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SUMMARY of CHANGE 
LRC-Belvoir SOP 

o Central Issue Facility Standard Operating Procedure specifically this revision dated 27 
March 2021. 

o Clarifies general policy and outline responsibilities and procedures for the issue, 
exchange, turn-in, and accountability of Retained Issued Items, Rapid Fielding 
Initiative (RFI), and Military Occupational Specialty (MOS), specific Organizational 
Clothing and Individual Equipment (OCIE). 

o This incorporates changes implemented in AR 710-4 Inventory Management Property 
Accountability effective 26 January 2024 and AR 735-5 Relief of Responsibility and 
Accountability effective 10 April 2024.   

o Exceptions will be made for emergencies or special circumstances (such as 
blocked appointments for pre-deployment or post-deployment) with prior coordination and 
approval. 
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Logistics Readiness Center-Belvoir (LRC-Belvoir) Central Issue Facility (CIF) 
Storefront Standard Operating Procedures (SOP), Fort Belvoir, VA 

 
By Order of the Director 

 
 
 
CARLOS D. MORRISON  
Director 
Logistics Readiness Center Fort Belvoir, Virginia 

 
History  
This is a major revision of the CIF External SOP, dated 7 August 2021 
 
Summary 
This external SOP prescribes general policies and outlines responsibilities and 
procedures for the issue, turn-in, exchange and accountability of OCIE drawn from the 
CIF Storefront, area of responsibility (AOR) within Logistics Readiness Center-Belvoir 
(LRC- Belvoir), Fort Belvoir, VA. 
 
Applicability 
This SOP applies to all units, activities and organizations receiving support from the 
LRC-Belvoir Central Issue Facility (CIF) Storefront. Also, this SOP applies to the Army 
National Guard and the U.S. Army Reserve for emergencies only as directed by the 
Headquarters Department of the Army G-4, Army Sustainment Command, and TACOM 
Central Management Office.  
 
Suggested Improvements 
The proponent of this SOP is the LRC-Belvoir supply and services division. Users are 
invited to send comments and suggested improvements to the chief, supply and 
services division.   
 
Distribution 
This publication is available in electronic media only. It may be obtained from the Fort 
Belvoir CIF Storefront website. It is the user’s responsibility to ensure they are working 
with the most current version. 
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Chapter 1 Introduction 
 
1–1. Mission 

a. LRC-Belvoir provides logistical support and services to the Fort Belvoir community and selected 
services to supported units throughout the national capital region (NCR). 

b. The mission of the central issue facility (CIF) Storefront is to provide organizational clothing and  
individual equipment (OCIE) support to active Army units within the NCR. 

c. The OCIE support is defined as the issue and receiving of authorized OCIE items. Authorized  
OCIE items are listed by type and military occupational specialty (MOS) items on the CTA 50-900 and 
retained issue policy. The CIF Storefront does not have the authority to deviate from authorized issues as 
specified in the regulations and directives. 
 
1–2. Purpose 
This external standard operating procedure (SOP) establishes uniform guidance and procedures for 
obtaining support from the LRC-Belvoir CIF Storefront. The objective of this SOP is to assist the 
customers and ensure smooth interactions between supported customers and the LRC-Belvoir CIF 
Storefront staff. 
 
1–3. Scope 
The CIF Storefront operating procedures are in accordance with cited references and directives. 
Customers are expected to have a working knowledge of these references and directives. Storefronts 
consists of a CIF that maintains a minimal inventory of items, provide ballistic plates for high-risk live fires, 
deployments, deployment support to units and assist with new equipment fieldlings. Storefronts will 
provide support during emergency situations such as firefighting, civil disturbances, and natural disasters 
as required with Department of the Army (DA) approval. The LRC-Belvoir CIF Storefront will execute the 
following tasks, IAW installation logistics baseline services (ILBLS): 

a. The CIF/Storefront will execute the following tasks, IAW ILBLS:  
b. DX. Maintains a limited stock/sizes of retained issue items ISO DX.  
c. Non-Retained issue. Issue and accept turn-in of non-retained issue items.  
d. MOS specific. Issue MOS specific items.  
e. Expiration Term of Service (ETS)/Separation/Retirement Turn-in. Support expiration terms 

service (ETS), separation, and retirement. 
f. Emergencies. Support with on hand stocks ISO critical mission readiness.  
g. Rapid Fielding Initiative (RFI). Support PEO assistance as needed.  
h. ESAP/SAPI Storage. Properly store, maintain, issue (based on DA guidance; and approved 

request), and assist with scanning of enhanced small arms protective insert (ESAPI) small arms 
protective insert and (SAPI) plates.  

i. Excess. Receives excess turn-in from Soldiers.  
j. Modernization. Receives legacy / obsolete items and issues modernized OCIE.  
k. Rapid Deployment Requirements. Maintains limited core menu stocks, MOS retained items, and 

some additional approved stocks IOT issue for rapid deploying units as directed.  
l. Retained Issue items not implemented. Issue items that are not yet part of retained issue.  
m. OCIE Online Direct Ordering (ODO) Implementation. The Storefront will continue full support to 

units that have not implemented ODO program. Units that are converting to ODO will continue to get 
support from the Storefront until full implementation of ODO.  

 
Chapter 2 General Information 
 
2–1. Authorized Customer Base 

a. Active-Duty U.S. Army units who have NOT transitioned to the ODO program and located in the 
greater NCR.  

(1) Requirements for in-processing issue and turn-in service: DA 1687, assumption of command, alpha 
roster reconciliation with the accountable officer.  

b. Active-Duty U.S. Army individuals not under the ODO Program requiring PCS, end of time in service 
(ETS) or retirement turn-in appointments. 

c. Active-Duty U.S. Army individuals requiring a “right-size” appointment from the retained issue items 
menu only.  

d. Army civilians with deployment orders in support of an active-duty military unit.  
(1) Army civilians with orders to go through a CONUS replacement center (CRC) must do so.  
(2) All efforts should be made to include to and from travel through a CRC. 
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(3) Only required personal protection equipment will be issued, I.E. IOTV and helmet.  
(4) ESAPI and ESBI plates require a minimum 60-day advance notice to the CIF Storefront to order.  
 

