DEPARTMENT OF THE NAVY
NAVAL EDUCATION AND TRAINING PROFESSIONAL
DEVELOPMENT AND TECHNOLOGY CENTER
6490 SAUFLEY FIELD ROAD

PENSACOLA, FLORIDA 32509-5237
IN REPLY REFER TO:

NETPDTCI NST 5500. 3
N8612

0 3 AUG 1959

NETPDTC | NSTRUCTI ON 5500. 3

Subj: REPORTING OF M SSI NG LOST, STOLEN OR RECOVERED
GOVERNMVENT  PROPERTY

Ref : (a) SECNAVI NST 5500. 46
(b) OPNAVI NST 5530. 14C

Encl : (1) MSR Term nol ogy and Definitions
(2) Preparation of DD Form 200
(3) Sanple DD Form 200

1. Purpose. To inplenment policy and procedures for reporting
M ssing, Lost, Stolen, or Recovered (M.SR) governnment property
as required by references (a) and (b).

2. Cancel |l ati on. NETPMSAI NST 5500. 3C

3. Revision, Due to transfer of functions, this instruction
has maj or revisions. Marginal annotations are not noted, as
this instruction should be read in its entirety.

4, D scussi on

a. The Navy has |ong recognized the inportance of
mai ntaining statistics to determne where, when, and how Navy
property was mssing, |lost or stolen. Based on this prem se,
the DON MLSR program was published as reference (a). Efficient
managenent of Navy resources is a matter of high priority and
required effective |oss prevention and physical security
progranms. Each person is charged wth safeguardi ng gover nnent
property under his or her jurisdiction. Property issued to
i ndi vidual s does not becone private property by act of issuance
or possession, but remains public property which nust always be
properly saf eguarded. Property | osses frequently occur because
regul ations relating to proper safeguarding and handling are not
fol | owed.
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b. The follow ng types of property are included under the
MLSR program

(1) Arms, Ammunition, and Explosives (AA&E).
(2) Al controlled equipage.

(3) Al plant account property (major and mnor).

(4) Al itens with a replacenent cost greater than
$100.00 that are stolen or suspected stolen.

c. Narcotic, Cryptographic and Cassified Material
Reporting. Narcotic |osses are not included under the MSR
program and wi |l be reported as prescribed in Chapter 21 of the
Manual of the Medical Departnent. Cryptographic itens
accountable wthin the COVMSEC Material Systemare not included
in the MLSR program except Controlled Cryptographic Itenms (CCl).
I ncidents involving mssing, lost,' stolen; or recovered CC
material in the supply system nust be reported within 48 hours
of discovery to Commander, Naval Security G oup Command.

5. Reporting

a. Initial (message) reports will be submtted as soon as a
| oss or recovery of a sensitive itemis established. The fact
can be established by discovery of an incident, receipt of a
lost claim conpletion of an inventory, or by any other neans,

b. Final M.SR reports (DD Form 200 and SF 364) wll be
submtted for all material upon conpletion of causataive
research, investigation, or other inquiry. Enclosure (1) is a
list of MSLR term nol ogy and definitions.

(1) General material |osses are reported on the
Financial Liability Investigation of Property Loss (DD Form
200). Enclosure (2) provides M.SR procedures for the DD Form
200, including specific preparation instructions. Enclosure (3)
is a sanple DD Form 200.

(2) In-transit nmaterial lost will be submtted on the SF
364 in accordance with NAVSUPI NST 4440.179 series.
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c. NASP Security Oficer, Code 15200, will conduct a
prelimnary investigation and refer MSR incidents involving

theft or suspected theft to the nearest supporting Naval
Crimnal Investigative Service (NCI'S) Agency or Unit.

d. Departnments will use the NASP security investigation
process before reporting incidents of theft or suspected theft
to the nearest NCI'S agency or unit.

6. Action

a. Departnent Directors are responsible for identifying
M.SR reporting requirenents within their respective departnments
and for preparation of all MSR reports. Assistance in
preparing nessage reports wll be provided by the Security
Oficer if needed. Assistance in preparing DD Form 200 will be
provided by the Supply Ofice if needed. The Supply Ofice wll
prepare the SF 364 to report material lost in-transit. Reports
wll be forwarded to the Security Oficer.

b. The Security Oficer will assign the appropriate
sequential nunber to the M.SR report in the upper right hand
corner. Follow ng approval by the Commanding O ficer, the
desi gnated Accountable O ficer for the mssing equipment wll
assign the expenditure nunber. The Security Oficer wll
forward the MLSR to the appropriate activities as specified by
reference (a).

