STANDING OPERATING PROCEDURES (SOP)

FOR SERVICES PROVIDED BY THE CENTRAL COLLECTION POINT (CCP) PANZER KASERNE, BUILDING 2956, BOEBLINGEN

1. References:  

A.  ARMY REGULATIONS:

     
1.  AR 710-2 Inventory Management Supply Policy Below the Wholesale Level

     
2.  AR 725-50 Requisition, Receipt, and Issue System

     
3.  AR 735-5 Polices and procedures for property accountability

     B.  DEPARTMENT OF THE ARMY PAMPHLETS: 

     
1.  DA PAM 710-2-1 Using unit Supply System

     
2.  DA PAM 710-2-2 Supply Support Activity Supply System

     
3.  DA PAM 738-750 Functional Users Manual for the Army Maintenance Management

2.  General:  This handbook is provided to assist in conducting business with the Central Collection Point (CCP).  We are prepared to assist you in completing the necessary documents and arranging for turn-in.  Please contact our Central Collection Point Coordinator at DSN 431-2918 or commercial 07031-15918 for additional turn-in assistance.  Environmental questions or concerns should be addressed to the DPW Environmental Branch at DSN 421-2815 or commercial 0711-721815.  

3. CCP general information:

A.  Location: The CCP is located at Panzer Kaserne building 2956. Our mailing 

address is:  

       APO address                                        Civilian address

                          6th ASG –DOL-CRP                            6th ASG-DOL-CRP

                          UNIT 30308                                         Panzer Kaserne, Bldg 2956

                          APO AE 09046                                    71032  Boeblingen

        
B.  Email: Matzeitr@6asg.army.mil
      C.  Operating hours:

             
MONDAY-FRIDAY 0800-1500

             
CLOSED ON AMERICAN AND GERMAN HOLIDAYS

D.  Telephone/fax Numbers

             Mr. Matzeit   4312-918  FAX: 4312-498

             Mr. Lansdale 4312-598  FAX: 4312-498

4.  Turn-in of supplies and equipment:  Items for turn-in can be serviceable, unserviceable, repairable, uneconomically repairable or obvious scrap.  Items, except obvious scrap, will be processed through the appropriate maintenance activity for classification by use of maintenance request  (DA Form2407).  Items are not authorized to be cannibalized. An appropriate statement of action IAW AR 735-5 must be attached for missing components or parts of end items, sets, kits and assemblies.

5.  Customers with items for turn-in to central collection point (CCP) will first have the items classified by a 

qualified maintenance inspector.  The activities listed in the chart below are authorized to classify different kinds of equipment (please contact the CCP if your items do not fall within one of the categories below):  

FOR EQUIPMENT

CLASSIFICATION CALL

TYPE OF EQUIPMENT             ORGANIZATION                   PHONE #                            LOCATION

           ADPE                               DOIM (Directorate of                 421-2470                         Kelley Barracks,

   (Automated Data                 Information Management)                                                               Stuttgart

Processing Equipment)

             STU III                             587th SIGNAL BN                    430-8699                           Patch Barracks,

(Secure Telephone Unit III                                                                                                           Stuttgart
              Installation                            FFEMA (Furniture &                                                    Friedrichsfeld,

        (Office Furniture,                    Furnishing Equipment         375-7386                                  Mannheim

           Office Devices)                     Maintenance Activity)

Audiovisual Equipment                     

                                                        MAM (Maintenance               381-8432                             Taylor Barracks,

      (VCR, Camera,                          Activity Mannheim)                                                                Mannheim

      Projector, etc…)
6. After equipment been classified, the DA Form 2407 (Maintenance request) will be forwarded to the Property Book Office for preparation of DA Form 2765-1 (request for issue or turn-in). At present, the property book POC is Mr. Gomez, 421-2523, FAX: 421-4393. Automation equipment has some special requirements for turn-in. Hard drives must be destroyed/sanitized prior to turn-in. The term “hard drive” includes: removable disk packs, sealed disk drives, hard disk assemblies, optical disks, optical tape, Bernoulli cartridges. Optical mass storage media (CD, CDROM, DVD, magneto –optic disks) must be destroyed by burning, pulverizing or grinding the information-bearing surface. The turn-in document for CPU’s, for example, should have the following statement:

               “I certify that this magnetic media is unclassified or has been declassified in accordance with the 

               procedures outlined in DoD 5200.28M. I also certify that the hard drive has been removed”.

      The Defense Remarketing and Utilization Office (DRMO) requires a label on automation equipment 

      certifying that the hard drive has been removed. Labels will be provided to the customer, by property book 

      personnel, when the turn-in paperwork is completed.

7. The customers will contact the CCP to schedule a turn-in. The turn-in will coincide with operating hours of the CCP.

8. After turn-in is completed, a signed flimsy copy of the turn-in document, DA Form 2765-1 will be provided to the customer for completion of property accountability procedures (hand receipt update). Items will be dropped from the hand receipt once the property book office has received a stamped/signed copy of the 2765-1.  At a minimum the DA Form 2765-1 will include:

a. NSN

b. Make/model

c. Serial number of items and equipment such as typewriters, printers, computers etc. will be annotated on the reverse of the document.

9.  It is the customer’s responsibility to sort items in kind, for example light metal, heavy metal, copper, rubber

       etc.  The customer will transport the material to the CCP and be prepared to off-load his/her equipment. 

       The CCP is usually staffed by one person. 

10. Hazardous material will be turned in IAW USAREUR REG 200-1 ( e.g., paint, batteries, fluorescent lighting, etc.).

11. Found on installation items (FOI): Items and equipment found on installation, regardless of value and 

      condition code, which appear to have been lost, abandoned or otherwise not under control, will be turned in 

      “as is” to the CCP.   No paperwork is required.  Sensitive items will not be accepted.    

12. Turn-in appointments will be scheduled. Walk-ins will served, time permitting.

13. CCI equipment or Communication Security (COMSEC) material will not be turned in to the central 

      collection point (CCP).  It is the unit’s responsibility to turn in CCI and COMSEC equipment to the Security 

      Warehouse in Kaiserslautern

14. Prior to turning in safes and cabinets with combination locks, customers are advised to set combination on 

      ZERO.  Key lock-type-safes must be accompanied with their keys.

15. Sleeping bags, waterproof bags and blankets will not be used as packing material. 

16. Class V weapons and ammunition will not be turned into CCP.  Please contact the Property Book Officer (PBO) at 421-2517 for disposition instructions.

17. Class V residue can be turned into CCP by appointment only and with appropriate paperwork.

18. Please contact either the CCP or the PBO for any questions regarding this SOP.