2–2. Unauthorized Customer Base  
a. Service members belonging to or attached to a unit under the ODO program.  
(1) The CIF Storefront is not authorized to make exemptions or exceptions for assistance. ODO units 

and service members who need support should contact the TACOM ODO CMO managers for their 
respective region.  

b. National Guard Service Members, including Active Guard Reserve (AGR) Soldiers and members of 
the National Guard Bureau.  

(1) National Guard service members should contact their home state or G4 for guidance.  
c. Reserve component service members, including TPU, IMA and AGR service members. 
(1) The only authorized OCIE turn in point for Army Reserve Soldiers (AGRs, TPUs, and Individual 

Mobilization Augmentee (IMA) is Army Reserve CIF at Sierra Army Depot and Fort McCoy CIF. Use of 
Active-Duty installations, National Guard CIFs, or defense logistics agency-distribution services (DLA-DS) 
is not authorized. (USARC OCIE ESOP Program Guidance, 2022)  

(2) U.S. Army Reserve Soldiers must contact their command team for further guidance. 
(3) Above the line unit such as, but not limited to, human resources command (HRC), office of the 

chief of Army reserve (OCAR), United States Army recruiting command (USAREC) will seek guidance 
from USARC G4. (USARC OCIE ESOP Program Guidance, 2022) 

d. Government contractors.  
(1) Government contractors are required to receive issue and turn-in through their designated CONUS 

replacement center (CRC).  
 
2–3. Walk In Services Suspended Indefinitely 

a. All services involving issue, direct exchange, turn-In or financial adjustment documents are 
conducted by appointment only. The CIF Storefront will no longer accept walk-ins to expedite ETS, 
retirement of any other OCIE related items.   

b. All appointments are made via email to usarmy.belvoir.usamc.mbx.ocie-fb@army.mil. 
c. Appointments will not be made in person at the CIF Storefront. Email is required for documentation 

and tracking.  
 

2–4. LRC-Belvoir CIF Storefront Hours of Operation 
a. Customer Service Hours:  

Monday-Thursday: 0700-1430/All transactions by appointment only  
Friday: Closed  

b. Closed – Customer Service Unavailable:  
(1) Weekends and Federal Holidays  
(2) CIF Storefront annual inventory dates published on website and provided to USAG Fort Belvoir, 

HHBN JBM-HH, other customers as applicable.  
(3) Organizational Activities – Dates published on website and provided to USAG Fort Belvoir.  

 
2–5. LRC-Belvoir CIF Storefront Contact Information 

a. CIF Storefront appointments and inquiries: usarmy.belvoir.usamc.mbx.ocie-fb@army.mil. 
b. Mailing/Shipping Addresses: Supply and Services Division 

 ATTN: CIF Accountable Officer 
 9925 Tracy Loop Building 767 
 Fort Belvoir, Virginia 22060 
 
2–6. Directions 

a. Pinpoint location: The LRC-Belvoir CIF Storefront is located at: 9925 Tracy Loop Building 767, Fort 
Belvoir, Virginia 22060. GPS, Waze or Google Maps will bring you to the location.  

b. IMPORTANT: There is no customer access to the CIF Storefront through the front side of the 
Logistics Readiness Center. Drive through the gate on the right side of the building. There is a parking lot 
on the back side of the building. The entrance to the CIF Storefront can be found through the door on the 
far left of the building, next to the mannequins. 
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Chapter 3 Operations  
 
3–1. Storefront Conversion Policy Changes  

a. The LRC-Belvoir CIF Storefront operates IAW applicable regulations, directives, and policies set 
forth by governing military authority.  

b. The LRC-Belvoir CIF is a Storefront and shall abide by the DA, U.S. Army Materiel Command, U.S. 
Tank-Automotive and Armament Command, and U.S. Army Sustainment Command leadership’s 
Retained Issue Organizational Clothing and Individual Equipment (OCIE) policy.  

c. The stock of OCIE in the CIFs is assigned within CTA 50-900 prescribing mandatory minimum 
allowance requirements. Automated OCIE records, DA form 3645 and DA form 3645-1, additional 
organizational clothing and individual equipment record are used to record OCIE issues, turn-ins, and 
direct exchanges (DX) between the servicing CIF and the individual customer.  

d. The CIF Storefront will not accept last minute walk-ins to expedite ETS/retirement. Appointments 
must be scheduled in advance. In the event of a clothing record discrepancy such as missing OCIE  or 
lost items, the Soldier will be expected to submit adjustment documents to the CIF Storefront within 60 
days from final out-processing with their finance office.  

e. Requests for items and gear supporting training events, schools, and deployments are to be 
scheduled at a minimum of 90 days prior to the event and coordinated between the unit, and the unit’s G4 
and Storefront. Communication for these events between the requiring activity and the Storefront is 
paramount, as there will be limited stock due to conversion.  

f. The U.S. Army Reserve, Army National Guard and contract staff will no longer be supported through 
the LRC-Belvoir CIF Storefront. The Army Reserve will utilize their supply sergeant roles already 
established with the units and direct contact with Sierra Army Depot TACOM Central Management Office. 
The National Guard will utilize their state U.S. Property and fiscal office. This includes members of the 
National Guard Bureau and Office of the Chief of the Army Reserves.  

g. Soldiers will retain their assigned OCIE from initial issue until the Soldier reaches ETS. Officers will 
return OCIE when they leave the Army for the individual ready reserve or resign their commission. 

h. The CIF Storefront will assist the service member in right-sizing the record IAW with the basic menu 
item list referenced in retained issue policy appendices C, D, E or F during PCS appointments, if 
appointments are available. Further, the Soldier will take this opportunity to remove excess from the 
current hand receipt and update with the most current menu (gear permitted). Soldiers will maintain this 
record and gear upon PCS from installation and check in at gaining CIF or Storefront. 

i. All services are available by appointment only. Service members should contact the LRC-Belvoir CIF 
Storefront through email at usarmy.belvoir.usamc.mbx.ocie-fb@army.mil. 

j. Out-Processing appointments may be made up to six months prior to the start of approved terminal 
leave or ETS/retirement date. Contact staff for scheduling through email by sending orders and terminal 
leave forms. The out-processing appointment will be scheduled in a 60-day window prior to the start of 
approved terminal leave, depending on appointment availability. Clearance papers will be emailed to the 
LRC-Belvoir CIF Storefront as soon as received for digital signature and stamp.  

