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[ Leaders have a fundamental responsibility to  

develop and maintain effective internal controls. ] 
 

1.0 Executive Summary  
Commanders, heads of staff agencies, and managers at all levels of the Marine Corps have a fundamental responsibility 

to develop and maintain effective internal controls over their processes to ensure that programs operate – and resources 

are used – efficiently and effectively to achieve desired objectives. Resources must be used in a way consistent with 

unit missions, in compliance with laws and regulations, and with minimal potential for waste, fraud, and 

mismanagement. Effective internal controls provide reasonable assurances that any significant weaknesses in the design of 

program processes which might adversely affect the Marine Corps’ ability to meet its objectives, can be prevented or 

detected in a timely manner.  

 

They also ensure the proper stewardship of government resources. The safeguarding of assets is a subset of these objectives. 

 

Internal controls – organization, policies, and procedures – are tools to help commanders, program managers and 

financial managers achieve results and safeguard the integrity of their programs. Such controls include program, operational, 

and administrative areas as well as accounting and financial management. 

 

The importance of internal controls is addressed in many statutes and executive documents. The Federal Manager’s 

Financial Integrity Act (FMFIA) establishes overall requirements with regard to internal controls. Leadership must 

establish controls that can reasonably ensure that: 

 

(1) obligations and costs are in compliance with applicable law; 

 

(2) funds, property, and other assets are safeguarded against waste, loss, unauthorized use or misappropriation; 

and 

 

(3) revenues and expenditures applicable to agency operations are properly recorded and accounted for to permit 

the preparation of accounts and reliable financial and statistical reports and to maintain accountability over the 

assets. 

 

In addition, leadership must evaluate and report on internal controls and financial systems that protect the integrity of 

programs annually (Section 2 and Section 4 of FMFIA respectively). 

 

Instead of considering internal controls as isolated management tools, organizations should integrate their efforts to meet 

the requirements of the FMFIA with other efforts to improve overall effectiveness and accountability. Thus, internal 

controls are an integral part of the entire cycle of planning, budgeting, management, accounting, and auditing. The design of 

internal controls should support the effectiveness and the integrity of every step of the process and provide continual feedback 

to management. 

 

Leaders must carefully consider the appropriate balance between internal controls and the relative risk associated with 

particular programs and operations. Too many controls may not only be costly, but may result in inefficient and 

ineffective government operations. The benefits of establishing internal controls should outweigh the cost. Agencies should 

consider both qualitative and quantitative factors when analyzing costs against benefits. 

 

 

 



Introduction 
 

2.0 Introduction 
 
What are internal controls? 
Internal controls are processes and procedures that Marines use every day to ensure the resources they are provided 
are used properly and safeguarded. As stewards of American tax dollars, Commanders, heads of staff agencies, and 
managers at all levels of the Marine Corps have a fundamental responsibility to develop and maintain effective 
internal controls and processes to ensure that programs (property control, fiscal resource management, logistics 
systems access) operate well and resources are used efficiently and effectively to achieve desired objectives. 
Programs must operate and resources must be used in compliance with laws and regulations, and with minimal 
potential for waste, fraud, and mismanagement. Effective internal controls provide reasonable assurances that 
significant weaknesses in the design of program processes or inherent program weaknesses which might adversely 
affect the Marine Corps’ ability to meet its objectives, can be prevented or detected in a timely manner. 

 
How can this handbook help me? 
While not all encompassing, this handbook can assist Commanders, Supply Officers and their Marines in achieving 
and sustaining audit readiness for their commands. Not all questions are supported by published references, but 
rather, are derived from best practices and business processes. These questions will remain until they are supported 
by policy. 

 
How do I use the handbook? 
Since FSMAO or the ICART team cannot analyze or conduct audit readiness testing on every unit or command in 
the Marine Corps during each fiscal year (FY), Commanders, Officers in Charge (OIC) and Directors must conduct 
self- assessment actions in order to determine the audit readiness posture of their command. Using the handbook will 
provide the Commander and the Supply Officer with a means of gauging on the unit’s audit readiness posture. 

 
The handbook is meant to be a ready reference to help execute policy prescribed in Marine Corps Order (MCO) 
4400.201, MCO 4400.150 and MCO 5200.24E. It includes additional information and training guidance for unit 
supply personnel pertaining to: 

• Military Equipment 
• Operating Materials and Supplies 
• Military Standard Requisitioning and Issue Procedures Tri-Annual Review 
• Corrective Action Plans 
• Key Supporting Documentation 
• Training & Education 
• Audit Support Handbook 
• Key Performance Indicators 

 
To meet and maintain audit readiness, Commanders and their Supply Officer must review the Internal Control 
Checklists within this handbook semi-annually, and conduct inventories in accordance with MCO 4400.201 and 
MCO 5400.24E. Results should be documented, and corrective action plans developed. This will enable units to 
strengthen their internal controls, address gaps in processes and procedures, and ensure command-wide involvement. 
 
You are not alone: questions can be answered by your local FSMAO or ICART points of contact (POC).  
 
How does this handbook differ from the FSMAO checklist? 
This handbook is provided to compliment the FSMAO Checklist. It focuses primarily on supply internal controls. 
Specifically, internal controls that focus on property control, process control Key Supporting Documentation (KSD) 
retention and logistics system access. It also provides a tool to help Commands achieve and sustain audit readiness. 
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3.0 Supply Officer’s Audit Readiness Checklist Results Letter 

Below is an example format of a Supply Officer Audit Readiness Checklist Results Letter. 

 

 

 

 

4400 

(Code) 

(Date) 
 

From:       Supply   Officer 

To: Commanding General 

Via: Commanding Officer, (add unit name) 

 
Subj:      (insert inventory type) SUPPLY OFFICER AUDIT READINESS CHECKLIST 

RESULTS (insert DEPARTMENT OF DEFENSE ACTIVITY ADDRESS CODE 

(DoDAAC)) 

 
Ref: (a) MCO 4400.201 

(b) NAVMC 4000.5_ 

 
Encl:       (1)    Supply Officer Audit Readiness Checklist 

(2) Corrective Action Plan POA&M 

(3) Corrective Action Plan Certification 

(4) Corrective Action Completion Certification 

 
1. Per references(a)and (b), the supply section has reviewed and completed the Supply Officer Audit 

Readiness Checklist. 

 
 a.    Summary of results: (provide an executive summary of the results) 

 
b.    Summary of planned corrective actions: (summarize planned corrective actions initiated to 

eliminate future discrepancies) 

 
2. The Supply Officer Audit Readiness Checklist results (Encl 1), Plan of Action and Milestones (POA&M) 

(Encl 2), and the Corrective Action Plan (CAP) Certification (Encl 3) are attached for review. The CAP 

Certification letter (Encl 4) will be prepared for the Commander’s signature upon CAP POA&M 

completion. 

 
3. A copy of this letter and all enclosures will be maintained for two years. 

 

 
 

(Signature) 

(FI. MI. LAST Name of Supply Officer)  



Supply Officer’s Internal Control Program 
CHECKLIST 

8 

4.0 General 

4.1 Supply Officer’s Internal Control Program Checklist 

Overarching Supply Officer’s Internal Control Program (SOICP) Management 

General Information 
Select 

Yes/No 

Date 

Complete 

1. Have all KSD noted in the processes below been maintained for a period of 10 years (three 

years active and seven years archived) to satisfy record retention requirements? (MCO 4400.201, 

Vol 3, Chapter 2, Para 0210, Sub-para 021002) 

Yes No 
 

2. Is the outgoing Commanding Officer’s (CO’s)/Accountable Officer’s (AO’s) Certificate of 

Relief retained in the supply files? (MCO 4400.201, Vol 3, Chapter 1, Para 0109, Sub-para 

010901.A and Appendix G) 

Yes No 
 

3. Is the Accountable Property Officer (APO)/SupO appointed in writing by the CO/AO and is 

the appointment letter and DD Form 577 Appointment/Termination Record-Authorized 

Signature Form retained in the supply files? (MCO 4400.201, Vol 3, Chapter 1, Para 0106, 

Sub-para 010701, Appendix A) 

Yes No 
 

4. Is the outgoing APO’s/ SupO’s Certificate of Relief with the incoming APO’s/SupO’s 

endorsement retained in the supply files? (MCO 4400.201, Vol 3, Chapter 1, Para 0109, Sub-

Para 010902 and Appendix H) 

Yes No 
 

5. Are Property Custodians/Responsible Officers (ROs) appointed in writing by the CO/AO and 

are the appointment letters retained in the supply files? (MCO 4400.201, Vol 3, Chapter 1, Para 

010903, Sub-para 010903 and Appendix B) 

Yes No 
 

6. If required, are there RO Delegation of Authority (DOA) (NAVMC Form 11869 Notice of 

Delegation of Authority) for personnel to request, receipt for, issue, and turn in government 

property? (MCO 4400.201 Vol 3, Chapter 1, Para 0107, Sub-para 010702, Para 0111, Sub-

para 011001, and Appendix B) 

Yes No 
 

7. Have applicable desktop procedures and turnover folders been prepared for each billet 

involving administrative and management property control functions? (MCO 4400.201, Vol 3, 

Chapter 1, Para 0113) 

Yes No 
 

8. Has the organization conducted a self-assessment/risk assessment during the last semi-annual 

period (Jan-Jun, Jul-Dec)? (MCO 5200.24E, Para 4.(a).(2).(e)) 

Yes No 
 

a. Was the self-assessment reviewed and endorsed by the CO/AO? Yes No 
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Overarching Supply Officer’s Internal Control Program (SOICP) Management 

General Information 
Select 

Yes/No 

Date 

Complete 

9. As a result of the previous self-assessment, was a Corrective Action Plan (CAP) and Plan of 

Action and Milestones (POA&M) created for all identified internal control deficiencies or 

process weaknesses? (MCO 4400.201, Vol 3, Chapter 1, Para 0117) 

Yes No 
 

10. Were the SOICP self-assessment results included in the organization’s Managers’ Internal 

Control Program (MIC P) Annual Statement of Assurance (SOA) and reported to higher 

headquarters? (Secretary of the Navy Instruction (SECNAVINST) 5200.35G; MCO 

5200.24E) 

Yes No 
 

11. Has the SupO/SOICP Coordinator completed the MIC P online training available through 

Navy Knowledge Online (NKO)? (MCO 5200.24E, Para 4.a(2)(c)) 

Yes No 
 

12. In the absence of a Comptroller, did the CO/AO appoint a Fund Manager in writing? (MCO 

201, Vol 1, Chapter 2, Para 020802) 

Yes No 
 

a. Does the Fund Manager appointment letter contain, at a minimum, all applicable duties? 

(MCO 7300.21B, Chapter 2, Para 2005.1) 

Yes No 
 

13. Have the following personnel, who are appointed to approve or certify the expenditure of 

funds, completed the Fiscal Law Course and Budget Execution Course? (Marine Administrative 

Message (MARADMIN 350/11); Commandant of the Marine Corps (CMC MSG DTG 

241744Z Jan 17) 

Yes No 
 

a. Supply Officer Yes No 
 

b. Fiscal, Budget and Accounting Officer Yes No 
 

c. Government Commercial Purchase Card (GCPC) Program Approving Official Yes No 
 

d. Supply Chief Yes No 
 

e. Supply Resource Manager Yes No 
 

f. Certifying Officer Yes No 
 

g. Requisition Clerks Yes No 
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5.0 Equipment 

5.1 Military Equipment (ME) Checklist 

Military Equipment 

Receipt Procedures 
Select 

Yes/No 

Date 

Complete 

1. Are all KSD used to receipt for property (e.g., DD Form 1348-1A, Carrier Bill of Lading 

(CBL), Manifest, DD Form 1149) signed, dated, and applicable data elements captured (e.g., 

serial number, National Stock Number (NSN), Table of Authorized Materiel Control Number 

(TAMCN), Standard Document Number (SDN), Quantity (QTY))? (MCO 4400.201, Vol 1, 

Chapter 2, Para 0212) 

Yes No 
 

2. Are serially managed items accurately recorded (i.e., correct TAMCN, NSN and serial 

number) and updated in the Accountable Property System of Record (APSR)? (MCO 4400.201, 

Vol 3, Chapter 2, Para 0206) 

Yes No 
 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

3. During annual/cyclical physical inventories, are serial numbers and NSNs listed on the 

property records reconciled against the serial number and NSN identified on the equipment 

identification plate (i.e., data plate), and are the results submitted to the CO/AO for certification? 

(MCO 4400.201, Vol 4, Chapter 7, Para 0703) 

Yes No 
 

4. Are voucherable gain or loss transactions pre-approved by the appropriate authority based on 

his/her approval dollar thresholds and filed in the voucher file? (MCO 4400.201, Vol 3, Chapter 

2, Para 0206, Sub-para 020601 and Vol 4, Chapter 4, Para 0404, Sub-para 040403 and 

040502) 

Yes No 
 

5. Were all required adjustments, resulting from the annual/cyclical inventory processed to 

correct the property records (accountable balances)? (MCO 4400.201, Vol 4, Chapter 4, Para 

0404, Sub-para 040403, Chapter 5, Para 0512, Chapter 7, Para 0703) 

Yes No 
 

6. Are all Money Value Gain/Loss (MVGL) Notices resulting from an annual/cyclical physical 

inventory certified by the CO/AO and are they maintained on file? (MCO 4400.201, Vol 4, 

Chapter 5, Para 051203 and Chapter 7, Para 0704;) 

Yes No 
 

7. Are the results of the annual/cyclical inventory documented and maintained on file? (MCO 

4400.201, Vol 3, Chapter 2, Para 0210, Sub-para 021002, Vol 4, Chapter 5, Para 051203 and 

Chapter 7, Para 0703) 

Yes No 
 

8. Quarterly, or upon change of RO/Property Custodian, are RO/Property Custodians reconciling 

property record discrepancies and signing the sub-custody record (within 15 calendar days if RO 

is newly appointed; Semi-annually if approved in writing by the CO/AO)? 

Yes No 
 

9.  Are RO/Property Custodians physically reconciling serial numbers and NSNs listed on the 

property records against the serial number and NSN identified on the equipment identification 

plate (i.e.. data plate)? (MCO 4400.201, Vol 3, Chapter 2, Para 0206, Sub-para 020603 and Vol 

4, Chapter 2, Para 0205, Sub-para 020510). 

Yes No 
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Military Equipment 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

10. Is a copy of the previous quarter’s Consolidated Memorandum Receipt (CMR)/sub-account 

on hand, including; the date, RO’s signature, and RO’s initials on the bottom of each page? 

(MCO 4400.201, Vol 3, Chapter 1, Para 0109, Sub-para 010903; Chapter 2, Para 0206, Sub-

para 020603.F and Appendix B.) 

Yes No 
 

11. Has causative research been conducted and documented for unresolved sub-custody (i.e., 

CMR, Defense Property Accountability System (DPAS)) discrepancies and have appropriate 

Discrepancies letters or DD Form 200 Financial Liability Investigation of Property Loss 

(FLIPL) been submitted to the CO/AO, via the SupO, within five work days (Discrepancy 

Letters), 15 calendar days (DD Form 200)? (MCO 4400.201, Vol 4, Chapter 4, Para 0405 and 

MCO 4400.201 Vol 17 Para 7(a).2) 

Yes No 
 

12. Has the CO/AO endorsed discrepancy letters/DD Form 200 and directed appropriate action 

within five work days (Discrepancy Letter/Request for Investigation) of receipt of the request or 

taken action on DD Form 200 within five calendar days? (MCO 4400.201, Vol 17, Para 

7.(a).2.) 

Yes No 
 

13. Are inventories of small arms/light weapons being conducted monthly including reconciling 

serial numbers and NSNs listed on the property records against the serial number and NSN 

identified on the equipment identification plate (i.e., data plate)? (MCO 5530.14A Para 

8003.4.b(4); MCO 8300.1D Para 4.b.(5)(l)1., 4.b.(5)(p), and Encl (1) Para 11.a. and 11.b ; MCO 

4400.201, Vol 4, Chapter 2, Para 0205, Sub-para 020508.A) 

Yes No 
 

14. Are discrepancies noted during monthly serialized small arms/light weapons inventories 

reconciled thoroughly and discrepancies immediately identified to appropriate authorities? (MCO 

5530.14A Para 8003.4.b(4); MCO 8300.1D Para 4.b.(5)(l)1., 4.b.(5)(p), and Encl (1) Para 

11.a. and 11.b.; MCO 4400.201, Vol 3, Chapter 2, Para 0209, Sub-para 020902) 

Yes No 
 

15. Is the unit completing the annual reconciliation and verification of small arms/light weapons 

with the Naval Surface Warfare Center (NSWC), Crane, Indiana within the required time frame? 

(MCO 8300.1D Encl (1) Para 11.c. and 19.d; MCO 4400.201, Vol 4, Chapter 2, Para 0205, 

Sub-para 020508.B) 

Yes No 
 

16. Are signed copies of all receipts, issues, and documentation to support property losses (to 

include combat losses) and property gains for small arms/light weapons submitted to NSWC, 

Crane, Indiana via the Crane Small Arms Web Portal within 48 hours? (MCO 8300.1D Para 

4.b.(5)(c) and Encl (1) Para 5.a., 6, 8.b., 9.a. (2) and (3)) 

Yes No 
 

17. Does the unit have appropriate personnel assigned to make changes to the Marine Corps 

Serialized Small Arms/Light Weapons Registry? (MCO 8300.1D Para 4.b.(5)(b) through Para 

4.b.(5)(k), and Encl (1) Para 6, 8.b., 9.a. (3); CMC MSG DTG 061923Z May 13; CMC MSG 

DTG 251855Z Feb 15) 

Yes No 
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Military Equipment 

Issue Procedures 
Select 

Yes/No 

Date 

Complete 

18. Are all KSD for property issues/shipments (e.g. DD Form 1348-1s, CBL, DD Form 1149, 

etc.) signed and dated with applicable data elements captured (e.g., NSN, SDN, Department of 

Defense Activity Address Code (DoDAAC)) and filed in the voucher file? (MCO 4400.201, Vol 3, 

Chapter 2, Para 0210, Sub-para 021002) 

Yes No 
 

Property Control 
Select 

Yes/No 

Date 

Complete 

19. Is the SupO/APO maintaining for each Property Custodian/RO, all supporting 

documentation (e.g., receipts, issues and adjustments) that affect the property records for all sub-

accounts? (MCO 4400.201, Vol 3, Chapter 2, Para 0210, Sub-para 021002.A) 

Yes No 
 

20. Are items on temporary loan reconciled and properly managed? (MCO 4400.201, Vol 3, 

Chapter 4, Para 0408) 

Yes No 
 

21. Are all authorized allowances for the command accurately reflected on the unit’s APSR 

(Mechanized Allowance List (MAL)) to include approved Type II Allowances, Special 

Allowances, Command Adjustments, and Training Allowances (T/A)? (MCO 4400.201, Vol 

3, Chapter 2, Para 0205) 

Yes No 
 

Disposition Procedures 
Select 

Yes/No 

Date 

Complete 

22. Is excess equipment identified and reported with a request for disposition instructions to 

higher headquarters and/or other appropriate activity? (MCO 4400.201, Vol 6, Chapter 3, Para 

0302, Sub-para 030202) 

Yes No 
 

23. Can the command certify that transferred or disposed assets were removed from the APSR? 

(MCO 4400.201, Vol 3, Chapter 2, Para 0217; MCO 4400.201, Vol 6) 
Yes No 

 

Key Management Infrastructure (KMI) Regt/Group Level Parent Account 
Select 

Yes/No 

Date 

Complete 

24. Does the command have an Communications Security (COMSEC) Manager and Alternate 

appointed in writing? (CMS-1, Chapter 4, Para 401; MCO 2281.1A, Chapter 1, Para 10) 
Yes No 

 

25. Has the command received a “Satisfactory” evaluation as the result of a Communications 

Security (COMSEC) Material System (CMS) Central Office of Record (COR) Audit within the 

past two years? (CMS-1, Chapter 3, Para 311.c) 

Yes No 
 

26. Does the command have a NAVMC Form 11121 “USMC Physical Security Crime 

Prevention Survey” on hand indicating successful completion of a Physical Security Survey 

(PSS) on the COMSEC facility within the past 730 days? (MCO 5530.14A, Chapter 3, Para 

5.b; MCO 2281.1A Chapter 2, Para 2) 

Yes No 
 

27. Are quarterly self-assessments conducted by the COMSEC Manager and/or Alternates and 

are the results on file and retained as required? (CMS-1, Chapter 3, Para 309) 
Yes No 
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Military Equipment 

Key Management Infrastructure (KMI) Regt/Group Level Parent Account 
Select 

Yes/No 

Date 

Complete 

28. Prior to the transfer of COMSEC equipment, was transfer authority provided via naval 

message by the appropriate Commanding General (CG) level for the gaining and losing 

commands? (MCO 2281.1A, Chapter 4, Para 3.c; MCO 4400.201, Vol 3, Chapter 2, Para 

0217) 

Yes No 
 

a. Is the Global Combat Support System-Marine Corps (GCSS-MC) Service Request (SR) 

number annotated in the remarks column on all COMSEC Material Reports (SF-153) supporting 

transfers and disposals? (MCO 2281.1A, Chapter 4, Para 5.a) 

Yes No 
 

29. Does the COMSEC Manager coordinate regarding all adjustments to the COMSEC 

account and provide each other with the necessary supporting documentation?” (MCO 2281.1A, 

Chapter 4, Para 5.a and MCO 4400.201, Vol 3, Chapter 2, Para 0217) 

Yes No 
 

a. Are correct KSD provided to support all receipts, transfers, and disposals (e.g. DD Form 

1149, DD Form 1348, or SF-153)? (MCO 2281.1A, Chapter 4, Para 2.b; MCO 

4400.201, Vol 3, Chapter 2, Para 0217) 

Yes No 
 

b. Are semi-annual inventories conducted of all COMSEC material holdings (including 

publications, manuals and equipment) with Accounting Legends Code 1,2,4,6,7 as well as 

all Controlled Cryptographic Item (CCI) equipment and uninstalled CCI Components with 

a Controlled Inventory Item Code (CIIC) of 9? (MCO 4400.201, Vol 4, Chapter 2, Para 

0205) 

Yes No 
 

KMI Local Element (LE) Issuing Procedures 
Select 

Yes/No 

Date 

Complete 

30. Does the LE issuing personnel conduct training with all personnel handling COMSEC 

material to ensure they are adhering to proper COMSEC procedures? Is all training documented 

in accordance with command directives? (CMS-1, Chapter 3, Para 303) 

Yes No 
 

31. Has a formal Letter/Memorandum of Agreement (LOA/MOA) been completed and signed 

by the CO for the Primary Issuing Manager and Alternate(s)? (CMS-1, Annex D, MCO 

2281.1A, Chapter 1, Para 13) 

Yes No 
 

32. Does the LE Issuing Manager maintain an up to date Accountable Item (A/I) Summary 

provided by the parent account COMSEC Manager? (CMS-1, Chapter 4, Para 409.am) 
Yes No 
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5.2 General Equipment (Garrison Property and Garrison Mobile Equipment) 

Checklist 

General Equipment Garrison Property and Garrison Mobile Equipment (GP and GME) 

 

Certification & Report Select 

Yes/No 

Date Completed 

GP GME HQMC 

1. Is the outgoing CO’s/(AO’s) Certificate of Relief retained in the supply files? 

(MCO 4400.201, Vol 3, Para 010901.A 

Yes No   N/A 

2. Is the DD Form 577 retained in the supply files? (MCO 4400.201, Vol 3, Para 

010701) 

Yes No   N/A 

3. Is the outgoing SupO’s/APO’s Certificate of Relief with the incoming 

SupO’s/APO’s endorsement retained in the supply files? (MCO 4400.201, 

Vol 3, Para 010902.A) 

Yes No   N/A 

4. Has the CO/AO ensured that a SupO/APO, or Personal Property Manager 

(PPM) is appointed in writing to perform administrative duties associated 

with accounting for property and funds within the organization. (MCO 

4400.201, Vol 1, Para 020501.A) 

Yes No   N/A 

5. Are Property Custodians/ROs appointed in writing by the CO/AO and are 

the appointment letters retained in the supply files? (MCO 4400.201, Vol 3, 

Para 020603; MCO 4400.201, Vol 3, Para 010701) 

Yes No   N/A 

6. Are copies of the signed NAVMC Form 11869s for personnel to receipt for, 

issue, and turn in government property maintained in the supply files? 

