	DRA 5745 INFORMATION TECHNOLOGY EQUIPMENT (ITE) MANAGEMENT CHECKLIST

	ITEM
	UNIT COMMANDER RESPONSIBILITY
	AFI 33-112/AETC Sup 1, Para Ref
	YES
	NO

	1
	Budgets for maintenance of computer systems that are not the responsibility of the CSO.
	 Para 7.1
	
	

	2
	Reviews and coordinates on organization’s Information Technology Equipment (ITE) requirements.
	 Para 7.2
	
	

	3
	Submits computer systems requirements to the CSO for technical solutions.
	 Para 7.3
	
	

	4
	Designates, in writing, a minimum of one Equipment Custodian (EC) and alternate, depending on span of control. 
	 Para 7.5
	
	

	5
	Appoints a new EC not later than 45 days before departure of the present EC.
	 Para 7.5.1 
	
	

	6
	Requires departing ECs to process out through the Equipment Control Officer (ECO). 
	 Para 7.5.2
	
	

	7
	Requires outgoing and incoming ECs to conduct a joint physical inventory and reconcile missing items under the guidance of the ECO.
	 Para 7.5.3
	
	

	8
	Annually certifies to the ECO the appointment of the ECs, that the ECs have received the required training (initial and recurrent), and that an annual physical inventory was accomplished for all computer systems under their jurisdiction.  
	 Para 7.6
	
	

	9
	Ensures all computer systems assets (including those purchased using the International Merchant Purchase Authorization Card [IMPAC]) are reported to the EC and ECO.  
	 Para 7.10
	
	

	10
	Has the authority to sign for new equipment and may delegate that authority only to his ECs. 
	 Para 7.13
	
	

	11
	Ensures ECs notify the ECO at least 120 days before ITE goes off-line to allow completion of the screening cycle while the ITE is still in use, and eliminate the need to store excess ITE.  
	 Para 33
	
	


	DRA 5745 INFORMATION TECHNOLOGY EQUIPMENT (ITE) MANAGEMENT CHECKLIST

	ITEM
	UNIT ITE CUSTODIAN (EC) RESPONSIBILITY
	AFI 33-112/AETC Sup 1, Para Ref
	YES
	NO

	12
	Performs annual physical inventories as directed by the ECO.
	 Para 11.1.1
	
	

	13
	Ensures inventory identification barcode labels are attached to accountable ITE. 
	 Para 11.2
	
	

	14
	Coordinates and obtains approval of all potential ITE transfers between accounts with the ECO. 
	 Para 11.3
	
	

	15
	Reports all FOB ITE to ensure accountability to the ECO.
	 Para 11.4
	
	

	16
	Disposes of excess ITE as directed by the ECO.
	 Para 11.6
	
	

	17
	Provides the ECO copies of paperwork documenting the final disposition of ITE. 
	 Para 11.7
	
	

	18
	Out processes through the ECO.
	 Para 11.9
	
	

	19 
	Conducts a joint physical inventory and reconciles any missing items before the departure of the present EC or as directed by the applicable ECO.
	 Para 11.10
	
	

	20
	Notifies the ECO at least 120 days before ITE goes off-line to allow completion of the screening cycle while the ITE is still in use.
	 Para 11.11
	
	

	21
	Notifies the organizational commander to appoint an investigating official to begin the ROS process for any loss, damage, or destruction of ITE.  Notifies and provides a copy of the completed ROS (DD Form 200) to the ECO and security police.  
	 Para 11.12
	
	

	22
	Properly receives and secures ITE until proper accountability procedures are accomplished.
	 Para 11.15
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