 
Chapter 4 Responsibilities  
 
4–1. CIF Storefront Accountable Officer 

a. Serves as the accountable officer and directs the overall operation of the LRC-Belvoir CIF 
Storefront. 

b. Ensures supported customers out-processing procedures include CIF on clearing paperwork.  
c. Resolves customer complaints that cannot be resolved by customer service personnel.  
 

4–2. Commanders and Supervisors 
a. Commanders and supervisors have a broad scope of responsibility, including managing and 

controlling the equipment issued to, and used by members of their command IAW AR 710-4, paragraph 
2-14.  

b. Commanders and supervisors must:  
(1) Inspect and inventory Soldiers OCIE when returning from field training exercise (FTX) and before 

an out-processing appointment or turn-in.  
(2) Ensure all retained issue and organizational menu issue listing (OMIL) authorized items are on 

hand for each service member under their command.  
(3) Ensure all issued OCIE is properly used and maintained.  
(4) Ensure OCIE is protected from loss, damage, and destruction. 
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(5) Initiate timely investigations into the circumstances surrounding the loss, damage, or destruction of 
OCIE. 

(6) Ensure inventories are conducted and documented when appropriate.  
(7) Ensure unit OCIE property records are properly maintained.  
(8) Ensure personnel responsible for property obtain proper clearance either by turning in property or 

transfer of responsibility before departing the command. For equipment damaged through other than fair-
wear-and-tear (FWT), a damage statement must be prepared IAW AR 735-5, paragraph 14-18. (See 
Figure B-3, Damage Statement).  

(9) Ensure that a financial liability investigation of property loss (FLIPL) is initiated when negligence or 
misconduct is involved and liability is not admitted; or, when the damage exceeds the dollar limitation set 
by regulations. The CIF will not accept any equipment, which indicates the item was damaged by either 
neglect or misconduct of an individual, without a properly processed adjustment document.  

(10) Ensure the policies outlined in this SOP and cited references are enforced and that accountability 
and individual maintenance of OCIE is completed.  

(11) Review unit supplemental authorizations annually or as mission requirements change.  
(12) Ensure Soldiers do not request the DX of OCIE because of minor discolorations or flaws 

(condition code B), which do not impair the intended use of the item.  
(13) Stock and replace expendable organizational OCIE support items (e.g. canteen caps, helmet 

bands, screws, etc.) issued initially by the CIF. Stock repair parts to support OCIE in the unit supply room.  
 
4–3. Soldiers  

a. Report to the CIF by appointment only, in military duty uniform.  
b. Inspect and account for equipment prior to signature. It is the responsibility of the individual to 

ensure that all equipment issued is maintained in a clean and serviceable condition. Soldiers are 
responsible for familiarizing themselves with the proper method of cleaning and repairing OCIE at their 
level of maintenance. Any OCIE damaged due to improper cleaning or failure to properly repair an item 
will not meet the FWT criteria IAW AR 735-5, paragraph 14-18.  

c. Be responsible for ensuring that their equipment is properly safeguarded at all times. Any lost or 
damaged OCIE while participating in alerts, FTX, or duty performance (i.e., guard duty) must be reported 
immediately to their commander or supervisor. Individuals are required to replace any missing OCIE 
immediately and report any losses resulting from thefts or break-ins to their chain of command for further 
investigation and/or processing.  

d. The individual is responsible for obtaining clearance from the CIF prior to their permanent change of 
station (PCS), ETS, and inter-post transfer (IPT), retirement, or resignation.  
 
4–4. Unit Supply Personnel or Designated Personnel  

a. Ensure all OCIE (e.g., barracks bags, food service uniforms, and safety shoes) issued to 
individuals at other duty stations is recorded on their clothing records.  

b. Ensure every Soldier in the unit properly processes in and out of the CIF.  
c. Maintain duplicate copies of clothing records and ensure that unit supply personnel and Soldiers 

make no entries (pencil/pen) on unit copy of clothing record.  
d. Conduct periodic/selective unit level inventories.  
e. Reconcile individual due outs of OCIE on a monthly basis with the CIF.  
f. Ensure that Soldiers departing the unit have conducted a 100% inventory of their OCIE prior to 

reporting to CIF for out-processing.  
g. Prepare necessary adjustment documents of all lost, damaged, or destroyed OCIE issued to 

individuals.  
h. Conduct, on a quarterly basis (three months from last reconciliation) a face-to-face reconciliation of 

OCIE records with the CIF IAW AR 710-2, paragraph 2-14. Units may request Soldiers’ clothing records 
with a memorandum signed by the unit commander. Units are responsible for reviewing Soldiers records 
and inform the CIF if individual(s) on record have transferred to another unit, post, or have left the military.  

i. Provide the CIF with a copy of unit commander’s assumption of command orders and update CIF 
files when there is a change of command. Prepare and forward required signature cards, DA form 1687, 
Notice of Delegation of Authority-Receipt for Supplies to the CIF, and ensure that expired DA form 1687s 
are replaced promptly.  
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Chapter 5 Issue Procedures and Scheduling 
 
5–1. General Guidelines 

a. Only active-duty service members not under the ODO program are authorized for issue.  
(1) Army Reserve and National Guard service members on ALL statuses must seek guidance through 

their component’s system for OCIE.  
(2) Service members in a unit under the ODO Program will arrange for issue with their ODO supply 

representative.  
b. Service members should coordinate with their unit supply or S-4 to ascertain shortages in their 

mandatory retained OCIE on their clothing record immediately upon arrival to the unit. 
c. If shortages exist, the command team will generate a memo authorizing issue of the missing items. 