c. Departnents will conply with the requirenents of
references (a) and (b). A copy of all MSR reports wll be
forwarded to NASP Security Oficer, Code 15200, for nonitoring

pur poses.
M. E.”McADAMS

Distribution: (NETPDTCI NST 5216. 1B)
List | and ||
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M SSING LOST, STOLEN, OR RECOVERED (M.SR
TERM NOLOGY AND DEFI NI TI ONS

AVMMUNI TION - A device charged with explosives, propellants,
pyrotechnics, initiating conposition, riot control agents,

chem cal herbicides, snoke, and flane for use in connection wth
def ense or offense, including denolition. Ammunition includes
cartridges, projectiles, bonbs, mssiles, grenades, m nes,
pyrotechnics,. bullets, shot, priners, propellants, fuzes and

det onat ors.

ARMS - Weapons that will or are designed to expel projectiles or
flame by the action of an explosive, and the franes or receivers
of any such weapon.

CLASSI FI ED EQUI PMENT - For the purpose of this instruction, any
government hardware or equipnment (not docunents) designated Top
Secret,, Secret or Confidential or Unclassified NOFORN, and any
Navy Nucl ear Power Itenms (NNPI).

CONTROLLED CRYPTOGRAPHIC ITEMS (CCl) - CC nmaterial is

uncl assified, accountable in the Communications Security
(COVBEC) Material System and is authorized to nove through the
supply system

CONTROLLED EQUI PAGE - Itens that receive special - managenent
attention and control because they are essential for the
protection of life or are relatively valuable and easily
convertible to personal use.

EXPLOSI VES - Any chem cal conpound, m xture or device, the
primary or conmmon purpose of which is to function by explosion.
The termincludes, but is not limted to, individual |and m nes,
denolition charges, and bl ocks of explosives (dynamte, TNT, C4
and ot her high expl osives).

GENERAL MATERI AL - Any governnent property not otherw se defined
under sensitive material.

Encl osure (1)
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GOVERNMVENT PROPERTY - Al property (nmaterial, special tooling,

or industrial equipnent) owned by, |eased to, or acquired by the
government under the terns of a contract, except property to

whi ch the government has acquired a lien or title as a result of
a partial, advance or progress paynent.

| NTRANSI T MATERIAL - Material that is in the transportation
system which requires the preparation of either an SF-361 or SF-

364, when discovered MSR

LOSS ANALYSIS - Actions taken to conpile facts, develop trends
and patterns and other data mani pul ati on concerni ng gains,
| osses, and theft of governnment property.

LOSS PREVENTI ON - The protection of Departnent of the Navy
property agai nst |oss through internal and/or external fraud,
theft or error. Loss Prevention specifically includes, but is

not limted to, the protection of supplies and equi pment inthe
storage and issue process, in transit and in use. LoSS
prevention neasures are instructions, design procedures,

anal yses, dedi cated resources, and agreenents designed to reduce
| osses of governnent property to an absolute m ninmum

LOST - Iten(s) that cannot be accounted for.

MANUALLY OPERATED WEAPONS - Any firearm requiring operator
assistance to fire each individual round; e.g. revolvers, punp
action shotguns, lever or bolt action rifles, etc.

MSSING - Iten(s) that are not in-their proper place and cannot
be readily accounted for.

NATI ONAL CRI ME | NFORMATI ON CENTER (NCIC) - A Federal Bureau of
| nvestigation conputerized, on-line information system that
stores and retrieves basic identifier information. United
States Navy Transm ssions to NCI C orginate at Headquarters,
Naval Crimnal Investigative Service (D RNAVCRI M NVSERVY) .
Reports from Naval Crimnal Investigative Service field
conmponents regarding stolen property are transmtted to

DI RNAVCRI M NSERV Headquarters for inclusion in the NCC as
appropriate.

PI LFERACE - Continuing theft of small quantities of amounts of
property.
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PLANT PROPERTY - Property of a capital nature (consisting of
machi nery, equi pnment, furniture, vehicles, machine tools,
accessory and auxiliary itens, but excluding special tooling)
used or capable of use in the manufacture of supplies, or in the
performance of services, or for any adm nistrative or genera

pl ant pur poses.

PRECI QUS METALS - Al economically recoverable refined silver,
gold, platinum palladium iridium rhodium osmum and
ruthenium in bar, ingot, granulation, sponge, or wire formwth
an extended val ue of over $100.

QUARTERLY AUTOVATED REPORTI NG SYSTEM (QARS) - An automated
system that collects all gain/loss statistics for Marine Corps

nmechani zed supply accounts.

