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MEMORANDUM FOR COMMANDER





SUBJECT: SMALL ARMS REPAIR PARTS (SARP) STANDARD OPERATING PROCEDURE





1.  PURPOSE:  To outline procedures used to control requisition, receipt, issue, security, storage, turn-in, and demilitarization of small arms repair parts.  This SOP supercedes all other battalion policy statements and SOP’s on this subject.





2.  APPLICABILITY:  This SOP applies to all soldiers and armsrooms in the 3rd Battalion, 37th Armor, with special emphasis on Unit Armorers, Armsroom/Physical Security Officers, Company Executive Officers, Battalion Maintenance Technical Officer, PLL Clerks, Supply Sergeants, First Sergeants, and Company Commanders. It is to be used as a guide to ensure that proper procedures are adhered to in order to control requisition, receipt, issue, security, storage, turn-in, and demilitarization of all small arms repair parts.





3.  CONCEPT:  Small arms repair parts (SARP) will be inventoried and documented monthly.  Small arms repair parts (SARP) inspections will be conducted quarterly.





4.  RESPONSIBILITIES:  


	A.  Companies:  This SOP will be adopted as the company program for all companies.  Make coordination with the S-2 Section for any courtesy inspections for small arms repair parts (SARP).  At a minimum a copy of this SOP will be maintained in the Armsrooms, and by the Company Executive Officers.





	B.  Battalion Maintenance:  This SOP will be adopted as the battalion SARP program.  Make coordination with the S-2 Section for any courtesy inspections for SARP.  At a minimum a copy of this SOP will be maintained by the Battalion Maintenance Officer, the Battalion Maintenance Technician, and all PLL Clerks.





	C.  The Battalion Intelligence and Security Section (S-2) NCOIC and the Battalion Maintenance Technician are overall in charge of this program.  The S-2 NCOIC will act as the quality control inspector.








NO SLACK
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APPENDIX A (Small Arms Repair Parts Management) to 3-37 Armor Small Arms Repair Parts (SARP) SOP





REFERENCES:  AR 190-11 dtd 30 Sep 93


		    Memo, AFZN-SMS dtd 27 May 94 SARP Management


		    AR 735-5 Policies and Procedures for Property Accountability


		    Unit Supply Update 14 dtd 28 Feb 94





1.  PURPOSE:  To establish procedures used to control requisition, receipt, issue, security, storage, turn-in, and demilitarization of  (SARP) within the 3rd Battalion, 37th Armor Regiment.





2.  RESPONSIBILITIES:





	a.  The Company Commander will:





		1)  Ensure all measures, inventories, and procedures of this SOP are followed.





		2)  Emphasize the importance of accountability and control of SARP.





		3)  Designate a disinterested SFC or above to conduct a monthly inventory of SARP.





		4)  Adopt this Battalion SOP with a cover memorandum stating so as the Company SOP, or write an internal SOP for SARP. 





	b.  The Armorer will:





		1)  Perform only authorized weapon maintenance IAW the -10 and -20 manuals SMR codes. Organizational level is the highest echelon of maintenance to be performed.





		2)  Remove unserviceable part, determine demilitarization requirement IAW SMR code and complete the proper paperwork for turn-in and receipt of replacement part from the Supply Sergeant for a Common Hardware part or the PLL Clerk for PLL part.





		3)  Identify missing part and achieve proper statements from user so that a replacement part can be obtained from the Supply Sergeant for a Common Hardware part or PLL Clerk for a PLL part.
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		4)  Ensure that copy of all inventories and/or investigation reports for missing SARP is forwarded to the Battalion S-2 office for retention for 1 year.





		5)  Maintain a file of all monthly inventories, investigation reports for missing SARP, and Demilitarization Certificates (ANNEX 5) for  a period of 1 year.








	c.  The Supply Sergeant and PLL Clerk will:





		1)  Maintain on file a DA Form 1687 (Notice of Delegation of Authority) signed by the commander stating who is authorized to request and receive SARP.





