals will conduct operator level maintenance on their assigned weapons.  Any deficiencies will be annotated on DA FM 2404 or 5988E.
b. Unit Level- Armorers will then verify the deficiency and order parts required or prepare the weapon system for evacuation to DS Maintenance.

c. Direct Support Level- Once it has been determined that maintenance above the unit level is required a 5990E is prepared by the ULLS-G clerk and the weapon is evacuated to the 602 Direct Support Maintenance Co.  (POC is CW3 Fuller at 287-3051).  

i. Turn-in- You will take the weapon to DSU and they will evaluate the weapon system to determine what parts they need to order or if the weapon is unservicable. Once they have seen the weapon they will either repair it on the spot or order parts or send the weapon back to the unit.  Once parts are in 602nd will contact the Unit and you will take the weapon back to 602nd to be repaired



ii. DSU Storage- At this time 602nd does not have the ability to store weapons that are being repaired at their shop.  Once they are able to do this weapons will be taken there and left until repaired.  Once 602nd has the space to store weapons you will need to coordinate for and E-6 or above to accompany you to 602nd to sign the memorandum stating that the weapons are there.  A copy of the 602nd External SOP is in the Arms Room Book.
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d. Depot Level- Once a weapon has been determined to be unserviceable by DSU it will be turned into 289th Quartermaster Co., Weapons Warehouse.  All paper work needed to turn these weapons in is in the External SOP from 289th.  Once this transaction is complete all paper work is filed in the Hand Receipt book.   A copy goes to supply to be forwarded to the PBO.   Once this has happened the PBO will order the weapon system to replace the on that was turned in.
e. Services- Quarterly services are conducted by the Duty armorer.  They are required to complete 10 weapons per 24 hr shift.  They are assigned on DD FM 314 as to which weapons must be completed on which days.   Quarterly services are annotated on DA FM 2404 with ten weapons per 2404.  If any weapon has a deficiency, the deficiency is annotated on a separate DA FM 2404.
f. Paperwork- Copies of all maintenance paper work is maintained in the maintenance file for that weapon and is maintained for the life of the weapon.  Quarterly service and annual gauging paper work is maintained in a separate maintenance file.

g.  DCR - Twice weekly you need to go to the motor pool and get a copy of the DCR to ensure that any parts you have ordered have not dropped off of the Document.  If any thing has dropped off and you have not received it you need to reorder it immediately.  

11. Company Staff Call 

a. Equipment Slides- These are Self Explanatory.  Unless there are changes to slides the Commander will just scroll through them.  Any new items that are added will be briefed.

b. Weapons Systems Slides- This is also self explanatory.  The commander will ask questions about any changes that are made.

c. Parts Received not installed Slide- Stay on top of these parts and the reason that they have not been installed.  The only valid reasons for this is not all parts to repair a deficiency have arrived or the tool required to accomplish this task has not arrived.

d. Arms Room Services Slide- Ensure that the numbers are up to date and that the duty Armorer is completing 10 a night.  Unless there is a problem the Commander will not need any explanation
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e. Arms Room Shortages- Ensure that you are communicating with Supply and Motor Pool as far as shortages ordered and when they are expected.  If anything has dropped off of the DCR ensure that it is reordered and be prepared to brief these changes to the Commander.

f.  Arms Room Issues- Any issues that arise are on this slide and be prepared to brief them and have a plan to rectify  them ready to brief.
12.  Point of Contact for this memorandum is SGT Larson at 553-1508.  




SHAWNETTE M. ROCHELLE




CPT, MP








Commanding







