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MEMORANDUM FOR HHC/MMC 2ID DISCOM

SUBJECT: Arms Room Standard Operating Procedures

1.  REFERENCES


a.  AR 190-11

     
b.  AR 190-51

     
c.  AR 710-2

     
d.  DA PAM 710-2-1

2. GENERAL

The purpose of this SOP is to educate and inform the soldiers of the company concerning the policies, requirements, procedures, and responsibilities pertaining to the safeguarding, controlling, and accountability of weapons, ammunition, and sensitive items as outlined in reference 1a through d above.

3.  RESPONSIBILITIES

 
a.  Unit Commander.

          
(1) Has overall responsibility for the security and accountability of all assigned and attached weapons, ammunition, and sensitive items under the control of his/her unit.                          

          
(2) Appoint, in writing, an Arms Room Officer to serve as an advisor and liaison between the company and battalion physical security sections.       

          
(3) Appoint, in writing, two responsible individuals to act as the Unit Armorer and Alternate Unit Armorer.  These individuals must possess a favorable NAC or ENTAC and a completed Local Records Check, not older than 3 years.  The Unit Commander will determine their trustworthiness prior to granting them unaccompanied access to the arms room and must evaluate any derogatory information on the individual.

          
(4) Ensure no individual who is pending any adverse personnel action, judicial or non-judicial proceedings, or administrative hearing/actions for misdeeds, alleged or founded, or who is pending discharge action under any conditions other than honorable is assigned to duties which allow unsupervised access to the arms room. 

          
(5) Establish an unaccompanied access roster according to AR 190-11 para 4-1.  All personnel on the unaccompanied access roster must meet the same requirements as the unit armorers.


b.  Arms Room Officer.

          
(1) Ensure the armorers comply with all directives, regulations, and policies pertinent to the administration and security of the arms room.

          
(2) Be available for inspections and/or coordination with the Commander, Battalion S-2, or higher headquarters and act as a spokesperson for the Commander.

          
(3) Be knowledgeable with the provisions of this SOP and the references listed in 1a through 1g.

          
(4) Insure all required inventories and security measures are conducted IAW AR 190-11.

(5) Coordinate with the Battalion S-2 for obtaining Local Records Checks on potential unit armorers. 

     
c.  Armorer.

          
(1) Insure all directives, regulations, and policies pertinent to the administration and security of the arms room are on hand and are adhered to.

          
(2) Coordinate with the Arms Room Officer and the Battalion S-2 for further guidelines to insure compliance with all administrative and security procedures/changes.

          
(3) Insure accountability of all items in the arms room be maintained at all times.

          
(4) Review the forms listed and insure that they are accurate and up to date:

           DA FORM 2062 
DA FORM 2404
DA FORM 3161
SF FORM 702

DD FORM 314
DA FORM 7281-R
DA FORM 5513-R
DA FORM 2407  

DA FORM 3749
SF FORM 701

          
(5) Establish and maintain a Master Authorization List (MAL).                 

          
(6) Ensure a “Change of Custody” is done when the armorers change jobs and/or duty assignments.  This will also be conducted when the Company Commander directs that someone else on the unaccompanied access roster access the arms room.

          
(7) The primary armorer will maintain the key on his/her person that unlocks the ammo box for the AA&E keys.  This person will ensure that the secondary key for that same ammo box is secured in a sealed envelope, with the armorer’s signature and date of sealing on the flap, and hand receipted to the company Key Control Officer or the Physical Security Officer where it will be secured in the company safe or equivalent.

          
(8) The armorer will assign one weapon per soldier.

          
(9) Establish and maintain a maintenance program for cleaning and servicing all the unit weapons.

          
(10) Conduct a complete inventory of everything in the arms room.  Verify the inventory sheet with the master hand receipt the unit Logistics holds.  Once everything is in order, the armorer will sign for the arms room.