See appendix B for an example.  
(1) Please note that due to our conversion to a Storefront, there is limited stock available. Issue of 

specific items or patterns is not guaranteed.  
(2) Expendable items (helmet pads, straps, helmet bands) are to be stocked by unit supply and will not 

be provided by LRC-Belvoir CIF Storefront.  
d. Military duty uniform is required for all transactions at the CIF Storefront.  
(1) Civilian clothing is not authorized without a memorandum from the command for the unit citing 

OPSEC or operational concerns. 
(2) Service members will be turned away if arriving in civilian clothing without hand carrying the 

memorandum.  
e. All issue requires a common access card, pinpoint orders to the area, and the memorandum from 

the commander. 
f. Service members must arrive to their appointment on time, in the proper uniform, and carrying a 

copy of their orders, their common access card, and any pertinent memorandums.  
g. Discrepancies on your clothing record must be corrected through the CIF or Storefront where the 

transaction occurred before your appointment with the LRC-Belvoir CIF Storefront.  
h. Duplicate and double issue are not authorized. If the service member is missing items, a DD 362 or 

a DD 200 must be completed prior to requesting an issue for the lost or missing equipment. 
 
5–2. In-Processing Issue Appointments  

a. In-Processing appointments should be scheduled as soon as the service member arrives in the 
area. 

b. Service members should access their clothing record at 
https://ism.army.mil/ism/SelfServiceServlet?nav.nav_id=ssMyClothing 

c. Service Members should inventory their existing record with unit supply or the command team and 
note any retained issue shortages prior to their issue appointment.  

d. Email the CIF Storefront for scheduling through email by sending pinpoint orders and the issue 
memorandum. Emails should be titled with the subject “In-Processing”.  

e. Once service members have been issued items, they are required to sign the issue document and 
their updated complete hand receipt.  

f. The service member will be provided a copy of both documents, and a copy should be made at the 
unit to be retained by unit supply personnel.  
 
5–3. Schools, Events and Specialty Issue  

a. Requests for items and gear supporting training events, schools, and deployments are to be 
scheduled at a minimum of 90 days prior to the event and coordinated between the unit command, their 
S4 or G4, and Storefront.  

b. Service members should access their clothing record at 
https://ism.army.mil/ism/SelfServiceServlet?nav.nav_id=ssMyClothing 

c. Service members should inventory their existing record with unit supply or the command team and 
address any problems prior to their issue appointment.  

d. A signed memorandum from the commander verifying the school or event type and date, listing the 
specific equipment required must be generated. See appendix B for an example. 

(1) Sizes should be included for sized items.  
e. Email the CIF Storefront for scheduling through email by sending pinpoint orders and the issue 

memorandum. Emails should be titled with the subject “School/Event Additional Issue”.  
f. Once service members have been issued items, they are required to sign the issue document and 

their updated complete hand receipt.  
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g. The service member will be provided a copy of both documents, and a copy should be made at the 
unit to be retained by unit supply personnel.  
 
5–4. Army Improved Maternity Work Uniforms (IMWU) 
      a. Pregnant Soldiers requiring maternity uniforms must bring a memorandum from their unit commander 
requesting the issue of maternity uniforms as well as a copy of their medical profile, confirming their 
pregnancy. 

b. Email the CIF Storefront for scheduling through email by sending pinpoint orders and the issue 
memorandum. Emails should be titled with the subject “Maternity Issue”.  

c. The IMWU is accounted for on OCIE records in CIF-installation support module (ISM). Service 
members will be required to sign the issue document and resign their clothing record. Copies will be 
provided.  

d. Pregnant service members picking up the IMWU may come to the CIF Storefront wearing PT 
uniform or civilian clothing if standard ACUs do not fit.  

(1) Close-toe shoes are required. We are in a warehouse environment. 
 

5–5. Direct Exchange (DX) 
a. CIF Storefront personnel will only DX items rendered unserviceable because of fair-wear-and-tear 

(FWT) or due to sizing issues.  
b. FWT is the impairment of appearance, effectiveness, worth, or utility of an item that has occurred, 

solely because of normal and customary use of the item for its intended purpose.  
c. Any item rendered unserviceable because of an accident, failure to provide adequate maintenance, 

or improper care, will not be considered FWT damage per AR 735-5.  
d. Equipment damaged through other than FWT must be accompanied with an adjustment document 

or field damage statement from the commander.  
e. A DX is not scheduled for the exchange of one pattern to another. Universal camouflage pattern 

OCIE is still authorized for use (not wear). 
(1) See the PCS section for guidance on “right sizing” and updating patterns during a PCS.  
f. When a DX is scheduled for FWT, all efforts will be made to exchange the item for the most up to 

date pattern, but an appointment will NOT be scheduled for pattern exchange alone.   
g. All DX is by appointment only. Email the CIF Storefront for scheduling through email by sending 

pinpoint orders and the issue memorandum. Emails should be titled with the subject “DX”.  
 
Chapter 6 Turn-In Procedures and Scheduling 
 
6–1. General Guidelines 

a. Only active-duty service members not under the ODO program are authorized for turn-in.  
(1) Army Reserve and National Guard service members on ALL statuses must seek guidance through 

their component’s system for OCIE.  
(2) Service members in a unit under the ODO Program will turn-in with their ODO supply 

representative.  
b. Military duty uniform is required for all transactions at the CIF Storefront.  
(1) Army physical fitness uniform is authorized only for service members from the Soldier recovery 

unit.  
(2) Civilian clothing is not authorized without a memorandum from the command for the unit citing 

OPSEC or operational concerns. Service members will be turned around if arriving in civilian clothing 
without hand carrying the memorandum.  

c. Service members must arrive to their appointment on time, in the proper uniform, and carrying a 
copy of their orders, their common access card, and any pertinent memorandums.  

d. Discrepancies on your clothing record must be corrected through the CIF or Storefront where the 
transaction occurred before your appointment with the LRC-Belvoir CIF Storefront.  

e. Service members being chaptered under the following chapters must have an escort (E-5 or above) 
with them during all transactions at the CIF Storefront: Chapters 9, 10, 11, 13, 14 and 15. 

f. Service members retiring for medical reasons must be accompanied by an escort if unable to carry 
or lay out their own equipment OR if emotional deregulation is part of their diagnosis.   

