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INTeGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 4500.1

subj:
ORGANIZATIONAL clothing and equipment issue

Ref:
(a)  Uniform Regulations, COMDTINST M1020.6E

1. PURPOSE.  To establish standards and procedures for the control of personally issued organizational clothing and equipment at Integrated Support Command (ISC) Portsmouth.
2. ACTION.  All Division Officers, Branch Chiefs, Supervisors and Property Custodians shall take action to control the issue of personal clothing and equipment in accordance with the directions and procedures contained in this instruction.
3. DIRECTIVES AFFECTED.  None.
4. DISCUSSION.  The Personal Clothing and Equipment Record, Air Force Form 538 (AF-538), available in Jet Form Filler, will be used at ISC Portsmouth to issue and track personal organizational clothing and equipment.  See enclosure (1) for a sample AF-538.   Personal organizational clothing and equipment are funded by the government and remain government property until properly discarded.
5. PROCEDURES.  
a. Each Division is responsible for tracking the personal issue of organizational clothing and equipment using AF Form 538.  The property custodians shall maintain control of the personally issued organizational clothing and equipment under their areas of responsibility within each Division.  The AF-538 must be updated after each issue, signed by the member and the appropriate property custodian.  The Property Custodian shall maintain an Issued Clothing and Equipment Record file that contains AF-538s documenting personal issue of all gear issued within that division.

b. Property Custodians must summarize the issue of personally issued organizational clothing and equipment in an inventory spreadsheet located in the ISC shared directory.  The Comptroller Division will work with each Division property custodian to establish and maintain this inventory.  Property custodians must be diligent in the maintenance of this inventory and update at least weekly as changes occur.

c. All issued items must be returned to the Division when a member transfers or is released from active duty.  Items may be transferred to other units with the member if documented on a Requisition and Invoice Shipping Document (DD-1149).  A copy of the AF-538 shall be forwarded to the receiving unit and a copy of the DD-1149 attached to the original AF-538 in the property file.  Additional direction for disposition of organizational clothing is contained in Chapter 4 of reference (a).  Completed AF-538s must be kept on file for three years by the issuing custodian after members are transferred or released from active duty.     

d. During the checkout process when a member is transferring or being released from active duty the member must check out with the Division Property Custodian to be cleared.  The Property Custodian shall ensure the member has returned all personally issued organizational clothing and equipment, or take steps to transfer the items to the member’s receiving command, and sign off on the check out sheet indicating that the member has been properly cleared to be released for transfer or from active duty.

e. Members are responsible for the security for the personal issue of any organizational clothing or equipment.  If a member loses any issued gear, that member will be financially responsible if the Division Officer determines the loss of the gear is a result of a member’s negligence.

//S//

R. D. Gibson

Encl:  (1)  AF-538
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