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PROPERTY RECORDS
INSTRUCTIONS

To help Cardholders stay in compliance with the NAVSUPINST 4200.99. This office is aware that not all
property purchased will be added to the Units CMR. As per the instructions all pilferable items that have
ready resale value or application to personal possession and that are subject to theft must be entered in to an
appropriate property control system. Above is a simple way for all Units to be in compliance with the
regulations. Property control number is cardholder’s initials and the Julian date. Property Item purchased
(digital camera, fax, etc...). Manufacturer (Sony, Fellows, etc...). Model Number, Serial Number, Price, and
Location (where the property item will be kept). Printed Name of Receiver. Signature of Receiver. Date
Property was signed for. The Property Control number must be annotated on the front of the Purchase
Request in the space provided. This form must be attached to the back of the purchase request.
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