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UNITED STATES MARINE CORPS

MARINE BARRACKS

8th & I STREETS, SOUTHEAST

UIC M54900

WASHINGTON, D. C. 20390-5000


IN REPLY REFER TO:

Subj: 
ASSIGNMENT AS RESPONSIBLE OFFICER FOR CONSOLIDATED 

      MEMORANDUM RECEIPT (CMR) ACCOUNT ____________ 



4400


CO
From:
Commanding Officer

To:  
Capt A. A. Smith XXX-XX-1234/0000 USMC

Subj: 
ASSIGNMENT AS RESPONSIBLE OFFICER FOR CONSOLIDATED 

      MEMORANDUM RECEIPT (CMR) ACCOUNT ____________ 

Ref: 
(a) MCO P4400.150E


(b) MCO P4790.2C


(c) UM 4400-124

Encl: 
(1) CMR dated __________

      
(2) Sample Delegation of Authority letter

      
(3) Sample Request for Investigation letter

      
(4) Sample request for DRMO processing letter


(5) Sample request for RO to RO transfer letter

1.  In accordance with the references, you are hereby appointed as the Responsible Officer (RO) for the command’s

Consolidated Memorandum Receipt (CMR) __________.

2.  Prior to your acceptance of this account, but no later than __________, you must complete an inventory of all assigned equipment and return the CMR with the results of your inventory to the Supply Officer.  You must reconcile with the Supply Officer prior to the deadline and report the status of your account along with any required CMR changes, to include all supporting documentation.  

3.  As per the references, you are charged with the following responsibilities:

a. Receipt for all equipment on-hand.  Ensure the CMR
identifies equipment by Marine Corps or manufacturer’s serial number when applicable.

b. Maintain assigned equipment in a ready-for-use and

serviceable condition.

c. Account for equipment that is issued or signed out to

another unit or individual and maintain the permanent record of custody for such equipment.  Enforce a clear chain of custody for all equipment and always sub-custody equipment to others before allowing it to leave your area of responsibility.  Any temporary loans outside of the command must be authorized by S-3, coordinated by S-4 and executed via Supply.

d. Report all changes of the account records to the Supply

Officer within 3 calendar days of the change.

e. Request necessary investigative action in 
writing, for equipment abuse or loss, via the Supply Officer to the Commander in accordance with chapter 6 of reference (a).

f. Conduct inventories of all assigned equipment and

reconcile the account with the Supply Officer on a quarterly basis.

g. Account for SL-3 components on locally devised inventory

sheets and include serial numbers if applicable.  Items in use must be inventoried on a semiannual basis and those items not in use, stored in a secured area, must be inventoried on an annual basis at a minimum.  Procedures for SL-3 inventories are the same as those for tool kits, sets and chests listed in reference (b). 

4.  Prior to being relieved as the RO, you must request a change of RO from the Supply Officer and conduct a joint inventory no less than thirty days prior to your date of relief.  The account must be transferred prior to your transfer from the command, or if you will be away from your property in excess of sixty days.  

5.  Any questions concerning this matter should be directed to the Supply Officer or Supply Chief at (202) 433-2400.


A. H. SMITH
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