(MCO 4400.201, Vol 3, Para 010702) 

Yes No   N/A 

7. Are all personnel involved in the requisitioning process properly appointed 

in writing and are all supporting documents maintained on file. (e.g., System 

Authorization Access Request (SAAR) Forms and role appointments via DD 

Form 577 or NAVMC Form 11869)? (MARADMIN 331/15, Para 3.A.7) 

Yes No   N/A 

8. Have personnel (APO/SupO who are appointed to approve or certify the 

expenditure of funds, completed the Fiscal Law Course and Budget Execution 

Course? (MARADMIN 350/11, Para 2) (MCO 4400.201, Vol 3, Para 

010701) 

Yes No    

9. Have applicable desktop procedures and turnover folders been prepared for each 

billet involving administrative and management property control functions? 

(MCO 4400.201, Vol 3, Para 011302.A) 

Yes No   N/A 
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General Equipment Garrison Property and Garrison Mobile Equipment (GP and GME) 

 

Acquisition Requirements/Purchase Select 

Yes/No 

Date Completed 

GP GME HQMC 

10. Has the PPM consolidated, reviewed, and forwarded requirements to 

Assistant Deputy Commandant (ADC) I&L (Facilities), as required, via the 

chain of command? (MCO 4400.201, Vol 15, Para 020301.A.1) 

Yes No  N/A N/A 

11. Are all requests for assets greater than $100k submitted to the 

installation PPM via Purchase Request Builder (PR Builder) for follow-on 

routing to ADC I&L (Facilities) for determination of funding and procurement? 

(MCO 4400.201, Vol 15, Para 020301.A.2 and 020303.A.4) 

Yes No  N/A  

12. Are tenant/supported commands requests for GP being routed to the 

Installation PPM, via Purchase Request Builder (PR Builder) for procurement 

execution? (MCO 4400.201, Vol 15, Para 020303.A.3 and 020303.5) 

Yes No  N/A N/A 

13. Does the command maintain end to end accountability of controlled, 

sensitive or other pilferable items purchased? Is the control documented and can 

it be demonstrated? (MCO 4400.201, Vol 4, Para 020506) 

Yes No   N/A 

14. Have Accountable Property Records been created and KSD uploaded for 

new acquisitions? Department of Defense Instruction (DoDI) 5000.64, 

Encl 3, Para 2) 

Yes No  N/A N/A 

15. Are all minor and sub-minor GP Purchase Requests (PRs) routed to the 

installation PPM for review, procurement determination, and guidance for 

follow-on accountability as required? (MCO 4400.201, Vol 15, Para 

020301.A.3 and 020303.A.6) 

Yes No   N/A 

 

Acquisition via Receipt & Acceptance Select 

Yes/No 

Date Completed 

GP GME HQMC 

16. Are all KSD for the receipt of property signed and dated with applicable data 

elements captured. (e.g., Verify Ship To Address, NSN, quantity ordered, 

quantity received, description, condition code, and serial number (if applicable)), 

filed in the voucher/case file? (MCO 4400.201, Vol 3, Para 030205.C.2) 

Yes No   N/A 

17. Has the PPM established local procedures to ensure that all assets received 

are entered into the property system, and items are marked with a bar code label 

within 7 calendar days of receipt? (SECNAV Manual 5200.45 Chapter 4, Para 

1.f and MCO 4400.201, Vol 15, Para 020303.C) 

Yes No   N/A 

18. Are New Capital Acquisitions supported with a copy of the contract (SF 1449, 

SF26 and/or SF33), purchase order (DD Form 1155), receiving report (DD 

Form 250), Bill of Lading (BL) (SF 1103), vendor invoice, and/or other 

documents that capture ancillary costs if applicable? (MCO 4400.201, Vol 15, Para 

050202.A) 

Yes No   N/A 
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General Equipment Garrison Property and Garrison Mobile Equipment (GP and GME) 

 

Acquisition via Receipt & Acceptance Select 

Yes/No 

Date Completed 

GP GME HQMC 

19. Is the Depreciation Activation Date (Date of Receipt - the date that 

depreciation starts for Capitalized Property) recorded in the APSR accurately? If the 

receipt date is not known, did the PPM use either the shipping date, inspection 

date, or procurement date, respectively? (MCO 4400.201, Vol 15, Para 

0403) 

Yes No   N/A 

20. Are Depreciation Recovery Periods for Capital Assets accurately recorded 

in the APSR? (MCO 4400.201, Vol 15, Para 0403) 

Yes No   N/A 

21. Are non-tactical, non-standard inert small arms/light weapons being 

established and accounted for properly within DPAS? (MCO 4400.201, Vol 3, 

Para 020205.D.2) 

Yes No   N/A 

22. Are signed copies of all documentation to support transfers, for non-

tactical, non-standard small arms/light weapons submitted to NSWC Crane 

within 48 hours, and a copy is maintained in the supply activity voucher 

files. (MCO 8300.1D, Para 4.b.(5). (c)) 

Yes No   N/A 

23. Has an Supply Discrepancy Report (SDR) been initiated for any missing/ 

incomplete or improperly prepared supporting documentation, regardless of dollar 

value? (Defense Logistics Management (DLM) 4000.25, Vol 2, Chapter 17, 

Para C17.3.2.5 and CMC MSG DTG 081417Z APR 11) 

Yes No   N/A 

 

Physical Inventory Select 

Yes/No 

Date Completed 

GP GME HQMC 

24. Are items accurately recorded (i.e., Asset Id, Serial #) and updated in the 

APSR? (MCO 4400.201, Vol 3, Para 0206) 

Yes No   N/A 

25. Are the results of annual physical inventories submitted to the CO/AO for 

endorsement/certification? (MCO 4400.201, Vol 4, Para 0703) 

Yes No   N/A 

26. Were all required adjustments, resulting from the physical inventory 

processed to correct the property records (accountable balances)? (MCO 

4400.201, Vol 3, Para 020602.B) 

Yes No   N/A 

27. Are the RO’s/Property Custodians conducting Quarterly CMR/Custodian 

Asset Report (CAR)/sub-property account physical inventories of all equipment 

assigned, and reconciling the results with the SupO (semi-annually if 

approved in writing by the CO)?  (MCO 4400.201, Vol 3, Para 020603.F) 

Yes No   N/A 
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General Equipment Garrison Property and Garrison Mobile Equipment (GP and GME) 

 

 Physical Inventory Select 

Yes/No 

Date Completed 

GP GME HQMC 

28. Are newly assigned ROs, conducting an inventory to validate accuracy of the 

sub-accounts record, and signing/dating the CMR/CAR within 15 calendar 

days of appointment? (MCO 4400.201, Vol 3, Para 010903) 

Yes No   N/A 

29. When applicable are NAVMC Form 11869s certified by the RO/Property 

Custodian. (MCO 4400.201, Vol 3, Para 020603.F and H) 

Yes No   N/A 

30. When assets are shipped directly to the RO, is the RO validating assets 

against the BL and signing acceptance documentation (DD Form 250, Invoices, 

Receipts) and reporting it to PPM/SupO/APO on an as occurring basis? (MCO 

4400.201, Vol 3, Para 020603.D) 

Yes No   N/A 

31. Are voucherable gain/loss transactions pre-approved by the CO/AO, 

processed in the required timeframe, and supporting documentation 

maintained in the voucher file? (MCO 4400.201, Vol 4, Para 051201, 051203, 

and 051204). 

Yes No   N/A 

32. Are Increase Decrease Action Reports certified by the CO/AO, and 

maintained on file for physical inventory, administrative and miscellaneous 

gains/losses (DPAS Type Action Codes: DLDD, DAAR, DIAJ, IFOI, IAAR, 

and IIAJ)? Each notice must have the appropriate statement certified by the 

CO/AO or acting CO/AO. (MCO 4400.201, Vol 4, Para 051203 and Para 

0704) 

Yes No   N/A 

 

Investigation of Missing Assets Select 

Yes/No 

Date Completed 

GP GME HQMC 

33. Is the individual with direct possession/responsibility for the lost, 

damaged, destroyed, or stolen property, initiating the DD Form 200, and providing 

it to the SupO/APO? (MCO 4400.201, Vol 17, Para 020601) 

Yes No   N/A 

34. Has the SupO/APO forwarded the DD Form 200 to the appropriate 

approving/appointing authority with recommendation concerning whether a 

formal investigation is warranted? (MCO 4400.201, Vol 17, Para 020601) 

Yes No   N/A 

35. Has the approving/appointing authority assigned a Financial Liability 

Officer (FLO), upon receipt of the DD Form 200, within five calendar days, to 

conduct an investigation (if required)? (MCO 4400.201, Vol 17, Para 020701.B) 

Yes No   N/A 

36. Have Missing, Lost, Stolen or Recovered (MLSR) reports been submitted 

properly, when required? (MCO 5530.14A, Para 10001). 

Yes No   N/A 
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General Equipment Garrison Property and Garrison Mobile Equipment (GP and GME) 

 

 Leases, Loans, & Warranty Select 

Yes/No 

Date Completed 

GP GME HQMC 

37. Are short-term leases (less than 60 days) approved by the local commander? 

(MCO P11240.106B, Para 4000.1) 

Yes No   N/A 

38. Are items on temporary loan reconciled and properly managed? (MCO 

4400.201, Vol 3, Para 040801.C) 

Yes No   N/A 

39. Are GME Fleet Managers submitting long term lease request through ADC 

I&L (Facilities)? (MCO P11240.106B, Para 4001) 

Yes No   N/A 

40. Has a report of long-term leases of equipment contracted during the 

previous fiscal year been submitted to CMC by 31 October? (MCO 

P11240.106B, Para 4005 & Figure 4-1) 

Yes No   N/A 

41. Are items that are considered Government Furnished Property (GFP) being 

maintained and accounted for in the appropriate APSR? (MCO 4400.201, Vol 10, 

Para 010208.C and D). 

Yes No   N/A 

 

Disposition Select 

Yes/No 

Date Completed 

GP GME HQMC 

42. Is the PPM/SupO/APO determining if assets require ADC I&L (Facilities) 

approval for disposition? (MCO 4400.201, Vol 15, Para 020308) 

Yes No   N/A 

43. Are transfers or dispositions supported by KSD (DD Form 1149/DD 

Form1348-1)? (MCO 4400.201, Vol 15, Para 020308) 

Yes No   N/A 

Note: All KSD noted in the processes above will be maintained for a period of 10 years (three years active and seven years 
archived) to satisfy record retention requirements? (MCO 4400.201 Vol 3, Para 021002)  
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5.3 Government Furnished Property (GFP) Testing Checklist 

Government Furnished Property (GFP) Testing 

Command Responsibilities/Appointments & Authorities 
Select 

Yes/No 

Date 

Complete 

1. If applicable, has an AO been appointed in writing with a DD Form 577 by the CG/CO? 

(MCO 4400.201, Vol 1, Chapter 2, Para 020502; MCO 4400.201, Vol 3, Chapter 1, Para 

0110, Sub-para 011007) 

Yes No 
 

2. Has the AO assigned an APO(s)/property custodian responsible for all government furnished 

property under their purview (i.e. light tactical vehicle program)? (MCO 4400.201, Vol 1, 

Chapter 2, Para 0208; MCO 4400.201, Vol 10, Chapter 1, Para 0102, Sub-para 010210) 

Yes No 
 

a. Is the APO/property custodian appointment letter signed by the AO, dated, and available for 

review? (MCO 4400.201, Vol 1, Chapter 2, Para 0208; MCO 4400.201, Vol 10, Chapter 1, 

Para 0102, Sub-para 010210) 

Yes No 
 

3. Under the APO construct, have any additional appointments been made to Property 

Custodians or Sub-custody record holders (i.e., ROs, Responsible Individuals (RIs)? (MCO 

4400.201, Vol 1, Chapter 2, Para 0209) 

Yes No 
 

a. Are these additional appointment letters signed by the AO, dated, and available for review? 

(MCO 4400.201, Vol 1, Chapter 2, Para 0209) 

Yes No 
 

4. Is a current organizational chart available that details the Management Control Activity (MCA) 

construct? (Financial Improvement and Audit Readiness (FIAR) Guidance, April 2017) 

Yes No 
 

5. Is there a local Command policy/instruction outlining the roles and responsibilities of the 

MCA? (FIAR Guidance, April 2017) 
Yes No 

 

6. Are MCA policies and procedures in accordance with applicable statutory requirements, 

Marine Corps Orders, and regulations? (FIAR Guidance, April 2017) 
Yes No 

 

a. Are these references listed and cited? (FIAR Guidance, April 2017) Yes No 
 

7. Is there a training program in place for the MCA? (MCO 4400.201, Vol 2, Chapter 2, Para 

0205, Sub-para 020502.A.14) 
Yes No 

 

a. Are there existing procedures to review training completion requirements? Yes No 
 

8. Is there an existing on-boarding/separation plan in place to ensure that new appointees receive 

required training and that separated employees out process? 
Yes No 
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Government Furnished Property (GFP) Testing 

Management Control Activity/APO 
Select 

Yes/No 

Date 

Complete 

9. Is the MCA receiving the NAVMC 4400/2 for the GFP request prior to the contract 

solicitation being released and final award? (MCO 4400.201, Vol 10, Chapter 2, Para 0202, 

Sub-para 020201) 

Yes No 
 

10. Does the MCA have access to the GFP contract with attachment for verifying NAVMC 

4400/2 requests? (MCO 4400.201, Vol 10, Chapter 2, Para 0202, Sub-para 020201.A) 

Yes No 
 

11. Is the NAVMC 4400/2 forwarded to Marine Corps Logistics Command 

(MARCORLOGCOM) for sourcing decisions that are not (Research, Development, Test and 

Evaluation (RDT&E)? (MCO 4400.201, Vol 10, Chapter 2, Para 0202, Sub-para 020201) 

Yes No 
 

12. Does the MCA have on file the corresponding NAVMC 4400/4 “Request for Marine Corps 

Material-Issue Request” for each GFP asset issued? (MCO 4400.201, Vol 10, Chapter 2, Para 

0204, Sub-para 020401) 

Yes No 
 

13. Is GFP accounted for in an APSR? (MCO 4400.201, Vol 10, Chapter 1, Para 0102, Sub-

para 010208.D; SECNAVINST 5200.43, Para 3.g) 

Yes No 
 

14. Is the MCA tracking GFP that the Marine Forces/Supporting Establishment 

(MARFOR/SE) provides to a contractor for repair, modification, overhaul, warranty, 

and/or other Contractor Logistics Support (CLS) repair under maintenance support contract? 

(MCO 4400.201, Vol 10, Chapter 1, Para 0104, Sub-para 010403) 

Yes No 
 

15.  For cases where GFP is sourced from the MARFOR/SE. is property electronically 

transferred for control from the possessing unit to the MCA and picked up on the MCA 

APSR? (MCO 4400.201, Vol 10, Chapter 1, Para 0102, Sub-para 010203.B; MCO 

4400.201, Vol 10, Chapter 1, Para 0104, Sub-para 010409.C) 

Yes No 
 

16. Is the MCA the Procurement Integrated Enterprise Environment (PIEE) GFP Module to 

transfer GFP to the contractor? (MCO 4400.201, Vol10, Chapter 1, Para 0102, Sub-para 

010208.L; SECNAVINST 5200.43, Para 3.k) 

Yes No 
 

17.  Has the contractor property shipper/receiver roles within the PIEE GFP Module been verified 

prior to transferring GFP? 
Yes No 

 

a. Is the contractor completing an electronic receipt within the PIEE GFP Module for the GFP? 

(MCO 4400.201, Vol 10, Chapter 2, Para 0205, Sub-para 020501.C) 
Yes No 

 

b. Is the contractor providing notification to the DoD Item Unique Identification (IUID) 

Registry that GFP is now resident with the contractor? (Federal Acquisition Regulation 

(FAR) 45; DoDI 4161.02, Encl 3, Para 4) 

Yes No 
 

18. Is the MCA/Command ensuring that the DOD IUID Registry accurately reflects the status of 

the GFP transfer, both to and from the contractor? 4400.201, Vol 10, Chapter 2, Para 

0205, Sub-paras 020501 and 020502. 

Yes No 
 

19. For cases where GFP is sourced from the MARFOR/SE, is I&L approval obtained and on 

file? (MCO 4400.201, Vol 10, Chapter 2, Para 0201, Sub-para 020104) 
Yes No 
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Government Furnished Property (GFP) Testing 

Management Control Activity/APO 
Select 

Yes/No 

Date 

Complete 

20. Is the MCA screening contractor requisitions through the DoD supply system against the 

pre-approved list in the contract, forwarding approved requisitions, and providing an approval/ 

denial report to the Contracting Officer (KO) on a quarterly basis? (MCO 4400.201, Vol 10, 

Chapter 3, Para 0302, Sub-para 030202) 

Yes No 
 

a. During the performance of the contract, are contractor requested/MCA approved material 

requisitioned through the DoD supply system in accordance with DoD Supply Chain Material 

Management Procedures? (MCO 4400.201, Vol 10, Chapter 1, Para 0102, Sub-para 

010203.B.4) 

Yes No 
 

21. Does the MCA/Command use the GFP Post-award compliance checklist for internal/peer 

reviews? (Assistant Secretary of the Navy (Research, Development and 

Acquisition/Financial Management and Comptroller (ASN RD&A/FM&C) 

Memorandum 4340) 

Yes No 
 

22. Is the contractor maintaining visibility and accounting for GFP in the previously approved 

Contractor Property Management System (CPMS) per contract requirement? (Defense Federal 

Acquisition Regulation Supplement (DFARS) 252.245-7003) (NA for Defense Contract 

Management Agency (DCMA) administered contracts) 

Yes No 
 

23. Has an L DoDAAC been assigned to the contractor in accordance with Marine Corps policy? 

(MCO 4400.201, Vol 10, Chapter 2, Para 0205, Sub-para 020501.A) 

Yes No 
 

a. Have all the assets been appropriately transferred to the contractor using the automated PIEE 

function? (MCO 4400.201, Vol 10, Chapter 2, Para 0205, Sub-para 020501.B) 

Yes No 
 

b. Are the transfer documents (hard copy shipping documents/BL, etc.) properly completed 

(i.e. include the GFP contract number)? (MCO 4400.201, Vol 3, Chapter 2, Para 0210) 
Yes No 

 

24. Has the location of the asset(s) been updated in the APSR? (MCO 4400.201, Vol 10, 

Chapter 2, Para 0205, Sub-para 020501) 
Yes No 

 

25. Does the APO validate, at least annually, that the GFP asset(s) still exists? (MCO 4400.201, 

Vol 10, Chapter 1, Para 0104, Sub-para 010405) 
Yes No 

 

26. For assets not “consumed” within the performance of the contract, are contract property 

closeout instructions identified? (MCO 4400.201, Vol 10, Chapter 5, Para 0508, Sub-para 

050801; Joint Memorandum 4340 ASN RD&A, FM&C, Marine Corps Bulletin (MCBul) 

4440, SECNAVINST 5200.43, Para 3.l) 

Yes No 
 

27. Does the APO perform a reconciliation at contract closeout to ensure that assets have either 

been disposed of in accordance with the contract or transferred back to the government? 

(MCO 4400.201, Vol 10, Chapter 5, Para 0508, Sub-para 050802; Joint Memorandum 4340 

ASN RD&A, FM&C) 

Yes No 
 

a. Is documentation on-hand evidencing the APO contract closeout review? (MCO 4400.201, 

Vol 10, Chapter 5, Para 0508, Sub-para 050802) 
Yes No 
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Government Furnished Property (GFP) Testing 

Management Control Activity/APO 
Select 

Yes/No 

Date 

Complete 

28. Is the MCA tracking contract expiration/ GFP return date, and ensuring arrangements are made 

for final disposition of the GFP? (MCO 4400.201, Vol 10, Chapter 7, Para 0707, Sub-para 

070703) 

Yes No 
 

29. Is the MCA submitting the annual GFP and Loaned Property, Plant, & Equipment (PP&E) 

Report to CMC (DC I&L)? (MCO 4400.201, Vol 10, Appendix B) 

Yes No 
 

Contract Execution 
Select 

Yes/No 

Date 

Complete 

30. As part of the contract file, is satisfactory written justification provided for the providing of 

GFP is in the best interest of the government? (DFARS PGI 245.103-70, SECNAVINST 

5200.43, Para 3.e) 

Yes No 
 

31. Is FAR clause 52.245-1 identified in solicitations and contracts for all Time and Materials 

and Cost-Reimbursable Contracts, as well as Labor-hour contracts (when property is expected 

to be provided)? (FAR 45.107, SECNAVINST 5200.43, Para 3.f.) 

Yes No 
 

32. Is FAR clause 52.245-1 identified in all Fixed-Price solicitations and contracts when GFP 

will be provided? (FAR 45.107, SECNAVINST 5200.43, Para 3.f.) 