(1) Commanders and service members should use best judgement and discretion when making this 
decision. 

g. See appendix A for exception to turn-in policy memorandum templates for the following situations: 
Skill Bridge Internship early turn-in, Medical Retirement turn-in without orders, and Adverse action turn-in 
without orders.  
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(1) These are the only exceptions to turn-in policy accepted by LRC-Belvoir CIF Storefront.  
(2) Blanket or fill-In the blank memorandums are not accepted under any circumstances.  
h. Personnel at LRC-Belvoir CIF Storefront cannot remove accountable equipment from a service 

member’s clothing record without one of the following:  
(1) FLIPL 
(2) Statement of charges  
(3) Physical turn-in of the equipment or signed documentation that it was turned over to the LRC-

Belvoir CIF Storefront as approved by the accountable officer for the CIF Storefront.  
 
6–2. Expiration of Term of Service (ETS), Retirement and End of Service  

a. Out-Processing appointments may be made up to six months prior to the start of approved terminal 
leave or ETS/retirement date. The out-processing appointment will be scheduled in a 60-day window prior 
to the start of approved terminal leave, depending on appointment availability. 

b. Clearing papers are not required to be on hand for an ETS/retirement/end of service turn-in. They 
will be emailed to the Storefront as soon as received for digital signature and stamp after the turn-in is 
complete. 

c. Service members should access their clothing record at 
https://ism.army.mil/ism/SelfServiceServlet?nav.nav_id=ssMyClothing 

(1) Service Members are required to turn-in all items with an “N” under the ETS Column on their 
clothing record.  

(2) Standard Army combat uniforms and FRACUs may be removed by sending a copy of deployment 
orders prior to the appointment.  

d. Email the CIF Storefront for scheduling through email by sending orders and approved terminal 
leave forms. Emails should be titled with the subject “ETS/retirement appointment”. 

e. See Chapter 5, Section F for OCIE preparation instructions.  
 

6–3. Standard PCS 
a. Email PCS orders and out-processing dates to the CIF Storefront email as soon as received to 

schedule an appointment date that falls in the service member’s out-processing window.   
b. Clearing papers are required at the appointment for all PCS Turn-Ins.  
c. Service members should access their clothing record at 

https://ism.army.mil/ism/SelfServiceServlet?nav.nav_id=ssMyClothing 
(1) Service members are required to turn-in all items with an “N” under the PCS column of the clothing 

record. Only PCS “N” items will be accepted.  
d. “Carry Forward” Memorandums are not authorized or accepted under any circumstances.  
e. Email the CIF Storefront for scheduling through email by sending orders and approved terminal 

leave forms. Emails should be titled with the subject “PCS Appointment”. 
f. Missing items must be accounted for using the proper financial document, a statement of charges  or 

FLIPL before CIF Storefront clearance. These actions require coordination prior to the appointment 
between the unit and the CIF Storefront accountable officer for document generation and document 
number assignment.  

g. See Chapter 5, Section F for OCIE preparation instructions.  
 
6–4. Excess PCS Turn-In (Right Sizing)  

a. Excess turn-in is to be accomplished during PCS turn-ins ONLY and is dependent on appointment 
availability.  

b. Email PCS orders and out-processing dates to the CIF Storefront email as soon as received to 
schedule an appointment date. Emails should be titled “Excess PCS Turn-In”.  

c. The service member will be provided a copy of their clothing record. ONLY the highlighted items will 
be accepted.  

d. Retained issue items cannot be accepted without replacement by a newer generation unless orders 
instruct the service member to turn-in all equipment.  

e. All efforts will be made to exchange UCP or old pattern equipment for OCP equipment when the 
stock is on hand at the CIF Storefront. 

f. See Chapter 5, Section F for OCIE preparation instructions.  
g. Turn-in and issue will be done IAW with the basic menu item list referenced in retained issue policy 

appendix A, B, or C. 
(1) See appendix A in this document for the retained issue lists.  
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6–5. Absentee Turn-In - Deceased / Hospitalized Confined / AWOL  
a. OCIE issued to individuals who are in absent without leave (AWOL) status or hospitalized, will  be 

accounted for IAW AR 700-84, para 12-13, PARA 12-15 and DA PAM 710-2-4, para 10-17.  
(1) Authorized organization supply representatives will be permitted to turn in OCIE equipment for 

absentees. Authorized representative are those individuals listed on DA form 1687 (Delegation of 
Authority) filed at the CIF.  

b. For death, desertion, or medical reasons requiring property settlement (other than personal clothing) 
for missing or damaged equipment, a FLIPL DD form 200 is required.  

(1) For processing guidelines refer to AR 735-5, Chap 13. For a deceased member the FLIPL must 
include the appointment orders of the person(s) assigned as the SCMO (as an exhibit), this appointment 
order allows the appointing to clear the deceased service member CIF records. 
 
6–6. How to Prepare for a Turn-In of OCIE 

a. Inventory your appropriate “N” items against your clothing record with your commander or 
designated personnel.  

(1) IMPORTANT: A turn-in appointment at the CIF Storefront is not to be used as a first-time inventory 
to find missing equipment. Service members who are unprepared will be turned back and rescheduled 
regardless of their out-processing timeframe.   

b. All equipment of all patterns and generations must be clean, dry, and free of dirt/debris, bugs, and 
animal hair.  

(1) Smelly, dirty, wet, or hairy equipment will not be accepted for turn-in, and on-site cleaning is not 
authorized.  

(2) For health and safety purposes, CIF Storefront personnel will not sort through uncleaned 
equipment to find the clean equipment for a partial turn-in. Service members WILL be rescheduled for 
their complete turn-in.  

c. The improved outer tactical vest (IOTV) must be turned in with all components attached in their 
correct placement. Hard plates should be removed for individual turn-in. 