          
(11) All other items will have the Commander’s approval in order to be stored in the company arms room.  The armorer will prepare a memo giving the nomenclature and quantity of the items and the Commander must sign the memo before these items can be moved into the arms room.

          
(12) The armorer will write all memos concerning discrepancies, inventory sheets, and letters of explanation.  He/she will have them reviewed by the unit logistics NCOIC, Arms Room Officer, and the Company Commander.  Once the review is complete, the armorer will keep the original on file in the arms room.  



(13) The armorer will check the SF Form 702 on the outside door of the arms room to ensure that the unit CQ/Staff duty NCOIC have checked the area and signed off on the SF Form 702 every eight hours.

     
e.  Individual Soldier.

          (1) Keep your DA Form 3749 (Weapons Card) on your person AT ALL TIMES, unless turning it in to the arms room to receive your weapon.  If you lose your weapon’s card, inform the unit armorer immediately.          

          (2) When receiving your weapon you will turn in your weapon’s card.  If you deploy for more than 24 hours with your weapon, you will turn in your weapon’s card and fill out USFK Form 235-E.



(3) Once you have received your weapon, keep it in your possession AT ALL TIMES.

          (4) Do not lock your weapon in a room or wall locker as means of temporary storage.  The only temporary storage is an authorized CQ or an approved weapon’s rack that has a guard posted.

4.  WEAPONS MAINTENANCE

The unit armorer will implement a maintenance plan for all soldiers to abide by.  This plan will have total command support.  Responsibilities will be listed below for the following:

     a.  Unit armorer.



(1) A quarterly PMCS will be done by the unit armorer to ensure that all weapons are serviceable.  Any deficiencies found by the unit armorer will be repaired by either ordering the prescribed Small Arms Repair Parts (SARPS) IAW Paragraph 7, Ordering Repair Parts, of this SOP, or by evacuating the weapon(s) to direct support.  Record this PMCS on a DA Form 2404 and DD 314.

          (2) The unit armorer will reassign a new weapon to any soldier in need, if he/she sees fit, for training 
purposes until the weapon is repaired.

     b.  Individual Soldier.

          (1) The individual soldier will clean his/her weapon after EVERY training exercise. If no training exercise or range has been attended within a quarter, it is the soldier’s responsibility to inform the unit armorer that his/her weapon is to be spot-checked.

          (2) It is the responsibility of the soldier to inform the unit armorer of any deficiencies found during training or weapon cleaning, with an attached DA Form 2404 with the deficiencies listed by the TM.

          (3) It is the responsibility of the soldier to do periodic maintenance (PMCS) on his/her weapon.  This periodic maintenance will be unsupervised, however, the unit armorer must be informed so that this can be annotated on the armorer’s DD Form 314’s for unit maintenance.

5.  INVENTORIES

The unit armorer will ensure that all weapons and ammunition of any type, to include blank ammunition, all sensitive items, and all high value or pilferable items stored in the arms room are inventoried. 


a.  Opening

          (1) An Opening Inventory will be conducted upon the initial unlocking of the arms room of the day or a change of custody of keys is done after initial opening.   Inventory is recorded on a DA Form 2062.



(2) The inventory is a visual count of everything stored in the arms room.  Where a specific quantity of materiel is being stored in banded and sealed containers, record these items on the DA Form 2062 as “Container protected by seal # which contains X quantity of Y.”  A separate entry will be made for each container.



(3) The form can be used for more than one day.  When the form is complete, retain the DA Form 2062 in the arms room until the next serial number inventory is complete.

          
(4) If any discrepancy(s) develop, maintain the form until the discrepancy is resolved.


b.  Closing

          (1) A Closing Inventory will be conducted upon the close of the business day each day the facility is accessed or a change of custody occurs.   Inventory is recorded on a DA Form 2062.  This inventory is performed by a responsible individual (NCO, Officer, or CQ) other than an individual on the unaccompanied access roster.