Yes No 
 

33. Is FAR clause 52.245-9 (Use and Charges) identified in solicitations and contracts when 

FAR 52.245-1 is present? (FAR 45.107) 
Yes No 

 

34. Are DFARS clauses 252.245-7001; 7002; 7003; 7004; and 252.211-7007 being used when 

FAR 52.245-1 is present? (DFAR PGI 245.107, SECNAVINST 5200.43, Para 3.f.) 
Yes No 

 

35. Is FAR clause 52.245-2, Government Property Installation Operation Services, present if 

applicable? (FAR 45.107, SECNAVINST 5200.43, Para 3.f.) 
Yes No 

 

36. Has a listing of assets (material or equipment) been identified in the GFP attachment as 

government furnished property for the execution of a contract? (MCO 4400.201, Vol 10; 

DFARS PGI 245.103-72) 

Yes No 
 

37. Has the GFP Compliance Checklist (Navy Marine Corps Acquisition Regulation 

Supplement (NMCARS) Annex 9) been completed prior to award and attached to the Business 

Clearance Memorandum? (Deputy Assistant Secretary of the Navy (Acquisition and Procurement) 

(DASN AP)) Memorandum 8 Feb 2016; NMCARS 5245.103-73(i)) 

Yes No 
 

38. Is the Annex 4 (GFP Compliance Report) being submitted to the Department of the Navy 

(DoN) quarterly? (NMCARS 5245.103-73(ii)) 
Yes No 

 

39. Is an analysis of Contractor’s property management policies, procedures, practices and 

systems being conducted prior to contract award? (FAR 45.202 (b)) 
Yes No 

 

a. During post-award, periodic review, are noted deficiencies within the Contractor’s property 

management policies, procedures, practices and systems identified in writing and forwarded to 

the contractor? (FAR 45.105) 

Yes No 
 

40. Has the KO provided instructions to the contractor for the disposition of GFP, in the base 

contract or by contract modification, prior to contract closeout? (MCO 4400.201, Vol 10, 

Chapter 5, Para0508, Sub-para 050801) 

Yes No 
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5.4 Global Combat Support System-Marine Corps (GCSS-MC) Equipment Key 

Performance Indicators (KPIs) 

Overview: 
GCSS-MC provides the enterprise with a myriad of information.  ICART extracts and analyzes that data with the 

intent of assisting units in the Fleet Marine Force and Supporting Establishments in defining priorities and focus 

of effort to remediate erroneous conditions. 

  

Location & Frequency of GCSS-MC KPIs: 

GCSS-MC KPIs are published bi-weekly and can be located on the ICART Share Point at the following link: 

https://eis.usmc.mil/sites/HQMCLP/EGEM/EGEM-2/ICART/KPIs/Forms/AllItems.aspx  

 

Note: You may need to copy & paste the above link into your internet browser for it to work properly. 

 

GCSS-MC Equipment Key Performance Indicators (KPIs): 

Categories, References & Required Actions for 

GCSS-MC Equipment KPIs: 

Required Actions KPI References: 

 

1.  GCSS-MC Military Equipment (ME) 

Duplicate Serial Numbers - The purpose of this 

KPI is to identify duplicate ME property records, 

and temporary serial numbers loaded by Marine 

Corps Logistics Command during cutover.  

GCSS-MC data validation rules will not allow 

duplicate Record National Stock Number 

(RNSN)/Serial Number entries, however, leading 

zeros, special characters, and lowercase characters 

will circumvent this data check.  Duplicate records 

cause Independent Public Accountant (IPA) 

findings during Existence and Completeness 

(E&C) testing and quarterly Military Equipment 

Valuation (MEV) financial statement reviews. 

a.  Using Unit: owner 

visually checks 

manufacturer’s identification 

plate. 

b.  Defense Logistics Agency 

– Disposition Services (DLA-

DS): shipper retires GCSS-

MC record and closes Due-In 

and Status File (DASF) 

record. 

c.  Other Federal agency: 

owner/shipper obtains photo 

of manufacturer’s 

identification plate and checks 

Serial Number in GCSS-MC. 

d.  Contractor/Government 

Furnished Equipment (GFE): 

owner/shipper obtains photo 

of manufacturer’s 

identification plate and checks 

Serial Number in GCSS-MC. 

-DoD 4000.25-2-M, 

paragraphs C12.5.1.5 and 

C12.5.1.5.1 

-MCO 4400.201-V3, 

chapter 3, paragraph 0302 

 

2.  GCSS-MC Users Last Logon >120 Days - 

The purpose of this KPI is to identify GCSS-MC 

users who have not logged into GCSS-MC during 

the past 120 days and their account is still active.  

Registered users without a need to access GCSS-

MC should be terminated to reduce the cyber 

insider threat 

a.  Unit User Account 

Managers (UUAM) should 

terminate access 

immediately. 
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GCSS-MC Equipment Key Performance Indicators (KPIs): 

Categories, References & Required Actions for 

GCSS-MC Equipment KPIs: 
Required Actions KPI References: 

3.  Crane Registry vs. GCSS-MC Small 

Arms/Light Weapons Serial Number 

Mismatches - The purpose of this KPI is to 

identify property record mismatches between the 

Crane Registry and GCSS-MC and the Defense 

Property Accounting System (DPAS).  The 

Marine Corps pays NSWC Crane to maintain an 

independent set of property records.  The monthly 

serialized inventory is designed to reconcile the 

physical inventory against the Crane Registry, 

GCSS-MC, and DPAS.  DPAS is used to account 

for heritage/display weapons.  Effective property 

accountability is required to protect these highly 

pilferable weapons. 

a.  Review last Monthly 

Serialized Inventory (MSI).  

Ensure that the Crane 

Registry listing is 

downloaded and reconciled. 

b.  Ensure that in-transit 

units update Crane and 

GCSS-MC/DPAS property 

records immediately upon 

arrival. 

 

-MCO 4400.201-V3, 

paragraphs 020901 

through 020903, and 

040903C3 

-MCO 8300.1D, 

paragraphs 9a(4), 10, 11, 

and 12 

 

4.  GCSS-MC Out-of-Enterprise/Mechanized 

Allowance List (MAL) “No SUC” Consolidated 

Memorandum Receipt (CMR) Items - The 

purpose of this KPI is to identify ME not assigned 

to a Responsible Officer (RO).  ME transferred 

from a losing unit to a gaining unit automatically 

posts to the gaining unit's "No SUC" subordinate 

unit account (aka CMR).  The gaining unit AO 

must assign a RO immediately to prevent loss of 

accountability. If the ME is lost while in-transit, 

the losing unit is responsible for initiating lost 

shipment actions in a timely manner.  The grace 

period for this KPI is four days.   

a.  Move ME from “No 

SUC” CMR to RO CMR. 

 

-DoDI 5000.64, 

paragraph 4.7 (lost 

shipments) 

-UM 4000-125-V2, 

paragraph b(9)(d)3h 

(page 19) 

 

5.  GCSS-MC MAL “No TAMCN” Items on 

CMRs – The purpose of this KPI is to identify 

property loaded to a SUC/CMR without a 

TAMCN.  The CMR is designed to account for 

principal end items with Total Force Structure 

Management System (TFSMS) TAMCNs.  

Secondary Reparables (DLR/FLRs) should be 

loaded as children under the parent end item.  

Loading non-TAMCN property to CMRs causes 

an overstatement of the ME population value (e.g., 

MTVR loaded to CMR along with the engine, 

transmission, etc.). 

a.  Move children to In-

Relationship. 

b.  Move other items without 

TFSMS TAMCN to 

Perpetual Inventory. 

 

-UM 4000.125-V2, 

paragraphs b (page 15), 

b(11)(g)1a (page 24), and 

b(11)(g)1h (page 25) 
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GCSS-MC Equipment Key Performance Indicators (KPIs): 

Categories, References & Required Actions for 

GCSS-MC Equipment KPIs: 
Required Actions KPI References: 

6.  GCSS-MC ME Obsolete Stores Account 

Code (SAC) 3 On-Hand Unit Price >= $100k - 

The purpose of this KPI is to identify obsolete ME 

SAC-3 on-hand.  This KPI identifies all RNSNs 

with TAMCN Status "AR.“  Obsolete ME 

ownership costs are significant (i.e., maintenance 

parts and labor, MILCON storage space, CMR 

quarterly/annual wall-to-wall inventories, etc.).  In 

addition, no logistics sustainment support is 

offered by Marine Corps Logistics Command and 

Marine Corps Systems Command (MCSC) which 

is a battlefield risk. 

a.  Visually inspect ME to 

ensure that the ME has not 

been upgraded to an In-

Service (IS) NSN. 

b.  Enforce MCSC Disposal 

Plans. 

 

-DoD 7000.14-R, Vol 4, 

chap 4, paragraph 

040404.A4 

-MCO 4400.201-V6, 

paragraph 0302, sub-

paragraph 030201, 

paragraph 070201, and 

paragraph 070902 

-UM 4000-125-V2, 

paragraph b(6)(a)1 

 

7.  GCSS-MC ME Excess SAC-3 On-Hand Unit 

Price >=$100k - The purpose of this KPI is to 

identify excess ME SAC-3 on-hand.  The ME on-

hand is compared to the TFSMS Approved 

Acquisitioning Objectives (AAO).  The Supply 

System Responsible Item (SSRI) ME on-hand and 

the associated TFSMS SSRI AAOs are included 

in this KPI.  Excess ME ownership costs are 

significant (i.e., maintenance parts and labor, 

MILCON storage space, CMR quarterly/annual 

wall-to-wall inventories, etc.). 

 

a.  Enforce TFSMS AAOs at 

the Marine Expeditionary 

Force (MEF) roll-up level.    

Only consider Table of 

Organization & Equipment 

Change Requests (TOECRs) 

with a TFSMS TOECR 

number. 

- Fill Using Unit SSRI 

shortfalls. 

- Fill Major Subordinate 

Command (MSC) shortfalls. 

- Fill MEF shortfalls. 

- Submit SR excess 

disposition request to Marine 

Corps Logistics Command. 

b.  Submit TOECRs to cover 

long term temporary loans. 

-DoD 7000.14-R, Vol 4, 

chap 4, paragraph 040404 

-Department of Defense 

Manual (DoDM) 

4160.21, Vol 1, paragraph 

3 

-MCO 4400.201-V6, 

chap 3, paragraph 0302 

and sub-paragraph 

030202 

-MCO 5311.1E, chap 9, 

page 9-1 

-UM 4000-125-V2, 

paragraph b(6)(a)2 

 

 

8.  GCSS-MC ME in Perpetual - The purpose of 

this KPI is to identify ME resident in the Perpetual 

inventory.   ME in Perpetual are not assigned to 

ROs.  To maintain accountability, ME in 

Perpetual must be quickly moved to CMRs or 

transferred to other units/agencies.  Title 10 

“Equip the Force” responsibilities are difficult to 

accomplish across the enterprise when ME is 

resident in Perpetual.  In addition, Readiness 

Ratings may be understated.  The grace period for 

this KPI is four days. 

a.  Move ME from Perpetual 

Inventory to CMR within 96 

hours. 

 

 

-MCO 4400.201-V4, 

paragraph 0309 

-UM 4000-125-V2, 

paragraph 9c(3) (page 31) 
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GCSS-MC Equipment Key Performance Indicators (KPIs): 

Categories, References & Required Actions for 

GCSS-MC Equipment KPIs: 
Required Actions KPI References: 

9.  GCSS-MC DASF Document Numbers 

Combat Essentiality Code (CEC) 5/6 SAC 1/2 

Record Greater Than 100 Days Old - The 

purpose of this KPI is to highlight dead lining 

repair parts on order over 100 days.  Lengthy 

Order Ship Times (OST) affect the availability of 

ME which degrades unit equipment readiness.  

The requisitioner must work daily with the Source 

of Supply (SoS) to expedite delivery.  The user is 

obligated to challenge the CEC if the repair parts 

listed in this KPI do not deadline ME. 

 

a.  Submit DIC AFC to 

request improved Estimated 

Shipping Date (ESD). 

b.  Contact SoS. 

c.  Outsource from Original 

Equipment Manufacturer 

(OEM) if Source of Supply 

(SoS) cannot improve 

Estimated Shipping Date.  

Note: Avoid counterfeit 

parts 

 

-MCO 4400.150, chap 3, 

paragraph 7 

-MCO 4400.16H, Encl(1) 

paragraph 9a(4) through 

9a(6), and Encl(3) 

paragraph 1 

-MCO 4790.2, paragraph 

4a(1), 4a(3)(i)2, and 

4b(2)(c)1, and Encl(1) 

paragraphs 3c(2)(b)2 and 

4b(2)(c)1 

-UM 4000-125-V2, 

paragraph 12e(1)(d) (page 

45) 

10.  GCSS-MC DASF Document Numbers SAC 

1/2 Requiring Management Action - The 

purpose of this KPI is to highlight requisitions that 

require management action.  There are over 100 

MILSTRIP status codes that must be aggressively 

reviewed to shorten OST.  Requisitions are 

submitted to support current year mission 

requirements.  Lengthy OSTs negatively affect the 

ability of units to accomplish their mission.  In 

addition, repetitive demands combined with long 

OSTs drive up intermediate stock levels which tie 

up O&MMC funds.  Aggressive management of 

requisitions will maximize purchasing power and 

reduce reverted funds. 

 

a.  Work the DASF every 

day.  Be a demanding 

customer. 

b.  Contact Supply 

Management Unit Customer 

Service. 

c.  Contact your DLA 

Liaison regarding SMS 

requisitions. 

d.  Check local General 

Account stocks every week 

e.  Search other General 

Accounts and Demand-

Supported Items (DSI). 

 

-MCO 7300.21B, 

Enclosure (2) chap 2, 

paragraph 2003.4 and 

chap 10, paragraph 1007 

-MCO 4400.201-V4, 

paragraph 051202.D. 

-MCO 4400.150, chap 3, 

paragraph 7. 

-MCO 4400.16H, Encl(1) 

paragraph 9a(4) through 

9a(6), and Encl(3) 

paragraph 1. 

-UM 4000-125-V2, 

paragraph 12e(1) (page 

45). 

-DC P&R SABRS 

Abnormal and Aged 

Reports Manual (aka 

Deadly Sins), paragraph 

7.1 
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GCSS-MC Equipment Key Performance Indicators (KPIs): 

Categories, References & Required Actions for 

GCSS-MC Equipment KPIs: 
Required Actions KPI References: 

11.  GCSS-MC DSI Excess - The purpose of this 

KPI is to identify Demand Supported Items (DSI) 

on-hand that exceed authorized stock levels.  DSI 

stocks are limited to 30 Days of Supply (DOS) 

and the Unit Price is limited to $500 Unit Price.  

Dead inventory ties up O&MMC funds and these 

repair parts may be needed by other units. 

 

a.  Contact the General 

Account to roll-back the 

excess stocks.  The General 

Account will review their 

Requisitioning Objectives 

(ROs), Excess Retention 

Quantities (ERQs), and War 

Reserve requirements. 

b.  Search GCSS-MC 

Document Management for 

backorders across the 

enterprise.  Coordinate 

shipments with the 

supporting General 

Accounts.  Small quantities 

may not be economical to 

ship. 

-MCO 4400.201-V3, 

paragraphs 0212, 021302, 

and 021303 

-UM 4000-125-V2 

paragraph 10a(3)b1 (page 

34), and V3 paragraph 8 

(page 23) 

 

12.  GCSS-MC Layettes >180 Days - The 

purpose of this KPI is to identify repairs parts on-

hand in the layette rooms over 180 days old.   

Layette repair parts remaining after the SR is 

closed must be rolled back to the supporting 

General Account.  The authorized Maximum 

Maintenance Cycle Times (MMCTs) are listed in 

the References quadrant.  Commanders are 

unilaterally authorized to extend MMCTs.  These 

extensions are not recorded in GCSS-MC as a data 

element.  This KPI uses 180 days as the threshold 

to identify aged layette inventory. 

 

a.  Contact the General 

Account to roll-back the 

excess stocks.  The General 

Account will review their 

Requisitioning Objectives 

(ROs), Excess Retention 

Quantities (ERQs), and War 

Reserve requirements. 

b.  Search GCSS-MC 

Document Management for 

backorders across the 

enterprise.  Coordinate 

shipments with the 

supporting General 

Accounts.  Small quantities 

may not be economical to 

ship. 

-CMC 191845ZJun18 

(MMCTs): (CONUS: 120 

days, OCONUS: 150 

days, MFR: 180 days) 

-UM 4000-125-V2 

paragraph 10a(3)b1 (page 

34), and V3 paragraph 

2b(1)(b)2 
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GCSS-MC Equipment Key Performance Indicators (KPIs): 

Categories, References & Required Actions for 

GCSS-MC Equipment KPIs: 
Required Actions KPI References: 

13.  DLA-DS ME On-Hand Unit Price >=$100k 

and MCBul 3000 TAMCNs - The purpose of this 

KPI is to identify ME transferred to DLA-DS 

disposal sites but not “Retired” in GCSS-MC.  

These active property records overstate the ME 

count and dollar value.  All property records are 

subject to IPA Existence and Completeness 

(E&C) testing and quarterly Military Equipment 

Valuation (MEV) financial statement reviews. 

 

a.  Close GCSS-MC DASF 

A2_ transfer records. 

b.  Retire GCSS-MC 

Installed Base records: 

- Upload disposal KSDs to 

GCSS-MC. 

- Change IB Status to 

Retired. 

 

-DoD 7000.14-R, V4, 

chap 4, paragraph 4 

(USSGL) 

-CMC 191845ZJun18 

(MMCTs): (CONUS: 120 

days, OCONUS: 150 

days, MFR: 180 days) 

-MCO 4400.201-V6, 

paragraph 070902 

-UM 4000-125-V2, figure 

(page 20), paragraph 

(9)(d)h2f (page 21) 
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6.0 Operating Materials & Supplies (OM&S) (Intermediate Level Supply) 

Checklist  

6.1 OM&S Non-Ammo: Reparables and Consumables Checklist 

Operating Materials & Supplies Non-Ammo: Reparables and Consumables 

General Information 
Select 

Yes/No 

Date 

Complete 

1. Are APOs/SupOs (e.g., Reparable Issue Point (RIP) appointed in writing by the Battalion 

CO, and are all appointment letters and DD Form 577s retained in the supply files? (MCO 

P4400.151B; CMC MSG DTG 241744Z Jan 17) 

Yes No 
 

Requisitioning and Receipt Procedures 
Select 

Yes/No 

Date 

Complete 

2. Have requirements for requisitions been validated and have the requirements passed a funds 

check with the accounting system (i.e. Standard Accounting, Budgeting, and Reporting System 

(SABRS))? (MCO 7300.21B, Encl 2, Chapter 2, Para 2005.d/e) 

Yes No 
 

3. Are requisitions approved within the APSR by an authorized official with a corresponding DD 

Form 577? (MCO 4400.201, Vol 3; CMC MSG DTG 241744Z Jan 17) 

Yes No 
 

4. Does a proper Segregation of Duties (SOD) exist for purchases by separating the functions of 

requestor, approver, and receiver (minimum three-person SOD)? (CMC MSG DTG 

051526Z Dec 18) 

Yes No 
 

5. Does the organization process receipts in a timely and accurate manner (within two business 

days)? (MCO 4400.16H, Para 9; MCO 4400.201, Vol 4, Chapter 3, Para 0309) 

Yes No 
 

6. Are all KSD used to receipt for property (i.e. DD Form 1348-1A, CBL Manifest, DD Form 

1149) signed, dated, and applicable data elements captured (e.g., Serial Number, NSN, Document 

Number, Quantity, DoDAAC, Condition code)? (MCO 4400.201, Vol 3, Chapter 2, Para 0210 

and Chapter 3, Para 0302) 

Yes No 
 

a. Has an (SDR) been initiated for any missing/incorrect supporting documentation? (MCO 

4400.150, Chapter 3, Para 14) 
Yes No 

 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

7. Has the APO/SupO/RIP OIC/SMU/General Account/Stock Control OIC been appointed in 

writing via an appointment letter and DD Form 577, and is the dollar value and types of 

adjustments that the designated representatives are authorized to approve indicated? (MCO 

P4400.151, Para 3010.1.a and Figure 3-3; CMC MSG DTG 241744Z Jan 17) 

Yes No 
 

8. Was 100% of on hand inventory physically inventoried within the past year and approved by 

the CO/AO for certification? (MCO 4400.201, Chapter 2, Para 0201; (DoDI 5000.64) 
Yes No 
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Operating Materials & Supplies Non-Ammo: Reparables and Consumables 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

9. Have annual/cyclical physical inventory voucherable gain or loss transactions received approval 

by the appropriate authority? (MCO P4400.151, Para 3010.1.a and Figure 3-3; CAP ME-OMS-

EC-5) 

Yes No 
 

10. Were all required inventory adjustments resulting from the annual/cyclical inventory 

processed within the proper timeframes to correct the property records? (MCO 4400.151B, 

Chapter 3, Para 3007 – 3008; MCO 4400.201, Vol 3, Chapter 5, Para 0512, Sub-para 

051204) 

Yes No 
 

11. Are all MVGL Notices certified by the CO/AO and are they maintained on file? 

(MARADMIN 417/15; MCO 4400.201, Vol 4, Chapter 5, Para 0512, Sub-para 051203) 
Yes No 

 

12. Are daily reconciliations between the warehouse management system and the APSR (e.g., 

Storage Retrieval Automated Tracking Integrated System (STRATIS) and GCSS-MC) being 

formally completed to identify inventory imbalances? (MCO P4400.15B, Para 3012) 

Yes No 
 

13. Are procedures established to manage excesses and are those excesses reported via the 

Material Returns Program? (MCO P4400.15B, Para 8010) 
Yes No 

 

14. Is the APO/SupO ensuring Property Custodians (SMU/RIP personnel) are physically 

reconciling serial numbers and NSNs listed on the property records against the serial number and 

NSN identified on the asset identification plate (data plates)? (MCO P4400.15B, Para 3005) 

Yes No 
 

Key Management Infrastructure (KMI) Secondary Reparables (RIP Only) 
Select 

Yes/No 

Date 

Complete 

15. If applicable, does the RIP have an Communications Security (COMSEC)  Manager 

appointed in writing? (CMS-1, Chapter 4, Para 401; MCO 2281.1A, Chapter 1, Para 10) 
Yes No 

 

16. Does the APSR/GCSS-MC accurately reflect current on-hand quantities? (MCO 2281.1A, 

Chapter 4, Para 2.b) 
Yes No 

 

Issues, Transfers and Disposition 
Select 

Yes/No 

Date 

Complete 

17. Are all KSD (e.g., DD Form 1348-1As, DD Form 1149s, Shipping Manifests, etc.) for 

property issues/shipments/disposals (i.e., Document Identifier Codes (DICs) A2A, A5A, and 

A5J transactions) signed and dated, and are applicable data elements captured (i.e., Serial #, 

NSN, Document Number, Quantity, DoDAAC)? (MCO 4400.201, Vol 3, Chapter 2, Para 

0210; CMC MSG DTG 241744Z Jan 17) 

Yes No 
 

18. Can the APO/SupO certify that transferred or disposed of assets were removed from the 

APSR in a timely manner? Are transfers or disposals supported by KSD? (MCO 

4400.201, Vol 6, Chapter 7, Para 0703) 

Yes No 
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6.2 OM&S Ammo Checklist 

6.2.a. Supporting Commands - Ammunition Supply Point (ASP) 

Operating Materials & Supplies Ammo: Supporting Commands - Ammunition Supply Point (ASP) 

General Information 
Select 

Yes/No 

Date 

Complete 

1. Is the APO (Ammunition Officer) appointed in writing by the CO/AO and is the appointment 

letter and DD Form 577 retained in the supply files? (MCO 4400.201, Vol 3, Chapter 1, Para 

0107, Sub-para 010701 and Appendix A; CMC MSG DTG 241744Z Jan 17) 

Yes No 
 

2. Are there DOA (NAVMC Form 11797s) for personnel to receipt for, issue, and turn in 

government property? (MCO 4400.201, Vol 3, Chapter 1, Para 0107, Sub-para 010702; CMC 

MSG DTG 141835Z Nov 14) 

Yes No 
 

3. Does the command maintain DOA (NAVMC Form 11797s) on file that designate 

individuals of receiving organizations to request, approve, and receive Class V(W) assets, and 

does the command ensure that the requester and approver are different individuals (i.e., adequate 

separation of duties)? (MCO 8010.13, Chapter 2, Para 1, Sub-para o, Para 3. d. 9, Para 4. d and 

Chapter 3, Para 3) 

Yes No 
 

Requisitioning and Receipt Procedures 
Select 

Yes/No 

Date 

Complete 

4. Are all receipt KSD (e.g., DD Form 1348-1A, CBL Manifest, DD Form 1149) signed and 

dated with the correct data attributes (e.g., Serial #, Department of Defense Identification 

Code (DoDIC), Document Number, Quantity, DoDAAC)? 