(1) When cleaning, pay special attention to the neck, bottom, and armpit areas.  
d. The rucksack must be turned in with all components attached in their correct placement.  
e. All first aide kits (IFAKs) and inserts must be turned in completely empty. Medical supplies of any 

kind cannot be accepted.  
f. Helmets are turned in completely bare. Screws, pads, and straps should be removed prior to your 

appointment. They are not required or accepted for turn-in. 
g. Helmet covers should be removed from the helmet, sewn on rank removed. They are required for 

turn-in.  
h. The flight load carrier (FLC)/ tactical assault panel (TAP) should have all pouches removed for 

individual turn-in. Straps for the TAP should be neatly placed inside the Velcro pouches. 
i. Duffle bags should be clean and free of all markings.  
(1) Cinch style duffle bags (older generation) must have any markings painted over with a color like 

that of the duffle bag. Look for paint called OD green, Army green, or camouflage.   
(2) Duffle bag 8465-01-604-6541 (zippered) must be completely clear of any written marks.   

If the duffle bag has been marked, a financial liability document must be generated, or the service 
member can purchase a new duffle bag at clothing and sales.  

j. Sleeping systems must be separated, washed, and unzipped for turn-in.  
k. The entrenching tool should be free of scratches and rust. Use flat black spray paint if remediation is 

necessary.  
l. All tags for name, rank or unit designation should be removed from equipment. No equipment will be 

accepted with permanent marker or paint excepting cinch style duffle bags. This includes laundry bags.  
m. All pockets and pouches should be checked and emptied of other equipment and trash.  
n. Flight helmets and uniforms must be inspected and tagged for serviceability by an ALSE officer prior 

to turn-in.  
 
Chapter 7 Financial Accountability Documents  
Personnel at LRC-Belvoir CIF Storefront cannot remove accountable equipment from a service member’s 
clothing record without physical turn-in of equipment, statement of charges, FLIPL and recovered 
property from a FLIPL. 
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7–1. Physical turn-in of the equipment  
a. See turn-in instructions in chapter 4. 
b. Missing items must be accounted for using the proper financial document before CIF Storefront 

personnel can sign clearing papers. These actions require coordination prior to the appointment between 
the unit and the CIF Storefront accountable officer for document generation and document number 
assignment.  

 
7–2. Statement of Charges (DD Form 362) 

a. The CIF Storefront will prepare all statement of charges when the individual admits liability.  
(1) This is a CIF Storefront function only for OCIE. 
(2) Units should not generate a unit level statement of charges. They cannot be processed through 

CIF ISM to remove the equipment from the service member’s clothing record.  
b. IMPORTANT: The service member has 10 business days to fully process the statement of charges 

through their finance office and return it to the LRC-Belvoir CIF Storefront.  
(1) Open statement of charges are cancelled in CIF ISM after 30 days.  
c. A statement of charges can be requested through email, using the CIF mailbox email 

usarmy.belvoir.usamc.mbx.ocie-fb@army.mil.  
d. Instructions:  
(1) The service member fills in blocks 9g. “Loss”, signs in 9h, and 9i is transferred exactly from  
block 8c.  
(2) The commander dates in block 10a and signs 10b. 
(3) The finance office checks either block 11a or 11b, dates in 11c and signs in 11d.  
e. Personnel must hand carry or email their statement of charges signed and processed by their 

finance office, to the CIF Storefront for clearance. 
(1) Service members cannot be cleared by CIF Storefront personnel without this signed copy under 

any circumstances. It is not a complete accountable document without the signature from finance.  
 
7–3. FLIPL (DD Form 200)  

a. FLIPL DD form 200 may be used for, but are not limited to, the following reasons: liability is not 
admitted, charges exceed the service member’s monthly base pay, or the items lost are controlled items 
(i.e. SAPI plates). 

(1) Reference AR 735-5 and DOD 7000.14, Volume 12 for document processing procedures  
b. FLIPLs will be initiated at the unit level using the e-FLIPL system.  
(1) Access must be granted to the accountable officer at the CIF Storefront to provide a signature and 

document number.  
c. Early coordination with the CIF Storefront accountable officer is paramount to ensure price listings 

for OCIE reflect what is in CIF ISM. 
d. The coordination should be between the responsible officer listed on the FLIPL and the CIF 

Storefront accountable officer. The equipment owning service member should not be the point of contact 
for these actions.  

e. FLIPLs are not a last-minute clearance tool. They must be generated/complete and include 
supporting documentation before they can be assigned a document number and be signed by the 
accountable officer at the CIF Storefront in blocks 17.   

(1) A copy of the unit level FLIPL must be turned in and retained by the CIF Storefront before clearing 
paperwork can be signed. 

 
7–4. Recovered Property from a FLIPL (DD Form 200) or statement of charges (DD Form 362) 

a. Recovered property previously listed on statement of charges or FLIPL remain the property of the  
U. S. Government and must be returned to a CIF Storefront or ODO program manager. Follow the 
procedures established IAW AR 735-5, para 14-16. 
 
Chapter 8 E-Ordering for OCONUS Deployment  
 
8–1. General Guidelines 

a. E-ordering is available only to those service members and Army civilians in support of an active-
duty Army unit who have deployment orders to OCONUS. 

b. This service is not available to personnel who have or will process through a RFI or through a 
CONUS replacement center (CRC) for issue before deploying. 

(1) If orders states that the service member or Army civilian will be provided issue through CRC or RFI, 
we are not authorized to circumvent this order.  
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c. Individual Soldiers and Army civilians with valid TCS deployment orders may contact the CIF 
Storefront directly via email to schedule a fitting. Please be ready to provide the accountable officer with 
the required information listed in paragraph below. 

d. Personnel should contact the CIF Storefront as soon as orders have been received. Processing and 
receipt of equipment can take over 30 days and ESAPI and ESBI plates must be requested separately. 
 
8–2. Procedures for E-Ordering of OCIE for Deploying Soldiers / Army Civilians 

a. The unit representative or individual service member must provide copy of deployment orders to the 
CIF Storefront accountable officer as soon as received.  

