CHAPTER 2.  EXTERNAL STANDING OPERATING PROCEDURES

 (SUPPLY)

===============================================

2.1
Establishing an Account with the Supply Branch.

  The following authorization documents are required:


a.  An authorized DODAAC.


b.  A Memorandum of Intent (Figure 2-1a) or MIPR (Figure 2-1b).


c.  Three (3) original copies of DA Form 1687 (Figure 2-2).

2.2
Requesting Supplies.


a.  All requests will be turned over to the Supply Branch Customer Assistance Unit, on the date of the request, from Mondays through Fridays.


b.  Automated customer units submit their request thru SAMS or DPAS.


c.  Requests with valid NSN may be submitted via E-Mail to Data Conversion and Files Section.


d.   Instructions for preparing manual requests, DA Form 2765-1 is figure 2-4.


e.   Review the Acquisition Advice Code (AAC) shown in column 4 of the AMDF.  Items with an AAC of K, L or J and items not listed in the AMDF are automatically eligible for local purchase.  Units are responsible for ordering these on the unit credit card.


f.  Requests for end items will reflect appropriate Type Requirement Code (TRC).  Requests for repair parts having end item application will show the End Item Code (EIC).  Requests for non-expendable items (ARC of N) will cite an authority in block P of the DD Form 2765-1.  Also, requests for recoverable items (RC other than O, Z or blank) will show the document number of the unserviceable item turned in Block O of DA Form 2765-1, or an explanation as to why no turn-in was made; they should be signed by the responsible officer.  Failure to comply with this requirement will cause requests to be rejected.  (Above mentioned codes are in the AMDF).


g.  Not Mission Capable Supply (NMCS) requests may only be initiated to remove a piece of equipment from deadline and when the required item of supply is not available at the Supply Branch.  An Anticipated Not Mission Capable Supply (ANMCS) request can be required when such a condition is anticipated.  Use the appropriate Required Delivery Date (RDD) entry in block 21 of DA Form 2765-1.  Also cite the EIC identifying the major end item for which the request applies, in block 18 thereof.


h.  Priority requests (PG I and II) will be signed by the Commander or a designated approval authority.  If the RDD is entered in block 21 of DA Form 2765-1, it must be justifiable, realistic, and reflect consonance with the PD used.  The Supply Branch will challenge all high priority requisitions that are not significantly justified.


i.  Both mission issue and reimbursable sales type customers will cite their appropriate 2-digit customer cost code in blocks 17 and 18 of each request.  Adequate funds must be actually available and not only anticipated at the time of request submission.  Exceeding approved budgetary limits constitutes a federal offense.  It must be emphasized that the burden of unit, division or activity funds control rests solely at the operating official user level, not at the retail supply function.


j.  Customers who are resubmitting requests, that have been previously canceled, will mention on the new DA Form 2765-1 the document number and rejection code of old request.  The editor will review and evaluate the reasons for cancellation, and take all necessary steps to avoid recurrence.


k.  Inquiries on requests already submitted will be directed to Customer Assistance Personnel.  The Supply Branch telephone contact list is at Chap 1, paragraph 1-5.


l.  Requests for property from DRMO will be processed through the Supply Branch using DD Form 1348-1.  Unit will bring the screening sheet that they received from DRMO along with the DD Form 1348-1.  This form will be signed off by the acoountable officer before Supply Branch puts on a document number for DRMO withdrawal and a document number from the CIPBO will be assigned.  The remarks block will be annotated "THIS ITEM WILL?WILL NOT BE USED FOR ITS INTENDED PURPOSE”.

NOTE:  A letter authorizing the accountable officer to sign for the withdrawals is on file at DRMO.  Without the proper signature on the DD 1348-1, DRMO will not authorize pick-up. 

2.3
Receiving Supplies.


a.  Warehouse personnel will notify customers immediately upon receipt of NMCS and PD 01-03 requests.  Units are expected to pick up supplies promptly.  Items not picked up within eight (8) working days will be returned to stock or turned in to the Retrograde Processing Point (RPP), without further notification.  The request for issue will be canceled "CA" status: no pick-up within time frame limit.


b.  Responsible officers wishing to designate personnel as authorized representative to request and/or sign for supplies will send a completed DA Form 1687, as shown in figure 2-2, to the Supply Branch.  Three (3) original copies will be forwarded (one of which will be returned to the unit as acknowledgment of receipt) with two copies of assumption of command orders or PBO appointment orders.


c.  Unit personnel picking up supplies will report to Bldg 3030, Room 128a.  Individuals are not authorized in the storage area unless escorted by Supply Branch personnel.


d.  Items in stock at the Supply Branch may be received on DA Form 2765-1.  The customer will, in this case, acknowledge receipt of the supplies by printing and signing their name and print the date of pickup on the customer shipment list after inventory of all items is complete.


e.  Customer units receiving supplies directly from vendors or contractors are required to provide receipt documents to the Supply Branch within 3 working days.