Yes No 
 

5. Does the organization process receipts in a correct and timely manner (48 hours)? (MCO 

4400.16H, Para 9) 
Yes No 

 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

6. Is there a Physical Inventory Plan on file? (MCO 8010.13, Chapter 3, Para 12; MCO 

8015.3A, Chapter 1, Para 6, Chapter 2, Para 2) 
Yes No 

 

7. Does the RO (Ammunition Officer) perform regular physical inventory counts (e.g., monthly, 

quarterly, random sampling) and maintain the inventory results on file? (MCO P4400.151B, 

Chapter 3, Para 3004; MCO 8010.13, Chapter 3, Para 12; MCO 8015.3A, Chapter 2, Para 

1,8,9,10) 

Yes No 
 

8. Are random sample inventories being conducted on a weekly/bi-weekly basis using the 

Ammunition Management Accountability Review (AMAR) selection process in the APSR? 

(MCO 8015.3A, Chapter 2, Para 6,7) 

Yes No 
 

9. Does the CO review and sign all inventory gain and loss adjustments? (MCO 8010.13, 

Chapter 2, Para 12, Chapter 5, Para 6, 7; MCO 8015.3A, Chapter 5, Para 9) 
Yes No 
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Operating Materials & Supplies Ammo: Supporting Commands - Ammunition Supply Point (ASP) 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

10. Are all Certificate of Inventory Completion Worksheets (NAVMC Form 11846) signed and 

verified by the Quality Assurance (QA) Team Leader, Records Supervisor, and RO? (MCO 

8010.13, Chapter 2, Para 12, Chapter 5, Para 6, 7; MCO 8015.3A, Chapter 5, Para 9) 

Yes No 
 

11. Are Location Surveys of all line item locations conducted at least once during the fiscal year? 

(MCO 8015.3A, Chapter 2, Para 11,a, (1) and Chapter 3, Para 12(a)) 
Yes No 

 

12. Was the Location Survey Process Data Collection Worksheet (NAVMC 11845) verified by 

the Records Supervisor? (MCO 8015.3A, Chapter 3, Para 3) 
Yes No 

 

13. Does the command maintain all Certificates of Fiscal Year Inventory Completion (NAVMC 

Form 11848) to verify that 100% of NSNs were physically inventoried at least once during the 

fiscal year and semi-annually for Security Risk Category I and II missiles and rockets? (MCO 

8015.3A, Chapter 1, Para 6.b, Chapter 2, Para 11) 

Yes No 
 

14. Has causative research been conducted to resolve all inventory discrepancies? (MCO 

8010.3A, Chapter 3, 10.g, (4); MCO 8015.3A, Chapter 5, Para 6, 7, Sub-para b, Para 12, 

Sub-para b, c, Chapter 13) 

Yes No 
 

15. Does the CO/Ammunition Officer retain all applicable MLSR Reports within the 

inventory adjustment voucher file? (MCO 5530.14A, Chapter 10, Para 10001; MCO 8015.3A, 

Chapter 5, Para 9, Sub-para c) 

Yes No 
 

a. Can all MLSR adjustment transactions be reconciled to the APSR? Yes No 
 

Issues, Transfers and Disposition 
Select 

Yes/No 

Date 

Complete 

16. Are all KSD (DD Form 1348-1As, DD Form 1149s, Shipping Manifests, etc.) for property 

issues/shipments transactions signed and dated, and are applicable data elements captured (i.e., 

Serial #, NSN, Document Number, Quantity, DoDAAC)? (MCO 4400.201, Vol 3, Chapter 2, 

Para 0210, 0211, Sub-Para 021102; CMC MSG 111316Z Feb 13) 

Yes No 
 

17. Can the command certify that transferred or disposed of assets were removed from the APSR 

in a timely manner? Are transfers or disposals supported by KSD? (MCO 4400.150, Chapter 

3, Para 7.b.(3); CMC MSG DTG 152105Z Sep 15) 

Yes No 
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6.2.b. Supported Commands 

Operating Materials & Supplies Ammo:  Supported Commands 

General Information 
Select 

Yes/No 

Date 

Complete 

1. Has the commander appointed an Arms, Ammunition, and Explosives (AA&E) Officer in 

writing? (MCO 8010.13, Chapter 2, Para 1, Sub-para c) 
Yes No 

 

a. Is the appointed AA&E Officer an individual that has direct control/responsibility of the 

armory (e.g., Armory Officer, Ordnance Officer, or S-4 Officer)? (MCO 8010.13, Chapter 2, 

Para 5, Sub-para c) 

Yes No 
 

2. Has the commander appointed an Ammunition and Explosives (A&E) Audit and Verification 

Officer (AVO) in writing? (MCO 8010.13, Chapter 2, Para 6) 
Yes No 

 

a. Is the appointed A&E AVO a disinterested individual without an assigned role in the Class 

V(W) receipt, requisitioning, and/or approval process and a commissioned officer, warrant 

officer, Staff Non-Commissioned Officer (SNCO), or civilian equivalent (GS-9 or above)? 

(MCO 8010.13, Chapter 2, Para 6, Sub-para b and c) 

Yes No 
 

3. Has the A&E AVO conducted quarterly audits of the command’s Class V(W) management? 

(MCO 8010.13, Chapter 2, Para 6, Sub-para d (4)) 
Yes No 

 

a. Did the A&E AVO audit and certify the NAVMC 11381 within seven days after completion 

of each range or exercise to ensure all unused ammunition has been returned to the supporting 

ammunition storage activity? (MCO 8010.13, Chapter 2, Para 6, Sub-para, d (2)) 

Yes No 
 

4. Is security ammunition treated as non-expendable property and inventoried monthly, semi-
annually, and annually and documented on NAVMC 10774 Cards with the words 

“MONTHLY INVENTORY,” “SEMI-ANNUAL INVENTORY” or “ANNUAL 

INVENTORY” as appropriate? (MCO 8010.13, Chapter 5, Para 2, Sub-para a) 

Yes No 
 

a. Are noted discrepancies between the on-hand quantity and the recorded quantity investigated 

thoroughly by the commander or designated representative, and any Class V(W) material 

determined missing made subject to appropriate MLSR reporting procedures? (MCO 

8010.13, Chapter 5, Para 2, Sub-para (c) and Para 7, Sub-para a) 

Yes No 
 

5. Are only authorized personnel permitted to requisition, approve, and receipt for Class V(W) 

transactions as delegated utilizing NAVMC Form 11797? (MCO 8010.13, Chapter 2, Para 1, Sub-

para o) 

Yes No 
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7.0 Medical Logistics (MEDLOG) Company  

7.1 Military Equipment Checklist 

Military Equipment  

Receipt Procedures 
Select 

Yes/No 

Date 

Complete 

1. Are all KSD used to receipt for property (e.g., DD Form 1348-1ACBL, Manifest, DD 

Form 1149) signed, dated, and applicable data elements captured (e.g.,  ship-to address, NSN, 

quantity ordered, quantity received, description, condition code, and serial number (if 

applicable))? (MCO 4400.201, Vol 3 030205.c.2) 

Yes No 
 

2. Are serially managed items accurately recorded (i.e., correct TAMCN, NSN and serial 

number) and updated in the APSR? (MCO 4400.201, Vol 3 020602.a)  
Yes No 

 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

3. During annual/cyclical physical inventories, are serial numbers and NSNs listed on the 

property records reconciled against the serial number and NSN identified on the equipment 

identification plate (i.e., data plate), and are the results submitted to the CO/AO for certification? 

(MCO 4400.201, Chapter 2, Para 9.c) 

Yes No 
 

4. Are annual/cyclical physical inventory voucherable gain or loss transactions pre-approved by 

the appropriate authority based on his/her approval dollar thresholds and filed in the voucher file? 

(MCO 4400.201, Chapter 2, Para 11.b.c.f.g.h. and i) 

Yes No 
 

5. Were all required adjustments, resulting from the annual/cyclical inventory processed to 

correct the property records (accountable balances)? (MCO 4400.150, Chapter 2, Para 11; 

CMC MSG DTG 171419Z Jun 11) 

Yes No 
 

6. Are all MVGL Notices certified by the CO/AO and are they maintained on file? (MCO 

4400.201, Chapter 2, Para 11.h. and I)  
Yes No 

 

7. Are the results of the annual/cyclical inventory documented and maintained on file? (MCO 

4400.150, Chapter 2, Para 9.a.6; MCO 4400.201, Vol 3 
Yes No 

 

8. Are quarterly reconciliations of property record discrepancies and signature of sub-custody 

property records occurring and documented (semi-annually if approved in writing by the CO/ 

AO)? (MCO 4400.201, Chapter 2, Para 9; MCO 4400.150, Chapter 2, Para 6.c.(6) and 

11.b.(2); CMC MSG DTG 141835Z Nov 14 (UM 4000.125 usage))  

Yes No 
 

9. Do Property Custodians indicate they are physically reconciling serial numbers and NSNs 

listed on the property records against the serial number and NSN identified on the equipment 

identification plate (i.e., data plate)? (MCO 4400.201, Chapter 2, Para 11.b (2)) 

Yes No 
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Military Equipment 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

10. Has causative research been conducted and documented for unresolved sub-custody (i.e., 

CMR, Defense Medical Logistics Standard Support (DMLSS)) discrepancies and have 

appropriate DD Form 200 FLIPL letters been submitted to the CO/AO, within five calendar 

days? (MCO 4400.201, Vol 17) 

Yes No 
 

11. Has the CO/AO endorsed each DD Form 200 FLIPL and directed appropriate action within 

five calendar days of receipt of the request? (MCO 4400.201, Vol 17) 
Yes No 

 

12. Are voucherable gain or loss transactions pre-approved by the appropriate authority based on 

his/her approval dollar thresholds and filed in the voucher file? (MCO 4400.201, Chapter 2, Para 

11.b.c.f.g.h and i) 

Yes No 
 

Issue Procedures 
Select 

Yes/No 

Date 

Complete 

13. Is all KSD for property issues/shipments (e.g., DICs, IAG, IAL, MSG, MSL, SHG, SHL, 

TIG, and TIL transactions, DD Form 1348-1s, CBL, DD Form 1149, etc.) signed and dated 

with applicable data elements captured (e.g., NSN, SDN, (DoDAAC)) and filed in the voucher 

file? (MCO 4400.201, Chapter 2, Para 11.(a) (1); CMC MSG DTG 141835Z Nov 14 (UM 

4000.125 usage)) 

Yes No 
 

Property Control 
Select 

Yes/No 

Date 

Complete 

14. Is the Medical OIC maintaining for each Property Custodian/RO, all supporting 

documentation (e.g., receipts, issues and adjustments) that affect the property records for all 

sub-accounts? (MCO 4400.201, Chapter 2, Para 6.c.(4), 11.a. and i; CMC MSG DTG 

141835Z Nov 14 (UM 4000.125 usage)) 

Yes No 
 

15. Are items on temporary loan reconciled and properly managed? (MCO 4400.201, Chapter 6, 

Para 9; CMC MSG DTG 141835Z Nov 14 (UM 4000.125 usage)) 
Yes No 

 

16. Are all authorized allowances for the command accurately reflected on the unit’s APSR 

DMLSS) to include approved Inventory Stockage Levels (ISL)? (MCO 4400.150, Chapter 

2, Para 5 and 7) 

Yes No 
 

Disposition Procedures 
Select 

Yes/No 

Date 

Complete 

17. Is excess equipment identified and reported with a request for disposition instructions to 

higher headquarters and/or other appropriate activity? (MCO 4400.201, Chapter 2, Para 15; 

MCO P4400.82F, Para 1002.7, 1010, 5001, and 5005; CMC MSG DTG 042121Z Sep 15; 

CMC MSG DTG 141835Z Nov 14 (UM 4000.125 usage)) 

Yes No 
 

18. Can the command certify that transferred or disposed assets were removed from the APSR? 

(CMC MSG DTG 042121Z Sep 15) 
Yes No 
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7.2 O M & S: Medical - Supporting Command - Medical Logistics  (MEDLOG) 

Company Checklist 

Operating Materials & Supplies: Medical - Supporting Command – Medical Logistics (MEDLOG) Company 

Requisitioning and Receipt Procedures 
Select 

Yes/No 

Date 

Complete 

1. Are Medical OICs appointed in writing by the CO, and are all appointment letters and DD 

Form 577s retained in the supply files? (MCO 4400.201, Chapter 1, Para 5.c(2)(c), Chapter 2, 

Para 11.i, Appendices D and J; MCO P4400.151B; CMC MSG DTG 152105Z Sep 15) 

Yes No 
 

2. Have requirements for requisitions been validated and have the requirements passed a funds 

check with the accounting system (i.e., SABRS)? 
Yes No 

 

3. Are requisitions approved within the APSR by an authorized official with a corresponding DD 

Form 577? (MCO 4400.201, Chapter 1, Para 5.c(2)(c), Chapter 2, Para 11.i, Appendices D and 

J; CMC MSG DTG 152105Z Sep 15) 

Yes No 
 

4. Does a proper segregation of duties exist between the requisition requestor and the requisition 

approver? 
Yes No 

 

5. Does the organization process receipts in a timely and accurate manner (within two business 

days)? (MCO 4400.16H, Para 9) 
Yes No 

 

6. Are all KSD used to receipt for property (i.e., DD Form 1348-1A, CBL Manifest, DD Form 

1149) signed, dated, and applicable data elements captured (e.g., Serial Number, NSN, Document 

Number, Quantity, DoDAAC, Condition code)? (DoD FMR 7000.14-R, Vol 6A; MCO 

4400.201, Chapter 2, Para 11(a) (1)) 

Yes No 
 

a. Has an SDR been initiated for any missing/incorrect supporting documentation? (MCO 

4400.150, Chapter 3, Para 14) 
Yes No 

 

Financial Management 
Select 

Yes/No 

Date 

Complete 

7. Does the fiscal clerk maintain a pending file of every anticipated PR transaction to post in 

SABRS? (MCO 4400.201, Chapter 1, Para 5.c.2; MCO 7300.21B) 
Yes No 

 

a. Are follow-up actions conducted on pending PR transactions that do not post to the SABRS 

Daily Transaction Report (DTR) in a timely manner? (MCO 4400.201, Chapter 1, Para 

5.c.2; MCO 7300.21B) 

Yes No 
 

8. Does the fiscal clerk reconcile PR transaction postings on the SABRS DTR against the 

source documents? (MCO 4400.201, Chapter 1, Para 5.c.2; MCO 7300.21B) 
Yes No 

 

a. Does the fiscal clerk track and maintain the current status of ULOs throughout the 

accounting transaction life cycle, to completion? (MCO 4400.201, Chapter 1, Para 5.c.1; 

MCO 7300.21B) 

Yes No 
 

9. Does the fiscal clerk track available amounts on contracts to be recouped, and are requests for 

modification to contracts submitted to the KO to recoup any excess funding prior to the end of 

the applicable FY? (MCO 7300.21B, Chapter 10, Para 1010) 

Yes No 
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Operating Materials & Supplies: Medical - Supporting Command – Medical Logistics (MEDLOG) Company 

Inventory Management 
Select 

Yes/No 

Date 

Complete 

10. Are all MVGL Notices certified by the CO/AO and are they maintained on file? (MCO 

4400.201, Chapter 2, Para 11.h. and i) 
Yes No 

 

a. Can all MVGL Notice adjustment transactions be reconciled to the APSR and physical 

inventory results package(s)? 
Yes No 

 

11. Are daily reconciliations with APSR’s (e.g., DMLSS and GCSS-MC) being formally 

completed to identify inventory imbalances? 
Yes No 

 

12. Are procedures established to manage excesses and are those excesses reported via the Material 

Returns Program? (MCO 4400.201, Chapter 2; DoDM 4140.01) 
Yes No 

 

13. Are the Medical OICs ensuring Property Custodians are physically reconciling serial 

numbers and NSNs listed on the property records against the serial number and NSN identified 

on the asset identification plate (data plates)? (MCO 4400.201, Chapter 2, Para 11.b (2)) 

Yes No 
 

14. Has the Medical OIC been appointed in writing via an appointment letter and DD Form 577, 

and is the dollar value and types of adjustments that the designated representatives are authorized 

to approve indicated? (MCO P4400.151B, Para 3010.1.a and Figure 3-3; CMC MSG DTG 

152105Z Sep 15) 

Yes No 
 

15. Was an annual physical inventory conducted for 100% of inventory within the past year and 

approved by the CO/AO for certification? (DoD 4000.25-2-M, Chapter 7; MCO 4400.151B, 

Para 3006; MCO 4400.150, Chapter 2, Para 9.b.1) 

Yes No 
 

16. Have annual/cyclical physical inventory voucherable gain or loss transactions received 

approval by the appropriate authority? (MCO 4400.201, Chapter 2, Para 11.b.c.f.g.h. and I) 
Yes No 

 

17. Were all required inventory adjustments resulting from the annual/cyclical inventory processed 

within the proper timeframes to correct the property records? (MCO 4400.151B, Chapter 3, Para 

3007 – 3008; MCO 4400.150, Chapter 2, Para 11; CMC MSG DTG 171419Z Jun 11) 

Yes No 
 

Controlled Substance Inventory Board (CSIB) 
Select 

Yes/No 

Date 

Complete 

18. Has a Controlled Substance Inventory Board (CSIB) been properly established? (Bureau of 

Medicine and Surgery Instruction (BUMEDINST) 6710.70A and (Manual of the Medical 

Department (MANMED) P-117 Change 133 Article 21-24 Para 3.c.) 

Yes No 
 

19. Are quarterly (or more frequently), unannounced inventories of Schedule I and II controlled 

substances, and those drugs designated by the local command, conducted by the CSIB and 

forwarded to the CO? (BUMEDINST 6710.70A and MANMED P-117 Change 133 Article 

21-24 Para 3.c.) 

Yes No 
 

20. Has any theft or loss occurred, and what steps were taken upon the discovery of theft or loss of 

a controlled substance? (MANMED P-117 Change 133 Article 21-25) 
Yes No 
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Operating Materials & Supplies: Medical - Supporting Command – Medical Logistics (MEDLOG) Company 

Controlled Substance Inventory Board (CSIB) 
Select 

Yes/No 

Date 

Complete 

21. Do all appointed narcotics/controlled substance custodians have appointment letters? 

(BUMEDINST 6710.70A and MANMED P-117 Change 133 Article 21-24 Para 3.c.) 
Yes No 

 

22. Is there a list of those that authorized access, and is the sign in/out logs up to date? 

(BUMEDINST 6710.70A and MANMED P-117 Change 133 Article 21-24 Para 3.c.) 
Yes No 

 

23. Are pharmaceuticals/narcotics/controlled items secured or segregated in such a manner that 

ensures their protection and integrity? (MCO P4400.151B, Para. 3002.5 and 3002.12; 

NAVMC 4000.2 pg. 1-23; Interim Policy Supporting Accountability and Auditability 

Procedures for Authorized Medical/Dental Allowance Lists in the Marine Corps Inventory 

CMC MSG DTG  081953Z Jan 15) 

Yes No 
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8.0 Statement of Budgetary Resources (SBR) - Procure to Pay (P2P) 

8.1 MILSTRIP Unliquidated Obligation (ULO) Validation Checklist 

MILSTRIP Unliquidated Obligation ULO Validation 

Certification & Report 
Select 

Yes/No 

Date 

Complete 

1. Has the Dormant Account Review-Quarterly (DAR-Q) been completed for the most recent 

period of performance? (Department of Defense Financial Management Regulation 

(DoD FMR) 7000.14-R, Vol 3, Chapter 8, 080401; MCO 7300.21B, Chapter 10; DLM 

4000.25-1; DLM 4000.25-2) 

Yes No 
 

a. Has the review been certified by the CO/AO? (DoD FMR 7000.14-R, Vol 3, Chapter 8, 

080401) 
Yes No 

 

b. Has the  DAR-Q Report been annotated with the appropriate status codes to describe the 

condition of the open requisitions in SABRS? (DoD FMR 7000.14-R, Vol 3, Chapter 8, 

080401) 

Yes No 
 

2.  Are KSD being maintained for a period of 3 years active and 7 years archived to show that the 

review has been completed and is it readily available for audit? (MCO 4400.201; 

MARADMIN 331/15) 

Yes No 
 

a. Are DD Form 577s and Appointment Letters maintained and on hand for the requisitioning 

unit? (MCO 4400.201; DoD FMR 7000.14-R, Vol 5) 
Yes No 

 

b. Are NAVMC Form 11869s maintained and on hand for the requisitioning unit? (MCO 

4400.201; DoD FMR 7000.14-R, Vol 5) 
Yes No 

 

3. Have all open requisitions been validated and required adjustments processed in SABRS within 
10 working days of review to ensure that the appropriate condition of the transactions are 
reflected? (MCO 7300.21B, Chapter 3, Para 3003) 

Note: Coordination with Comptroller may be necessary. 

