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Subj : Supply Services Manual

Encl : (1) New page inserts to MCDECO P4400.1C

1. Purpose. To transmt new page inserts and direct a pen

change to the basic Manual.
2. Action

a. Renove present pages 1-3 through 1-10 and replace with
correspondi ng pages contained in the enclosure hereto.

b. Page A-l, under colum AAC, fourth line, change "M93002"
to read: "M90115.,"

3. Summary of Change. This Change is being published to assign
a new activity address code to the Field Printing Plant, and to
update the organizational chart and mssion statenments of the
Purchasing and Contracting Division.

4, Change Notati on. Significant changes contained in the
revised pages for this Change are denoted by an arrow ( i )

"

synbol .
5. Filing Instructions. This Change transmttal wll be filed
imredi ately folTowng the letterhead page of the basic Manual.
6. Certification. Revi ewed and approved this date.
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SUPPLY SERVI CES MANUAL

CHAPTER 1

I NTRODUCTION  TO SUPPLY DEPARTMENT

1000. HEADQUARTERS DI VI SI ON

1. Assistant Chief of Staff, Supply (Code C 21). Provides
supply and services support; provides disposal services for
excess itens: maintains formal property records; operates the
food service program and provides conm ssary, passenger and
freight transportation and printing services (see figure I-1).

2. Deputy Assistant Chief of Staff, Supply (Code C 210).

Assists the Assistant Chief of Staff, Supply in all matters
including acting as the Assistant Chief of Staff, Supply, when
required; provides direction on policy and procedures pertaining
to the operation of internal divisions and coordinates departnent
financial, manpower and equipnment resources (see figure 1-2).

3. Admnistrative Oficer. Provides activity heads wth
guidance to nmanage civilian personnel and financial resources;

mai ntains directives and correspondence to activity heads;
processes civilian personnel actions; provides guidance for
budget preparation and financial accounting for program mnanagers:
and provides admnistrative office support.

4,  (perations Cfficer. Processes nonroutine nmatters relevant to
suppl y/logi stics and special projects; assists in Commanding
CGeneral inspections: coordinates and acts as liaison officer wth

other activity heads; submts nmissing, lost, stolen and recovered
Government property reports to the Commandant of the Marine

Corps: processes investigation reports on mssing, |ost, stolen
and recovered Governnent property and maintains the official

files of these reports; drafts endorsements dealing wth supply
matters: serves as point of contact for supply inspections;
assists in nonitoring activity supply accounts; coordinates

supply matters for the WMarine Corps Marathon; departnental

safety, mnanagenent control and special projects officer.

1001. MATER EL DIVISION (C 211)

1. Director, WNMateriel Division. Provides supply support for
dav-to-day operations; requisitions and manages authorized stock
levels for equipnent; controls equipnment, materials and supplies;
provi des custonmer assistance for requisitioning; mintains a
technical research library; receives, stores and issues

materials; provides for the issue and cash sales of clothing to
individuals and the issue program for OCS candi dates;

>



1002 SUPPLY SERVI CES MANUAL

requisitions, stores and issues ammnition;, naintains

accountability on nonexpendable and controlled expendable itens
other than plant account itens and budgets for; and adm nisters
service contracts for washer and dryer repairs (see figure 1-3).

2. QC_Property Control Branch. Maintains accountabilit for
controlTed nonexpendable and conirolled expendable itens ess
individual equipment and plant account  property; redistributes
excess property; manages the Repair and Return Program the
Repair and Evacuation Program and the Mintenance Float Program
submts reports for nonexpendable itenms and provides support to
unit property officers; budgets for and procures all personnel
support equi pnent (pSE); disposes of unserviceable property:
coordinates Commanding General inspections; manages the PSE and
centrally managed itens.

3. OC Amunition Branch. Requisitions, stores and issues
ammunition tO activity heads: maintains records on stored itens:
provides advice on handling and transporting amunition; and
maintains protected stock for contingency plans.

4, Head, Direct Stock Support Control Branch. Manages stock
level's; requisitions SAGT itenms which do not neet stockage
criteria: budgets for other than centrally managed stocks:

mai ntains records; controls the expenditure of stock fund noney;
maintains a technical research [library; distributes the Shop
Stores/ Self-Service Center Catalogs; receives, stores and issues
materiel; and provides clothing support to Marine personnel and
coommon clothing support to other mlitary personnel.

5. Head, Operations/Adninistrative Branch. Mnages and trains
civilTan and military personnel; provides clerical support:

mai ntains financial records; stores and issues equipnent and
supplies: conducts system studies and designs: nonitors data
processing systens which update the nechanized supply records;
and reviews nmanagenment procedures.

1002. PURCHASING AND CONTRACTING DIMISION ( 212)

1. Director, Purchasing and Contracting Division. Provides
contracting support for material and services unavailable through
the Federal Supply System_for Command Organizations; provides
contracting support for RDI&E projects to the Drector,

Devel opment  Center for requirements of $300,000 or [less which nmay
result in firmfixed price contracts; provides contracting
support for tenant activities in accordance with Interservice
Support  Agreements; provides contracting support for Marine Corps
limted duty and Mnor Purchasing Activities in accordance wth
the current edition of MCO P4200.15; provides Quality Assurance

1-4
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SUPPLY SERVI CES MANUAL 1003

Surveillance for major service contracts awarded by Division;
maintains the Small Business Program and prepares contracting
sunmary and individual action reports.

2. Head, SADBUS/ Systens Branch. Mai ntains Snall Busi ness
Program provides admnistrative and technical support to insure
conpliance with conpetition in Contracting Act of 1984 (CICA);
provides admnistrative support to the division;, naintain
trapping records; develops and schedules technical in-house
training program provides managenent support for Autonated
Contracting System requisitions, stores and issues supplies and
equi pent; and provides personnel clerical support.

3. Head, Contracts Branch. Provides contracting support for the
acquisition of supplies, equipnment and services through both
formal and informal contracting procedures; provides assistance
to custonmers in developing acquisition plans for major
requirements; drafts and issues solicitations for bids; evaluates
bids; and negotiates, awards, and admnisters contracts for
assigned commodities which include RDT&, ADPE, conmmerci al
activity reviews, various conplex technical and/or professiona
service requirements, and conplex training requirenents.

4. Head, Purchases Branch. Provides contracting support for the
acquisition of supplies, equipnent and services through both
formal and informal contracting procedures; provides assistance
to customers in devel oping acquisition plans for nmajor
requirenents; drafts and issues solicitations for bids; evaluates
bids: and negotiates, awards, and admnisters contracts for
assigned comodities which include all day Maintenance, Mtor
Transport, Dependent Schools, Education Center, DSSC, and Wapons
Training Battalion

5. Head, Quality Assurance Branch. Provi des Contract
surveillance support to insure Quality Assurance procedures are
adherred to in all major Service Contracts awarded by Division,
such as Food Service and Laundry/Dry Ceaning Services; provides
full range of Contract Administrative services for assigned ngjor
service contracts: prepares status reports on progress of

performance of all assigned contracts.

1008. TRAFFIC DIVISION (C 213)

1. Director, Traffic D vision. Procures comercia
transportation; ships and recelves property and provides
passenger transportation and related services for authorized
personnel (see figure |-5).

2.  Head, Household Goods Branch. [Interviews and counsels
personnel on entitlenents in conjunction wth permanent change of

* 1-5
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1004 SUPPLY SERVI CES MANUAL

station, tenporary additional duty and assignnment/reassignment to
Government quarters; arranges for storage, shipment and receipt

of personal property for personnel noving into or out of the

area, prepares docunentation to the nember and local contractor
on local noves; and advises personnel on their responsibilities
and liabilities and Covernment obligations incident to shipnent

of personal  property.

3. Head, Passenger Transportation Branch. Provides
transportatron services 1n conjunction wth authorized trave
orders; plans the routing of personnel to ensure tinely arriva
at destination; and processes inbound and outbound officer
candi dat es.

4, Head, Shipping/Receiving Branch. Provides services for
shipping and receiving of (Government freight and coordinates
transportation services wth comrercial carriers for shipments of
Government  property,

1004. FOCD SERVICE DM SION (c 214)

1. Director, Food Service Dvision, Plans, directs and controls
the consolidated food service program; advises on food service
matters and assignnment of OF-33 and 3061 and 8915 MOSpersonnel;
conducts periodic scheduled Commanding General technical
inspections and wunscheduled staff visits to messhalls; operates a
central pastry shop; prepares naster nenus; and coordinates the
activities of the East Coast Food Management Team when aboard

(see figure 1-6).

2. Operations Oficer. Provides guidance and assistance for the
managenent and operation of nesshalls; accounts for consolidated
food service property and Project 31 funds; provides technical
supervision for food service property; supervises the food
service collection agent; directs the production of pastry
products: and supports the personnel rotation and training
prograns for  bakers.

3. Head, Administrative Branch. Assists in conducting periodic
scheduled Conmanding Ceneral technical and unscheduled staff
visits; reconmends duties of naster and special menu boards; and
provides clerical support.

4.  Head, Accounting Branch. Formulates the Project 31 budget

for subsistence itens required by messhalls; processes .
requisitions from messhall managers; maintains fiscal accounting
of ration credits and expenditures and financial status of
individual messhalls; -prepares nonthly and quarterly reports;
projects subsistence requirements for nesshalls; and consolidates
daily  personnel reports.

il.. |-6
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SUPPLY SERVI CES MANUAL 1006

5. Head, Property Branch. Fornul ates the budget for food
service preparation and serving equipnent; plans installation and
repl acement of food preparation and serving equipnent; delivers
daily mnor property operating supplies and clothing;

consolidates and forwards repair and naintenance requirenments for
each messhall; and naintains docunents and sign for al

equi pnent .

6. Head, Central Pastry Branch. Prepares, delivers and accounts
for daily pastry requirenments for nesshalls and maintains and
performs personnel rotation training for MOS 3311.

1005. COW SSARY STCRE DIVISION (C 216)

1. Head, Conmissary Store Division. Provides facilities for the
resale of i1tenms and nanages the operation of the conm ssary store

(see figure |-7).

2. Head, Administrative Branch. Provi des purchasi ng,
accounting, check-out and clerical services.

3. Head, Meat and Dairy Branch. Recei ves, stores, and prepares
meat “and dairy merchandise for resale.

4. Head, Gocery, Frozen Food, Produce Branch. Recei ves and
stores merchandise for resale.

1006. FIELD PRINTING DIVISION (C 217)

1. Head, Field Printing D vision. The principal assistant to
Printing Managenent O ficer (Assistant Chief of Staff, Supply);
responsible for the operation of the Field Printing Plant.
Receives, prepares, prograns, and finishes printed nateria
submtted to the plant for processing (see figure [-8).

2. Head, Pl anning/ Copy Preparation Branch. Recei ves, plans and
prepares printed matertal for scheduling throughout the pl ant
insuring that all work submtted is in accordance wth current
directives.

3.  Head, Mechanical Branch. Perforns preventive naintenance and
repairs as necessary.

4. Head, Lithographic Branch. Responsible for preparation of
I|thograph|c negative plates and their inposition on paper.

5. Head, Duplicating Branch. Responsible for the preparation of
el ecfrostatic plates and their inposition on paper.

>
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1006 SUPPLY SERVI CES NMANUAL

6. Head, Bindery Branch. Responsible for the folding,
collating, stapling, trinmng, ect, of all printing material
produced in the plant. In addition, the finished product is
delivered under the supervision of bindery personnel. Recei ves,
receipts and inventories all material received by the plant.
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CHAPTER 2
ALLOMNCE CONTROL PROCEDURES

2000. GENERAL | NFCRIVATI ON

1. The MCDEC mission requires maintaining a high degree of
operational readiness. In order to facilitate the acconplishnent
of assigned tasks, accountable officers (as defined in Appendix
N) nust exercise comand responsibility for supply operations.
Asset control based on established allowances wll be strictly
adhered to by all organizations. Additional information can be
obtained in MCO P4400.150C, paragraph 2000.

2. Authorized allowances are established by the Table of

Equi prent (T/E) in the 7400 series, the Commanding GCeneral's
Internal T/E and the Non-FMF Allowance List. It is the
responsibility of the accountable officer to have on hand, or on
order (within budgeting limtations), the quantities of

aut hori zed allowances as directed by the wunit's T/E and other

al | ownance publications or directives.

2001. TABLE OF EQU PMENT (T/E) 7400

1. The T/E is published annually by the OMC and promnul gated
quarterly to the Commanding General (C 210). The Equi pnent
Allowance File (EAF) is an extract of the T/E that is produced
quarterly.

2. The T/E, in the 7400 series, establishes allowances for:

a. Those itens listed in the type 1 section of the NAVMC
1017 (TaM) that are funded for by the CMC (SAC 2&3) from the
Appropriated Stores Account (ASA). These items nust be on hand
or on order in the quantities specified. The Property Control
Oficer is designated as the central requisitioning authority for
these itens and therefore is responsible to ensure conpliance
with current allowance directives and publications.

b. Items listed in the type 3 section of the TAM regardl ess
of funding source.

c. GCommercial design equipnment listed in the current edition
of MCO 11240.106 (Garrison Mobile Equipnent). These itens wll
be issued to the Plant Account Oficer for processing and
accountability purposes. A lowances wll be controlled by the
Assistant Chief of Staff, Facilities working in conjunction wth
the Plant Account COficer and the Property Control Oficer.

3. Units will request a special allowance for those itens that
are peculiar to a single unit or a limted nunber of units.

2-3



2002 SUPPLY SERVI CES NANUAL

Normal ly when an asset is required for a particular tine period
or for a specific project a special allowance wll be requested.
Al itens considered part of a Research and Devel opnent project
(R&D) will be carried as special allowances. Assets in support
of an R&D project and which wll remain on hand after the project
is conpleted will be carried as Table of Equipnment allowances
upon CMC approval.

2002. | NTERNAL T/E  ALLOMNCE

1. Type 1 Stock Fund Account (SFA) itens (less those listed in
the type 3 section of the TAM addressed above and locally
procured commercial itens (less those designated as controlled
itens in the current edition of MCO 4200.9) are authorized on an
as-required basis. Serialized assets (less than $1,000), assets
over $1,000 with a USMC assigned Table of Authorized WMateriel
Control MNunber (TAMCN), and non-serialized assets, designated as
locally controlled by the Commanding GCeneral, wll be published
at least annually on the Commanding Ceneral's Internal T/E
Allowance List. Serialized itens with a unit value of less than
$100 will not be accounted for on the Command MAL unl ess

otherwi se specified. These itens will be accounted for on the
Non- FMF Al |l owance List of the owning unit.

2. Serialized assets having a unit price in excess of $1,000

will be controlled by the Plant Account Oficer in accordance
with paragraph 2005.1 follow ng. Once established, allowances
will either be on hand or placed on order. [f funding is not
avail able, shortages wll be identified during the budget process

as "unfunded deficiencies."

2003. NON- FMF ALLOMNCES

1, Certain types of supplies are required for day-to-day
operations of activities and do not l|lend thenselves to the
generation of usage data due to intermttent use and long life
expect ancy. These itens are required by activity heads to
perform their mssion: however, allowances have not been
established by higher headquarters. Non-serialized, expendabl e
assets with a unit price of $700 or less will, normally, be
identified on the Non-FMF Allowance List. UM 4400- 15, paragraph
02004, provides additional guidance relative to Non-FM

al | onances.

2. Alowances wll be established by the Accountable O ficer
(Activity Head, Commanding Officer, or Assistant Chief of Staff)
having command responsibility for supply operations. Al lowance
lists, when prepared and approved by the accountable officer,

will be a permanent record subject to nodification. Requests for

2-4
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nodi fication of these allowances (M) nust be approved by the
accountable officer. These lists serve as the basic item control
mechani sm for accountable officers and will provide a neans by
whi ch readiness and fiscal reports can be submtted to higher
headquarters, as required. The information, provided in
paragraph 5008.3 following, is the mninum information that nust
be included on the Non-FM- Allowance List.

3. At least annually, the Non-FMF Allowance List wll be
reviewed by the Unit Property Oficer and nodifications submtted
for approval to the accountable officer. Those itens for which
the accountable officer deens that additional control or higher
visibility is required will be the subject of a request to the
Commandi ng Ceneral (C 211) for assignment of a local Controlled
Itenrs Code (CIC 2). Once approved, assets wll be renmoved from
the Non-FM- Allowance List and |oaded to the Commanding GCeneral's
Internal Table of Equipnent. Paragraph 2002 preceding applies.

2004. ALLOMNCES FOR | NDI VI DUAL EQUI PMENT

1. Alowances for individual equipnment are established based on
the Command's Table of Oganization (T/0. The T/ O checkli st
tapes are pronulgated by the CGMC (M nonthly. A lowances for
those itens identified in paragraph 2004.3 wll be conputed by
the Property Control Oficer annually. The annual conputation is
conducted to prevent increnmental nonthly changes and subsequent
supply managenent action.

2. The Property Control Oficer wll reconpute allowances for

i ndi vidual equipnent (as noted in paragraph 2004.1) to coincide
with the promulgation of the annual Comranding Ceneral's internal
Tabl e of Equiprent.

3. The PCO will conduct a reconputation for those itens that are
resident on the Command MAL (Type 1, SAC 3; Type 3,
SAC 1). Individual equipnment allowances wll be determ ned,

based on the current stock list for tariff sizes (SL-8) and other
pertinent supply publications, by the individual unit affected.

2005. UNIQUE ALLOMNCE OONTROL PROCEDURES. There are six
distinct property categories that require special allowance
control procedures. Each category is covered by its own specific
set of orders and directives. Plant Property, Grrison NMbbile
Equi prent (QVE), Research and Devel opnent assets (R&D), Training
and Audi ovisual Support Center (TAVSC) aids, Special Services
assets, and Non-Appropriated Fund Itens (NAFI) are such unique
entities.

2-5
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1. Plant Property assets do not normally require the

establ i shrent of all owances. Control of Plant Account itenms will
be in accordance with the current edition of MCO 7321.2 (and
other associated orders and directives). However, those itens

that have an assigned Marine Corps TAMCN and neet the criteria
established by the NAVCOWPT WManual, Volune 3 for Plant Account
assets (itens with a unit price of $1,000 or nore except as noted
by NAVCOWT Manual Volune 3, e.g,, ordnance items and specified
band instruments) wll be the subject of an MOJA in accordance
with paragraph 2006 follow ng. Al l onances, once approved, wll
be established for the requesting unit. Account abl e bal ances,
however, w Il be maintained on the Plant Account CVMR and
produced and issued to the requesting unit by the Plant Property
Oficer,

2. Commercial equipment with an assigned TAMCN in the "G" series

will be accounted for on the Command MAL and subject to the
procedures identified in paragraphs 2001, 2005.1, and 2006,
her ei n. Garrison Mbobile Equiprment (QGVE) allowances for the
Command are naintained on T/E 7401 and will be |oaded to either
the Support Division CVMR or the Facilities M ntenance CWR
dependent upon control. GVE allowances fall under the purview

of the Assistant Chief of Staff, Facilities who shall establish
liaison with the Assistant Chief of Staff, Supply (PCO to adjust
aut horized allowances to the property records indicated above.

3. T/E itenms required for an authorized Devel opnent Center
project in conjunction with its mssion will be maintained as
Special A lowances in accordance wth paragraph 2001.3. As these
items are nornmally required for a specified project and period of
time, they are considered unique and therefore require to be
appropriately identified. End itens in support of a particular

project that w'll" no 1onger be required at the conclusion, wll
also be carried on the Command NMAL as Special Allowances.
Requests for MOA will note this requirement and be forwarded in

accordance with paragraph 2006, follow ng.

4. SAC 1, T/E assets required as training aids wll be accounted
for on the Command MAL, subcustodied to the TAVSC CMR (produced
by the PCO, and issued to the original requesting unit for use.
MOA's will be submtted through the TAVSC, and in accordance wth
paragraph 2006, herein. SAC 3, T/E assets wll not be

subcustodi ed through the TAVSC

5. Special Services equipment is procured with both
non-appropriated and appropriated funds. Special Services

equi pnent will be controlled, reported, and accounted for in
accordance with the current edition of MCO 1710.17 and other
associ ated publications and directives. The Assistant Chief of
Staff, Services, or designated representative, is responsible for
the accounting of all Special Services fund recreation equipnent.
Adm nistrative appropriated fund equipnment (typewiters,
calculators, etc.), in support of Special Services wll be
accounted for in accordance with the provisions of this Mnual.
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6. NAFl property will not be accounted for on the Command NMNAL,
regardl ess of owner or purpose of the equipnent. ly those
assets procured with appropriated funds and used as

adm ni strative equipnment (typewiters, «calculators, etc.), wll
be accounted for in accordance with the provisions of this Manual
(i.e., Qubs, Special Services).

2006. MCODI FI CATI ON OF ALLOMNCE (MOA)

1. Alowances (T/E, Non-FMF, and Special) nust be formally

est abl i shed. Al l owance changes are requested and authorized by
procedures in the current edition of MCO P4400.150 and the TAM
(NAVMC 1017). The nost current Internal T/E and Non- FMF

Al lowance List will be mintained together with all pending and
conpleted changes by the Unit Property Oficers. QO gani zat i ons
will adhere to the procedures outlined herein for the

establ i shment of allowances utilizing the format provided in the
TAM (NAVMC 1017).

2. Requests for nodification to Non-FM- allowances wll be in
accordance with paragraph 2003 and 2006. 1. No requirement exists
to submt MOA's for Non-FMF assets to the Commandi ng Ceneral .

3. Al SAC 3 assets and SAC 1, Type 3 assets wll be forwarded
to the CMC via the appropriate Activity Head and the GCommandi ng
CGeneral (C 211). MOA's will not be submtted directly to the CMC
without authorization of the Commanding GCeneral, Marine Corps
Devel opment and Education Command (C 211). As discussed in
paragraph 2005.2, herein, MOA's for QGVE assets wll be forwarded
the Commanding Ceneral (C 04) who wll effect liaison with the
Assistant Chief of Staff, Supply to load or adjust authorized

all owances to the property records (MAL).

4. Stockage of SAC 2 (secondary reparables) itens, and
establishment of allowances wll be in accordance with the

current edition of MIDECO P4400.2, SAC 2 items will not normally
be maintained on the Command T/E or the Commanding GCeneral's
Internal T/ E Exceptions nust be fully justified in detail and
have a |ocal TAMCN assigned by the PCO prior to approval by that
authority outlined in the current edition of MIDECO P4400.2.

5. SAC 1 (locally funded) assets that nmeet any one of the
following criteria will be the subject of an MOA via the
appropriate Responsible Oficer and submtted to the Commandi ng
CGeneral (C 211), for approval:

a. Serialized Type 1 or 2 itens and those |local TAMCN itens
that nust be controlled by PCO (to include |ocal ordnance assets
over $1, 000).

b. Controlled Itens Code (CC of A or 2.
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¢, Under $1,000 unit price, over $100 unit price, and
serialized (or wll have a local serial nunber assigned)

6. SAC 1 itens neeting the criteria of the NAVCOWT Manual,
Vol une 4, and over $1,000, will be accounted for by the Pl ant
Account COficer. Requisitions for assets neeting allowance
control criteria wll be disapproved and returned to the
originator if a valid allowance deficiency does not exist.

7. A copy of all approved allowances shall be provided to the
Assistant Chief of Staff, Facilities to update appropriate
mai ntenance (repair) facilities.
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CHAPTER 3

REQUI SI TI ONI NG~ PROCEDURES

3000. GENERAL | NFORVATI ON

1. The provisions of this Chapter pertain to the acquisition of
goods/ suppl i es/ services and the consequent obligation of public
funds. In accordance with the current edition of MIDECO P7000.1,
this action is acconplished by program managers who are
responsible for the proper admnistration of their funds. For
purposes of this Mnual the individual (s) who controls the
expenditure of funds for a program nanager(s) (i.e., responsible
officer(s)) wll be called a fiscal officer(s) and wll establish
the related requisition files. The current edition of

MCDECO P7000.1 provides additional information pertaining to

fiscal procedures. In nost activities, fiscal officers may work
for unit property officers or unit supply officers, or may be the
same individual. However, there nust always be close

coordi nation between the spending of public funds for property
and controlling that property.

2. Requi sitions are the supply lifeline of Marine Corps units.
Requi sitions nmust be prepared, submtted, and nmaintained
accurately for continuous supply support of wunit operations.

3. Wen the circunstances exist that allow the nechanization of
requisitioning procedures, all deviations from the standard
procedures outlined in UM 4400-15 will be submtted for prior
approval by the Assistant Chief of Staff, Supply, to include the
utilization of requisitioning by forns other than the DD 1348
(i.e., EBROSOLs, SF-344s, etc.). Autormated formats of docunent
registers, pending requisition files, conpleted transaction
files, and voucher files will be anplified by local S0Ps in
consonance with the basic paraneters of the Oder.

3001. FILES AND RECORDS. Custonmers within the activity account
codes listed in Appendix A are assigned the l|isted docunent
nunber series for the purpose of submtting requisitions and wll
establish the following records and files by fiscal year as
required:

1. Docunent Register. This is a log book to control docunent
nunbers mnaintained in sequential order by julian date and
assigned docurment nunber. The document nunbers assigned in

Appendi x A are the maxi num nunber authorized the activity on any
given day. Each day nust start with the Julian date and the
first document nunber assigned. A separate docunent log wll be
mai ntai ned for open purchases and M LSTRIP. Each activity head
may have to establish separate internal procedures as needed to
prevent the intermngling of docunent nunbers. Docunent
registers are opened and closed by fiscal year. UM 4400- 15,
paragraph 03007 applies.
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2. Pending Requisition File. The pending requisition file wll
contain copies of pending requisitions, applicable status cards,
and other related docunents. Separate categories may be
established as needed (i.e., pending no status, backorder, due
in, cancellation (awaiting confirmation), etc.). Pendi ng
requisitions will be filed in docunent nunber sequence wthin
each established category. After the transaction is conpleted
and no further supply action is required, the requisition wth
all its related docunentation will be filed in the conpleted
transaction file.

3. Conpleted Transaction File. The conpleted transaction files

will contain copies of all docunments resulting from conpleted
supply accounting transactions relative to requisitioning and

i nvoicing actions. Addi tional ly, it wll contain all conpleted
self-service shopping lists and cancelled requisitions. Thi s
file will be maintained in document nunber sequence, by fiscal
year.

4. Voucher Files. The voucher file wll contain supply
docunments not referred to above, and will be maintained in

docunent nunber sequence, by category, for cash sale vouchers,
request for checkage fornms, adjustnent docunents and/or reports
of investigation. Appendix B is provided for file retention
peri ods.

5. Fiscal Files. Separate files shall be maintained for
expenses, wunfilled orders, reservations, and DSSC. MCDECO
P7000.1F, paragraph 3101.7f applies.

3002. PRI ORI TY DESI GNATCORS

1. The Marine Corps Priority System as set forth in the current
edition of MCO 4400.16, is identified and classified according to
relative inportance and consists of a two-digit code known as a
priority designator. The priority designator relates the mssion
of the requisitioner, expressed by a force activity designator
(F/AaD), and the urgency of need of the requisitioned item as
expressed by an urgency of need designator. The F/AD is
permanently assigned by the Commandant of the Marine Corps, based
on the mssion of the Conmand. The urgency of need designator
(UND) will be determined by the requisitioning activity head,
according to the need for the specific iten(s) being

requi siti oned.

2. The Uniform Materiel Mvenent and Issue Priority Systens

(UM PS) therefore provides 15 priority designators which are
determ ned by conbinations of 5 F/AD's and 3 UND's. The
Commandant of the Marine Corps has assigned this Command F/ AD 1V,
which contains priority designators 07, 09 and 14. Exceptions to
F/AD IV will be authorized by separate correspondence by the COMC
for specific comodities and units. Requests for exceptions wll
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be submtted to the Commanding GCeneral (C 210) with full
justification.

3. The priority system is applicable to requisitions submtted
within the Mrine Corps supply system as well as requisitions
submtted to other mlitary services, elenments of the Defense

Logi stics Agency (DLA) and to the GCeneral Services Admnistration
(GSA).

4. Urgency of Need. The followi ng should be considered when
determning urgency of need:

f a. UND "A" (priority 07) will be used for itens required
or:

(1) Imediate end use, without which the activity head
would be unable to perform the assigned operational m ssion.

~ (2) Imrediate installation on or repair of mssion
essential nmateriel, wthout which the activity head would be
unable to perform the assigned operational mssion.

~ (3) Imediate end use in replacenent or repair of mssion
essential training materiel, without which the activity head
would be unable to perform the assigned training mssion.

b. The use of this priority will be carefully scrutinized to
ensure abuse does not occur, and therefore requisitions using
this priority will be personally reviewed (signed) by the

accountable officer (organizational commander/assistant chief of
staff/activity heads) or that individual in an "acting" capacity.

f c. UND "B"™ (priority 09) will be used for itenms required
or:

(1) Immediate end use, wthout which the capability of
the activity head to perform assigned operational mssion would
be i npaired. The activity head can tenporarily acconplish the
assigned mssion and tasks but wth effectiveness below an
acceptable level of readiness.

(2) Imediate installation on or repair of mssion
essential materiel, wthout which the capability of the activity
head to perform the assigned operational mssion would be
i nmpai red. The activity head can tenporarily acconplish the
assigned mssion and tasks but wth effectiveness below an
acceptable |evel of readiness.

(3) Imrediate end use for installation on or repair of
auxiliary equipnent.
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(4) Imrediate end use in replacement or repair of mssion
essential or auxiliary training equipnent, wthout which the
capability of the activity head to perform the assigned m ssion
woul d be inpaired.

d. Accountable officers nmay designate, in witing, specific
personnel who wll personally review and sign UND "B"
requi sitions.

e. UND "c" (priority 14) wll be used for:

(1) Itens required for on schedule repair/
mai nt enance/ manuf acture or replacement of all equipnent.

(2) Itens required for replenishnment of stock to neet
aut hori zed stockage objectives.

(3) Materiel required for purposes not specifically
covered by any other UND.

5.  Under certain energency situations, nmedical/disaster suppl i es
and individual/organi zational clothing may be requisitioned under
special priorities, not within the authorized F/ AD IV. If
applicable, when these situations occur, assistance can be
obtained by contacting the Assistant Chief of Staff, Supply.

3008. REQU RED  STAFFI NG

1. To standardize procurenment action, requisitioning for the
followng categories of mnateriel nust be submtted via the
cogni zant activity head (who wll review specifications and
approve them for procurenent):

Mat eri el Cogni zant Activity Head
Plant Property Supervi sor, Plant Property
Branch, Conptroller
Depart nment
Gl l ey equi pnent Drector, Food Service D vision,
Supply Depart nent
Reproduction equi pnent/ Printing Oficer, Supply
printing requirenent Depar t ment
Communi cati ons/ el ectronic Head, El ectronics
equi prent Mai nt enance Branch, Support

Di vi sion, Support/Tenant
Activities Departnent
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Speci alized training aids Head, Audiovisual Division,

and equi pnent TAVSC, TAGS Center
El ectric/power  consum ng Facilities Mintenance
equi pnent Oficer, Facilities
Depar t nent
O fice Machines Ofice Mchine Repair

Section, Managenent Systens/
Conrer ci al Activities

Depart nment
Air conditioners Facilities Departnent
Construction supplies/ Facilities Departnent

self help projects

Automated data processing Managenent  Syst ens/

equi pnent Conmrer ci al Activities
Depart ment
PSE Property GControl Oficer
Excess Property Property Control Oficer

2. The purpose of this preprocurenent staffing is to:

a. Standardi ze types of equipnent to sinplify maintenance
support requirenents.

b. Incorporate features which would permt mnultiple
appl i cation.

_ c. Consider requirenments for electric, power, water or other
installation conservation.

3. In addition to the requirenments identified in paragraph
3003.1, all nonexpendable item requisitions will be processed
through the PCO for validation of allowances/deficiencies.

Assets that can be procured through the Defense Reutilization and
Marketing Ofice (DRMD) wll be, vice procuring new equipnent.

3004. MLSTRIP REQU SI TI ONS

1. Wen the custonmer deternines that a desired item is not
stocked in the DSSC Branch issue points, the requisitioning

activity head will submt a requisition to the Head, Custoner
Service, Materiel Dvision, Supply Departnent. If the requested
item is available within the Supply System (DLA, MILB, etc.), the
requisitioner will submt the requisition on a DD Form 1348

(MLSTRIP requisition 4 or 6 part snap set), or any other
approved substitute (i.e., ERSQ., SF-344, etc.).
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2. The DD Form 1348 (see Appendix C nmay be witten, typed,
printed or stanped. Al data mnmust be legible; otherwise it wll
be returned w thout action. Prior to preparing a requisition,
the custonmer wll review the Managenent Data List or the
Identification List, as appropriate, to ensure proper

requi sitioning data. Assistance with the proper wutilization of
these publications or preparation of the MLSTRIP requisition is
available at the Custoner Service Unit, Materiel D vision.

3. Only the original of the conpleted MLSTRP requisition wll
be delivered, after obtaining any required signatures, to the
Head, CQustoner Service Section, Materiel Division in Buildina
2010. Requi sitions nust be delivered on the sanme day as !
initiated (i.e., the Julian date of the docunent nunber).
Requisitions will not be accepted if the docunent draft date has
passed. Therefore, due to the admnistrative processing tine
required, requisitions submtted each Friday that arrive in the
Techni cal Research section prior to 1000 wll have the julian
date of that day and those requisitions submtted after 1000 wll
have the julian date of the next work day.

a. The green copy wll be forwarded to the appropriate
fiscal accounting officer for entry into the Financial Autonmated
Records Managenment Systens (FARMB) as a reservation.

b. The back hard card will be filed in the pending docunent
file.

c. Remaining copies nmay be distributed as required by the
activity head.

4, MLSTRIP requisitions prepared by the pCO for SAC 2 and 3
items will be forwarded directly to the source of supply.

3005. OPEN  PURCHASE REQUI SI TI ONS

1. If the requested item is not available within the Mrine
Corps Supply System GSA or DLA, requisitioning will be
acconplished utilizing the DD Form 1149 (open purchase

requi sition).

2. The DD Form 1149 nust be prepared utilizing the guidance in
Appendi x D. Assistance in the proper preparation of the open
purchase requisition or determnation of appropriate source of
supply is available within the Purchasing D vision.

3. D stribution

a. One copy wll be forwarded to the appropriate fiscal
accounting officer for entry into FARMG as a reservation.
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b. One copy is retained for the pending document file.

c. |If required, one copy may be attached to the shop repair
order or equipnent repair order of the naintenance activity.

d. Qher copies may be distributed as required by the
activity head.

e. The original of the DD Form 1149 and all renmaining copies

will be delivered to the Head, Custoner Service Section, Materiel
D vision, Supply Departnent.

3006. FOLLONM UP  PROCEDURES

1. MLSTRIP Requisitions. Upon receipt of the custoner's

requi sition, the Head, Custoner Service Section processes the
requisition to the appropriate source of supply. A copy of all
followup transactions wll be furnished to the custoner.
However, this procedure does not relieve the requisitioning
activity head of the responsibility to ensure that follow up
action is taken, In cases where the status provided is not
satisfactory, the custonmer should submt a followup request to
the Head, Custonmer Service Section.

2. Open Purchase Requisitions. In cases where status is
required for an open purchase requisition, the custonmer should
submt a nmenorandum to the Customer Service Section. If status

on an energency requisition is required, it may be requested by
tel ephone from the Customer Service Section.

3. The PCO will submt followups for SAC 2 and 3 assets
directly to the source of supply in accordance wth

UM 4400- 15, paragraph 04001.6; Appendix E herein; and the current
edition of MCDECO P4400.2.

3007. CANCELLATI ON  PROCEDURES

1. MLSTRIP Requisitions. Requests to cancel MLSTR P
requisitions wll be submtted to the Head, Custoner Service
Section utilizing the DD Form 1348 with "AcC1" (request for
cancellation) entered as the document identifier code in blocks
1-3.  All other information on the card should be the sanme as the
ori gi nal requi sition. The Head, Custoner Service Section wll
process the request for cancellation to the supply source and
attenpt to obtain a confirmed cancellation. Requi sitioners are
rem nded that the requisition is not cancelled until a
cancellation confirmation is received from the supply source.

