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LOGISTICS READINESS CENTER - SILL 

CENTRAL ISSUE FACILITY EXTERNAL SOP FOR OPERATIONS 

02 February 2024 

PURPOSE: 

To prescribe procedures for the accountability, issue, care, exchange and/or turn-in of organizational 
clothing and individual equipment (OCIE) as authorized by CTA 50-900 and stocked/issued by the central 
issue facility (CIF). 

SCOPE: 

This procedure is applicable to all units and/or personnel supported by the Central Issue Facility. 

POLICIES: 

The Central Issue Facility will requisition, store, issue, exchange, receipt and maintain accountability for 
OCIE as prescribed by AR 710-2, AR 735-5, DA Pam 710-2-1 and CTA 50-900, this SOP and other 
applicable guidance. 

Supported units/personnel will comply with established DA policy and procedures for obtaining OCIE 
support from the CIF. 

RESPONSIBILITIES:  

Unit/organization: Commanders are tasked to accomplish the following: 

1. Ensure all soldiers clear the central issue facility before departing the installation.
(AR 710-2, Section 111 OCIE/CIF Management 2-14)

2. Ensure that if soldiers is missing any OCIE items, items are accounted for under AR
735-5. (AR 710-2, Para 2-14)

3. Ensure soldiers are aware that OCIE items are not laundered at government expense
and that they are responsible for cleaning the equipment before turn-in to CIF.

4. Ensure that soldiers do not apply permanent type markings on OCIE items because
this is not authorized. (AR 710-2, Para 2-14)
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CIF HOURS OF OPERATIONS 
Bldg. 2120 Randolph Road, Fort Sill, Okla. 73503 

Office: 580-442-3377 or 580-442-2679 

Monday –Thursday 
Closed on Friday 

For Class Issues: BOLC/AMEDD: (By Appointments Only) 

For Soldiers in-processing:
 08:30 – 11:00 (Walk-Ins Only) 

For Soldiers Turn-Ins: 1230 – 14:45 (By Appointments Only)

All personnel should schedule their appointments as soon as possible prior to ETS/PCS.               
Orders are not required to schedule any appointments. But are needed to execute turn-in.

Requirements to in-process CIF (DA Pam 710-2-1, Para 10-8): 

Prior to in-processing CIF, service member should review his/her OCIE records and bring a hard 
copy of the unit assignment orders. 

Prior to arriving at CIF: 

1. If items are missing or unserviceable, other than fair wear and tear (FWT), use the
procedures explained in DA Pam 710-2-1 or AR 735-5.

2. When service member has MOS that require Mechanic Coveralls or Cook Whites, a
signed memorandum must be provided by commander.

3. Make an appointment with CIF through AKO. (See Appendix 2 with instructions)
4. Unit assignment orders.

Requirements to PCS/ ETS CIF (DA PAM 710-2-1, Paragraph 10-12): 

Soldier reports to CIF for OCIE turn-in. 

1. Make an appointment with CIF. (See Appendix 1 with instructions)
2. Bring a copy of your PCS/ETS orders and the equipment.
3. When PCS/ETS, the only items required for turn-in are the items with N listed next

to them in those columns to CIF. OCIE must be clean/dry prior to turn-in.
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4. Adjustment document are required for items, ie…Statement of Charge (SOC),
Financial Liability Investigation of Property Loss (FLIPL) and Damage Statement (DS).

When Out-Processing at CIF you need a copy of your orders or a memo from the commander 
authorizing you to clear pending orders.

NOTE:  DD FORM 200 (FLIPLS) must not be carried by the person who has lost the property or who is 
named in the FLIPL. 

Statement of Charges: (AR 735-5, Paragraph 12-3) 

Contact CIF for any additional guidance as needed. 

Note: Instructions for completing DD Form 362 and an example of a completed form are at AR 735-5, 
figure 12-5. Figure 12-8 depicts the flow/distribution of the DD Form 362. 

Financial Liability Investigation of Property Loss:  (FLIPL) (AR 735-5, Chapter 13) 

Damaged Property:  (AR 735-5, paragraph 14-18) 

Damaged property (regardless of Federal Supply Class) may be determined unserviceable by technical 
inspection or may be classified as unserviceable through other than fair wear and tear.  

1. The commander will state in the memorandum “I, or a member of my
command, have reviewed the circumstances surrounding the damage to the
below listed item(s), and find the damage occurred while being used for
official Government business and no evidence of negligence or willful
misconduct.” The commander or a designated representative will sign the
statement.