		2)  Maintain on file for a period of one month or until the next inventory is completed all  SARP Request Validation Statements (ANNEX 1), SARP Turn-in Statements (ANNEX 2), SARP Missing/Damage Statements (ANNEX 3), and SARP Issue Statements (ANNEX 4).


	


		3)  Maintain on file for a period of one year copies of all Monthly Inventory Results (ANNEX 7),  investigation reports for missing SARP, and Demilitarization Certificates (ANNEX 5).





	d.  The S-2 NCOIC will:





		1)  Maintain on file for a period of one year copies of all Monthly Inventory Results (ANNEX 7) and investigation reports for missing SARP.





		2)  Conduct quarterly inspections of all Company SARP programs IAW SARP Inspection Checklist (ANNEX 6) and maintain these inspection results on file for a period of one year as well as provide a copy of stated inspections to the next higher headquarters.





3.  PROCEDURES FOR CONTROL OF SARP:





	a.  All SARP will be secured in accordance with AR 190-51, having at a minimum  double barrier protection, and if coded pilferable or sensitive it must be stored in a secure area and be separated from other Class IX parts.





	b.  The PLL Clerk/Supply Sergeant will maintain on file a DA Form 1687 (Notice of Delegation of Authority) signed by the commander stating who is authorized to request and receive SARP.
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	c.  All procedures involving the control of SARP will incorporate the two-person rule.





	d. The unit armorer will fill out the SARP Request Validation Statement (ANNEX 1), a SARP Turn-In Statement (ANNEX 2), a SARP Damage/Missing Part Statement (ANNEX 3), and a SARP Demilitarization Certificate (ANNEX 5) in two copies each when requesting SARP.  These forms will be signed by the commander or his designated representative prior to taking them to PLL/Supply.  The issuer will then complete a SARP


Issue Statement (ANNEX 4) when the part is issued, it is then the repairer’s responsibility to place that component on the weapon prior to the close of that business day, otherwise that component must be turned in for proper storage.





	e.  The keys to any storage containers for SARP will be maintained by the unit Key Control Custodian for Common Hardware being maintained in the unit supply rooms, and by the PLL NCOIC when being maintained in the unit PLL trucks. Commander’s will appoint  designated representatives  to open all SARP containers.  Keys to SARP containers will be restricted by the proper key control procedures IAW AR 190-11.





	f.  If SARP is lost or damaged the armorer must provide a missing/damage statement (ANNEX 3) signed by the commander or his designated representative attesting that the appropriate action was taken IAW AR 735-5 to resolve the loss or damage.  This statement must be completed before the new part is issued and must be maintained on file for one year.





4.  SPECIAL INSTRUCTIONS FOR THE SUPPLY SERGEANT/PLL CLERK:





	a.  All quantities of SARP above the authorized PLL and not demand supported will be identified and turned-in. Excess SARP is not authorized unless caused by the unit of issue.





	b.  All SARP that is listed on the ULLS generated PLL listing will be highlighted.





	c.  A separate listing of all SARP on PLL/Common Hardware will be maintained by the PLL Clerk, Supply Sergeant, and Unit Armorer.





	d.  SARP will not be collocated with other Class IX parts unless it is separately stored in another container under an additional lock and key.





	e.  All SARP on PLL/Common Hardware will be inventoried monthly by a designated disinterested SFC or above using the SARP Checklist (ANNEX 6).
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	f.  Results of all completed inspections will be maintained in unit files for a period of one year.  A copy of all inspection results will be forwarded to the Battalion S-2 for retention in their files for a period of one year as well.





	g.  Any discrepancies resulting from this inventory will be researched and documented in accordance with AR 710-2 and AR 735-5.





	h.  The PLL Clerk will verify the 3rd position of the Source Maintenance and Recoverability Code (SMR) and MUC to ensure that the requested parts are authorized at the unit level.





