
 
 
 
 

Standard Operating Procedure (SOP) 
AMMUNITION STORAGE  

TXSG SOP 4120.10 
12 AUGUST 2021 

 
 

Texas State Guard (TXSG) 
PO Box 5218 

                                                                                                                Austin, TX 78763           

                                                                   OPR: Chief of Logistics, TXSG (T4, TXSG) 

 
 

ROBERT J. BODISCH, SR. 
MG, TXSG 
Commanding 

 
 

Summary. This SOP provides guidance to the Texas State Guard for procedures for 
storing ammunition. 

 
Applicability. This SOP applies to all units and all personnel in TXSG. 

 
Management Control Process. This SOP references management control 
processes established in TMD (Texas Military Department) and Department of the 
Army Regulatory requirements.  

 
Proponent and Exception Authority. The proponent for this SOP is the T4, TXSG. 
The T4 has the authority to approve exceptions to this SOP that are consistent with 
controlling law and regulation. 

 
Supplementation. Supplementation of this SOP or establishment of command and 
local forms on the TXSG procedures for the storing of ammunition is prohibited 
without prior approval from the Commanding General (TXSG), through the T4, 
ATTN: NGTX- TLG, P.O. Box 5218, Austin, TX 78763-5218. 

 
Suggested Improvements. Users are invited to send comments and suggested 
improvements concerning this SOP directly to the T4, ATTN: NGTX-TZ, P.O. Box 
5218, Austin, TX 78763-5218. 

 
 

Distribution. A 
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Chapter 1 
Introduction 
 
 
 References 
 
 a.  AR 385-10, The Army Safety Program, February 2017 
 b.  AR 190-11, Physical Security of Arms, Ammunition and Explosives, January 2019 
 c.  DA Pam 385-64, Ammunition and Explosives Safety Standards, October 2013 
 d.  DA PAM 710-2-1, Using Unit Supply System (Manual Procedures), December 2016 
  
Purpose.  To establish responsibilities and procedures for the storage of ammunition. In a 
unit’s approved location. 
 
General. 
 
     a.  Ammunition will be issued and stored at brigade level when all requirements in this 
Standard Operating Procedure (SOP) for Ammunition Storage are meet.  
 
     b.  Duty and training quantities of ammunition will be stored in a specified approved 
location.  
 

1) Duty Ammunition. Used to meet physical security requirements.   
           

2) Training Ammunition.  Used at an approved range for proficiency or qualification 
purposes. 

           
 
Chapter 2 
Administrative Requirements.  
 
     a. Inspection of the storage area using the TXSG Arms Room Inspection Checklist to 
identify risks associated with ammunition storage.  Inspection results are good for one (1) 
year and will be maintained in the approved storage location. 
                  
     b.  Risk Assessment Worksheet for ammunition storage will be completed and signed to 
document risks and controls associated with ammunition storage.  Overall risk approval 
levels: Low = Company Commander, Medium = Battalion Commander, High = 1st O6 in 
chain.  The risk assessment worksheet is good for one (1) year and will be posted in the 
approved storage location. 
 
     c.  A valid Ammunition Storage License will be maintained and posted in the approved 
storage area.  The ammunition storage license will be signed by the TXSG Ammunition 
Safety Officer and the local Commander.  Storage licenses are good for one (1) year, 
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until there is a change of command, or a change in the type/quantity of ammunition 
stored; and will be posted in the approved location.  
 
     d.  A valid Security Construction Statement (SCS) will be maintained and posted in the 
approved storage area. An SCS is good for five (5) years and will be posted in the 
approved location. 
 
