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CHAPTER 1 
 

PURPOSE AND SCOPE 
 
 
1-1. PURPOSE.   
 

Establish the CMCSS Command Supply Discipline Program, Military Property 
Management, and Logistics Standard Operating Procedures for the Director of Army 
Instruction (DAI) and the Junior Reserve Officers' Training Corps (JROTC) Program in the 
Clarksville-Montgomery County School System (CMCSS) High Schools. 

 
 

References: 
 

1. AR 190-1, The Army Physical Security Program 
2. AR 700-1, Distribution of Supply Management Data 
3. AR 700-84, Issue and Sale of Personal Clothing 
4. AR 710-2, Supply Policy Below the Level 
5. AR 735-5, Policies and Procedures for Property Accountability 
6. Cadet Command Regulation 145-2, Organization, Administration,  
Operation, Training Support 
7. Cadet Command Regulation 145-8-3, Organizational Inspection Program 
Checklist 
8. CTA 50-999, Field and Garrison Furnishings  
9. CTA 70-900, Clothing and Individual Equipment 
10. DA Pam 710-2-1, Using Unit Supply Manual Procedures 

 
 
1-2. SCOPE 
 

a. This standard operating procedure (SOP) encompasses procedures and directives 
contained in existing regulations and expands those regulations where guidance or 
procedures are not clearly defined. 
 

b. In any case where this SOP directly conflicts with U. S. Army, Cadet Command,  
JROTC 7th Brigade, and the CMCSS regulation, higher headquarters regulations will 
prevail.  
 

c. Users of this SOP will submit recommended changes for improvement.  Comments 
should be keyed to the specific page, paragraph, and line of recommended change. 
Provide for each recommendation the reason, to ensure understanding, and complete 
evaluation.  Comments should be forwarded to the DAI Office. 
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1-3. RESPONSIBILITIES OF CMCSS MILITARY PROPERTY SPECIALIST (MPS) AND 
HAND RECEIPT HOLDER (HRH) 
 

a. Performs all duties and responsibilities in accordance with (IAW) CCR 145-2, CCR 
145-8-3 and what is prescribed in the annual DAI counseling. 
 

b. Establish and maintain a consolidated supply operation for Army JROTC units in the 
school district. 

 
c. Forecast, requisition, receive, store, issue, inventory, and account for supplies IAW 

AR 190-11, AR 700-1, AR 700-84, AR 710-2, AR 735-5, CCR 700-1, CCR 145-2, and 
DA Pam 710-2-1, or commercial items acquired and/or paid for IAW current regulatory 
guidance and Military Installation Contracting Command (MICC) policy, using the 
Material Inspection and Receiving Report (DD 250), US Government Purchase Card 
(GPC) or CMCSS procurement channels. 

 
d. Secure and maintain adequate space to receive, store, and issue clothing, supplies, 

and Life Cycle Replacement equipment for applicable schools. 
 

e. Establish a sub-hand receipt account at each host school in the school district, update 
hand receipts (Installation Property Book Office (IPBO), DAI, Clothing and internal 
listing (Annex: A thru C) during the new school year (August) and at the closing of the 
school year (May), prior to attending JROTC Cadet Leadership Challenge (JCLC). 

 
f. Clear accounts and assign new hand receipt holder (HRH) prior to a change of duty or 

transfer. A joint inventory will be conducted by both parties (SAI and or AI) involved 
within the school. The forms used to document this transaction will be the IPBO, DAI 
and Clothing inventory documents, SAI internal equipment listing, change of HRH 
inventory memorandum, and keys memorandum (Annex: A thru G).    

 
g. Conduct a 100% physical inventory of all property annually (opening and closing of the 

school year); furnish results to the Installation Property Book Office (IPBO) and 
JROTC 7th BDE, to include the gains/lose report (Annex: L). 

 
h. Regardless of Ft Knox IPBO guidance, CMCSS will maintain a current record of all 

serial-numbered items. 
 

i. Insure all requests, turn-ins, and hand receipt transfers are prepared IAW AR 710-2, 
CCR 145-2, and DA Pam 710-2-1. 

 
j. Comply with AR 710-2, paragraphs 2-13 and 2-28c; and AR 735-5, chapter 13, for 

lost, stolen, or damaged equipment which may require Financial Liability Investigation 
of Property Loss (FLIPL) (DD Form 200) or Statement of Charges/Cash Collection 
Voucher  (DD Form 362). 
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k. Document and or request TDA equipment to 7th BDE logistics department through 
CMCSS DAI office. DAI/MPS will verify with BDE if funds are available to purchase 
items, outside Life Cycle Replacement Request.  

 
l. Initiate and submit Material Inspections and Receiving Report (DD Form 250) to 

acknowledge and report purchases of non-expendable items to the PBO within three 
working days. Enclose the receipt of the purchased item(s). 

 
m. Serve as CMCSS GPC Card Holder (CH). Provide the Billing Official (BO) required 

documentation for their records.  Provide BO copies of all transactions for review, 
approval, and certification of items purchased with the GPC (Annex: J). 

 
n. Secure and maintain appropriate furniture and equipment to execute the mission IAW 

CTA. 
 

o.  Issue to each unit only authorized property. 
 

p. Manage US Government Laundry contract. Conduct monthly reconciliation with 
vendor. Submit required documents to USACC and MICC when reconciliation is 
complete. (Annex: K). 

 
q. Participate in meetings and other professional development activities. 

 
r. Adhere to all school, district and Army standards. 
 
s. Prepare and maintain administrative and support reference materials, as required. 

 
t. Maintain an open line of communications with all instructors. 

 
u. Perform related duties as assigned to accomplish the mission. 