	i.  The PLL Clerk/Supply Sergeant will verify DA Form 1687 (Notice of Delegation of Authority) to ensure requester is authorized to request/receive part, if someone that is not on the DA Form 1687 then the PLL Clerk/Supply Sergeant will in turn notify the commander and the S-2 NCOIC.





	j.  All controlled item inventory code (CIIC) parts coded SENSITIVE (CIIC other than U or J) or PILFERABLE (CIIC of J) will be signed for in a control book when parts are picked up from PLL.  The book will be maintained by the PLL supervisor showing control of SARP.  The book entries will include document number, quantity, NSN, printed name and signature of person issuing part, and date/time part was issued.


	


	k.  Parts for organizational level jobs that are not demand supported will be requested through the normal supply channels.





5.  TURN-IN DISPOSITION PROCEDURES OF UNSERVICEABLE SARP:





	a.  The unit armorer will tag all unserviceable SARP with the NSN and nomenclature.  The unserviceable SARP will be accompanied with the following forms for turn-in to the PLL Clerk, SARP Turn-in Statement (ANNEX 2), SARP Damage/Missing Part Statement (ANNEX 3) (if necessary), SARP Demilitarization Certificate (ANNEX 5), SARP Request Validation Statement (ANNEX 1).





	b.  The PLL Clerk will verify the NSN and nomenclature and fill the DD Form 1348-1 in six copies as well as the SARP Issue Statement (ANNEX 4) in two copies.  The PLL Clerk will then be responsible for the proper security of the unserviceable SARP until it can be turned in to the proper organization or demilitarization has been accomplished.





	c.  If SARP is turned into DRMO with six copies of DD Form 1348-1, the PLL Clerk then will receive one copy of DD Form 1348-1 to validate turn-in for his files for approximately two weeks at which time he will then receive a stamped DRMO copy of APPENDIX A (Small Arms Repair Parts Management) to 3-37 Armor Small Arms Repair Parts (SARP) SOP





this form for retention in his files until the next monthly SARP inventory, thus explaining any differences in the SARP inventory count.





6.  SARP REQUISITIONING INSTRUCTIONS:





	a.  The armorer will perform a 100% technical inspection on all weapons identified as having a crew level deficiency to ensure that no organizational level part(s) need requisition as well.  A separate SARP Request Validation Statement (ANNEX 1) will be completed for each small arms repair part that is needed and processed thru a supervisor, and the Unit Commander or his designated representative prior to requesting thru the Supply Sgt/Pll Clerk.


	b.  The armorer’s supervisor will review the SARP Request Validation Statement (ANNEX 1) verifying the items, quantities, and SMR codes are correct.  The supervisor will also ensure that unserviceable SARP is tagged and secured prior to turn-in.





	c.  The supervisor will sign the SARP Request Validation Statement (ANNEX 1) and forward the request to the Commander or his designated representative for his approval.





	d.  The approved SARP Request Validation Statement (ANNEX 1), SARP Turn-in Statement (ANNEX 2), and SARP Demilitarization Statement (ANNEX 5) along with the tagged unserviceable SARP will then be turned into the supply sgt/pll clerk for processing.








	e.  The PLL Clerk will verify DA Form 1687 to ensure that the requester is authorized by the commander to request SARP.





7.  SARP ISSUE PROCEDURES:





	a.  Once the requester has been verified against the DA Form 1687 as authorized to receive SARP the Supply Sgt/PLL Clerk will prepare a SARP Issue Statement (ANNEX 4), SARP will then be issued to the repairer provided that part(s) can be installed prior to the close of that business day.





	b.  The repairer will sign for the part(s) he receives in the SARP Control Book.





	c.  The issuer will fill out a SARP Issue Statement (ANNEX 4) and sign the SARP Control Book verifying repairer received the SARP and has control of it.





	d.  The unserviceable SARP will then be turned over to the PLL Clerk by the repairer at this time.
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8.  SARP STORAGE PROCEDURES:





	a.  All QSS/PLL parts will be safeguarded and maintained in a locked container and collocated from other Class IX parts.





	b.  All unserviceable SARP will be maintained by the PLL Clerk in a locked container, separate from serviceable SARP until it is turned into DRMO.