(2) The inventory is a visual count of everything stored in the arms room.  Where a specific quantity of materiel is being stored in banded and sealed containers, record these items on the DA Form 2062 as “Container protected by seal # which contains X quantity of Y.”  A separate entry on the form will be made for each container.



(3) The DA Form 2062 will be marked at the top: “CLOSING: FOR INVENTORY PURPOSES ONLY”.

          
(4) The form can be used for more than one day.  When the form is complete, retain the DA Form 2062 in the arms room until the next serial number inventory is complete.



(5) Individual performing the inventory will ensure that all weapons, racks, and containers are properly secured.  They are to check the issue window and ensure it is secured and do an internal check of the arms room for items left unsecured.

          
(6) The armorer will sign off on the SF Form 701 posted inside the arms room, as well as initialing the SF Form 702 posted outside the arms room door.

     c.  Monthly

          (1) Once a month a responsible officer/ NCO (E-6 or above) will conduct a serial number inventory.  This individual will not conduct consecutive inventories.  (The unit armorers will not conduct serial number inventories).  The fourth week of the month will serve as a weekly/monthly inventory.

         (2) The NCO/officer conducting the inventory will make sure they see the serial number on the weapon or item and the serial number on the inventory sheet.  If weapon is in maintenance, the NCO/Officer will go to the maintenance facility and physically see the weapon.  A responsible officer or NCO (E-6 or above) will continue to check at the maintenance facility every 72 hours until weapon is returned to the unit.  This inventory of the maintenance facility will be recorded on a Memorandum for Record and kept in the arms room.


    (3) The NCO/officer will record the inventory on a memorandum.  The memorandum  must reflect the serial numbers and items stored in the arms room.  Items listed should agree with items hand receipted to the armorer.  Report all discrepancies to the Commander.

          (4)  Inventories are retained on file in the arms room for 2 years.  If there is a discrepancy in the inventory, it will be retained for 4 years and destroyed after the fourth year.

     d.  Deployment

   

(1)  Refer to the Brigade TACSOP for reporting procedures during deployments. 



(2)  Upon returning from the field, the unit will conduct a serial number inventory of all sensitive Items.  The inventory will be done using instructions above for Monthly inventory.  This inventory will be annotated as RETURN FROM FIELD.

6.  WEAPON ISSUE AND TURN-IN PROCEDURES
     a.  The armorer will issue a DA Form 3749 (Weapons Card) to each soldier assigned a weapon.  A copy of a DA Form 3749 with the unit Commander’s signature will be displayed, screened out of  view of those personnel being issued weapons.  This card will be marked “VOID” and will be used by the armorer to confirm the Commander’s signature.


b.  Soldier’s leaving the unit will turn in their weapon’s card to the unit armorer.  The card will be destroyed upon the soldier’s departure from the company and that soldier’s name will be removed from the MAL.


c.  Issue.



(1)  If issued for less than 24 hours the soldier will give DA Form 3749 to the armorer or the soldier will sign a DA Form 2062 (hand receipt).  Armorer will ensure the DA Form 3749 being rendered is valid, the serial number is identical to the weapon being issued, and that the commander’s signature on the back matches the signature on the card displayed (see a above).

     

(2)  If weapon is issued for more than 24 hours the soldier will turn in DA Form 3749 to the armorer or the soldier will sign for the weapon using a DA From 2062 AND sign for the weapon on USFK Form 235-E.  Armorer will ensure the DA Form 3749 being rendered is valid, the serial number is identical to the weapon being issued, and that the commander’s signature on the back matches the signature on the card displayed (see a above).  Armorer will also ensure that the USFK Form 235-E entries match the weapon being issued and the soldier signs the form in the appropriate block.


d.  Turn-In.



(1)  Before returning the weapon to the arms room, the soldier will ensure that the weapon is clean and has a light coat of oil on all metal parts.



(2)  Upon return of the weapon, armorer will:




(a)  Ensure weapon is clean




(b)  Verify that serial number of weapon matches that on the Weapons Card or the Hand Receipt.