2.  OQpen Purchase Requisitions. A request to cancel open

purchase requisitions will be submtted by nmenorandum to the
Procurement O ficer indicating the specific document nunber to be
cancel | ed. This is only a request for cancellation. The
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Procurement Oficer will attenpt to cancel the docunment, if

possi bl e. If the docunent can be cancelled, the Procurenment
Oficer will notify the customer and the Head, Custoner Service
Section (CSS) by nmenorandum The Head, Custonmer Service Section
will, upon receipt of the confirned cancellation by the
Procurenment Officer, deobligate the funds from the reservation
status and they wll appear on the CSS fiscal listing.

3. The PCO will submt cancellation requests for SAC 2 and 3

assets in accordance with UM4400-15, paragraph 04000 and the
current edition of MCDECO P4400.2.

3008. FISCAL OBLI GATI ONS. The CSS fiscal listings consist of
the open purchase contracts/delivery orders and MLSTRP

requi sitions processed through the Director, Materiel Division,
citing & MC funds. The listings will be reconciled upon
receipt by the fiscal officer with the pending requisitions.

Di screpancies appearing on the listings will be reported in
witing to the Drector, Materiel Dvision (Head, Custoner
Service Section) within 3 working days utilizing the format in
Appendi x F. Prior to submtting discrepancy listings, an
internal reconciliation should be conducted between the fiscal
records and supply requisitioning records.

1. MLSTRP Requisitions. Materiel and supplies received wth

an acconpanying DoD Single Line Item Release/Receipt Docunment (DD
Form 1348-1) that have not appeared on the CSS Fiscal Listing as
an expense within 7 days will be reported with a copy of the DD

Form 1348-1 attached.

2. Qpen Purchase Requisitions. These requisitions wll appear
on the CSS fiscal listing as an obligation within 7 working days
after receipt of the purchase order for all material and service
contracts $1,000 and over. If the contract is a locally

adm ni stered service and facility contract and over $1, 000,
there will be a simultaneous obligation and expense transaction
pr ocessed.

3. A requisition that does not appear on the CSS fiscal Ilisting

or any inproper entry (i.e., unit of issue, quantity, docunent
nunber, job order nunber, or extended price) nust be reported.

Wen a transaction has appeared on the CSS fiscal listing and has
not appeared on the Fund Adm nistrator Managenent Report (FAMR),
the discrepancy will be reported to the Head, Accounting D vision

during the nonthly reconciliation in accordance with the current
edition of MIDECO P7000.1.

3009. DSSC | SSUE PQA NT PROCEDURES

1. The Head, Direct Support Stock Control Branch acquires,
stores and issues fast-noving, |owcost supplies to support
day-to-day operations. Itenmrs stocked will be published in a
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sel f-service shop store catalog. |Issue points are operated on a
"fill or kill" basis. If the material required is not in stock

when the issue point is visited, the item is nmarked "NIS" on the
shopping list and noted for followup action by the custoner.

Customers will draw no nore than 10 days supply of any item
avai lable for over-the-counter 1ssue. Stockage of in excess of
10 day supply is not authorized. Bul k procurenent and

stockpiling undermnes the supply system and significantly
reduces the stockage |evel nmaintained/ authorized by DSSC

2. Responsibilities of Personnel in Charge of Issue Points:

a. Provides day-to-day supply support within all authorized
echelons of naintenance for repair and nmaintenance facilities.

b Prepositions material for planned requirements (schedul ed
mai ntenance projects, as distinguished from routine recurring
mal nt enance requirenents), when requi red/ aut hori zed.

c. Stocks and issues prepackaged and bul k fuel products.

d. Stocks and issues decentralized itens that are not
necessarily requirenents for support of specific maintenance and
repair functions but are required by all authorized custoners,
i.e., lunber, lunber products and conpressed gas.

e. Positions stocks of material at issue points readily
accessible to authorized custoners. This stockage is based on
demand history (at least 3 novenents (sales) in 6 nonths).

f. Sinplifies supply and accounting procedures by making
issues to authorized custoners w thout formal requisitions.

g. Reduces issue points record keeping to an absolute
m ni num consistent with retail operations.

h. Receives materiel turned in by authorized custoners
excess to their needs. Itens in this category nust be DSSC
stocked itens in condition codes ready for issue. A turn-in by a
custonmer may be with or without credit based on the item record
st at us. The custoner should contact the Supervisor, Stock
Managenment  Section, Materiel Division to determne whether credit
will be given.

3010. | SSUE PO NTS

1. The Drector, Materiel Dvision maintains issue points for
the stockage of various classes of supply, as follows:

a. Bl ank Form |ssue Point
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(1) Controlled Blank Forns

(a) Controlled blank fornms listed in Appendix G are
stocked at the Self Service Center. Organi zat i onal commander s,
assistant chiefs of staff and activity heads wll provide the
Commandi ng CGeneral (C 211) a letter listing personnel and sanple
signatures of persons authorized to requisition and receipt for
controlled blanks fornms. Additionally, the individual's Arned
Forces ldentification Card (DD Form 2MJ or civilian
identification card will be checked.

(b) The Manager, Self-Service GCenter wll establish
and maintain a current signature file. Accountable officers
(commanding officers/assistant chiefs of staff/activity heads)

will resubmt Iletters of authorization at 6-nonth intervals
and/or as required. Signatures on the shopping list that do not
match the signature contained in the signature file will be

rejected and returned to the requisitioner wthout action.

(c) Al controlled blank forms will be stored in the
safe at the Self-Service Center. Additionally, a <controlled
blank forms |og book wll be maintained and each receipt and
issue will be recorded therein by serial nunber.

(d) An inventory of all controlled blank forns will
be conducted nonthly by the supervisor of the Inventory Count
Section, Materiel Division, Supply Departnent.

(2) Non-Controlled Blank Forns. These forns wll be
issued from the Blank Forns Issue Point of the Self-Service
Cent er.

b. A othing |ssue Point

(1) The Supervisor, dothing Section provides clothing
support to mlitary personnel stationed at or in the vicinity of
this Comrand. Support is in the form of initial issues to
personnel wundergoing training at the Oficer Candidates School,
cash sales to authorized patrons and other issues authorized by
commandi ng officers. The Retail Cdothing Qutlet is |located on
the second floor of building 2011. The Retail dothing Qutlet is
operated in accordance with the current editions of MCO P4400.76
and MCO P10120.28.

(2) Gatuitous |ssues. | ssues are nade to personnel when
aut hori zed by commanding officers on a NAVMC Form 604 (Conbi ned
Individual dothing Requisition and Issue Slip). Al NAVM forns
authorized as a result of clains investigation nust have a copy
of DD Form 1842 and DD Form 1845 attached.

(3) Wtnessing Oficer. In accordance with the current
edition of MCO P10120.28, organizational comanders wll provide
a sergeant or above to validate the fit of individual uniform
itens of privates through |ance corporals, as required.
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(4) ltems Not in Stock. Itens are stocked in the Retail
Cothing Qutlet based on recurring denands. If an itemis
required that is not in stock, the custoner wll fill out a
demand card at the counter. The demand card will represent a
special order for the individual. Upon receipt of the required
items by the Supervisor, dothing Section they are placed in a
holding area and the custoners are notified by telephone that the
itens are available for pickup. The clothing itens will be held
in the clothing area for a period of 7 calendar days after
notification. If the custonmer has not purchased the itens wthin
a 7 calendar day tine frame, the itens will be utilized to
satisfy other custoner demands or wll be returned to the bin for
sale on a first cone, first served basis. The custonmer is
responsi ble for checking with the Supervisor, dothing Section to
inquire into the status of clothing being placed on order. The
action nust be initiated by the custoner, if unable to do so
because of TAD or other valid reasons, then the custoner should
notify the Supervisor, dothing Section so that special
arrangenents can be made. Qherwise, the Supervisor, d othing
Section will not reorder the itens of clothing for personnel who
fail to claim clothing 7 calendar days after notification.

(5) Special Measurenment dothing. Individuals that
cannot be fitted wth boots, shoes or any other item of
individual clothing from normal stocks wll be provided a special
neasurenent blank form Enlisted Marines who cannot be fitted
for any item of clothing from normal stocks will be neasured at
the Retail dothing Qutlet and a special neasurement form wll be
prepared to procure the item There are three special
nmeasurenment bl ank forns:

(a) DD Form 358 (male itens)

(b) DD Form 1111 (fenale itens)

(c) DD Form 150 (orthopedic footwear)
The DD Form 150 will be conpleted by a nedical officer prior to
delivery to the Supervisor, dothing Section. DD Forns 358 and
1111 are conpleted at the Cdothing Section. Oficers wll be
special neasured only for itens that cannot be obtained |ocally.

(6) Checkage Sales

(a) The checkage sales procedure is authorized on an
exception basis only, as a neans of providing essential wuniform
clothing to individuals when cash sales would create a personal
hardship (voluntary checkages), and to individuals to refuse
sales (involuntary checkages). Vol untary checkages are not
aut hori zed, unless the commanding officer approving the checkage
has determned that cash sales would, in fact, create a
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hardship for the individual concerned. |Involuntary checkages are
not authorized and wll not be used for punitive purposes, but
may be used as a last resort to provide individuals in a pay
status with specific itenms and quantities of clothing required
for confinement or for wear to a place of confinenent. The bl ock
indicating "checkage sales" (on the NAVMC 604 Form) nust display
the commanding officer's initials in his own handwiting.

(b) Checkage sales of wuniform clothing to individuals
in a nonpay status are not authorized.

(c) Checkage sales will not be approved for the sake
of convenience or for itens and quantities in excess of those
required to be in the possession of an individual. In view of

the admnistrative expenses and effort required to effect and
process a checkage sale, it is incumbent upon conmanding officers
to keep the volunme of checkage sales to a mninum in accordance
with the foregoing policy. Additionally, checkage sales wll not
be approved as a neans of providing essential uniform clothing
for inspection purposes.

(d) Commanding Oficers will ensure that the
following conditions exist prior to approval of a checkage sale
of individual wuniform clothing:

1 MVoluntary Checkage_ Sale

a The individual clothing requirenent is of
such wurgency that purchase cannot be delayed pending receipt of
funds from the nenber's pay account to provide the purchase by
cash sale.

b The individual is in a pay status but does
not have access to-sufficient funds for purchase of the required
clothing by cash sale.

¢ The individual requires the clothing to neet,
but not to exceed, the mninum itens and quantities required to
be in his/her possession.

d Paynment for required clothing by checkage
sale of the individual's pay account has been scheduled to

alleviate the personal hardship which precluded purchase by cash
sal e.

2 lnventory Checkage Sale

a The individual requires the clothing for
confinenent or for-wear to a place of confinenent. Itens and
quantities wll not exceed actual requirenents.
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b The individual is in a pay status but does
not consent -to purchase of required clothing by cash or checkage

sal e.

€ The individual has been informed that the
involuntary checkage wll be processed against his/her final pay
as an involuntary collection.

c. Bulk Petroleum and G| |ssue Procedures

(1) Bulk petroleum and oils include regular |eaded and
premum unl eaded gasoline, kerosene, diesel fuel (DF-2) and fuel

oil nunbers 2, 5 and 6; which require distinctive requisitioning
and delivery procedures due to their physical properties.

(2) Appendix H lists consumer points serviced by

commercial tankers. Deliveries will be nmade upon telephonic
request to the Fuel Item Manager (Bulk Fuel Farm, Materiel
Division, Supply Departnent. Normal repl eni shnent request would

be made by the custoner responsible for the fuel tank at |east 2
days prior to the date delivery is desired. The dispatcher will
place the order, prepare an issue docunment citing the custoner's
job order nunber and fund code as applicable, and notify the
customer as to the approximate time of delivery. A
representative of the Receiving Section, Traffic Dwvision, wll
be present to receipt for the fuel on the carrier's delivery
ticket and to ensure that the delivery ticket is forwarded to the
Fuel Item Manager (these custonmers wll not be replenished from
| ocal stocks except under energency conditions.).

(3) Appendix H lists consuner points replenished from
| ocal supply stocks by automatic fuel deliveries. Ener gency
requests may be made by contacting the fuel dispatcher, telephone
640- 5405. Deliveries will be receipted for by a representative
of the custoner who will be given a copy of the Issue Slip (NAVMC
10700) . In the event a representative is not available, the PCL
Issue Point tank driver will sign the NAVMC 10700 and a copy wll
be placed in the customer's pickup box in the Customer Service
Section, Materiel Division, building 2010. Automatic replenish-
ment runs are adjusted to neet seasonal demands and as such are
not susceptible to firm scheduling. The fuel dispatcher wll
advise activity heads responsible as far in advance of those
dates as can be determ ned.

d. Sel f-Service Store

(1) Personnel shopping in issue points nust possess

current issue point charge plates. Prior to shopping, each
custoner will be required to present a charge plate, a conpleted
shopping list, and sign a log, if necessary.
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(2) If the iten(s) required appear(s) in the Self-
Service Stores Catalog, a Self-Service Center Shopping List
(NAVMC 10700) will be legibly printed or typed in triplicate to
include the national stock nunber, unit of issue and quantity

desired of each item | ssue point personnel wll review each
shopping list before the customer shops to ensure that each |ist
is conplete and will initial the original copy. Any additions or
substitutions nmade by the customer during the shopping process
will be legibly printed on the bottom of the form Cust oner s

will ensure the legibility of their shopping Ilists. | ssue point

managers are authorized to refuse any shopping list which
contains illegible data.

(3) To conplete the shopping process, custonmers nust
bring all itenms to be purchased, their charge plates and the
original and two copies of each separate shopping list, listing
the itens purchased for each applicable job order nunber to the
checkout counter. At the counter the validity of every national
stock nunber and unit of issue entered on the shopping list wll
be established by the checkout clerk. The clerk wll conpare
data if required, enter the quantity issued, stanp the shopping
list with the charge plate and assign a docunment nunber to each
line item issued.

(4) Since prices are subject to change, prices charged
for itens acquired through issue points will be those in effect
at the tine the transactions are processed against the inventory
record of the Materiel Division. This action is acconplished
after the custonmers have shopped in the issue points. Each
custonmer is assured the fullest assistance by nanagers of issue
points to obtain the latest known prices at the tinme of
shoppi ng.

(5 Wen the issued docunents of itens acquired through
i ssued points are conputer processed, fiscal cards are produced
and forwarded to the Assistant Chief of Staff, Conptroller.
Concurrently, a listing of charges will be furnished to each
program manager for review and updating of fiscal menorandum
records.

(6) Custonmers nay request that recurring demand type
itens be added to those stocked by submtting a menorandum to the
Director, Materiel Dwvision citing the followng information:

(a) National stock nunmber (if a Federal supply system

item
(b) Brief nonenclature.

(c) Unit of issue.
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(d) Last known unit price (if a comrercial item,
(e) Average nonthly recurring denand.

(f) Copies of at least 3 requisitions submtted and
conpleted within the past 6 nonths.

(7) ltems urgently needed that are "NIS" in an issue
point wll be brought to the attention of the store manager, who
will attenpt to determne its |atest status. Normal ly, itens
with positive status wll be received into the system before a
| ocal buy could be conpleted: therefore, the customer will have
the option of determning if requirements for those itens wth
"non-positive status" justify local purchase of such itens which
will normally be at substantially higher prices. It should be
noted all such itens ordered by this nmethod are firm requirenents
and will not be cancelled.

(8) For those itenms that neet this criteria, the custoner

wWll provide the Director, Materiel Division a nenorandum of the
requirement with the required delivery date. Upon receipt of
such material at an issue point, the customer wll be notified
and imediate pickup will be arranged by the custoner.

(9) Requirenments for an abnormally large quantity of an
item on a one-tine basis wll be acconplished through the
subm ssion of a menorandum to the Director, Materiel D vision
regardless of the fact that the item may be on hand. The rmanager

of each issue point is authorized to adjust issue quantities to
prevent overbuying by a single custoner and to ensure an
equitable distribution of desirable itens in short supply.

(10) Sales from an issue point for replacenent of |ost or
damaged public property for individuals is not authorized.
Individuals wishing to voluntarily reinburse the GGovernnent for
lost or damaged itens can provide nonies directly to the
aut hori zed custodian in the applicable unit supply office.

e. Repair Parts |ssue Point

(1) The Odnance, Tank, and Autonotive (OTA) Issue Point
62 is located in building 3013. O gani zations requiring repair
parts (class IX) wll prepare a Self-Service Shopping List for
ordnance/tank assets and a Shop Repair Oder (NAVFAC 11200) for
autonoti ve assets.

(2) If the requested itemis in stock, the DSSC personnel
will prepare the Self-Service Shopping List and issue the item
If the itemis not in stock, the DSSC personnel wll pass the
request to the Custonmer Service Section (colocated with the issue
point) for appropriate procurenment action and a backorder
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notification wll be provided to the OTA item manager (who wl|
order the item utilizing a 7100 series docunent nunber).

Tel ephonic inquiries wll be accepted at extension 640-2749.
3011. | NSURANCE | TEMB

1. Insurance itenms that have a unit value greater than $3,000
will be stored and accounted for in Issue Point 88 (MN-88) and

carried as SAC 3, Managenent Echelon Code (MEC) X5 inventory.
Insurance itens that have a unit value of less than $3,000 wll

be stored and accounted for in MM}M-88 and carried as SACI|I wth
the appropriate MEC inventory. Al itens fitting this definition
will be stored in building 3037 (Issue Point MM»-88) and held by
the Director, Materiel Division. These insurance itens wll be
accounted for by the Supervisor, Stock Minagenent Section,
Director Support Stock Control (DSSC) Branch.

2, In accordance with the current edition of MCO 4443.11, when
insurance itens that have a unit value greater than $3,000 are
issued for use and require replacenent, the replacenent wll be
procured citing customer appropriation data of the nmaintenance
activity. Therefore, the maintenance activity head wl]l

originate all requisitions to replace insurance itens issued that
have a unit value greater than $3,000 and to establish new

i nsurance itens. Repl acement for those itens with a wunit value
less than $3,000 will be procured by the DSSC utilizing the |ocal
intermediate (retail) stock fund. The nmaintenance activity head
will review the necessity for all insurance itens at |east once
every 6 nmonths and inform the Director, Materiel D vision by
nmenor andum of any additions/del etions. The rmaintenance activity
head, on a semannual basis, wll conduct a serviceability
inspection of all insurance itens and advise the D rector,

Materiel Division the results thereof. After normal working
hours, the WMateriel Dvision duty watch wll issue required itens
for energency nmaintenance.

3012. BACKORDER  VALI DATI ON

1. The validation program will be provided by the Head, Custoner
Service Section at least quarterly. During the fourth quarter of
the fiscal year, it is anticipated the validation program wll be
run nore often and at least twice during the nonth of Septenber.
Custonmers may submt a witten request to the Director, Materiel
Division for a special validation at any time during the first 9
nonths of the fiscal year. Such requests should contain
sufficient justification to warrant the expenditure of the
admnistrative and conputer effort required.
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2. The purpose of the program is to validate obligations held at
the supply source. The BOV will be provided to each activity by
program mnmanager. Figure 3-1 explains the format for the BOV
listing (E15 File). Al docunents will be listed in date and
serial nunber sequence. Each requisitioning activity is
responsible for review, appropriate annotation, and return of the
annotated BOV listing. The following guidelines are provided:

a. The requisitioning activity should validate pending
requisitions wth comodity sections at |east every two weeks to
ensure that the requisition is still wvalid.

b. Reconcile the BOV against fiscal files to ensure that all
internal docunentation is current and that both the requisitions
clerk and fiscal clerk have valid information.

c. Reconcile the BOV against the pending requisition file
for both MLSTRIP and open purchase requisitions. During this
process several situations may occur:

(1) Requisition on BOV with no corresponding docunment in
the pending requisition Tile. Check pending cancellation and
conpleted file for the docunent. If the docunent is found
annotate "COMP" to the left of the date/serial nunber on the BOV.
If cancellation status was received annotate "CANC" (provide a
copy of the AC1l cancellation status/receipt copy to the Custoner

Service Section, WMateriel Di vi sion). If the docunment is not
found in the requisition clerk's files then a review of the
fiscal records nust be conducted. In addition, the docunent

regi ster mnust be screened for appropriate entries. Notify the
CSS of the problem by nenorandum and for corrective action.

(2) Requisition on BOV; item no |onger required.
Prepare and submt a cancellation request to the Custoner
Service Section, Materiel Division. Move the requisition from
the pending file to the pending cancellation file.

(3) Requisition in pending file: not on BOV. If the date
of the docunent iIs after the date of the BOV then no action is
required, If the date on the docunent is prior to the date the
BOV was produced submt a nenorandum to the Customer Service
Section, Materiel Dvision with a copy of the pending requisition
as an enclosure.

d. For those docunents that appear on the BOV and are in the
pending requisition file annotate "VALID' to the BOW. Each
docunment should be annotated with the date of the BOV and the
initials of the individual who conducted the BOV.

3. Al docunents on the BOV will be annotated with "CANC"

"VALID' or "COMP" as appropriate. The BOV will then be returned
to the Head, Custoner Service Section, WMateriel D vision,
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together with all supporting docunentation (receipt copies,
cancellations, etc.) The BOV will returned under cover letter
with appropriate comrents regarding discrepancies noted.

4. Failure to return the BOV in the required tinefranes may
result in reduced supply support for requisitioning activities.
An annotated copy of the BOV will be retained by the
requisitioning activity to enable quick reference if required.

5. Requisitioning activities should not delay reporting

di screpancies until receipt of the BOV. Di screpancies will be
reported by nmenmorandum at the earliest opportunity, to the Head,
Customer Service Section, WMteriel Division., Additional,
specific guidance wll be published from tine to tinme by the
Director, Materiel Dvision regarding the conpletion of the BOV.
Figure 3-2 provides an exanple of such guidance.
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Figure 3-1.--BOV Listing (E15 File) Format
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10.

11.

12.

13.

14.

SUPPLY SERVI CES NANUAL

BOV LI STING FORVAT
NSN = National Stock Nunber
SUBNSN = Substitute NSN
DOC NO ~ Docunent  Nunber

MOO264 indicates MLSTRIP item
Y000 i ndicates COPEN PURCHASE item

QUANTITY DUE = The nunber of itens yet to be received.

DIC - Docunent ldentifier Code
MLSTRIP - AQA - Docunent passed to |tem Manager
OPEN PURCHASE - ZBR = (pen-Purchase Requisition Reserve
ZB7 « bligation Qpen Purchase
Requi sition
ZB8 = Additional obligation Qpen
Purchase requisition; price
change from initial reservation

RIC = Routing Identifier Code
Source of supply for original requisition

M5 = Media and Status Code
Type of status requested and method for receiving that
st at us.

UNIT OF | SSUE

DM = Denmand Code
Not es whether demand of item is recurring (R or
nonrecurring (N).

RIC (OTHER) =~ Last known holder of requisition to which
aut horized followup action wll be directed.

SUPADD - Supplenentary Address
Activity to receive item

DATE LAST RECEIPT - The date of the last receipt that was
processed on that docunent nunber.

SIG -~ Signal Code
Indicates where itemis to be shipped and who is to be
billed for it.

ADV - Advice Code
Instructions to supply source.

Figure 3-1. --BOv Listing (E15 File) Format--Continued.



15.

16.

17.
18.
19.

20,

21,

22.

23.

24.

25.

26,

27.
28,

29.

30.

31.

SUPPLY SERVI CES NMANUAL

SH PPING STATUS ~ M LSTRIP: I ndi cates node of travel and
Transportation Control Nunber
or CGovernnent Bill of Lading

Nunmber for item
CONTRACT NUMBER = OPEN PURCHASE
DIST PR - Distribution and Project Codes
These fields are reserved but not normally used
on the E15 file.

PRI - Priority
QUANTITY REQU SITIONED = Nunber of itens requested.

DATE OF LAST RECONCILIATION = This field is reserved but
used on the E15 file.

LAST STATUS =~ Code which explains the status of the
requisition item

DELI VERY DATE - Date on which item was shipped for ASl, date
ue on Open Purchase and get well date for
BB" stat us.

LAST PROCESS DATE - Last date in which EI4 file has been
updated under this particular NSN

JON = Job Oder Nunber

CAT =~ Category Code
For accounting purposes only.

QUANTI TY  RECEI VED

REI M - Reinbursable Oder Nunber (RON)
For accounting purposes only.

SUP - Standard Unit Price

DATE RECORD COWPLETED -~ Date on which record is considered
cl osed.

QUANTI TY OBLI GATED -~ Nunber of itens reserved for this
pur chase,

AMI GBL - Anount (Obligated
Total amount of noney taken out of ordering
activity's account for this purchase.

AMI EXP - Amount Expensed
Actual anount of noney taken out of ordering
activity's account for this purchase.

Figure 3-1. --BOV Listing (E15 File) Fornat--Continued.
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32.

33.
34.
35.

36.

37.
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DATE TM. FOLLOWUP =~ Indicates when shipping status
and 75 days old and no receipt
processed. A check should be
| ost shipnent.

DATE CANCELLED REQUEST

DATE FIRST FOLLOMUP -~ Date of the first followup
requi sition.

DATE LAST FOLLOMUP - Date of the latest followup
requi sition.

SAC - Stores Account Code
Indicates who is financially responsible for
request ed. "1" indicates that the customer i
for purchase.

MEC = Managenent Echelon Code
I ndi cates category of item and agency which i
responsible for its overall nanagenent.

is 60
has been
made for

of the

of the

item
s charged

S

Figure 3-1. --BOV Listing (E15 File) Format--Continued.
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PROCEDURES FOR BOvV COVPLETI ON

1. E-15 Customer Validation is currently given to the custoner
twice a nonth. The listing breakout is AQA then Open Purchase
(OP) in Program Manager's sequence.

2. Check all AOA and CP docunents to ensure they have posted to
the listing, AQA will be both reserved and obligated. OP's
should have at least a "pIc"™ of "zZBR" indicating reservation. |If
docunents do not appear within a tw week period send copy of AQA
or OP to Custoner Service. Since this is initial posting of your
docunment check the following for Kkeypunch error.

B1K 1 NSN

B1K 17 Priority

B1K 18 Quantity O dered

B1K 23 JON
3. Check all receipts received since last listing to ensure they
have processed. If document is still on listing send copy to

Customer Service and highlight docunent.

4, After conpletion of these two steps the E-15 CUSTOMER
VALI DATION LISTING is ready for a conplete audit.

a. Check pending requisitions to ensure the docunment still
appears on your |listing. If item was receipted for inproperly or
given to wong customer you could lose visability of docunent.
Identify docunents that have deleted to Custoner Service.

b. Check blks 20 and 21 and determne if status and

anticipated delivery date neets your unit needs. I f docunent is
an AQA and you have confirmed shipping status, "ASI", itens
should be received within 15 days of date in blk 21. If you have

not received trace with TMD

c. Ensur: the Qantity Ooligated (blk 29) equals Quantity
Requisitioned (bl k 18). AQA and ZB7's

d. Check blk 25 to see if any receipts have processed that
you have not received. Pay particular attention to partial
shi pnent s. Match quantity on receipts to quantity in blk 25.

e. ®mure quantity due (blk 4) plus Quantity Received (blk
25) equals Quantity oligated (blk 29).

f. On OP check contract price on 1155/250 or 1149 and nmatch
to unit price, blk 27.

g. Check contract nunber provided by Purchasing wth

contract nunber blk 15. Identify discrepancies to Custoner
Service

Figure 3-2. --Procedures for BOV Conpletion.
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5. Helpful Hnts

a. Attach status cards to your AQA'S and OP docunents.

b. Pay attention to docunents which are returned by the
Techni cal Research Section that were not processed.

c. Watch for partial receipts. Mitch quantities on receipts
and blk 25 quantity received.

d. Miintain a pending conpleted file. This will assist you

in validating that the receipts have processed in a tinely
manner .

Figure 3-2. --Procedures for BOv Conpletion--Continued,
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CHAPTER 4

RECEI PT  PROCEDURES

4000. GENERAL | NFORVATI ON

1. Supplies and materiel delivered to MCDEC are received by the
Traffic Managenent Oficer (TMD), Supply Departnent, building
20009. Wienever possible bulk supplies will be delivered to the
custoner by the TMO

2. MLSTRIP requisition receipts (DD Form 1348-1) and open
purchase receipts (DD 250 or DD 1155) w |l acconpany the

materiel. If a receipt docunment is lost, the TMO wll ensure
that a replacenent docunent is prepared and associated with the
materiel prior to release to a custoner. The repl acenent

docunent will be annotated "DUPE DOCUMENT" in the "Renarks"
bl ock.

4001. MATERI EL  RECEI PTS

1. MLSTRIP requisition receipts (DD 1348-1) and open purchase
receipts (DD 250, etc.) wll acconmpany nateriel in accordance
with paragraph 4000. Additionally the TMO will provide one copy
to the Drector, WMteriel Dvision (Custoner Service Section),
one copy to the Property Control Oficer, and one copy to the
Procurement O ficer within 1 working day of the issue of nateriel
to the custoner. The PCO will discard all DD 250s, DD 1348-1's
for noncontrolled, expendable supplies.

2. Only those personnel authorized to sign for property for a
particular organization may receipt for supplies. The DA 1687
will be utilized for subordinate organizations as a signature
record for authorized personnel. A copy of this form will be
prepared by the Unit Property Oficer upon assunption of duties,
and forwarded to the PCO TMD Customer Service Section (Materiel
Division), and other cognizant organizations as required.
Appendi x | provides guidance for the preparation of the DA 1687.
Wthin 2 working days after receipt of the item the UPO wll
provide a copy of the receipt docunent (signed and legible) to
the PCO acconpanied with a DIC B4S/B6K (See figures 4-1 and 4-2)
for nonexpendabl e property. The B4S/B6K and recei pt docunent
will be utilized to adjust property records.

4002. DI SCREPANCI ES | N MNATERI EL RECElI VED

1. In those instances when it is determned that item

di screpancies are the responsibility of the shipper, a Report of
Item Discrepancy (SF 364) will be initiated by the receiving
unit/battalion in accordance wth paragraph 04050 of UM 4400- 15.
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Al followup action related to the report will be nade by the
sane originating activity.

2, In those instances where carrier liability is determned, the
Traffic Managenment O ficer will normally resolve the

di screpanci es upon receipt. If carrier related discrepancies are
noted at the wunit/battalion level after receipt, they wll be

reported to the TMO within 24 hours for resolution in accordance
with paragraph 04050 of UM 4400- 15.

3. The PCco will report discrepancies in shipnent in accordance

wth UM 4400-124 (Part 111), paragraph 5.3 for those SAC 2/3
assets requisitioned.

4008. FI SCAL  EXPENSI NG

1. Recei pt docunents wll be processed by the Customer Service
Section (CSS), wMateriel Division. The CSS will induct a fiscal
transaction into the Financial Accounting Mnagenent Reporting
System (FARMB). The NI5 transaction will be utilized for open
purchase docunments and the NI6 transaction will be wutilized for
M LSTRI P docunents. The induction of the NT5/6 transaction wll
update the E15 file and produce a CSS Fiscal List and CS
transacti on. The CSS List will be produced by Fiscal Year and
Activity Address Code. The CSS List will be verified by the CSS
Section inmmediately followng each update (3 tines per week). A
copy of the obligated/ expense CSS List will be provided to the
customer and to the Command Accounting Branch.

2. A copy of the receipt will be placed in the pending file. It
will remain in the pending file until it appears on the CSS
Fiscal list. If materiel has been received and does not appear
on the CSS List, or if a discrepancy exists, the custonmer wll
notify the Director Materiel Dvision (Head, CSS) by nmenorandum
with a copy of the receipt docunent attached, within 7 days.

4004. UNI QUE ACCOUNTING PROCEDURES. Specific instructions for
the receipt and control of plant property, training aids, special
services equipment etc., may be found in pertinent orders, and
Chapters 2 and 5 of this Mnual.
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Bl ock_ Entry
A Enter the "in the clear address" of the receiving activity.
B Enter the "in the clear address"” of the shipping
activity, if known.
1 Enter the applicable docunent identifier code.
4-5 Enter the national stock nunber.
7 Enter the unit of issue.
8 Enter the quantity received.
10 Enter the activity address code.
11 Enter the Julian date.
12 Enter the serial nunber.
L-O Enter full nonenclature.
T Enter the unit price.
U Enter the total price.
Remar ks Signature of the UPO or designated representative
Figure 4-1. --Format for a B4S Transaction--Conti nued.
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CHAPTER 5
PROPERTY CONTROL PROCEDURES

5000. GENERAL | NFORVATI ON

1. Accountability is normally inherent in comand.

Organi zati onal comranders, assistant chiefs of staff, and
activity heads function as comanders in so far as the conduct of
supply operations is concerned. The discharge of duties
involving the elenents of accountability will be acconplished by
the supply officer/unit property officer of the activity.

Organi zational commanders and those activity heads who rate
qualified supply personnel by T/O wll appoint such personnel and
maintain "supply accounts” in accordance with the current

editions of MCO P4400.150, UM 4400-15, UM 4400-124 (as

appropriate), and this Manual. Al activity heads not authorized
technical supply personnel wll appoint unit property officers to
be responsible for the activity's assets.

2. Oficers in charge at all levels of supervision are required
to ensure that the property in their jurisdiction is properly

saf eguarded, maintained, admnistered and accounted for. The

proper care, handling, and use of public property are functions
of authority. This chapter provides guidelines for the effective
control for all types of mnor property aboard MCDEC. M nor
property, as used in this Oder, is defined as all nonexpendabl e,
serialized property valued between $100 and $1,000 and all
serialized Marine Corps assigned TAM itens regardl ess of value.
Al officers in charge wll conduct periodic supply inspections
to assure thenselves that the condition of materiel, records and
operating procedures under their control are in accordance wth
applicable directives,

5001. RESPONSI BI LI TI ES

1. Assistant Chief of Staff, Supply. The Assistant Chief of
Staff, Supply is authorized to sign voucher transactions in
accordance wth MCO P4400.150, paragraph 2009. 2. The Assi stant
Chief of Staff, Supply serves as the MIDEC Supply O ficer and as
such is responsible for the overall managenent of the supply
function for the conmmand. Chapter 1 of this Manual provides
additional clarification of the duties and responsibilities of
the Assistant Chief of Staff, Supply.

2. Property Control Oficer. The PCO acts on behalf of the
Commandi ng CGeneral (Assistant Chief of Staff, Supply) by
maintaining the formal accounting of all mnor property (as
identified in paragraph 5000). The Command Mechani zed Al owance
List (MAL) is the primary accounting instrument for
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mnor property. Al property maintained on the MAL will be
subcustodied to supply officers/unit property officers utilizing
the Consolidated Menorandum Receipt (CMR). Technical guidance
and support wll be provided whenever feasible.

3. Accountable Oficer. An accountable officer is defined as a
center director, organizational commander, assistant chief of
staff or other activity head. Such individuals are accountable
for all property under their control. In those instances where a
subordinate activity head is rated by a Table of O ganization
which al so possesses an officer, SNCO or civilian filling a
property control billet, that activity head shall be designated
as the accountable officer. Accountable officers will appoint a
unit property officer(s), wutilizing figure 5-1, as direct
custodians of public property wunder their jurisdiction. Nor nal | y
the unit property officer will be appointed to be accountable for
nonexpendabl e property for the PCO plant property for the Plant

Account O‘ficer,_ and Non-FMF allowance list assets from the
accountable officer.

4. Unit Property Oficer. A unit property officer is a mlitary
or civiltan individual who is the direct custodian of public
property as identified in paragraph 5001. 3. This property is
listed on CMR's provided by the PCO Plant Account Oficer and on
the Non-FMF Allowance List provided by the accountable officer.

5. Supply Oficer. An individual serving in the billet of
supply officer and directly responsible to the organizational
commander/responsible officer for the efficient and effective
supply operations of that organization. For optimum efficiency
in supply operations to be attained, it is inperative that the
supply officer organize and admnister all phases of a supply
training program ensure that all internal records are accurately
mai ntai ned, desk top procedures prepared, and standing operating
procedures publi shed. The supply officer will function as a unit
property officer for property; however, he wll admnister
property control in accordance with the current editions of MCO
P4400,150, UM 4400-15, and UM 4400-124 as a supply officer.

5002. LETTERS O APPQO NTMENT

1. The Assistant Chief of Staff, Supply, wll be assigned by the
Commandi ng Ceneral, MCDEC. The duties of the Assistant Chief of
Staff, Supply will be as indicated in Chapter 1 of this Mnual
and any other duties as deened necessary by the Conmmandi ng
General .

