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LRL Classified Hand Receipt Procedures

This procedure is to properly identify shipments with a security classification code that is accounted for and signed by the appropriated personnel.

1.  RESPONSIBILITIES AND PROCEDURES:

1.1.  Supported Units:

a. Upon receipt of classified property, supported units will sign and return the classified hand receipt to LRLM (Document Control) or the Item Manager, via mail or FAX.

b. If an item is received without a CHR, the unit will send a message, FAX or email to LRLM or Item Manager acknowledging receipt and advise LRLM that item was received without a classified hand receipt.

2.2. Item Managers:

a. Make sure a classified hand receipt is produced along with the shipment document whether the shipment is on-line or post-post.

3.3. Document Control:

a. Screen all classified shipments for a return Classified Hand Receipt.

b. Notify Item Manager if no Classified Hand Receipt is return for a particular shipment.

c. Scan and/or File Classified Hand Receipts in Document Control.
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