Yes No 
 

4. Does a review of KSD demonstrate that approval for purchases was provided by the SupO prior 

to requisitioning by an appointed individual? (MCO 4400.150; MCO 7300.21B; 

MARADMIN 331/15) 

Yes No 
 

Transaction Details 
Select 

Yes/No 

Date 

Complete 

5. From sample, is there documented evidence to indicate that due diligence in requisition 
management is being performed on open requisitions in SABRS by the Supply Activity in 
accordance with guidance? (DoD FMR 7000.14-R Vol 3, Chapter 8, 080410) e.g. email 
correspondence or other audit trail of notes from follow up actions taken to resolve open supply 
requisitions. 

Note: latest documented follow-up action should be recent, relative to the status of the 

prior follow-up actions and/or age of the transaction’s last status. 

Yes No 
 

  



MILSTRIP 
CHECKLIST 

40 

MILSTRIP Unliquidated Obligation ULO Validation 

Transaction Condition - Undelivered Order (UDO) & Unliquidated Obligation ULO) 
Select 

Yes/No 

Date 

Complete 

6. List any open requisitions that were incorrectly annotated on the DAR-Q and provide a detailed 

explanation as to why. 
Yes No 

 

7. List the steps being taken to mitigate the reoccurrence of erroneous annotations on the DAR-

Q. 
Yes No 

 

8. If for any requisition the status was incorrectly annotated on the current or previous review 

submissions, did any of those documents result in prior year ULO reversion? 
Yes No 

 

a. List by Fiscal Year (FY) the percentage of the commands prior year ULO reversion that 

resulted from inaccurate annotations on ULO review submissions. 
Yes No 

 

b. Describe in detail how increased emphasis for accuracy in DAR-Q annotations is being 

accomplished, in order to mitigate reversion and maximize funds availability. 
Yes No 

 

9. Have DAR-Q certifications that contained material inaccuracies been presented to the CO for 

re-certification? Provide documentary evidence of recertification by the CO, due to erroneous 

DAR-Q validation. 

Yes No 
 

Key Supporting Documentation (KSD) 
Select 

Yes/No 

Date 

Complete 

1. List any requisition by document number that does not have all KSD, or properly annotated/ 

signed KSD, for each phase of the requisitioning process. Describe in detail how the KSD was 

misplaced, lost or does not contain all required signatures/annotations. 

Yes No 
 

a. Describe in detail steps that are being implemented to mitigate the loss or inaccuracy of KSD. Yes No 
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8.2 Military Standard Requisitioning and Issue Procedures (MILSTRIP) Checklist 

MILSTRIP  

MILSTRIP - Fuel/ServMart Procurement Instrument Management 
Select 

Yes/No 

Date 

Complete 

1. Does the command maintain accountability of all fuel keys, commercial fuel cards and 

ServMart cards by key/card number? (MCO 5200.24E) 
Yes No 

 

2. Are individuals responsible for management of the command’s fuel keys/cards and ServMart cards 

delegated in writing by the SupO /fund holder/RO via NAVMC Form 11869? (MCO 5200.24E; 

MCO 4400.150; Fuel MSG: 051307Z APR 18) 

Yes No 
 

3. When not in use, are fuel keys/cards and ServMart cards stored in a safe or other secured 

storage container with limited access to the SupO/RO or his delegate? (MCO 4400.150; MCO 

5200.24E; Fuel Msg: 051307Z APR 18) 

Yes No 
 

4. When in use, is fuel key/card and ServMart card issuance maintained via a logbook that captures, 

at a minimum, the printed name and signature of the authorized user the key/card is issued to, 

date/time the key/card was issued and returned, the section/shop the key/card was issued to with 

phone number, the estimated and actual gallons and dollar amount of fuel purchased, the SupO’s 

signature and the fuel document number; and for bulk fuel requests, the PR Builder document 

number? (MCO 4400.150; MCO 5200.24E; Fuel MSG: 051307Z APR 18) 

Yes No 
 

5. Does the command performs semi-annual, inventories of fuel keys/ cards and ServMart cards 

in order to verify accountability? Is it documented? (Fuel MSG: 051307Z APR 18) 
Yes No 

 

MILSTRIP – Fuel 
Select 

Yes/No 

Date 

Complete 

6. If the command has both fuel keys and commercial fuel cards, is a review of fuel card 

purchases being conducted to ensure that commercial fuel cards are being used near a base fuel 

farm on an exception basis only? Is it documented? (MCO 5200.24E; MCO 7300.21B; CMC 

MSG DTG 051307Z Apr 18) 

Yes No 
 

7. If the use of commercial fuel cards in and around base fuel facilities has been identified, has 

the user provided credible justification and is it documented? List the steps the command is 

taking to prohibit/limit the use of commercial fuel cards in and around base fuel facilities. (MCO 

5200.24E; MCO 7300.21B; CMC MSG DTG 051307Z Apr 18) 

Yes No 
 

8. Has a method of accounting for fuel key/card purchases been established, in order to provide 

for the capture of pending obligations for the unit? (MCO 7300.21B; CMC MSG DTG 

051307Z Apr 18) 

Yes No 
 

9. Does the fiscal clerk reconcile pending fuel obligations with the SABRS DTR and is it 

documented? (MCO 7300.21B; CMC MSG DTG 051307Z Apr 18) See Reference CMC 

MSG DTS 171626Z Jan 19 for ServMart Guidance. 

Yes No 
 

a. List any MILSTRIP document numbers for pending fuel obligations that have not posted to 

the unit’s SABRS DTR within normal processing times and the steps taken to resolve. (MCO 

7300.21B; MCO 4400.150) 

Yes No 
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MILSTRIP  

MILSTRIP – Fuel 
Select 

Yes/No 

Date 

Complete 

10. Can the fiscal clerk describe the steps to identify the source of a fuel obligation on the 

SABRS DTR? (MCO 7300.21B; CMC MSG DTG 051307Z Apr 18) 
Yes No 

 

a. Does the fiscal clerk have access to the DLA’s Enterprise External Business Systems 

(EEBS) Portal? (MCO 7300.21B; MCO 4400.150; Fuel MSG: 051307Z APR 18) 
Yes No 

 

b. Can the fiscal clerk log into DLA EEBS and demonstrate researching a fuel obligation? 

(i.e., seller’s DoDAAC for identification of location of purchase and the identification of the 

fuel key/ card number used for the purchase) (MCO 7300.21B; MCO 4400.150; Fuel MSG: 

051307Z APR 18) 

Yes No 
 

11. Have fuel obligations posted to the command’s SABRS DTR where there was no receipt or 

no logbook entry of an expected fuel obligation? (MCO 4400.150; MCO 5200.24E; MCO 

7300.21B) 

Yes No 
 

a. Provide narrative for any unexpected fuel obligations, by document number, and the root 

cause analysis steps taken to identify the source of the obligation and the steps taken to prevent 

reoccurrence. (MCO 7300.21B; MCO 4400.150; Fuel MSG: 051307Z APR 18) 

Yes No 
 

12. Can the fiscal clerk state the steps needed to resolve fuel SABRS ULO over 45 days old that 

have not liquidated/completed the financial transaction cycle? ((MCO 7300.21B) 
Yes No 

 

13. Does the command have Standard Operating Procedures (SOP) for fuel key/card 

management? (MCO 7300.21B) 
Yes No 

 

MILSTRIP- ServMart Brick and Mortar - Internet Ordering 
Select 

Yes/No 

Date 

Complete 

14. Are the section’s PRs being approved by a RO or delegate? (MCO 4400.150) Yes No 
 

15. Are PRs being screened for controlled, sensitive or other unauthorized items prior to the 

purchases being made? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B; MCO 4450.12A) 
Yes No 

 

a. Does the command maintain end to end accountability of controlled, sensitive or other 

pilferable items purchased? Is it documented? (MCO 4400.150; MCO 5200.24E; MCO 

7300.21B; MCO 4450.12A) 

Yes No 
 

16. Are PRs being reviewed to ensure proposed total purchase amounts are within the section’s 

available balance and that the purchases to be made are the most appropriate use of funding 

resources? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B) 

Yes No 
 

17. Are PRs being approved and signed by the SupO? (MCO 4400.150; MCO 5200.24E; MCO 

7300.21B) 
Yes No 

 

18. Are individuals checking out the ServMart card or requesting an internet order be 

placed, being screened to ensure they are authorized for the section whose card/account they are 

checking out/charging? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B) 

Yes No 
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MILSTRIP  

MILSTRIP- ServMart Brick and Mortar - Internet Ordering 
Select 

Yes/No 

Date 

Complete 

19. Upon return from the brick and mortar store, are ServMart receipts screened for items not 

previously approved on the PR and is it documented? (MCO 4400.150; MCO 5200.24E; MCO 

7300.21B) See Reference CMC MSG DTS 171626Z Jan 19 for ServMart Guidance. 

Yes No 
 

a. Have any unauthorized purchases been identified? Provide a narrative of unauthorized 

purchases identified, the resolution and the steps taken to prevent reoccurrence. (MCO 4400.150; 

MCO 5200.24E; MCO 7300.21B) 

Yes No 
 

20. Are ServMart brick and mortar receipts screened to ensure that the purchases were made by 

the authorized card user and that the authorized card user has legibly printed his/her name, signed 

and dated the receipt? Is supply providing documentation to the comptroller to expense (EXP) 

goods delivered by ServMart? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B) 

Yes No 
 

21. Are ServMart brick and mortar receipts and internet orders entered into the unit’s pending 

obligation file? (MCO 7300.21B) 
Yes No 

 

a. List any pending ServMart brick and mortar receipts by document number that have not 

posted to the unit’s SABRS DTR and the steps taken to resolve. (MCO 7300.21B) 
Yes No 

 

b. Are MILSTRIP internet orders from procurement platforms that do not interface with the 

SABRS being manually obligated within 3 days of the order being placed, when the DoDAAC 

and fund code method of payment is used? e.g. General Services Administration (GSA)  

Advantage, DLA Fed-Mall, DLA Prime Vendor platforms, etc. (DoD FMR, Vol 3, Chapter 

8, Para 080302) 

Yes No 
 

22. When ServMart and internet order transactions post to the unit’s SABRS DTR, is the fiscal 

clerk reconciling the transaction posting to the receipt or order in the unit’s pending file for 

accuracy/validity and is it documented? (MCO 7300.21B) See Reference CMC MSG DTS 

171626Z Jan 19  for ServMart Guidance. 

Yes No 
 

a. List any occurrences, by document number, of ServMart brick and mortar or internet orders 

posting to the unit’s SABRS DTR where a receipt or order KSD was not available. (MCO 

4400.150; MCO 5200.24E; MCO 7300.21B) 

Yes No 
 

b. For any occurrences of missing KSD was the KSD obtained from the purchaser, from the 

brick and mortar store, or via the web-based order platform? (MCO 4400.150; MCO 

5200.24E; MCO 7300.21B) 

Yes No 
 

c. For any occurrences of missing KSD, was the transaction supported by an approved 

procurement request? If not, provide narrative of corrective actions taken to resolve and to 

prevent future occurrences. (MCO 4400.150; MCO 5200.24E; MCO 7300.21B) 

Yes No 
 

23. Can the fiscal clerk state the steps needed to resolve any SABRS ULO over 45 days old that 

has not liquidated/completed the financial transaction cycle? (MCO 7300.21B) 
Yes No 

 

24. Does the command have an SOP for ServMart brick and mortar card management? (MCO 

4400.150; MCO 5200.24E; MCO 7300.21B) 
Yes No 
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MILSTRIP  

MILSTRIP - GCSS-MC 
Select 

Yes/No 

Date 

Complete 

25. Is the command a SMU supported unit?  Yes No 
 

a. Can the SupO explain the reimbursement process for requisitions filled by the SMU and the 

impact on the commands operating budget? (MCO 4400.150; MCO 5200.24E; MCO 

7300.21B) 

Yes No 
 

b. Does the requisition approver perform a GCSS-MC funds availability check using the 
internal budget execution report (IBER), prior to approving parts requirements? (MCO 
4400.150; MCO 5200.24E; MCO 7300.21B) 

Yes No 
 

c. Does the requisition approver review GCSS-MC workflow notifications daily for rejects due 

to lack of funds? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B) 
Yes No 

 

26. Does the fiscal clerk record GCSS-MC requisitions within the pending file? (MCO 

4400.150; MCO 5200.24E; MCO 7300.21B) 
Yes No 

 

a. Does the fiscal clerk know how to differentiate between GCSS-MC requisitions that will be 

filled by the SMU and those requisitions that are passed to an external source of supply? 

(MCO 4400.150; MCO 5200.24E; MCO 7300.21B) 

Yes No 
 

b. Can the SupO and/or fiscal clerk identify the process to reconcile the SMU issues report for 

reimbursement of SMU filled requisitions? (MCO 4400.150; MCO 5200.24E; MCO 

7300.21B) 

Yes No 
 

27. Does the fiscal clerk reconcile pending GCSS-MC requisitions with the SABRS DTR for 

orders that pass to an external source of supply; is it documented? (MCO 4400.150; MCO 

5200.24E; MCO 7300.21B) See Reference CMC MSG DTS 171626Z Jan 19 for 

ServMart Guidance. 

Yes No 
 

a. Can the Due-In and Status File (DASF) or fiscal clerk identify the root cause of a requisition 

identified as being passed to an external source of supply, not posting on the SABRS DTR within 

3 days of the document being forwarded to the next source supply with BM status for SMU 

supported units; from the creation of the order for non-SMU supported? (MCO 4400.150; 

MCO 5200.24E; MCO 7300.21B) 

Yes No 
 

28. Does the fiscal clerk reconcile GCSS-MC UDOs/ULOs with the DASF clerk on a monthly 

basis? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B) 
Yes No 
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8.3 Procurement from Commercial  Vendors (Contracts and GCPC) Checklist 

Procurement from Commercial Vendors: PR Builder, GCPC and Wide Area Workflow (WAWF) 

Administration 
Select 

Yes/No 

Date 

Complete 

1. Has the GCPC certifying officer or departmental accountable official completed the Certifying 

Officer Legislation (COL) training annually? (Naval Supply Instruction NAVSUPINST 

4200.99C) 

Yes No 
 

2. Are appointments and termination documents (DD Form 577) for Certifying Officers or 

Department Accountable Officials on file for GCPC? Ref: DOD FMR 7000-14R, Vol 5, 

Chapter 33 

Yes No 
 

3. Do all GCPC cardholders and approving/certifying officials have their web-based training 
certificates on file? (MCO 7300.21B, Chapter 4, Para 4003) 

Yes No 
 

Requirements Generation 
Select 

Yes/No 

Date 

Complete 

4. Are requests for materials or services reviewed and approved by the RO or delegate for the 

section/commodity submitting the request, prior to submission? (MCO 4400.150, Chapter 3, 

Para 6 & 10) 

Yes No 
 

a. Does the RO ensure funds availability (if required) for the requesting section/commodity, 

prior to forwarding the request to supply? (MCO 7300.21B) 
Yes No 

 

5. Is technical research performed on all PRs by the supply activity to ensure compliance with 

requirements outlined within the reference? (MCO 4400.150, Chapter 3) 
Yes No 

 

a. Does the SupO ensure the materials or services to be purchased fall within the purpose, 

time and amount statutes of the appropriation to be cited? (MCO 7300.21B, Chapter 1, Para 

1005) 

Yes No 
 

6. Prior to approval of PRs, does the SupO ensure funds availability? (MCO 7300.21B) Yes No 
 

Requirements Approval and Procurement Method 
Select 

Yes/No 

Date 

Complete 

7. Does the SupO review and approve all purchases made via GCPC, prior to the purchase being 

physically made or placed on order? (MARADMIN331-15) 
Yes No 

 

8. If the purchase is to be made via PR Builder, does the SupO ensure the correctness and 

accuracy of the Line of Accounting (LOA) and financial information pointer data cited on the 

PR, prior to systemic approval? (MCO 7300.21B) 

Yes No 
 

9. Has a Service Requirement Review Board (SRRB) been established at the General Officer 

level? (MARADMIN 377-18) 
Yes No 

 

10. Are all contract service requirements (base year and all options) that exceed the simplified 

acquisition threshold ($150,000) validated by the SRRB prior to contract execution? 

(MARADMIN 377-18) 

Yes No 
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Procurement from Commercial Vendors: PR Builder, GCPC and Wide Area Workflow (WAWF) 

Receipt and Acceptance 
Select 

Yes/No 

Date 

Complete 

11. Are controls established to ensure that all materials procured via PR Builder or GCPC are 

accounted for on property records as required? (MCO 4400.150, Chapter 3, Para 6.c) 
Yes No 

 

12. Are controls established to ensure that the receipt and acceptance of materials requisitioned 

via PR Builder or GCPC is not conducted by the requisition approver; separation of duties? 

(MCO 4400.150, Chapter 3, Para 6.c; MCO 7300.21B) 

Yes No 
 

13. Does the proof of delivery document (DD Form 250 or other) contain the requisitioning 
document number, contract number/delivery order number, nomenclature, unit of issue, quantity 
received and the receipt and acceptance legible signature/s, printed name/s, phone number/s of 
the supply activity and the sub-issuance to the original requesting section/commodity? 
(MCO 4400.150, Chapter 3, Para 6; MCO 7300.21B, Chapter 4, Para 6.c) 

Yes No 
 

14. Are controls in place to ensure that only authorized/appointed individuals may perform 

receipt and acceptance? (MCO 4400.150, Chapter 3, Para 7) 
Yes No 

 

15. Are controls in place to ensure that receipt and acceptance of materials and services is 

documented (DD 250 or other) and in accordance with contract guidelines, prior to the processing 

of any request for payment in WAWF? (MCO 4400.150, Chapter 3, Para 10) 

Yes No 
 

16. If receipt and acceptance of materials is performed by personnel other than the supply activity, 

are procedures in place to ensure accountable property is entered into an accountable property 

system of record (APSR) within 2 days of receipt? (MCO 4400.150, Chapter 3, Para 10.e.1.d; 

MARADMIN 331-15) 

Yes No 
 

17. Does the GCPC approving official/certifying official ensure that all property has been accounted 

for in the APSR and that property chain of custody is legibly documented on the receipt/ 

acceptance documentation? (MCO 4400.150) 

Yes No 
 

18. Are procedures in place to ensure the procurement, receipt/acceptance, distribution or 

consumption of any material that can be categorized as “pilferable” is strictly managed? Provide 

controls. (MCO 4400.150; MCO 7300.21B; MCO 5200.24E) 

Yes No 
 

19. Are procedures in place to ensure that any miscellaneous payments via WAWF follow all 

PR requirements outlined in the reference? (MCO 4400.150, Chapter 3, Para 12.n) 
Yes No 

 

20. Does the supply activity ensure that the command WAWF inbox is reviewed for pending 

requests for payment daily? (MCO 4400.150, Chapter 3, Para 10. g) 
Yes No 
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Procurement from Commercial Vendors: PR Builder, GCPC and Wide Area Workflow (WAWF) 

Financial Management 
Select 

Yes/No 

Date 

Complete 

21. Does the fiscal clerk maintain a pending file of every anticipated SABRS transaction 

that should result from a procurement business process event? (MCO 4400.150, Chapter 1, Para 

5.c.2; MCO 7300.21B) 

Yes No 
 

a. Is follow-up conducted on transactions that do not post to the SABRS DTR within normal 

processing times? (MCO 4400.150, Chapter 1, Para 5.c.2; MCO 7300.21B) 
Yes No 

 

22. Does the fiscal clerk reconcile transaction postings on the SABRSDTR to the source 

document and is the reconciliation documented? (MCO 4400.150, Chapter 1, Para 5.c.2; 

MCO 7300.21B) See Reference CMC MSG DTG 171626Z Jan 19 for ServMart 

Guidance. 

Yes No 
 

a. Does the fiscal clerk track and maintain current status of all incomplete SABRS active file 

records throughout the financial transaction life cycle? (MCO 4400.150, Chapter 1, Para 5.c.1, 

MCO 7300.21B) 

Yes No 
 

23. Does the fiscal clerk track available amounts on contracts to be recouped and are requests for 

modification to contracts submitted to the KO in order to recoup any excess funding prior to 

the end of the applicable fiscal year? (MCO 7300.21B, Chapter 10, Para 1010) 

Yes No 
 

24. Can the fiscal clerk state the phases of the financial transaction cycle and their corresponding 
procurement phases, by form of procurement? (MCO 7300.21B, Chapter 10, Para 1002; 
MCO 4400.150, Chapter 1, Para 5.c.1) 

Yes No 
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8.4 Fiscal Requisition Management Reports 

A disbursement is an amount of funds issued from the U.S. Treasury to pay a commercial or government vendor invoice 
for services or materials received. When a disbursement fails to be properly recorded in the accounting system it is 
referred to as a problem disbursement. The categories of problem disbursements are the Marine Corps’ Visual Inter-Fund System 

Transaction Accountability (MCVISTA) Rejects, Unmatched Disbursements (UMDs) and Negative Unliquidated 
Obligations (NULOs). 

 
MCVISTA Rejects – MILSTRIP disbursements must pass through the MCVISTA system prior to entering SABRS. When 
a MILSTRIP disbursement is rejected by MCVISTA, a report is sent from DFAS to HQMC, Programs and Resources 
(P&R) and subsequently down the chain of command to the field activities for remediation; these reports are disseminated 
daily. 

 
UMD – an unmatched disbursement is the result of a disbursement failing to match a corresponding obligation record 
in the accounting system. MILSTRIP UMDs in SABRS have passed the MCVISTA edits. 

NULO – if a liquidation amount for an active file record in SABRS exceeds the obligation amount, the record’s accounting 

condition is in a NULO status. Ensuring correction of both the problem disbursement and its root cause is part of the supply 
activity’s responsibility to perform requisition management. Posting of applicable accounting transactions to complete the 
financial transaction cycle (management of open requisitions) is documented in both MCO 4400.150 and MCO 
7300.21B. 

The following checklist provides the supply activity with internal control questions relevant to the remediation of problem 

disbursements. 
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8.5 Problem Disbursement Remediation Checklist 

Problem Disbursement Remediation 

Access, Training, Reports and Remediation 
Select 

Yes/No 

Date 

Complete 

1. Does the supply fiscal clerk have access to SABRS? (MCO 7300.21B) Yes No 
 

a. Has a request for SABRS access been processed via Account Management and 

Provisioning System (AMPS)? 
Yes No 

 

2. Does the SupO/supply fiscal clerk have access to SABRS Management Analysis 

Retrieval Tools System (SMARTS)? (MCO 7300.21B) 
Yes No 

 

a. Has access to SMARTS been requested via Access Request Management Service 

(ARMS)? 
Yes No 

 

3. Does the command have access to the most up to date problem disbursement reports out of 

SMARTS and the MCVISTA rejects reports from HQMC? (MCO 7300.21B; MCO 

4400.150) 

Yes No 
 

a. Does the command have any transactions listed on these reports? Yes No 
 

4. Has the fiscal clerk processed any required SABRS action, within level of access, in order to 
correct the problem disbursements? (MCO 7300.21B) 

Yes No 
 

5. Has the fiscal clerk received training on how to identify the reason for problem 
disbursements and how to correct them (if/when received) within their level of access in 
SABRS? (MCO 7300.21B) 

Yes No 
 

a. Has the SupO contacted the G8 to request training on how to identify the 
financial/accounting system reason for problem disbursements? 