2. The Property Control Oficer wll be appointed, in witing,
by the Assistant Chief of Staff, Supply. The original signed

copy of the appointnent/relief letter will be naintained in the
PCO 5 year file.
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3. Center directors, organizational comranders, assistant chiefs
of staff, and activity heads are assigned by letter or special

order, as appropriate, and serve as accountable officers by
virtue of their billet assignnent.

4, Unit property officers (UPO wll be appointed by the

appropriate accountable officer. Appointments will be in witing
using the format provided in figure 5-1I. The new y appointed UPO
will mintain the original of the appointnent. Si gned copies

will be forwarded, by the accountable officer, to the outgoing
UPO Property Control Oficer, Plant Property Oficer, and other
Command accountable officers as required. Unit Property O ficers

nmust becone famliar with the instructions provided in the
current edition of UM 4400-15 and this Mnual. Addi ti onal
suppl enental guidance nay be obtained from UM 4400-124.

5. Relief of commanding officers, supply officers/

Property Control Oficer, and responsible/unit property officers
will be in accordance with MCO P4400.150, paragraphs 5005.1,
5005.2 and 5005.3, respectively and herein.

a. The commanding officer/accountable officer wll provide a
Letter of Certification to the incomng conmmanding
officer/accountable officer indicating the status of supply
operations wthin the organization. This letter will be
maintained in the supply 5 year file. I ncom ng conmmandi ng
officers/accountable officers wll conduct supply inspections to
determne the condition of the materiel, records, and adequacy of
operating procedures. The inspection will be conpleted within 30
days after assunption of comand/ appointnent. In cases of death,
suspension, transfer wthout relief, or other occasions where a
letter of certification cannot be obtained, the Comanding
CGeneral (Assistant Chief of Staff, Supply) wll appoint an
inventory board to conduct an inspection of the organization and
to report its findings to the Comrandi ng Ceneral.

b. The Property Control Oficer and all supply officers wll
furnish a Letter of Certification to the relieving individual
stating the status of supply operations wthin the organization,
and will be dated the date of relief. Wthin 15 days after

appointnent the relieving officer wll inspect the condition of
the records, supplies, personnel and/or related matters. A
witten report will be prepared and provided to the Assistant

Chief of Staff, Supply or organizational commander, as
appropriate, detailing the results of the inspection. A copy of
this report will be maintained in the supply 5 year file.

Request for extensions to evaluate the status of the account may
be requested by the relieving officer and approved by the
Assistant Chief of Staff, Supply/organizational conmander .
Extensions will be requested in witing and for no nore than one
additional 15 day period.
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(1) If not satisfied with the condition of the entire

account, the relieving officer wll report (by endorsenent on the
letter of certification), in detail, the facts to the Assistant
Chief of Staff, Supply or comanding officer, for appropriate
action. In case of death, suspension, or transfer without

relief, the Assistant Chief of Staff, Supply/commanding officer
will appoint a board to perform the duties of the relieved supply
of ficer.

(2) If the results of the board indicate culpability for
| osses, then an investigation should be a recomendation of the
boar d. Al letters of certification, acceptance etc., wll be
maintained in the supply 5 year file.

c. The accountable officer will ensure that an ai)proprl ate
relief for the unit property officer is designated at | east

days prior to the detachnment/transfer of the incunbent. An
orderly transfer of accountability nust be effected in accordance
with UM 4400-15, chapter 6. In the event a replacenent is not
avail able, the responsible officer becomres the sole accountable
officer (hence wunit property officer, pending replacenent). A
request, in witing, will be nade to the appropriate command
accountable officers (PCO Plant Account Oficer, etc.) for a new
OWR The outgoing UPO wll report all discrepancies to the
Command accountable officer prior to transferring the account to

the new UPO A joint inventory of all assets, wll be conducted
to ensure that the CVMR is correct and all assets are on fornmal
account, as required. The new UPO will sign appropriate

accounting docurments (CVMR COMR endorsenent, etc.) and provide a
letter to the appropriate command accountable officer noting all
di screpancies and providing docunmentation for any adjustnents.
The letter will be forwarded 15 days after receipt of the COWR
with copy to the accountable officer.

5008. COMWVAND MECHANI ZED ALLOMNCE LI ST OVER/ SHORT REPORT
(MAL)

1. The Property Control Oficer maintains the Comand NMNAL. The
MAL is an extract report of the Loaded Unit Allowance File

(LuaF) . The primary purpose of the MAL is to control

nonexpendabl e assets (as identified in paragraph 5000.2) and
controlled itens (Al and 2) within the Command.

a. The MNAL provides current information, such as NSN, unit
price, overages, shortages and other such information for
al l onance-type materiel wthin MCDEC The original copy of the
MAL, together wth copies of all increasel/decrease transactions,
will be maintained by the Property Control Oficer. As changes
occur, the original copy of the MAL will be updated in pencil.
Supporting docunents (gains, |osses, receipts, investigations)
will be maintained in the PCO voucher file.
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b. The MAL is printed in tw parts. Each part will be
printed in TAM and NSN sequence. Part 1 consists of the
Command's Type 1 Table of Equipnent (T/E) itens. Part 2 consists
of the Command's Type 2 T/E itens, and itens with locally
assigned TAMCN's for which the Commanding GCeneral has authorized
a special allowance. If type 3 itenms are authorized (primarily
"v" TAMb at MCDEC) they will be listed in the Part 2 section of
the MAL., The Command MAL supports several T/E's in the 7400
seri es. The allowances on the MAL wll be the sum of all T/Es
support ed.

c. Al Mirine Corps controlled itens resident on the Master
Header Information File (MAF) wll be identified on the MAL wth
a Controlled Itens Code (CC of A-l. If a responsible officer
desires that an item requires special control, then he wll
request that a local CGC of 2 be assigned. The request will be
forwarded to the Commanding Ceneral (C 210) via the PCO
Copi es of approved requests will be naintained by the PCO as
supporting docunentation.

d. Alowances will nornmally be loaded to the Prine NSN wth
the on hand quantity loaded to the actual NSN on hand. Al | onance
quantities specified on the MAL are mandatory allowances. Type
1, SAC 3 itens will be on hand or on order at all tines. Al
other items will be on hand, on order, or identified as an
unfunded deficiency by the UPO during the budget process. The
PCO is responsible for ensuring that Type 1, SAC 3 itens are

properly managed, controlled, and properly accounted for. Uni t
property officers will nanage, control, and account for all other
itemns.

2. Al assets nmaintained on the MAL wll be subcustodied on a

Consol i dated Menorandum Receipt (COWR) to unit property officers.
Serialized end itens namintained available for issue by the PCO

will be maintained on subsidiary records. The procedures
provided in UM 4400-124 (Part 111, Section 2), paragraphs 2.3 and
2.4, apply.

5004. CONSCLI DATED MEMORANDUM  RECEI PT  (CWVR)

1. The CWR is provided by the PCO quarterly (at |east annually),
upon change of wunit property officer and as requested by the unit
property officer. The COWR is provided in Activity/Responsible

Uni t/ TAMCN sequence. The CMR lists authorized allowance itens in

the hands of the unit property officer. The CVR is an extract
report from the Reporting Unit Allowance File (RUAF). The CMR
will provide identical information to the MAL except that it wll

have the USMJ serial nunber of all on hand assets. Any item
which the Commanding GCeneral designates, in witing, as locally
controlled (CC 2) wll be treated as nonexpendable and wll be
| oaded to the LUAF and RUAF.
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2. Alowances will always be loaded to the actual unit which
rates the asset. On hands will be loaded to the owning unit or
to the Plant Account O ficer/ TAVSC supply officer's account for
subsequent issue in accordance with chapter 2 of this Mnual.

3. The following actions are required for the control of assets
nmeeting the criteria for accounting of assets on the PCO CWR (as
per paragraphs 2001, 2002, 2004 and 5000.2, herein).

a. The Property Control Oficer wll:

(1) Maintain the original signed copy of the CWR for
each unit property officer, together with all pending adjustnent
transactions (receipts, issues, transfers, and inventory
adjustnments) in TAM/NSN sequence.

(2) Quarterly (not less than annually), upon change of
unit property officer, or on request, the PCO will prepare a
cover letter and enclose two copies of the CVMR to be forwarded to
t he UPQ

(3) Upon receipt of the signed CVR from the UPQ

reconcile any differences that nmay exist. Once the new CMR has
been reconciled, the old copy with its adjustment transactions
will be retained on file for 1 year.

(4) The Pco will not adjust accountable bal ances without

appropriate docunentati on.

b. Unit Property Oficers wll:

(1) Upon receipt of a new CMR reconcile the on hand
bal ances and USMJ serial nunbers of all assets on hand against
the data resident on the CMR

(2) If discrepancies are noted, provide supporting
docunentation (receipts, issues, transfers, gain, and/or |oss
transactions) to the PCO

(3) Prepare a cover letter noting the condition of the
CWR and identify all discrepancies.

(4) The reconciliation of the COVR submssion of a cover
letter and supporting docunentation, and return of the
endorsenent to the PCO cover letter to the PCO wll be
acconplished within 15 days of receipt of the CW (or the date
identified in the CVMR cover |letter; whichever cones first).

(5) The lower right hand corner of each page of the COWR
will be initialed and the |ast page signed by the UPQ

(6) The UPO will not use ink on the CWR except to initial
and sign it.
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4. In the event discrepancies do exist, the PCO and the UPO nust
review the CVR and all supporting docunentation provided by the
UPO as well as all adjustnents maintained by the PCO in the
original OWR file.

a. If the PCO and the UPQ agree that the CMR is in error,
the PCO will pen change the erroneous quantities and both the PCO
and the UPO will initial the change.

b. If the PCO and UPO do not agree that the CVMR is in error,
the UPO will report the discrepancies in accordance wth Chapter
16, herein, and the current editions of MIDECO 5500.7 and
MCO P4400.150. The UPO will sign the endorsenent to the PCO
cover letter, as well as the CVR even though quantities on the

CVMR nmay be disputed. However, since the UPO wll simltaneously
be submtting a letter to the PCO in accordance w th paragraph
5004.3b(3) of this Mnual, it will be this letter that will
docunment the UPO s position on disputed quantities.

5. Accounting records at the UPO level wll be kept to a

m ni num UPOs nust ensure that their records are naintained
current on a daily basis. One copy of the COVR will be naintained
at the UPO level with all pending adjustnment transactions. UPO S

may designate one or nore individuals as their authorized
representative (in accordance wth paragraph 4001.1, herein) to
receipt and requisition supplies. The original copy of the

del egation of authority will be maintained by the PCO for CWR
items.

a. UPO's wll subcustody CWMR assets, whenever possible, to
the |owest responsible individual/organization possible. UPO S
will utilize the procedures contained in UM 4400-15, paragraphs

03001, 03002 and 03003. Sonme accounts have available to them
data processing equipnent and techniques.

b. In those cases where data processing equipnment is
available, to inprove supply operations, they may be utilized.
However, the information contained in the automated system nust
be equal to or greater than the information required by
UM 4400-15 and herein and must conform to the constraints of UM
4400- 124, where applicable (i.e., quarterly inventories, etc.).
Wienever an automated systens is utilized, the new procedures
required by this change will be the subject of a desk top
procedure, standard operating procedure, etc.

5005. PLANT PROPERTY

1. The control and nanagenent of plant property assets wll be
in accordance with the current editions of MCO 7321.2, the Navy
Conptroller Manual, Volune 3 (Chapter 6), MCDECO P7000.1 (Chapter
3), other pertinent publications and directives, and paragraph
2005 of this Manual.
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2. T/E assets that are valued at in excess of $1,000.00 are
subject to the provisions of NAVCOMPT Manual, Volune 3, Chapter 6
and will be managed by the Plant Account Supervisor. However ,
these itens are also subject to the control and managenent of the
PCO and the provisions of MCO P4400.150, Chapter 2. This dual
command accounting responsibility is wunique to base, posts and
stations. In order to ensure a mninum anmount of duplicity and a
maxi mnum anount of accountability the procedures contained herein
are gernane.

a. Requi sitioning of these assets wll normally be
acconplished by the PCO based on current allowance deficiencies.

b. The PCO will prepare a transfer docunment (DD 1348-1,
DIC B7K) transferring the item wupon receipt, to the deficient
organi zati on. Concurrently, the PCO will notify, in witing, the
Pl ant Account Supervisor of the receipt of the item owning
organi zation, serial nunber, TAMCN and any other pertinent
information for appropriate tagging and action.

c. The transfer docunment previously signed by the owning
organi zation, wll be provided to the Plant Account Supervisor
for signature.

d. The transfer docunment, signed by both the Plant Account

Supervisor and the owning unit will be utilized to |load the asset
to the CVR provided to the Plant Property Supervisor by the PQO
The Plant Property Oficer will process the item in accordance
with the current edition of MXDECO P7000.1.

3. Retrograde of dual comrand controlled assets will be in
accordance with Chapter 6 of this Minual. Additionally the asset

nmust, admnistratively, be screened by the Plant Account
Supervisor and the Property Control Oficer prior to transfer,
disposal, or return to the stores system

5006. SPECI AL  SERVI CES PROPERTY

1. The acquisition, receipt, and control of assets procured
specifically for the Command' s special services program
(recreation fund equipnent) wll be in accordance with the
ﬁurr_ent editions of MCO P1710.17, UM 4400-15, MDECO P1700.1, and
erein.

a. Nonappropriated Fund Itenms (NAFI) wll be handled in
accordance with paragraph 2005 of this Mnual, and other
pertinent publications.

b. Appropriated Fund Property procured specifically as
recreation fund equipnent and a part of the special services
program wi Il not be accounted for by the PCO They will be
accounted for in accordance wth paragraph 5006.1 and
MCO P1710.17, Chapter 8, by the recreation fund custodian.
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2. Appropriated Fund property procured to admnistratively
support the command special services dprogram and wWhich 1s not
recreational equipnent will be managed in accordance with the
instructions contained in this Mnual.

5007. TRAINING AIDS AND EQU PVENT

1. The acquisition, receipt, and control of assets procured for
the Training and Audiovisual Support Program will be in
accordance with the current editions of MCO P5290.1,

MCDECO P5290.2 and herein.

2. Training support and audiovisual equipnment purchased for use

at MCDEC will be purchased by, or with the concurrence of, the
Head, TAVSC. Equi pment meeting the criteria for being on the PCO
account (nonexpendableg) W Il be maintained on the command NAL,

subcustodied to the TAVSC unit property officer and further
subcustodied as required to appropriate organizations.

5008. NON-FM- ALLOMNCE ASSETS

1. End itens that are expendable, non-serialized, non-
consumable, and do not neet the criteria to be accounted for by
the Property Control Oficer, Plant Account Supervisor, Special
Services Oficer, Training and Audiovisual Support Oficer or
ot her command accountable officer wll have allowances
established and maintained on the Non-FMF Allowance List. Thi s
materiel normally falls into one of the follow ng categories:

a. Type 1, SAC 1 (Stock Fund Account) itens
b. Type 2 itens
c. Ofice equipnment and furniture

d. O gani zational itens issued as required (flags, guidons,
tents, etc.)

2. Establi shnent of allowances wll be in accordance wth
paragraph 2003 of this Mnual,

3. If NAVMC 708 cards are used, only the NSN, nomnencl ature,
all onance, and remarks fields are required on the Non-FM
Al | onance List. The Non-FMF Al lowance List wll contain the

following mninum elements in NSN sequence, when circunstances do
not permt the use of NAVMC 708 cards:

a. NSN

b. Nonmencl at ur e
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c. Accountable Balance (total assets on hand/issued to
subaccounts, etc.)

d. Allowance
e. Qantity Issued (from accountable balance) by unit
f. Quantity Over/ Short

g. Available for Issue (In Stock - the difference between
the accountable balance and the total quantity issued wll equal
“"Avail able for |Issue" or the quantity in stock)

h. Quantity on Valid Requisition (include docunent nunber)

1. Remarks (approved nodification, authorizations, etc.)

The Non-FM- Allowance List will be maintained for one year after
the promulgation of a new Non-FMF Allowance List. Assets on the
Non- FMF Al lowance List wll be inventoried at |east annually

normally in conjunction with the annual review of the A Il owance
List by the accountable officer. The original of the Non-FM-
Allowance List will be nmaintained by the unit property officer.
Additional copies may be maintained and distributed as required.

4. Each item that is subcustodied will be issued in accordance
with paragraph 5009 herein.

5009. UNIT SUBCUSTCDY AND | NTERNAL AGCCOUNTI NG OF ASSETS

1. Alowance lists, original copies of the Equipnment Custody
Record (Navwc 10359), pending requisitions and those nenorandum
records necessary to provide efficient control of supplies are
required to be maintained at the unit property officer |evel.
Additionally, the utilization of a locally produced (mechanized)
CVMR is encouraged; however, such adaptation requires strict
adherence to UM 4400-124 tinmefranes as discussed in paragraph
5004.5b of this Manual.

2. Assets under the control of a responsible officer wll be
centrally controlled by the unit property officer. The UPO wll
maintain all Alowance lists, CMR's etc., current on a daily
basi s.

a. The Stock Record and Inventory Control Card (NAVMC 708)

will be maintained, except as noted in paragraph 5004.5a
precedi ng, by the UPQ The stock record card wll reflect
recei pts, issues and disposition of all supplies and equipnment in

accordance with UM 4400-15, paragraph 03001 and 03012.2e. A
stock record card is not normally required for the follow ng when
a 10 day (or less) supply is maintained:
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(1) Ofice supplies
(2) Blank Forns

(3) Itens required on an "as required" basis that are
imediately issued to end use (Housekeeping supplies, rifle
patches, cleaning fluid etc.)

(4) Those itens resident on higher headquarters
accounting docunents (i.e., PCO OVR P.A COW etc.)

b. For those itens that a Stock Record and Inventory Control

Card is required, the UPO wll ensure that it is maintained
current on a daily basis and appropriately annotated with all
vouchers (gains, |osses, investigations, etc.), receipts,
requisitions, etc., in accordance wth paragraph 5009.2a

pr ecedi ng. The stock record card will be maintained in NSN
sequence.

3. Assets centrally managed by the UPQO will be subcustodied to
the |owest |evel possible. Uni ssued serialized assets and other
itens of a highly negotiable nature will be naintained on a

subsidiary record deck in NSN sequence. The followi ng elenents
of information are required:

a. Norencl at ur e

b. Vake

c. Manufacturer

d. Model

e. Manufacturer's Serial Nunber

f. NSN

g, USMC Serial MNunmber (if assigned)

h. Location (optional elenent)
4,  (Organizations supported by the UPO which require assets wll
designate an authorized representative to requisition, receipt,
and account for supplies. The accountable officer wll appoint
the authorized representative in witing. The UPO will nmaintain
the letters of appointnent current. The Equi pnment Custody Record
Card (NAVMC 10359) will be utilized for issuing assets to
subordinate organi zations, except as noted in paragraph 5004.5a
pr ecedi ng. The Equi pment Custody Record Card will be nmaintained
in Account#/ NSN sequence.

5.  Wapons, individual equipnent, and the like, wll be
subcustodied in accordance with the provisions of UM 4400-15,
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Chapter 3, and as noted in paragraph 5004.5a and Chapter 2 of
this Manual .

5010. | NTRABASE  TRANSFERS

1. Property maintained on the accountable records of higher
headquarters (i.e., PCO Plant Account, etc.,) wll be
transferred in accordance with the procedures published by the
respective command/staff el enment.

2. Property nmaintained on the Non-FM- Allowance List wll be
transferred in accordance with the accountable officer's |ocal
procedures and as noted in this Mnual. The accountable officer
will ensure that local procedures wll preclude, to the greatest

extent possible, fraud, waste and abuse.

3. Assets nmaintained on the PCO MAL and unit CWR will be
transferred in accordance with the procedures contained herein.

a. The UPO owning the property wll prepare a transfer
document (DD 1348-1, DIC B7K) to the receiving organization. The
transfer docurment wll be conpleted in accordance with figure

12-2. The UPO will sign and date in the "Selected By" block.
The mninmum required information to be contained on the docunent
wll Dbe:

(1) NSN

(2) TAMCN

(3) Unit of Issue

(4) Qantity

(5 ULnit Price

(6) Total Price

(7) Serial Number

(8) Nomencl ature

(9) Docunent Number (Losing Unit)

(10) Condition Code

b. The gaining/receiving UPO wll acknow edge receipt of the

asset by signing and dating the "Received By" bl ock.

Additionally, the UPO wll verify the serial nunber, condition
code, NSN, TAMCN, and all other pertinent information.

c. The original copy of the transfer docunent wll be
retained by the losing UPO (with both signatures, thereon). A
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copy will be provided to the gaining up0 and a signed, legible
copy wll be forwarded to the PCO wthin 2 working days.

d. The pCcO wll, wupon receipt of the transfer docunent,
verify that allowances exist, serial nunbers, NSN's etc., are
current and effect the admnistrative transfer of the item from
one CMR to another. In the event of a disparity the pco wll
contact the losing wunit for clarification and appropriate
corrective action.

5011. ADJUSTMENTS  TO PRCPERTY  RECCRDS

1.  Adjustnment procedures prescribed in this paragraph apply to
nonexpendabl e equipment formally accounted for by the PCO  The
o Form 1348 will Dbe utilized as the voucher docunent for all
loss/gain (D8/9's) adjustnents submtted. Al vouchers wll be
signed by the appropriate accountable officer or his designated
representative (as appointed in witing). Udder no circunstances
my the UPO sign/voucher an adjustnent transaction. Upon
approval of the adjustnent (wt appropriate justificapi on) the
DD 1348 will be forwarded to the PCQO  The pco will review the
transaction for correctness, and forward the transaction to the
Assistant Chief of Staff, Supply, or his designated
representative, for appropriate voucher/signature.

a. During the PCO review of the transaction for correctness
and conpleteness, if the justification does not support the
docunent identifier code assigned (or if fault or negligence is
apparent), the docunment wll be returned to the UPQ If the
docunent appears correct, the transaction wll be forwarded to
the Assistant Chief of Staff, Supply.

b. Upon receipt of the transaction from the PCO the
Assistant Chief of Staff, Supply, or his designated
representative, will review the transaction. If fault or
negligence is suspected, the document will be returned to the
accountable officer for appropriate investigative action as
described in paragraph 9001 following. [f the docunent is
correct, it wll be signed, dated, and returned to the pco for
subsequent induction.

f2.||There are three categories of adjustnent transactions as
ol | ows:

a. B8/9%z @Gin/loss adjustnents that result from
inventory of Marine Corps property and/or
to adjust records as a result of an
investigation (when appropriate).

b. B8/9B The use of a "B" in the third position of
the DC indicates that no physical |oss/
gain of property occurred and that an
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adjustment to the formal records is being
made to admnistratively correct the
account. This transaction nust be fully
justified and submtted wth supporting
document ati on.

c. B8/9A The use of an "A'" in the third position
indicates a gain/loss of supply system
stock i.e., operating stocks, repair
parts, etc. This transaction wll not be
accepted by the PQO

d. A Mssing, Lost, Stolen, or Recovered property report
(MLSR), ot .Supply Accountability Report (SAR) will be submtted
concurrently wth those B8/9Z transactions that neet the criteria

as noted in the current edition of MXDECO 5500.7 as nodified by
any existing Bulletins in the 5500 series.
3. Each adjustnment transaction nust contain a conplete
explanatory note pertaining to the Jloss/gain and wll include the
following mnimm information:

a. Circunstances surrounding the |oss/gain.

b. Qulpability or negligence is/is not suspected.

5012. | NVENTORI ES

1. A complete physical inventory wll be conducted of all itens
of supplies and equipnent at least annually, as required by
pertinent supply publications, directives, and as contained in
this GOder, Each article wll be sighted and inspected for
serviceability, and verified against accounting records for

correctness. Upon conpletion of the required inventory and
adj ustnent action, unit property officers wll stanp "INVENTORY -
(DATE) " on the next balance posting of the Non-FMW

AlTowance List, ECR card, locally produced Ilisting, and/or NAVMC
708, as appropriate.

2. Inventories of items maintained on the PCO OWMR wll be
conducted quarterly, annually, wupon change of UPQ and as
required. Al subcustody records and equipnent wll be verified

reconciled in conjunction with the OW inventory, and as noted in
paragraph 5012.1, preceding.

5013. SERIALI ZED CONTROL OF SMALL ARMS (CRANE REPQORTING)

1. Annually, the Commanding COficer, Naval \apons Support
Center, Qrane, Indiana wll forward a listing of all reportable
itens to the GCommanding General, MXDEC  The Property Control
Gficer wll review all serial nunbers resident on the Oane
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report against records maintained on the Command MAL and on the
Reporting Unit Allowance File (RUAF). Adm ni strative corrections
will be annotated to the Cane report/RUAF/MAL, as appropriate.

2. After the PCO reconciliation, the Crane report wll be
published to organizations wth accountable balances. The

organi zations wll reviewthe Ilisting against accountable records
for correctness. A physical inventory will be conducted to
verify the serial nunbers physically on hand against the Cane
report. Al corrections, and or changes, will be annotated to
the Crane report. The Crane report wll then be forwarded to the

PCO under cover letter with conplete supporting docunentation for
each change.

3. The PCO wll consolidate the input received from the

subordi nate organizations, validate all changes, and return the
updated Crane report to the CO NWC within 45 days from the date
of the original Cane letter. The current edition of

MCO 8300.1 provides additional guidance for the serialized

control of small arnmns. The current edition of OPNAVINST 5530.13
provi des guidance pertaining to inventory requirenents for snall
ar ms. Summari zed, paragraphs 4-601 and 6-301, therein, levy the
follow ng requirenents:

a. Upon the relief of comanding officer, responsible
officer and arnory custodian.

b. Daily, wupon the opening and closing of the arnory.
c. Mnthly, a serialized count by a disinterested party.
d. Quarterly, a serialized count by the responsible officer.

e. Annually, a serialized count via the Crane report.

5014. MAI NTENANCE ~ FLOAT

1. The current edition of MCO P4400.82 and MCO P4400.,150
establish maintenance and supply polices for the Maintenance

Fl oat . The mssion of the Mintenance Float is to provide the
sole source for the direct exchange of Secondary Depot
Repairables (SOR's) and Field Level Repairables (FLR'S) as
published in the Mintenance Float Catalog; at MIDEC, in support
of second, third and fourth echelon maintenance efforts.

2. The PCO is assigned as the overall Mintenance Float Manager
with the activity address code of MVFAH. The PCO will

adm nister the program in accordance with the current edition of
MCDECO P4400. 2.
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5015. RECOVERABLE | TEM5 PROGRAM The pCco is the primary action
officer for the managenent of controlled itens in accordance wth
the current edition of MCO P4400.82 (less those itens controlled
by the Mrksmanship Training Unit (MU, the Marine Corps Ar
Facility (Navy Supplies), and Marine Corps Miseuns). All

requi sitioning, followups, and distribution of SAC 3 end itens
will be acconplished by the PCO working in conjunction with the
Support Division Mintenance Managenment O fice (MMO) in
accordance with the current edition of MIDECO P4400.2 and MCDECO
P4790.2.

5016. REPLACEMENT AND EVACUATI ON  PROGRAM

1. The primary source of serviceable equipnent for the

repl acenment of in-use equipnent is the Repair Program

Conversely, the primary source of repairable equipnment for
induction to this program is that equipnment retrograded under the

Repl acerent and Evacuation (R&E)} Program
2. Itens selected for inclusion in the R&E Program nust be:

a. M ssion-essential to Marine Corps units for the
acconplishnment of their assigned m ssions.

b. End itens designated for depot |evel repair.

3. The PCO wll coordinate with MCDEC organizations, having
requirements for the R&E Program and wll:

a. Supntt requirenments for the subsequent 3 fiscal years to
the Commandant of the Marine Corps (LMV) by 15 January of each

cal endar year. Requi rements should be identified by the

organi zation scheduled to receive and coordinate the R&E

shi pnent; such as COS, TBS, etc. Nom nations wll be made in
accordance with the criteria contained in the current edition of
Tl -4710- 14/ 1 . The report will be in the followng format:

REPLACEMENT AND EVACUATI ON  NOM NATI ONS
Report Synbol SP-4710-03

TAM Nonencl at ur e Comrand E_X FY FY

b. Upon receipt of the R&E allocations for the oncom ng
fiscal year, provide MILB, Albany (wth an information copy to
the Commandant of the Marine Corps (LMVM) a prioritized listing
for those itens included in the R&E Program This listing wll
be utilized in developing the shipping schedule (published by
1 August) for the R&E Program

c. Furnish MILB, A bany, by 1 Septenber of each calendar

year, the fund codes to be used for R&E shipnents during the
upcomng fiscal vyear.
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d. Ensure that R&E assets are designated to be shipped where
economcally feasible.

e. Upon receipt of replacenent equipnent, the PCO will
prepare and submt the receipt confirmation report required by

MCO P4400.82, Chapter 6.

£f. Request approval from the Conmandant of the Marine Corps
(LMM) to evacuate equipnment prior to receipt of replacenents,
when appropri ate.

g. Select for retrograde that equipnent which is
economcally reparable and in the poorest overall nechanical
condition, as determned by a limted technical inspection (LTI).
If required, submt requests for assistance in the perfornmance of
LTI's to the CG MILB Albany/Barstow, as appropriate.

h. Retrograde shipnents will be nade conplete with the
appropriate end item conponents in accordance with MCO P4400.84,
Chapter 7.

i Ensure that units prepare replaced equipnent for
retrograde in accordance with the current edition of
MCO P4030.14.

j. Take action to cause retrograde nateriel to be turned
over to the organization responsible for transportation within 30
days after receipt of R&E materiel.

k. The PCO will submt a WER transaction, in accordance wth
the instructions contained in the current edition of MCO P4400.82
not later than 5 calendar days from the date the materiel was
turned over to the transportation facility. To this end, it is
reenphasi zed that the shipping docunment nunber nust be the sane
as the docunent nunber contained in the WER

1. Upon submssion of the WER forward equi pnent/vehicle
records, conplete with LTI and one copy of the shipping document,
to the MILB designated to receive the retrograde equipnent.

m. Cause all equipnent retrograded under the R&E Program to
be marked conspicuously with 3-inch letters: "RRE FY
SHI PPI NG TON "

n. Supmrt request for changes in requirenents, if
desired/required, to the Commandant of the Marine Corps (LMM).
Conplete information to justify the requests, including unit
all ocation, shall be furnished.

4. In addition to the requirements herein, the procedures

outlined in the current edition of MIDECO P4790.2 will be adhered
to.
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5017. REPAIR AND RETURN PROCGRAM

1, Annually MILB, A bany wll pronulgate the Repair and Return

(R&R) Program shipping and return schedules. Table of Authorized
Materiel Control MNunbers (TAMCN) to be repaired by the Depot

Mai ntenance Activity (DVA), MILB, Al bany will be turned in to the
Property Control Ofice (PCO no later than the first day of the
nmonth of shipnent. The below |isted procedures wll be foll owed
prior to turn in to PCO

a. Prepare a DD 1348-1 (shipping mat) in accordance wth
UM 4400-15,

b. The current edition of MCO P4030.36 will be followed in
preparation of the equipnment for shipnent.

c. Equipment wll be shipped conplete with appropriate end
item conponents as identified by the current editon of MCO-
P4400.84.

d. Al equipnment wll be conspicuously marked with three
inch letters: "R&R FY- "

e. Prepare and forward the vehicle equipnent records,
conplete with Limted Technical Inspection and the last two oil
anal ysis (when applicable), to PQCO

f. Shi ppi ng schedul es which cannot be acconplished due to

operational commtnents wll be reported to the Comrandi ng
General (C 210) with full justification 60 days in advance.
Approved deviation to the shipping schedule will be reported to

the DMA by PCO

2. Every effort will be nmade to mnimze shipnent/repair
turnaround tinmes by the DVA The owning unit should be prepared
to operate without the asset up to a maxi mum period of siX

nont hs.

3. R&R assets will remain on formal accounting records (MAL/CMR)
during the repair period. Each item will be annotated on the
CVMR,  "R&R Program FY " to the right of the item serial nunber

and contain a legible copy of the DD 1348-1 (with the PCO
acceptance signature) as supporting docunmentation (interim
receipt).

5018. INITIAL |1 SSUE  PROVI SI ONI NG = PROGRAM

1. MILB, Albany is responsible for the establishment of Initial
Issue Provisioning (I1P) projects in accordance with the current
edition of MCO P4400.79 and UM 4400-123. Furthernore, MCLB,

Al bany is responsible for initial procurenents in support of IIP
projects and furnishing this Command with the Consolidated/ Tail ored
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Listings for each project. The Consolidated/ Tailored Listing
shows the total |IP assets for this Conmmand that are provided to
support a particular end 1tem

2. Upon receipt of a Consolidated/ Tailored Listing from MCLB,

Al bany, the Assistant Chief of Staff, Supply (PCO wll establish
a location for each item and publish an IIP Catalog for

associ ated expendables. The catalog w |l be published at |east
sem-annually to coincide with the publication of the Maintenance

Fl oat Cat al og. The Assistant Chief of Staff, Supply (PCO will
ensure that assets assigned to a provisioning project are
properly received, controlled, and issued.

3. Those IIp's relating to secondary reparables wll be
controlled by the Mintenance Float Manager. Requi sitioning of
these assets by supported units wll be as prescribed for

all other reparables. The current edition of MCDECO P4400.2
provides anplifying instructions relating to the Mintenance

Fl oat Program

4.  The procedures outlined herein have been established to
assi st organi zations aboard MCDEC in placing new itens of

equi pment into service by providing a central control point for
repair parts to support those end itens.

5. The following procedures apply to the issue, control and
protection of |IP assets aboard MCDEC

a. PCO SASSY Section (1ITIP Coordinator)

(1) Establishing a Project. Upon receipt of the
Consol i dat ed/ Tai | or ed Listing, establish a project folder. As
assets are received, ensure that transactions containing the
Docunent Identifier Codes (DIC) BP3 are prepared and submtted to
MCLB, Al bany in accordance with the current edition of MCO
P4400.79. After submssion of the appropriate D C BP3
transaction, the I[IP coordinator wll:

(a) Establish a location for the item

(b) Prepare and nmaintain two warehouse.. control cards
(NAVMC 10849) wusing the criteria contained in UM 4400-124.

(c) Determne the II1P project conpletion percentage.

(d) Maintain a copy of the ZCA listing provided by
the Head, DSSC for each NSN

(2) Release of a Project. [IP projects will only be
rel eased upon attainnment of the prescribed project conpletion
rate and only after the placenent of the end item into service.
When an |IP neets the criteria required to be released, the IIP
Coordi nator wll:
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(a) Publish a list of all NSN's on hand for the
project to the appropriate organization and to the Head, DSSC

(b) Notify MILB, Albany when the end item is placed
into service.

(c) Maintain a log book of all requisitions and
issues for IIP assets.

(d) Maintain the ZCA File Listing (provided by DSSC)
to record usage vice 708 cards.

(e) Issue assets to using units as required.

(£) Maintain a copy of the EQ1 file (provided by the
Head, DSSC).

Units will request authority to place the end item into service
to the Assistant Chief of Staff, Supply via the PCoO.

(3) Expiration of Project Protection Period. Once a
project reaches the expiration date, normally two years after

being released, the IIP Coordinator will notify the using unit,
of all items which do not have sufficient usage to warrant a
requi sitioning objective at the DSSC This action wll be taken
prior to renoval of provisioning protection of the asset. If an

item does have sufficient usage to nerit a requisitioning
objective, it wll be stocked at the DSSC and current DSSC
requi sitioning procedures wll apply.

b. Using Unit Requisitioning Procedures

(1) Repair Part Support. Using units will normally
receive an Advance Logistics Oder (ALO) when a new item of
equipment is introduced into the Marine Corps Supply System The

ALO will be reviewed and all action taken as appropriate. Repai r
part support wll be provided from a variety of sources, as
fol | ows:

(a) Commercial Vendor (warranty)
(b) DSSC (for those parts already in the system
(c) Maintenance Float (secondary reparables, 11P)
(ay 1P
(2) Procedures for Use of Supply Sources. Procedures for

the use of Commercial Vendor, DSSC, and Maintenance Float are
covered by separate instructions and as noted herein. The

followng instructions apply only to requisitioning _expendable
Il P assets:
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(a) Prepare a funded requisition utilizing a DD 1348

(scilgnal code "J", supplenentary address M30000, Media and Status
code “S") .

(b) Deliver the DD 1348 to the PCO (IIP Coordinator).

(¢) Receive the item if available.