 
 
1-4. RESPONSIBILITIES OF THE CMCSS APPOINTED SCHOOL MILITARY PROPERTY 
SPECIALIST (SMPS) AND HAND RECEIPT HOLDER (HRH) 
 

a. Performs all duties and responsibilities of a MPS IAW CC 145-2, what is prescribe in 
their annual principal counseling and maintain a JROTC Supply Book. 
 
b. Establish and maintain a supply operation for their Army Junior Reserve Officer 
Training Corps (JROTC) program. 

 
 c. Forecast, requisition, receive, store, issue, inventory, and account for supplies 

requisitioned through the Army Supply System IAW AR 190-11, AR 700-1, AR 700-84, 
AR 710-2, AR 735-5, CCR 145-2, and DA Pam 710-2-1, or commercial items acquired 
and/or paid for IAW current regulatory guidance.  

 



 

 9 

 d. Requisition clothing items using CMCSS JROTC Cadet Clothing Ordering / Destruction 
Form (Annex: H, L). 

 
 e. Requisition office and operational supplies using RLCB and ShopBISM websites 

(Annex: M). 
 

f. Secure and maintain adequate space to receive, store, and issue clothing, supplies, 
and Life Cycle Replacement equipment for the school. 
 
g. Maintain the school sub-hand receipt accounts which is issued to the school SAI, and 
conduct 100% inventories (IPBO, DAI, Clothing and internal listing (Annex: A thru C) 
during the new school year (August) and at the closing of the school year (May), prior to 
attending JROTC Cadet Leadership Challenge (JCLC). 

 
h. Ensure all hand receipt (HR) (accounts) are updated, equipment and clothing 
accounted for, all updated HR’s are signed and forwarded to the district DAI office prior to 
the assignment of a new SAI. A joint inventory will be conducted by both parties (SAI and 
or AI) involved within the school program. The forms used to document this transaction 
will be the IPBO, DAI and Unit Clothing inventory documents, SAI internal equipment 
listing, change of HRH inventory memorandum, and keys memorandum (only, if you have 
internal locks for the security of stored items within your supply area) (Annex: A thru G).    

 
i.  Conduct and ensure a 100% physical inventory of all property annually (opening and 
closing of the school year); furnish results to the DAI office, NLT: 1 SEP and 30 MAY). To 
include the non-recoverable item list (Annex: N). 

 
j.  Prepare all requests IAW (Chp: 3), turn-ins (Chp: 4), and hand receipt transfers (Chp: 
1, para 4) IAW DAI office procedures. (Annex: H thru I) 
 
k. Comply with CMCSS Policy (CUR-P001), JROTC Cadet Uniform Management and 
Debt Collection (Annex: P, Q), AR 710-2, paragraphs 2-13 and 2-28c; and AR 735-5, 
chapter 13, for lost, stolen, or damaged equipment which may require Financial Liability 
Investigation of Property Loss (FLIPL) (DD Form 200) or Statement of Charges/Cash 
Collection Voucher  (DD Form 362). 
 
l.  Document and or request TDA equipment to 7th BDE logistics department through the 
DAI office. DAI/MPS will verify with BDE, if funds are available to purchase items, outside 
Life Cycle Replacement Request.  
 
m. The SMPS will ensure all IPBO/DAI excess equipment turn-in requests are submitted 
to the DAI office. This will be done by highlighting their IPBO/DAI HR identifying the 
excess items on their HR’s. Then submitting the HR’s to the DAI office for the turn-in 
documentation to be prepared for the SMPS turn-in lateral transfer to the DAI office 
(Annex: B).  
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n. Ensure arms room and supply areas are secured and properly listing who has access 
to the prescribed locations IAW CCR 145-2. 
 
o. Ensure all US Government automation equipment is properly accounted for and 
properly labeled IAW CCR 145-2. 
 
p. Ensure all HR’s and signature cards are updated and these updated documents have 
been forwarded to the DAI office. The SMPS will file a copy of these documents in their 
schools’ supply book. 
 
q. Ensure all equipment listed on the school HR is accounted for and serial numbers 
match the appropriate equipment.  
 
r.  Ensure all clothing being submitted to the cleaners is accounted for and reconciled with 
your clothing HR. Report all discrepancies to the DAI office, if any occurs. 

