Annex B (Drill and Air Rifle Security/Accountability) to Patriot Supply (SOP)
APPLICABILITY AND DEFINTIONS.

1. General: This annex provides key procedures for the safeguarding, issue and maintenance of unit training rifles and drill weapons.
2. Definitions:

a. Air Rifle: A rifle, which by means of compressed air is capable of launching a projectile (pellet).  These rifles may also be referred to as training rifles, pellet guns or air guns.
b. Demilitarized/Drill Rifle: Any military rifle that has been rendered incapable of chambering and firing a round of ammunition.  These rifles will either be the M1 or M1903 rifle.  These rifles are commonly referred to as drill rifles/weapons.

c. Facsimile Rifle: Type 1 consists of M1903 facsimile rifles made by Daisy.  These rifles have serial numbers and are considered sensitive items.  Type 2 is a non-firing mock up rifle comprised primarily of a wooden stock and thin steel parts.  Its general appearance is that of a “toy” rifle and it is considerably lighter than a demilitarized rifle. It has no serial number. Type 2 rifles are used by the female drill team.
DAILY RIFLE ACCOUNTABILITY PROCEDURES.

1. The SAI or AI will ensure proper accountability of all drill and air rifles at all times. 
a. A physical count of all training rifles will be conducted whenever the arms room is opened or closed, and annotated on a “Daily Arms Room Sensitive Item Log Sheet form (Attachment 1), with date, time and signature when opened, and initials when exiting (closing) the arms room for the day. This will ensure that all training rifles are present before starting, or when ending, the day’s activities.  These forms are maintained on file until the next monthly serial number inventory (see next paragraph) is completed, and all sensitive items have been accounted for.  If a discrepancy exists in the monthly inventory, then these log sheets will be retained until all such discrepancies are resolved. 

b. The responsible officer or his representative will conduct a training rifles serial number inventory monthly of all training rifles and air rifles.  This inventory will be recorded on ROTC Cadet Command Form 195-R with all rifle serial numbers listed.  The form will be signed by the person conducting the inventory and will be verified by the SAI/AI signature.  If the SAI/AI conducted the inventory only his/her signature will be necessary. The same Cadre member will not verify the inventory two months in a row.  The completed inventory will filed.
c. To further insure accountability, a weekly visual count inventory will be conducted and recorded.

d. Lastly, the S-2 is required to check the Supply & Arms Room doors daily and annotate results on the form found at Attachment 2.
2. Immediately report losses or overages to the DAI and to the MPS for investigation and accountability in accordance with AR 190-11, AR735-11, and AR 710-2.

3. Control:

a. A current roster of personnel having unaccompanied access to keys to arms room, locks, and containers will be posted inside the arms room.

b. Keys to the arms room, racks, and ammunition containers will be maintained separately from the other keys and accessible only to those on the unaccompanied access list.

c. No cadet is authorized to sign for or maintain control of the arms room and ammunition keys.

d. A master key system will not be used for the arms room door lock.

e. If keys are lost, misplaced or stolen, request replacement of the affected locks or cores from school officials and notify the DAI immediately.

f. If training rifles are used during the course of a day, at the end of each class period, or at the end of each training period, a physical count of the rifles will be made prior to the release of the class or team.

g. Training rifles and ammunition will be under the visual surveillance of the SAI/AI at all times.

h. Under no circumstances will a cadet be allowed to take a training rifle or air rifle home or transport such weapon in their POV.

RIFLE SIGN-IN & SIGN-OUT PROCEDURES.

1. General.
a. This procedures meet the requirements of CCR-700-1

b. Procedures apply to all sensitive items (e.g., air rifles, M1’s and Springfields).

c. Equipment purchased by other entities that qualify as a sensitive items listed above must meet the same sign in and out procedures.

d. Equipment used during regular class room hours is exempt from this requirement.