(d) If the itemis not available, the PCO wll
back-order the item through DSSC, utilizing the using unit's
docunment nunber.

c. Head, DSSC Responsibilities

(1) Stockage. The Head, DSSC will not stock I|IP project

items until sufficient usage has been accunulated to deternmine a
requi sitioning objective. The actual I11P protected stockage |evel

will be naintained by the PCO  (ne copy of the ZCA file and one
copy of the EQ1 file will be forwarded to the pCO (IIP
Coordinator) nonthly and semannually, respectively.

(2) Requisitioning. The PCO will forward all funded
requisitions for TTP itens (expendable) to the Customer Service
Section of the DSSC. Upon receipt of the item from the Source of
Supply (S0S8), the item requisitioned will be screened and, if the
suppl ementary address field (card columms 45-50) contains M30000,
forward the equipnment to PCO

d. Reconciliation Pr ocedur es

(1) Efect on Present Procedures. Procedures presently
in effect and outlined herein wll be adhered to. Reconci liation
is the nost effective neans of ensuring efficient supply support.

(2) 1P Special Procedures. The follow ng additional
procedures wll be utilized when dealing with IIP requisitions.
(a) Units will continue to reconcile all I1IP

requisitions with the Customer Service Section, DSSC

(b) Upon receipt of a replacenent item from
DSSC/stores system the PCO will forward a copy of the receipt
docunment to the original requisitioner.

(c) Until such time as the itemis receipted for, the
I[P Coordinator will reconcile bi-weekly with the Custoner
Service Section, DSSC

(d) DSSC will provide a MOV to PCO bi-nonthly for
appropriate action.
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UNITED STATES MARINE CORPS
MARINE CORPS DEVELOPMENT AND EDUCATION COMMAND
QUANTICO, VIRGINIA 22134-5001 IN REPLY REFER TO:

4400

From  Accountable Officer (Conmanding Officer, Center Director, Assistant
Chief of Saff)
To: I ndi vi dual

Subj:  APPO NTMENT AS UNIT PROPERTY OFFI CER

Ref : (a) UM 4400-15
{(b) MODEQO P4400.1__

1. In accordance with the references, you are hereby appointed as the Uhit
Property Officer for )

2. This appointnent relieves the follow ng individual as the Unit Property
Oficer wupon records reconciliation (to include inventory):

3. aninventory of all Government property will be conducted and all affected
property records will be reconciled by , the effective
date of your appointmnent.

copy to: .
PCO/Plant Account/TAVSC/SpServ (as applicable)

Figure 5-1.--Sanple Unit Property Oficer Appointment
Letter.
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SUPPLY SERVI CES NANUAL

CHAPTER 6
DI SPOSAL  PROCEDURES

6000. GENERAL | NFORVATI ON

1. The Property Control Oficer is designated as the Servicing
Accountable Supply Oficer in accordance with DoD 4160.21-M
chapter 1K, paragraph B. As such, the Property Control Oficer,
or designated representatives, are authorized to sign, receipt,
and dispose of supplies from the Defense Reutilization and
Marketing Service (DRVB) and its supporting Defense Reutilization
and Marketing Ofices (DRMO). This limtation is conducive to
proper supply accountability and instrunental in the prevention
of waste, fraud, and abuse w thin MCDEC

2. Prior to retrieving property from a DRMO, a Screeners Tally
Sheet will be conpleted, signed by the Unit Property Oficer and
forwarded to the Property Control Ofice for approval. Only

t hose personnel who are authorized to sign for property may sign
the Screeners Tally Sheet. Paragraph 4001.2 herein applies.

6001. UNSERVI CEABLE ~ PROPERTY

1. Wen property on charge to a Unit Property Oficer becones
unservi ceable, due to normal wear and tear, it wll be disposed
of in accordance with the instructions provided in the current
editions of MCDECO 4790.2, MCO 4400.82, and herein.

Unserviceable property wll not be turned in to DRMO Landfill or
the Property Control Ofice wthout proper authorization.

2. Unserviceable property, and serviceable comand excess
property wll be retained by the Unit Property Oficer having
accountability wuntil the Property Control Oficer authorizes turn
in;, except in those cases covered by the Mintenance Managenent
SCOP, Maintenance Float SOP, or separate orders, in which case the
Intermedi ate Maintenance Activity wll npaintain custody. The
Property Control Oficer will advise the Unit Property
Oficelrepair facility as to the tinme and receiving facility of
turn in. Turn-ins wll be acconplished by appointnent. Scrap
metal and rolling stock may be turned in Mnday through Friday in
accordance wth the provisions contained herein.

3. Unserviceable SAC 3 Table of Equipnent assets wll be

di sposed of in accordance with the current edition of MCO
P4400.82 and instructions contained in paragraph 6001.2 herein,
The Property Control Oficer will effect direct liaison with the
TMO UPO for pick up and delivery dates.

4.  Unserviceable SAC 1 Table of Equipnent Assets wll be
di sposed of as follows:
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a. The Unit Property Oficer wll:

(1) Mintain accountability and physical custody of the
asset .

(2) Prepare a DD 1348-1 shipping mat (DIC B7K) in
accordance with figure 6-1, utilizing the UPO's docunent nunber
and ensuring to insert the appropriate codes from Appendices J,
K, and L.

(3) Deliver the DD 1348-1 shipping mat to the Property
Control Ofice (SASSY Section) a mnimum of five working days
prior to the anticipated turn-in date, with LTI if appropriate.

(4) Upon notification by the Property Control Ofice,
obtain the DRMO turn in docurment (DD 1348-1, DIC B7J: figure 6-2)
and deliver the unserviceable asset to the appropriate receiving
facility in the configuration required.

(5) Return the signed receipt copy (B7J) within 2 working
days to the Property Control Ofice in return for the Unit
Property Oficer's conpleted DD 1348-1 (B7K).

(6) The Unit Property Oficer's signed DD 1348-1 (B7K)
serves as authorization for the PCO to drop the asset off the
Consol i dated Menorandum Recei pt.

b. The Property Control Oficer wll, upon receipt of the
Unit Property Oficer's DD 1348-1:

(1) Determine the appropriate receiving facility

(2) Prepare a DRMD turn-in docunent (DD 1348-1, DIC B7J)
utilizing a Property Control Ofice document nunber.

(3) Annotate all document nunbers on appropriate DD
1348-1's in the "Remarks" section.

(4) Request a turn-in date from DRMDO, if appropriate

(5 Notify the Unit Property Oficer of the authorized
turn-in date.

(6) Check unserviceable assets on the day of turn-in to
ensure proper turn-in configuration and correctness of DD 1348-1.

(7) Provide the DRMO turn-in docunment to the Unit

Property Oficer and direct the UPO to DRMO or the landfill (as
appropriate).

6- 4



SUPPLY SERVI CES NMANUAL 6001

(8) Upon return from DRMO, receive the receipt copy (B7J)
of the DRMO turn-in docunent, and provide the Unit Property
Oficer with a signed copy of the Unit Property Oficer's DD
1348-1 (DI C B7K).

(9) Prepare YRU's/DAC's to update the CMR/MAL as
appropri at e.

(10) File copies of all adjustnment transactions in Unit
Property CWR folder in TAMCN sequence.

5. Unserviceable Non-T/E equipnent, not accounted for on the
Command MAL or the Unit CGWVR w il be disposed of as follows:

a. The UPO will:

(1) Mintain accountability and physical custody of the
asset .

(2) Prepare a DD 1348-1 shipping mat (DIC B7K) in
accordance with figure 6-1, utilizing the UPO docunent nunber and
the appropriate code from Appendices J, K and L.

(3) Deliver the DD 1348-1 shipping mat to the Property
Control O ficer (Warehouse) a mninum of 5 working days prior to
anticipated turn-in date.

(4) Upon notification from PCO obtain the DRMO turn-in
docunent (DD 1348-1, DIC B7J: figure 6-2), and deliver the
unservi ceable asset to the appropriate receiving facility in the
configuration required.

(5 Return the signed receipt copy (B7J) to the Property
Control Ofice wthin 2 working days, in return for the Unit
Property Oficer's conpleted DD 1348-1.

b. The Property Control Oficer will, wupon receipt of the
Unit Property Oficer's DD 1348-1:

(1) Determine the appropriate receiving facility.

(2) Prepare a DRMO turn-in docunment (DD 1348-1) wutilizing
a Property Control Ofice docunent nunber.

(3) Annotate all-docunment nunbers, as appropriate, on the
DD 1348-1's (in the "Remarks" section).
(4) Verify that the asset is not on the Command MAL/ Unit

(5 Request a turn-in date from DRMO, if appropriate.
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(6) Notify the Unit Property Oficer of the authorized
turn-in date.

(7) Check unserviceable assets on date of turn in, to
ensure proper turn in configuration/serviceability and
correctness of the DD 1348-1.

(8) Provide a DRMO turn-in docunent to the Unit Property
Oficer and direct the Unit Property Oficer to DRMO or the
landfill (as appropriate).

(9) Upon receipt from DRMO, receive the receipt copy of
the DRMOD turn-in docunment, and provide the Unit Property Oficer
with a signed copy of the Unit Property Oficer's DD 1348-1.

(10) Conplete the D sposal Docunment Logbook.

(11) File all copies of DD 1348-1's in the Conpleted
Transaction File in docunment nunber sequence.

6002. SERVI CEABLE EXCESS PROPERTY

1. Serviceabl e excess assets wll be redistributed whenever

f easi bl e. Units will provide a list of serviceable excesses to
the PCO in the format contained in figure 6-3. Upon notification
of serviceable excess, the Property Control Oficer wll screen
appropriate Tables of Equipnment and direct redistributions to
organi zations with deficiencies. The following procedures wll

be utilized for redistribution of T/E assets:

a. The owning organization wll prepare a DD 1348-1 (D C
B7K) .

b. The receiving organization will sign the DD 1348-1 and
provide two signed copies to the Property Control Oficer within
5 working days of the redistribution. Only authorized personnel
(designated in witing utilizing a DA 1687) wll sign for
equi prrent .

c. The Property Control Oficer wll prepare appropriate YRU
transactions to update records as required and file copies of the
DD 1348-1 in the CVR of both units.

2.  Command serviceable excess T/E property wll be disposed of
in accordance with paragraph 6001.2 preceding Al Table of

Equi pnrent assets nust be the subject of a Limted Technical

I nspection (LTlI) prior to being placed in service, returned to
the stores system or shipped to disposal. MCDECO P4790.2,
paragraph 2004.9, identifies the responsibilities (by maintenance
levels) for conducting LTI's. Controlled itens (CC A wll be
the subject of a Recoverable Itens Report (WR) in accordance
with the current edition of MCO P4400.82 and paragraph 5015

her ei n.
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3. Non-Table of Equipnment assets that are reported by the UPQO as
servi ceable excess wll be reported by the PCO to all Unit
Property Oficers by letter. The procedures outlined in
paragraph 6002.1 herein will be adhered to.

4. Transfer of excess personal property to Non-Appropriated Fund
(NAF) Activities wll be acconplished as follows. NAF activities
selling goods and services, such as exchanges, clubs, officers
open ness, etc., nmay obtain excess and surplus property for

adm ni strative purposes and for other purposes for which no

direct benefits wll be realized by individuals. In no instances
will such property be obtained for resale. The current edition
of McO 4500.11 provides specific guidance for NAF activities.

The following information applies:

~a. For the purposes of obtaining DoD excesses, NAF
activities are not in the sanme category as other mlitary

activities.

b. NAF activities are not eligible to obtain excess personal
property during the period of mlitary screening in which other
DoD activities are authorized to screen and select property.

c. Upon expiration of the mlitary screening period, NAF
activities of the mlitary services are given an equal
opportunity with other Federal agencies to receive available
excess property which has been reported to GSA for further

utilization screening.

d. NAF activities nmay obtain DoD excess personal property
appearing in GSA circulars by submtting requirenents to the
Property Control Ofice.

5. Property originally obtained from disposal sources and no
longer required by the NAF activity, shall be turned in to the
nearest DRMO, via the Property Control Ofice, with a statenent
that it was "obtained from appropriated funded sources and that
no part of the proceeds from the sale or other disposition shall
be returned to the NAF activity."

6003. ACCOUNTS IN A FROZEN STATUS

1. Fromtinme to tinme, it may be necessary to freeze accounts for
non response to the requirements of this Mnual, or repeated
requests from the Property Control Oficer to provide appropriate
docunentation (i.e., B7J's etc.).

2. Failure to submt an appropriate quarterly CVMR by the stated
deadline (w thout approved extension), or failure to return B7J's
within the stated tinefranes, wll cause the unit to be in a
frozen status.
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3. Wen an account is placed in this status, a letter wll be
forwarded to the UPO of the effected account, with a copy to the
accountable officer, stating the reason the action has been

t aken.

4, Units in a "frozen" status will not be allowed to submt
requi sitions, receive issues or ship assets to disposal until the
required action has been taken.

6004. PRCPERTY REQUI REMENTS: SPECI AL PROCESSI NG

1. Sone property because of its peculiar nature, its potential
influence on public health, safety, security, or its potential
influence in private industry, must be disposed of in other than
the normal fashion. This paragraph sets forth the nmajor itens or
categories of property for which additional information/itens can
be found in DoD 4160.21-M chapter VI, and DoD 4160.21-M 1.

a. Batteries. Prior to turn in, all batteries containing
liquid acrd WIT be drained, palletized and banded upside down
(wi thout caps/tops/lids). Batteries in the Federal Supply d ass
6135 will be reported to the inventory manager via the Director,
Materiel Division for disposal instructions.

b. Conpressed Gas Cylinders. Fire extinguishers, oxygen
bottles, etc., wIl be turned in to disposal in accordance with
the current edition of MCO 10330.2. Valves, if applicable, wll
be renoved and all cylinders devoid of gases prior to turn in.

c. Fired Cartridge Cases. Fired cartridge cases wll not be
processed for disposal wthout the follow ng signed statenent
resident on the B7K/B7J, "I certify that the material contained
herein has been inspected and that it does not contain any live
rounds, unfired prinmers, explosives, or other dangerous
material ." Thi s-statement nust be signed by the unit
S—-4/ordnance oOfficer.

d. Ofice Machine Equipnent. Ofice machine equipnment wll
be the subject of an LTI conducted by the Ofice Machine Repair
(OMR) Branch. Attenpts to turn-in office nachine equipnent
without a valid OWR LTI wll not be processed. Requisitions tor
OM equi prent nust, also, be approved by the Managenent
Syst ens/ Conmrer ci al Activities Departnent. The Head, OWR wll
provide the PCO a listing of all assets repaired that were not on
formal records. The pco wll provide a RUAF/ Consolidated CGVR for
this purpose at |east nonthly.

e. Hazardous \Waste/ Materi al. Al hazardous waste/material
will be i1dentified to the Command Ecol ogist, Facilities
Departnent for further processing. Under no circunstance, due to
possi ble contamnation and other environmental considerations,
should an attenpt to deliver or process this material be nade
until clearance has been granted by the Ecol ogist.
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2. Lost, abandoned, or wunclainmed personal property is defined as
any privately owned personal property which has cone into the
custody or control of any mlitary departnment and which is

uncl aimed by the owner. The instructions contained herein do not
preclude the pronpt return, through lost and found offices or
otherwi se, of property lost, nisplaced or inadvertently abandoned
by residents of MIDEC or patrons of MIDEC facilities. pgop

4160. 21-M Chapter VI, paragraph B56 provides detailed
instructions for the processing of this property.

a. Wwen property which appears to have been privately owned
cones into the possession of an organization aboard MCDEC, it
will be reported to the appropriate Unit Property COficer. The
UPO wll contact the various Comrand accountable officers (i.e.,
PCO, Plant Account Oficer, etc.) to verify that the item is not
Government  property. Once confirned that it is not governnent
property it wll be reported to the appropriate organizational
conmander . The Conmmanding O ficer will appoint a Board of
Oficers consisting of at |east one commssioned officer,
non- comm ssi oned officer, or civilian equivalent. This board
will examne the property and prepare a witten and dated
inventory to include its estimated current fair market val ue.

The board wll conduct diligent inquiries to ascertain or |ocate
the owner(s), next of kin, or legal representative. Copi es of
articles placed in newspapers (if published) wll be mnaintained
together with all other docunentation. Property will be afforded
saf ekeeping by the activity having physical custody of the assets
in accordance with DoD 4160.21-M Chapter VI, paragraph
B.56.b(1). The followng actions wll be taken dependent upon
the findings of the board:

(1) Omner identified. The board wll submt a
transmttal letter to the owner. The property may be clainmed by
the owner, his heirs, next of kin, or his legal representative.
If the property is to be clained by anyone other than the owner,
the transmttal letter or docunment wll contain the follow ng
st at enent :

(a) "The action of this installation in transmtting
the property does not vest title in the recipient. Such property
is forwarded to you to be retained or disposed of as custodian,
in accordance with the laws of the State of the owners
resi dence. "

If the property is not clained, the property may not be disposed
of until the expiration of 120 days following the date that

notice was sent, by certified or registered mail, to the owner at
his last known address. A statenent simlar to the follow ng
will be included in the notice:

(b) "In conformty with the provisions of Title 10,
U.S. Code, Section 2575, you are hereby advised that the property
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described above w Il be disposed of at (tinme, date and specific
| ocation). A request for return of the property wll be honored
if received prior to the tine specified. Request for return of
the property after the specified time will be honored only if

di sposition has not been nade."

If the Board determnes that packing, handling, transportation,
or other charges are not the responsibility of the Governnent, an
additional statenment will be included with the notice to advise
the recipient of estimated costs to ship the property. Fi gure
6-4 will be included with the notice which, when correctly
conmpleted, wll cause the material listed thereon to becone the
property of the Governnent and wll be processed through nornal
di sposal channel s.

(2) Omer cannot be identified. Wwen the board cannot
identify an owner, heir, next of kin, or his legal representative
the item may be turned in to disposal imediately if its fair
market value is less than $25. For those items valued at $25 or
nore, the property will not be turned in to DRMO for 3 nonths
after the date the property was placed into storage.

b. Wen |ost, abandoned or unclained privately owned
personal property is transferred to DRMO, the Board w Il provide
a copy of the inventory, estimated fair mnarket value, nanme of
owner (if known), a DD 1348-1 (DIC B7K), and one of the
fol | ow ng:

(1) A properly executed release docunment in accordance
with paragraph 6004.2(a) (1).

(2) Afinding; which will be a clear concise statenment of
the facts established, the efforts executed in attenpting to
|ocate the owner, and the conclusions of the Board, The finding
will include a statenment attesting to the fact that the
requi rements of paragraph 6004,2a, herein, have been net.

3. D sposal of Wapons and Wapon Parts

a. The Property Control Oficer, as the Command accountable
officer, is responsible for maintaining control of all weapons on
MCDEC (less MU, MSGBn, FBI, and the Mseuns Branch). Procedur es
contained in paragraphs 2001, 6001, and 6002, herein, apply to
the disposal of weapons. Demlitarization wll be conducted by
CMC authorized organizations in accordance with DoD 4160.21-M1.
In addition, the followi ng special instructions apply for
weapons:

(1) The owning unit wll conduct a Limted Technical
I nspection (LTI) to determine initial serviceability.

6- 10
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(2) If the item is suspected of being unserviceable, it
will be evacuated to the Internediate Mintenance Activity (IMA)
in accordance with the current edition of MCDECO 4790. 1.

(3) If wunserviceable, a Letter of Unserviceable Property
(LUP) is forwarded by the IMA to the Property Control Oficer and
to the Support D vision M ntenance Mnagenent Oficer.

(4) A request for disposition instructions (WR
transaction) is forwarded to MILB, A bany by the Support Division
Mai nt enance Managenent Oficer in accordance with the current
edition of MCO P4400.82.

(5) Upon receipt of disposition code "H" (transfer to
DRMD)), the Property Control Oficer prepares 3 DIC DSM cards (2
DSM cards wweapon, 1 for PCO files) and ships the weapons to
DRMO, Al bany.

(6) The Property Control Oficer deletes the weapon(s)
from the Mechanized A lowance List, Consolidated Menorandum
Receipt, and the Oane report.

Lost, abandoned, or wunclained privately owned firearns and NAFI
weapons will be reported by the PCO to the CO NAVWNSUPCEN

Crane (Code 2054), in nessage format (by serial nunber).

b. DRMO's are not authorized to accept or demlitarize any
maj or conponent (i.e., barrels, bolts, receivers, trigger
assenblies) for non-automatic small arnms other than supply
condition code H (UNREPAIRABLE) and S (SCRAP). D sposi tion
code H (Transfer to DRMD) wll apply to unserviceable parts.

D sposition code A or C (Ship to MCLB, A bany or Barstow,
respectively) applies to mmjor conponents for other than
condition code H Maj or conponents to weapons wll be afforded
the sanme security and control as weapons.

6005. PRECI QUS METALS RECOVERY PROGRAM (PVRP). The Property
Control Oficer 1s designated as the Conmand Precious Metals
Recovery Program Manager. As such, the PCO wll attenpt to
identify the turn-in of gold and silver (to include nitrates), as
well as the platinum famly of netals. The current edition of
MCO 4555.3 and DoD 4160.21-M Chapter XVII, provides pertinent

information relative to the PMP. In order to facilitate this
function, wusing units wll segregate, to the greatest extent
possi bl e, precious netals. Precious netals will be turned in on

the DD 1348-1 including any available information pertaining to
the content (i.e., netal type, quantity, |location, etc.).

6006. LI BRARY NATERI AL

1. Library material, specifically books, may not be sold by
libraries or their commands. They may not be directly donated
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to, or placed on permanent |oan to, non-federal agencies,
schools, institutions and can not be given to individuals
(mlitary or civilian) in accordance with the provisions of the
Naval GCeneral Library WManual, OChapter 8, paragraph F.

2. Library material wll be disposed of in accordance with the
gui dance contained herein, the Naval General Library Manual, DoD
4160.21-M and NAVSUPPSYSCOMVANUAL 25818. 4. The following is a
sunmary of procedures:

a. Excess Serviceable Material, Current, sound, clean, and
in good physical condition; these assets may be transferred to
other naval service or mnmlitary libraries at the direction of the
Naval Regional Librarian. |f assets are considered excess to the
Naval General Library system the itens will be passed to DRMD
via the PCO The DD 1348-1 will be utilized and a statenent
annotated in the remarks block to the effect that the itens were
decl ared excess by the Naval Ceneral Library System in accordance
with the provisions of the Naval GCeneral Library WManual.

b. Wrn, Soiled and Cbsolete Materials. Material not fit
for reissue, and obsolete material w il be disposed of in

accordance with paragraph 6001 of this Mnual. A statenment will
be entered in the remarks block of the DD 1348-1 to the effect
that the material is in fact either worn, soiled, or obsolete.

6007. DI SPOSAL OF MATERIEL TURNED-IN TO A NAINTENANCE ACTIVITY.
Unservi ceabl e assets which are repairable at an internediate
repair (maintenance) facility shall be handled in accordance wth
| ocal rmaintenance directives. Shoul d these assets warrant

di sposal action, an effective audit trail nust be maintained to
allow the proper adjustnment of that owning unit's property
records.

1. If that repair facility has the authority to dispose of
unserviceable assets, it should adhere to the procedures outlined
in paragraph 6001 of this Mnual and also provide a Letter of
Unserviceable Property (LUP) to that owning unit. This LUP
letter, returned upon conpletion of the disposal action, shall
contain the document nunber of this "issue to disposal."

2. If that repair facility does not have the authority to

di spose of unserviceable assets, upon determnation of asset
unservi ceability, that repair facility shall return the subject
itenm(s) to the owning unit along with a witten Limted Technical
I nspection (LTlI) which attests to such unserviceability. That
owning unit will then conplete the disposal turn in as delineated
in paragraph 6001 of this Manual.
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B7K TRANSFER DOCUVENT

Al ways B7K

National Stock Nunmber -~ 13 digits
Unit of Issue

Quantity - 5 digits

Al ways MB0000O

Julian Date to be filled in by Property Control
Oficer

Serial MNunber to be filled in by Property
Control O ficer

Unit Price
Unit Transferring Iltem
Unit Receiving Item

Ful | Nonenclature of Item including Mdel
Nunber and Serial Nunber

Signature of Transferring Oficer/Unit Property
Oficer

Signature of Receiving COficer/Unit Property
Oficer

Figure 6-1. --Format for Local Transfer of Mnor Property--

Cont i nued.
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SUPPLY SERVI CES NANUAL
B7J DI SPCSAL  DOCUMENT

(1) A ways B7J

(2) National Stock MNunmber = always 13 digits

(3) Unit of |[|ssue

(4) Quantity - always 5 digits

(5) Docunment Nunber = supplied by PCO

(6) Suppl enental Address = for DRMD, Ft. Belvoir
(7) Di sposal Authority Code

(8) Demlitarization Code

(9) Condi tion Code

(10) Unit Price

(11) Unit Transferring Item = always PCO

(12) Unit Receiving Item - always DRMO, Ft. Belvoir
(13) st 2 Of-site Branch

st 3 Ft. Belvoir
(14) Al ways D sposal
(15) Total Price
(16) Confirnmed Quantity by DRMD
(17) TAMCN of Item
(18) Nonencl ature of Item
(19) Serial Nunmber of Item
(20) Signature of Transferring Unit =~ always PCO
(21) Signature of Receiving Unit = always DRMO
(22) Identification of Initiating RO's OWR

Figure 6-2. --Format for |Issue to Disposal--Continued.
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From

To:

Subj :

SUPPLY SERVI CES MANUAL
HEADI NG

4400
C 070-6
12 Sept 86

Supply O ficer, Headquarters and Service Battalion, Marine
Corps Devel opment and Education GComrand

Property Control Oficer, Supply Departnment, Marine Corps
Devel opmrent  and Education Command

SERVI CEABLE ASSETS ON HAND AVAI LABLE FOR | SSUE

1. The below listed itens are available for redistribution:

NOVENCLATURE NSN QTY
DESK, WOODEN DOUBLE PEDESTAL  7110-01-G00-0019 4
DESK, METAL DOUBLE PEDESTAL 7110-01-G00-0019 2
CONFERENCE ~ TABLE 7110-01-G00~0327 1
TABLE GENERAL PURPOSE 7110-01-G00-0026 2
MAGAZI NE  RACK 6645- 00- 514- 3524 |
CHAIR STRAIGHT W ARMB 7110- 00- 958- 8145 2
CHAIR ROTARY W ARM 7110-01-G00-0014 2
CHAIR ROTARY WO ARM 7110-01-G00-0015 1
TYPING STAND 7110-01-G00-0021 L
CHALK BOARD 7110- 00- 132- 6651 3
PARTI TI ONS  METAL 7195- 00- 647- 2117 8

H B. WLLIAVG 111

Figure 6-3. --Sanple Format of Serviceable Assets
On Hand and Available for Issue Letter.
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FORVAT OF RELEASEDOCUMENTFORUN CLAIMED PROPERTY

Know al men by these presents that | do hereby unconditiondly give to the United
Sates Government dl of my right, title and interes in and to the following deseribed persond property:

The above described persond property of which | was the sole and exclusve owner is locaed a
. | hereby authorize the Government to dispose of sad property in any
manner it may deem suiteble and hereby release and discharge the United States Government and its
agents from aty and dl dams and demands whatsoever by me which could otherwise be asserted
because of the dispostion of said persona property by any person.

In witness whereof | have hereunto set my hand this day of ,19 .

(Signature of Individual)
Acknowledged before me by
at this day of 19.

(Notary  Public)

Figure 6-4. --Format of Release Docunment for
Uncl ai ned Property.
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CHAPTER 7
PUBLI CATI ON  PROCEDURES

7000. GENERAL | NFORVATI ON

1. Each Marine Corps activity or Conmmand shall maintain (or have
access to) publications/directives which are sufficient in
quantity and variety to sustain its operations. The

establishnment of allowances and distribution control is wthin

the purview of admnistrative personnel. The actual
requi sitioning, recelpt, and other associated actions, as wth
any item of supply, rests with supply personnel. Comandi ng

officers, officers in charge, and other activity or departnent
heads are responsible for strict adherence to the "need to know'
criterion, lest quantities of publications burgeon the
activities' capabilities to control and maintain them

a. Excessive publication inventories can be avoided if
adm ni stration personnel are famliar with the SL-1-2/1-3 (Index
of Publications Authorized and Stocked by the Marine Corps) and
Marine Corps bulletins in the 5215 and 5600 series. These
i ndexes and checklists are the primary sources from which to
determne titles of new issuances and publications/directives
that have been cancelled/superceded/revised.

b. Once established, activities' publications allowances
must be pronptly increased/ decreased as requirenents change. The
acquisition of a secondary set of publications/directives, nerely
to be nmaintained as a central library, is not authorized. MCO
P5600.31, paragraph 3201 provides anplifying guidance.

2. Each organization authorized to requisition and naintain

al l onances aboard MCDEC is listed in the current edition of NAVMC
2766 (List of Marine Corps Activities - LMCA).

7001. TABLE OF ALLOMNCES FOR PUBLI CATI ONS (TAP)

1. A TAP is the primary docunment which authorizes continuing
distribution of publications and directives to a Marine Corps
activity. It is normally a four page conputer-generated

printout, wth cover page, containing distribution codes and
guantities of approved quantities of specific manuals and
directives. Many directives are grouped into categories by
subject and assigned a distribution code. The current edition of
MCO 5600.45 contains these codes/lists and the corresponding
publications by title or group.
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2. Oganizations authorized to hold a TAP are assigned an
| ndi vidual Activity Code (IAC. Requi sitions submtted to the

stock point must contain this nunber. Activities holding TAPs
will receive new printouts as changes occur or in response to
their requests for changes to publication allowances. Nor mal | y

the TAP is pronulgated semannually by the MILB, Al bany. If the
TAP is not received semannually, the affected organization nust
notify CMC (HQSP).

3. MCDEC organizations with an assigned IAC and TAP shall review
each new TAP within 20 days of receipt. The review shall, as a
mninum verify that the authorized allowances shown on the new
TAP conform with the wunit's actual requirements as per paragraph
7000. 1, herein. Upon conpletion of the TAP review, the
commanding officer, officer in charge, or other activity or
department head, shall personally attest that such a review was
conduct ed. This authority will not be delegated. The follow ng
certification, «confirmng that an accurate review was conducted,
shall be inserted on page 1 (not the cover letter) of the new
TAP, "Reviewed in accordance wth MCO P5600.31 , paragraph 3202.6
on (date) . (signature) "

4. At the conclusion of the review, the organization wll submt
all required changes to allowances. Changes to the TAP shall be
requested by conpleting and forwarding a NAVMC 11041 (T/A
Publ i cations Requirenent Change Request) in duplicate to COMC
(HQSP). This form is available by requisitioning NSN 0000 00 006
7420 and should be prepared in accordance with MCO P5600,31,
paragraphs 3203.2a(2) and (3).

7002. I NTERNAL DI STRIBUTI ON LI ST

1. Each activity receiving direct distribution of publications
shall install and maintain an internal control system which wll
facilitate internal distribution and retrieval of the
publications and directives it holds. The nmai ntenance of the
system is the responsibility of the admnistration section/

S I/Adjutant wutilizing one of the following three nethods:

a. NAVMC 10975 Form (Publication D stribution Control)
NSN 0000 00 006 6041.

‘b, MCO 5600.45, Enclosures (1) and (2).

c. Local Automated System utilizing data processing
equi prent . Al information maintained by one of the previous two
nmet hods nust be included in the |ocal system

2. The sum of all quantities on the Internal D stribution List
must equal the quantities on the TAP.
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7003. FILEsS AND RECCRDS

1. The admnistrative section shall retain the last TAP reviewed
in a separate file together wth:

a. Pending requests for TAP allowance changes.

b. UWdianswered correspondence to CMC pertaining to
publication allowances.

c. Al TAP cover letters received between revisions of MC0O
5600.45.

This action wll enable each activity to track distribution
code/list activation and deactivation. Publications and
directives should not be requisitioned wuntil the activity has
received the updated TAP with the new, approved allowance |isted.
2. The supply section wll mintain all pending and conpleted
copies of requisitions. Requisitions (includin pendi ng
cancellation and cancelled) wll be filed in document nunber
sequence for two years from date of conpletion or cancellation i
accordance with UM 4400-15, Table 3-1. The supply section will

mintain the pending and conpleted copies of requisitions for
publications as outlined herein.

a. Pending Requisition File. This file iS maintained in
document nunber sequence and nust contain pending requisitions,
requisitions that have received back order status from the supply
source (Max), pending cancellations requested by the
requi sitioner, and cancellation confirmations received from the
supply ~ source. The Pending Requisition File wll consist of four
sections.

. (1) Pending Requisition Section. The pending requisition
section nust —confain those requisitions submtted by the
requisitioner to the source of supply (MAX) for which no status

has been received. It should be noted that when the requisition
from the requisitioner is passed to the source of supply (MAX)
and the source of supply can fill the requisition from on-hand

stocks, the requisition is processed for shipment wth no status
provided to the requisitioner. The requisitioner can deternmine
If this action has been taken when the requisitioner receives
"B status for other requisitions which were submtted with the
sane docunent draft date. |f not, the requisitioner nust submt
a DC ATD followup transaction to request the nost up-to-date
stat us.

. (2) Back Oder Section. The back order section nust
contain requisitions thal have received back-order status ("BB")

from the source of supply (MAX).
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(3) Pending Cancellation Section. The pending

cancellation section must contain those requisitions Wlich the
requi'sitioner has requested to be cancelled” by the source of

supply (MAX) .

(4) Cancellation Section. This section contains those
requisitions for which cancellation status (e.g., BQ C3 has
been received from the supply source (MAX). The cancell ed
requisition will remain in this file until such time as the
conmodity section listed in the supplenentary address can be
notified of the cancellation. Wien the commodity section has
been notified of the cancellation, the requisition will nove to
the conpleted transaction file.

b. Conpl eted Transaction File. This file nust contain
copies of the documents which have satisfied all requisitioning
and invoicing actions. It rmust be nmaintained in docunment nunber
sequence and will contain the follow ng:

(1) Copies of all conpleted requisitions and receipt
docunent s.

(2) Copies of all cancelled requisitions. Ensure that
the receipt copy is signed by the supply section representative,
or the requisitioner, as "proof of delivery."

3. If automated procedures preclude the naintenance of separate
files, local procedures wll be inplemented to ensure that the
information required in paragraph 7003.2 is nmaintained.

4, Publications, directives or |ocator sheets wll be filed in
accordance with Mco P5215.1r, Chapter 5. They will be filed in
nuneri cal sequence by subject identification nunber and by
originating activity in order of comand seniority. Techni cal
publications are filed in nunerical Publications Control Nunber
(PCN) sequence.

a. Changes to publications will be filed by placing the
change pronulgation page in nunerical sequence inmediately
followng the signature page of the basic directive. A witten

notation of each change will be entered after the subject
identification nunber on the first page of the hasic directive.
The individual effecting the change wll conplete the "Record of

Change" page of the basic directive.

b. Publications checked out from the master directives file
will have a l|ocator sheet established. Locator sheets wll be
filed in normal nunerical sequence (in place of the original
docunent) in the directives file, in accordance with MCO 5215.1F,
Chapter 5.

5. The procedures cited in this paragraph satisfy the basic
manual (i.e., DD 1348) files and directives requirenents;
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however, current wutilization of the telex data entry system
requires the adherence to the Materiel Dvision's standard
operating procedures (SOP) for publications where applicable.

7004. REQUI SI TI ONI NG

1. The instructions contained in this Chapter are applicable to
the requisitioning of all publications (except blank fornms and
stationery itenms carried in the supply systen) for which supply
support responsibility is vested in Headquarters Marine Corps and
the Marine Corps publications stock point (MXLB, Al bany).
Publications are nornmally managed by the admnistration
section/adjutant/S-1; however, the actual requisitioning process
rests with supply personnel.

2. The stock point for all publications is MILB, Al bany.
Requisitions will be submtted in accordance wth paragraph
7004.9, herein.

a. Controlled publications are those that are listed by
specific title (i.e., Consumer-Level Policy Mnual (MCO
P4400.150B)) in MCO 5600.45B, enclosures (1) and (3), except as
noted in paragraph 3203.2a(7) of MCO P5600.31F., Letter type
directives and other publications assigned identical distribution
codes are not controlled publications.

b. Noncontrol led publications are those publications stocked
and distributed, by MILB, Al bany, under provisions other than
those set forth in paragraph 7004.2a of this Manual.