 
s. Participate in meetings and other professional development activities. 

 
t.  Adhere to all school, district and Army standards. 
 
u. Prepare and maintain administrative and support reference materials, as required. 

 
v. Maintain an open line of communication with the DAI office and all instructors. 

 
w. Perform related duties as assigned to accomplish the mission. 
 
x. Support all CMCSS JROTC programs as required and cross level informs and 
equipment, as directed/appropriate. 
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CHAPTER 2 
 

EQUIPMENT ACCOUNTABILITY 
 

2-1. HAND RECEIPT (HR) MANAGEMENT 
 
CMCSS JROTC DAI equipment is US Government property and issued from Ft Knox, 
Installation Property Book Office (IPBO) on an automated Global Combat Support System 
(GCSS-Army) asset management HR. The DAI office is required to keep accountability of all 
the equipment and manually sub-hand receipt the equipment to the seven high schools 
assigned to the district. The CMCSS DAI sub-hand receipted property will be inventory twice 
during the school year; at the beginning of the school year (NLT: 1 SEP) and at the closing of 
the school year (NLT: 30 MAY).  

 
The Hand receipts consist of the following documents; IPBO, DAI, SAI internal equipment and 
Cadet Clothing (Annex: A thru C). 

 
a. IPBO Sub-Hand Receipt  
 
This is the SAI’s sub-hand receipt issued from the CMCSS DAI office’s Ft Knox IPBO HR. 
These items are government equipment tracked and by the Global Combat Support System 
(GCSS-Army) asset management system. This equipment requires 100% accountability 
(Annex: B). 
 
b. DAI HR  
 
This is the SAI’s sub-hand receipt of items issued by the DAI office. These items cover USG 
IPBO equipment purchased with operation and management army (OMA) funds that are 
awaiting formal accountability on the DAI IPBO GCSS-Army HR; durable equipment 
purchased with district funds and other durable equipment requiring formal accountability 
(Annex: B). 
 
c. SAI Internal Equipment HR  
 
This HR is the SAI’s internal accountability document for tracking and managing donated 
items, Booster Club purchases...etc. A dollar amount per item is assessed and tracked on this 
document for District Bonding/Insurance (Annex: R) purposes  
(Annex: A, C). 
 
d. Cadet Clothing HR 
 
At the School SAI/MPS level, a 100% Cadet Uniform Inventory will be posted, using the 
JROTC Unit Management System (JUMS) to track and manage all cadets uniform inventory 
requirements and tracked using CMCSS Cadet Clothing and Equipment HR.  Schools will use 
this form to accomplish this requirement (Annex: C). 
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d. Individual Cadet Clothing HR 
 
Schools will issue Cadets the JROTC Uniforms on a DA Form 3645-1, JUMS Clothing Issue 
Forms, or locally produced Cadet Clothing Records.   This hand receipt will be maintained and 
available for inspections during DAI Supply JPA Visits, School JPA Visits and routine CSDP 
inspections. 
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CHAPTER 3 
 

REQUISITIONING 
 

(CLOTHING, EQUIPMENT, SUPPLIES, and SUPPORT) 
 
 

3-1. Cadet Clothing  
 
a. Ordering 

 
CMCSS JROTC schools will receive all of their uniform items through the FEDMALL 
eCommerce agency, unless otherwise dictated by CC / 7th BDE. The account used to purchase 
the cadets uniforms will be from CC/7th BDE Military Personnel Army (MPA) funds. The 
SAI/SMPS will make every effort to request the proper sizes for cadet clothing. SMPSs will 
prepare and submit the request for clothing using CMCSS JROTC Cadet Clothing Ordering / 
Destruction Form, to the DAI office. (Annex: L) This information will assist the DAI MPS when 
submitting the schools order through FEDMALL (Annex: H). A current copy of this form is 
available on the CMCSS JROTC web page (https://www.cmcss.net/instruction/jrotc). 
 
b. Tracking 

 
Once the school order has been processed by the DAI MPS, an email will be generated through 
FEDMALL stating that the request has been processed. If an email notification hasn’t been sent 
to the school SMPS then the DAI MPS will forward the confirmation.  
 
c.  Issuing 
 
Instructors will ensure cadet uniforms are issued to the cadet on a DA 3645-1 or locally produced 
form and tailored to present a neat and professional appearance. All SMPS will maintain a hard 
copy record of every cadet’s uniform issued HR.  
 
d.  Special Ordering 
 
To order a special uniform, the SMPS will complete a DD 358 (Special Size for 
Men) (Annex: S) and a DD 1111 (Special Size for Women) attached form (Annex: T), in  
order to process the schools special order request.  
 
e. Receipt Actions 
 
When the school has received their order the SMPS will inventory, sign and date the DD 1348-1 
that accompanies the shipment. One copy of the receipt will go to the SMPS 
JROTC Supply Book or file. Then the SMPS will update there CMCSS Supply/Document 
Register (Annex: L) requisition form with the updated statuses and forward a copy of Annex: L to 
the DAI office. The SAI/SMPS will post and update their JUMS Cadet Clothing Inventory and HR 
(Annex: C). 

https://www.cmcss.net/instruction/jrotc
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3-2. Equipment  
 
NLT 15 May each school will submit an annual classroom and co-curricular equipment request, 
per DAI office guidance. These items include printer cartridges, paper, pellets, drill equipment, 
raider equipment, targets, and robotics equipment, etc. (Annex: U).  
 