RECOVERED - An itemthat is found or discovered after previously
being reported as mssing, |ost or stolen.

SENSI TI VE MATERI AL - Arns, Ammunition, and Expl osives; Precious
Metals, Vulnerability Itens, or Cassified Equipnent/Repair
Parts.

STOLEN - An itemthat is either mssing or |ost under
circunstances indicating the possibility of crimnal activity.

VULNERABI LI TY ITEMS - Those itens designated in NAVSUPNOTE 5500,
Subj:  Wulnerable Materials List, that have been identified as
material that is known to be desired by unauthorized users and
countries.
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PREPARATI ON OF DD FORM 200

A, Purpose. The purpose of this enclosure is to provide
instructions for preparation of DD Form 200. The DD Form 200 is

used to docunent the financial liability process for |ost,
damaged, or destroyed CGovernnent property. Wen conpleted, the
DD Form 200 is the official document to support establishment of
debts, relief from accountability, and adjustnent of property
records, supply system stock, and financial records. Havikng

the Security Oficer add an M.SR nunber, check the report for

any inmpropriety (notifying NCI'S when necessary) and mailing a
copy to CNO and NAVSURFWARCENDI V Crane constitute the process of
maki ng the DD Form 200 and M.SR report.

B. Instructions for Preparation

1. Date Initiated. Self-explanatory.

2. Inquiry and/or Investigation Nunber. Nunber assigned to
the inquiry and/or investigation in accordance wth DOD
Conmponent | nstructions.

3. Date Loss Discovered. Self-explanatory.

4, National Stock Nunber (NSN). Enter the NSN(s),
manuf acturer's part nunber, or other identification nunber(s),
in nunerical sequence. If not applicable, enter-the word

"none".

5. Item Description. Enter the nomenclature of the iten(s)
i ncluding any serial nunber(s), nodel nunber(s), controlled
inventory item etc. If the itemis nonstandard, give a brief
description sufficient for identification. If only a portion of
an end itemis damaged, describe the end item fully, then
descri be the danaged parts. |If additional space is needed, a
continuation sheet may be used.

6. Quantity. Enter the number of units and unit of issue
(e.g., 1 each, 2 dozen, 5 pair, etc.).

7. Unit Cost. Enter the cost per unit shown in official
cat al ogs, supply bulletins, or itemrecords. The specific
reference should be indicated for audit trail purposes.

Encl osure (2)
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8. Total Cost. Enter the total cost of all units of each
article listed (block 6. X block 7.).

9. G rcunstances under which Property was Lost, Danmaged, or

Dest r oyed. Enter a conplete statenment of facts, 1ncluding the
date and place of the incident. Include the name, grade, and
soci al security nunber (SSN) of all persons directly involved.
The statenment nust answer five basic questions of who, what,
when, where, and how. ldentify any appropriate contract

nunber (s), transaction nunber(s), control nunber(s), etc. Add
as exhibits and identify al phabetically within the bl ock, as
needed.

10. Actions Taken to Correct G rcunstances Reported in Bl ock

9 and Prevent Future Qccurrences. | ncl ude reconmmended actions
by the accountable and/or responsible officer, and if
appropriate by the financial liability officer, to the

appoi nting and approving authorities.

11. | ndi vi dual Conpl eting Blocks 1 through 10. Person
conducting the inquiry.

12. Responsible Oficer and/or Review ng Authority. An
i ndi vi dual appoi nted by proper authority to exercise custody,
care, and safekeeping over property entrusted to hs or her
possessi on or supervision (NETPDTC Departnent Director who is
submtting report).

13.  Appointing Authority. An individual designated in
witing by the approving authority. The approving authority may
act as the appointing authority. The appointing authority.

appoints financial liability officers, if required; approves or
di sapproves the reconmendati ons of the responsible officer,
review ng authority, or financial liability officer; and

recommends actions to the approving authority. The appointing
authority is normally senior to the responsible officer,
review ng authority, accountable officer, and financial
liability officer. Unless otherw se designated, the Executive
Oficer wwll serve as the Appointing Oficial for NETPDTC

14.  Approving Authority. The approving authority makes
determ nations to either relieve involved individuals from
responsibility and/or accountability or approve assessnent of
financial liability. The approving authority may act as the
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appointing authority or designate an appointing authority in
witing. DOD Conponent regulations will designhate who nmay serve
as the appointing authority. The approving authority for
NETPDTC is the Commanding O ficer.

NOTE: Bl ocks 15 and 16 will be conpleted by the Security
Oficer if the Commanding O ficer appoints a Financial Liability
investigation due to negligence of a loss or theft/suspected
theft.