Requisitions for quantities up to 10 copies wll be submtted
directly to the publications stock point max). For quantities
in excess of 10 copies (less technical publications),

requisitions wll be submtted as enclosures to a letter of
justification and forwarded to the COMC (HQSP). For quantities of
technical publications required to support itens of equipnment in
excess of 10 copies, requisitions wll be submtted as enclosures
to a letter of justification and forwarded to MILB, Al bany (Code
875M) .

c. Exceptions to the quantitive restrictions set forth in
paragraph 7004.233, above, are Reserve personnel procurenent of
advertising materials and printed career planning advertising
ai ds. Requisitions for these materials/aids may be submtted for
the quantity required in the manner set forth in paragraph 3202
of MCO P5600.31F. Reserve personnel procurenent of advertising
material requisitions should conform to the restrictions and
gui dance published in Marine Corps bulletins in the 11000 series.

3. Commercial publications wll be requisitioned in accordance
with paragraphs 2603.4 and 3110 of MCO P5600.31F.
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4. CGovernnment Printing Ofice publications, procured from the
Superintendent of Docunents, will be requisitioned in accordance
with paragraph 2603.2 of MCQ P5600,31F,

5. Navy publications requisitioning guidelines are contained in
paragraph 3108 of MCO P5600.31F for certain categories (letter
type directives; aeronautic publications: navigational charts,
maps and related publications; registered publications;
departnmental intelligence publications; Comunication and
Tactical Doctrine (COMTAC)/Naval Warfare (NWP) publications) of
directives which are not carried in stock by the Marine Corps
publications stock point. Navy publications applicable to or
used by the Marine Corps are requisitioned in accordance wth
instructions contained in paragraph 7004.9, herein.

Al |l onance-type itens listed in MCO P5600.45,
enclosure;. (1) and (3).

b. Non allowance-type itens listed in SL-1-3. Navy
equi pnent  mai ntenance-type publications, applicable to Marihne
Corps equipnent, are listed in SL-1-2/8L-1-3.

6. Wiere applicable for Marine Corps use, other mlitary service
and federal agency publications will be stocked by the WMarine
Corps publications stock point and listed in SL-1-2/SL-1-3.

7. The issue of Marine Corps Formal Schools publications is
governed by instructions set forth in paragraph 3101.8 of MCO

P5600.31F.

8. Nonstocked item (those that are not discussed in the current
edition of MCO P5600.31) requisitions wll be prepared in
accordance with publication indexes and addressed to the
appropriate source of supply. Requisitions will be submtted as
enclosures to a letter and forwarded to the CMC (HQSP).

9, Publications stocked by the Marine Corps Publications Stock
Point will be requisitioned as set forth herein, in accordance
wth the current edition of MCO P5600.31 (Marine Corps Unified
Printing Regulations) and MCO P4400.84 (Marine Corps Unified
Materiel Managenent System MUMVB, Special Prograns Manual).
Failure to conply with these instructions may result in return of
the requisition or delay in processing.

a. Separate requisitions will be submtted for each
publication after approval by the admnistration section. The
adm ni stration section wll ensure that an allowance exists on

the TAP and that the deficiency is valid. Wien the basic
publication and all changes are required, only the basic
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publication wll be requisitioned. Changes w Il be furnished
automatical ly. If a specific change is required, only that
change will be requisitioned,

b. Requisitions will be logged into a docunent register and

passed to MCLB, Al bany (via AUTODIN) using the publications data
entry system

10. The following procedures wll be utilized to submt
followups and requests for cancellation of requisitions:

a. The follow up/cancellation request wll be submtted to
the same source of supply as the original requisition. The data
entry system discussed in paragraph 7004.9b wll be utilized to
transmt data to MCLB, Al bany.

b. Fol l ow ups/cancellation requests wll be prepared in
accordance w th paragraph 7004.913 and 7004.10c, following Card
colums 1-3 will be one of the follow ng Docunent Identifier

Codes (DIC, as appropriate:

Pur pose ENTER CC 1-3
(1) Request for cancellation ACl
by requisitioner
(2) No supply status received, ATD
materiel still required
(3) Supply status received,; AFl
however, current status
required
c. Follow ups will be submtted within 45 days of the

requi sition docunment nunber or last status received date, in
accordance with the current edition of MCO P4400.150.

11. Receipt copies/shipping mats (DD 1348-1's) wll be
appropriately annotated, as per paragraph 7003.2b and fil ed.

12. The procedures cited in this paragraph satisfy the basic
manual (i.e., DD 1348) requisitioning requirenments; however,
current wutilization of the telex data entry system requires the
adherence to the Materiel Dvision's standard operating policy
(SOP) for publications where applicable.

7005. BACKORDER VALI DATI ON PROGRAM

1. Under this program the Mirine Corps Stock Point (MAX) will
validate requisitions for which supply action cannot inmmediately
be taken and the customer has received "BB" status indicating

that the requisition has been received, is valid, and wll be
filled when the publication is restocked. Twi ce each year,
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approximately on 1 March and 1 Septenber, a Back Oder Validation
(BOV) listing of all back ordered requisitions held for each
activity wll be furnished for review The BOV listing wll
reflect the image of each docunent held; however, no Docunent
Identification Code (DIC) wll be reflected.

2. The supply section is responsible for review, appropriate
annotation, and return of the annotated BOV I|isting.

a. Step ne - Validate the pending back order section wthin
the pending requisition file with the comodity section

(custonmer) listed in the supplenmentary address to ensure the
requisition is still required by that section (internal
val idation process).

b. Step Two = Reconcile the BOV listing against the supply
section's pending requisition file. During this process, the
followng situations nmay exist:

(1) If there is a requisition appearing on the BOV
listing with no corresponding docunent contained in the section,
then research of the requisition in the pending requisition
section will be required. The status transaction "BB" may not
have been received. If the requisition is found in the pending
requisition section, renmove and annotate the docunent jacket to
reflect "BB" status using the cutoff date of the back order
validating |listing. Then place the requisition in the pending
back order section. If a docunment is not found in the pending
cancellation section or the conpleted transaction file, then the
requisition nmust be validated to determne whether it is needed
or not. If not needed, annotate ACL on the BOV. If it is a
valid requirenent, prepare a duplicate requisition, ensure that
the requisition jacket is annotated "DUPE Docunent” and then
annotate "BB" status on the requisition jacket and place it in
the pending back order section.

(2) If the requisition appears in the pending back order
section and does not appear on the BOV listing, then the
requi sition could have been processed for shipnment and shipped;
the requisition may have been cancelled and the cancellation
status never received by the requisitioner; or the requisition
may never have been received by the source of supply (MAX). In
any case, prepare an ATD followup to the source of supply (MAX)
to request up-to-date status.

c. Step Three = Now that the requirenents are determned to
be valid and the reconciliation has been conpleted, annotate the
BOV listing with either DC AE1 for publications still required
or DIC ACl1 for desired cancellations.

d. Step Four - The supply section nmust submt the original
copy of the annotated BOV listing to be received by the MILB,
Al bany (A826) not later than 45 days from the date of the
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BOV. Failure to return the BOV listing will result in the
cancel lation of all requisitions contained therein. The

remai ning copy of the BOV should be filed by the supply section
to enable quick reference when required,

3. The procedures cited in this paragraph satisfy the basic
manual (i.e., DD 1348) backorder validation requirenents;
however, current wutilization of the telex data entry system
requires the adherence to the Mteriel Dvision's standard
operating procedures (SOP) for publications where applicable.
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CHAPTER 8
M SCELLANEQUS  ACCOUNTI NG PROCEDURES

8000. GENERAL | NFORVATI ON. This Chapter concerns accounting for
assets not specifically addressed elsewhere in this Manual.

Addi tional information concerning the subjects contained in this
Chapter can be found in MCO P4400,.150, Chapter 5 and UM 4400-15,
Chapter 6.

8001. ACCOUNTING FOR CHESTS, KITS AND EQU PMENT

1, Mijor end itens (trucks, tanks, jeeps, nobile radio vehicles,
etc.), tool sets, kits and itens containing a nunber of

conponents wll be maintained by national stock nunber (NSN) as
conpl et e. In each case, the appropriate Marine Corps Stock List
(SL-3) will be retained by the unit property officer. The
Property Control Oficer will retain one copy of the SL-3 for all
itens maintained on the Conmand MAL. In addition, one copy of
the SL-3 will be maintained at all times within each set, kit, or
chest. Additional copies of the SL-3 can be obtained in

accordance with Chapter 7 herein.

2. Unserviceable or mssing expendable conponents do not require
investigative action wunless fault or negligence in suspected or
known. Unservi ceabl e expendabl e conponents wll be disposed of
in accordance with Chapter 6 of this Manual. It is not necessary
to adjust the property records to nodify unit prices or to
reflect that the item is inconplete (pending replacenent of the
conponent).

3. Wien nonexpendabl e conponents becone |ost, danmaged or
unservi ceable they wll be nmade the subject of a request for
investigation if fault or negligence is known or suspected.
Paragraph 06032.2b of UM 4400-15 and the current edition of
MCDECO P4790.2 apply.

4. Requisitions for conponents wll indicate on the requisition
(in the "Remarks" portion) the item the conponent is being

requi sitioned for. Additionally, the report of investigation,
transfer docunent, disposal docunment or Letter of Unserviceable
Property (LUP) will be annotated (for non expendables) as
appropri ate. Posting the requisition to the Stock Record and

Inventory Control Card (NAVMC 708), or other appropriate
docunent, is not required.

a. Wen replacenment conponents are received, the receiving

docunent will be conpleted and cited on that docunent will be the
source set, chest, kit or end item The date of receipt and the
recipients authorized signature wll be placed in the "Received

By" bl ock.
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b. Advice code 4G or 4H nust be annotated on requisitions
for non-expendable conponents in accordance with UM 4400-15,
paragraph 06032. Appendix A of UM 4400-15 provides the
definitions for advice codes.

5. Excess kits, chests, or sets will be identified to the PCO in
letter format by the appropriate UPO for possible redistribution.
The itens nust be identified as 100% conplete (Condition Code A)

or inconplete. If the item has 65% or nmore of its conponents, it
will be so identified and classified as serviceable (Condition
Code @G).

a. Serviceable (Condition Code A or G) itens that cannot be
redistributed will be turned in to the PCO in accordance wth
Chapter 6 of this Manual.

b. Excess kits, sets or chests that are less than 65%
conplete are considered to be wunserviceable and inconplete. A

B9Z (mscellaneous |oss adjustnent) transaction wll be prepared
to drop the item from the property records, processed, and
vouchered in accordance with Chapter 5, herein.

(1) The kit, chest, or set wll be disassenbled and all
outstanding requisitions for the unit screened against the
remai ning conponents. If a requisition is outstanding for which
a conponent is on hand, the requisition will be nodified or
cancelled (as appropriate) by the wunit supply officer.

(2) Conponents not required will be turned in to the PCO
in accordance with Chapter 6 of this Manual. Caution nust be
exercised to ensure that an enpty container is not turned in
using the stock nunber for a conplete item A transfer/disposal
docurment will be prepared for each conponent and will be
annotated "NOT ON THE PROPERTY RECORDS' in the "Remarks" bl ock,

8002. CO_LECTIC]\IS FROM | NDI Vi D_JALS TO REI I\/BLRSE THE GOVERNVENT

1. Specific procedures for effecting cash/checkage sales wll be
in accordance with UM 4400-15, chapter 6 and appendi x BB;
paragraph 8003 of this Mnual, and as nodified herein. Recor ds

of each cash/checkage sale, all appointnment/revocation |letters,
audit and verification reports and deposit of funds with the
di sbursing officer will be maintained by fiscal year for five

years, in accordance with MCO P4400.150C, Chapter 5.

2. Wien an individual consents to reinburse the governnment for
public property lost, danmaged or destroyed, the transaction wll
be handled either as a cash or checkage sale. In the interest of
econony, the checkage sale procedure should not be used if the
transaction can be acconplished by means of a cash sale
specifically when the transaction is for less than $50.
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a. Before the signature is obtained from the individual
acknow edging the |oss, damage, or destruction of Governnent
property, the individual shall be counseled of the following by a
disinterested, inpartial officer not in the individual's chain of
command (figure 8-1 may be utilized for this purpose):

(1) There is no admnistrative process requiring
rei mbur senents.

(2) In appropriate cases, judicial action to recover
damages may be instituted by the Governnent.

(3) An offer to reinburse the Government through cash
sales nust be done freely and voluntarily.

(4) Voluntary offers to reinburse the Governnent for
| oss, damage, or destruction does not relieve an individual from
the consequences of wongful acts.

(5) A voluntary reinbursenent for the |oss, danage, or
destruction to Covernnment property wll be considered as a free
act for personal reasons and will not be sinply an adm ssion of
responsibility for fault or negligence for any purpose.

(6) The individual has a right to consult a judge
advocatre., if. reasonably available in the geographical area, prior
to a voluntary reinbursenent. The individual nust also sign a
docunment to the effect that he has been advised of the foregoing
and that his reinbursenment is free and voluntary. Shoul d he not
wish to consult a judge advocate, he nust know ngly waive his
right to counsel by a judge advocate.

b. Funds collected as a result of sales of Governnent
property wll be accounted for in accordance with the NAVCOWT
Manual , Volunme 4; UM 4400-15 Chapter 6; and as noted herein.

Funds will be turned in to the disbursing officer utilizing the
NAVCOWPT (fornm) 2277 by the wunit property/supply officer/
appropriate custodian of public funds. Procedures for conpleting
the NAVCOWPT 2277 can be found in figure 8-2 of this Mnual.

c. The NAVMC 6 will be used to effect sales of articles of
Government property as stated in UM 4400- 15. Distribution of the
cash sales docunment (NAVMC 6) will be as follows:

Copy Use

Qi gi nal Retained to support the NAVCOWPT
2277 Cash Collection Voucher

Duplicate Gven to the individual naking the
purchase at the tine of the sale.
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Triplicate Retai ned as the posting voucher for
property not on the PCQO MNAL,
unit T/E itens. Forwarded to
Property Control for property
appearing on the PCO MAL
(accompanied by a D7Y transaction)

d. Processing of cash sales will be as follows:

(1) Cash sales of governnent property not appearing on
the CVR of the selling activity will be assigned a transaction
code B7X and posting will be acconplished as required |ocally.

(2) Cash sales of property appearing on the CWR of the
selling activity will be assigned transaction code B7Y, and a
voucher nunber. For cash sales of T/E assets appearing on the

CWR, the original B7Y and supporting NAVMC 6 wll be retained in
the unit's voucher file, and a copy of the B7Y forwarded to
Property Control for posting to the NAL.

(3) If the itemis controlled by the Special Services
Oficer, Plant Account Oficer, etc., the B7Y will be prepared in
accordance wth paragraph 8002.2d4(2) preceding and forwarded to
the appropriate command accountable officer.

3. Checkage sales for reinbursenent for |ost, danaged, or
destroyed governnment property may be effected by use of the
Cash Sal e/ Request for Checkage Sale (NAVMC 6) if a transaction
cannot be handled on a cash sale basis. Transaction code B7X or
B7Y, as appropriate, will be assigned to this docunent.

a. Checkage sales of government property appearing on the
unit's COWR will be effected in the follow ng nanner:

(1) The NAVMC 6 will be prepared in triplicate in
accordance with UM 4400-15 and UM 440Q0-=127.

(2) The originating officer will sign the original only.

(3) The original and duplicate copy of the NAVMC 6 shall,
after being endorsed by the individual's commanding officer, be
forwarded to the unit diary clerk maintaining the pay account of
the individual concerned.

(4) The triplicate copy will be held as a tentative copy
by the originating officer until the duplicate copy has been
processed and returned by the unit diary clerk.

(5) For aT/E item the conpleted duplicate and original
B7Y will be retained in the unit's voucher file, and a copy of
the B7Y forwarded to Base Property Control for posting to the
MAL.
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4. Checkage sales procedures for deserters will be as follows:

a. Wien an absentee is declared a deserter, the Unit
Property/ Supply Oficer wll immediately prepare and process the
necessary request for checkage for any mssing or damaged
governnent property.

b. The request for checkage on lost, danmaged, or destroyed
itens of property appearing on the unit's CWR on charge to the

individual, wll be prepared separately from any organic or T/E
property on charge. This checkage Wil be prepared in
quadruplicate, and at the bottom of the listing of itens, the
form will be annotated "DECLARED A DESERTER (DATE)." The form
will be approved by the individual's Commanding O ficer.
c. The request for checkage Wl be distributed as follows:
(1) The original and two copies wll be forwarded to the

Commanding Oficer for inclusion in the Service Record Book of
the individual.

(2) For those requests for checkage for Base Property
items, the quadruplicate wll be forwarded to the Property
Control COficer, with the appropriate D7Y transactions. A copy
of the D7y transactions will be filed with the MAL as pending
adj ust ment .

5. Procedures for the handling of deceased/ hospitalized
personnel wll be in accordance with the provisions of the

current editions of DoD 4160.21-M MCO 4050.38 and MCO P3040.4.

6. Unit commanders and appropriate assistant chiefs of staff
will appoint in witing Imprest Fund Cashiers, Collection Agents,
Aut horized Custodians, and Audit and Verifications Oficers in
accordance wth NAVCOWT WManual (Volunme 4, Chapter 3), UM 4400-15
(Chapter 6 and Appendi x BB), and paragraph 8003 herein. The
original wll be forwarded to the individual for conpletion of
the acceptance endorsenent and returned to the appointing

aut hority. A duplicate copy will be retained by the individual,
the triplicate copy will be forwarded to the Audit and
Verification Oficer and the quadruplicate will be sent to the

di sbursing officer.

a. Wien appointing an individual, the appointing authority
shoul d consider the prospective appointee's maturity, trust-
wort hi ness, accessibly and primary duty assignnent.

b. The appointnment nust be in witing and mnust be
acknow edged by the appointee.

c. The appointnment letter nust contain all applicable
elenents of information to include:
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) Applicable references (NAVOCOWPT Manual, Volune 4; MCO
+ UM 4400-124; UM 4400-15; MCO 10110.14K; and MCO

(2) Duties wll include directions for the collection of
funds, famliarization with applicable references; and not
accepting other positions involving the handling of public funds.

(3) Safeguarding of funds and having a safe for his
exclusive use, commtting the conbination of the safe to nenory
(and not divulging it to others), changing the conbination at
least every 6 nonths, not co-mngling funds, and not storing
classified naterial in the same safe as public funds.

(4) Limtations with regard to frequency of turn-ins and
amounts authorized to be held.

(5 Statenent of the requirenent to accept the position
by endorsenent on the appointnent letter.

7.  Audit and \Verification Cficers wll be assigned in witing
utilizing the format provided in UM 4400-15  Appendix BB.

a. The appointing authority wll appoint one or nore
individuals to ensure that proper procedures are being
acconplished in the handling of public funds. This officer wll
not have duties involving the handling of public funds other than
the performance of audits and verifications.

b. The Audit and Verification Cficer wll famliarize
hinself wth all current references pertaining to the handling,
turn-in, collection and safekeeping of public funds.

c. The Audit and Verification Oficer wll prepare a witten
report to the appointing authority concerning the findings of
each funds wverification with a copy to the agent visited and to
the disbursing officer.

8003. QUSTADY AND HANDLING CF PUBLIC FUNDS

1. The Commandant of the Mrine Corps has presently allocated to
the Commanding General fourteen controlled positions for the
handling of public funds. These controlled positions include
collectron agents (who are advanced a change fund and/or who
collect official or quasi-official funds) and imprest fund
cashiers (authorized to nake paynents for material/supplies).
Requested increases or decreases to the nunber of controlled
positions will be addressed to the Conmanding GCeneral (C 210),
who wll request final approval from the Conmandant of the Marine
Cor ps.
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Qurrent positions are as follows:

Position Control

Number (s) Activity
1 Clothing Branch, Mteriel Division
Supply Depart ment
2 Self Service Center, MNateriel Division,
Supply Depart ment
3 Imprest Fund Branch, Purchasing
Division, Supply Department
4 Food Service Dvision, Supply Departnent
5 Conmm ssary Store Division, Supply
Depar t ment
) The Basic School
7 Housing Division, Facilities Departnent
8,9 Col lections Office, Supply Department
10 Correctional Facility/Security Battalion
11 Quantico Branch Veterinary Activity
12,13,14 Natural Resources Mnagenent Division,

Facilities Department

2. Authorized Custodians. Wen the estinmated maxi num amount to
be collTect daily or during periods between deposits with the
Disbursing Oficer or other authorized periods 1s estimated to be
less than $200, an activity head nay designate a nenber or
enployee as an authorized custodian, rather than a collection
agent. Public funds may be received at times, at locations and
under circunstances which preclude any advance arrangenents for
their receipt.

3. Aternates. An alternate is an individual who is authorized
to act only during the absence of the primary collection agent,
primary imprest fund cashier or primary authorized custodian.

The alternate is an agent of the appointing officer and, when
serving in the place of the primary agent, 1s governed by all
regul ations applicable to the prinary agent. Separate safes and
records will be maintained to establish the amount for which each
person is accountable. An alternate shall not serve concurrently
with the primary in handling of public funds.
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4.  Appointing Letters. Al agents in controlled positions will
be appointed by direction of the Commanding General while
authorized custodians wll be appointed by-activity heads in
accordance wth paragraph 8002 preceding and as follows:

_ a. Persons who nmake cash sales of Covernnent property,
including reinbursenents, wll be appointed as authorized
cust odi ans.

~b. Messhall custodians who receive funds from dining
facility cashiers wll be appointed authorized custodians.

c. Messhall cashiers who collect cash from individuals for
sale of neals wll be assigned in accordance wth the current
edition of MXDDECO P10110.2. Appointnents of messhall cashiers on
a one-tine basis may be nade orally; however, such persons nust
thoroughly understand their duties.

5. Requests for appointments as collection agents, authorized

custodians and their alternate wll be nmade to the appropriate
of ficer. Requests for appointnments wll contain the followng
i nf or mat i on:

a. Position control number, as applicable.

b. MNane, rank, or civilian classification (position title)
of appointee (sane for person being relieved).

c. Name, rank and title of appointee's inmmediate supervisor.

d. Statement that appointee has denonstrated a wllingness
to serve as a collection agent, imprest fund cashier or
authorized custodian, as appropriate.

e. A conplete description of the fund-handling duties of the
appointee and the locale at which the duties are to be perforned.

f. Estimate of total anount of funds to be received each
mnth and the estimated nmaximum to be received on any one day.

g. Proposed disposition of funds including frequency of
deposits.

h. Brief outline of controls to be established to protect
the interests of the Governnent.

. Full description of type of safe or other adequate secure
facility to be provided the appointee.

j. Desired effective date of appointment.
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6. Letters of appointment wll then be prepared in the
appropriate format shown in Appendix BB of UM 4400-15 and
paragraph 8002 preceding.

7. The following fund control procedures wll be adhered to when
establishing positions:

a.  Saf ekaeping

(1) Agents will keep the funds entrusted to them for
safekeeping in safes assigned exclusively for their respective
use. The safe(s) conbination(s) shall not be commtted to
witing nor provided to anyone other than duly appointed users.
Field safes shall not be wused for the safekeeping of funds,
unless they have been bolted or chained in place in such a manner
that they cannot be renoved. Safes which have been nodified to
acconmodate a hinge and hasp are not authorized for safekeeping
of funds, Therefore, the conmbination lock wll be an integral
part (built into/nondetachable) of the safe. Public funds
entrusted to an individual wll not be merged wWith any other
funds nor wll public funds entrusted to tw or nore individuals
be nerged.

(2) The conbination of any safe holding public funds will
be changed at least once every 6 nonths and upon relief of an
agent. Safe conbinations wll be commtted to nenory to avoid
the possibility of conpromse and loss of funds. Wen the safe
Is being opened, the dial wll be be so shielded that the
op?]ration of the conbination of the safe cannot be observed by
ot hers.

- (3) Due to the conflict in safeguarding procedures,
classified mtter wll not be stored in safes containing public
funds.

b. Change Funds. When considered necessary for operations,
a change fund wIT be provided to the agent. Authorization,
amount and source from which the change fund wll be obtained
will be stated in specific witten instructions. Agents wll be
required to receipt for the change fund advanced to them

¢, Cash Registers. Wwen the volune of transactions so

warrants,” the agent wll be provided a cash register. A the
begi nni n? of business each work day, the agent wll place the
change fund in the cash register. Wen the assigned cash
register is not being operated and it contains cash, it wll be
kept locked or otherwise protected in order that no unauthorized
person may gain entrance. The agent wll inspect the cash
register periodically during the day and renove cash and checks
in excess of the amount needed for change. The renoval wll be
recorded on the cash register tape (if the register is so

equi pped). The cash and checks renoved will be placed in the

agent's safe or turned over to the authorized custodian in
accordance with the specific written instructions.
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d. Reconci liation of Funds. At the close of business each
wor kday, or upon relief of an agent on watch, the agent will
reconcile the total funds on hand with the change fund and the

record of sales/collections. For agents provided a cash

register, the reconciliation will be nade utilizing the cash
register tape (if the register is so equipped). For agents not
provided a cash register, receipts, sales slips or other
prescribed records of collection will be utilized. Shortages or
overages W ll be reported imediately to the individual

exerci sing supervision over the agent.

e. Di sposition of Funds. Cash, checks and prescribed

records of sales/collTections of agents will be turned in to the
aut hori zed agent prescribed in specific witten instructions.
Turn-in wll be acconplished as follows unless specified

otherwise in the specific witten instructions:
(1) Daily.

(2) At least twice weekly whenever the anount of funds
col l ected exceeds $500.

(3) At least weekly whenever the ampbunt of funds
collected is $500 or |ess.

(4) On the last business day of the nonth regardl ess of
the normal frequency.

f. Recor ds. Agents wll maintain records as directed in
their specific witten instructions or, where none are so
prescribed, as directed by the principal for whom they act. The
records show, as a mninmum of each individual agent, the source
and disposition of all funds and the bal ance on hand.

g. Audits. Audit and verification of funds wll be
conducted at Teast quarterly in accordance w th paragraph 8002
preceding utilizing MZDEC 7010/4 (Fund Verification Report).

h. Deficit or Excess of Public Funds. In accordance wth
Navy Regulations, article 1137, any person with know edge of a
deficit or excess of public funds will pronptly report the matter
to the respective appointing officer. The appointing officer
will then take the followng action in accordance wi th Navy
Regul ations, article 0719, and the NAVOCOWT Manual, paragraph
041380:

(1) Notify the Assistant Chief of Staff, Supply, in

witing giving all known details. If the deficit or excess of
public funds involves an authorized change fund, a copy of the
report will be furnished to the Head, D sbursing D vision.

(2) Request an investigation by an agent of the Naval
I nvestigative Service,
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(3) Oder a formal or informal investigation, as
appropriate, or recommend that a court of inquiry be convened, if
required.

(4) If required, conply with the provisions of NAVCOWPT
Manual , paragraphs 041354, 041381 and 041382.

1. Accountability and Responsibility. Al agents are

personal I'y accountabl'e for funds i1n therr custody and wll not

| oan, use, or exchange those funds for other funds, except as
specifically authorized. Agents are required to keep safely all
public funds collected by them or placed in their possession and
cust ody. They are required to account for all anounts received
by producing evidence of deposit, transfer, or other authorized
di sposi tion.

8004. PROCEDURES FOR | NDIVIDUAL COVBAT MEALS/ PACKAGED
OPERATTONAL  RATT ONS

1. Packaged perational Rations wll be requisitioned as
required and in accordance with the current editions of MCO

P4400,84, MCO P10110.14, and MCDECO P10110.2.

2. Sales of individual neals/packaged operational rations wll
be conducted in accordance with the current editions of MCO
P10110,14,, mDEco ~10110.2, MCDECO 10110.3, MCDECO 10110.4, and
MCDECO 10110. 8.

3. The budgeting, procuring, storing, controlling, issuing and
reporting of individual conbat neals wll be acconplished through
the Director, Food Services Dvision, Supply Departnent in
accordance with the current editions of MCO P10110.14 and MCO

10110. 40. The below listed procedures wll be established as a
m ni rum and additional procedures may be inplenented by
organi zational comranders to ensure proper stock control. The

Meal , Ready-To-Eat (MRE) has replaced the Mal, Conbat,
I ndi vidual (M).

a. Al stock will be maintained by nonth and year of pack.

b. Issue will be nmade only to authorized users in support of
an authorized exercise/operation or when directed by higher
headquarters wth full justification.

C. Issues will be nmade only to personnel authorized to
subsi st at CGovernnent expense and in possession of a valid Meal
Card (DD Form 714).

d. POR'MRE sold to personnel on commuted rations wll be
recorded on the Paid Supernunerary Register (NAVMC 10298) and
reported as follows:
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(1) Mney for neals sold to personnel, not authorized to
subsist at Governnent expense, will be collected prior to
consunpt i on.

(2) Funds derived from the sale of MRE's are to be turned
in to the Head, Disbursing Dvision prior to the appropriate
nonthly close out date. The using unit will prepare a cash
col l ection voucher (NAVCOWPT 2277) to ensure reconciliation of
all funds turned over to the D sbursing Section in accordance
with the current edition of MCO P10110.14.

(3) The appointnment of a cashier to collect funds derived
from the sale of PORRMRE will be effected by organizational
comranders to whom said neals are issued. Nornal |y, when sales
occur irregularly, the organizational supply officer may be
utilized to collect funds wthout witten authority.

e. Under no circunstances can nesshalls obtain, report or
derive credits from POR'MRE neals issued or sold to personnel
aut horized to subsist on this type of ration. Addi tional ly,
POR/MRE's sold to personnel authorized to subsist at Covernnent
expense nust be reported daily on the Man Day Fed Report (NAVMC
565-1) in the "other" colum to reflect total personnel
subsisting in the field.

f. Meal s issued but not consuned during an authorized
operation nust be returned to controlled stock.

4. It is the responsibility of each using organizational
conmander to effect positive stock controls and reporting
procedures of POR/ MRE

5. The wusing unit wll submt the PCR Consunption Report

(Synbol: MCDEC 10110) to the Director, Food Services Division no
later than the fifth working day of the following nonth. A
signed copy of the nonthly NAVCOWPT 2277 and the green copy of
the NAVMC 10298 will be included with this report.

8005. ACCOUNTI NG FOR AMMUNITION (CLASS V(W)

1.  Headquarters, Marine Corps is the Inventory Control Point
(1CP) for dass V(W nmateriel. cMC (LMS w il establish,

mai ntain, publish, and change prescribed allowances for { ass
V(W nateriel. Additionally, OMC wll direct the storage, issue,
distribution, rebuild and disposal of dass V(W nateriel.

2. Oganizations wll utilize the current edition of
MCO 8020.1, MZDECO 8000.1, MCDECO 8011.1, MCDECO P8023.2, and
MCDECO 8027.1 for COass V(W accounting.

3. Unit supply/property officers storing any quantity of d ass
V(W materiel will maintain a copy of the Ammunition NSN Lot

8- 14



SUPPLY SERVI CES MANUAL 8006

Nunmber Record Card (NAVMC 10774) for each |lot. Directions for
the conpletion of this form are contained in UM 4400- 15.

a. Due to the hazardous nature of dass V(W nmateriel,
stringent controls for storing, handling and utilizing the
materiel are necessary. Nunerous safeguards are inposed to
protect personnel and equipnent.

b. Accountability for dass V(W nateriel is nmaintained by

the Commandant of the Marine Corps (LM5 wuntil it is issued to
the user, regardless of whether the dass V(W materiel is in
storage, in transit, or wthin the financial accounting system

The user is required to maintain property control records if
Cass V(W materiel is received and tenporarily stored locally

until expended. In this regard, all dass V(W nmateriel in the
hands of wusing organizational conmanders (regardless of anount)
will be accounted for as nonexpendable property. The

accountability will be acconplished utilizing the NAVMC 10774 in
accordance with Chapter 9 of UM 4400- 15. The NAVMC 10774 will be
mai ntained for each lot of amunition on hand regardl ess of the
anmount . Each element of information displayed in the |egend of
Figure 9-7 of UM 4400-15 is required to be entered on each NAVMC
10774 mai nt ai ned.

c. COass V(W materiel on hand within an organic supply
activity, but physically renoved from the storage area will be

signed out on an Equi pnment Custody Record Card (NAVMC 10359) in
accordance with chapter 3 of UM 4400-15.

4, Cccasionally, notice of ammunition reclassification nessages
(NAR's) are received which suspend, reclassify, or restrict the
use of Cass V(W nateriel because it has failed to perform as
desi gned. The Director, WMteriel D vision acconplishes the
action directed by the NAR through the O ficer-In-Charge,

Ammuni tion Branch. Additionally, when it is considered that a
using activity head may possess sone of the suspended dass V(W
materiel, a special distribution of the NAR is nmade to all using
activity heads. Activity heads having any suspended,

reclassified or restricted dass V(W materiel on hand wll

imedi ately report the on hand quantity to the Director, Materiel
Dvision (OC Amo Branch) for disposition instructions.

8006. BLANK FORMS

1. Controlled blank forns listed in Appendix G are stocked at

the Self-Service Center. O gani zati onal comanders and the
Assistant Chief of Staff, Conptroller, wll provide the
Commandi ng General (C 211) a letter listing personnel and sanple

signatures of persons authorized to requisition and receipt for
controlled blank forns. A format is contained in figure 8-3
her ei n. Controlled blank forns will be requested on a _separate
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Sel f-Service Center Shopping List (NAVMC 10700) signed by one of
the authorized individuals and indicating which authorized
individual wll receipt for the forms. Additionally, the
individual's Armed Forces ldentification Card (DD Form 2MCO) will
be checked.

a. The Manager, Self-Service Center wll establish and
maintain a current signature file. Commanding Oficers, the
Assistant Chiefs of Staff, and Activity Heads will resubmt
letters of authorization at 6-nmonth intervals and/or as required.
Signatures on the shopping list that do not match the signature
contained in the signature file wll be rejected and returned to
the requisitioner wthout action.

b. All controlled blank forms will be stored in the safe at
the Self-Service Center. Additionally, a Controlled Bl ank Forns
Log Book wll be naintained and each receipt and issue wll be

recorded therein by serial nunber.

c. An inventory of all controlled blank fornms wll be
conducted nonthly by the supervisor of the Inventory Count
Section, WMateriel D vision, Supply Departnent.

2. Noncontrolled blank fornms wll be issued from the Blank Forns
| ssue Point of the Self-Service Center.

3. The following mninmum security measures are required for
serialized blank forns:

a. Itemrs will be kept in a |ocked safe whose conbination
must be changed at |east every six nonths and upon change of
bl ank fornms custodian.

b. A register will be mintained indicating all transactions
reflecting the receipt, issue, and inventory of serialized/
controlled blank forns.

c. Invoices/shipping docunments wll indicate the serial
nunber of all serialized blank forns.

d. Serialized blank forns wll be shipped by registered

mail .

e. Activity heads maintaining on-hand assets of serialized
blank forns will cause nonthly inventories to be conducted and
appropriate notations to be entered in the register. Activity
heads will, upon disclosure of a shortage, conduct an

investigation and take whatever disciplinary action is warranted
as a result of the findings of the investigation.

f. Additionally, U S armed forces identification cards

will be subjected to an unannounced inventory by the
organi zational commander at |east semannually. The results of
the inventory will be noted in the controlled fornms register and

signed by the organizational comrander.

8-16



SUPPLY SERVICES  MANUAL 8007

g, Recovered or mssing arned forces identification cards
whi ch cannot be accounted for will be reported in latter format
by the Accountable officer, in accordance with the instructions
gg%agned in Chapter 9, herain, and tha current edition of MIDECO

8007. TEMPCRARY LOANS O GOVERNMENT  PROPERTY

1. Itens of CGovernment Property may be issued on a temporary
loan basis for a period of 30 days. Should the occasion arise
that an item will be on loan of an extended period of time, the
tenporary loan docunent nmust be wupdated for an additional 30
days. The accountable officer can extend this temporary period
beyond sixty days when the ~circunstances are warranted; however,
docunentation of such an extension (wth justification) is
required. The Equi pnent Qustody Record Card (NAVMC 10359) wll
be wutilized as the tenporary loan document for property |oaned to
an individual or organization under another command. The due

date and the authority for making the tenporary loans wll be
annotated on the docunent. Internal temporary loans will be nade
utilizing the NAVWWC 10359 as well. Tenporary ~loan docunents will

be maintained in a separate file entitled "Tenporary Loans" in
accordance with UM 4400-124 and UM 4400-15.

