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-&En WELFARE A.ED RECREATION (m_k INSTRUCTION 4500 

From: Director, Morale, Welfare and Recreation A c t i v i t y  0150 
To: Distribution L i s t  

Subj: STANDARD OPERATING PROCEDURE (SOP) FOR CERTI~ICATE OF 
DISPOSITION (COD) TUPN IN OF WJR PROPERTY 

1. Purpose. To publish pxocedures for the turn in of excess 
serviceable or unserviceaSle MWR property. 

a. COD'S will be prepared and forwarded to the Oirector for 
final approval to drop MWR property from t h e  records. 

b. DD1348-1 forms will be prepared for a11 property being 
turned in as excess or unserviceable. 

c. All property being turned in will be taken to the Recycling 
Center. A two day advance n o t i c e  must be given to the Recycling 
Center prior to turn in. 

d. The original DD13-38-1 and a photocopy must accompany all 
property turned j,n t o  the Iiecyclj.ng Center, The property items will 
be verified, and t h e  original DD2348-1 will be retained by the 
Recycling center. The photocopy w i l l  be signed and dated by t h e  
recycling representative as acknowledgement of receipt, and returned 
to the party turning in proper-Ly. 

e. The Recycli~g Center  will t r anspo r t  the pr~perty w i t h  
accompanying 001348-1 forms to D?X$O in Twentynine Pnlms for 
determination of whether the property sh~ulb be transported to 
B a r s t o w  or reclassified as scrap. 

f. The recycling representative will ensure t h a t  DW.XO signs 
and dates a l l  DD1348-L foxr?..s, and the ucprcsentativs will return 
copies of all farms to the PTdR Property Control Section. 

g. Property reclassified as scrap w i l l  be returned to the 
Recycling Center for disposal, with t h e  respective DC1346-1 fams  
marked as "scrapw. DRMO Twentynine Palms is t h e  sole authority 
aboard MGAGCG for  reclassification 02 property 2s scrap. 

h .  The remainder o f  the property will he transported by 
Recycling to DRY'J B a r s t o w .  It is the responsibility of the 
Recycli~g C e n t e r  to ensure th3.t i;E.XO Barstow signs and dates the 
DD1348-2 foms. 
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i. The Recycling Center wi31 return copies of all DD1348-1 
forms to the Mwx Property Control Secti.on, including forms for 
property reclassified as "scrapn. Property files Gri-11 remain open 
until all receipted D31348-4 forms are received by the MWR Property 
Control Section. 

3. An~licabilitv. This instruction is effective immediately and is 
applicable to all MWR branches and sections. 
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