Yes No 
 

i. Has training been scheduled from the G8? If so, when? Yes No 
 

6. Has the supply fiscal clerk received training on how to correct the root cause of problem 
disbursements? (MCO 7300.21B) 

Yes No 
 

a. Has the SupO contacted the G4 to request training on how to perform root cause analysis of 
problem disbursements and how to remediate them? 

Yes No 
 

i. Has training been scheduled? If so, when? Yes No 
 

7. Has the fiscal clerk received training on how to perform requisition management as it relates to 
problem disbursements? (MCO 7300.21B) 

Yes No 
 

a. Has the SupO requested training on requisition management from the G4 and G8? Yes No 
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Problem Disbursement Remediation 

Access, Training, Reports and Remediation 
Select 

Yes/No 

Date 

Complete 

8. Has contact been made with the G8 to post obligations or other efforts to clear problem 

disbursements? (MCO 7300.21B) 
Yes No 

 

a. Has the G8 contacted the unit for additional assistance in clearing problem disbursements 

(e.g., obtain KSD)? 
Yes No 

 

i. If so, has the assistance or documentation been provided by the unit? Yes No 
 

ii. When will the requested documentation or assistance be provided by the unit? Yes No 
 

b. Has the G8 provided a timeframe of when the problem disbursement should/will be cleared? 

If so, when? 
Yes No 

 

c. Has the unit’s chain of command been informed regarding unprocessed requests for 
assistance from the G8 in clearing problem disbursements? 

Yes No 
 

9. Has the SupO contacted any external selling/contracting agency (DLA/GSA/Regional 
Contracting Office (RCO)/other) as part of the root cause remediation efforts? (MCO 
7300.21B) 

Yes No 
 

a. What has been requested? Yes No 
 

b. Who is the point of contact for the external agency? Yes No 
 

c. Has the request for assistance been supported? Yes No 
 

i. What is the status of the request for assistance? Yes No 
 

ii. When will the request for assistance be supported? Yes No 
 

d. Has the issue been elevated through the chain of command to the G4? Yes No 
 

i. Has the G4 request for assistance been supported? Yes No 
 

ii. When will the G4 request for assistance be supported? Yes No 
 

10. Has the root cause of the problem disbursements been remediated? (MCO 
7300.21B) 

Yes No 
 

a. When will the root cause of the problem disbursement be remediated? Yes No 
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8.6 SBR - P2P Unliquidated Obligations Checklist

An obligation is the amount of an order placed, contract awarded, or service received during an accounting period 
requiring future payment. It is recorded when an authorized agent of the Federal Government enters into a legally binding 
agreement to purchase specific goods or services. An unliquidated obligation (ULO) identifies all transactions where the 

obligation amount is greater than the liquidation amount (OBL>LIQ) and is widely accepted as synonymous for all 
incomplete records. ULOs are considered to be in a normal condition when the order has been placed, materials are received 
and awaiting processing time for the liquidation. When a ULO becomes critically aged (dormant 180 days or greater), has 
an abnormal accounting condition (commitment, obligation, expense (COE), and liquidation amounts are not equal), or 
source documentation does not match the accounting record, then action is required to research and resolve the accounting 
condition. The ULO validation process confirms an obligation amount in SABRS matches an obligation amount on the 
source documentation, and the item is still required by a requesting activity (bona-fide need). 

 
Aged Undelivered Orders (UDO) – a condition where an order has been placed, material has not been received and the 
order extends beyond the estimated delivery date. 

 
Aged Unliquidated Obligation (ULO) – a condition where an order has been placed, material has been received, but the liquidation 
is well beyond normal processing time. 

Abnormal Accounts Payable (AAP) – a condition where an order has been placed, material has been received, liquidation has 

posted; however, the expense has not been recorded in the accounting system (SABRS). 

 
NULO – a condition where a liquidation amount for an active file record in SABRS exceeds the obligation amount, usually 
resulting from a price change. 

 
Ensuring validation of all unliquidated obligations are part of the supply activity’s responsibility to perform requisition 
management. Posting of applicable accounting transactions to complete the financial transaction cycle (management of open 
requisitions) is documented in both MCO 4400.150 and MCO 7300.21B. 

 

The following checklist provides the supply activity with internal control questions relevant to conducting a ULO validation. 
  



SBR - P2P ULO Management 
CHECKLIST 

52 

SBR - P2P Unliquidated Obligations 

Access, Training, Undelivered Orders (UDO), Unliquidated Obligations (ULOs) 
Select 

Yes/No 

Date 

Complete 

1. Does the supply fiscal clerk have access to SABRS? Yes No 
 

a. Has a request for SABRS access been processed via AMPS? Yes No 
 

2. Does the SupO/supply fiscal clerk have access to SMARTS? Yes No 
 

a. Has a request for SMARTS access been requested via ARMS? Yes No 
 

3. Does the command have access to the most up to date ULO report out of SMARTS? (MCO 

7300.21B; MCO 4400.150) 
Yes No 

 

a. Does the command have ULO transactions listed on the report requiring 
validation? 

Yes No 
 

4. Has the supply fiscal clerk received training on how to conduct a ULO validation? Yes No 
 

a. Has the SupO contacted the G8 to request training? Yes No 
 

i. Has training been scheduled from the G8? If so, when? Yes No 
 

b. Does the command have a copy of the Decision Matrix created by ICART? Yes No 
 

5. Has the supply fiscal clerk completed a ULO validation on all open requisitions within the last 
30 days? If so, when? 

Yes No 
 

6. Did the validation result in identifying Aged ULOs, Aged UDOs, AAPs or any other abnormal 
accounting conditions? 

Yes No 
 

a. Has the supply fiscal clerk conducted causative research, using KSD and Automated 
Information Systems (AIS), to determine the reason for aged transactions or abnormal 
conditions? 

Yes No 
 

b. Is there documented evidence detailing the status of each ULO? Yes No 
 

7. Has the SupO documented the root cause of the aged transactions or abnormal conditions as 
part of the internal controls’ assessment? 

Yes No 
 

8. Has contact been made with the G8 to post obligations, expenses or other efforts to clear aged 
transactions or abnormal conditions? 

Yes No 
 

a. Has the G8 contacted the unit for additional assistance in clearing the aged transactions or 
abnormal conditions (documentation)? 

Yes No 
 

i. If so, has the assistance or documentation been provided by the unit? Yes No 
 

ii. When will the requested documentation or assistance be provided by the unit? Yes No 
 

b. Has the G8 provided a timeframe of when they will complete actions to resolve the aged 
transactions or abnormal conditions? If so, when? 

Yes No 
 

c. Has the unit chain of command been informed regarding unprocessed requests for assistance 
from the G8 in clearing aged transactions or abnormal conditions? 

Yes No 
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SBR - P2P Unliquidated Obligations 

Access, Training, Undelivered Orders (UDO), Unliquidated Obligations (ULOs) 
Select 

Yes/No 

Date 

Complete 

9. Has the SupO contacted any external selling/contracting agency (DLA/GSA/RCO/ other) as 

part of the root cause remediation efforts? 
Yes No 

 

a. What has been requested? Yes No 
 

b. Who is the point of contact for the external agency? Yes No 
 

c. Has the request for assistance been supported? Yes No 
 

i. What is the status of the request for assistance? Yes No 
 

ii. When will the request for assistance be supported? Yes No 
 

d. Has the issue been elevated through the chain of command to the G4? Yes No 
 

i. Has the G4 request for assistance been supported? Yes No 
 

ii. When will the G4 request for assistance be supported? Yes No 
 

10. Has the root cause of the aged transactions or abnormal conditions been 
remediated? 

Yes No 
 

a. When will the root cause of the aged transactions or abnormal conditions be 
remediated? 

Yes No 
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8.7 SBR Key Performance Indicators (KPIs)  

Overview: 

SBR – MarAdmin 542-16 announced the commencement of the Marine Corps full financial statement audit 

which expands beyond the limited scope of Statement of Budgetary Activity (SBA) audits conducted in previous 

years, to include all fiscal years. 

 

KPI – ensuring conditions affecting audit are remediated requires enforcing resolution through maintaining 

visibility of those conditions and the timeliness of resolution in accordance with references.  Each SBR KPI age 

bracket (days old) has been designed to focus remediation efforts on transactions affecting the overall metric, in 

accordance with references, e.g. critically aged first, with descending age brackets to allow for common sense 

coordinating efforts, research and resolution timeframes. 

 

Location & Frequency of SBR KPIs: 

SBR KPIs are published bi-weekly and can be located on the ICART Share Point at the following link: 

https://eis.usmc.mil/sites/HQMCLP/EGEM/EGEM-2/ICART/KPIs/Forms/AllItems.aspx  

 

Note: You may need to copy & paste the above link into your internet browser for it to work properly 

SBR Key Performance Indicators (KPIs) 

Categories of SBR KPIs 

Each KPI contains details related to the below descriptions.  In addition, each KPI has an associated description 

of the error along with recommended corrective action per record. 

1.  (Abnormal) ABN Payable – is an accounting condition resulting from a liquidation posting to a record in 

SABRS where the expense amount is less than the liquidation amount (a.k.a Liquidations Greater Than 

Expenses (LGTE)); the resulting condition is abnormal because it represents material or services paid for that 

appear to not have been received". 

The ABN Payable KPI age bracket has been designed with 10-day increments, which provides a grace period, as 

MCO 4400.150 Chapter 3’s requirement for processing of receipt documentation is within 2 working days upon 

acceptance, the Prompt Payment Act requirement for processing of vendor requests for payment is 7 calendar 

days from receipt/acceptance, via Wide Area Workflow (WAWF) and DoD FMR Vol 4 Chapter 9 requires the 

recording of accounts payables immediately upon receipt of materials or services. 

Additionally, the 10-day age bracket takes into account the coordination efforts required by supply personnel 

who do not have access to process adjustments in SABRS, with the unit’s supporting Comptroller. The ABN 

payable transaction is aged from the Last Cycle Date value of the SABRS active file record, the liquidation 

posting date. 

Note: The ABN Payable KPI includes all P2P transactions, as it's root cause is lack of physical 

receipt/acceptance and/or verification of expenses posting as the result of physical receipt/acceptance. 

2.  UMT – Unmatched transactions, also known as unmatched disbursements or UMDs, occur when a bill is 

paid by a disbursing activity (e.g. DFAS) for services or materials received, but the resulting liquidation fails to 

post in the accounting system to the associated document number. 

  

https://eis.usmc.mil/sites/HQMCLP/EGEM/EGEM-2/ICART/KPIs/Forms/AllItems.aspx
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SBR Key Performance Indicators (KPIs) 

Categories of SBR KPIs 

3.  NULO – Negative Unliquidated Obligation, occurs when a bill is paid by a disbursing activity (e.g. DFAS) 

for services or materials received and the resulting liquidation exceeds the associated document number’s 

obligation amount. 

The UMT and NULO resolution timelines provided in DoD FMR Vol 3 Chapter 11 consist of multiple if/then 

variables, with the lengthiest allowable resolution timeframe being 120 days.  The UMT and NULO SBR KPI 

metrics have been designed to be consistent with the 120-day maximum allowable resolution threshold, without 

consideration of the various if/then variables of the reference. 

UMTs are aged based on the cycle date posted as a UMT and NULOs are aged based on the last cycle date of 

the SABRS active file record. 

Note: At this time, both the UMT and NULO KPIs consist of MILSTRIP transactions only. 

4.  Pre-validation - a procedure that requires a proposed payment to be identified and matched to its applicable 

proper supporting obligation that has been recorded in the official accounting system and that the line(s) of 

accounting cited on the payment match the data recorded in the accounting system. Pre-validation is a control 

procedure used to prevent overpayments; Ref: DoD FMR Vol 3 Chapter 11 para 1102 sub-para O. 

Pre-val Failures – are those pending payments that have failed the pre-validation process.  This report is 

provided by DFAS daily to the Comptroller chain of command.  Pre-val failures normally are the result of 

inadequate procedures to ensure proper obligations exist, prior to a vendor’s request for payment being 

processed in WAWF or other payment processes, e.g. GCPC U.S. Bank certifications. 

The pre-val failures KPI is aged based on the due date of the invoice for payment, in order to avoid prompt 

payment interest penalties, per the Prompt Payment Act. 

5.  Spending errors – are transactions interfaced to SABRS from procurement feeder systems which fail to post 

due to any number of reasons, from invalid Job Order Numbers (JONs), to DoDAACs used other than 

requisitioning authority code 00.  The transactions in this KPI consist of MILSTRIP obligation failures including 

the GCSS-MC equivalent of SABRS spending errors, work list notifications. 

DoD FMR Vol 3 Chapter 8 provides standards for recording commitments and obligations. Para 080302 

provides 6 calendar days for the office incurring the obligation to forward required documentation to the office 

responsible for posting the obligation, who in turn has 3 calendar days to post the obligation to the accounting 

system, for a total of 9 days.  The age brackets for this KPI were developed to assist in preventing understated 

obligation rates. The KPI is aged from the cycle date of the SABRS spending error or the transaction date for 

GCSS work list notifications. 
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SBR Key Performance Indicators (KPIs) 

Categories of SBR KPIs 

6.  WAWF – Wide Area Workflow is the system used to process vendor requests for payment for services or 

materials received. 

Per the Prompt Payment Act, the organization responsible for processing the request has 7 calendar days from 

the date the material or service is received, or the request is received, whichever is the later of the two dates, to 

process the request. The WAWF KPI includes requests for payment in a status other than: paid, processed, 

rejected and void, i.e. still requiring action by the accepting or certifying organization. The WAWF KPI age 

bracket is based on the submitted date of the invoice for 2-n-1 and combo transactions or the accepted date if the 

request is an accepted but not certified 3-n-1 (miscellaneous payment).  The ageing criteria follows the 

UMT/NULO criteria outlined above but may be modified in the future to align with the abnormal payable KPI, 

as these transactions fall under the same references cited for abnormal payables. 

Note: This KPI is part of the receipt/acceptance process for materials/services purchased via contract or the 

miscellaneous payment methods of procurement. 

References: Overarching references for SBR KPIs are as follows: 

MCO 4400.150 Chapter 3 para 7.B outlines the supply officer’s responsibilities, specifically regarding 

purchasing materials or services as follows: 

  8) Following up and/or conducting causative research on outstanding requisitions. 

  9) Modifying existing requisitions, when appropriate.    

10) Processing cancellations, when appropriate.  

11) Processing receipts, when appropriate 

12) Conducting ULO …validation 

14) Ensuring appropriate fiscal transactions process correctly.  

15) Managing related reports 

MCO 7300.21B Chapter 2 para 2005 outlines the fund manager’s responsibilities, specifically, regarding fiscal 

requirements resulting from purchasing of materials or services: 

d.  Recording accounting transactions into the accounting system via appropriate business feeder systems 

(e.g. WAWF, PR Builder, etc.) 

e. Ensure requirements/transactions authorized/submitted by RMs, Responsible Officers, etc., are reconciled 

with the accounting system, appropriate business feeder systems, and with source documents on a cyclic 

basis (i.e., DTR) 

g. Identifying and providing information (i.e., source documentation) to the Comptroller regarding UMDs 

and NULOs and “other” exception listings to initiate appropriate corrective action 

h. Conducting Unliquidated Obligations (ULOs) …validations 
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SBR Key Performance Indicators (KPIs) 

Categories of SBR KPIs: 

KPI Grading Methodology 

Along with each iteration of the SBR KPIs comes a scorecard that ‘grades’ the performance metrics.  “When 

everything is a priority, nothing is a priority…" - The following outlines the methodology used to assess the 

point value (grade) for each KPI in order to assist in defining priority/focus of effort in remediation. 

Age Bracket - The age bracket for each KPI is designed with the understanding that inflow is an inevitable result 

of the end to end business process.  The age brackets provide focus of effort on the critically aged transactions 

first, while providing for a commonsense scale to allow for coordination and variables in remediation efforts, 

while adhering as closely as possible to clearance guidelines in references, where they exist. 

Weighted Scale - each age bracket has a point value, based on a 100-point scale. 

Percent of Total - this percent value represents the age bracket's total amount as a percent of the total for the 

KPI. 

Points Awarded - the formula for this equation is Weighted Scale (-) Points Lost.  The Points Awarded are 

summarized for each KPI, in order to produce a grade for the score card.  The grading red/yellow/green scale is 

as follows: 

 

Critically aged threshold - The grading methodology outlined above does not artificially penalize a command 

with an excessively large dollar amount in any metric, given the largest percentage of those transactions are 

within a lower weighted age bracket.  That methodology works well, given due diligence is exerted to remediate 

all critically aged transactions.  However, in the first design of this methodology, if a small percentage of 

transactions remained unresolved, the result could have been that the command's awareness and/or priority of 

effort was impacted; therefore, a change to the methodology was needed, to aide in preventing this scenario.  

Critically aged thresholds have been established, which will result in a zero grade for the KPI if any transaction 

reaches that threshold, indicating immediate remediation required for the transaction/s. 

  

>=90 Green 

80-89 Yellow 

<80 Red 
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9.0 Electronic Commerce Systems Access Controls & Segregation of 

Duties Checklist 

Electronic Commerce Systems Access Controls & Segregation of Duties Checklist 

General Information 
Select 

Yes/No 

Date 

Complete 

1. Is the Supply AIS Administrator (e.g. , UUAM/UAM/Group Access Manager (GAM)) 

appointed in writing by the CO/AO? (MCO 4400.201, Vol 1, Chapter 2, Para 0208, Sub-para 

020802 

Yes No 
 

2. Are User Access Managers (UAM) appointed for GCSS-MC, PR Builder, PIEE-Wide 

Area Workflow (WAWF), Federal Mall (FEDMALL)/Electronic Mall, General Services 

Administration Advantage, and USMC ServMart virtual website (ServMart online)?  

(MCBul 4000) 

Yes No 
 

3. Are required documents (e.g., Appointment Letters, SAAR Forms, Letters for Roles & 

Responsibilities, DD Form 577s, and Training Certificates) maintained on file by the UAM? 

(MCBul 4000) 

Yes No 
 

4. Is the UAM properly assigning system users only those roles and responsibilities 

authorized by their supervisor? (MCBul 4000) 
Yes No 

 

5. Are effective check-in and check-out procedures/controls in place to manage the addition and 

removal of system access as users are joined and detached from the organization? (MCBul 

4000) 

Yes No 
 

6. Within GCSS-MC, are approver groups, resource groups, and sub-inventories within GCSS-
MC assigned appropriately by the UUAM? (UM 4000-125 Part 5, Sec 2, Para 2 & 3 and Sec  3 
Para 1.c) 

Yes No 
 

7. Are Segregation of Duties maintained for all users when utilizing electronic commerce 
systems for the requisitioning/procurement of goods & services? (CMC Message 051526Z 
Dec 18) 

Yes No 
 

 



 

 

 

Enclosure 1 - Responsibility Matrix 

 
 
Responsibility 

 
Typical Marine Corps Billets 

Executing these Responsibilities 
(not all encompassing) 

 
Command 

Slated 
HQMC 

Ordered 

 
Position 

Appointment 
Letter 

Delegation 
of     

Authority 
NAVMC 

Form 
11869 

Appoint- 
ment/Term 

Record – 
Authorized 

Signature (DD 
Form 577) 

 
System 

Requiring 
Access To 

System 
Authoriza- 
tion Access 

Request 
(SAAR) (DD 
Form 2875) 

 

Authorizing 
Directive(s) 

Accountable Commanding Officer, 
Y Y1 N Y1  

 
GCSS-MC, 
DPAS, 
PR Builder, 
TFSMS, PIEE, 
DTS, AMS-
TAC, OIS, 
CMOS, 
FEDMALL, 
GSA, 

  STRATIS,    
 AMS-TAC 

 
 
 
 

 
SAAR 
endorsed by 
appropriate 
authority 

 
 
 
DoD 7000.14- 
R (FMR), DoD 
5000.64, 
DoDM 
4140.01, 
OMB Cir- 
A-123 
MCO 
4400.201 Vol 
1 and 3 

Officer Director, Officer-in-Charge 

Supply Officer, Ac- 
countable Property 
Officer 

Supply Officer, Personal Property 
Manager 

 

N 
 

Y 
 

N 
 

Y 

Fund Holder 
Supply Officer, Fiscal Officer, 

N Y N Y 
Supply Chief, Facilities Manager 

GCPC Card Holder GCPC N Y N Y 
Receipt and Warehouse Chief, 

N Y Y N 
Acceptor Receiving Section 

Fiscal Budget & 
Supply Officer N Y N Y 

Accounting Officer 

Supply Resource 
Supply Officer N Y N Y 

Manager 

 Supply Officer, Purchase Card AO,     

Certifying 
Officer 

travel authorizing officials, centrally 
billed account approving 

N Y N Y 

 officials     

Supply AIS Supply Officer, Group Administra 
N Y N N 

Administrator tor, UUAM, workflow manager 

GCPC Approving 
Supply Officer/Chief N Y N Y 

Official 

 Company Commander, Platoon  

N 
 

Y 
 

Y 
 

N Responsible Officer Commander, Commodity OIC, 
 Section Head 

Responsible Individual Maintenance Section, Platoon Sgt N Y2 N N 

1: When the HQMC command slated Accountable Officer is a Commanding General/Commander (as described in Volume 1, Chapter 2, paragraph 020502 of MCO 4400.201) 

the AO has the authority to appoint the most appropriate officer as the Accountable Officer.  
2: Appointed by the Responsible Officer.  
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Enclosure 2 - Delegation of Authority and DD Form 577 Structures 

The following pages contain DD Form 577 structures to help Supply Officers identify which personnel require a DD Form 577 

and appointment letter or a NAVMC Form 11869. Three basic roles require a DD Form 577: 

 
Supply Officer: Receives, manages, and approves the execution of authorized funds on behalf of the organization to 
accomplish and execute assigned missions. Positions with equivalent responsibilities include APO, Supply Resource 
Manager, and Personal Property Manager (PPM). 

 
Fund Holder: Responsible for approving fiscal obligations against an administrative subdivision of funds or an operating 
target, and for managing the use of such funds. Fund Holder responsibilities are typically inherent to the SupO, APO, PPM, or 
Supply Resource Manager billet. In exceptional cases, ROs who serve as the final authorizing official for the execution of 
allocated funds without the approval of a SupO, APO, or PPM may serve as a Fund Holder. 

  
Government Commercial Purchase Card Program Approving Official: GCPC Approving Officials maintain oversight of 
the GCPC program within their organization, approve the execution of GCPC purchases, and certify GCPC 
statements for payment. 