2. It is the policy of this Comand that individual and

or gani zat i onal eC}ui prent will be issued only for the purpose of
acconplishing official mlitary duties or to fulfill operational
conm t nents. In keeping wth its policy, no mlitary equipnment
will issued for recreational functions or personal use without

expressed witten permssion of the commanding officer, assistant
chief of staff, or activity head.

3. Ay request for tenporary loans from individuals or
organizations outside of MDEC nust be nade in witing to the
_Oo]rcmandl ng Ceneral (¢ 210) and shall include the follow ng

i nformation:

a. Name of responsible individual as designated by nane,
rank and social security nunber.

b. Inclusive dates for which the loan is requested.

c. Qganization and telephone number at which individual can
be contacted. The letter with approving endorsement W Il be
authority for making tenporary |oans,

d. Intended wuse of equipnent.

e. Any other pertinent information.
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8008. PERSONAL  EFFECTS

1. Commanding O ficers are responsible for establishing and
pursuing a positive and continuing program to-collect, identify,
inventory, protect and dispose of personal effects and baggage,
ensuring that the provisions of the current editions of MCO
P4050.38 (Personal Effects and Baggage Manual), MCO P4400.150
(Consumer -Level Accounting Manual), UM 4400-15 (Organic Property
Procedures Manual) and DoD 4150.21-M (Defense D sposal Manual)
and paragraph 15002 herein are conplied wth. Responsi bility
will include security, care and custody of personal effects and
baggage of nenbers and former nenbers of subordinate

organi zations wunable to provide physical security, as well as,
inventory, collection and disposal of government property on
charge to these nenbers.

2. Disposition of personal effects wll be made through the
appropriate battalion supply officer. The wunit supply officer
will inspect the personal effects received to insure they are
packed in as small a container as possible. Al edges of the
container will be sealed with tape and banded wth steel

strapping or nylon filanment tape. The absentee's nane, rank, SSN
and the date turned into the Battalion Supply Oficer is

stenciled or legibly printed on the outside of the container.

3. Personal Effects wll be inventoried by a SNCO or officer

(of an equal or greater rank); however, a sergeant nmay inventory
the personal effects of those sergeants and below in an

unaut hori zed absence status only. The inventory officer wll
utilize the Personal Effects Inventory Forns (NAVMC 10154) to
list personal effects. Additionally, a baggage tag wll be
conpleted and distributed as follows:

a. Oiginal NAVMC 10154 and lower portion of baggage tag to
the individual's SRB.

b. Copy of the NAVMC 10154 and mddle portion of baggage tag
i nside container.

c. GCopy of the NAVMC 10154 and top tag should be attached to
the outside of the container.

d. Copy of NAVMC 10154 will be maintained in the supply
officer's personal effects file.

4, The NAVMC 6 will be utilized and distributed in accordance
with UM 4400-15, Chapter 6, paragraph 06001 for all mssing or

danmaged Covernnent property.

5. The Supply Oficer, Headquarters and Service Battalion wll
handl e all personal effects for those personnel under the

adm nistrative control of that battalion (i.e., centers,
departnents, etc.).
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8009. MONEY VALUE REPORT OF THE | NVENTORY

1. Wthin 30 days after the close of the fiscal year, a
statenent of the noney value report of the inventory wll be
generated by the Property Control Oficer. The report will be
submtted via the appropriate operational chain of command to CMC
(LMM wusing the report synbol MG 7320-04.

2. The report wll contain the following types of itens:

a. Controlled itens that have been assigned a Table of
Aut horized Material (TAM control nunber and are reportable under
the instructions provided in the current edition of MCO P4400.82
(items with a Controlled Itens Code of A = J).

b. Al other itenms which have a standard unit price of
$1,000 or nore and have an assigned TAM nunber, based on the

value of the item prior to the close of the fiscal year.

3. The PCO will generate the report, for the Command, wutilizing
a COass | Program (G4100X14)., The endorsed report nust be
forwarded to CMC (LMM to arrive not later than 45 days after the
end of the fiscal year.

4. Land, buildings, dass V(W and IX items will not be

i ncl uded. Equi prent which has been borrowed from other
organi zations wll not be included in this report. However,
equi pment which is on loan to another organization wll be

considered for reportability.

5. A descriptive narrative explanation wll be provided if the
dollar value reported exceeds 10 percent variation (plus or
mnus) from the previous report.

8010. LOCAL SERI AL NUVBER ASSI GNMVENT. Battalion supply
officers/unit property officers wll develop local serial nunbers
by using the last 5 digits of the Activity Address Code (M)

plus 3 additional sequential nunbers (i.e., 303000001, 30300002,
etc.). Unit property officers consolidated under Table of

Equi prent T/E 7401 will develop local serial nunbers by utilizing
a standard 5 digit organizational title (alpha nuneric) and 3
sequential nunmbers (i.e., TAVSC001l.).

1. The serial nunber will be entered into a serial nunber
| ogbook to preclude duplication of a serial nunber for any item

2. The serial nunmber will be affixed in such a way to the
accountable end item so that it wll not be lost through najor
conponent  repl acenent.

3. The serial nunber nmay be placed on a data plate which nay be
retained and reapplied when the major conponent to which it is
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affixed is replaced. In those cases where the entire end itemis
di sposed of/retrograded, the data plate will not be renoved.
4. Once affixed, the item will be reported to the appropriate

Command accountable officer.

5.  The use of dashes (-) or spaces is neither necessary, nor
aut hori zed, for the assignnent of |ocal serial nunbers.

8011. LOCAL TAMCN NSN  ASSI GNVENT

1. Qccasionally, items held by UPO's which nust be controlled as
formal allowances, have not been assigned a Table of Authorized
Materiel Control MNumber (TAMCN), such as commercially procured
nonexpendabl e serialized assets (typewiters, vacuums, etc.). I n
order to load the item to the Command MAL and the unit CWR it is
necessary to have a TAMCN and an allowance for the item The
source for assigning local TAMCN's is the PCO The source for
approval of allowances is through the unit's chain of comand and
as discussed in Chapter 2, herein.

2. The Upo will submt a nenoranduniletter to the PCO requesting
the assignnent of a local TAMCN for a particular item The
following elenents of information are required to be provided by
the UPQ

a. Nonencl at ur e.

h. N8N (if not assigned, see paragraph 8011.3, follow ng).

c. Type of Equipnent (Commodity = electronic, notor
transport, etc.).

d. Unit Price.

The request for a local TAMCN can be submtted concurrently wth
a MA

3. Non-system itens are itens for which National Stock Nunbers
have not been assigned. UPO's will research the item to ensure
that a valid NSN does not exist prior to requesting the

assi gnment of one. There are two categories of itens eligible
for assignment of a local NSN - end itens or itenms that wll
require formal accounting (i.e., nonexpendable, serialized assets
under $1,000) and repair parts/clothing/garrison property. The
current edition of MCO 4410.9 provides additional guidance for
the establishment of |ocal NSN's.

a. Assignment of a local NSN for nonexpendable end itens
will be acconplished by the Property Control Oficer. The PCO
will verify that the item does not exist on the Mster Header
Information File (MHIF) or on the Non System Itens File (NSIF).
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The UPO will request assignment of a local NSN by letter (which
can acconpany an M) and include the follow ng information:
(1) Part Number or Manufacturers Number/ Code
(2) Nonenclature
(3) Publication (which the item is listed in)

(4) Source, Maintenance and Recoverability GCode (SMRC),
if available (SMRC can be found in UM 4400-123)

(5) Unit Price

The pPco will induct three ZNS cards in accordance with UM
4400-124 (part IIl, section 4) and UM 4400-123.

b. Assignnent of local NsN's for repair parts and expendable
assets wll be acconplished by Materiel Dvision (CQustoner
Service Section) utilizing information provided on the
requisition for a particular item. The current edition of MCO
P4410.9 establishes procedures for part nunber requests.

8012. WASHER/ DRYER  MAI NTENANCE  PROCEDURES

1.  The \Washer/Dryer Maintenance Program is managed by the
Property Control Officer. The pco acts as the |iaison between
the UPO and the contractor.

2. Only those washers and dryers that are on the Consolidated
Menorandum Receipt (CMR) of a unit may be considered for the

mai ntenance program  Wen a washer/dryer fails to work properly,
a report nust be made to the appropriate staff officer (normally

the S-4/supply officer/unit property officer) of the unit owning
the asset(s).

a. The following information nust Dbe provided when reporting
the nmalfunction to the Property Control Cficer:

(1) Serial nunber

(2) Location of item

(3) Description of problem

(4) Name of the wunit representative

(5) Telephone number of unit representative

(6) Unit nane
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b. The Property Control Oficer will provide the unit
representative with a four digit call nunber which should be
referenced in all future correspondence (i.e., KO001),

3. Routine repairs are reported to the contractor on Tuesdays

and Fridays. Machines will normally be repaired within 48 hours
of notification.

a. The washer/dryer repairman wll prepare a Limted
Technical |Inspection (LTlI) describing the work perfornmed and
attach it to the nmachine. If a machine is beyond repair, the LTI
will be annotated "LTI REPLACE." The unit should then prepare a

DD 1348-1 (DIC B7K) and forward it in accordance wth current
directives and Chapter 13, herein. The Property Control Oficer
will, wupon receipt of the LTI and DD 1348-1, issue a serviceable
nmachi ne. Serviceable machines will be issued only as

repl acements for wunserviceable machines and as deenmed necessary
by the Property Control Oficer.

b. Enmergency work orders will be reported by the Property
Control COficer to the repairman as they are received. Nor mal |y,
energency repairs wll be affected within 24 hours.

4,  The Property Control Oficer wll ensure that sufficient

gquantities of serviceable assets are on hand/on order to support
the Command. Stockage of serviceable excess washers and dryers
by subordinate commands is not authorized.

8013. MATTRESS REPAIR AND EXCHANGE PROGRAM

1. In order to fully support Marines residing in Bachelor
Enlisted Quarters (BEQ's), the Command has established a Mattress
Renovation Program The program is funded by the Property
Control Oficer.

2. Al requirenents for mattress renovation wll be directed to
the Property Control Oficer (PCO) by letter, from the
appropriate unit property officer. The PCO will maintain a stock
of serviceable renovated mattresses in a ready-for-issue

condi ti on. If assets are on hand, they wll be issued (on a one
for one exchange basis) to UPOs as requests are received. The
PCO will ensure that unserviceable nattresses are placed in the
renovation program (the Industry for the Blind has been
contracted for the actual renovation). Additionally, the PCO
will coordinate with UPOs to determne the tine and place of
turn in of wunserviceable mattresses. If assets are not on hand
UPOs will be given the opportunity to have their mattresses go

into the renovation program via the PQO
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8014. PERSONNEL SUPPORT EQUI PMENT (PSE)

1. The quality of life for the individual Marine is a primary
concern of this Command. Adequate living facilities is a
mlitary requirenent of the highest priority and is beneficial to
the quality of life program The allowances established in
enclosure (2) of the current edition of MCO 10160.8 fix the

maxi mum quantity and kinds of articles of furniture, furnishings,
and other items which may be acquired.

2. PSE will be accounted for by the UPQ Commanding of ficers,
assistant chiefs of staff, and activity heads will establish
Non- FMF al |l owances in accordance w th ‘paragraph 3, preceding,
and within the confines of the current edition of MCO I?L0160. 8.
All PSE will be stenciled with "U. S." to identify it as
Covernnment  property.

3. Annually, an inventory and statenent of funds obligated and
budgeted in the procurenent of PSE wll be submtted to the CMC
(LFS). The Property Control Oficer is tasked with providing a
consolidated report for MCDEC to the Assistant Chief of Staff,
Conptroller. Organi zations wll provide input, in accordance
with instructions provided by the Property Control Oficer, no
ater than 20 August annually. The Assistant Chief of Staff,
Conmptroller will ensure that the report is submtted not |ater
than 15 Septenber to the COMC.  Appendix M will be utilized to
determne NSN's/nomenclature for office furniture and equipnent
for standarization.

8015. FLAGS, GU DONS AND STANDARDS

1. Repair, replacenent, and disposition instructions for flags
and standards are contained in the current edition of MCO

P10520.3.

2. Flags that are old and worn out and standards of deactivated
organi zations that have no historical value and are beyond
economcal repair wll be burned locally in accordance with the
followng instructions:

a. Flags and standards that are to be disposed of by burning

will be dropped from the property records by neans of a
m scel | aneous adj ustnent docunment (DD Form 1348). The statenent:
"This flag/standard does not contain any historical value and is
beyond economical repair” will appear in Blocks L-O of the
adj ustment  docunent. The following certification wll appear on
the reverse side of the adjustnment docunent:

"I certify that on this date | have burned the

flag/ standard appearing on this adjustnent

docurment .

H
(Nane and G ade) (Dat e)
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b. Unservi ceable flags that-cannot be disposed of by burning
will be turned into the PCO in accordance with DoD 4160.21-M and
Chapter 6 herein.

c. The adjustnment docunent wll be approved by the
appropriate commanding officer/activity head prior to the
flag/ standard being destroyed.

3. Activities requiring flags and/or clothing for burial of
deceased Marine Corps or Navy personnel wll requisition
requirenments from their normal source of supply. When these
itens are not immediately available, imrediate use requirenents
will be requested from the MILB, Al bany, utilizing DD Form 1348
or nessage, as appropriate. The DIC ACE or A05 (Signal Code "E"

or "N, " and Fund Code "99," as applicable) will be used: and the
followng will be entered in the "Remarks" blocks (all other
required requisition data wll also be entered):

"Repl acenent/required for issue for burial of (nane,
grade, social security nunber) USMJUSN, deceased,
bill to CG& Navy."

4,  The commanding officer, or representative, of the activity
requesting itens for burial of deceased personnel wll be

required to sign the following certification on two copies of the
docunent supporting the issue:

"I certify that | have received the above itens to
be used for the burial of (nane, grade, and social
security nunber) (USMJUSN), deceased."”

5. I ndividuals receipting for itens for burial of deceased
personnel will retain a copy of the issue docunent, annotated
with the quantity and total price of articles issued. The priced
copy wll be delivered to the comranding officer of the
requesting activity.

6. Itens received from the distribution system for burial
purposes will not be taken up on the property records of the
requesting activity. The cost of these itens will be charged to

the appropriation Qperations and Mintenance, Navy, by the MILB,
Al bany.

7.  Wien circunstances prevent delivery of the burial items to
the next of kin or a designated representative, the itens wll be
returned to the issuing activity. The returned itens wll be
acconpanied by a nenorandum show ng the nanme, grade, and social

security nunber of the deceased and a statenment as to the reason
for the return.
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8016. MARI NE  CORPS SEAL

1. The official Marine Corps Seal, hand inpression, wll be used
for the authentication of official records of this Comand and
will be affixed to those forns and docunents on which the use of
a seal is indicated.

2. MXDEC organizations requiring this seal (lettered "Departnent
of the Navy = United States Marine Corps", wth insignia of the

United States Marine Corps: TAMON C60302, NSN 7520 00 269 8773)
shal | submit requisitions to the MLB, Albany (RIC MPR), via the
Property Control Oficer.

3.  Each organization authorized possession of the official seal
must designate an authorized -custodian. Additionally, the item
will be carried on the Coormand MAL (CIC 2) and unit CWR

8017. | SSUE OF OCCUPATI ONAL FOOTVEEAR AND COVERALLS
1. In order to maintain sound supply discipline, accountable
officers will exercise their utnost discretion and ensure that

only those individuals whose billet description requires the

i ssue of safety shoes and coveralls, receive them Al nilitary
and civilian personnel who work in foot hazardous areas wll be
provi ded occupational footwear in accordance with the current
edition of MIDECO P5100.1 at Governnent expense.

2. Wen safety shoes are issued, figure 8-4 will be utilized to
report the issue, for subsequent inclusion in the individuals
Service Record Book (SRB), to the appropriate battalion

(organi zation holding the individual SRB/personnel record) or
Oficial Personnel Folder, in the case of civilian personnel.

3. The Commanding Oficer, Naval Medical dinic wll provide:

a. Podiatric counseling for mlitary and civilian personnel
who work in foot hazardous areas.

b. Othopedic occupational footwear for mlitary personnel
who work in foot hazardous areas.

4. I ndi vidual wunit Program Managers wll:

a. Fund for the occupational footwear requirenents of
mlitary and civilian personnel in accordance with the current
edition of MIDECO P7110.3 excluding orthopedic occupational
footwear for mlitary personnel as stated In paragraph 8017.3a,
above.

b. otain stocked occupational footwear at the d othing
Sales Store utilizing NAVMC 10700. The Direct Support Stock

Control Catalog contains a conplete listing of all stocked
occupational footwear.
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c. Submt requirements for nonstocked footwear to the
Director, Materiel Division, utilizing DD Form 1348.

d. Requisition conmmercial occupational footwear for those
civilian enployees who are wunable to wear the mlitary standard
safety footwear due to orthopedic reasons. The purchase of
comrerci al occupational footwear will be limited to the |east
expensive line which neets the orthopedic and American National
Standards Institute (ANSI) requirenents.

e. Require proof of orthopedic need prior to requisitioning
conmercial occupational footwear. Such proof wll be in the form
of a signed prescription from a mlitary doctor of podiatry.
Consultation wth a mlitary doctor of podiatry nay be arranged
through the Environmental Health Cfficer.

f.  Requisition comercial occupation footwear by submtting
DD Form 1149 to the Drector, Miteriel Dvision. The docunent
should contain ANSI requirements, as well as a copy of the
orthopedic prescription.

5., Prior to issue, coveralls wll be stenciled wth the
organization nanme, in 2" block letters. Coveralls wll be
carried on the Non-FMF Allowance List in accordance wth
paragraph 2003, herein, and funded for by individual
organi zati ons.

8018. PUBLI C ANI MALS

1. Public animals procured with appropriated funds wll be
carried on the command MAL and unit CMR as nonexpendable

property.

a. DD Form 1834 (Mlitary Wrking Dog Service Record) wll
be used as a nenorandum record for each canine. Figure 6-10 of
UM 4400-15 applies. The DD 1834 wll be maintained by the UPQ
Information on the card wll include the nanme and accurate
description of each dog purchased or acquired. Paragraph 06091
of UM 4400-15 provides guidance for the transfer of canines. A
copy of the transfer docunent wll be provided to the PCO wthin
three days of the conpleted transaction.

b. The UPO will prepare a HORSE/ MLE Service Record/Stock
Record Card, Figure 8-5 for each Horse/Mile on hand. The form
will be conpleted as indicated on the card. Paragraph 06092 of
UM 4400-15 provides anplifying instructions.

2. Public animals that die of sickness or are killed because of

contagious disease or incurable injury wll be dropped from the
property records of the wunit property officer upon receipt of an
affidavit of the veterinarian. If a veterinarian's affidavit

cannot be obtained, the certificate of a disinterested officer,
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approved by the commanding officer, may be used. The certificate
will be provided to the PCO along with a signed B93Z,
miscellaneous loss document, vouchered by the appropriate
commanding officer/assistant chief of staff/activity head.
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ACKNOALEDGEMENT ~ OF  RI GHTS

1. A voluntary reinbursenent for |oss, damage, or destruction of
Government Property wll be considered as a free act for personal
reasons and wll not inply an admssion of responsibility for
fault or negligence for any purpose. No threat of disciplinary
action or offer to withhold such action shall be nade to an
individual to influence his/her decision whether to accept
responsibility for |oss, danmage, or destruction of Government
Property and to voluntarily reinburse the Government. |If

rei nbursenent is offered in case of |oss, damage, or destruction,
such reinbursenent should be for the full value of the property
or, if applicable, the cost of restoring the property to its
previous condition. There is no legal admnistrative process
whereby an individual may be required to reinburse the Governnent
for |loss, damage, or destruction of Governnent Property. In
appropriate cases, judicial action to recover danages may be
instituted by the Governnent. Voluntary offers to reinburse the
Governnent for loss, danage, or destruction does not relieve an

i ndividual from the consequences of wongful acts.

2. In addition you are afforded the opportunity to consult wth
a judge advocate concerning the reinbursenent, if a judge
advocate is reasonably available in the imediate geographical
area, In the event a judge advocate is not so available, or in

any case in which the individual waives, in witing, his/her
right to consult with a judge advocate, @ wWitten statenment or

such nonavailability, or the witten waiver, wll be attached to
the relevant investigative report; and a copy wll be attached to
the voluntary consent for reinbursenent.

3. | do/do not desire to reinburse the Government for the

subj ect property.

4, | do/do not desire to consult with a judge advocate.

5. I understand the rights afforded me as indicated in

paragraphs 1 and 2 above.

Signature of [Individual Signature of Commi ssioned Oficer

Dat e Dat e

Figure 8-1. --Sanple Acknow edgenent of R ghts.
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VOUCHER FOR DISBURSEMENT AND/OR COLLECTION=NAVCOMPT FORM 2277 (8PT.) (2-81) §/N 0104LF-702.2770 Page 1 of Pages
A A . A A A A A A A A . A
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k
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10. TYPE OF PAYMENT OR BILL: comPLETE [ PARTIAL [] FINAL (] PROGRESS (] ADVANCEJE
n. ACCOUNTING CLASSIFICATION TO BE CREDITED (COLLECTION) e
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- - . u
ACRNL ™ rign HEAD | CLASS | coNTROL | 34 AAA ™ PAA COST CODE (U.5. CURRENCY ONLY} [T
r
r"
e
L
|'|'
- ¥
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& |B. o C. 0. E. F.  |G. H. [ 7. K. -
Lul APPROPRIA. suUB- 0OBJ. | BUREAU AMOUNT
ACRN TION HEAD | cLASS | cOnTROL | 54 AAA o PAA COST CODE (U.5.- CURRENTY ONLY)
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Figure 8-2.--Sanple NAVCOWPT Form 2277,
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CONDITIONS/INSTRUCTIONS GOVERNING USE OF THIS FORM

1. This form may be used as a disbursement voucher/billing document or collection document. Ac-
cordingly, Block 1 must aways be compleled, indicating which.

2. When amounts under Block 9F are staled in foreign currency, the name of the currency is to be
entered in the space provided under Block 12H.

3. If the ability to certify and authority to approve are combined in one person, only one signature is
necessary; otherwise the approving officer will sign in Block 16, over his officia title

4. When this document is used as a disbursemenl voucher and payment is to be made in cash, the voucher
must be receipted, using the space provided in Block 18. When the voucher is received in the name of a company
or corporation, the name of the person writing the company or corporate name, as well as the capacity in which
he signs must appear. For example, “John Doe Company, per John Smith, Secretary,” or “Treasurer,” as the case
may be.

5. When used as a disbursement voucher/billing document the obligation and/or reimburssble order docu-
ment number to which the disbursement or billing document applies must be cited in Block 3 on the reverse side.

Figure 8-2. --Sanple NAVCOMPT Form 2277--Continued.
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STEP

BLOCK

SUPPLY SERVI CES INANUAL

PREPARATI ON  OF NAVCOWPT FORM 2277

DEFI NI TI ON

Page Nunber

Pur pose

Dat e

Ref erence Docunent Nunber

Bill Nunber

Voucher  Nunber

From

Pai d By

To

Articles, Services, or |Itens

(A) Invoice or Oder No.
(B) Date of Delivery/Service

(© Description

ENTRY

Page nunber as
appropriate

"X" in COCOLLECT
box.

Dat e of
preparation

Enter the
assi gned
(docunent)
nunber .

voucher

Leave Bl ank.

Leave Bl ank.

Ent er nane,
rank, title,
and address of
voucher
prepari ng
activity.

Leave Bl ank.

Leave Bl ank.

Leave Bl ank.

Leave Bl ank.

Enter dates for
the period
covered by
voucher and a
conpl ete
detail ed des-
cription of
pur pose for
whi ch

col | ecti ons
were nmde; a
st at enent

i denti fying

Figure 8-2. --Sanple NAVCOWT Form 2277--Continued.
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PREPARATI ON OF NAVCOWPT FORM 2277
STEP BLOCK DEFI NI TI ON ENTRY

the nature of
the sales; the

i ncl usi ve

nunbers of the
sales slips that
support the
sales; (the

i nclusive supply
voucher nunbers
assigned to the
NAVWC 6 fornms to
support the
sales and/or the
i nclusive serial
nunbers of the
Pai d Super -
nunerary Ration
Registers to
support the
sales) and the
name, grade, and
title of supply/
property contro

of ficer.
M (D) Quantity Leave Bl ank.
N (E) Unit Price Leave Bl ank.
0 (F) Anount Enter amount of

sales for the
period covered.

P (G D scount Terns Leave Bl ank.

Q (H Total Enter total
anmount of sales.

R 10 Type of Paynent or Bill Leave Bl ank.

S 11 Account i ng Gl assification (Col I ection)

Enter appropri-
ation data to
which funds are
to be credited
in block A and
bl ock C through
J, Bl ank. Ent er

Figure 8-2. --Sanple NAVCOWT Form 2277--Continued.
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STEP

BLOCK

12

13

14
15

16

17

18

SUPPLY SERVI CES NMANUAL

PREPARATI ON  COF NAVCOWT FORM 2277

DEFI NI T1 ON

Deduct i ons

Accounting dassification
be Charged (D sbursenent)

I nspection Report NOS
Covt Bill of Lading NOS
Approved

Certified

Paynent Received

to

ENTRY

the total in
bl ock K

Leave Bl ank.

Leave bl ocks A
t hrough K Bl ank.
Enter the total
amobunt of sales
in block L.

Leave Bl ank.

Leave Bl ank.

Enter the date
of turn in;

name, title, and
signature of the
remtter (Supply
Oficer).

Leave Bl ank.

Leave Bl ank.

Figure 8-2. --Sanple NAVCOWT Form 2277--Continued.
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UNI TED STATES MARI NE CORPS
Sanple Battalion
Marine Corps Devel opnment and Education Conmand
Quantico, Virginia 22134-5000

4400
c 200
Dat e

From Commandi ng O ficer
To: Commandi ng Ceneral, Marine Corps Developnment and Education
Command (C 211)

Subj : PERSONNEL AUTHORIZED TO REQUI SI TION AND RECEI PT FOR
CONTROLLED BLANK FORMS

Ref : (a) MCDECO P4400.1C

1. In conpliance with the reference the below |isted personnel
are authorized to requisition controlled blank forns:

NAMVE GRADE SSN SI GNATURE

John Q Snmith Col 123 45 6789

Jack Jones Maj 234 56 7891

Charles Brown 1stLt 345 67 8912

2. In conpliance with the reference the below l|isted personnel
are authorized to receipt for controlled blank fornmns:

NAVE GRADE SSN S| GNATURE
Sally Bl ack GySgt 567 89 0123

Henry G een Sgt 678 90 1234

Wl liam Blue Cpl 789 01 2345

3. This letter supercedes all previous authorizations.

. M COMANDI NG

Figure 8-3. --Sanple Personnel Authorization to Requisition
and Receipt for Controlled Blank Fornms.
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From Responsible O ficer ( ORGANI ZATI ON)
To: Commanding O ficer (Attn: SI1), Battalion
1. It is requested that an entry be nade in the above naned

individual's SRB to indicate he was issued one pair of safety
shoes.

Supply Oficer

2. | certify that | have been issued (1) pair of safety shoes.

| ndi vi dual Concer ned/ Dat e

SAFETY SHCES

Figure 8-4. --Sanple Safety Shoe Issue Form
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SUPPLY SERVICES  MANUAL

CHAPTER 9
| NVESTI GATI ON  PROCEDURES

9000. GENERAL | NFORVATI ON

1. The ogarrison nature of MDEC provides subordinate

organi zations maxinum flexibility in obtaining nonexpendable
assets for wuse in support of the various mssions wthin the
Command.  The extensive procurenent of comvercial equipnent by
MCDEC organizations and staff sections has been a mgor factor in
the need for nore stringent property control neasures and greater
Command attention to investigations concerning the loss of such
equipment.

2. Detailed guidance for the conduct of investigations can be
found in the current edition of MCO P4400.150 (Chapter 6), UM
4400-15 (Chapter 6 and Appendix AA) and the JAG MWNUAL (Chapters
2 through 6).

3. Al mssing, lost, stolen, destroyed, or damaged Covernment
property on charge to the Marine Corps or other Governnent
agencies in the custody of the Mirine Corps wll be made the

subject of an investigation as prescribed in the JAG MNANUAL,
chapter 2 under the following conditions:

a. |If the cause of the loss or damage is unknown.

b. To determne responsibility or relieve an individual of
responsibility.

4. Covernnent property not carried on property records wll not
be picked up in order to initiate or facilitate investigative
action. Nor wll the exclusion of the item from accounting

records preclude the initiation of investigation when warranted.

9001. I NITIATION  OF | NVESTI GATI ONS

1. Wen fault or negligence is suspected or known, or when
responsibility nust be determned, an investigation wll be
convened by the appropriate comrander having special (at |east)
court-martial convening authority. The results of this

investigation wll be wused to properly dispose of the Governnent
property.
2. Investigative action is not required when it is the opinion

of the organizational accountable officer (commander/assistant
chief of staff/activity head) that:

a. That no culpable negligence is indicated.

9-3
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b. That the conduct of such an investigation would
constitute an wunnecessary admnistrative burden.

c. That no «culpability or responsibility can be determned.

d. That sufficient data is available to adequately justify
the proper adjustment of property records.

2. Paragraph 9006, followng, provides instructions on the
adjustment of property records wthout investigative action.

3. A Mtor Vehicle Accident Report (SF 91aA) may be utilized in
lieu of an informal investigation when, upon receipt of a request
for investigation, the convening authority deternines it to be
more appropriate based on the folTowng considerations:

a. There is no death or injury.

h. Total property damage does not exceed $2,000.

c. There is no_ probable claim against the Governnent.

The convening authority wll forward the SF 91A to the Conmandi ng
General (¢ 210) for final approval. The forwardin letter will
include a finding about responsibility by reason of fault or
neglilgence in accordance wth paragraphs 9010.2c and 9016 of this
Manual .

4. Investigative action is not usually required when an
individual voluntarily offers to reinburse the government for the
loss of Covernnment property, unless there is evidence of

m sconduct requiring judicial action.

5, The responsibilities of cognizant individuals, relative to
the initiation and conduct of investigations, are outlined
her ei n.

9002. ACTIONS  UPON IDENTIFYING A LGS R THEFT OF REPCRTABLE
PROPERTY

1. Uoon discovery of the loss or theft of governnment property
the individual having signatory custody (physical control of the
items) wll immediately provide witten and tel ephonic
notification to the appropriate unit property officer (i.e., the
individual who 1is appointed to subcustody the equipment from the
MCDEC Property Control Cfficer, Pant Account Cficer, Special
Services Cficer, or Head, TAVSO.

2. The wunit property officer wll initiate the following actions
within 24 hours from being notified of the loss of theft:
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a. Notify PMJYCQD of any mssing, |ost (ti'f ei t her under
unknown circunstances or if a potential violation of the UCM
exists) or stolen property.

b. If the item neets the criteria for submtting an M ssing,
Lost, Stolen or Recovered (M.SR) report, prepare and submt an
INNTIAL MSR report wutilizing the instructions contained in the
current edition of MCDECO 5500.7, as nodified by a Bulletin in
the 5500 series.

¢, Lt the item nmeets the criteria for submtting a Supply
Accountability Report (SAR) , prepare and submt such utilizing
the instructions contained in the current edition of MDECO
5500.7, as nodified by a Bulletin in the 5500 series.

d. Initiate a request for investigation, if applicable, to
the appropriate convening authority (via the MCDEC Property
Control O ficer, Plant Account Oficer, Special Services Oficer,
or Head, TAVSC, as applicable). A copy of the request for
investigation will be provided to the Assistant Chief of Staff,
Supply (PCQ), Assistant Chief of Staff, Conptroller (Plant

Account Officer), or Assistant Chief of Staff, Services (Special
Services), as appropriate.

3. The request for investigation will contain the follow ng
information regarding the |ost property:

a. Quantity.

b. Stock Nunmber/Plant Account Nunber/Special Services |.D.
Nunmber (as identified on Consolidated Menorandum Receipt, Plant
Account Listing or Recreational Fund docunents).

c. Table of Authorized WMateriel GControl MNunber (TAMCN), if
appl i cabl e.

d. Item Nane.

e. Serial Nunmber(s), if applicable (or other identifying

f. Unit Price.

g. Total Cost.

h. Condition of the property at the tine of loss (if known).
1. Copy of INNTIAL MSR or SAR as applicable.

4,  The request for investigation (with all endorsenents) wll be
included in the report of investigation as an enclosure(s).
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9003. INITIAL ACTIONS OF THE PRCOPERTY CONTROL OFFI CER/ PLANT

ACCOUNT ™ OFFTCERISPECTAL SERVI CES TAVSC. Upon receipt of
the request for i1nvestigation, the "supply source" (Property
Control /Plant Account Oficer/Special Services/TAVSC) Wwill
acconplish the following, as applicable:

1. Verify that the item(s) listed on the request for
investigation is on the official accounting records of the wunit
property officer submtting the request.

2. Endorse the request for investigation to the appropriate
convening authority, stating that the iten(s) are/are not on the
property records of the unit property officer submtting the

request .

9004. INNTIAL ACTIONS OF THE ASSI STANT CH EF OF STAFF, SUPPLY

1., Upon receipt of a copy of the request for investigation, the
Assistant Chief of Staff, Supply wll:

a. Verify that a MXDEC search bulletin (requesting a
thorough search for the mssing iten(s)) has been published, if
appropriate, for MSR SAR reportable incidents.

b, Mnitor the status of investigative action to ensure that
the tinefranes for conpleting investigative reports and convening
authority endorsenents contained in this Mnual are conplied
wit h.

2. If MLSR/SAR reportable, take that action identified in the
current edition of MCDECO 5500.7.

9005. FOLLOW UP ACTI ON

1. In order for the unit property officer to maintain visibility
over the status of the request for investigation and/or
investigative action, it is incunbent upon him to take aggressive
followup action and maintain a record of all endorsenents to the
original request, to include a record of responses to the search
bulletin generated by the Assistant Chief of Staff, Supply. In
this regard, close coordination with the cognizant battalion

l egal officer is nandatory.

2. For all items resident on the Command MAL, the PCO will
establish and maintain an investigations voucher file and

| ogbook. Continued Iliaison, with the Assistant Chief of Staff,
Supply and the appropriate battalion legal officer, by the PCO is
required to ensure that the investigative nmonentum is not |ost.

9006. ADJUSTMENT OF PROPERTY RECORDS W THOUT | NVESTI GATI VE
ACTI ON. In the event that i1t is the opinion of the
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organi zational accountable officer (comander/assistant chief of
staff/activity head) that no negligence is indicated;, or that for
reasons known to the organizational accountable officer that an
investigation would constitute an admnistrative burden, that
officer wll request approval from the Commanding General, MCDEC
C 051, via the supply source chain of comrand (PCO/Plant Account/
Speci al Services/TAVSC, as appropriate) that the property records
be adjusted w thout conducting an investigation. Thi s request,
together with a DD 1348 (B9Z transaction) must provide detailed
justification as to the reasons an investigation should not be
required.

9007. CONVENI NG AUTHORI TI ES. Oficers in the follow ng
categories are authorized to convene investigations:

1. All commandi ng generals.

2. Al officers having general or special court-nartial
convening authority.

3. Any other officer so designated by the Commandant of the
Marine Corps.

9008. APPO NTMENT OF |INVESTIGATING OFFICERS. Wthin five

wor king days of the receipt of a request for investigation, the
convening authority shall appoint a nenber or nenbers to an
informal fact finding body (investigation), wutilizing the
guidelines contained in the JAG Manual. The nenber(s) wll be
appointed either orally or in witing. I nsofar as practicable
(when material subject to an investigation is technical in
nature) an officer, staff nonconm ssioned officer, or civilian
possessing technical know edge of the material wll be assigned
as the investigating officer, provided he has no direct influence
or cognizance over the individual(s) being investigated.

9009. RESTRI CTI ONS. Par agraph 6005.3 of MCO P4400.150C outlines
restrictions inposed relevant to the appointnment of investigating
of ficers. The personnel assigned to the following billets wll
not be assigned as an investigating officer:

1. The commanding officer of the unit.

2. The individual admnistering the supply functions.

3. The individual charged with custody of the itens.

4,  Any individual junior to an officer/SNCO/civilian enpl oyee

whose conduct is being investigated, except when circunmstances
make it mnmandatory (as explained in the appointing order).
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9010. DUTI ES OF | NVESTI GATI NG OFFI CERS

1. The duties of investigating officers are outlined in detail
in the current edition of MCO P4400.150. E ements within the
investigation report include, but are not limted to, the
fol | ow ng:

a. Present condition of the property, if known.

b. Cause of present condition, if known.

c. Disposition recomrended.

d. Fi ndings of fact.

e. Qpi ni ons.

f. Recommendat i ons.

