INDIVIDUAL CLOTHING PROCEDURES
1.  Primary accounting records and analysis coverage:

                                                                           NUMBER   RECORDS

                                                                           RECORDS  REVIEWED
    a.  Service Record Books (Active Duty)        _______      ________

    b.  NAVMC 631/631a                                    _______      ________

    c.  Pending NAVMC 604/604bs                    _______      ________

    d.  Completed NAVMC 604s (Originals)      _______      ________

Regular Personnel
2.  Is clothing for enlisted personnel being obtained and  requisitioned in accordance with current instructions?  (paragraphs 04017, 22008.1 and 22008.8 of UM 4400-15)

Yes   No   N/A___

    a.  Are cash sales conducted properly?  (paragraphs 1600 and 1601 of MCO P10120.28F)

Yes   No   N/A___

    b.  Are supplementary and gratuitous issues conducted  properly?  (paragraphs 2310 and 2320 of MCO P10120.28F; and paragraph 04017 of UM 4400-15)

Yes   No   N/A___

    c.  Are supplementary and gratuitous issues recorded on NAVMC 631/631a and filed in the member's SRB?  (paragraph 2302 of MCO P10120.28F)

Yes   No   N/A___

3.  When authorized, was the supplementary blue uniform allowance requisitioned for/issued to enlisted personnel prior to their  transfer from another CONUS duty assignment, and if not, was the transferring command notified?  (paragraph 1301 of MCO P10120.28F)

Yes   No   N/A___

4.  After issue action is completed, is the NAVMC 604/604b  retained to support the requisition?  (paragraph 2308 of MCO P10120.28F)

Yes   No   N/A___

Reserve Personnel
1.  Upon receipt of an approved NAVMC 604/604b, is a requisition prepared and submitted to the proper supply source?  (paragraph 6300 of MCO P10120.28F)

Yes   No   N/A___

2.  Are pending NAVMC 604/604bs filed in alphabetical sequence?  (paragraph 6300.3 of MCO P10120.28F)

Yes   No   N/A___

3.  Are all clothing requisitions and issues supported by an  approved NAVMC 604/604b?  (paragraphs 6203 and 6300 of MCO P10120.28F)

Yes   No   N/A___

4.  Upon receipt of clothing, is the retained copy of the NAVMC  604/604b removed from the files and processed in accordance with current instructions?  (paragraph 6400 of MCO P10120.28F)

Yes   No   N/A___

5.  Are NAVMC 604s for replacement clothing annotated "new  clothing" or "recovered clothing", as applicable?  (paragraph 9202.3 of MCO P10120.28F)

Yes   No   N/A___

6.  When partial issues/sales are made, does the individual  initial the NAVMC 604/604b after the item is received?  (paragraphs 6400.2 and 6400.3 of MCO P10120.28F)

Yes   No   N/A___

7.  Are all completed NAVMC 604/604bs signed by the individual?  (paragraph 6400.2 of MCO P10120.28F)

Yes   No   N/A___

8.  Is the completed original NAVMC 604/604b filed in alphabetical sequence by fiscal year?  (paragraph 6400.3a of MCO P10120.28F)

Yes   No   N/A___

9.  When partial issues are accomplished, have procedures been  established for distributing the duplicate copies of NAVMC  604/604bs for either, filing directly behind the individual  clothing record (replacement issues) or utilized for the  completion of the individual clothing record and destroyed (initial issue)?  (paragraph 6400.3a of MCO P10120.28F)

Yes   No   N/A___

10.  Are issues and recoveries properly posted to the NAVMC 631 as follows: 

     a.  Are annual clothing inspections/inventories annotated on each individual's NAVMC 631?  (paragraphs 6212 and 9213 of MCO P10120.28F)

Yes   No   N/A___

     b.  Are inventory dates appearing in the "On Hand" column  (Column #1) of the NAVMC 631s being attested to by the signature, in the "On Hand Per" column of Certificate No. 1, of a witnessing officer who verified the inventory date entry?  (paragraph 9213 of MCO P10120.28F)

Yes   No   N/A___

    c.  Are "On Hand" column (Column #1) entries made in pencil?  (paragraph 9211.2b of MCO P10120.28F)

Yes   No   N/A___

    d.  Are issues verified and signed by a witnessing officer, in the "Attested To By" column of Certificate No. 1?  (paragraph 9211.2d(4) of MCO P10120.28F)

Yes   No   N/A___

    e.  Are "ISSUES" columns (Columns 2 or 3) being completed with initial issues only?  (paragraph 9211.2a of MCO P10120.28F)

Yes   No   N/A___

    f.  Are NAVMC 631s being prepared for Category "P"  Reservists?  (paragraph 7a(12) of MCO 1500R.36F; and paragraph 5300.1 of MCO P10120.28F)

Yes   No   N/A___

    g.  Are procedures in effect to preclude issues of  replacement clothing being made more frequently than required for normal wear?  (paragraph 9202.3 of MCO P10120.28F)

Yes   No   N/A___

11.  Is the information regarding free clothing alterations  available to enlisted personnel?  (paragraphs 1404 and 6205 of MCO P10120.28F)

Yes   No   N/A___

12.  Are NAVMC 708s prepared and maintained for clothing in stock?  (paragraphs 6207.3 and 6213 of MCO P10120.28F; and paragraph 21022.2c of UM 4400-15) 

Yes   No   N/A___

13.  Are individual clothing records, along with duplicate copies of individual clothing requisitions on file for replacement  issues, placed in the person's SRB and forwarded to the  reservist's new commander upon transfer between Selected Marine Corps Reserve Units?  (paragraph 6206 of MCO P10120.28F)

Yes   No   N/A___

14.  Is unissued/recovered serviceable clothing disposed of in  accordance with current instructions?  (paragraphs 6207 and 6213 of MCO P10120.28F) 

Yes   No   N/A___
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