(c)  Return the Weapons Card or Hand Receipt to the soldier.




(d)  If weapon was signed for on USFK Form 235-E, the armorer will complete and sign the appropriate blocks on the form showing the weapon’s return.

7.  SMALL ARMS REPAIR PARTS

Small Arms Repair Parts (SARP) are to be managed and supervised by more than one individual to ensure that parts are not used for illegal purposes.  Therefore, the following procedures for requesting, issuing, turn-in and storage of these parts must be carefully followed.


a.  Requesting Parts.



(1)  Armorer will request only those parts authorized for organizational level maintenance. 



(2)  A DA Form 2765-1 will be completed for each part required.



(3)  Process DA Form 2765-1 through the unit commander.  Commander must sign all DA Forms 2765-1 for SARP, regardless of the priority.  The commander’s signature verifies that the part is needed for repair of weapons in the unit’s arms room and the part is authorized at the organizational maintenance level (MR of  “O” on the FEDLOG).



(4)  Take the request  and the old part to the PLL clerk for processing.  If no part is available to be turned-in to the PLL Clerk, the unit commander must write a memorandum explaining the circumstances and it must be kept on file by the PLL clerk.  Parts with a Demilitarization Code of “C” or “F” must be turned-in to the DSU for disposal.



(5)  PLL clerk will verify that the individual processing the request is on the DA Form 1687 on file and is authorized to request SARP.  



(6)  PLL  clerk will verify that the part being requested has a MR code of “O”.



(7)  PLL clerk will assign the document number and order the part.  Requester will be given a completed copy of the DA Form 2765-1.



(8)  PLL clerk will dispose of old item per the Demilitarization Code in the FEDLOG.


b.  Issuing of Parts.



(1)  The PLL Clerk, upon receipt of the part, notify the armorer and immediately issue the part to the armorer or other soldier on the DA Form 1687.  If this is not possible, follow the procedures below for storage of the item.



(2)  The PLL Clerk will have keep a separate book of SARP parts issued.  The book will contain, as a minimum, the part NIIN, the document number used to requisition the part, the Nomenclature of the part, who the part was issued to, and the date and time it was issued.



(3)  PLL clerk must endure that only those individuals on the Delegation of Authority Card (DA Form 1687) authorized to Receive SARP, are the individuals the repair parts are given to.



(4)  The armorer will them immediately take the part to the arms room and repair the weapon.  The armorer will ensure the DD 314 and DA Form 2404 are annotated.


c.  Storage of Parts.



(1)  Storage of SARP will be kept to a minimum.  Storage of SARP must be in locked (Series 5200 lock or better) container separate from all other repair parts and access controlled to individuals designated by the commander.  No other individuals should have access to the repair parts.



(2)  All parts must be inventoried on a monthly basis by NSN or part number by a disinterested party appointed by the commander.  The original copy of the inventory will be sent to the S-4 for filing.  A copy of the inventory will be kept by the PLL clerk and the armorer.  This inventory must be completed even if no parts were available to be inventoried and the memorandum annotated accordingly.


d.  Inventories.



(1)  A monthly inventory of the storage site for SARP will be done monthly by a disinterested party as discussed above.  A copy of this by item inventory will be kept on file by the PLL Clerk and Armorer.  The original will be sent to the S-4 for filing.  This inventory must be kept on file for 1 year by the PLL Clerk, the Armorer and the S-4.



(2)  A monthly check must be completed by the commander to ensure that all parts received were used to repair weapons in the arms room.  The check should also encompass checking the PLL clerks book to ensure only authorized individuals have been requesting and receiving SARP.  A monthly certificate must be completed by the commander stating that the required inventory of SARP has been completed and that all required repairs and adjustments have been completed.   This certificate will be kept by the armorer for 1 year. 