 





9.  SARP INVENTORY PROCEDURES:





	a.  Each month, the commander will designate a disinterested person in the grade of E-7 or above to inventory SARP.





	b.  The commander will ensure that causative research is conducted for all SARP discrepancies noted on inventory, regardless of dollar value.





	c.  When the inventory is complete the commander will complete the Monthly Inventory Results (ANNEX 7), verifying that the inventory was conducted and discrepancies have been resolved.  A copy of the Monthly Inspection Results will be forwarded to the S-2 NCOIC for its 1 year retention.





	d.  The inspection results will be forwarded by the 3rd working day of the month following the inventory.





	e.  The S-2 NCOIC will forward a copy of  the SARP Inspection Checklist (ANNEX 6) to the Brigade S-4 quarterly.





	f.  SARP which is discovered on-hand, but not authorized, will be turned in within ten working days.








ANNEXES:


1 - SARP Request Validation Statement


2 - SARP Turn-in Statement


3 - SARP Damage/Missing Part Statement


4 - SARP Issue Statement


5 - SARP Demilitarization Certificate


6 - SARP Inspection Checklist


7 - SARP Monthly Inventory Results
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SARP REQUEST VALIDATION STATEMENT








DATE_________________________





NSN__________________________





NOMENCLATURE_______________________________________________________





QUANTITY____________________





WEAPON SERIAL #__________________





WEAPON TYPE________________________





SMR CODE____________________________





STOCKED ON PLL	YES______NO_______





____________________________________________


REQUESTER PRINTED NAME AND SIGNATURE





_____________________________________________


SUPERVISORS PRINTED NAME AND SIGNATURE





__________________________________________________________


COMMANDER OR DESIGNATED REPRESENTATIVE SIGNATURE
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SARP TURN-IN STATEMENT








DATE_________________________





UNIT_________________________





NSN__________________________





NOMENCLATURE_______________________________________________________





QUANTITY____________________





WEAPON SERIAL #________________________





WEAPON TYPE________________________





SMR CODE_________________________








____________________________________________


ARMORER’S PRINTED NAME AND SIGNATURE
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SARP DAMAGE/MISSING PART STATEMENT








DATE____________________________





UNIT____________________________





NSN_____________________________





NOMENCLATURE_______________________________________________________





QUANTITY_______________________





WEAPON SERIAL #__________________





WEAPON TYPE__________________________





SMR CODE__________________





Brief explanation for reason of damage/missing part_______________________________


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________








___________________________________________


ARMORERS PRINTED NAME AND SIGNATURE





___________________________________________________________


COMMANDER OR DESIGNATED REPRESENTATIVE SIGNATURE
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SARP ISSUE STATEMENT








DATE___________________________





UNIT___________________________





NSN____________________________





NOMENCLATURE_______________________________________________________





QUANTITY_____________________





WEAPON SERIAL #____________________





WEAPON TYPE____________________





SMR CODE_______________________








_______________________________________________________


SUPPLY SGT/PLLCLERK PRINTED NAME AND SIGNATURE





___________________________________________


REPAIRERS PRINTED NAME AND SIGNATURE








NOTE:  The supply sgt/pll clerk will not issue any parts that cannot be installed on the appropriate weapon by close of business of that duty day.
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SARP DEMILITARIZATION CERTIFICATE








DATE________________________





UNIT_________________________





NSN__________________________





NOMENCLATURE______________________________________________________





QUANTITY____________________





WEAPON SERIAL #_____________________





WEAPON TYPE_______________________





SMR CODE_________________________








___________________________________________


ARMORERS PRINTED NAME AND SIGNATURE





___________________________________________


WITNESSES PRINTED NAME AND SIGNATURE


(Person that verified that demilitarization of said part(s) has been completed)