17.  Accountable O ficer. An individual appointed by proper
authority who nmaintains item and/or financial records
in connection with Governnent property (irrespective of
wh ether the property is in his own possession for use
or storage, or is in the possession of others to whom
it has been officially entrusted for use or care and
saf ekeeping), and may entail "Financial Li ability" for
failure to exercise his obligation.

C. NETP DTC Depar tnent Directors maintaining proper ty records
are designated Ac count able Oficers as foll ows:

1.  Instructional Technol ogy Departnment Director (N7) - for
audi ovi sual (AV) equi pnent.

2 | nformation Systens and Technol ogy Services Departnent
Director (N6) - for automated data processing (ADP) equi pnent.

3. Contracting and Logistics Managenent Division Director
(N86) - for general equipnent.
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FINAMCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS

7230.10;, 20 3397,

AUTHZRITY 12 USC 135; 10 usSC 2775; DoO Instruction

PRINZIPALPURPCSE: To officially report the facts and crcumstances
sucgorting the assessment of financial charges
fcr the loss. damage, or destruction of DgD-
controlled propemy  The purpase of scliciting
the SSN s for pesitive identification.

PRIVACY ACT STATEMENT

CISCLOSURE:

ROUTINE USES: Ncre

Voluatary: however, refusal to expiain tha
circumstances under which the property was lost,
damaged, or destroyed may be considered witn
Other factors in determining if an individual will ze
held financially liable.

1. DATE INITIATED (YYMM20)

2. INQUIRY /INVESTIGATION NUMBER

3. DATE LOSS DISCOVERED (YYMMDD;

(Attach additional pages as necessary)
ON 22 SEP 99, BT2 I. M. SORRY, USN, 000-00-0000, SECURITY DIVISION WAS ASSIGNED INVENTORY
DUTY OF MINOR PROP. ITEM WAS DISCOVERED MISSING BY PO SORRY HOWEVER, HE REMEMI3ERED IT WA:S
THROWN AWAY DURING THE LAST FIELD DAY OF THE STOREROOM SIX MONTHS EARLIER. i

10. ACTIONS TAKEN TO CORRECT CIRCUMSTANCES REPORTED IN BLOCK 9 AND PREVENT FUTURE OCCURRENCES (Attach additional pages

as necessary) ALL, MINOR PROPERTY ITEMS WILL BE STORED SEPARATELY FROM'EXPENDABLE ITEMS. ACTION

WILL ENSURE THAT ITEMS WILL NOT BE THROWN AWAY ACCIDENTALLY. i

990923 (LEAVE BLANK) 990922
4. NATIONAL STOCX NO. 5. ITEM DESCRIPTION §. QUANTITY 7. UNIT COST 8. TOTAL COST
MODEL 34 HI-SPEED CLOCKWATCHER
0000-00-000-0000 MINOR PROP. MO. 68322/000000 01 $20.00 $20.00 5
3. CIRCUMSTANCES UNDER WHICH PROPERTY WAS (X one) ‘ XX l LOST ' DAMAGED | l DESTROY:D

11. INDIVIDUAL COMPLETING BLOCXS 1 THROUGH 10

i

NETPMSA CODE 103
6490 SAUFLEY FIELD RD
PENSACOLA _FL _32509-5237

a. ORGANSIZAEIOIN:L Aosoassg (Unit D;:iggggo)n, b. TYPED NAME (Last, First, Middle Initial) ¢. AUTOVON/DSN NUMBER |
Office Symbol, Base, State/Country, Zip e
COMMANDING OFFICER SORRY, EYE M. 922-0000

d. SIGNATURE

&.2077] >

e. DATE SIGNED

990923 |

12. (X one) JT X ]RESPONSIBLE OFFICER (PROPERTY RECORD ITEMS)

REVIEWING AUTHORITY (SUPPLY SYSTEM STOCKS)

(X one)
[ ves | X ](2) No

3. NEGLIGENCE OR ABUSE b. COMMENTS/RECOMMENDATIONS CONSIDERING THE VOLUME OF CONTROLLED ITEMS IN
EVIDENT/SUSPECTED STORAGE, THIS WAS A MINOR INCIDENT.
INVENTORY, NO FURTHER ACTION NECESSARY.