 
Chapter 3 
Storage Conditions.  
      
     a.  Remain in their original packaging and not be stored in weapons magazines. One 
outer pack of 9mm of operational ammunition can be opened for use.   
 
     b.  Be stored in metal containers or cabinets secured with a padlock outside the 
vicinity of combustibles, solvents, petroleum products or radioactive items.  If the storage 
container weighs less than 500lbs it should be fastened to the structure with bolts or 
chains. 
 
     c.  Be stored in compliance with compatibility requirements, specified in chapter 
seven of DA Pam 385-64. 
 
     d.  Be stored with a minimum of two fire extinguishers, suitable for the hazards 
involved, available for immediate use. 
 
     e.  Be stored with the appropriate fire symbol affixed to the outside of the storage 
facility and any container ammunition is stored in. A WARNING-RESTERICTD AREA 
sign and an Access Roster will be posted on the access doors to the storage area.   
 
     f.  Be stored with keys for locks in different locations when ammunition is stored in the 
same area.  The number of keys will be held to a minimum. 
 
     g.  Be stored at least 18” from any heat source (radiators, heaters, hot water pipes). 
 
 
Chapter 4 
Operational/Inventory Requirements.  Personnel who supervise ammunition storage 
operations will: 
      
     a.  Always abide by the Cardinal Rule: Expose the minimum number of people for the 
minimum time to the minimum amount of ammunition.   
 
     b.  Ensure ammunition is inventoried monthly.  Submit completed inventories to T4 
NLT: 5th day of every month. Brigade will keep copies the ammunition inventories for one 
year.        
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     c.  Ensure all personnel who routinely work where ammunition is stored are briefed 
annually on the risks associated with ammunition storage using both this approved SOP 
and the Risk Assessment Worksheet.  All personnel are required to sign the SOP, 
annually, documenting their understanding of the requirements. 
 
     d.  Ensure TXSG units comply with all locally required ammunition storage 
requirements.  In the event a conflict exists between this requirement and another 
requirement, the more protective or stringent standard will be applied. 
 
     e.  Ensure all requirements associated with the issue and turn in of ammunition are 
complied with. 
 
     f.  Ammunition will be issued on hand receipted on a TXSG Form 4420.10 05OCT20 
for consumption accountability.  
 
 
Chapter 5 
Requesting Ammo and Disposing of Residue 
 
     a.  Ammo will be requested and purchased by the T4 Section Point of Contact (POC). 
T4 Section POC will pick-up the requested ammunition and conduct a joint inventory with 
T4 Asset Manager for storage. 
 
    b.  Copies of the receipts, lateral transfers, donations of ammo, any documents 
applicable to the acquisition of ammunition will be kept for 1 year.  
 
    c. ICS213 RR form will be used when requesting ammo for missions or training 
events. The ICS213 RR will be approved (signature in block 10) by Chief of Staff or his 
representative. Representatives will be on file on Notice of Delegation of Authority (DA 
Form 1687).  
 
     e. Properly transport and conduct the turn-in of ammunition.   
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ENCLOSURES TO FOLLOW  
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Enclosure 1. TXSG Arms Room Inspection Checklist 
 TEXAS STATE GUARD ROOM INSPECTION CHECKLIST 

FOR STORAGE OF AMMUNITION  
UNIT   

ADDRESS:                                                                     BLDG/RM:  
COMPLETED BY:   PHONE:  

DATE OF INSPECTION:  

NOTE:  All potential discrepancies may not be addressed with a checkpoint below.  See Remarks.  Basic references 
used for this inspection are DA PAM 385-64, SB 742-1, DA PAM 710-2-1 and AR 190-11. 

                                            ITEM Satisfactory Unsatisfactory 
1.  Is the correct fire symbol posted on the entrance to the storage facility and on any 
containers Arms&Explosives is stored in? 
     DA PAM 385-64, Para 6-14c 

     

2.  Is there a memo signed by the Commander specifying the type and quantity of Arms 
&Explosives required to be stored posted in the storage area? 
     AR 190-11 Para 5-8(c) 

     

3.  Is there a valid explosive license for Arms Room? 
     AR 385-10 Para 5-7                              (N/A for TXSG ) 

     

4.  Is there a valid Security Construction Statement (DA Form 4604)? (signed by 
CFMO)       
     AR 190-11 Para 2-2d   

  

