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Communications

Communications Equipment Management

CAPR 100-2, 27 March 2002 is supplemented as follows:

This supplement IAW CAPR 100-2, Paragraph 3-5 Issue Procedures, establishes standard procedures for all Unit Commanders and Communications Officers to manage the New Mexico Wing communications program.  The purpose of this supplement is to ensure control and security of communications equipment.

Chapter 1 – Communications Equipment Accountability

1. Issue Procedures to Individuals.

a. Designated personnel authorized to issue communications equipment.  In addition to the commander and communications officer, the commander may designate any member of their unit to issue communications equipment to individuals and other units.  Use CAPF 2A or official letter, three copies, to document designation appointment.  One copy will be maintained by the unit; one copy will maintained by NMW DC; and one copy will maintained by the recipient.

b. Expendable Issues to individuals and other units.   Designated issue personnel may issue expendable communications equipment.  Use CAPF 37C, three copies, to document the transaction.  One copy will be maintained by the unit; one copy will maintained by NMW DC; and one copy will maintained by the recipient.

1) Transactions will be entered in CEMS as a Transaction Register.

2) Transaction documentation will be maintained in the file plan IAW CAPR 100-2, Para 2-3.

c. Non-Expendable Issues to individuals and other units.   Designated issue personnel may issue non-expendable communications equipment.  Use CAPF 37C, three copies, to document the transaction.  One copy will be maintained by the unit; one copy will maintained by NMW DC; and one copy will maintained by the recipient.

1) Transactions will be entered in CEMS as a Transaction Register.

2) Transaction documentation will be maintained in the file plan IAW CAPR 100-2, Para 2-3.

d. Annual revalidation of documentation for issues to individuals.  Commanders and communications officers will flag each transaction document in such a manner to identify the month and year of that transaction to an individual.  IAW CAPR 100-2, Para 3-5.b.2), the recipient and issuing personnel will annotate the CAPF 37C appropriately on their anniversary of issue.  It is recommended that all transactions be re-accomplished in January to benchmark all revalidations to one month instead of 12 months.

1) FYI, documentation of issues to units and other agencies will be revalidated using the S-8 CEAR document IAW CAPR 100-2, Para 3-9.

e. Recovery of property.  CAP communications equipment will be recovered as soon as possible when the commander or communications officer is notified that a member is terminating or has terminated their membership in CAP.

1) Use a CEAR for Individual Report to summarize all items or a CAPF 37C for each item of communications equipment the member is accountable for.

2) Initial contact with the member may be informal by personal contact, phone call, FAX, or e-mail requesting the member to schedule a date and time to meet with a designated person to account for and document the transaction.

3) If the member does not cooperate with the return of CAP property then formalize all remaining contacts with the member and attempt to reason with them.

4) Seek legal guidance if all attempts to return CAP property fail.
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