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Purpose and Notes
 Purpose: To provide a user friendly tool that visually portrays the audit 

process for General Equipment. 

 Note: Not every situation is covered by this guide. If you have specific 

questions for your situation please call the Audit Help Line at 888-426-6840   
pass code 14450248#

 Tues 1400-1500 EST

 Thurs 0800-0900 EST

 Note:  HQDA G-4 and ASA(FM&C) recognizes that there are gaps between 

Army Regulations and Audit Standards. The Logistics Innovation Agency is 
working with G-44S and ASA(FM&C) on closing these gaps. If there is a specific 
issue you would like to see addressed, please provide a detailed description to: 
usarmy.ncr.hqda-dcs-g-4.mbx.arfollowontesting@mail.mil

 Note: Document notes are specific to test type since each test has a different 

requirement. 

 Note: all underlined yellow text is a hyperlink
3

TOC

mailto:usarmy.ncr.hqda-dcs-g-4.mbx.arfollowontesting@mail.mil


UNCLASSIFIED UNCLASSIFIED

Clarifications

 Substantive / Internal Controls testing transaction hand signatures must 
be supported by an example of the hand written signatures on 
authorization documents. 
 Third parties cannot verify hand written signatures against electronically signed 

authorization documents or appointment memos that do not have acceptance of 
responsibility signatures. 

 As of 8 September 2014, by the authority of the Director of Supply for 
the Army G-4, DA Form 1687 will require BOTH a hand written and 
digital signature for each of the identified authorized representatives. 
 See (DA Form 1687 MEMO) 

 Previous DA Form 1687 are “grandfathered”

 PBOs are required by AR 710-2 Para 2-5h to sign assuming responsibility 
for the property on the property book. 

4
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 Commanders and PBOs are reminded that the DA Form 1687, AoC
and PBO appointment memorandums will identify the property 
book by unit identification codes for both parent and derivate UICs
 DA Form 1687 MEMO - Item #4  

 UIC is required on all documentation to provide a clear audit trail 
of “ownership”.  
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Acceptance & Transfer Test Process

6

Unit notified of 
Acceptance & 
Transfer Audit

Yes

Transaction 
identifies  DOC # 

(LIN, NSN, SN,UIC, 
as appropriate) 

receipt date and 
signature

Transaction 
Passes

Transaction
Fails

DA 1687

Yes

PBUSE posted 
within 7 Calendar 

Days (AC) or 30 
Calendar days?
(USAR/ARNG)

Yes

Yes

Is transaction 
document 
(receipt or 

transfer) signed 
and dated?

Yes

No

*Authorized 
Individual Doc Req:
Command – AOC
PBO- PBO Memo
HRH – AOC & DA 
Form 1687

Is there supporting 
documentation to validate 

signature type and authority on 
transaction document?

(AOC, PBO, 1687) 

No

No

No

No

DA 2765-1

DD 250

DD 1149

DD 1348-1

DA 3161PBO MemoAOC
Ref: (Audit Readiness General Equipment  E&C Testing)
Internal Controls- Acceptance/Transfer of Equipment Worksheet

Transaction date is 
covered by authorized 
individual’s effective 

date?
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Completeness Test Process
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Unit notified of 
Completeness  Audit

Data plate 
matches PBUSE 

with  correct 
NSN and Serial 

Number

Sample
Passes

Sample
Fails

Is the item in 
PBUSE listed 

under the 
correct UIC

Yes

Unit selects a class 
VII OH asset greater 

than $250K* 

*If no material >$250K, select any class VII asset with the highest 
asset value.

No

Yes

PBUSE 
SCREEN 
W/DATE

Data Plate

No - Observation

Ref: (Audit Readiness  General Equipment  E&C Testing)  
Substantive Testing – Completeness Worksheet
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Disposal ( Turn In) Test Process
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Unit notified of 
Disposal/Material 
Transfer Process 

Audit

Transfer document lists 
document number, NSN, 

SN, signed & dated by 
SSA /SARRS-1 or DLA-DS?

Yes

Transaction
Passes

Transaction
Fails

No

No

Yes

DA 3161 DA 2765 DD 1348-1Ref: (Audit Readiness General Equipment  E&C Testing) 
Internal Control Testing – Disposal of Equipment Worksheet

PBUSE posted within 7  
calendar days (AC)  or 30 

calendar days  (USAR, ARNG). 