NOTE:  This certificate will remain on file for a period of one year by the armorer and supply sergeant/pll clerk.
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SARP INSPECTION CHECKLIST





									YES      NO      N/A


1.  Are repair parts for small arms repair issued to the repairer by a 


second person? *(Memo, FORSCOM, AFLG-SMS, dtd 27 May 


94, Small Arms Repair Parts (SARP) Management)			____	____	_____





2.  Do small arms repairers request only those items authorized for


their level to remove, replace, or repair IAW SMR codes in


appropriate technical manuals?					____	____	_____	





3.  Does the unit commander validate all request for issue of SARP


to verify quantity needed for repair or stockage and appropriate 


maintenance IAW SMR code?  *(Memo, FORSCOM, AFLG-SMS,


dtd 27 May 94, Small Arms Repair Parts (SARP) Management)	____	____	_____





4.  Is SARP coded as sensitive or pilferable stored in a secure area


IAW AR 190-11?							____	____	_____





5.  Is SARP inventoried monthly by a disinterested party (SFC or


above)? *(Memo, FORSCOM, AFLG-SMS, dtd 27 May 94, Small


Arms Repair Parts (SARP) Management)				____	____	_____





6.  Is a copy of the monthly inventory, signed by the commander, 


and maintained on file for a period of one year.  Is a copy of the 


inventory forwarded to the next higher headquarters to be maintained


on file for a period of one year.  *(Memo, FORSCOM, AFLG-SMS


dtd 27 May 94, Small Arms Repair Parts (SARP) Management)	____	____	_____





7.  Are SARP which require it IAW SMR code,  demilitarized IAW


Defense Demilitarization Manual 4160.21M-1 and is a copy of the


the SARP Demilitarization  Certificate maintained on file for a period


of one year by the unit armorer and the supply sergeant/pll clerk?	____	____	_____





8.  Are SARP coded as sensitive or pilferable secured in a secure


facility and not mixed with other Class IX repair parts? *(Memo,


FORSCOM, AFLG-SMS, dtd 27 May 94, Small Arms Repair 


Parts (SARP) Management)						____	____	_____





9. Does the unit take appropriate precautions to ensure that only 


personnel responsible for receiving, issuing, storage, repair, or 


destruction of SARP have access to sensitive or pilferable SARP?	____	____	_____


ANNEX 7 (SARP Monthly Inventory Results) to APPENDIX A (Small Arms Repair Parts Management) to 3-37 Armor Small Arms Repair Parts (SARP) SOP








AFZN-BB-C-I							DATE:__________________





MEMORANDUM FOR RECORD:





SUBJECT:  SARP Monthly Inspection Results





1.  The monthly inventory was conducted by _________________________(name and rank) on ___________________(date).  All SARP was/was not accounted for.





2.  Attached are the results of the inventory:





	a.  A current copy of the PLL Inventory Report (generated by ULLS) with SARP highlighted, quantity on hand and quantity inventoried.





	b.  A list of SARP and quantities on hand that are not on PLL Inventory Report, i.e. QSS and a list of unauthorized SARP on-hand.





	c.  Corrective actions taken to turn in non demand supported SARP and corrective actions taken to establish accountability and turn-in of excess SARP.





	d.  Causative research and adjustment actions for all SARP not accounted for.





3.  All SARP (Common Hardware) maintained in the company is secured in a locked container and access gained only by the Supply Sergeant.  All SARP (PLL) is maintained in the PLL truck separated from other Class IX in a locked container and access only gained through the PLL supervisor issuing the key to the PLL Clerk.  I have established written procedures for conducting monthly inventories and reconciling the quantity of SARP requests versus the quantity issued, turned-in, and on-hand.














						_______________________


						_______________________


						Commanding  