USACC Life Cycle replacement technology request will be submitted from the DAI office  
to 7th BDE annually.  When the replacement list is received, all schools will be sent the list  
for review.  The DAI office will submit the District request to JROTC, 7th BDE for  
processing.  The SAI/SMPS will identify equipment to be turned in by using their IPBO HR  
then submit their turn in list to the DAI office.  All schools will have until the November of  
the new school year to turn-in their old equipment, unless otherwise directed by the DAI.  
 
3-3 Office Supplies 
 
Office supplies will be purchased with OMA funds through two primary vendors.  
 
a.  Raleigh Lions Clinic for the Blind (RLCB) is a direct door to door service our  
instructors use for ordering their office and operational supplies. The DAI MPS will  
establish an account for all schools instructors. User identification (UID) will be the school  
email address and their password will be provided by the DAI MPS. The products  
available through this website can be viewed at  
https://www.redcheetah.com/rlcb/outpost/login. OMA funds will be used to purchase 
these office supplies (Annex: J). 
 
b.  ShopBISM is a direct door to door service our instructors use for ordering their office 
and operational supplies. The DAI MPS will establish an account for all School instructors. User 
identification (UID) will be the instructor’s school email address and a password will be provided 
by the DAI MPS. The products available through this website, can be viewed at 
https://www.shopbism.com/ (Annex: J).  

 
c.  Ordering 
 
Once the instructor obtains access to the RLCB/ShopBISM website, the following will be  
done:   
 

1. Select the need item(s) from the sites catalog (or build a cart and save it for 
processing later). 

 
2. Go to the cart to review their selected item(s). 

 
3. Verify selected items within the cart and ensure the carts administration areas 

have the correct information pertaining to their school prior to clicking on the submit  
button. 

https://www.redcheetah.com/rlcb/outpost/login
https://www.shopbism.com/
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      4. After the order has been processed, an email notification will go to the instructor  
and the district MPS for payment. 
 
      5. Once the district MPS has reviewed the order for accuracy, all selected items will be 
authorized to purchase. 

 
      6. The district MPS process the order for payment. 

 
      7. Once purchased by the DAI MPS an email notification will go to the instructor  
who submitted the order and the DAI MPS.  

      
d. Receiving and Accountability 
 
When the instructor receives the requested items, he/she will sign and date the actual Shipping 
Invoice/confirmation receipt, and Government Purchase Card (GPC) form FC 4256 and forward 
them to the DAI MPS office (Annex: M). The DAI MPS will provide the SMPS the FC 4256 form. 
 

 e. Other Sources  
 

The DAI office can secure District funds to purchase items necessary for the schools. When 
requesting these funds, all supporting documents must accompany the request, i.e., vendor, 
cost, item number, email address etc.  Ordering, tracking and receipt will be directed by the DAI 
MPS (Annex: M and U). 

 
3-4. Support  
 
a. Transportation:  The DAI office will coordinate the Army’s transportation funding support 
for all schools. SAI’s or team coaches, will submit the 5W’s (Annex: V) request 45 days prior to 
the scheduled event. CMCSS trip planner (Annex: V) will be used if district transportation is 
available and the cost estimate will be returned with the 5W’s request. The DAI office will send 
the request for transportation support on a USACC Form 112 to the JROTC 7th BDE for 
processing.   
 
Once the trip is completed, the SAI/AI will close Trip Planner and provide the DAI office with the 
official invoice.  The DAI office will submit the Memorandum of Services Rendered and invoice to 
JROTC 7th BDE for payment.  The DAI office will forward the USG check to the school/district 
accounts.  
 
b.            Lodging:  Schools will submit all of their lodging request in the 5W’s format to DAI 
office 45 days prior to the actual event.  The DAI office will send the lodging request on a USACC 
Form 112 to the JROTC 7th BDE for processing.  Schools will provide the DAI office a copy of the 
hotel/lodging receipt when they return from the trip.  Schools are responsible to fill out and submit 
all CMCSS excursion and field trip forms prior to departure.  
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3) Class I Support: 
 
Schools will submit the 5Ws (Annex: V) formal request to the DAI office NLT 45 days prior the 
event they are requesting support for.  
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CHAPTER 4 
 

TURN – IN PROCESS 
 

 
4.1 US Government Equipment  
 
a. Equipment:  
 
All equipment receipted to the CMCSS DAI office from Ft Knox IPBO will be turned-in to Ft 
Campbell Service and Supply Agency (SSA). Prior to the equipment being turned in, GCSS-A 
dispositions documents (DD 1348-1’s) will be requested from Ft Knox IPBO.  
 