8.  SECURITY OF PRIVATELY OWNED WEAPONS AND AMMUNITION

     a.  ALL soldiers will register their Privately Owned Weapons (POWs) with Provost Marshall Registration Section within 72 hours of the weapon(s) entering the installation.


b.  Soldiers residing in troop billets, barracks, or other military quarters (except residents  of family quarters) will store all POWs, ammunition, and other authorized weapons inside the arms room of the unit to which they are assigned or attached.

     c.  The following are some activities that are considered criminal:

          (1)  You cannot participate in any recreational activity with a weapon within the boundary of Fort Hood without obtaining range clearance from Range Control and the Hunt Control Office (you must also have
Texas and Fort Hood permits).

          (2)  Soldiers cannot carry a concealed weapon.  A weapon is considered to be concealed when:

              
(a)  It is carried on or about a soldier’s body where it cannot be seen.

             
(b)  In a vehicle in which the weapon is in the immediate vicinity of a soldier’s control and it is hidden from view.

         
(3)  A weapon will not be carried on or about a person or in a vehicle on Fort Hood Military reservation except when being transported to or from an authorized storage area for one or  more of the following reasons/purposes:

           
(a)  Permanent removal from the installation.

                
(b)  Approved hunting.

            
(c)  Approved target practice.

           
(d)  Repair or cleaning.

                (e)  Transporting from place of purchase to arms room.

          
(4)  Loaded firearms will not be carried on or about a person or inside a vehicle while in Korea.  Any firearm which contains ammunition in the chamber, cylinder, magazine, clip, or belt which is then inserted into the weapon is considered to be a loaded 
weapon.

          (5)  Firearms will not be discharged or fired on any area of the Fort Hood Military Reservation except when such firearms are being used in the conduct of lawful activities or when fired in those areas designated as an authorized hunting area or on supervised target ranges.

          (6)  Firearms will not be carried, possessed, or used on the Fort Hood Military Reservation by any person(s) who have consumed any intoxicants during an eight hour period immediately 
preceding such carrying, possession, or use of firearms.

     e.  Failure by any soldier to comply with the provisions concerning POWs outlined in this SOP and AR 190-11 as it pertains to weapons, are grounds for  punishment under the UCMJ and/or for having the individual’s weapon secured in the arms room without being able to withdraw it until the Commander determines that the soldier has demonstrated the maturity and responsibility to abide by set standards and established regulations.

     f.  ALL POWs maintained in the arms room will be hand receipted to the unit armorer on a DA Form 2062.  A copy of the hand receipt will be maintained on file in the arms room.  A new hand receipt must be made each time the person returns the weapon to the arms room.  The owner’s copy of the hand receipt will be returned to the armorer when the POW is withdrawn from the arms room.  The POW must be registered within 72 hours.  All POW owners will be issued a DA Form 3749 (Weapon’s Card) for their weapon.  These POWs will be subject to the same issue, turn-in, and inventory procedures as military weapons except that they will be separated from government owned arms, ammunition, and explosives to the maximum extent practicable.  They may be stored in the same container, however, they must be physically separated by a partition or shelf inside the container.

     g.  Soldiers desiring to withdraw their POWs from the arms room must have two copies of a letter of permission signed by the Company Commander prior to withdrawing the weapon.  One copy will be retained in the arms room  with the weapon and the original will be retained by the individual.  The soldier will also surrender his copy of the weapon’s card and sign the weapon out on an  USFK Form 235-E.  When the POW is returned to the arms room, the soldier will turn in his copy of the letter of permission to the armorer.  The armorer will log in the weapon on the USFK Form 235-E, return the weapon’s card, and give the soldier a new hand receipt for the weapon.  The letters of permission are attached to the daily inventory for that day and destroyed after the next serial number inventory.  Soldiers withdrawing their weapon from the arms room permanently will also have a letter of permission from the Commander.  This letter will be attached to the daily inventory for that day and destroyed upon completion of the next serial number inventory.  ALL soldiers with a POW in the arms room MUST have a DA Form 3749 (weapon’s card). for their POW, and to withdraw their POW from the arms room.