2. DA FORM 3161 (Sample at Attachment 2): 

a. DA Form 3161 is the primary authorized form to be used for the purpose of signing in and out rifles. Copies with Serial Numbers and other standard entries can be created, saved, printed and copied as needed.  Instructions for making entries on the form follow: 

1) (x) the issued block. 

2) No. sheets, depends on the same type of items per sheet. Additional entries not on the DA 3161 (first page), must be listed on the DA 3161-1.  

3) Item 9; list the serial number of the last item on your list.  

4) Item 9a; for example “Daisy, Air rifle” 

5) Item 9b; for example “ 833” 

6) Item 12a; rifle rack number. On the first page you may list up to 15 items. 16 plus items use DA3161-1. 

7) Item 12b; rifle serial number. On the first page you may list up to 15 items. 16 plus items use DA3161-1 

8) Item 12c; cadet’s signature at the time the item is issued.  

9) Item 12d; “EA” 

10) Item 12e; “1” 

11) Items 12 h and 12i; optional (for value see your installation hand receipt) 

12) Item 12j; date the item was returned and the initials of the individual who has placed the item back into the security container or arms room. 

13) Item 13; date and signature of individual responsible for issuing the equipment to the cadets. 

14) Item 15; date and signature of the cadre in charge.

b. A separate set of DA 3161 forms must be set up for each type of item. Units are required to have one for M1’s, M1903’s and air rifles if applicable. 

c. After the initial form is completed and all serial numbers are verified, you may make a copy to be kept on file for future use and modification as required.

3. FILING & DISPOSITION:  DA 3161’s under these circumstances will be considered temporary hand receipts. As such, they are only required to be kept on file until the following inventory. After the monthly, semi-annual or annual inventories are completed, DA forms 3161’s may be disposed of, but only if 100% accountability is reported. If your inventory reflects a loss or if a loss is identified prior to the inventory all applicable DA forms 3161 will be turn in to the DDAI with the report of survey.
4. PRE MADE FORMS: In the interest of speed, but with 100% property accountability in mind, the cadet S-2 may use a modified DA 3161.  See Attachment 4.  This form serves the same purpose and provides the same controls as the 3161.  It’s disposition follows DA 3161 guidelines.

TRAINING RIFLES – Other Guidelines:


1. Training rifles may be issued to cadets on drill days, or at such time as designated by the SAI/AI.  These training rifles are to be kept racks in the Arms Room assigned for that purpose in accordance with the training rifles security standing operating procedure (SOP).
a. Under no circumstances will a cadet attempt to repair or replace any broken or    damaged part of a weapon except under the supervision of an instructor.
b. Cadets will clean training rifles regularly as prescribed by the SAI/AI.

c. Anytime training rifles are issued to cadets, an instructor will maintain visual supervision.
d. All training rifles transported to drill meets, rifle matches, Color Guard performances, or other approved events must be under the positive control of a JROTC cadre member.   No training rifles may be transported by a cadet unless under the positive control of a cadre member.


Attachment 1:  Daily Arms Room Sensitive Item Log Sheet


Attachment 2:  S2 Security Checklist


Attachment 3:  Sample DA Form 3161 (Used as a daily sign-in, sign-out record)

ATTACHMENT 1 – DAILY ARMS ROOM SENSITIVE ITEM LOG SHEET

	
	NORTHSIDE HIGH SCHOOL ARMY JROTC
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	DAILY ARMS ROOM SENSITIVE ITEM LOG SHEET

	
	
	
	
	
	
	

	NSN
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Attachment 2
  S2 SECURITY CHECKLIST _____________ 20____

The S2 will make daily inspections of the JROTC area, ensuring that: 1) all areas not in use are properly secured, and 2) that in areas in use that all equipment is being properly safeguarded and monitored.
	DATE
	SUPPLY
	ARMS ROOM
	ANNEX
	COMMENTS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


  ATTACHMENT 3 – SAMPLE DRILL RIFLES SIGN-OUT AND SIGN-IN FORM
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