RECOMMEND ITEM BE REMOVED FROM

NETPMSA CODE 10
6490 SAUFLEY FIELD RD
PENSACOLA FL 32509-5237

C. O?fGANlZAT!ON:L ADSORESS (Unit Designatio)n, d. TYPED NAME (Last, First, Middle Initial) e. AUTOVON/DSN NUM3:R
Office Symbol, Base, State/Country, Zip Code - - 29

f. SIGNATURE

gé/ W 990923

g. DATE SIGNED

COMMANDING OFFICER
NETPMSA CODE Ol

6490 SAUFLEY FIELD RD
PENSACOLA FL 32509-5237

Office Symbol, Base, State/Country, Zip Code)

13. APPOINTING AUTHORITY /2
a. RECOMMENDATION b. COMMENTS/RATIONALE REMOVE THE ITEM FROM INVENTORY c. FINAN’C!Ak LIASILITY
(X one) AS RECOMMENDED. ITEM WAS OBSOLETE AND SHOULD HAVE O o), |\ POINTED
X_[ (1) Approve BEEN SENT TO DRMO FOR DISPOSAL.
(2) Drisaporove [ (1) Yes | X 1(2) Nec |
3. ORGANIZATIONAL ADORESS (Unit Designation, e. TYPED NAME (Last, First, Middle Initial) f. AUTOVON/DSN NUMBER |

TUCKRY, FW= R

922-0000

3. SIGNATURZ

h. DATE SIGNED

14. APPROVING AUTHORITY

gl»égl;ﬁ(/‘éﬂ/ 990923

COMMANDING OFFICER
NITPM3A CODE 00

6490 SAUFLEY FLELD RD
PENSACOLA FL 32509-5237

a. ACTION b. COMMENTS/RATIONALE c. LEGAL BEV!E‘N
(X one) - . o e COMPLETED IF REQUIRED
CONCUR WITH RECOMMZINDATIONS. ITEM NO LONGER REQUIRED (X ore)
v (V) Approve -
(2) Drsasprove [(1) ves | 1(2) N
¢. ORGANIZATIONAL ADORESS (Unit Designation, e. TYPZD NAME (Lass, First, Micdle Initial) f. AUTOVON/DSN NUM3zR
Office Symbol, Base, State/Country, Zip Code) FORGIVEN . EWF R, 922-0000

g SIGNATURZ

(L:/ JG-—%;‘}&O//I/ 990923

n. DATZ SIGNZD

DO Form 200, FEB 91

T
Previous editions dare obsoleté.

Ahkkrke g A MPLE k ok k &k

§/% 0102-L7-011-9127
ENCLOSTRE (3)
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CEINANCIAL UABILITY OFFICER

FINDINGS AND RICOMMENDATIONS (Attach additional pages as necessary)

LOCKS 15 AND 16 TO BE FILLED OUT BY THE SECURITY OFFICER (FINANCIAL LIABILITY OFFICER)

BLOCK 17- REFER TO ENCL. (2) PARA. C.

s -~
| - . -
b. DOLLAR AMOUNT OF LOSS ¢ MONTHLY BASIC PAY d. RECOMMENDED FINANCIAL LIABILITY
e. ORGANIZATIONAL ADDRESS (Unit Designation, f. TYPED NAME (Last, First, Middle initial) o= _ | 9. AUTOVON/DSN NUMBER
Office Symbol, Base, State/Country, Zip Code) ... . -l e e e T i o
h. DATE REPORT SUBMITTED TO APPOINTING i. DATE APPOINTED
AUTHORITY (YYMMODO) * ! ) (YYMMDD) - ~
j- SIGNATURE k. DATE SIGNED
16. INDIVIDUAL CHARGED
2. | HAVE EXAMINED THE FINDINGS AND RECOMMENDATIONS OF THE FINANCIAL LIABILITY OFFICER AND (X one)
{ (1) Submit the attached statement of.objection. | | (2) Do not intend to make such a statement.
b. | HAVE BEEN INFORMED OF MY RIGHT TO LEGAL ADVICE. MY SIGNATURE IS NOT AN ADMISSION OF LIABILITY.
¢. ORGANIZATIONAL ADDRESS (Unit Designation, d. TYPED NAME (Last, First, Middie initial) e. SOCIAL SECURITY
Office Symbol, Base, State/Country, Zip Code) NUMBER
g. SIGNATURE h. DATE SIGNED
f. AUTOVON/DSN NUMBER
17. ACCOUNTABLE OSFICER
a. DOCUMENT NUMBER(S) USED TO ADJUST PROPERTY RECORD
b. ORGANIZATIONAL ADDRESS (Unit Designation, C. TYPED NAME (Last, First, Middle Initial) d. AUTOVON/DSN NUMBER
Office Symbol, Base, State/Country, Zip Code)
e. SIGNATURE f. DATE SIGNED
e
O Form 200 (Back), FEB 91 XXk x *x S AMPLE®®** %x % "U S GPO 1993-0:704-079:80458
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