The SAI/SMPS must complete following steps before the District/DAI MPS can receive the 
GCSS-A DD 1348-1’s: 

 
1. Identify the equipment and highlight the items on their IPBO and DAI sub- 

   hand receipts (Annex: B)  
 

2. Forward the highlighted sub-hand receipt(s) to the District DAI MPS. 
 

Once the District DAI MPS receives and reviews the school’s request for turn-in. The DAI MPS 
will prepare Ft Knox IPBO equipment turn-in request list. The DAI MPS will forward all 
necessary documents to Ft Knox IPBO. Once the MPS receives the documents back from Ft 
Knox IPBO, an appointment with the SMPS will be established in order to label and pick up the 
US Government equipment. Prior to the equipment being retrieved from the school, a change 
document (DA 3161) will be issued to the SAI/SMPS for signature and authorization for the 
DAI MPS to take the equipment. The SAI/SMPS HR will be updated reflecting the changes.  
The DAI MPS will make an appointment with the Ft Campbell SSA.  When the equipment has 
been turn into FT Campbell SSA and all the GCSS-Army DD 1348-1’s are signed and dated. 
The DAI MPS will forward all documents to Ft Knox IPBO within three (3) working days. 
 
b. Cadet Clothing 
 
All SAI/SMPS will identify unserviceable cadet clothing. Once the SAI/SMPS have completed 
their count of unserviceable items then the information will be transferred to the CMCSS 
JROTC Cadet Clothing Ordering / Destruction Form (Annex:  L). Then the SAI/SMPS will 
forward the form to the DAI MPS office. Once the DAI MPS receives the school(s) clothing 
turn-in form, it will be filed in the school(s) file and their clothing HR will be updated IAW the 
turn-in document received from the SMPS. The SMPS will file a copy in their prescribed file. 
Also, the SAI/SMPS will ensure the necessary corrections are adjusted to their cadet clothing 
HR and in JUMS or on their internal inventories.  
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c. Disposition of Recoverable and Non-Recoverable Items 
 
Recoverable and Non-Recoverable Items (clothing, shoes, t-shirts, socks, awards, OCIE 
items, etc – See Annex: N for complete list) when deemed no longer serviceable by the SMPS 
will be destroyed IAW AR 700-84 and 7th Brigade guidance at the school level. 
 

1) Documentation Procedures:  The SMPS will sign a destruction memorandum (Annex: 
O) indicating that the attached CMCSS JROTC Cadet Clothing Ordering / Destruction Form 
(Annex: L) reflects the destruction of unserviceable items. These two documents will be 
forwarded to the DAI MPS for filing and a copy will remain in the school JROTC Supply Book.  

 
2) Destruction Procedures:  The SMPS will ensure that all unserviceable items 

documented on the CMCSS JROTC Cadet Clothing Ordering / Destruction Form have been 
rendered unserviceable (SMPS will cut-up and destroy the items so they can longer be used 
for their intended purpose) (Annex: I). The SMPS will place the documented unserviceable 
items in a black trash bag and will throw the bag(s) into the school’s dumpster. The SMPS will 
ensure the necessary corrections are made to the Cadet JUMS Clothing Inventory/HR and the 
JUMS On-Shelf quantities.  
 
The SAI/SMPS will execute the following steps when destroying all cadet clothing: 
 
 1) The back of the ASU/ACU/OCP jacket will be cut, to as you can see through it when 
picked up. 
 
 2) The ASU/ACU/OCP shirt will be cut, to as you can see through it, when picked up. 
 
 3) The ASU/ACU/OCP pants will have the legs seams cut on both sides of each leg and 
the crouch area will be completely cut through.  
 
 4) The ASU/ACU/OCP head gear will be cut on the top of the beret/hat, as if you can see 
through it.  
 
 5) The JROTC black jacket and the ACU Gortex jacket will be cut, to as you can see 
through it when picked up. 
 
 6) The men’s shoes tongue will be completely cut out the shoe. 
 
 7) The women’s low quarter tongue will be completely cut out the shoe. 
 
 8) The woman dress pump front part of the shoe will be cut through, leaving the pump 
partially in two parts.  
 