(Stamped or noted on transfer 
document or PBUSE screen 

provided.)
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Existence Test Process
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Unit notified of 
Existence  Audit

DA 
1687

Hand Receipt
(HR)

Data 
Plate

Data plate
photo serial 

number 
correct?

Assumption 
of Command

HR signed & dated  and 
includes asset UIC, LIN, 

NSN and Serial Number?

Is a DD 1348-1A or  
DA 2765-1,DA 3161 

or DA 4949
attached, signed, 

dated and includes 
item in question?

Is the item 
transferred?

Sample
Fails

Sample
Passes

Ref: (Audit Readiness  General Equipment  E&C Testing)  
Substantive Testing- Existence Worksheet

DA 
2765-1

DD 1348-
1A

DA 
3161

No

No

No

Yes

Is there a 
photo  of 

data plate?

Yes
Other Documentation is 
reviewed for accuracy

Yes

Yes

Yes

No

Yes

No 
Observation

No

DA 
4949

TOC

PBO Memo

Are the signatures type 
and authority  validated 

by an  Assumption of 
Command, PBO Memo or 
DA Form 1687? Effective 
Date, UIC, Signature(s) 

are correct.
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Physical Inventory Test Process
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Unit notified of 
Physical Inventory 
Test Process Audit

Reconciliation / 
Inventory 

completed w/in 
last year?

Hand receipt 
signed and dated?

Sample
Passes

Yes

* Commander (Needs AOC) or 
Property Book Officer (Needs PBO 
Memo) or Hand Receipt Holder (Needs 
DA 1687 and PBO Memo or AOC)

*Appropriate 
documentation provides 
validation of signature 

type and  authority 
during inventory time 

frame.

DA 1687PBO Memo

AOC

Reconciliation

Inventory

No

Yes

Yes

Sample
Fails

No

No

Ref: (Audit Readiness  General Equipment  E&C Testing)  
Internal Control Testing – Physical Inventory
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Unit notified of 
Quality Assurance 
Test Process Audit

Unit undergone 
CSDP or  

alternative 
inspection

CSDP checklist , 
reflects UIC, 

and is  signed 
and dated by 

inspector

Inspection
w/in minimum 

frequencies 
IAW Table B7 of 

AR710-2

Sample
Passes

Sample
Fails

Quality Assurance Test Process

Yes

Yes

Yes

No

No

No

CSDP 
Inspection

Alternative 
InspectionRef: (Audit Readiness  General Equipment  E&C Testing)  

Internal Control Testing – Quality Assurance Reviews
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Standard Operating Procedure Test Process

12

Unit notified of SOP 
Test Process Audit

SOP or 
document 

reviewed on an 
annual basis

Unit has 
written SOP 

or Acceptable 
Alternative 

Doc?

SOP or 
alternative 
document 
signed and 

dated  within 
last year

Policies & 
procedures for 

property 
accountability 
IAW AR 735-5 
and AR 710-2?

Sample
Passes

No

Yes

SOP
Alternative 
Document

Yes

Yes

Yes

No

No

No Sample
Fails

TOC

Ref: (Audit Readiness  General Equipment  E&C Testing)  
Internal Control Testing – Standard Operating Procedure



UNCLASSIFIED UNCLASSIFIED

Warehouse Security Test Process

13

Unit notified of 
Warehouse Security 
Test Process Audit

Does SOP or 
alternate document 

cover physical 
security policies & 

procedures for 
property 

accountability?

Sample
Passes

Sample
Fails

Yes

Are adequate 
physical security 

measures in place 
to restrict access 

IAW DA 
regulations?

Does the unit have an 
SOP or  alternate 

document for  warehouse 
security?

Yes

No

No

Yes

SOP
Alternative  

Security 
Document

Ref: (Audit Readiness  General Equipment  E&C Testing)  
Internal Control Testing – Warehouse Security

No

TOC
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AOC

14Acceptance and Transfer Test

BACK

Effective Date

UIC

Signature

 Must include sample  
UIC.  See DA Form 1687 
Memo item #4.