2. During the conduct of the investigation the investigating
officer wll:

a. Inquire into the causes of the loss or theft to determne
what neasures were taken to prevent such loss or theft by the
person in whose custody the property was placed.

b. Qbtain appropriate statenments from persons involved in,
or witnesses to, the circunstances surrounding the | oss.

c. Include an opinion as to the probable cause of the |oss,
and indicate his opinion of whether an individual should or
should not be held responsible for the loss by reason of fault or

negl i gence. When cause and responsibility cannot be fixed, the
investigating officer will substantiate why this is the case.

3. In all cases, an appropriate reconmendation for the

di sposition of the property involved and for applicable

i mprovenments in property control procedures will be included in

the investigation report.

SUBM SSI ON_ OF | NVESTI GATI ON _ REPORTS.  Wen conpleted, the

report of investigation wll be prepared 1n an original and four
copi es. The investigating officer wll conplete the
investigation within ten working days from the date of the

appoi nting order. Wwen unforeseen conplications are encountered

during the conduct of an investigation, the investigating officer
may request and receive an extension. Both the witten request
for extension and the witten approval wll be included as
enclosures to the investigation report.

9-8



SUPPLY SERVI CES MANUAL 9013

9012. CONVENING AUTHORITY REVIEW OF | NVESTI GATI ONS

1. Upon receipt of the report of investigation, the convening
authority will review the report of investigation and prepare a
first endorsenent, which will be forwarded to the Commandi ng
CGeneral, MIDEC (C 051) via the Staff Judge Advocate and the
Assistant Chief of Staff, Supply. The first endorsenent should
be prepared within ten working days of receipt of the report of
investigation and should contain one of the follow ng:

a. Approval of the findings of fact, opinions and
recommendations of the investigating officer.

b. Di sapproval of the findings of fact, opinions and
recommendations of the investigating officer. If the
investigation report is disapproved, in part or in whole, the
convening authority should state reasons for disapproval and
hi s/ her recommended changes to the investigation report.

2. Wien the convening authority does not approve the
investigation report, he may return the investigation report to
the investigating officer to afford the investigating officer the
opportunity to make appropriate anendnents.

3. A signed copy of the convening authority's endorsenent shall
be provided to the organization originally requesting the
investigation and to the Property Control Oficer or Pl ant

Account O ficer (as appropriate), for final record adjustnment, if
required.

4. In no case will nore than 45 days |apse between the incident
identification and the endorsenent of the investigation to the
Conmmandi ng General, MIDEC (C 051). In rare cases when an
investigation cannot be conpleted within established timeframes,
the convening authority wll request a waiver, wth full
justification, from the Commanding GCeneral (C 051).

5. If the convening authority determnes that disciplinary
action is appropriate, coment to that affect will be included in

t he endorsenent.

9013. REI MBURSEMENT FROM RESPONSI BLE | NDI VI DUALS

1. Wen an investigating officer finds a responsible individual
cul pable for the |oss/damage of an item then a recommendation
that the individual be afforded the opportunity to reinburse the
CGovernment should be included in the investigation report.

a. If the individual is still assigned to the convening
authority's command, once the findings of fact, opinions and
recommendati ons are approved by the convening authority, that
authority should afford the responsible individual the
opportunity to reinburse the Governnent.
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b. If the individual has been transferred to another
Command, once the findings of fact, opinions and recomendations
are approved by the convening authority, that authority must
endorse the investigation to the Commanding General (C 051) for
further endorsenment to the cognizant conmander.

2. Should an individual be admnistratively attached to an
organi zation external to this Comrand, the Commandi ng GCeneral

(C 051) shall endorse the investigation to the nenber's comand,
requesting that the individual be given the opportunity to
voluntarily reinburse the governnent, and requesting that the

i ndividual's acceptance/refusal to do so be attached as an
additional enclosure to the investigation and returned to the
Commandi ng Ceneral (C 051). I ndividuals volunteering to
reinburse the Covernnent will be counseled in accordance wth
Chapter 8 of this Oder.

9014. STAFF JUDGE ADVOCATE REVIEW OF | NVESTI GATI ONS. Upon
conpletion of the convening authority's review, the report of
investigation will be submtted to the Staff Judge Advocate for
revi ew. This office will review the report to ensure its
conpliance with the JAG Manual and forward such to the Conmmandi ng
CGeneral, MXDEC (C 051), via the Assistance Chief of Staff,

Supply, within 10 days.

9015. ASSI STANT CH EF OF STAFF, SUPPLY REVIEW OF | NVESTI GATI ONS.
Upon conpletion of the Staff Judge Advocate's review, the report
of investigation will be submtted to the Assistant Chief of
Staff, Supply for review This office will review the report to
ensure its conpliance with applicable supply directives
(particularly MCO P4400.150) and forward such to the Commandi ng
General (C 051) within ten days.

9016. COWAND ENDORSEMENT. The Deputy Chief of Staff, Command
Inspector (C 051) 1s the Commanding Ceneral's representative for
the preparation of the Command approval of all (supply related)
investigation reports. Upon receipt of the conpleted
investigation report wth endorsenents, the Deputy Chief of
Staff, Command Inspector wll prepare the Comrand endorsenent of
the investigation (after review by the Chief of Staff) back to
the convening authority, addressing the follow ng elenents:

1. Approval /di sapproval of the findings of fact, opinions and
reconmmendations of the investigating officer, or as anended by
the attached endorsenents.

2. Authorization for the appropriate supply source to take

action on the recomendations of the investigating officer, as
amended (if appropriate).
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9017. FI NAL CONVENI NG AUTHORI TY ACTI ON. Once the investigation
report has been returned by the Commandi ng Ceneral, MCDEC

(C 051), the convening authority wll take only those actions
identified in the final endorsenent. If the reviewing authority
has approved the report of investigation, the convening authority
shall forward an endorsenent to the requesting unit property
officer within 5 working days.

9018. FINAL COVWAND ENDORSEMENT. Once all appropriate action

has been conpleted, the Command endorsenent will be prepared by
the Deputy Chief of Staff, Comrand [ nspector. A signed copy of
this endorsement wll be provided to the appropriate supply
sour ce.

9019. SUPPLY SCQOURCE ENDORSEMENT REQUI REMENTS

1. Upon receipt of the Comand endorsenent providing the
authorization to take action on the forrmal property records, the
appropriate supply source (PCO Plant Account, Special Services,
TAVSC) shall prepare and submt an endorsenment to the unit
property/responsible officer certifying that the subject item has
had the required action taken (dropped, repaired, etc.) in
accordance with Appendix AA of UM 4400-15, A signed copy of the
investigation with all endorsements wll be nmaintained by that
supply source as supporting docunentation for the adjustnent
transacti on.

2. In those cases where the Covernment has been reinbursed for
the loss or danmaged property, the item will be red lined off the
report of investigation.

3. In all cases where assets are damaged, and the itemis
repaired and retained, the item wll be red |ined.
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APPENDI X A
ACTIVITY ACCOUNT OCDES (AAC) AND DOCUMENT NUMBER ASSI GNMVENT

Seri al Nunber

of  Docunent AAC Activity/ Oficer

A001-A500 MB3004 Mai nt enance  Divi sion

AB800-2899 MB3004 Mai ntenance Division (Shop Jobs)

A900-A999 Note 1 MB3004 Mai nt enance Division (BOMS)

Cc001~C100 M90115 Field Printing Pl ant

C101-C125 T M93029 MC Qperational Test and Eval
Activity

C126-C300 Note 2 M30500 Devel opnent  Center

C301-C400 M30903 Weapons Training Battalion

C401-C449 M23002 El ectronics Mintenance Branch

C450-C499 M93002 Ordnance Maintenance Branch

C500-C514 MB3003 Mtor  Transport  Branch

C515-C599 MB3003 Ordnance, Tank and Autonotive
(oTa) Issue Point

C600-C799 M30700 Doctrine Center

C801-Cc900 M93025 Traffic Division

C901-C999 M93028 Housing Services Division,
Facilities Departnent

D101-D200 M93014 Laundry and Dry Jdeaning Dvision

D201-D300 M93013 Food Service D vision

D301-D400 M93011 Materiel Division

D401-D500 Note 3 M93012 Security Battalion

D501-D600 MD3022 Management Systens

D601-D700 MB3006 Marine Corps Miseum

D701-D800 M93017 Assistant Chief of Staff,
Oper ations

D801-D875 M90110 Headquarters Division, Supply
Depar t ment

D876~D900 8X1503 Defense  Property Disposal  Cfficer

D901-D999 M93031 Audi ovi sual ~ Division

H301-H400 M30300 The Basic School

H401-H500 M30001 Headquarters and Service Battalion

H501-H600 M30380 O ficer Candidates School

H601-H899 Note 5 M30400 Education Center, Headquarters
Depart ment

H900~H999 M93035 TAGS  Center

v201-v300 Note M90103 Education Center, CSS

V301-v400 M90104 Education Center, acs

V501-v600 Note
Vv601l-v700 Note

MB0105 Education Center, CSC
MB0105 Education Center, AWD

A o1 oo ol

V701-v800 Not e M30407 Education Center, AW

v801-v875 M00262 Marine Corps Ar  Facility
V876-V900 Note M93030 SNCO Acadeny

W001-w200 M93008 Quantico Dependent Schools
W201-W300 Not e M93027 Assistant Chief of Staff, Manpower
W351-W400 M93034 Marine Corps Central Design and

Programming Activity

A-1
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Nunber
of Document AAC Activity/ Oficer
W401-W500 M93021 Public Wrks Division
W501-W550 MB3005 Special Services Division
W551-w560 MB3005 Assistant Chief of Staff, Services
W561-W575 M93005 Enlisted Cub
W576-W600 MB3005 Staff nco Qub
W601-W625 MB3032 Conmand Chapl ain
W626-W645 MB3005 Oficers Cub
W646-W650 MB3005 Command Package Store
W651-W675 M93005 Command dub Managenment System
W676-W700 MB3005 Marine Corps  Exchange
W701-W800 M93024 Assi st ant ief of Staff,
Conptroller
W801-W850 M93023 Veterinarian
W851-W900 M90109 Bachelor Officer Quarters
W901-wW950 M90109 Bachel or Staff NCO Quarters
Note 6 M93016 Commi ssary
Note 6 M23019 Dental Branch
Note 6 MB3007 FBI  Acadeny
Note 6 M30380 NCO Leadership School
Note 1. Deliver all material to DSSC Warehouseman, building 710.
Note 2: Deliver all material to Developnment Center Supply
Oficer, building 3228.
Note 3: Deliver all material to Provost Mrshal, building 3043.
Note 4: Deliver all nmaterial to Admn Cef, Mnpover
Department, building  3250.
Note 5. Deliver all nmaterial to FEducation Center Supply Oficer,
building  2076.
Note 6: CQustoner can purchase only materials from the QC
Self-Service Center, building 7.
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APPENDI X B
RECORDS RETENTI ON  TABLE

Ret enti on Ret ai n
Record Type Code peri od
Requi sitions and Supporting
Docunent s
1. Requisitions to mlitary 4235 2 years after
source of supply or (1) conpl etion or
Federal supply service cancel | ation
2. DD Form 1155 ($2,500, or 4280 3 years after
| ess) originated by (1) conpl etion
SO/PCO of action
3. SF 44 ($2,500, or |ess) 4280 3 years after
originated by S0/PCO (1) conpl etion
4. SF 1129 imprest fund 4400 2 years
(6)
Voucher Files and Supporting
Docunent s
1. Cash sales vouchers 4400 2 years
(6)
2. Adj ustnent  vouchers 7320 2 years
(1)
3. I nvoi ces received and 4430 2 years
(la)
4, Report of property 7320 2 years
(1)
5. Request for checkage 5830 2 years,
(1) provided no
| ocal adm ni -
strative,
judicial, or
other action
is in process
or pending
Consolidated  Menorandum 4440 1 year
Recei pt (23a)
Menmor andum Recei pt  Contr ol 4400 No requirenent
(Form NAVMC 713) (4) to retain

after use
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Equi pment  Custody Record 4400 No requirenent

(Form NAVMC 10359) (4) to re?ain
after use

Letters of Appointnent and 5 years

Revocation of Agents (See
NavCompt Manual)

Letters of Appointnent and
Revocation of Cash Verification
CGficers and Reports of

Surprise Audit and Verification

of  Funds
Stock Record and Inventory As indicated
Control Card (Form NAVMC 708) in paragraph

03009



OO0 SINOLE LINE ITEM
REQUISITION STSTEM DOCUMENT | MANUAL

SUPPLY SERVI CES MANUAL

APPENDI X (C

SAMPLE M LSTR P REQU SITION

, MCDEC, Quantico, Virginia

-
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BLOCK LEGEND

A

4-6

10
11
12

13

14,15

16
17

18

19

c-2

Send to

Requi sition
from

Docunent
ldentifier

Rout i ng

M&S

NSN NATO
st ock
nunber

Unit of
i ssue

Quantity
Servi ce
Requi si ti oner

Julian date

Serial nunber

of unit

Denmand

Suppl enent ary

addr ess
Signal code

Fund code

SAC code &
MEC code

Proj ect code

SUPPLY SERVI CES NANUAL

ENTER
Director, WMateriel D vision, MCDEC,
Quantico, Virginia

Enter the "in the clear" address of the
requi sitioning activity.
Abbreviations are acceptable.
Enter one of the follow ng:
AQA -~ with NSN
ACC = with NATO stock nunber
ACE = with witten exception data
Leave bl ank

Enter letter "g"

Enter the NSN NATO stock nunber/part
nunber of the item requested.

Enter the two letter abbreviation as
shown in the applicable catalog.

Enter the quantity being requisitioned.

Enter the letter "M"

Enter 00264

Enter Julian date of requisition

Enter assigned serial nunber

Enter "R" for recurring or "N" for
nonrecurring.

Enter activity address code

Enter "A"

Enter fund code assigned by Conptroller
Depart nent

Head, T & R Section, Materiel
will enter appropriate codes

D vi si on

Enter appropriate data contained in the
current edition of MCO P4400.15



SUPPLY SERVICES  MANUAL

BLOCK LEGEND ENTER
20 Priority Enter 07, 09 or 14 according to
urgency of need
21 Regui_sition Leave bl ank
elivery date
22 Advice code Enter 2D
23 Cost  code Enter last 12 digits of appropriate job

order nunber established within the
financial accounting system

REMARKS Enter nonmenclature description of item
unit price and total price.



|_-G

AIPPIHG CONTAINER TALLY ——dmim | 7 3 & § § 7 8 8 16 Ut 17 13 14 15. 1€ \7 16 19 20 21 27 23 2% 25 26 27 26 39 30 31 31 33 34 3% 38 37 38 39 40 41 42 43 45 48 48 43 &8 49 30

ApPeNDIX D

SEMPLI. DD }-'"]RJV{ 11444 (OPEN PURCIIASE)} REQUISITION

- 22[‘7 ;E[!qr: 5. REQUISINION DATL 3 ﬂ[G\H_SIlIO'I HUMEBLX
REQUISITION AND INVOICE/SHIPPING ?\OCUMENT 1 1 1 August 1978 MO3024
fRoM E T. DATE MATLMAL PLOUINLD T FAIGNITY
Assistant Chief of Stuff, Comptroller 1 September 1978 14

=
Director, Matericl Division {Attn: Customer Servige)
Marine Corps Development and Education Command
Quantico,

Virginia 22134

9 AUYHORITY JH PuRPOSE

10 SILNATURE

J. SMITH

Jite vOuCHIN numsEn AnD DATL

SHIK

RrafETe Division, Building No. 2000

Marine Corps Development and Education Command
Quantico,

Virginia 22134

MARK FOR: Hq Div, Compt Dept ., Room -391, Lejeune Hall

1} DATE JMIPPED

13 »QO0%E OF SHIPM[NT

Ta Blih OF LADIKG RUMETF

1%, AIL MOVIMENT WESIGNATEN QR POAT REFERCHC

L NG,

AMOUNT

LPFRUARIAT.ON KND SUBHIAD og,) LL. puAa, VUNT KO, I SLI{EQJT\L- :;UE Enﬁfﬁﬁwﬁ 1:::(5. pnnp:lzn::#c‘:crc cggrrt- COST CODE
1781106.2780 , 000 00264 J 0 00264, 000000~ 30248213E90L. . §85.30
?ﬂ_ FEGEAAL STOCK NUMBER. GESCRIPTION. AND COOING OF MATERIAL AND/OR SERVICES l‘::t‘! n?gt;;l;[‘n 'f:g:i’(;.; rr:o:n:-’ TEIZI:IIR | UNIT PHICE TolaL COAT
fa | b e} () f ff) fi S i
1.| Flexible Alphabeticd Index Set, Morocco, Stock Number
BAZ40-175M, for Master Multi-Post Files
M93024 8213 EZ01 BX 3 $18.85 $56.33
2.| Insert Strips, Master Number 175TB, 10 Strips per
package
M93024 8213 ES02 PG 1 _ 1.00 1.00
I, | Labels, data-stik, unpainted, single width, size
3 1/2" x 15/15", style MP-1 .
M93024 g213 E03 MX 5 §.55 27.75
Recommended Scrte-oz® stpply BIFiR2341830T
M. 5, GIHN AND COMPANY — NOTE:| DOJUMENT MARERS MUYT BE|SEQUENTIAL AMD CF THE SAME
919 E Street, N. W., Washington, D, C. 20084 JULIAN DATEL | =
B . IIED <
TN ETOE T R NI R T R T l T
: e 1385 30
§§ CHICA[D BY - - '5 0:;‘-:['-1-‘:1!:;‘ "L3}3 qr !-;lﬂl{' 1STAL
i £ BT S
;{Eu AT 0 : T o BT ar i" i ] :
xfmem  TOTAL  ——F0- ) . -»—---,-»—"a S TELETR IR
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SUPPLY SERVI CES MANUAL

BLOCK LEGEND ENTER

1 From Enter the "in the clear" address of the
requi sitioning activity.
Abbrevi ations are acceptable.

2 To Drector, Materiel D vision, MCDEC
Quantico, Virginia.

3 Ship to Enter where the itemis to be shipped.
In nbst cases the item will be

shipped to Traffic Branch, Building
2011 for further delivery to the
requesting customner.

4 Appropriation Enter applicable fiscal data in
and subhead accordance with the current edition
of MCDECO P7000.1.

4 Bureau control Enter applicable fiscal data in
nunber accordance with the current edition
of MCDECO P7000. 1.

4 Aut hori zation Enter applicable fiscal data in
accounti ng accordance with the current edition
activity of MCDECO P7000.1.

4 Property Enter applicable fiscal data in
accounti ng accordance with the current edition
activity of MCDECO P7000. 1.

4 Cost code Enter the last 12 digits of the

docunment nunber.

4 Armount Enter total anmount of all itens

request ed.

5 Requi sition Enter the date the requisition wll
date arrive at the Materiel D vision.

6 Requi sition Enter the AAC of the requisitioning
nunber activity. A listing of custoner's

BAC's is provided in Appendix A

7 Date materi el Enter date materiel required.
required

8 Priority Enter applicable priority designator

10 Si gnat ure Enter signature.

D-2
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BLOCK LEGEND ENTER

(a) ltem nunber Enter item nunber for each line item
r equest ed.

(b) For each item enter a conplete description of the
requested item and assign each line item a docunent nunber. Any
reference nade to a brand nane or to a particular manufacturer's
nodel or nunber wll be interpreted by the Procurement O ficer to
mean brand, nunber or equal. Docunment nunbers nust be sequenti al
and of the same Julian date. Enter the Job Oder Nunber (JQON)
after the l|ast docunment nunber. Additional sheets may be used.
At the bottom of this block enter a recomrended source of supply,
if known, for all itens |isted. If the requestor does not have a
"reconmended source", sinply state, "Source Unknown." Under
each description annotate the full 14 digit docunment nunber.

(c) Unit of |ssue Enter the two letter abbreviation for
the unit of issue of the required
item

(d) Quantity Enter the quantity being requested.
request ed

(e) Unit price Enter the unit price, or best estimte
of each item requested.

(f) Total cost Enter the total cost.

*Unit prices and total prices shown on the requisition are the
"best estinmate" of the actual cost or value of the item required
and represents that amount which is firmy commtted for a
specific requirenent. Any limtation as to total anount
available for the obligation nust be specifically stipulated on
the requisition.

No other entries on the open purchase requisition are required.

It should be noted that any requirenent which the requisitioner
desires to have purchased from one particular source regardless

of nonetary amount MJST be supported with conplete justification
for a sole source of procurenent. Determ nation of a source is a
procurerment function and any assistance in that regard should be
obtained from the Procurenent Oficer.

After obtaining the required signature, the conpleted requisition
should be delivered to the Head, Technical Research Section,
Materiel Division in building 2010.
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APPENDI X E
FOLLOW UPS
1. MLSTRIP

Followup procedures are designed to afford requisitioners the
opportunity to obtain the latest status of their requisitions.
Al though the use of followup procedures are not mandatory in all
cases, it is in the interest of obtaining effective supply
support for activities to utilize these procedures wthin the

tineframes set forth in the follow ng paragraph. If the need for
the item is established and the correct priority has been cited,
it follows that the requisitioner either still desires the item

or, in case the item is no longer needed, the requisitioner
should cancel the requisition. Therefore, followup procedures or
requisition cancellation wll be initiated in all cases for
priorities 01 through 08 according to the tineframes established
herain, depending upon the urgency of need for the item and is
not needed within the established tineframe, no followup
procedure should be initiated until a reasonable tine has |apsed
subsequent to the established tinefrane. This wll necessarily
be dependent wupon the wurgency of need for the item

If status information was requested wunder the provisions of the
media and status code on the original requisition and the
materiel/status has not been received, or if wupdated status is
required, followps may be submtted in accordance wth the
following conditions and timeframes:

Condi tions Followup Action

Materiel requested has not TIME: Top-to-bottom figures

been received and status below refer to

information has been priorities

requested under the 01 - 03

provisions of nedia and 04 - 08 Followup
status code 09 - 15 respectively DI C

a. No status/materiel FOLLOWUP 5 days after docunent AT _
received. 10 draft date or

30 previous followup

subm ssion date.

E-|
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h. Status received FOLLOWUP 5 days after priority AF
indicating back order, 10 draft date/ date

item delayed, or direct required

delivery procurenent; 30 delivery date: or

e.g., Status Codes BB, estimted

BC, BD BT, BV, M, availability date,

M9, and MA if  known.

c. Status received FOLLOWUP 5 days after receipt AT_
indicating requisition of

forwarded to 10 status to activity
activity (PASSED); e.g., 20 indicated in CCs

Status Codes BK, BL, and 67-69, NA if no

BM subsequent  status or

materiel received.

d. Status received. FOLLOWUP When materiel is not AF_
Item being processed received within nornal

for release and/or shipping tine. Normal
shipnent; e.g., shipping tinme is based
Status Codes BA BH on the requisitioner's

BN M, M, and M. experience, mode of

shipment, and the
UM PS processing
time standards.
Fol lowup requests for delivery status of itens already on order

should 1include the contract nunber and delivery date cited in the
contract.

E-2
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2. OPEN PURCHASE

The Procurement Admnistrative Lead Tine (PALT) for conmercial
purchases varies considerly, depending on the conplexity of
specifications and dollar value of the requirement. Average PALT
by opriority designators 07, 09 and 14, for wunder and over $10, 000
requirements is as follows:

Pri_ 07 Pri_ 09 Pri 14
Under  $10,000 4 days 10 days 20 days
Over  $10, 000 60 days 90 days 120 days

Large dollar requirenents for conplex equipnent or services nay
take considerably longer. Liaison wth the Purchasing D vision
should be established as soon as these requirenents are known.

Approximately one week should be allowed for distribution of
copies of the obligating documents (Purchase Oders, BPA CGCalls,

etc.).

Requests for followup should be submtted to the Drector,
Purchasing Dwvision and should include the conplete requisition
nunber for each line item  Telephone requests should be limted
to energency situations, or for a single line item

E-3
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APPENDI X F

FORMAT FOR DI SCREPANCIES IN CUSTOVER SERVICE FISCAL LISTING

DATE CF CSS
FI SCAL LI STING

From  Program Manager

To: Director, Materiel Dvision (Head, css)
AMOUNT/ JON  REPORTED CORRECT CITON TAKEN BY
DOCUMENT _NR ON CSS LISTING AMOUNT/ JON LEMARKS HEAD CSS

NOTE: 1) Atach copy « docurent to support discrepancy report. _
2) Consider transportation chargass, discounts and price changes prior
to reporting discrepancy.

F-1
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APPENDI X G

LIST O STOKED BLANK FORVB REQUR NG SPECAL
HANDLING  AND  STCRAGE

Nat i onal Stock  Nunber

Form Nunber

00- 00- 003- 3301

0102-LF-000-0200

0102-LF-000-0400

0102-LF-000~0600

0102-LF-000-0700

0102-LF-001-6240

0102-LF~002-0001

0102~LF-002-3900

0102-LF-002-4500

0102-LF-007-2500
0102-LF-011-7300

0102-LF-013-9900
0102-LF-026-1000

NAVMC 10298-8D

DD Form 2 M

DD Form 2 MIRES

DD Form 2 M- Ret

DD Form 2 N Ret

DD Form 113~-1¢C

DD Form 214

DD Form 256 MC

oo Form 257 MC

DD Form 714 MC

DD Form 1173
(RE-61)

DD Form 1408

DD Form 1805

Vehicle Registration Decal
Vehicl e Registration Decal
Vehicle Registration Decal
Vehi cl e Registration Decal

Descri ption

Paid Supernunerary
Ration Register,
2 pt set

Armed  Forces
| dentification
Card, Marine
Corps Active

Armed Forces
[dentification
Card, Marine
Corps Reserve

Armed Forces
| dentification
Card, Marine
Corps Retired

Armed Forces
[dentification
Card, MNavy
Retired

Mlitary Pay Record
(Navy)

Report  of
Separation

Di schar ge
Certificate
Marine  Corps
Honor abl e

Di schar ge
Certificate
Marine  Corps
CGener al

Meal  Card (white)

Uni f or med ervi ces
| dentification
and Privilege
Card

Armed  Forces
Traffic Ticket

Violation Notice
$#12300

Gficer (Blue)
- Enlisted (Red)
Gvilian (Qeen)
Gvilian (Bl ack)
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APPENDI X H

MONDAY- #2 FUEL

TANK NO. LOCATION BLDG
| 0104 Sewage Plant-Minside-Cose to Railroad Tracks 2035
2 0T91 Lunga Reservoir (Trailer) 27539
3 QT46 Chanberlain Village 2077
4 0r92 Col f Course - Club House 3303
5 0T18 Transmtter Site - Post Stable Area 2117
6 B502 El ementary School, John Russell 3301
1 Prince WIlliam Forest Park - Maint Shop 38
8 Prince Wlliam Forest Park - Canp #5 Mess Hall 288
9 0T19 Canp Upshur -~ \Water Plant 2657
10 0r22 Canp Upshur - Sick Bay 26102
11 or71 WPNS Tm Bn - Mess Hal | 27129
12 or73 WPNS Tin Bn - Barracks 27218
13 0T74 WPNS Tm Bn - I ndoor Pistol Range 27240
14 Q175 WPNS Trn Bn - Admin Bldg 27211
15 QT76 WPNS Trn.Bn - Rear of Bldg 27241
16 0T77 WPNS Tm Bn - Supply Bldg 27210
17 Or78 WPNS Tin Bn - Rel oadi ng Bldg 27215
18 0To4 Gl f Course - #Maint Shop 3063
19 0T10 Purvis Park |-99
20 0TSO Ri fl e Range 27214
21 | otsl R fl e Range 27213

H |
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TUESDAY - #2 FUEL

TANK NO. | LOCATION BLDG
22 0T58 The Basic School - Supply Bldg 24147
23 0T51 The Basic School = EM d ub 24143
24 0TS 9 The Basic School - Tin Gty 24126
25 0162 The Basic School - Staff Qub 2428
26 Q163 The Basic School - Sick Bay 24144
27 0T60 The Basic School - Supply Warehouse 24148
28 QTS7 The Basic School - Mtor Transport 24149
29 0TS6 The Basic School - Track Vehicle Sect 2465
30 0TSS5 The Basic School - Track Vehicle Sect 2467
31 0T54 The Basic School - Track Vehicle Sect 24158
32 o133 Guad Maint-Heavy Equi pnent-Ri fl e Range Area: 27001
33 | or34 Guad Maint-Heavy Equipment-Rifle Range Area 27002
34 0T35 Guad Mint-Heavy Equipnent-Rfle Range Area 27054
35 0TOS Water Wirks - Ofice Bldg 1504
36 0T11 Vater Wrks - Housing Qrs ]ig?é §
57 QT12 Water Wrks - Main Pl ant 1303
38 0T13 Vater Wrks .- Main Plant 1303
39 Qr45 Comm ssary Store - Russell Rd. 3400

H 2




SUPPLY SERVI CES NMANUAL

WEDNESDAY - #2 FUEL

TANK NO. LOCATION BLDG
40 0T07 M dway |sland - Fire Dept 215
41 | oro8 M dway Island - Admin Bidg, Rear of Chapel 217
42 0T09 Mdway Island - -Admin Bldg, Rear of 304
43 L301 Buffalo Test Area - Maint Shop 28002
44 L302 Buffalo Test Area - Wite House 28009
45 L304 Buffalo Test Area - Carp Shop 2800
46 OT44 Brig - Brown's Field - Across Engineer Rd. 3347
47 8904 Mart D - Engineer Rd. Air Station 3248
48 8903 Aero Cub - Air Station - East Side of Aira. Strip 5103
49 8902 Air Station - East Side of Air Strip %ﬁ? ;
50 8901 Crash Oew Bldg - Ar Station 2132
51 0T37 Fi re House at TBS 24151
52 0T38 BOQ = Gaves Hall - TBS 24003
53 Or42 VWater Plant at TBS 24150




TANK NO.

SUPPLY SERVI CES MANUAL

THURSDAY - GASCLI NE

LOCATI ON BLDG
54 1308 Air Station (Last Bidg on River Front) 3230
55 0103 Maint Shops (Rear of Bl dg) 3252
56 or93 Col f Course (Maint Bl dg) 3066
57 Prince Wlliam Forest Park (Maint Bl dg) 38
58 0T99 Fire Barn (Canp Upshur) 26148
59 | 8301 F.B.I. Acadeny
60 o172 WPNS Tm Bn
61 ori7 Quad Maint-Heavy Equiprment (R fle Range Area) 27002
62 1306 Buffalo Test Area (South End of Bl dg) 28000
63 L308 Dev Center (Motor Transport Test Section) Air Station
Gasoline - Forklifts and Shop Mules
Located at 3164 3164
.Located at 3036 3036
Located at 2009 2009
Located at 710 710
Located at AmD Dump Ammo Durr
Located at Lucas Hall 3104

Located at Self Service
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FRI DAY - #2 FUEL

- TANK NO. LOCATION BLDG
64 | OTS7 Mot or Transport (TBS) 24149
65 | OT59 TBS [Tin Gty) 24126
66| OT38 TBS (Graves MII BOQ 24003
67 | Or73 Wns Trn Bn (Barracks) 27218
68 | Or74 Wns Trn Bn (Indoor Fistol Range) 27240
69 | Or13 VWater Wrks (Main Plant) 1303
70 | OT45 Commissary Store (Russell Rd.) 3400
71 [ B502 El ementary School, John H Russell 3301
72 | OT44 Brig, Brown's Field - acrcss Engineer Rd-. 3347




SUPPLY SERVI CES MANUAL

NOTI CE OF DELEGATION OF AUTHORI TY

Qﬁpf:xhn inzzruczionz by bicex aumaber

(1) " Extes the czicndar date the form is
prepares

(=} | E2zer the name of the anit
(3) Entar t52 anme of ks insmadcn on
waish the unic s locred

MNTHRCRIZED ESRESEHTAVES
'(4) E=ter the az=: of authorizz
fepresaniztive.

(E] " Bzt the secial
(SEN) of the auzs
win 25N from amip
roster. Eoter

perzeanel
“net uses™ on mem? avaiizbie
line wizz ail Nner are zot asad

infermaticn

(5'] (BEQ) Eateran “X in this bleck for
Eck perzon authedzed 1B reduet supplies.
Ctierwize, leave bjask

APPENDI X |

(REZ) Exter 30 “X° in Thix bloek for
each person aurhorized to reszipc for
supplicz.

() Exter the sigmacae ang infdals of -
thoriz=d rprermandie.
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(12} Eacer the name of the rerpogsibie
person.

(13) E=ter the grzde of the responsible
perzon.

{14) E=tes the offics telemhone sumtes of
the remponsinle perzon

(1£) F=zeer the 2=pirmdcn daee of the l:.r:'.

"This dare iy deserined by the peen = mak-

ing the deizgaden. Do aot ser 1 date larsr
than the date the deiszating authoricy ez.
peois to remzin in e jeo.

(18} Eater the Sz=ames of the retzensitie
peron.

NOTZ: All enm=. exeapt the sige
and mitais w1l 3= ther prned in ink or
typevnmen Tae signature: and inirais wi
be mmeer=i-in iy
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Code

Title

Servi ceabl e
(Issuabl e

Wi t hout

Qual i fications)

Servi ceabl e
éﬂssuable_
alifications)

Servi ceabl e
(Priority
| ssue)

Servi ceabl e
(Test/
Modi fi cation)

Unservi ceabl e
(Limted
Restoration)

Unserviceable
(Repai rabl e)

SUPPLY SERVICES  MANUAL

APPENDI X J

CONDI TI ON CODES

Definition

New, used, repairable, or recondi-
tioned materiel which 1is serviceable
and issuable to all custoners wthout
limtations or restrictions.

Includes materiel With nore than 6
months shelf-life remaining.

New, used, repaired, or recondi-
tioned nateriel which is serviceable
with and issuable for its intended
purpose;  but, which is restricted
from issue to specific wunits,
activities or eographical areas by
reason of its limted usefulness or
short service-life expectancy.
Includes materiel wth 3 through 6
months shelf-life remaining.

Itens which are serviceable and
issuable to selected custoners, but
which must be issued before Condition
A and B materiel to avoid loss as a
usable asset. Includes materiel W th

-less than 3 nonths shelf-life

remai ni ng.

Serviceable materiel which requires
test, alteration, nodification
conversion, or di sassenbl e. Thi s
does not include itens which nust be
inspected or tested inmediately prior
to issue.

Materiel which involves only Ilimted
expense or effort to restore to
serviceable condition and which 1is
accomplished in the storage activity
where the stock is |ocated.

Economi cal |y repairabl e materiel
which requires repair, overhaul', or
reconditioning to include repairable
items which are radioactively
cont am nat ed.

J-



Code

Title

G

J-

2

Unservi ceabl e
(I nconpl ete)

Unservi ceabl e
( Condemmed)

Unservi ceabl e

SUPPLY SERVI CES MANUAL

Definition

Materiel requiring additional parts

or conponents to conplete the end
items prior to issue.

Materiel which has been determ ned
be wunserviceable and does not neet

repair criteria (to include condemmed

itens which are radioactively
cont am nat ed) .

Materiel that has no value except
its basic materiel content. No
will be recorded as on hand in

Condition Code S. This code is
only on transactions involving

shipments to DRMOs. Materiel wll
not be transferred to Condition
S prior to turn in to DRMOs if

materiel 1S recorded in Condition A

through H at the time nateriel is
determ ned excess. Materiel
identified by NSN wll not be
identified by this Condition Code.



A - Non-M1 -
B - MLI -
cC - MLI -
D- MLI =
E - MLI =
F - MLI -
G - MLI =
H - MLI -
J - MLI -
K - MLI =
L - MLI -
M - MLI -

SUPPLY SERVI CES MANUAL

APPENDI X K

DEM LI TARI ZATION  CODES
(to be entered on DIID in cc 65)

Demlitarization not required

Demlitarization not required

Renove and/or demlitarize key points or |ethal
parts, conponents, and accessories.

Dem litarization by nutilation.

Demlitarize by burning, shredding, or pulping.