5.  Is there a Risk Assessment Worksheet (DD Form 2977) completed & signed by the 
current commander?   
     DA PAM 385-64, Para 8-3 

     

6.  Is there a current SOP covering ammunition storage and handling? 
     DA PAM 385-64 Para 2-4 

     

7.  Are there 2ea serviceable 10:BC Fire Extinguishers available for immediate use?  
    DA PAM 385-64, Para 6-10 

     

8.  Is there a NO SMOKING sign posted at the entrance to the facility? 
     DA PAM 385-64, Para 6-3b(7) 

     

9.  Is there a record of monthly inventories being conducted? 
     DA PAM 710-2-1, Para 9-9a                 (N/A for initial inspections) 

 
  

  

10. Do the supporting documents (hand receipt, property book, etc) match the 
quantities and lot numbers of munitions on hand? 
     DA PAM 710-2-1                                  (N/A for initial inspections) 

    

11. Do the head stamps on the small arms concur with the LOT 
 numbers on record and the lot numbers indicated on the outer pack?  
     MIL STD 1168C, 6.3                              (N/A for TXSG) 

     

12. Are the ammunition cans or boxes marked properly with the NSN, DODIC, QTY, 
NOMENCLATURE, and LOT number?   
     MIL STD 129P Chap 4                          (N/A for TXSG) 

     

13. Are munitions storied in their original container with original packaging?  One outer 
pack of ammo may be opened for guard or military police forces 
     AR 190-11, Para 8-3e 

     

14. Are munitions stored in a metal container or cabinet secured with a secondary 
padlock?  If the container weighs less than 500lbs, is it fastened to the structure with 
another padlock? 
     AR 190-11 Para 5-8c 
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15. Is the ammunition separated by DODIC and LOT number in 
individual containers and is there adequate ventilation throughout the stacks? 
      DA PAM 385-64, Para 3-1b                        
                                                                       (N/A for TXSG)  

     

16. Is the ammunition in serviceable condition?  
      DA Pam 385-64 Para 3-2h 

     

17. Is there at LEAST 18 inches between the ammunition and any heat source like 
heaters, radiators, hot water pipes, etc.? 
     DA PAM 385-64 Para 3-1b 

     

18. Is the arms room itself neat and orderly, with good housekeeping  practices? No 
excess trash, dirt, oily rags, etc.  
     DA PAM 385-64 Para 2-7 

    

 
LIST ALL A&E STORED 
TYPE (Op/Ceremonial/Trng) DODIC LOT # QUANTITY DATE ISSUED                    
i.e. 5.56mm Security/Operational A058 LC-95M102-003 200 rds 15SEP2016 
 
REMARKS: 
______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

__________________________________________________________________________________ 

 

RESULTS OF ARMS ROOM INSPECTION:                      PASS                                               FAIL 

IF FAIL, Date of Scheduled Re-inspection: _____________________________ 
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Enclosure 2. Risk Management Worksheet, pages 10-13 
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Enclosure 3. ICS 213 RR 
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Enclosure 4. Notice of Delegation of Authority, DA 1687 
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Enclosure 5. WARNING Sign  
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Enclosure 6. Fire Symbol Sign 
 

E

 
 
 
 
 
 
 
 
 
 
 

  

Fire Symbol for HC/D 1.4
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           Enclosure 7. Unaccompanied Access Roster  
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Enclosure 8. Ammunition Inventory Tracker  

No. 
Date Posted

Item Description
Quantity 
Received

Quantity 
Issued

Quantity 
Returned

Balance Oh-Hand 
per rounds

Signature Date: 

1 19-Mar-21 Hornady Ammo 9mm 13gr-90235 ( 9 bxes 
of 50 rds ea)

0 0 0                            500   Josephine Sniffy 19-Mar-21

2 27-May-21 Hornady Ammo 9mm 13gr-90235 ( 9 bxes 
of 50 rds ea)

0 0 0                            500   John Wayne 27-May-21

Training    Ammunition 

Texas State Guard                                                                                                                                                                                                                                                         
Ammunition Tracker                                                                                                              
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