 Must have an effective 
date prior to the 
transaction. Effective 
date should not precede 
date of memo. (AR600-
20)

 Signature of Commander 
(See slide 4)
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DA Form 1687

15Acceptance and Transfer Test

BACK

SignatureExpiration Date
UIC

Authority

Signatures

Date
 Must include UIC identified in 

test sample. See Da Form 
1687 Memo item #4

 Authority to receive 
equipment

 Signature of delegating 
authority 

 Signature of authorized 
authority (Hand written and 
Digital signatures Required as 
of 8 Sept 2014). See Da Form 
1687 Memo item #3

 Ensure date (used as 
effective date) and expiration 
date cover transaction period
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PBO Memorandum

16Acceptance and Transfer Test

BACK

CDR Signature

UIC / Derivative UICs

PBO/PHRH

Effective Date

 Must be used if PBO is signing 
documents.

 Per AR 710-2 par 2-5h, The 
individual assuming accountability
will sign a statement accepting 
Responsibility

 This can be included at the 
bottom of the Appointment 
Memo or in a separate Memo

 Must include UIC identified in test 
sample. See Da Form 1687 Memo 
item #4

 Must be in effect during time of 
transaction.

 Signature (See slide 4)

PBO/PHRH 
Signature
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DA Form 3161

17Acceptance and Transfer Test

 Ensure it is the correct document # 
requested, and the UIC is identified for 
incoming or outgoing. Depending on 
whether you are receiving or issuing says 
which signature block we verify. (Dotted 
lines are for Transfer, Solid line is for 
Receipt)

 Ensure document is signed and dated. 

 PBUSE posting date .  Timeline 
requirements are from 7 (active)/ 30 
(ARNG, USAR) days from the date of 
receipt. This is calculated using the 
posting date in PBUSE to date in Block 15. 

 Authority to sign evidence

 If UIC is “Sent To” Block 3 then signature 
authority evidence is required for “REC 
QTY IN” Block 15 signature

 If UIC is “Request From” Block 8 then 
signature authority evidence is required 
for “ISSUE/TURN IN” Block 13  or 14 
signature

 Signature (See slide 4)

BACK

Signature and date

Doc NumberUIC
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DA Form 2765-1

18Acceptance and Transfer Test

BACK

Signature
And date

Document Number

 Ensure it is the correct 
document # requested, 
and the UIC is identified.

 Ensure document is 
signed and dated.

 PBUSE posting date .  
Timeline requirements 
are from 7 (active)/ 30 
(ARNG, USAR) days from 
the date of receipt. This is 
calculated using the 
posting date in PBUSE to 
the receipt date. 

 Signature (See slide 4)

UIC
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DD Form 1348-1A

19Acceptance and Transfer Test

 Ensure it is the correct 
document # requested, 
and the UIC is identified.

 Ensure document is 
signed and dated.

 PBUSE posting date .  
Timeline requirements 
are from 7 (active)/ 30 
(ARNG, USAR) days from 
the date of receipt. This is 
calculated using the 
posting date in PBUSE to 
date in Block 23. 

 Signature (See slide 4)

BACK

Signature and date

Document Number
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DD Form 250

20Acceptance and Transfer Test

BACK

 Ensure it is the correct 
document # requested, 
and the UIC is identified 
for incoming or outgoing.

 Ensure document is signed 
and dated.

 PBUSE posting date .  
Timeline requirements are 
from 7 (active)/ 30 (ARNG, 
USAR) days from the date 
of receipt. This is 
calculated using the 
posting date in PBUSE to 
date in Block 22. 

 Signature (See slide 4)

Document number

Signature and Date
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DD Form 1149

21Acceptance and Transfer Test

BACK

 Ensure it is the correct 
document # requested, 
and the UIC is identified 
for incoming or 
outgoing.

 Ensure document is 
signed and dated.

 PBUSE posting date .  
Timeline requirements 
are from 7 (active)/ 30 
(ARNG, USAR) days from 
the date of receipt. This 
is calculated using the 
posting date in PBUSE 
to receipt date. 

 Signature (See slide 4)
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DATA Plate Photo

22Completeness Test

Select any item from 
your unit that is 
$250,000 or more. 
Then take a picture 
of the data plate and 
ensure that the NSN 
and SN is readable

BACK

NSN

Serial Number
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PBUSE Screen Shot

23Completeness Test

 Using the item you 
took a photo of, go back 
to your PBUSE system 
and pull this item up. 