(1) Email to usarmy.belvoir.usamc.mbx.ocie-fb@army.mil. Use Subject “E-Order”. 
b. The CIF Storefront accountable officer will schedule a date and time for the individual to have OCIE 

fitted and E-Ordered.  
c. Service members and Army civilians must arrive at the CIF for their appointment, with their common 

access card (CAC) and must wear military uniform and similar for civilians so that proper fitting may be 
accomplished. 

d. The service member must provide the following information in order for the request to be input into 
the E-ordering system and processed by PEO Soldier:  

(1) Full name, rank, full SSN, gender, MOS, UIC, theater of operation, and the unit’s POC, including a 
telephone number, and email address. 

e. CIF Storefront staff will contact the unit/individual Soldier when the order has arrived and scheduled 
a date and time for pick up. 

f. The items will be inventoried by the service member/Army civilian. All items received will be placed 
on the individual clothing record using the CIF ISM system. The record will be digitally signed.  
g. Any due outs will be annotated and once received from PEO Soldier the unit/individual will be notified 
and scheduled a pick-up date and time. 
h. Please understand that the RFI menu does not support all areas of operations. 
 
Chapter 9 JLIST / Chemical Equipment 
  
9–1. Issue 

a. Joint service lightweight integrated suit technology (JSLIST) and chemical defense equipment 
(CDE) is not issued by the LRC-Belvoir CIF Storefront.  
 
9–2. Turn-in  

a. The CIF Storefront will accept for turn-in: JSLIST, pro mask or any chemical equipment that was 
directly issued to an active-duty service member’s record and is currently on their OCIE record. 
b. JLIST and CDE will not be accepted from Army civilians or contractors. These personnel should 
contact their place of issue.  
 
Chapter 10 Unit Level Authorizations and Reconciliations  
  
10–1. Reconciliations 

a. Units assigned as customers for LRC-Belvoir CIF Storefront are required to conduct a face-to-face 
reconciliation with the CIF of all assigned personnel at least quarterly IAW DA PAM 710-2-4 Chap 10-15.  

b. Appointments and service member processing will be paused for units who do not complete the 
reconciliation until such time that it is complete.  

c. Service members must be aligned under the correct UIC. The units must use their personnel 
strength report to establish the unit account and produce a reconciliation record. 

d. Reconciliations ensure that service members have all their retained issue and do not depart without 
clearing CIF Storefront.  
 
Chapter 11 Temporary Hand Receipts and Bulk Issue  

a. Temporary hand receipts are not authorized. 
b. Bulk issue to units or individuals is not authorized.  
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Appendix A 
 
References 
 
Interim Policy Guidance Memorandum, Retained Issue of Organizational Clothing, and Individual 
Equipment, dated 27 May 2022  
 
AR 25-400-2  
The Army Records Information Management System  
 
AR 71-52 
Force Development and Documentation  
 
AR 700-84  
Issue and Sale of Personal Clothing  
 
AR 710-2  
Supply Policy below the National Level  
 
AR 735-5  
Policies and Procedures for Property Accountability  
 
DA PAM 710-2-1  
Using Unit Supply System (Manual Procedures)  
 
DA PAM 710-2-2  
Supply Support Activity Supply System  
 
CTA 50-900  
Clothing and Individual Equipment  
 
CTA 50-970  
Expendable/Durable Items 
 
TM 10-8400-203-23&P  
General Repair Procedures for Individual Equipment, 1 Oct 2014  
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Appendix B 

Issue Memorandum Examples 1 through 4 
 

Example 1 In-Processing Issue Memorandum 
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Appendix B 

Example 2 School/Event/Specialty Issue Memo Example 
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Appendix B 

Example 3 Turn-In Exception to Policy (ETP) Memorandum Examples  
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Appendix B 

Example 4 Medical Retirement Exception to Policy  Without Orders 
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Appendix B                                                                                                                                                                   

Example 4 Adverse Action – No Orders 
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Appendix C 

Retained Issue Policy of OCIE Equipment Lists 
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Appendix D 

Soldier OCIE Retained Issue (Core Menu) 
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Appendix D 
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Appendix D 
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Appendix E 

ETS Retained Items (All Items) 
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Appendix E 
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Appendix E 
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Appendix F 

MOS Retained Issue 
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Appendix F 
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Appendix G 

Senior Reserve Officer Training Corps Retained issue. 
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Appendix G 
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Appendix G 
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Appendix H 

Abbreviations 
 

AMC 
Army Materiel Command 
 
ARNG 
Army National Guard 
 
ASC 
Army Sustainment Command  
 
AIMWU 
Army Improved Maternity Work Uniform  

CMO 
Central Management Office 
 
CRC 
CONUS Replacement Center 
 
CONUS 
Continental United States  
 
DX 
Direct Exchange 
 
ESAPI  
Enhanced small arms protective insert 
 
ETS 
Expiration of Term of Service 
 
ILBLS  
installation logistics baseline services 
 
ISM 
Installation Support Module 
 
LRC 
Logistics Readiness Center 
 
MOS 
Military occupational specialty (MOS) 
 
OCIE 
Organizational clothing and individual equipment 
 
OCONUS 
Outside the Continental United States 
 
ODO 
On-line Direct Ordering  
 
SAPI 
Small arms protective insert  
 
PCS 
Permanent Change of Station 
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RLSC 
Regional Logistics Support Center 
 