Demlitarization instructions to be furnished by
i1tem Manager. Explicit dem litarization
instructions nust acconpany the DIID for this code
to be acceptable for turn-in.

Demlitarization required =~ DPDO cannot accept
physical  custody of property wth this
dem litarization code.

Renove and/or demlitarize key points or |ethal
parts, conponents, and accessories.
Demlitarization not required in CONUS,

Demilitarization by mutilation. Demlitarization
not required in CONUS,

Denilitarize by burning, shredding, or pul ping.
Demlitarization not required in CONUS,

Demlitarize by mtilation - only for itens
identified as being a conponent of a key point on a
major end item

Demlitarize by mitilation =~ only for itens identi-
fied as being a conponent of a key point on a ngjor
end item Demlitarization not required in CONUS,

N-MLI or Non-M.1 - Wth sensitive application/narkings.

Demlitarize by renoving or destroying all
nane plates, label plates, nmeter faceplates,
tags, stickers, documents, or nmarking which
relate the item to a weapon system or sensitive
end item application. Demlitarization wll
be performed by the generating activity prior
to physical transfer to the DRVMD

K-
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X - Requirenments not determined by I|tem Manager. Not an
acceptable code for turn-in to the DRV
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APPENDI X L

DI SPCSAL  AUTHORI TY CODES
(to be entered on DTID in cc 64)

M - Itens on this transaction are IMM/ICP stocks and are being
transferred to disposal by authority of the responsible
i nvent ory/ manager .

N - Itens on this transaction are not reportable by virtue of an
exclusion to the Materiel Returns Program (MRP) of MLSTRIP or
other specific criteria such as expended dollar value or

condition limtations on excess reporting and are duly authorized
to be transferred to disposal.

R - Itens on this transaction have been reported to the IMM/ICP
in accordance with MLSTRP MP procedures and have been
directed to disposal by the inventory nanager.

L-1
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APPENDI X M

OFFI CE FURNI TURE NOVENCLATURE

NSN NOVENCLATURE

7110-01-G00-0001 Desk Doubl e- Pedestal Woden

0002 Desk Doubl e Pedestal Metal

0003 Desk Doubl e Pedestal Typi st
Woden

0004 Desk Doubl e Pedestal Typi st
Met al

0005 Desk Single Pedestal Woden

0006 Desk Single Pedestal Metal

0007 Desk Single Pedestal Typist
Woden

0008 Desk Single Pedestal Typist
Met al

0009 Tabl e Conference

0010 Table Typi st

0011 Table GP 3'x5' Metal or Wod

0012 Table GP 4'x6' Metal or Wod

0019 Bookcase

0020 Bookcase Top Wod

0021 Bookcase Top Metal

0022 Bookcase Section Wod

0023 Bookcase Section Metal

0024 Bookcase Bottom Met al

0025 Bookcase Bottom Wod

0026 Partition

0027 Couch or Sofa

0028 Table Coffee

0029 Credenza Wod

0030 Oredenza Metal

0031 Chair Rotary w Arns Wod

0032 Chair Rotary w Arns Metal

0033 Chair Straight wArns Wod

0034 Chair Straight w/Arms Metal
0035 Chair Straight wo Arns Wod
0036 Chair Straight wo Arns Metal
0037 Chair Typist Metal

0038 Chair Easy
0039 Cabinet Filing Legal 5 dr

Wood

0040 Cabinet Filing Legal 5 dr
Met al

0041 Cabinet Filing Legal 4 dr
Wod

0042 Cabinet Filing Legal 4 dr
Met al

0043 Cabinet Filing Stand 5 dr
Wod )

0044 Cabinet Filing Stand 5 dr

Met al
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0045 Cabinet Filing Stand 4 dr

Wod
7110-01~G00-0046 Cabinet Filing Stand 4 dr

Met al

0050 Cabi net Storage

o051 \Vall Locker Single

0052 Wl | Locker Double

0053 \\rdrobe

0054 Chair Stacking

0055 Chair Fol ding

0056 Tabl e Fol di ng

0057 Tabl e End

0058 Display Case

0059 Stool Drafting

0061 Desk Lanp

0063 Ternminal Stand 34%"x33"

0064 Termnal Stand 48"x33"
BiLevel

0065 Reference Stand 60"x30"

0066 Desk Organizer 48"

0067 Desk Organizer 60"

0068 Desk Extension for Typi st

0069 Cabinet Filing Metal 2 dr

0570 Tabl e Tel ephone Wod

0071 Tabl e Tel ephone Met al

0072 Metal  Shel ves

0073 Table Library Small

0074 Podi um

0075 Coatrack

0076 Coat Tree

0077 Termnal Printer Stand

0078 Chair Executive

0079 Cabinet Filing Legal 3 dr

0080 Table Drafting

0081 Rack Magazi ne

0082 Table Metal 24 X 36

0083 Table Wod 18 X 33

0084 Cabinet Filing Card 7 - 11

0085 Cabinet Filing Card 15 dr

0086 Flag Stand

0087 File Visible Index

0088 Desk, Drafting Table
Conbi nati on

0089 Cabinet Plan File

0090 Tabl e Round Fol di ng 60"

0091 Snoke Stand
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UNACCOWPANI ED PERSONNEL HOUSI NG (UPH) | NVENTCRY

NSW

7110-01-G00-0100
0101
0102
0103
0104
0105
0106
0107

0108
0038
0110
0053
0111
0112
0113
0114
0051
0027
0115
ull?
0057
0028
0119
0120
0121
0122

NOVENCLATURE

Rack Met al

Bed Single SNCO Oficer

Bed Doubl e

Bed Queen

Mattress Single

Mattress Doubl e

Mattress Queen

Secretarial 3 dr wdrop
| eaf

Desk

Chair, Easy

Chair, Desk

War dr obe

Wardrobe 3 dr chest insert

Fl oor Lanp

Tabl e Lanp

Foot Lockers

Wal | Locker Single

Couch

Settee

Rack Adapters Set of 4

End Tabl e

Cof fee Tabl e

Box Spring Single

Box Spring Double

Box Spring Queen

Dr esser
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APPENDI X N
G.CSSARY OF TERVS

ACCOUNTABI LI TY. The obligation inposed by law, |awful order, or
regulation of an officer or other individual for keeping accurate
record of property, docunents, or funds. The individual having
this obligation may or nmay not have actual possession of the
property, documents, or funds. Accountability is concerned

primarily with records, while responsibility is concerned
primarily with custody, care, and safekeeping. See al so
Responsibility and UM 4400-71.

ACCOUNTABLE  BALANCE. The total quantity of an item on charge to
a particular unit.

ACCOUNTABLE OFFICER Any individual, either military or
civilian, acting in a comranding or supervisory capacity, may be
assigned as a responsible officer. Such individuals are
accountable for all property in their charge, whether for their
own use of for the use of those under their control. Nor mal |

the assistant chief of staff, commanding officer or activity ¥1ead
of the major subordinate activity. This individual wll appoint
a Unit Property Oficer to manage property wthin his/her span of
control .

ACTIVITY ADDRESS CODE (AAC). A six-position code assigned to
Identify specific units, activities, or organizations authorized
to direct, ship, or receive nateriel, docunmentation, or billing.
The first position of the code is the service assignment code

(M for the Marine Corps); the other five positions identify the
units, activities, or organizations within the service specified
by the service assignnent code. The AAC is repeated, as

required, to identify all three types of "in the clear" addresses
(TAC's 1, 2, and 3). Care should be exercised when using DoD
4000. 25-D, DODAAD, to wutilize only the individual types of
address required; i.e., mail, freight, or billing address. Only
those activity address codes appearing in the DODAAD will be
utilized. [T a unit, activity, or organization requires an AC

it wll be constructed and requested in accordance with the
instructions contained in the current edition of MCO 4420.4 via
the Assistant Chief of Staff, Supply.

ADJUSTMVENT  DOCUMENT. A docunment wutilized to adjust property
records to reflect gains and/or |osses of nonexpendable/
control l ed expendable property.

ADVI CE CCDE. A two-position code used for the purpose of
transmtting instructions considered by requisitioners to be
essential to the desired supply action. Insertion of the advice
code is at the discretion of the initial docunment creator.

N-1



SUPPLY SERVICES  MANUAL

ALLOMNCE |ITEMS. Quantity of items of supply or equipnment
prescribed by Mrine Corps T/Es and other authorized allowance
publications. See also Special Alowance and UM 4400- 71.

AMWUNITION LOT. A quantity of rounds or conponents, each of
which 1S manufactured by one nmanufacturer under uniform
conditions, that is expected to function in a uniform nanner.
The lot is designated and identified by the assignnent of an
amnénition lot nunber and the preparation of an amunition data
card.

AWINTION LOT  NUMBER A code nunber that identifies a

particular ammunition lot. The nunmber is assigned to each |ot
when it is manufactured.

AUTHORI ZED CUSTODI AN.  Wen the estinmated maxinum anmount to be
colTected daily or during periods between deposits wth the
disbursing officer or other authorized persons is estinmated to be
less than $200, those individuals authorized to appoint
collection agents may designated a nenber or enployee as an
authorized custodian rather than a «collection agent.

Appointnments will be in witing and in accordance wth the
NavCompt Manual .

AVAILABLE FCR ISSUE (Al). Quantities of itenms 1in serviceable
condition, 1n stock, and available for imedi ate uss.

BILL OF MTEREL (BOM. The nethod by which mteriel nmay be
[Tsted and procured for a scheduled naintenance project. The
appropriate issue point wll receive and naintain, In segregated
stock, the BOM itens wuntil such tine as the nmaintenance shop is
ready to begin the applicable project, at which time the BOM is
issued in its entirety.

BACK ORDER (BQ. That portion of stock requisitioned which is
not inmediately available for issue to the requisitioner and wll
be recorded as commtnents for future use.

QLASS V(W MATERIEL. Al ground-type ammunition, explosives,
atomc ordnance, rockets, guided mssiles, pyrotechnics, mnes,
fuzes, detonators, chemcal warfare agents and certain related

nonexplosive and inert conponents, and expendable supplies and
accessories owed by the Mrine Corps.

COLLECTION AGENT. A collection agent is an individual who has
been appointed to perform duties relating to the «collection of
official  or quasi-official funds, including funds held for

saf ekeeping, at a point other than a disbursing office by the
officer directly responsible for the collection of such funds.

Appointment wll be in witing and in accordance wth the
NAVCOMPT Manual .
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COLLATERAL  EQUIPMENT.  The range and depth of itens functionally

reflated to and supporting an end item ltemrs not consi dered
coflrateral equipnment are repair parts, spare parts and
conponent s. Also referred to as "collateral materiel."

COWANDI NG  OFFI CER For the purpose of these instructions
relative to supply operations, the term "commanding officer"” of a
conpany, battery, battalion, WMarine barracks, or station, and
conparabl e wunit/organization below the general officer |level, as
appropri at e.

COVPONENT. An assenbly, part of an assenbly, or end item
necessary to its operation; e.g., hose assenbly for a

firefighting truck, starter rope for a generator set, nagazine
assenbly for an M6 R fle, etc.

CONDITION CODES (MATERIEL). A code used to indicate the physical
condition of nateriel considered and reported as excess to
requirements and allowances and/or to be disposed of or

redi stri but ed. See the current edition of MCO P4400.20.

OONSUVABLE ~ SUPPLIES.  Materiel which, after issue, is chenically
or physically altered with use to the extent that it cannot be
economcally reused for its original purposes and/or which is not
normally returned to a storage or industrial activity for repair.
Consunabl e supplies are either consumed in use of lose their
identity in the process of work or in the rendering of service.
They include such itenms as office supplies, POL's |unber, etc.
Consumabl e supplies are generally expended upon issue.

CONTROLLED | TENG. Materiel that is centrally managed/ controlled.
't refers to that nateriel procured, budgeted for by the
Commandant of the Marine Corps. These itens are specifically
identified by TAM nunber in the current edition of MCO P4400.82.

CONTROLLED | TEM SUBSYSTEM Subsystem 13 of the MJWVS. See the
current edition of MCO P4400.82.

DEPOT LEVEL REPARABLES (DLR). I[tens whose disposition,
recoverability and disposal rest with the 5th echelon nmaintenance
facility. DLRs can be principal itens, end itens, conponents,
assenblies and/or subassenblies. Those itenms w th Source,

Mai nt enance, and Recoverability (SMR) Codes of D or L in the
third, fourth and fifth position are DLR itens. The current
edition of MCDECO P4400,.2 applies.

DEPTH. The quantity of stocked itens. See al so Range.

D RECT SUPPORT STOCK GCONTROL (DSSC) . A collection of various
renote storage activities (RSA's) and specialized RSA accounts
including any conbination of the followi ng types of custoner
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outlets: self-service center, shop stores, retail clothing
outlet, subsistence account, anmunition dunp. See the current
editions of MCO P4400.76 and UM 4400-71.

DOCUMENT DRAFT DATE. The Julian date on which a docunent is
drafted. This date, when conpared with the conputer process
date, provides nmanagenent with a valuable and significant
indicator for determning transmssion tinme by nail, AUTODIN,
electronic nessage, etc., and the supply system effectiveness/
response to requisitions. The docunent draft date will reflect
the actual date of transmttal of the docunent from the
requisitioning activity to the supply source. Local
admnistrative reviews as may be required wll be acconplished
prior to assignnent of the docunent draft date.

DOCUMENT I DENTIFIER CCDE (DIC). A three-position al pha/nuneric
code designed to provide a neans of identifying a given product
(i.e., requisition, passing action, status card, receipt,
adjustnent, etc.) to the system to which it pertains and further
identifies such data as to its intended purpose and usage.

DOCUMENT NUMBER A 1l4-position nunber that identifies the
mlitary service, requisitioner, requisition date, and serial
nunber . That portion of the docunment nunber used by organic
activities for accounting purposes (on local records) wll be the
Julian date and the serial nunber (eight position code).

END | TEMS. A final conbination of end products, conponent parts,
and/or materials which is ready for its intended use, e.g.,
radio, jeep, generator. See also Principal Item Secondary Item

EQUI PMENT ALLOMNCE FILE (EAF). An extract off the LMS at

Headquarters Marine Corps, provided quarterly to the Conmrandi ng
CGeneral (C 210) for dissemnation to the PCO The EAF provides
authorized allowance levels by T/E for asset nanagenent.

EXCESS. That quantity of itens held by an activity which exceeds
the quantity required or authorized for retention.

EXPENDABLE SUPPLI ES. Al consumable and repair parts, regardless
of price, and other itenms of supply not defined as nonexpendable

property. When issued to end use, expendable supplies and
materiel are normally dropped from the accounting records (e.qg.,
bal ance files). See also Consumabl es, Nonexpendables, Secondary
Itens.

FAULT OR NEGLIGENCE. An act or omssion which a reasonable
person would not conmmt under simlar circunstances and which is

the proximate cause of the loss of, damage to, or destruction of
Covernment  property.

N-4
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FIELD LEVEL REPARABLES (FLRs). Itens whose disposition,
recoverabiTity and disposal rest with echelons of rmaintenance
bel ow 5th echel on. FLRs can be end itens, conponents, assenblies

and/ or  subassenblies. SWR codes of 0, F, or Hin the third,
fourth, and fifth position designate itens as FLR The current

edition of MCDECO P4400.2 applies.

FOLLOAUP. Action by the requisitioner, supplenentary addresses,
or the activity represented by the alphabetic character in CC 54

requesting status on a requisition.

FORVMAL ACCOUNT. A system or procedure, specifically defined and
permanently or sem permanently nmaintained, used by unit
commanders/ Activity Heads to account for and control T/ E and/or
special allowances established by the CMC

FUND CODE. A code that indicates to the distribution system that
funds are available to pay the charge when and where received.

IMPREST FUND CASHI ER  An imprest fund cashier is an individual
who has been appointed by a comanding officer to mnake authorized
cash paynments within set limtations for materiel and/or
nonpersonal services, maintain custody of public funds, and file
periodic vouchers to account for and replenish the fund.
Appointrment will be in witing and in accordance with the
NAVCOVPT Manual .

| NDI VI DUAL  EQUI PMVENT. I[tenrs of CGovernnent property issued to
individuals for their use, maintenance, and subsequent return.
For the purposes of these instructions, individual equipnment is
defined as those itens listed on form NAVMC 10577.

INITIAL |1 SSUE PROVI SI ONI NG A subset of initial provisioning
that i1ncludes the range and quantity of secondary itens required
for initial operating stock and Prepositioned War Reserve
Materiel Requirements (PWRVR) held out-of-stores. See the
current editions of MCO P4400.39 and MCO P4400.,79.

INITIAL  PROVI SI ONI NG The process that establishes the range and
quantity of initial support items required to support an end item
for that period of time which extends from placing the end item
in service until full responsibility for support can be assuned

by the supply system through routine replenishment.

| NSURANCE | TEMS. Those itens which have no conputed demand and
are stocked on the basis of predetermned specific quantities.
Insurance itens may be required only intermttently or
occasionally and are stocked because of the essentiality or
procurenment lead tine of the item The term includes those itens
for which no failure is predicted through normal usage, but, if
failure is experienced or loss occurs through accident, lack of a
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repl acenment item would seriously hanper the operational
capability of a weapon, weapons system principal item or
Critical Low Density Iltem

| NTERVEDI ATE  MAI NTENANCE ~ ACTI VI TY. That activity which perforns
in direct support of wusing units. Its functions normally include
calibration, repair, or replacenent of damaged or unserviceable
parts, conponents, or assenblies; and providing technical
assistance to using organizations (i.e., Electronics Support
Branch, Odnance Maintenance Branch, etc.).

I NTERSERVI CE  SUPPLY SUPPORT. Action by one mlitary service/
agency or echelon thereof to obtain nmateriel from another
mlitary servicel/agency or echelon.

| NTRASERVI CE SUPPLY SUPPORT.  Action by an echelon of a mlitary
service/agency to obtain materiel from another echelon of the
sane mlitary service/agency.

I NVESTI GATI ON. Means of determning the facts related to |oss,
damage, or destruction of Governnent property;, determning the
present condition of such property; receiving recomendations as
to disposition, retention, and further accountability for such
property; and/or determning the responsibility for |oss, danmage,
or destruction of Government property.

I NvA CE. An accounting docunent showing particulars of property
transferred or services rendered, setting forth the date,
guantity, description, price, and total amount, together wth the
terms of the transaction (including discount, if any, and
references to the applicable contract or other procuring
instrunment) and an accounting docunment used to transfer
accountability for Marine Corps supplies and equipnment from one
accountable wunit to another.

LAST KNOMW HOLDER The last activity to have received a
requisition as determned from the |atest status received.

LAYERING OF SUPPLIES. The maintenance of stocks of materiel at
several supply echelons within an organic activity/unit/

organi zati on. Unless the stocks of nateriel at the |ower organic
supply echelons are considered a part of the authorized stock
level of the parent organization, layering of supplies can cause
the mai ntenance of excess stocks, and are not permtted.

LI ABILITY. The state of being responsible or answerable to |oss,
danage, or destruction of Governnment property.

LIMTED TECHNI CAL | NSPECTION (LTI). A nmai ntenance inspection
directed at determnina, the level and extent of rmaintenance
required to restore equipnent to a specified condition. See
the current edition of MIDECO P4790.2.
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LOd STICS MANAGEMENT | NFORVATION SYSTEM (LM S). A HQWC sponsored
system which contains Tlogistical data, nanagenent codes,
acquisition and life cycle information and replacenent factors

for determning requirenents and allowance data, both actual and
projected five years in the future.

MAI NTENANCE ~ FLQAT. End itens or conponents of equipnent
authorized for stockage at installations or activities for

repl acenment of unserviceable itens of equipnment when immediate
repair of unserviceable equipnent cannot be acconplished at the
organic level of nmaintenance. See the current edition of MIDECO
P4400,2,

MANAGEMENT DATA LIST (ML). The MDL's are prepared to provide
managenent data for all itens of supply in the Federal supply

group and Federal supply class(es), regardless of managenent.
They include such elenments as units of issue, prices, source of
supply, recoverability codes, and other managenent control data
applicable to the Marine Corps.

MARI NE CORPS PROPERTY. Al  Covernment property, other than
supply system stocks, such as:

a. Mlitary Real Property. Covers |ands, buildings,

structures, utility systens, inprovenents and appurtenances

t heret o. I ncl udes equi pnent attached to and nade part of the
buil dings and structures (such as heating systens) but not

nmovabl e equi prent (such as plant equipnent). Al so includes
installed equiprment such as fixed overhead crane runways,

el evators, lavatories, plunbing and electrical systens. Machi ne

tools and production equipnent at such installations are not
i ncl uded.

b. Mlitary Personal Property. Property of anykind, except
Mlitary Real Property, system stocks, and tools used or capable
of use in the manufacture of supplies, or in the performance of
services or for any admnistrative or general plant purposes.

c. Inventories Held in Industrial Funds. Property of the
Marine Corps consisting of raw naterials, supplies, work in
process, held in all industrial funds.

d. Wapons and QGher Mlitary Equipnent in Use. Itens of
material assigned to using units and Tncludes a.1l major weapons
and supporting equipnent (e.g., aircraft, mssiles, tanks,

comuni cations and electronics systens, heavy support equipnent,
and ammunition).

e. Pl ant Equi pnent . Property of a capital nature
(consisting of nachinery, equipnent, furniture, vehicles, machine
tools, accessory and auxiliary itens, but excluding special
tooling) used or capable of use in the manufacture of supplies,
or in the performance of services, or for any admnistrative or
general plant purposes.
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f. Government Furnished Property.  Governnent ropert or
material as described 1n ASPR  Appendix B, paragrapﬂ 318/2. 2.
(e.g., aircraft engines, electronic systens, and other parts
furnished to a contractor by procurenent offices for
incorporation into an airplane, ship, or other weapon).

MATERIEL OBLIGATION. That unfilled portion of a requisition (for
a stocked or non-stocked iten) that is not inmediately available
for issue but is recorded as a commtment for a future issue,

either Dby direct delivery from vendor or backordered from stock.

MATERIEL  CBLIGATION VALIDATION (mMov). Validation by wusers of the
continuing need for overage requisitioned requirements and for
the reconciliation of supply source material obligation records
wth the due-in records of requisitioning activities (i.e.,
validation of need and reconciliation of records).

MATERI EL RETURNS PROGRAM (MRP). A standard automated system
which facilitates the reporting of materiel excesses, processes
excess responses from item nanagers, and provides output to
parent inventory subsystens causing the generation of issue
transactions and financial data. UM 4400-15 applies.

MECHANI ZED ALLOMNCE LIST (MAL). The primary purpose of the MAL
I's to confrof T/E and Special allowances. It provides current
information such as NSN unit price, TAMCN, Controlled Itens
Code, and other information for allowance type itens. The MAL is
maintained by the PCO UM 4400-124 applies.

NONACCOUNTABLE  MEMBER.  An individual who is not defined as
"accounfable™ Dbut can relate to "responsible" for proper custody,
care and safekeeping of Covernment property in his/her possession
or under his/her supervision.

NONEXPENDABLE ~ SUPPLIES. Materiel which, after issue, is not
chemcally or physicallTy altered with use to such an extant that
woul d preclude economical reuse of its original purpose and/or
which 1s normally returned to a storage or industrial activity

for repair. Nonconsumable supplies do not lose their identity in
the process of work or in the rendering of services. | ncl udes
weapons, vehicles, machi nes, t ool s, furniture, I nstrunent s, etc.

NONREPARABLE. An item which, after the period of wuse, cannot be
economcally restored to a serviceable «condition (usually
expendable types of supplies and nateriel).

NONRECURRING DEMANDS (N), Demands for nateriel that are not
repetitive or recurring in nature and, therefore, do not require
that the Marine Corps Supply System or other supplying activity

procure, store, and distribute quantities of the item to meet
simlar demands in the future.
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OPERATI NG STCOCK. That portion of the total quantity of an item
on hand which 1s designated to neet the day-to-day use
requirement of the stockage objective.

ORGANI C  PRCPERTY. Supplies and equipnent in the custody of a

usi ng uni t/7activity/organi zation. It excludes property neeting
the criteria for plant property itens held in the Marine Corps

Distribution System See NAVCOWPT WManual, volunme 3, chapter 6.

ORGANI C SUPPLY ACCOUNT (CSA). An account that carries organic
property and is admnistered by a supply/property control
of ficer.

ORGANI ZATI ONAL  PRCPERTY.  That equi pnent other than individual
equi pnent which enables an organization or wunit to acconplish its
assi gned m ssion.

PECUNI ARY LI ABILITY. The statutory obligation of an individual to
reinburse the CGovernnent for |oss, damage, or destruction of
Government property arising from his/her negligence.

PENDI NG REQUI SI TION FI LE. A file containing copies of all
requisitions held, pending receipt of the nateriel.

PHRASE CODE (PC). A one-position code used to denote changes
and/or relationships between NSN's.

PREEXPENDED BI N (PEB). Lowcost, fast-noving repair parts held
by mai ntenance shops that are replenished on a recurring basis
and expended upon issue from the consumer inventory.

PRI ORI TY CCODE. A two-digit code designated to ensure that
requirenments are processed in accordance with the mssion of the
requiring activity and the urgency of the need.

PRINCI PAL END ITEMS (PEI's). A Marine Corps unique term
synonymous wWth principal 1tens.

PRINCIPAL ITEMS. End itens of such inportance that centralized

I ndi vi dual equi prent rmanagenent is required throughout the supply
system This centralized nmanagenent includes central

procurenent, central direction of distribution and central

know edge and control.

PRIOCRI TY DESI GNATORS (PDs). A two-digit nunerical value derived
rrom conbining the appropriate Force/Activity Designator (F/ AD)
and the appropriate urgency of need as prescribed by the current
edition of MCO 4400. 16. Each force/activity can choose normally
from only three priority designators.

PRCBABLE CAUSE. Reasonabl e ground for belief, especially on
justifying legal procedures against a person.
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PROPERTY CONTROL COFFI CER The officer who perfornms the supply
function in providing direct supply support to MCDEC The PCO is
directly accountable to the Assistant Chief of Staff, Supply.

The PCO manages the Command MAL, R&E Program R&R Program |IP
Program Mintenance Float Program and PSE Program

PROPERTY CONTROL RECCRDS. Those records maintained by supply/
property control officers to account for supplies and equipnent.

PROVI SI ONI NG CONTRCOL DATE. The date two years after the
Iin-service date for a new item at which initial 1issue provisioning
stock levels may be adjusted to reflect actual usage.

PROVISIONING  STOCK.  The range and quantity of itens (e.g.,
spares and repair parts, special tools, test equipnment and
support equipnent) required to support and nmaintain an end item
of materiel for an initial period of service.

PURPOSE  CCODE. A code assigned to nmateriel within the supply
system which provides the user with a neans of identifying the

reason for which an inventory balance is reserved. See
UM 4400- 71.
RANCE. In determning stock levels, the nunber of different

types of itens stocked, regardless of quantity. See Dept h.

RECOVERABLE | TEM Those principal itens which can be repaired at
fifth echelon nmaintenance and can only be disposed of or
evacuated to the stores system upon approval of the Commandant of
the Marine Corps. These itens are listed in the current edition
of MCO P4400.82.

RECURRI NG DENVANDS (R). Demands for nmateriel that are expected to
recur periodically for an indefinite period and, therefore,
require that the Marine Corps Supply System or other governmnental
supplying activity procure, store, and distribute quantities of
the item to neet simlar demands in the future.

REDI STRI BUTI ON ORDER An order issued by a responsible inventory
manager upon an accountable activity wthin his supply
distribution activity directing release of materiel to another
distribution activity within the sanme conplex. For intraservice
use, a redistribution order may be used to direct release and
shipnent of materiel from a post, canp, station, or base to
another simlar activity to satisfy a specific denand.

REGULATED | TEM An item over which proper authority exercises
close supervision of distribution to individual wunits or conmands
because'the item is scarce, costly, or if of a highly technical

or hazardous nature. In the Marine Corps, "controlled iten is a
term frequently used to describe regulated itens. See the

current edition of MCO P4400.82.
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REMOTE STORAGE ACTIMTY (RSA). The organizational elenent of a
distribution system that 1s assigned the responsibility for the
physical handling of materiel incident to its receipt, storage,
and issue: MOLB, Albany/Barstow.

RECRDER PANI  (RCP). That point at which tine a stock
replenishnent requisition would be submtted to mintain the
predetermned or designated stockage objective.

REPAR PART. Aty part, subassembly, assenbly, or conponent,
required for installation in the mintenance or repair of an end
Item subassembly, or conponent.

REQU RED DeELI VERY DATE (RDD). The Julian date of the year that
indicates the date when the mteriel is required by the
consi gnee. Normally, the Roo block wll be Ileft blank.

REQUI SI TI ON. A formal request for supplies or equipment.

REPARABLE ITEM  An item which can be reconditioned or
economcally repaired for reuse when it becones unserviceable.
See Depot Level Reparable, Field Level Reparable, Secondary Depot
Repar abl e.

RESPONSI BI LI TY. The obligation of an individual for the proper
managenment  custody, care, and safeguarding of property entrusted
to his/her possession or under his/her supervision.

ROUTING | DENTI FIER CODES (RIC's). Three-position alpha-numeric
codes serving multiple purposes in that they are "source of
supply"  codes, intersystem routing codes, intrasystam routing
codes, and shippers codes.

SCRAP.  Property that has no reasonable prospect of being sold
except for the recovery value of its basic materiel content.

SECONDARY DEPOT REPARABLES (SDR).  The subset of depot |evel
reparables exclusive of principle itenms. This term is frequently
used to describe the range of depot reparables authorized to be
held Dby the nmaintenance float.

SECONDARY I TEMS. End itenms and expendable and reparable itens
other than principal itens.

SENSITIVE |TEMS. The followng is a list of sensitive itens
which require a high degree of protection and physical inventory
control. Marine Corps conponents are expected to include

afddi ti onal| itens that are determned to require a simlar degree
of control:

a. Drug abuse itens.
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Preci ous metals,

Hazardous itens.

Arms:

(1) Handguns.

(2)  Shoulder-fired weapons.

(3) Light automatic weapons up to an including .50
caliber machine guns.

(4) Recoilless rifles up to and including 106mm.

(5 Mrtars up to and including 8imm.

) Rocket launchers man-portable (see 8 below).

) Genade launchers, rifle and shoul der-fired.

) Individually operated weapons which are portable
and/or can be fired wthout special nounts or

firing devices and which have potential use in
civil disturbances and are vulnerable to theft.

Ammruni ti on:

(1) Amunition for weapons |listed above.

(2) Bulk explosives.

(3) Antitank and antipersonnel land mnes,
(4) Hand grenades.

(5 Demolition charges and related itens; e.g.

blasting caps, detonating cord, safety fuzes,
detonators, destructors, primers, firing devices,
squi bes, igniters, demolition kits, explosive
kits, etc.

) Fuzes.
Boost ers.
) Supplenmentary charges (not assenbled to end itens).

9) Explosive bolts, explosive cartridges and related
i tems.

(10) Safety and armng devices.
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(11) Incendiary  destroyers.

(12) Fuel thickening conpound.

(13) Rot control agent, bulk, 60 pound package or |ess.
(14) \Warheads and rocket notors (unpackaged weight of

60 pounds or less).

(15) Mssiles and rockets (unpacked weight of 60 pounds
or less).

(16) End items of conventional and guided mssile
amunition (except artillery rounds, bonbs, and
torpedoes) which have an individual item (i.e.,
unit of issue) container or package weight of
60 pounds or less and which have potential use
in civil disturbances and are vulnerable to theft.

SIGNAL  OCDE. A one-position code designed to designate the
fields containing the intended consignee (ship to) and the
activity to receive and effect paynent of bills, when applicable.

SOURCE, MAINTENANCE, AND RECOVERABILITY (SMR) CODES. Codes used
by all services to indicate nmaintenance and supply instructions
to the wvarious logistic support levels and wusing comrands for the
logistics support of system equipnment and end itens. These
uniform codes wll pronote interservice and integrated naterie
support within and anong the mlitary services. SWR codes are
assigned to each support item based on the logistic support
planned for the end item and its conponents. See UM 4400-71.

SPECIAL  ALLOWANCE. An allowance which is peculiar to a single
unit, or a Timted nunber of wunits, and does not warrant
inclusion in an allowance docurment (includes devel oprent al
assets).

STATUS ODE. A two-position code originated by the supply source
informng the requisitioner of supply action taken on
requisitions.

STCRES ACOONT ODE (SAQ. A nuneric 1 used to identify Mrine
Corps stock Fund Account (MCSFA) itens, or a numeric 2 or 3 used

to identify Mrine Corps Appropriation Stores Account (MCASA)
i tems,

Code Expl anati on

1 SFA Itens. These include mnor end itens, repair parts
Individual clothing, conmssary stores subsistence itens,
and itens where Mrine Corps 1s designated to the weapons
integrated mteriel nmanager. These itens are financed
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through the Stock Fund and charged to the custonmer when
issued for use. Personnel support itens, fornmerly SAC 4
which consisted of individual clothing, conmssary
stores, and subsistence itens that are now criterra wll
automatically be designated SAC 1, and nagnetrons and
gun tubes having a cost greater than $499.99.

2 ASA Secondary |l tens. These are secondary itens financed
through appropriations other than stock fund. |ncluded
in this category are secondary depot reparables assigned
an R Code, NAVMC blank forns, Type Item Designator Codes
C D E and Mteriel Ildentification Code A 1tens not
classified as principal itens having a wunit cost greater
than  $999. 99.

3 ASA Principal Items. End itens of najor inportance and
maj or components thereof which require detailed analysis
and examnation, at the level established for control or
at the mlitary service level of all factors affecting
supply and demand. An end item is generally selected as
a principal item on the basis of conbat or training
essentiality. Considering the difficulty or  procurenent
or production and criticality of basic nmaterials or
components, categorically, all Mrine Corps class V(W)
ammunition, including training and dummy nmunitions, are
principal itens.

SUFFIX QODE. A one-position code that relates and identifies
supply transactions for “"partial quantities" to original
requisition or transaction wthout duplicating or causing loss of
identity of the original document nunber.

SUPPLEMENTARY ADDRESS. A six-position field indicating "ship to"
or "bill to"™ activity other than the requisitioner.

SUPPLY ACCOUNTI NG DOCUMENT.  Any supporting docunent used to
identify supplies and equipnent; i.e., requisition, shipping
document, public voucher, miscellaneous adjustment, report of
investigation, etc.

SUPPLY COFFICER A designated special staff officer who perforns
functions prescribed by the commander in the area of supply. A
supply officer of a wunit having a property account perforns the
function of stock records managenent and admnistration of
propertg0 control for the unit. See the current edition of FMM
3-1  (Command and Staff Action) and Unit Property Oficer.

SUSPENSE OR OTHER EARVARKED STOCK.  Quantities of supplies on
hand, earmarked, physically sef aside in accordance with
directives from higher authority.
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TOTAL  ASSETS. The quantity represented by adding the available-
for-issue quantity to the expacted receipts quantity and
subtracting th2 quantity back-ordesrad.

UNT PROPERTY COFFICER An individual appointed by the

Organi zati onal Commander/Responsible "Officer t0 perform the
supply function for battalion/Activity. This individual
admnisters property received/subcustodied from the major conmand
accountable officer (pco, Plant Account  Supervisor, etc.)

WNT G ISSE A two-digit abbreviation of the standard item
measurenment as indicated in the applicable catalog or stocklist;
i.e., EA LB FT, 2tc.

UNRELEASED PROVI SI ONI NG PRQJECT. Initial provisioning stock not
yet released (0 support new equipment to be placed in the field.

UNSERVI CEABLE. An item in a condition unfit for us2 but which
can be restored t0 a serviceable condition after repair, rework,
or overhaul.

VALID USAGE DATA  Recurring demand data that has been carefully
analyzed and adjusted, as necessary, to reflect true normal
usage. Due consideration must b2 given to the followng factors:

a, Unrecorded transactions (scrounging).
h. Fiscal restrictions.

c. Intersarvica Support.

d. Failure of using organizations to requisition
replenishment for items expended.

2. Training cycle peaks and valleys.
f.  Extraordinary |osses.
g. Cannibalization.

VOUCHER FILE. Friles containing vouchers according to the type of
transaction that wll support entries which either increase or
decreasa quantities recorded on the stock records for
nonexpendabl e supplies and decreases as a result of cash sales,
chackage sales, or reports of investigation to quantities
recorded on the stock records for expendable supplies.