9.  NIGHT VISION DEVICES

     a.  Night Vision Devices will be stored in the arms room which meet the following:

          (1)  Meet the structural standards of AR 190-11.

          (2)  Have a high security lock and hasp on the entrance door.

          (3)  Are under constant surveillance or have an operational intrusion detection system (IDS).

     b.  Issue and Turn-in Procedures are:

          (1)  If issued for less than 24 hours- turn in DA Form 3749 or DA Form 2062 (equipment receipt or hand receipt).

          (2)  If issued for more than 24 hours turn in DA Form 3749 or DA Form 2062, and sign it out on USFK Form 235-E.

          (3)  Return NVDs to arms room, sign in on the log, and pick up DA Form 3749 and/or DA Form 2062.

     c.  Storage.

          (1)  NVDs should be further secured inside containers, however, this is not a requirement if space for additional containers is not available.

          (2)  NVDs issued for training, operational, and other reasons will be carried on the person of the individual to whom issued and secured like weapons.

          (3)  NVDs must be accounted for daily during field training exercises.  Upon return to garrison, a 100% serial number inventory of these items must be conducted and recorded on the USFK Form 235-E-3 before releasing personnel.

     d.  Inventories.

          (1)  Daily physical counts will be performed each time the arms room is opened and closed, as prescribed for weapons in section 4 of this SOP.

          (2)  Inventoried weekly on USFK Form 235-E-3 by serial number.

     e.  Waivers/Exceptions to policy:

          (1)  Waivers/exceptions to this policy may be granted only by the installation commander, where NVDs are stored.

          (2)  Requests for waivers/exceptions should be submitted through command channels and include the following:  

                 (a)  Reason for inability to comply with this policy.

                 (b)  Alternate procedures that will be affected to ensure security of NVDs.

                 (c)  Resource impact.

          (3)  If approved, waivers will be granted for periods not to exceed 12 months.

10. NVD MAINTENANCE

The responsibilities of both the individual soldier and the unit armorer for maintaining NVDs is described below:

     a.  Individual Soldier

          (1)  A good PMCS will be conducted by the individual soldier after each training exercise, at this time the NVDs will be cleaned, and any deficiencies will be reported to the unit armorer.

          (2)  If no training has been conducted by the unit using the NVDs, soldiers will perform a good cleaning and a good PMCS quarterly.

     b.  Unit Armorer

          (1)  The unit armorer will turn in all unserviceable NVDs for repair, and/or order any parts needed to repair the NVDs.

          (2)  The unit armorer will ensure that all NVDs are turned in to direct support for a semiannual  service.

11.  ARMS ROOM KEYS AND LOCKS

     a.  All doors used for access to the arms room will be locked with approved locking devices. The outer door and issue window to the arms room will have high security padlocks and hasps.  The interior door and issue window will have sliding bolt locks.

     b.  Keys to the arms room will be accessible only to those personnel who are listed on the unaccompanied access roster.  In the event that both armorers can not be located, the unaccompanied access roster for the arms room will constitute the key access roster.

     c.  The unit armorers will keep accountability and maintain the arms room keys separately from other keys in the following manner:

          (1)  Place all entrance keys (door and window keys) on a key ring together.

          (2)  Place all rack/container keys on a separate key ring.

          (3)  The last key ring will have the J-SIIDS key by itself.

          (4)  All keys and key rings will be stored in an ammo can and secured with a hasp and padlock on the outside.  One key to the padlock will be issued to the primary armorer on a DA Form 2062 for personal retention.  Do a “Change of Custody” anytime the primary gives the key to the alternate armorer (example: leave).

          (5)  The alternate personal retention key will be placed in a sealed envelope with the armorers 
name 
and date of sealing across the flap.  The Physical Security Officer or the Key Control Officer will verify that this has been accomplished and will sign for the sealed envelope on a DA Form 2062.  This DA Form 2062 will be maintained in the arms room on file. The person signing for the alternate key will maintain this sealed envelope in the company safe.  If the seal on the envelope has been broken, a joint serial number inventory of the arms room must be done by two persons on the unaccompanied access roster.