2. Individuals for whom the unit commander has approved a damage
statement for OCIE will take the statement and the damaged articles of
OCIE to the servicing central issue facility for exchange.

3. Separate FLIPLs (Financial Liability Investigation of Property Loss) will not be
prepared for the same incident unless the damaged property is recorded on
separate property accounts or other individuals are involved in the same
incident.



ADDITION TO EXTERNAL SOP FOR CIF OPERATIONS DATED 02 JAN. 2024 PARA:  OCIE PERSONNEL 
RECONCILIATION & CIF QUARTERLY RECONCILIATIONS AR 710-2-1 CHAP 10-16 

D-1.  It is the commander’s responsibility to ensure ALL INCOMING SOLDIERS REGARDLESS OF RANK IN-
PROCESS CIF WITHIN 30 DAYS OF ARRIVING AT THEIR UNIT.  The soldier will bring with them either 
pinpoint orders assigning them to the unit they are assigned to or a DA Form 4187 reflecting that the 
soldier is reassigned to a specific battery/company.   In-processing for newly arrived soldiers to Fort Sill 
is 0830 –1100 hours. and all other scheduled appointments for in-processing is from 1001- 1115 hours 
Monday through Thursday.  NOTE:  there may by extenuating circumstances where a school class may 
take priority over regular in-processing.

D-2.  All unit supply sergeants or commander’s representatives will conduct a quarterly reconciliation of 
OCIE records in the ISM system with the CIF Records Clerk.  Reconciliations are due on a quarterly basis. 
Supervisors will ensure their personnel show up and are on time for all scheduled appointments.  If for 
any reason an appointment cannot be kept it is the Supply Sergeant’s/commander’s representative 
responsibility to reschedule the recon for another date and time. Scheduled date and time of future 
appointments are listed on the front page of the memorandum.

D-3.  During the reconciliation the unit must provide a current/updated personnel roster dated no 
earlier than two days prior to the appointment.  At a minimum the rosters will contain the soldier’s full 
name, rank, DOD#S, and gain date.  Unit Rosters must be signed by the commander. Upon completion of 
the unit’s reconciliation the records clerk will send a memorandum to the ISG/Commander to inform 
them that the reconciliation was conducted and soldiers who have not yet in-processed CIF will be 
posted on the memorandum along with any other discrepancies. Rosters will be clean and free of any 
stains.  If a soldier who is assigned to the unit is attached to another unit the unit must list that soldier 
on their Roster.

D-4.  Commanders must have appointment orders on file at CIF.  During absences of the assigned 
commander a copy of the Assumption of Command Orders for the newly appointed Commander must 
be submitted and file at CIF.  Commanders are also responsible for providing a valid Delegation of 
Authority Card (DA Form 1687) authorizing their supply personnel to conduct CIF transactions on behalf 
of the unit.

D-5. Upon completion of the unit’s reconciliation the CIF reconciliation clerk will contact the individual 
listed on the cover sheet to inform them of the completed reconciliation.  It is the supply personnel 
responsibility to come to CIF as soon as possible to collect the completed reconciliation packet and to be 
aware of the next scheduled reconciliation.

D-6.  Failure of a unit to comply with the above-mentioned requirement will result in the unit being 
denied certain transactions from CIF such as Bulk issue, Financial Liability Investigation of Property Loss, 
Statement of Charges.

POC for this memorandum is the undersigned @ 442-3377. 
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Additional information:  

Additional information concerning the handling of property for individuals in the categories described 
above can be found in AR700-84, paragraphs 12-12 through 12-18. AR 600-8-1 should also be reviewed. 

Examples of DD Form 200 Financial Liability Investigation of Property Loss and DD Form 362 are 
enclosed at the back of this SOP. 

Tyrone Love 

CIF MANAGER/ACCOUNTABLE OFFICER
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APPENDIX 1 

ACCESSING CLOTHING RECORDS USING ISM 

When a soldier is unable to access their OCIE record it’s because the soldier’s DOD# is not active in ISM. 
The soldier needs to come to CIF and fill out a form with their DOD# and once a week (Thursday) a 
number is requested from ISM and submitted to the appropriate agency for addition to the soldier’s 
OCIE record in ISM.  