 9) The ACU/OCP boots tongue will be completely cut out. 
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d. District Equipment:   
 
Any and all district equipment used or signed for by the SAI/SMPS will be disposed IAW with 
district policy CMCSS INV-P001 and CMSS Supply SOP. 
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CHAPTER 5 
 

CADET UNIFORM RECOVERY 
 
 
5.1 CADET UNIFORM RECOVERY 

 
a. Lost, damaged, or destroyed individual clothing items by cadets will be accounted for in 
accordance with AR 735-5 (not applicable to footwear).  

 
b. If the cadet admits negligence, allow the cadet to reimburse the Government using 
Statement of Charges/Cash Collection Voucher collection procedures. Cadet payment will be 
processed as prescribed by the educational institution.  

 
c. If the cadet does not admit to liability or drops out of the JROTC program without 
returning individual clothing items, initiate a FLIPL  (DD 200) in accordance with AR 735-5. 

 
d. If, after following all the procedures set out in AR 735-5, the approval authority 
determines that financial liability is appropriate, efforts to recoup the debt to the Government 
will be made by adhering to the CMCSS JROTC Policy (CUR-P001), JROTC Cadet Uniform 
Management Debt Collection (Annex: P,Q). 
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CHAPTER 6 
 

LAUNDRY, DRY CLEANING, ALTERATIONS CONTRACT 
 

 
6.1 LAUNDRY and DRY CLEANING 
 
a. The contract provides for the cleaning of CMCSS Cadets Uniforms (twice annually). 
Instructors will not use this service to clean their personal uniforms.  

 
b. Cadets will be issued a clean uniform at the start of each school year. Once issued, it is 
expected that cadets assume responsibility for maintaining and cleaning the uniform (IAW AR 
700-84, par 9-3). 

 
c. At the end of the school year, cadets will return the uniform as part of the unit’s 
requirement to maintain 100% accountability of assigned equipment (IAW AR 700-84, 9-11 a). 
If not returned cleaned, the SAI will send the uniform to the laundry service for cleaning.  

 
d. PER AR 700-84 par 9-11 d., cadets are NOT REQUIRED to have clothing items 
cleaned prior to turn-in. That said, cadets will not be charged for cleaning uniforms. Schools 
will not hold a debt on a cadet for a laundry service/uniform cleaning.  

 
6.2 ALTERATIONS 
 

a. Funds for alterations are based on the one-per-cadet concept.  However, due to 

circumstances beyond our control, if a student’s growth pattern changes, then the uniforms 
should be altered to ensure he/she presents a neat and professional appearance. 
 
b. The same procedure will be followed, as in para 6.1 
 
6.3 CONTRACT MANAGEMENT 
 
            Contract will be maintained IAW Ft Knox MICC SOP. 
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CMCSS JROTC Equipment Issue Accountability    Annex:   A 
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FT Knox IPBO HR, CMCSS DAI HR       Annex:   B 
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JROTC Unit Management System Clothing Inventory Sheet (JUMS),    Annex:   C    

Senior Army Instructor (SAI) Internal Equipment HR 
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Open School Year Inventory Memorandum      Annex:   D 

 

 

 

      

DEPARTMENT OF THE ARMY 

DIRECTOR OF ARMY INSTRUCTION (DAI)  

CLARKSVILLE MONTGOMERY COUNTY SCHOOLS SYSTEM (CMCSS) 

CLARKSVILLE, TENNESSEE 37040 

 

 

 

 

CMCSS-JROTC-MPS            30 July 2017 

 

           

MEMORANDUM THRU: CMCSS JROTC DAI, 1312 HWY 48/13, Clarksville, TN 37040, ATTN: 

Michael Taliento, COL (Ret)  

 

FOR: Montgomery Central High School JROTC Senior Army Instructor (SAI), 3855 Highway 48, 

Cunningham, TN 37052, ATTN: Vernon Lightner, COL (Ret.) 

 

SUBJECT: Open School Year (SY) 17-18 Inventory 

 

 

1. References: 

 

a. AR 735-5, Policies and Procedures for Property Accountability dtd: 22 Aug 2013. 

b. DA PAM 710-2-1, Using Unit Supply System (Manual Supply Procedures). 

c. CCR 700-1, ROTC Standardized Logistics Policy and  Supply Procedures 

d. AR 700-84, Logistics Issue and Sale Personal Clothing, dtd: 18 Nov 2004  

 

 

2. Under the provisions outlined in the above mentioned regulations, the required 100 percent 

physical SY 17-18 inventory of clothing, all equipment and additional assets under the supervision 

of the JROTC Senior Army Instructor (SAI) for Montgomery Central High School, was completed 

on ________________________________.  

 

3. No discrepancies were found.             Discrepancies were found. 

 

4. POC for this memorandum are the undersigned, Karlene.Brown@cmcs.net at (931) 553-1102 and 

        Vernon.Lightner@cmcss.net   at (931) 387-3201, ext: 2462. 

 

 

 

 

   VERNON LIGHTNER      KARLENE E BROWN 

  COL, (Ret)      MSG, (Ret) 

   Montgomery Central High School JROTC SAI  Military Property Specialist   
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End of School Year Inventory Memorandum      Annex:   E 

        

 

 

     

DEPARTMENT OF THE ARMY 

DIRECTOR OF ARMY INSTRUCTION (DAI) 

CLARKSVILLE MONTGOMERY COUNTY SCHOOLS (CMCSS) 

CLARKSVILLE, TENNESSEE 37040 

 

 

 

 

 

CMCSS-JROTC-MPS            3 March 2017 

 

           

MEMORANDUM THRU: CMCSS JROTC DAI, 1312 HWY 48/13, Clarksville, TN 37040,  

ATTN: Michael Taliento, COL (Ret)  

 

FOR: Kenwood High School JROTC Senior Army Instructor (SAI), 251 E. Pine Mountain Road, 

Clarksville, TN 37042, ATTN: James Baker, COL (Ret.)  