 Verification is done 
on the NSN, UIC, LIN 
and SN; ensure all of 
these data fields are 
readable on your 
screen shot and photo.

BACK

LIN

Serial Number

NSN

UIC
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DA Form 2765

24Disposal Test

BACK

Document #

Receipt 
Signature 
and Date

UIC

 Ensure it is the correct 
document # requested, 
and the UIC is identified.

 Ensure document is 
signed and dated in the 
correct block.

 PBUSE posting timeline 
requirements are from 7 
(active)/ 30 (ARNG, USAR) 
days from the date of 
receipt. This is calculated 
using the posting date in 
PBUSE to date in Block 15. 
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DA Form 3161

25Disposal Test

BACK

Receipt Signature 
and Date

Posting Date 
and Initials

Document #
UIC

 Ensure it is the correct 
document # requested, 
and the UIC is identified 
for incoming or outgoing.

 Ensure document is 
signed and dated in Block 
15. 

 Evidence or PBUSE 
verification that the 
transaction was posted 
within 7 (active)/ 30 
(ARNG, USAR) days from 
the date of receipt. This is 
calculated using the 
posting date in PBUSE to 
date in Block 15.
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DD Form 1348-1A

26Disposal Test

Signature and Date

Document Number

LIN

Serial #

NSN

UIC

BACK

 Ensure it is the correct 
document # requested, 
and the UIC is identified.

 Ensure document is 
signed and dated in the 
correct block.

 Evidence or PBUSE 
verification that the 
transaction was posted 
within 7 (active)/ 30 
(ARNG, USAR) days from 
the date of receipt. This 
is calculated using the 
posting date in PBUSE to 
date in Block 23.
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AoC

27Existence  Test

BACK

Signature

UIC Effective Date

 Must include sample  
UIC.  See DA Form 1687 
Memo item #4.

 Must have an effective 
date prior to the 
transaction. Effective 
date should not precede 
date of memo. (AR600-
20)

 Signature of Commander 
(See slide 4)
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PBO Memorandum

28

BACK

CDR Signature

UIC/Derivative UICs

PBO/PHRH

Effective Date

PBO/PHRH 
SignatureExistence  Test

 Must be used if PBO is signing 
documents.

 Per AR 710-2 par 2-5h, The 
individual assuming accountability
will sign a statement accepting 
Responsibility

 This can be included at the 
bottom of the Appointment 
Memo or in a separate Memo

 Must include UIC identified in test 
sample. See Da Form 1687 Memo 
item #4

 Must be in effect during time of 
transaction.

 Signature (See slide 4)
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DA Form 1687

29Existence  Test

BACK

SignatureExpiration Date
UIC

Authority

Signatures

Date
 Must include UIC identified 

in test sample. See Da Form 
1687 Memo item #4

 Authority to receive 
equipment

 Signature of delegating 
authority 

 Signature of authorized 
authority (Hand written and 
Digital signatures Required 
as of 8 Sept 2014). See Da 
Form 1687 Memo item #3

 Ensure date (used as 
effective date) and 
expiration date cover 
transaction period
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Hand Receipt /Item Identified/Sign and Date

30Existence  Test

Data elements to match up to Sample: 
LIN, NSN, Serial Number, UIC and Nomenclature.

 Signature must be dated within 1 year. (See slide 4)

LIN

NSN Serial 
Number

UIC

Signature and Date w/in 1yr 

UIC

BACK

Nomenclature
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Picture of Data Plate

31Existence  Test

Serial Number must 
match sample.

Need some type of 
identification of asset to 
match to sample. 
(NSN, Vehicle type) 

BACK
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DD Form 1348-1A

32

 Ensure it is the correct 
document # requested, and 
the UIC is identified.

 Ensure document is signed 
and dated in the correct 
block.

 Evidence or PBUSE 
verification that the 
transaction was posted 
within 7 (active)/ 30 (ARNG, 
USAR) days from the date of 
receipt. This is calculated 
using the posting date in 
PBUSE to date in Block 23.

 Signature (See slide 4)

BACK

Signature and date

Document Number

Existence  Test

UIC is required for Audits
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DA Form 2765-1

33

BACK

Signature
And date

Document Number

 Ensure it is the correct 
document # requested, 
and the UIC is identified.

 Ensure document is 
signed and dated.