          (6)  The container in which the arms room keys are stored will be turned in to the 1SG or Key Control
Officer for storage in the safe upon final closing of the day.  The container will be signed in and out on a DA Form 5513-R by the unit armorers or the persons listed on the unaccompanied access roster.

          (7).  The arms room keys will not be removed from the unit area and at no time will be left unattended or unsecured.

     d.  The Key Control Custodian for the arms room will conduct a semiannual inventory of all the arms room keys using a DA Form 5513-R, including the alternate set.

     e.  All arms room keys will be listed by serial number, location(i.e. rack number), and number of keys on a DA Form 5513-R.  The original copy will be maintained in the container where the keys are stored, and a copy will be maintained by the Key Control Officer.

     f.  Each arms key will have an alternate set of keys stored in a locked container inside the S-2 safe.  One key to each container will be maintained by the Key Control Officer in a separate sealed envelope locked in the company safe, in the same manner as the alternate personal retention key.  The keys will be inventoried semiannually jointly by the armorer, and annually, supervised by the Key Control Officer.

12.  STORAGE OF AMMUNITION

     a.  Company arms room is authorized to store a maximum of 500 rounds of small arms ammunition for interior guards and 500 rounds of blank ammunition for ceremonial details.  This ammunition will be hand receipted by the armorer and issue will also be documented on an USFK Form 235-E.

     b.  The company can also store, not to exceed 5 wire bound boxes of small arms ammunition that is awaiting expenditure for 30 calendar days, however, the Commander will insure that the ammunition holding area is utilized for temporary ammunition storage to the maximum extent possible before resorting to storage in the unit arms room.

     c.  The ammunition will be inventoried on a daily count (if ammunition is stored in bulk containers, they do not have to be opened), and weekly by lot, serial number, and count.  The ammunition will also be included on monthly inventories.  The results of the inventory will be recorded on the inventory forms.

13.  AMMUNITION AMNESTY PROGRAM

The amnesty program is intended to ensure maximum recovery of military ammunition.  It is not intended to circumvent normal turn-in procedures.  The amnesty program provides an opportunity for individuals to return found, stolen, or misplaced ammunition without the fear of prosecution.  Amnesty turn-ins will not be the basis or initiation of an investigation or prosecution and are exempt from AR 190-11 series investigation requirements.

     a.  Purpose- To provide all soldiers ample opportunity to properly dispose of any unauthorized ammunition.

     b.  Responsibilities

          (1)  Commander.

                 (a)  Will brief all soldiers about the ammunition amnesty program and explain the purpose and location of the amnesty box at least semi-annually.

                 (b)  Ensure a NCO and alternate be placed on orders as the Ammunition Amnesty Officer.

                 (c)  Establish a written policy and post both the policy and orders of the amnesty officer on the company bulletin board.

                 (d)  Will ensure that the location of the amnesty box is easily accessible to soldiers and that it  is not in direct view of the orderly room.  It must also offer a sense of privacy for any soldier wishing to dispose of any unauthorized ammunition.

                 (e)  Ensure no reprisals, formal, or informal punishment  will be administered to any soldier observed placing ammunition in the amnesty box.

           (2)  Amnesty Officer.

                 (a)  Will prepare and maintain the ammunition amnesty box.  The box will be made of metal with a minimum of 18 gauge steel.  The container will be affixed permanently to real property or chained to a permanent part of a structure to prevent theft.  The container will be secured using a series 5200 lock.

                 (b)  Will ensure the amnesty containers are checked periodically to prevent a build-up of ammunition or residue.

                 (c)  Will ensure that the amnesty containers is kept free of all debris or trash.

                 (d)  Ensure any ammunition, brass, or residue collected will be turned in to the Ammunition Storage Point (ASP) as found on the installation.
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