 

SUBJECT: End of School Year (SY) 17-18 Inventory  

 

1. References: 

 

a. AR 735-5, Policies and Procedures for Property Accountability dtd: 22 Aug 2013. 

b. DA PAM 710-2-1, Using Unit Supply System (Manual Supply Procedures). 

c. CCR 700-1, ROTC Standardized Logistics Policy and  Supply Procedures 

d. AR 700-84, Logistics Issue and Sale Personal Clothing, dtd: 18 Nov 2004  

 

 

2. Under the provisions outlined in the above mentioned regulations, the required 100 percent 

physical end of school year inventory of clothing, all equipment and additional assets under the 

supervision of the JROTC SAI for Kenwood High School was completed on 

________________________________.  

 

3. No discrepancies were found.             Discrepancies were found. 

 

4. POC for this memorandum are the undersigned, Karlene.Brown@cmcs.net at (931) 553-1102 and 

        James.Baker@cmcss.net  at (931) 905-7900, ext: 2279. 

 

 

 

 

   JAMES BAKER      KARLENE E BROWN  

   COL, (Ret)     MSG, (Ret) 

   Kenwood High School JROTC SAI   Military Property Specialist  
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DEPARTMENT OF THE ARMY 

DIRECTOR OF ARMY INSTRUCTION (DAI) 

CLARKSVILLE-MONTGOMERY COUNTY SCHOOLS  

CLARKSVILLE, TENNESSEE 37040 

 
 

CMCSS-JROTC-MPS        30 July 2017 

                      

 

MEMORANDUM FOR: Michael Taliento, COL (Ret.) Clarksville Montgomery County School  

System (CMCSS), Junior Reserve Officer Training Corp (JROTC), Director of Army Instruction  

(DAI), 1312 HWY 48/13, Clarksville, Tn., 37040  

 

SUBJECT: Change of JROTC Hand-receipt Holder (HRH) Inventory 

 

1.  References: 

a. AR 735-5, Policies and Procedures for Property Accountability. 

b. DA PAM 710-2-1, Using Unit Supply System (Manual Supply Procedures). 

c. CCR 700-1, ROTC Standardized Logistics Policy and Supply Procedures 

d. AR 700-84, Organizational Clothing Individual Equipment (OCIE) 

 

2.  On ___________________, a joint inventory of the Kenwood High School (KWHS) JROTC  

Property was conducted and completed. All items under the lock and key for the issued keys 

are no longer under JROTC SFC Duncan, Stephone.  

 

3.  All property assigned to the CMCSS-JROTC-KWHS, program has been accounted for, issued to 

COL Baker, Lee, and stored in compliance with the above mentioned regulations. 

 

4.  POC for this memorandum is COL Baker, Lee, KWHS SAI, James.Baker@cmcss.net,  

MSG Karlene Brown, CMCSS JROTC MPS at (931) 553-1102, Karlene.Brown@cmcss.net.  

 

 

 

         

 

  STEPHONE DUNCAN    JAMES BAKER 

  SFC, (Ret)     COL, (Ret) 

  Outgoing KWHS JROTC HRH   Incoming KWHS JROTC HRH 

 

 

    

 

Encl: 
KWHS Master HR 

DAI HR 

Non-Accountable HR  

SY 17-18 Clothing HR 

Open SY 17-18 Inventory MFR 

MFR Key Locks  

Change of JROTC Hand Receipt Holder (HRH) Inventory    Annex:  F 
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School JROTC Office and Supply Keys Inventory Memorandum  Annex: G 

 
 

DEPARTMENT OF THE ARMY 

DIRECTOR OF ARMY INSTRUCTION (DAI) 

CLARKSVILLE-MONTGOMERY COUNTY SCHOOLS  

CLARKSVILLE, TENNESSEE 37040 
 

 

  CMCSS-MPS        30 April 2018 

                      
 

MEMORANDUM FOR: COL (Ret.) Michael Taliento, Clarksville Montgomery County School System 

(CMCSS), Junior Reserve Officer Training Corp (JROTC), Director of Army Instruction (DAI), 1312 

HWY 48/13, Clarksville, Tn., 37040  

 

SUBJECT: Rossview High School (RVHS) JROTC Office and Supply Keys Inventory 

 

1. References: 

 

a. AR 735-5, Policies and Procedures for Property Accountability. 

b. DA PAM 710-2-1, Using Unit Supply System (Manual Supply Procedures). 

c. CCR 700-1, ROTC Standardized Logistics Policy and  Supply Procedures 

d. AR 190-11, Physical Security of Arms, Ammunition and Explosives 

 

2. On _____________________, a joint inventory of the RVHS JROTC Supply room keys was 

conducted and completed. All items under the lock and key are no longer under the RVHS JROTC Senior 

Army Instructor (SAI), LTC Miller, Michael. 