RFI  
Rapid Fielding Initiative  
 
TACOM 
U.S. Tank-Automotive and Armament Command 
 
USAR 
United States Army Reserve 
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	Storefront Standard Operating Procedures SOP Fort Belvoir VA: 
	Logistics Readiness Center Fort Belvoir Virginia: 
	a Name of Service Member: 
	b DODID Paygrade: 
	c Date of Birth: 
	d Branch of Service: 
	f Projected Retirement Date: 
	H53175 DA708LRow1: 
	1Two 2Component of Advanced Combat Helmet: 
	Pads Helmet ACH included in ACH Complete: 
	DA7019Row1: 
	Helmet Retention Svstem included in ACH CompleteRow1: 
	1Row1: 
	DA155NRow1: 
	Cover Helmet ACH 0CPRow1: 
	1Row1_2: 
	Ballistic Spectacles: 
	DA7098Row1: 
	Improved Outer Tactical Vest IOTV without plates See Note 2Row1: 
	0Row1: 
	DA7098Row2: 
	0Modular Scalable Vest MSV Two 2 Components of MSV: 
	MSV Gen II Carrier Assembly: 
	MSV Gen II Ballistic Insert Assembly: 
	MOLLE 4000 0CP: 
	DA657RRow1: 
	1Six 6 Components of Molle 4K: 
	1Strap Bag Carrier Individual Equipment: 
	1Belt Individual Equipment: 
	1Strap Baq Carrier Individual Equipment Riqht: 
	1Strap Baq Carrier Individual Equipment Left: 
	1Field Pack: 
	1Frame Field Pack: 
	DA650FRow1: 
	Frame Field PackRow1: 
	1Row8: 
	B15825Row1: 
	Bag WaterproofRow1: 
	1Row1_3: 
	Individual First Aid Kit IFAK 0CP: 
	NA4578Row1: 
	1Three 3 Components of IFAK OCP: 
	1Pouch IFAK II OCP: 
	1Insert Individual Utility: 
	1Pouch Individual Utility: 
	DA6539Row1: 
	Pouch Individual UtilityRow1: 
	1Row5: 
	DA6539Row2: 
	Pouch Individual UtilityRow2: 
	1Row6: 
	R05015Row1: 
	1Eleven 11 Components of Rifleman Set OCP wTap: 
	1Assault Pack: 
	1Tactical Assault Panel: 
	1Pouch Canteen: 
	1Carrier Grenade: 
	1Pocket Ammunition Maqazine: 
	1Waist Pack: 
	1Bag Ammunition: 
	1Flash Banq Pouch Grenade: 
	1Pocket Ammunition Magazine: 
	DA6584Row1: 
	1Two 2 Components of Hvdration Svstem: 
	1CARRIER Hydration System: 
	1Bladder Hydration System: 
	DA651ERow1: 
	Bladder Hydration SystemRow1: 
	1Row4: 
	Carrier Entrenching Tool: 
	Entrenching Tool: 
	Canteen Plastic 1QTwM1 NBC Cap: 
	Cup Canteen wHandle: 
	Modular SleepinQ System 5 Piece Complete OCP: 
	M60733Row1: 
	0Five 5 Components of Modular Sleep System: 
	0Cover BIVY: 
	0Stuff Sack Small: 
	0Stuff Sack Laroe: 
	0SleepinQ BaQ Urban Grav: 
	0Sleeping Bag Foliage Green: 
	DA658ZRow1: 
	0Replaced by: 
	DA658ZRow2: 
	0Soldier Sleep Svstem: 
	DA658ZRow3: 
	0Four  4 Components of Soldiers Sleep System: 
	3 Season Bag Regular: 
	Bivv ReqularLonq: 
	Compression Sack: 
	B05018Row1: 
	Extreme Cold Weather Outer SleepinQ BaQ ECW OSB Black Regional ItemRow1: 
	0Row1_2: 
	M37042 Sleeping Mat: 
	Inflatable Sleeping Mat: 
	MAT Sleeping SGI: 
	Top  Extended Cold Weather Clothinq Svstem GEN Ill OCP: 
	Undershirt Lightweight Cold Weather Layer 1: 
	Shirt Midweight Cold Weather Layer 2: 
	Jacket Fleece CW FG ECWCS Gen Ill Layer 3: 
	Jacket Wind Liohtweiqht OCP ECWCS Gen Ill Laver 4: 
	Jacket CW Mid Weight Soft Shell OCP Layer 5: 
	Jacket Wet Cold Weather OCP Gen Ill Layer 6: 
	P05881Row1: 
	Parka Layer 7 Regional ItemRow1: 
	0Row1_3: 
	0Bottom  Extended Cold Weather Clothing System GEN Ill OCP: 
	Drawers Lightweight Cold Weather Layer 1: 
	Drawers Midweight Cold Weather Layer 2: 
	Trousers WeUCold Weather OCP Gen Ill Layer 6: 
	Trousers Layer 7 Reaional Item: 
	Tarpaulin Field OCPCoyote: 
	L70789Row1: 
	Liner Tarpaulin OCP Type 1Row1: 
	1Row1_4: 
	Elbow Knee Pad Set OCP: 
	BOOTS CLIMBERS: 
	BOOT SKI MOUNTAIN: 
	COAT ARMY COMBAT UNIFORM: 
	BUCKLE BELT TROUSERS: 
	BUCKLE CLIP END: 
	COAT CAMOUFLGE PATTERN: 
	COAT WOMAN: 
	BOOTSSAFETYMENS: 
	COAT MANS: 
	INSECT REPELLENT: 
	DISINFECTING KIT: 
	BOOT WINTER RIDING: 
	CAP INSULATED: 
	CAP BASEBALL BLACK MESH BACK: 
	CAP SRVC BLUE ENL UNK: 
	CAP SERVICE GREEN ENLISTED: 
	CAPSERVICE: 
	DRAWERS FLAME RESISISTANT: 
	DRAWERSCOLD WEATHER: 
	DRAWERSCOLD WEATHER_2: 
	DRAWERSCOLD WEATHER_3: 
	DRAWERSCOLD WEATHER_4: 
	GLOVE BLACK SUMMER: 
	DRAWERS MENS: 
	HAT SERVICE BLUE WOMENS: 
	DRAWERS COLW WEATHER: 
	DRAWERS COLD WEATHER: 
	DRAWERS COLD WEATHER_2: 
	CAPSERVICE_2: 
	CAPSYNTHETIC FLEECE: 
	BERETMANS: 
	SHOES MENS HIGH GLOSS: 
	HAT SERVICE: 
	SHOES WMNS HIGH GLOSS: 
	CAPCAMOUFLAGE PATTERN: 
	SHOULDERBOARD GOLD BULL: 
	SOCKSEXTREME COLDWEATHER: 
	TROUSERS ARMY BLUE MESS: 
	GLOVE NOMEX INSULATED BLACK: 
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