  



 

 

 

CO/AO 
Approves

- Appointment Letters
- DD Form 577

Chart 1 – Consumer Level Account DD Form  577 & DOA Structure

SupO
- Appointment Letters

- DD Form 577

* Supply Chief
- Appointment Letters

- DD Form 577
- NAVMC Form11869

*** Requisition Clerk
- Appointment Letters

- DD Form 577

Warehouse Chief
- NAVMC Form 11869

Turn in Clerk
- NAVMC Form 11869

Receiving Clerk
- NAVMC Form 

118689

SMU OIC
- See SMU Tab

Maintenance Co.
- See IMA Tab

RIP OIC
- See IMA Tab

** RO
- Appointment Letter

Maintenance Clerk
- NAVMC Form 11869

* In some instances, Supply Chiefs may be required to act in the capacity of the SupO/APO in his/her absence which requires them to have a DD 
Form 577.

** There may be exceptional cases where ROs would act as the final requisition authority requiring them to have a DD Form 577 .  In these instances, 
the RO would have to have a supply structure established to include clerks performing requisitioning, fiscal and receiving functions.

*** In cases where a Requisition Clerk serves as the final authorizing official for the execution of government funds on beha lf of the SupO without 
the SupO s  recorded approval requiring them to have a DD Form 577.
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CO/AO 
Approves

- Appointment Letters
- DD Form 577

Chart 2 – IMA DD Form 577 & DOA Structure

Maintenance Co. 
Commander

- Appointment Letter
- DD Form 577

** Requisition Clerk
- Appointment Letter

- DD Form 577

Receiving
- NAVMC Form 11869

Maintenance  Clerk
- NAVMC Form 11869

Maintenance Control 
Officer (MCO)

Consumer SupO
- See Consumer Level 

Tab

* In some instances, Supply Chiefs may be required to act in the capacity of the SupO/APO in his/her absence which requires them to have a DD 
Form 577.

** There may be exceptional cases where ROs would act as the final requisition authority requiring them to have a DD Form 577 .  In these instances, 
the RO would have to have a supply structure established to include clerks performing requisitioning, fiscal and receiving functions.

*** In cases where a Requisition Clerk serves as the final authorizing official for the execution of government funds on beha lf of the SupO without 
the SupO s  recorded approval requiring them to have a DD Form 577

RIP OIC
- Appointment Letters

- DD Form 577

* Supply Chief
- Appointment Letters

- DD Form 577
- NAVMC Form11869

Warehouse Chief
- NAVMC Form  11869

** Requisition Clerk
- Appointment Letter

- DD Form 577

Receiving/Turn in 
Clerk

- NAVMC Form 11869
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CO/AO 
Approves

- Appointment Letters
- DD Form 577

Chart 3 – SMU DD Form 577 & DOA Structure

Consumer SupO
- See Consumer Level

Tab

Storage
- NAVMC Form 11869

SMU OIC
- Appointment Letter

- DD Form 577

* Fiscal clerks executing dollar value adjustments within the accounting system requires a NAVMC Form 11869. Authority delegated to fiscal 
clerks is limited to adjusting executed documents. This specific authority must be identified in Box 9 of the NAVMC Form 1186 9.
 
** In cases where a Requisition Clerk serves as the final authorizing official for the execution of government funds on behalf of the SupO 
without the SupO s recorded approval requiring them to have a DD Form 577

IIP
- NAVMC Form 11869

Operations
- NAVMC Form 11869

** General Account
- Appointment Letters

- DD Form 577
- NAVMC Form 11869

MAGTF Materiel 
Distribution Center 

(MMDC)
- NAVMC Form 11869

Packing Platoon
- NAVMC Form11869

Deployment Support
- NAVMC Form 11869

Consumer Service 
Section

- NAVMC Form 11869

* Fiscal
- NAVMC Form 11869

Operations/
Inventory Control

- NAVMC Form 11869

** Requisition Clerk
- Appointment Letter

- DD Form 577
- NAVMC Form 11869

TAC Manager
- NAVMC Form 11869

** Requisition Clerk
- Appointment Letter

- DD Form 577
- NAVMC Form 11869

Receiving Clerk
- NAVMC Form 11869

Medium Storage
 - NAVMC Form 11869

Bin Storage
 - NAVMC Form 11869

Bulk Storage
 - NAVMC Form 11869

Rations
- NAVMC Form 11869

Shipping
- NAVMC Form 11869

Receiving/Turn In 
Clerk

 - NAVMC Form 11869

** Requisition Clerk
- Appointment Letter

- DD Form 577
- NAVMC Form 11869

TAC Manager
 - NAVMC Form 11869

Receiving Clerk
- NAVMC Form 11869
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Enclosure 3 - Corrective Action Plan Instructions 
 

The enclosures in the Supply Officer’s Internal Controls Handbook have been designed to be straight forward and to 
assist the Commander and the Supply Officer in improving the command’s audit readiness posture. The Commander and 
the unit’s staff are encouraged to contact ICART (Encl 9) with any questions in completing the checklist or any other 
document within the handbook. 

 
The Supply Officer will complete the documents shown in enclosures 4, 5 and 6, and submit these to the Commander upon 
completion and review of the Audit Readiness Checklist. Completed examples are located in (Encl 7). 

 
The Corrective Action Plan Certification Letter (Encl 4) will be completed by the Supply Officer and submitted to the 
Commanding Officer. This action will ensure that the Commander has knowledge and visibility of the command’s audit readiness 
posture. 

The Supply Officer will develop a CAP Plan of Action and Milestones (Encl 5) if corrective actions are not or cannot be 
completed within 45 days of the self-assessment date. The POA&M will guide corrective action implementation and 
allow the Supply Officer and Commander to monitor audit readiness progress. 
 
The Supply Officer will prepare the Corrective Action Completion Certification Letter (Encl 6) for the Commander’s 
signature once all corrective actions annotated on the POA&M have been completed. The signed Corrective Action 

Completion Certification should be retained on file for future reference. 
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Enclosure 4 - Corrective Action Plan Certification 

Below is an example of the Corrective Action Plan Certification that should be submitted to the Commander, 
or to a higher authority as needed. 
  

 
Corrective Action Plan 

Certification 

1. Applicable Naval Message: 

2. Date of Naval Message: 

3. Unit/DoDAAC: 

4. Deficiency: 

 
4.a. Description of the deficiency: 

 
4.b. Root-cause of the deficiency: 

5. Method of Evaluation (Use a or b. If “a” is selected, indicate source of checklist.) 
a. Checklist  b. Alternative Method: (Describe below) 

  

6. Evaluation conducted by: 
a. Name (Last, First) b. Date of evaluation: 

7. Remarks: (Continue on reverse side or additional sheets) 

 
7.a. Alternative risk mitigation strategies considered (including the most cost-effective solution): 

 
7.b. Resources required for corrective action: 

 
7.c. Impediments that can adversely affect corrective action progress: 

 
7.d. Additional remarks: 

8. CERTIFICATION 

I certify that the attached corrective action plan has been reviewed and approved, and will be implemented 
to resolve the deficiencies noted above. I also certify that internal reviews are in place to monitor these 
implementation efforts. This 
certification statement, corrective action plan and any supporting documentation will be retained on file 
subject to audit/inspection until implementation of corrective actions has been verified. 
a. Commanding Officer/Accountable Officer b. Date certified 
(1) Name and title 

(2) Signature 
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Enclosure 5 - Corrective Action Plan of Action and Milestones 
Below is the Corrective Action Plan of Action and Milestones (POA&M) that should be submitted to the Commander, 

or to a higher authority as needed. 

 

 

 

 

 

 

Detailed Corrective Action Plan Timeline: 

 

Completed milestones: 

 
Date Description of actions completed 

  

  

  

  

  

  

  

 
Planned milestones: 

 
Date Description of actions planned 

  

  

  

  

  

  

  

 
Point of Contact: 

 
 

Approver: 

 
 

Unit/DoDAAC:  
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Enclosure 6 - Corrective Action Completion Certification 

Below is the Corrective Action Completion Certification that should be submitted to the Commander, 

or to a higher authority as needed, upon completion of your Command’s Corrective Action Plan.  

  

 

Corrective Action Completion 
Certification 

1. Applicable Naval Message: 

2. Date of Naval Message: 

3. Unit/DoDAAC: 

4. Deficiency: 

 
4.a. Description of the deficiency: 

 
4.b. Root-cause of the deficiency: 

5. Method of Evaluation (Use a or b. If “a” is selected, indicate source of checklist.) 

a. Checklist  b. Alternative Method: (Describe below) 

  

6. Evaluation conducted by: 

a. Name (Last, First) b. Date of evaluation: 

7. Remarks: (Continue on reverse side or additional sheets) 

 
7.a. Brief summary of corrective action performed: (including resolution to the root-cause of the deficiency) 

 
7.b. Additional remarks: 

8. CERTIFICATION 

I certify that corrective action has been completed to resolve the deficiencies noted above. I also certify that the key 
management controls of this function have been evaluated and are in place and operating effectively. The corrective 
actions taken are described above and supporting documents are attached. This certification statement and any 
supporting documentation will be retained on file subject to audit/inspection until superseded by a subsequent 
management control evaluation. 
a. Commanding Officer/Accountable Officer b. Date certified 
(1) Name and title 

(2) Signature 
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Enclosure 7 - Completed Corrective Action Form Examples 

Below is an example of a completed Corrective Action Plan Certification. 

  

 

Corrective Action Plan 
Certification 

1. Applicable Naval Message: 

DTG 131934Z 

2. Date of Naval Message: 
December 2013 

3. Unit/DoDAAC: 
USMC-M00016 

4. Deficiency We are unable to positively locate 14 of 15 items on the Y14 CMR. They were 
recreated in 2010 prior to GCSS-MC cutover. 

5. Method of Evaluation (Use a or b. If “a” is selected, indicate source of checklist.) 

a. Checklist  b. Alternative Method: (Describe below) 

 
Record’s causative research. 

6. Evaluation conducted by: 

a. Name (Last, First) 

MARINE, I AM 

b. Date of evaluation: 

20 February 2014 

7. Remarks: (Continue on reverse side or additional sheets) 

      The proper corrective action is to induct fourteen (14) D9Z transactions for the M00016 Y14 CMR to 
reflect the proper number of items on hand. This transaction will have to be approved by the Accountable 

Officer for our DoDAAC who is currently in Japan. Per MCO 4400.201, all MVGL transactions are to be 

approved by the CO or acting CO. In the absence of the AO, these transactions will need to be executed 

upon her return on or about 1 March 2014. 
 

8. CERTIFICATION 

  I certify that the attached CAP has been reviewed and approved, and will be implemented to resolve the 

deficiencies noted above. In addition, internal reviews are in place to monitor its implementation. This 

certification statement, CAP and any supporting documentation will be retained on file subject to 

audit/inspection until implementation of corrective actions have been verified. 

a. Commanding Officer/Accountable Officer b. Date certified 

3 March 2014 
(1) Name and title 

John Doe, by direction 

(2) Signature 
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Example: Completed Corrective Action Plan of Action and Milestones Form 

 

 

 

 

Detailed Corrective Action Plan Timeline: 

 

Completed milestones: 

 

Date Description of actions completed 

2014 Mar 1 Causative research conducted.  Issuing DD 1348-1A unavailable 

 Due to the file retention period for 14 out of the 15 

 Items on the CMR and transactions being processed in calendar  

 Year 2010.  The additional item is part of a Float Block from  

 2010. 

 
Planned milestones: 

 

Date Description of actions planned 

2014 Mar 28 Create adjustment records to remove unidentifiable items. 

2014 Apr 06 Receive CO determination of adjustment letter. 

2014 Apr 07 If no investigation inducted, keypunch D9Z transactions. 

2014 Apr 09 If no investigation present MVGL Notices for CO signature. 

  

  

  

 
 Point of Contact:  I AM MARINE 

 Approver:  John Doe  

 Unit/DoDAAC:  USMC-M00016 
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Example: Corrective Action Completion Certification 

  

 

Corrective Action Completion 
Certification 

1. Applicable Naval Message DTG: 

DTG 131934Z 

2. Date of Naval Message: 
December 2013 

3. Unit/DoDAAC:  USMC-M00016 

4. Deficiency: We couldn’t locate 14 of 15 items on the Y14 CMR. 

5. Method of Evaluation (Use a or b. If “a” is selected, indicate source of checklist.) 

a. Checklist  b. Alternative Method: (Describe below) 

 
Record’s causative research. 

6. Evaluation conducted by: 

a. Name (Last, First) 

FIGHT, FIRST 

b. Date of evaluation: 

28 Apr 2014 

7. Remarks: (Continue on reverse side or additional sheets) 

Please see next page for comments.  

8. CERTIFICATION 

I certify that corrective action has been completed to resolve the deficiencies noted above. I also 
certify that the key management controls of this function have been evaluated and are in place 
and operating effectively. The corrective actions taken are described above and supporting 
documents are attached. This certification statement and any supporting documentation will be 
retained on file subject to audit/inspection until superseded by a subsequent management control 
evaluation. 
a. Commanding Officer/Accountable Officer b. Date certified 

 
29 Apr 2014 

(1) Name and title 
Doe, Jane

 

(2) Signature 
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Enclosure 8 - References 

Reference 
 

Link 

DLM 4000.25 Defense Logistics Management Standards (DLMS) https://www.dla.mil/HQ/InformationOperations/
DLMS/eLibrary/Manuals/publications/dlm/dlm_
pubs/ 

DoD 
FMR 
7000.14-R 

DoD Financial Management Regulation https://comptroller.defense.gov/fmr.aspx 

DoDI 5000.64 Accountability and Management of 
DoD Equipment and Other Accountable 
Property 

https://www.esd.whs.mil/Portals/54/Documents/
DD/issuances/dodi/500064p.pdf?ver=2019-06-
10-100933-460 

DoDI 5010.40 Managers’ Internal Control Program Procedures https://www.esd.whs.mil/Portals/54/Documents/
DD/issuances/dodi/501040p.pdf 

DoD 4140.01 DoD Supply Chain Materiel 
Management Policy 

https://www.esd.whs.mil/Portals/54/Documents/
DD/issuances/dodi/414001p.pdf?ver=2019-03-
06-083517-007 

FIAR Guidance Financial Improvement and Audit Readiness 
Guidance 

https://comptroller.defense.gov/Portals/45/documents/f
iar/FIAR_Guidance.pdf 

MCO 4400.150 Consumer Level Supply Policy https://www.marines.mil/Portals/1/Publicatio
ns/MCO%204400.150.pdf 

MCO 4400.16H Uniform Materiel Movement and Issue 
Priority System 

https://www.marines.mil/Portals/1/Publications/
MCO%204400.16H.pdf?ver... 

MCO 4400.201 Management of Property in the Possession of 
the Marine Corps 

https://www.marines.mil/News/Publications/M
CPEL/Electronic-Library-
Display/Article/900715/mco-4400201-
volumes-1-17/ 

MCO 5200.24E Marine Corps Managers' Internal Control 
(MCMIC) Program 

https://www.hqmc.marines.mil/Portals/137/Docs/
AR%20Fiscal/MCO%205200.24E_MCMIC%20
Program.pdf5200.24E 

MCO 7300.21B Marine Corps Financial Management Standard 
Operating Procedure Manual 

https://www.marines.mil/Portals/1/MCO_7300.2
1B_Final_Signed.pdf 

MCO 
4400.151B 

Intermediate-Level Supply Management Policy 
Manual 

https://www.marines.mil/News/Publications/
MCPEL/Electronic-Library-
Display/Article/899368/mco-p4400151b-
wch-1-2/ 

OMB A-123 Management's Responsibility for Enterprise Risk 

Management and Internal Control 
https://www.whitehouse.gov/sites/whitehouse.go
v/files/omb/memoranda/2016/m-16-17.pdf 

  

https://comptroller.defense.gov/fmr.aspx
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Enclosure 9 - ICART Points of Contact 

Billet Name Phone    Email 

Head Mr. Samuel Perez 703-604-6283 samuel.perez1@usmc.mil 

Deputy Mr. Gregory Walker 703-604-6286 gregory.s.walker1@usmc.mil 

Audit Response 

Remediation Lead 
Mr. James Maynor 703-604-0111 james.r.maynor@usmc.mil  

Operations Officer Mr. Neil Badrinarain 703-604-0111  devindra.badrinarain.ctr@usmc.mil  

Audit Lead Mr. Joseph Nave 843-343-6366 joseph.d.nave.ctr@usmc.mil 

ICART Operations Points of Contact 
Billet Name Phone Email 

Operations Officer Mr. Neil Badrinarain 703-604-0111 devindra.badrinarain.ctr@usmc.mil  

ICART Ops Mr. Jimmie Cuevas 703-604-0111 jimmie.cuevas.ctr@usmc.mil  

 

Enclosure 10 - FSMAO Points of Contact 

Billet Phone Email 

HQMC 

FSMAO Coordinator 571-567-7119 brady.wentlandt@usmc.mil  

FSMAO East 

OIC 910-450-1201 george.camia@usmc.mil  

AOIC 910-450-1207 robert.e.roberts2@usmc.mil  

Operations Officer 910-450-0384 william.kohl@usmc.mil  

FSMAO West 

OIC 760-763-9878 cameron.fitzsimmons@usmc.mil  

AOIC 760-763-9878 christopher.mcquade@usmc.mil  

Operations Officer 760-763-9876 michael.naputi@usmc.mil  

FSMAO Western Pacific (WEST-PAC) 

OIC DSN 315-645-7262 warren.leong@usmc.mil  

AOIC DSN 315-645-0154 everett.ledman@usmc.mil  

Operations Officer DSN 315-645-0154 everett.ledman@usmc.mil  

 

mailto:samuel.perez1@usmc.mil
mailto:gregory.s.walker1@usmc.mil
mailto:james.r.maynor@usmc.mil
mailto:devindra.badrinarain.ctr@usmc.mil
mailto:joseph.d.nave.ctr@usmc.mil
mailto:devindra.badrinarain.ctr@usmc.mil
mailto:jimmie.cuevas.ctr@usmc.mil
mailto:brady.wentlandt@usmc.mil
mailto:george.camia@usmc.mil
mailto:robert.e.roberts2@usmc.mil
mailto:william.kohl@usmc.mil
mailto:cameron.fitzsimmons@usmc.mil
mailto:christopher.mcquade@usmc.mil
mailto:michael.naputi@usmc.mil
mailto:warren.leong@usmc.mil
mailto:everett.ledman@usmc.mil
mailto:everett.ledman@usmc.mil
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Enclosure 11 - Sustainment, Education and Training Links 

Course Category Link 

PR Builder Computer Based Training 
(CBT) 

Procurement https://www.prbuilder.usmc.mil/  

Fiscal Law Fiscal https://fmonline.ousdc.osd.mil/FMmyLearn/CourseDetails.as
px?id=10756 

Budget Execution Fiscal https://fmonline.ousdc.osd.mil/FMmyLearn/CourseDetails.as
px?id=3191 

Foundations of Government Property 
(Continuous Learning Module 
(CLM039) Course 

Property 
Control 

https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx 

Fiscal and Physical Accountability 
and Management of DoD Equipment 
(CLM047) Course 

Property 
Control 

https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx 

Proper Financial Accounting 
Treatment for Military Equipment 
(PFAT4ME) (CLM040) Course 

Property 
Control 

https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx 

Audit Readiness Requirements for 
DoD Equipment (CLM048) Online 
Course 

Property 
Control 

https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx 

Physical Inventories (CLM037) Course Property 
Control 

https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx 

  

http://www.prbuilder.usmc.mil/
http://www.prbuilder.usmc.mil/
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Enclosure 12 - Audit Support Handbook (ME & OM&S)-KSD 
Background and Purpose ...................................................................................................................................... 75 

12.1 Standard Form (SF) 26: Award/Contract ................................................................................................. 76 

12.2  Contracting Officer Appointment/ Warrant Eligibility Transfer/ Termination Request ................................ 78 

12.3  DD Form 448: Military Interdepartmental Purchase Request (MIPR) ..................................................... 83 

12.4 DD Form 448-2: Acceptance of Military Interdepartmental Purchase Request (MIPR) ........................ 85 

12.5  SF1103: U.S. Government Bill of Lading (GBL) ................................................................................... 87 

12.6  DD Form 250: Material Inspection and Receiving Report (MIRR) ......................................................... 91 

12.7  DD Form 1348-1A: Issue Release/Receipt Document ............................................................................ 94 

12.8  DD Form 1149: Requisition and Invoice/ Shipping Document ............................................................... 97 
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12.17 Annual Physical Inventory Results Spreadsheet (Gains and losses)..................................................... 126 
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12.23 Army TEAMS Vehicle Birth Certificate .............................................................................................. 140 
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Background and Purpose 

BACKGROUND 

In October 2011, the Secretary of Defense (SecDef) issued a memorandum directing the military departments to achieve full 
audit readiness for all Department of Defense (DoD) financial statements by 2017. He explained that certain elements were 
necessary in meeting this goal which included: a detailed plan, sufficient resources to execute the plan, and senior leaders’ 
awareness, support and sponsorship. In addition, he stressed the corporate value of financial auditability: “strengthening 
controls over our business processes [will increase] the accuracy of financial data which enables informed business 
decisions.” 

The Marine Corps is taking steps to ensure its information is timely, accurate, and relevant and consistently auditable. To 
achieve this, the Marine Corps has created a Financial Improvement Plan (FIP) to reach audit readiness. Its FIP aligns with the 
Office of the Under Secretary of Defense (Comptroller) (OUSD(C))’s Financial Improvement and Audit Readiness (FIAR) 
Plan to improve financial management, prioritize improvement activities, strengthen internal controls, and ultimately 
achieve auditability. 

In November of 2019, the Commandant of the Marine Corps published White Letter 02-19, “Full Support to Marine 
Corps Financial Statement Audit”, directing leaders at all levels to support the financial statement audit.  One of his listed 
objectives was to ensure all relevant documents are provided by established deadlines in pursuit of a clean audit opinion.   

Each phase of the asset life cycle must be supported by appropriate key supporting documentation to support management’s 
assertions. 
 

Procurement, Receipt and Acceptance 
Contracts, invoices, and receiving reports (i.e., DD Form 250s, DD Form 1348s, DD Form 1149s) support an organization’s 
rights and obligations to an asset as well as acquisition costs (valuation) in the procurement, receipt, and acceptance phase. 

Continual Management 

Periodic physical inventory counts along with inventory count sheets support the Existence and Completeness (E&C) of assets 
during the Continual Management phase. 
 

Issuance, Transfers and Disposals 

During the Issuances and Transfers and Disposal phase documents such as the DD Form 250, DD Form 1348, and DD Form 
1149 support that assets were appropriately removed from the Accountable Property System of Record. 