 

SAI room keys:  

1) _______________________; 

2) Laptop Lock Key; 

3) Supply Locker: Lock # __________________w/Key serial #____________________; 

4) Supply Locker:_________________________w/Key serial#_____________________; 

5) Supply Locker:_______________________w/Key# serial#:______________________; 

6) Trailer Lock: _________________________ w/Key# serial: ______________________. 

 

3.    All supply keys assigned to the CMCSS-RVHS-JROTC program has been accounted for and stored in 

compliance with the above mentioned regulations. 

 

4. POC for this memorandum is MSG Karlene Brown, CMCSS JROTC MPS at 

(931) 553-1102, Karlene.Brown@cmcss.net and the undersigned. 

 

         

 

        MICHAEL MILLER 

        LTC, (Ret)     

        Outgoing RVHS JROTC HRH    

 

I acknowledge of receipt of all issues keys. 

 

 

      TONYA SMITH 

      MSG, (Ret) 

      Incoming RVHS JROTC HRH 
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Ordering Uniforms MPA FUNDING FEDMALL using MILSTRIP Process  Annex:   H  
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CMCSS JROTC Uniform and Non-Recoverable Turn-in Procedures   Annex:   I  

 

 

 

    
      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 31 

Ordering JROTC Program Support Equipment Funding     Annex: J  

Sources (OMA/District) 
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 CMCSS JROTC Cadet Uniform Laundry Contract    Annex   K  
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CMCSS JROTC Cadet Clothing Ordering / Destruction Form    Annex:   L 
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CMCSS Ordering Office Supplies Using RLCB / ShopBISM    Annex: M 
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CMCSS JROTC Uniform and Non-Recoverable Items List     Annex: N 
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CMCSS JROTC Statement of Property Disposal Memorandum   Annex: O 
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CMCSS JROTC Cadet Uniform Mangagement and Debt Collection   Annex: P 
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CMCSS JROTC Cadet Uniform Recovery      Annex:   Q 
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CMCSS JROTC Certificate of Liability Insurance     Annex:   R 
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Armed Forces Special Sized Clothing for Men      Annex:   S 

 

DD 358 Pg: 1 
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Armed Forces Special Sized Clothing for Men 

 

      DD Form 358, Pg: 2 

 

        



 

 42 

Armed Forces Special Sized Clothing for Women     Annex:   T 
 

     DD Form 1111, Pg: 1 
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Armed Forces Special Sized Clothing for Women 

 

 

     DD Form 1111, Pg: 2 
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CMCSS End of Year (EOY) / Unfinance Request (UFR) Form     Annex:  U 
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CMCSS JROTC 5W’s Army Request for Support    Annex:  V 

 

 

 

 

 
 

     

 

 

 

 
 

Army  - Request for Support
Submit Email to DAI 

WHO: WCHS Raider Team (24  Cadets)

WHAT: Request for Lodging 1 Night - Compete at Raider Nationals

WHEN: 10 -11 Oct 2017

WHERE: Molenia, Georgia

WHY: Approved JROTC Co-Curricular Activity – Will earn National Title

VENDOR Information: Tents ‘R Us 

Location:  1232 Rainy Mountain Road, Molenia. Ga. 23543

Cost per room:100.00.  

Requesting 6 Rooms: $600.00 total Cost

POC: Mr Rainflap.  PHONE: Xxx-xxx-1212

CONFIRMATION:  

• No Tax or Gratuity will be included

• Rooms are for Cadets Only. 

• Vendor must be able to accept US Government Credit Cards over the phone

Food and Lodging – Transportation must all be submitted seperatley (can be all in one email).

TRANSPORTATION – Need cost estimate off TRIP Planner
 
 



 

 46 

CMCSS JROTC KEY NOTE DATES      Annex:   W 

 

 

   CMCSS JROTC KEY NOTE DATES: 

 

1. Annual Ft Knox IPBO HR Update 

 NLT 28 February  

 

2. Annual Cadet JCLC Clothing and Equipment Request 

 NLT 5 February  

 

3. Equipment, Life Cycle and UFR Request 

 NLT 15 May 

 

4. End of School Year Inventory  

 NLT 30 May 

  

5. Open School Year Inventory HR Update 

 NLT 1 September 

 

6. Open School Year Cadet Clothing Request 

 NLT 15 September 

 

7. Laundry Monthly Contract Reconciliation 

 NLT 5th of every month  

 

8.  GPC Monthly Access Closeout 

 NLT per 7th BDE JROTC S4 Directive(s) 

 

9. District Funds Monthly Closeout  

 NLT end of month 