2.4
Turning in Supplies.


a.  Requests for turn-in of property will be prepared using DA Form 2765-1 (Request for Issue or Turn-In) as shown in figure 2-7 with condition and/or inspection forms, as applicable.  DSU’s will turn-in property on SARSS’s generated DD Form 1348-1’s.  The correct stock number will be perpetuated on the turn-in document.  The reason for turn-in of supplies with Recoverability Codes (RC) A, D, F, H or L will also be entered in Block P of DA Form 2765-1.


b.  All property book items, whether serviceable or unserviceable, must receive a technical inspection and condition code prior to being turned in to the Supply Branch.  All class VII items will be inspected by the Installation Maintenance Facility (IMF) before they are accepted.   Serviceable expendable and durable supplies will be classified by the owning unit using visual working condition criteria.


c.  Unserviceable durable or expendable items replaced at the organizational level having an RC of O or Z that are not actually consumed in use, may be turned in by the customer unit to the DRMO as scrap; the Supply Branch will stamp the customer turn-in document as "SCRAP CONDITION VALIDATED.  DIRECT TURN-IN TO DRMO AUTHORIZED".


d.  Found-on-Installation items will be turned in to the Supply Branch as is, without paperwork.  Material will be issued immediately to that customer on a free issue basis if, at the same time, a request for issue is submitted (figure 2-8) and item is within the requesting unit's authorized allowance.


e.  An appointment for turn-in of material will be made with the turn-in section.

Material will have been cleared within the customer's unit capability.  Packaging and preservation, as may be needed to protect the item, is the responsibility of the customer. All equipment and supplies turned in will be clean.


f.  Coordinated turn-ins with the Supply Material Sorter and Classifiers before turn-in for specific instructions on certain items such as batteries, controlled cryptographic items, Class VII, ADPE, refrigeration equipment, COMSEC, mattresses and hazardous materials.


g.  Material that is excess and requires special instructions for item to be turned in other than B or 10/20 condition will be held by the customer who will inform the Supply Operations Manager of the item in question.  Instructions from the item manager will be requested before the item can be turned in.

2.5
Taking Action on Supply Status.


a.  Supply status (Document Identifier Code (DIC) AE-, AS-) is provided to all customers on a daily basis to keep them informed of the source of supply's action on open requests.


b.  Customers will closely check status received from the Supply Branch and take appropriate action; i.e. request follow-up, upgrade priority, request cancellation, etc.

2.6
Follow-Up, Modification and Cancellation Actions.


a.  Requests for follow-up, modification or cancellation will be prepared using DA Form 2765-1 as shown in figures 2-9, 2-10 and 2-11 (Automated customers will use appropriate program).


b.  When submitting such requests, customers will ensure that the Document Identifier Code (DIC) and other applicable changes are conspicuously circled in red ink.


c.  Requests for follow-up action will be submitted only for the following:



(1) When no supply or shipment status has been received after 9 calendar days of the request document date for PD 01-08 requests.



(2) When no supply or shipment status has been received at the time of Customer Due-out Reconciliation for PD 09-15 requests.



(3) When it is identified that a valid existing supply status is unsatisfactory or when the Estimated Shipping Date (ESD) has expired.


d.  Requests for modification of information on previously submitted requests will be used only when the change pertains to the entire quantity requested and for the following actions:



(1) Up grading or downgrading of PD.



(2) Project Code.



(3) Advice Code.



(4) Required Delivery Date.



(5) Type or Requirement Code (TRC), End Item Code (EIC).


e.  Requests for cancellation will be submitted when all or part of a quantity requested is no longer required and only in the following circumstances:



(1) No supply status has been received.



(2) No shipping status (DIC AS-) has been received.


f.  Customers will insure that the EIC is cited in CC 54-56 of their cancellation and modification requests.

2.7 Validations and Reconciliation of Supply Requests with Supporting Supply Branch.


a. Customers will validate and reconcile all outstanding supply requests on a monthly basis.


b.  To that effect a consolidated list of outstanding dues out, recorded at the Supply Branch, will be forwarded to the units every month.  A cover letter is attached to it and gives detailed instructions as shown at figure 2-12.


c.  Reminders will be initiated for delinquent customers and cancellations will be requested for requisitions that have not been validated by the customer for two consecutive months as per DA Pam 710-2-2


d.  An unit performance match rate, document number accuracy reports will be initiated monthly. If the reconciliation match rate falls below 95%, a face-to-face will be conducted between Supply Branch and customer. 

2.8
Fuel Retail Operations

       a.  All customers (old and new) will submit a vehicle list, attention to Responsible Officer, FWA through their PBO using the following format; Unit Name, Vehicle Identification, type of Fuel, Vehicle bumper number, Model of vehicle, Billing DODAAC and APC code.

      b.  Once the vehicle list is turned into the POL retail station, keys will be provided with Serial Numbers for each vehicle.  Keys will be signed for by personnel on the unit’s signature card for the PBO office.

      c.  Unused keys will be returned to Fuel Point with a memorandum addressing the Responsible Officer with the reason of turn-in.

      d.  Lost keys will immediately be reported in writing to Fuel Point.  Customers are responsible for all changes against unreported lost keys.

      e.  Fuel users that use the Master Fuel system will turn off the engine, take off the fuel cap, choose a pump according to the type of fuel needed for the vehicle, and insert the fuel nozzle.  Locate the board installed in front of the pumps, insert your encoding key and type the number of the pump, press enter after each operation and than start pumping.  After refueling put the nozzle back, lock your fuel cap and operate your vehicle.  All turn-in or lost key information will be given to your PBO for deactivation in system.

Safety rules: No smoking or cell phone usage is allowed around the area of the fuel system, turn off your engine for refueling and respect the operation procedures of theFuel Pointy.

2.9 Report of Survey

a. The MEO will service as the Report of Survey monitor/manager for the FWA Commander.

b.  The MEO will provide the Commander with recommendation on how to process the ROS.  The MEO will redirect surveys to the appropriate Chain of Command IAW AR 735-5 paragraph 13-4.

       c. The MEO will provide the ADOL, FWA with a weekly summary report of ROS within the community.  