 Evidence or PBUSE 
verification that the 
transaction was posted 
within 7 (active)/ 30 
(ARNG, USAR) days from 
the date of receipt. This is 
calculated using the 
posting date in PBUSE to 
the receipt date.

 Signature (See slide 4)

UIC

Existence  Test
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DA Form 3161

34

 Ensure the correct item from the sample 
requested, and the UIC is identified for 
incoming or outgoing.

 Ensure document is signed and dated. DA 
Form 3161 cannot be more than 6 months 
old for audit purposes.  A signed HR or 
Cyclic Inventory shows that someone has 
inventoried it since it was received.

 Evidence or PBUSE verification that the 
transaction was posted within 7 (active)/ 30 
(ARNG, USAR) days from the date of receipt. 
This is calculated using the posting date in 
PBUSE to date in Block 15.

 Authority to sign evidence

 If UIC is “Sent To” Block 3 then 
signature authority evidence is 
required for “REC QTY IN” Block 15 
signature. 

 If UIC is “Request From” Block 8 then 
signature authority evidence is 
required for “ISSUE/TURN IN” Block 13  
or 14 signature. ( Dotted Lines) 

 Signature (See slide 4 for clarification.)

BACK

Signature and date 
cannot be more than 
6 months old

UIC

PBUSE Posting date

Existence  Test

WGE3AA -3171-7206

Item for 
sample test
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DA Form 4949

35

 Use the DA Form 4949 to record 
correct LIN / NSN/ SN to property 
book.

 Authority to sign evidence is 
required to validate the signature.

 Signature (See slide 4)

BACK

Signature and date

Existence  Test

UIC

Incorrect LIN / 
NSN/ SN  in 
these blocks

Corrected LIN 
/ NSN/ SN in 
these blocks
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AOC

36

UIC

Effective Date
Signature

Pass

Physical Inventory Test

BACK

 Must include sample  
UIC.  See DA Form 1687 
Memo item #4.

 Must have an effective 
date prior to the 
transaction. Effective 
date should not precede 
date of memo. (AR600-
20)

 Signature of Commander 
(See slide 4)
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PBO Memorandum

37

BACK

CDR Signature

UIC / Derivative UICs

PBO/PHRH

Effective Date

PBO/PHRH 
SignaturePhysical Inventory Test

 Must be used if PBO is signing 
documents.

 Per AR 710-2 par 2-5h, The 
individual assuming accountability
will sign a statement accepting 
Responsibility

 This can be included at the 
bottom of the Appointment 
Memo or in a separate Memo

 Must include UIC identified in test 
sample. See Da Form 1687 Memo 
item #4

 Must be in effect during time of 
transaction.

 Signature (See slide 4)
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DA Form 1687

38Physical Inventory Test

BACK

38

SignatureExpiration Date
UIC

Authority

Signatures

Date
 Must include UIC identified in 

test sample. See Da Form 
1687 Memo item #4

 Authority to receive 
equipment

 Signature of delegating 
authority 

 Signature of authorized 
authority (Hand written and 
Digital signatures Required as 
of 8 Sept 2014). See Da Form 
1687 Memo item #3

 Ensure date (used as 
effective date) and expiration 
date cover transaction period
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Hand Receipt

39

UIC
UIC

Page 
Number

Page 
Number

Signature

Pass

Ensure that the page numbers are all included, the UIC is readable.
 Signatures match authorization document, all pages are included. 
Signature (See slide 4 for clarification.)

Physical Inventory Test

BACK
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CSDP Checklist

40

Proper organization identified
UIC MUST BE IDENTIFIED.

Frequency iaw AR 710-2 Appendix B

Identification of Individual 
completing CSDP Inspection.
(signature (legible) and date))

Need to identify current and last 
CSDP to ensure frequency 
requirements.

Quality Assurance Test

BACK
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SOP

41

SOP identified

Signature 

Date within one year 

Addresses Property Accountability

Can Provide 
Signature and Date 
of Review for 
follow on years if 
no changes.

SOP Test

BACK
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DA FORM 1687 MEMO

42

3. Effective immediately, the 
DA Form 1687 will require 
both hand written and digital 
signatures for the identified 
authorized representatives.

4. Commanders are 
reminded that the DA Form 
1687, AoC and PBO 
appointment 
memorandums will identify 
the property book by unit 
identification codes for both 
parent and derivate UICs

TOC