Note:  A soldier’s OCIE record does not get updated in the ISM unless a DX, Turn-in or additional issue 
occurs. If this happens an updated copy with the soldier’s digital signature will be generated and given 
to the soldier. 

 WEBSITE FOR CIF INPROCESSING/TURN-IN APPOINTMENT/ ACCESS OCIE RECORDS      
(USING YOUR CAC)

https://ism.army.mil/ism/SelfServiceServlet?nav.nav_id=ssMyClothing 

1. CLICK ON LINK.

2. SELECT AUTHENTICATION.

3. CIF APPOINTMENT TAB.

4. CREATE APPOINTMENT TAB.

5. SELECT TRANSACTION TYPE FROM DROP DOWN: "ISSUE/TURN-IN"

6. CIF LOCATION: "FORT SILL"

7. REMARKS: "PCS/ETS"

8. EMAIL/PHONE NUMBER.

9. SELECT FROM CALENDER BELOW: "DATE/TIME"

10.CLICK ON SAVE.



AT THIS TIME YOU WILL RECEIVE A CONFIRMATION EMAIL.

SOMETIMES THE SYSTEM MAY GENERATE AN HOUR EARLY REPORT TIME OTHER THEN WHAT YOU 
SELECT. 

PLEASE DISREGARD IF THIS TAKES PLACE.  YOUR APPOINTMENT WILL ALWAYS BE THE ACTUAL 
TIME SLOT YOU SELECT.  

MAKE APPOINTMENT AS FAR IN ADVANCE AS YOU CAN: 

When In-processing at CIF you will need a copy of your orders.













ADDITION TO EXTERNAL SOP FOR CIF OPERATIONS DATED 9 NOV 2023 PARA: #23.  OCIE PERSONNEL RECONCILIATION & CIF QUARTERLY RECONCILIATIONS AR 710-2-1 CHAP 10-16

D-1.  It is the commander’s responsibility to ensure ALL INCOMING SOLDIERS REGARDLESS OF RANK IN-PROCESS CIF WITHIN 30 DAYS OF ARRIVING AT THEIR UNIT.  The soldier will bring with them either pinpoint orders assigning them to the unit they are assigned to or a DA Form 4187 reflecting that the soldier is reassigned to a specific battery/company.   In-processing for newly arrived soldiers to Fort Sill is 0830 –1100 hours. and all other scheduled appointments for in-processing is from 1001- 1115 hours Monday through Thursday.  NOTE:  there may by extenuating circumstances where a school class may take priority over regular in-processing.  

D-2.  All unit supply sergeants or commander’s representatives will conduct a quarterly reconciliation of OCIE records in the ISM system with the CIF Records Clerk.  Reconciliations are due on a quarterly basis.    Supervisors will ensure their personnel show up and are on time for all scheduled appointments.  If for any reason an appointment cannot be kept it is the Supply Sergeant’s/commander’s representative responsibility to reschedule the recon for another date and time. Scheduled date and time of future appointments are listed on the front page of the memorandum.

D-3.  During the reconciliation the unit must provide a current/updated personnel roster dated no earlier than two days prior to the appointment.  At a minimum the rosters will contain the soldier’s full name, rank, DOD#S, and gain date.  Unit Rosters must be signed by the commander. Upon completion of the unit’s reconciliation the records clerk will send a memorandum to the ISG/Commander to inform them that the reconciliation was conducted and soldiers who have not yet in-processed CIF will be posted on the memorandum along with any other discrepancies. Rosters will be clean and free of any stains.  If a soldier who is assigned to the unit is attached to another unit the unit must list that soldier on their Roster.  

D-4.  Commanders must have appointment orders on file at CIF.  During absences of the assigned commander a copy of the Assumption of Command Orders for the newly appointed Commander must be submitted and file at CIF.  Commanders are also responsible for providing a valid Delegation of Authority Card (DA Form 1687) authorizing their supply personnel to conduct CIF transactions on behalf of the unit.

D-5. Upon completion of the unit’s reconciliation the CIF reconciliation clerk will contact the individual listed on the cover sheet to inform them of the completed reconciliation.  It is the supply personnel responsibility to come to CIF as soon as possible to collect the completed reconciliation packet and to be aware of the next scheduled reconciliation.   

D-6.  Failure of a unit to comply with the above-mentioned requirement will result in the unit being denied certain transactions from CIF such as Bulk issue, Financial Liability Investigation of Property Loss, Statement of Charges.

POC for this memorandum is the undersigned @ 442-3377.
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