PURPOSE 

This handbook is intended to improve awareness on audit readiness among the Marine Corps’ organizational units and 
activities, while providing specific information on Military Equipment (ME) and Operating Materials & Supplies 
(OM&S) Key Supporting Documentation. These documents support the internal control requirements of OMB A-123 and 
financial reporting objectives of OMB A-136 Revised. 

The handbook is a tool for the Marine Corps’ organizational units and activities to evaluate KSD to ensure key 
attributes are recorded on the supporting documentation. In addition, its use will help ensure necessary procedures are 
performed through all phases of the ME and OM&S life cycle (i.e., contract award, receipt, acceptance, maintenance, 
transfer, disposal), in order to strengthen internal controls around ME and OM&S accountability. As the Marine Corps’ ME 
and OM&S business processes improve and discovery efforts are completed across the organization, additional KSD 
supporting management’s assertions and financial reporting objectives will be included in this handbook. 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

Please refer to Appendix A-KSD Completion Instructions, regarding completion of the KSD, 
(Enclosure 12- Key Supporting Documentation) 

12.1 Standard Form (SF) 26: Award/Contract 

1. KSD: SF 26: Award/Contract Yes No N/A Comments 

Are the following fields recorded on the Award/Contract 

(SF 26)? 

    

A1.  Contract No. 

(Does this Contract No. agree with the Contract No. listed on 

the Government Bill of Lading (GBL) and/or DD Form 

250?) 

    

B1. Effective Date      

C1. Requisition/Purchase Request/Project No.     

D1. Issued By      

E1. Name and Address of Contractor/(vendor)      

F1.   Accounting and Appropriation Data      

G1. Item No, Supplies/Services (description), Quantity, 

Unit, Unit Price, Amount, and Total Amount of Contract ($)  

    

H1. Name and Title of Signer, Name of Contractor, and Date 

Signed (contractor’s/vendor’s representative) 

    

I1. Name of Contracting Officer, Signature of Contracting 

Officer, and Date Signed 

(Does the KO have a valid warrant?)  

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: SF 26: Award/Contract 

 

 

 

   

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

         

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 
 

  

A1 

D1 

C1 B1 

E1 

G1 

F1 

H1 I 1 

G1 G1 G1 G1 G1 

G1 

H1 
H1 I 1 

I 1 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.2 Contracting  Officer Appointment/Warrant Eligibility Transfer/Termination 

Request 

2. KSD: Contracting Officer (KO) Appointment/ 

Warrant Eligibility Transfer/Termination Request 

Yes No N/A Comments 

Are the following fields recorded on the Contracting Officer 

(KO) Appointment/Warrant Eligibility Transfer/Termination 

Request? 

    

A2. To (Appointing Authority)     

B2. From (Candidate’s/(KO’s) Immediate Supervisor)      

Section A: Type Designation Requested     

C2. (Are all appropriate fields marked?)     

Section B: Identification and Personal Data     

D2. Candidate/(KO) Name, Rank or Grade, Current Job 

Title   

    

Section G: Formal Education     

E2. Date, Candidate’s (KO) Printed Name, Candidate’s 

Signature  

    

Section H: Justification for Warrant     

F2. Requesting Official(s):  

Date, Typed Name, Rank, Title, and Signature 

(to include approving/reviewing officials) 

    

G2. Appointing Official:   

Date, Typed Name, Rank, Title, and Signature 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Contracting Officer Appointment/ Warrant Eligibility Transfer/ Termination Request 

page 1 

  

B2 A2 

D2 

C2  

D2 

D2 
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Example: Contracting Officer Appointment/ Warrant Eligibility Transfer/ Termination Request 

page 2

E2 E2 E2 
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Example: Contracting Officer Appointment/ Warrant Eligibility Transfer/ Termination Request 

page 3 

  

F2 

G2 

F2 F2 

F2 

F2 

F2 

F2 

F2 

F2 

G2 G2 
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Example: Contracting Officer Appointment/ Warrant Eligibility Transfer/ Termination Request 

Page 4 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.3 DD Form 448: Military Interdepartmental Purchase Request (MIPR) 

3. KSD: DD Form 448: Military Interdepartmental 

Purchase Request (MIPR) 

Yes No N/A Comments 

Are the following fields recorded on the Military 

Interdepartmental Purchase Request (DD Form 448)? 

    

A3. Date Prepared      

B3. MIPR Number      

C3.  To   

 (i.e., requesting agency name, address, and phone #)  

    

D3.  From  

 (i.e., originating agency name, address, and phone #) 

    

E3. Item No., Description, (NSN, nomenclature, specification 

and/or drawing number), Qty, Unit, Estimated Unit Price, 

Estimated Total Price ($), and Grand Total ($)  

    

F3. Paying Office Department of Defense Activity 

Address Directory (DoDAAD) 

    

G3. Authorizing Officer (type name and title), Signature, and 

Date  

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: DD Form 448: Military Interdepartmental Purchase Request (MIPR) 

 

  

B3 A3 

C3 D3 

F3 

G3 

E3 
 

E3 E3 E3 E3 E3 

G3 G3 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.4 DD Form 448-2: Acceptance of Military Interdepartmental Purchase Request 

(MIPR) 

4. KSD: DD Form 448-2: Acceptance of Military 

Interdepartmental Purchase Request (MIPR) 

Yes No N/A Comments 

Are the following fields recorded on the Acceptance of 

MIRR (DD Form 448-2)? 

    

A4. To (Requiring Activity Address)     

B4. MIPR Number      

C4. Date (MIPR Signature & Date)     

D4. Amount (As Listed on the MIPR)     

E4. Item No, Quantity, Estimated Price, Total Estimated 

Price, and Anticipated Date of Obligation Category II 

Items 

    

F4. Item No, Quantity, Estimated Price, Total Estimated 

Price, and Grand Total Estimated Price of All Items 

    

G4. Accepting Activity (Complete Address)     

H4. Typed Name and Title of AO, Signature, and Date      

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: DD Form 448-2: Acceptance of Military Interdepartmental Purchase Request (MIPR) 

 

 

  

B4 

A4 

C4 D4 

G4 H4 

E4 F4 

 

E4 E4 F4 F4 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.5 SF 1103: U.S. Government Bill of Lading (GBL) 

5. KSD: SF 1103: U.S. Government Bill of Lading 

(GBL) 

Yes No N/A Comments 

Are the following fields recorded on the U.S. 

Government Bill of Lading (SF 1103)? 

    

A5. B/L Number  

(Does this B/L Number agree with the Bill of Lading 

Number on the DD Form 250 and/or DD Form 1149?) 

    

B5.  Date B/L Prepared      

C5.  Destination Name and Address   

 (i.e., USMC name, address)  

    

D5.  Origin Name and Address   

(i.e., contractor/vendor name, address) 

    

E5.  Agency Location Code       

F5. Packages No./Kind and Description of Articles      

G5. Carrier Way/Freight Bill No. and Date 

(Are the shipper’s initials recorded on the GBL SF 1103?) 

    

H5. Carrier’s Pickup Date (year, month, day)     

I5. Seal Numbers      

J5. Issuing Office (Name and complete address)      

K5.  Issuing Officer     

L5. Contract/Purchase Order No. 

 (Does this Contract/Purchase Order No.  agree with the 

contract number listed on the Contract SF 26?) 

    

M5. Dated  

(Does this Date agree with the date listed on the Contract 

SF 26?) 

    

N5. Freight on Board (FOB) point of contact      
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SF 1103: U.S. Government Bill of Lading (GBL) Checklist…..continued 

 

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: SF 1103: U.S. Government Bill of Lading (GBL) 

page 1 

 
 
 

 

 

   

 
 
 
 

 
 
 
 
 
 
 

 

    

 
 
 
 
 
 

 
 
 
 
 
 
 

 

 
 
 
 

 
 
 
 

    

  

B5 

A5 

C5 D5 

E5 

F5 

G5 

M5 

 I5 H5 

J5 

K5 

L5 

N5 

F5 F5 
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Example: SF 1103: U.S. Government Bill of Lading (GBL) 

page 2 

  



Enclosure (12) 

DD Form 250 

91 

United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.6 DD Form 250: Material Inspection and Receiving Report (MIRR) 

6. KSD: DD Form 250: Material Inspection and 

Receiving Report (MIRR) 

Yes No N/A Comments 

Are the following fields recorded on the Material 

Inspection and Receiving Report (DD Form 250)?  

    

A6. Contract No. 

(Does this Contract No. agree with the Contract No. listed 

on the SF 26) 

    

B6.  Invoice No./Date      

C6.  Date Shipped      

D6. BL  

(Does this BL No. agree with the BL No. on the GBL SF 

1103?) 

    

E6. TCN (Tracking Control Number)     

F6.  Prime Contractor  

(Name, Address, and Code)  

    

G6.  Administered By 

(Name, Address, and Code)  

    

H6.  Shipped From (if other than Prime Contractor/(vendor) ) 

(Name, Address, Code, and FOB)  

    

I6. Shipped To 

(Name, Address, and Code)  

    

J6. Item No.      

K6. Stock/Part No. (NSN)      

L6. Description     

M6. Quantity Ship/Rec’d      

N6. Unit      

O6. Unit Price      
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DD Form 250: Material Inspection and Receiving Report (MIRR)…..continued 

6. KSD: DD Form 250: Material Inspection and 

Receiving Report (MIRR) 

Yes No N/A Comments 

Are the following fields recorded on the Material 

Inspection and Receiving Report (DD Form 250)? 

    

P6. Amount ($)      

Q6.  Contract Quality Assurance (CQA) “Origin”      

R6. CQA “Origin” Authorized Government Representative 

Name, Title, Mailing Address, Commercial Telephone 

Number, Signature, and Date  

    

S6. Contract Quality Assurance “Destination”      

T6. CQA “Destination” Authorized Government 

Representative Name, Title, Mailing Address, Commercial 

Telephone Number, Signature, and Date Received (recorded) 

    

U6. CQA “Receiver’s Use” Authorized Government 

Representative Name, Title, Mailing Address, 

Commercial Telephone Number, Signature, and Date 

Received  

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: DD Form 250: Material Inspection and Receiving Report (MIRR)

  

B6 
A6 

C6 

D6 

E6 

F6 
G6 

M6 

I6 

H6 

J6 K6 L6 O6 N6 P6 

R6 

Q6 S6 

T6 

U6 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.7 DD Form 1348-1A: Issue Release/Receipt Document 

7. KSD: DD Form 1348-1A: Issue Release/Receipt 

Document 

Yes No N/A Comments 

Are the following fields recorded on the Issue 

Release/Receipt Document (DD Form 1348-1A)? 

    

A7.  Document Identifier      

B7.  Unit of Issue (UI)      

C7.  Quantity Released      

D7. Condition Code of the item(s) received     

E7.  Unit Price      

F7.  Total Price      

G7. Shipped From  

(Name  and Address) 

    

H7.  Shipped To     

(Name  and Address) 

    

I7.  Document Date      

J7.  Quantity Received      

K7.  Item Nomenclature (Description)      

L7. Received By (Name/Signature) and Date Received     

M7. Routing Identifier Code (RIC), Unit of Issue (UI), 

Quantity, Condition Code, Distribution, and Unit Price (UP)  

    

N7.  NSN     

O7.  Document Number       

P7.   Unique Item Identification (UII)  

(If applicable) 

    

Q7. Contract Number  

(If applicable) 
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DD Form 1348-1A: Issue Release/Receipt Document…..continued 

7. KSD: DD Form 1348-1A: Issue Release/Receipt 

Document 

Yes No N/A Comments 

Are the following fields recorded on the Issue 

Release/Receipt Document (DD Form 1348-1A)?? 

    

R7. Order Number  

(If applicable) 

    

S7.   Contract Line Item Number (CLIN)  

(If applicable) 

    

T7.   Have the serial numbers been added? 

(If applicable) 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: DD Form 1348-1A: Issue Release/Receipt Document 

 

 

 

 

  

A7 B7 C7 D7 E7 F7 

G7 H7 

I7 

J7 

K7 

L7 

M7 

L7 

N7 

O7 

P7 

Q7 

R7 

S7 

T7 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.8 DD Form 1149: Requisition and Invoice/Shipping Document 

8. KSD: DD Form 1149: Requisition and Invoice/ 

Shipping Document 

Yes No N/A Comments 

Are the following fields recorded on the Requisition and 

Invoice/Shipping Document (DD Form 1149)? 

    

A8.  From / To / Ship To-Marked For     

B8.   Requisition Date  

( Does the Date on the DD Form 1149 agree  with the 

contract Requisition Date?) 

    

C8.  Requisition Number 

(Does this Requisition Number agree with the contract 

Requisition Number? 

    

D8.  Authority or Purpose      

E8. Signature     

F8.  Voucher Number & Date     

G8.  Date Shipped 

(Does this Date Shipped correspond with the contract 

terms and conditions?) 

    

H8.  Bill of Lading Number 

(Does this BL Number correspond to the contract 

information?) 

    

I8.  Appropriation Data with the correct LOA, FIP, and 

Amount  

    

J8.  Item No., Federal Stock Number/NSN, Description, and 

Coding of Materiel and/or Services 

    

K8. Unit of Issue, Quantity Requested, Unit Price, and 

Total Cost, per contract requirements? 

    

L8. Total Containers, Description, Date, Sheet Total, 

Grand Total, and Receiver’s Voucher No.  (Do these 

correspond to the contract terms and conditions?) 
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DD Form 1149: Requisition and Invoice/Shipping Document…..continued 

 

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: DD Form 1149: Requisition and Invoice/Shipping Document 

page 1 

  

B8 

H8 

C8 

D8 

E8 F8 

G8 

A8 

I8 

J8 K8 

L8 

K8 K8 K8 J8 

L8 

L8 
L8 

L8 

L8 

L8 
L8 

A8 

A8 



Enclosure (12) 

DD Form 1149 

100 

Example: DD Form 1149C: Requisition and Invoice/Shipping Document 

page 2 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.9 Mechanized Allowance List (MAL) 

9. KSD: Mechanized Allowance List (MAL) Yes No N/A Comments 

Are the following fields recorded on the GCSS-MC 

Mechanized Allowance List?  

    

A9. TAMCN and Item Description of all Table of Equipment 

(T/E) assets  

    

B9.  Proper Activity Address Code (AAC)      

C9. Unit Identifier Code (UIC)  

(Does this UIC match the organization’s UIC?) 

    

D9. NSN (National Item Identification Number (NIIN)) for 

each TAMCN item  

(Does this NSN (NIIN) agree with  the  NSN (NIIN) 

recorded on the supporting document?) 

    

E9. Unit Price     

F9. NIIN     

G9. Unit Table of Equipment Requirement (T/E RQMT) for 

all TAMCN items  

    

H9. SP Allow     

I9.  Command Adjustments  

(Are these supported by KSD?) 

    

J9. Total Requirement 

(Does this quantity agree with the “T/E RQMT” quantity 

plus/ minus adjustments?) 

    

K9.  Over (+)/Short (-) 

(Does this correctly represent the status of each TAMCN 

item?) 
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Mechanized Allowance List (MAL)…..continued 

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Mechanized Allowance List (MAL) 

 

  

C9 D9 E9 A9 K9 H9 J9 I9 G9 F9 B9 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.10 Consolidated Memorandum Receipt (CMR) 

10. KSD: Consolidated Memorandum Receipt 

(CMR) 

Yes No N/A Comments 

Are the following fields recorded on the GCSS-MC 

Consolidated Memorandum Receipt? 

    

A10. Date      

B10.  AAC  

(Does this AAC agree with unit’s AAC?) 

    

C10. Transportation Account Code (TAC)-2 Location      

D10. AO, RO, and Subordinate Unit Code     

E10.  TAMCN      

F10.  Total On-Hand (TAMCN)  

(Does this “Total On-Hand” (TAMCN) on the CMR 

agree with the Total On-Hand recorded on the CMR for this 

location? 

    

G10. Total Price (TAMCN)  

(Does this “Total Price” (TAMCN) on the CMR agree with 

the Extended Price recorded on the CMR?) 

    

H10.  NSN and Nomenclature 

(Does the “NSN” and “Nomenclature” on the CMR agree 

with the item’s NSN and Nomenclature?) 

    

I10. NSN Total On-Hand 

(Does this “NSN Total On-Hand” on the CMR agree with 

the NSN Total On-Hand at the location?) 

    

J10. NSN Total Price and Unit Price  

Does the CMR clearly represent the item’s unit price and the 

NSN’s total price? 
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Consolidated Memorandum Receipt (CMR)…..continued 

10. KSD: Consolidated Memorandum Receipt 

(CMR) 

Yes No N/A Comments 

Are the following fields recorded on the GCSS-MC 

Consolidated Memorandum Receipt? 

    

K10. Serial Numbers Found at  

(Does the “Serial Numbers Found at” on the CMR agree 

with the serial numbers found at this location? 

    

L10. Is the “Total On-Hand at this Location” and the 

“Extended Price” correct? 

    

N10.  Is the CMR signed by the RO on the last page and is the 

signature legible? 

    

M10.  Is the CMR initialed by the RO on each page (in the 

bottom right hand corner)? 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Consolidated Memorandum Receipt (CMR) 

  

NOROF Commander, LtCol John M. 

B10 

A10 

C10 

D10 

E10 

F10 G10 

I10 

H10 

J10 

K10 

L10 

D10 

I certify that the property as listed within this CMR is on hand and assume responsibility for the quantities shown. 

 

 

___________________________________ 
VILLALOBOSHERNANDEZ, CWO2, JESUS A 

Last page has 

space for final 
signature 

M10 

N10 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.11 Responsible Officer (RO)/Property Custodian Appointment Letter 

11. KSD: Responsible Officer (RO)/Property 

Custodian Appointment Letter  

Yes No N/A Comments 

A11.  Does the Appointment Letter identify the USMC 

unit/activity? 

    

B11.  Is the Date recorded      

C11.  Does the “From” field identify the AO/CO for the 

unit/activity? 

    

D11.  Does the “To” field identify the RO for the unit/ 

activity? 

    

E11.  Does the “Subject” field clearly state the 

appointment/assignment of the RO and the unit/activity?  

    

F11.  Does the Appointment Letter clearly identify the RO’s 

duties and responsibilities? 

    

G11.  Is the AO’s/CO’s Signature recorded on the 

Appointment Letter?  

    

H11. If the RO will act as the final requisition authority,  

does  the Appointment Letter include a DD Form 577 as an  

enclosure? 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Responsible Officer (RO)/Property Custodian Appointment Letter 

page 1 

 
 

MANAGEMENT OF PROPERTY IN THE POSSESSION OF THE MARINE CORPS 

Volume 3, Appendix B MCO 4400.201-V-3 

13 JUN 2016 

APPENDIX B 

 

RESPONSIBLE OFFICER / PROPERTY CUSTODIAN APPOINTMENT LETTER 

FORMAT 
 

Below is an example format of the Responsible Officer appointment letter and COs have the 

discretion to modify accordingly; however, the content of the example is the minimum 

requirements that will be used in all appointments. 
 

4400 

(code) 

(Date) 
 

From: Commanding Officer 

To: (Rank First Name MI. Last Name) 

Subj: APPOINTMENT AS RESPONSIBLE OFFICER / PROPERTY CUSTODIAN 

Ref: (a) DoD 7000.14-R 

(b) MCO 4400.201 Volume 3 

 

Encl: (1) Consolidated Memorandum Receipt 

 

1. Per the references, you are appointed as the Responsible Officer/Property Custodian for (add 

unit name), Department of Defense Activity Address Code (DoDAAC)/Unit Identification 

Code (UIC)/ Consolidated Memorandum Receipt (CMR)/ Custodian Asset Report (CAR) 

account: (add DoDAAC)/(add UIC)/(add CMR/CAR account)). You are directed to comply with 

the references and other applicable directions in the performance of your duties and 

responsibilities. 
 

2. You will receive allocated funds in the Standard Accounting Budgeting and Reporting 

System (SABRS) under Work Center Identification (WCI): (enter applicable WCI), Budget 

Execution Activity (BEA): (enter applicable BEA(s)), Budget Execution Sub-Activity 

(BESA): (enter applicable BESA(s)) as a resource to accomplish and execute your mission. 
 

3. Prior to your acceptance of this account, but no later than (enter date), you must complete 

an inventory of all assigned equipment and return the CMR/CAR with the results of your 

inventory to me via the Supply Officer/Accountable Property Officer (APO). You must 

reconcile with the Supply Officer prior to the deadline and report the status of your account 

through endorsement of this letter. Your endorsement will be your formal acceptance of the 

CMR/CAR account, with or without identified discrepancies. 
 

4. As indicated in the references, your responsibilities include: 

 

a. Assume responsibility for resources (financial and property) assigned to you for 

mission accomplishment. These resources are issued from the supply office in the performance 

your regular duties and will be properly accounted for within your span of control. 

 

 

 

B-2 
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a. Receipt for all equipment on-hand, ensuring the CMR/CAR identifies equipment by 

Marine Corps or manufacturer’s serial number, when applicable, and ensure parent-

child relationships are maintained within the Installed Base. 

 

b. Maintain assigned equipment in a ready-for-use and serviceable condition in accordance with 

the applicable equipment’s supporting technical manuals and Stock List publications. 

 

c. Enforce a clear chain of custody for all equipment and always sub-custody equipment 

to others before allowing it to leave your area of responsibility. Any temporary loans outside 

of the command must be authorized by S-3, coordinated by S-4 and executed via Supply. 

 

d. Report all changes of the accounting records to the Supply Officer as they occur. 

 

e. Report all discrepancies to the supply officer in writing that exist between the CMR/CAR 

and what is actually on hand, and fully state the circumstances of each discrepancy. 
 

f. Request necessary investigative action in writing, for CMR/CAR discrepancies 

resulting from a known loss, damage, or destruction of government property, to me via the 

Supply Officer in accordance with the references. 

 

g. Conduct physical inventories of all assigned equipment and reconcile the account 

with the Supply Officer on a quarterly basis. 

 

h. Delegate in writing, via a NAVMC Form 11869, the individuals who will perform 

the following duties: 
 

(1) Receipt for Equipment, Supplies and/or Services 

 

(2) Submit/Sign Purchase Requests 

 

(3) Turn-in excess or damaged government property 

 

i. You may and are encouraged to appoint Responsible Individuals (RI) to assist in your 

property accountability responsibilities. RIs are sub custody holders of accountable supplies, 

originally signed for by you. They are appointed by you in writing and will sign for all 

supplies within their possession. Delegation of accounting responsibilities to a RI does not 

relieve the RO of accountability. 
 

2. Prior to being relieved as the RO, you must request a change of RO from the Supply Officer 

and conduct a joint inventory no less than 30 calendar days prior to your date of relief. The 

account must be transferred prior to your transfer from the command. Additionally, if you 

anticipate being separated from your property in excess of 60 calendar days, a new RO will be 

appointed and a joint inventory conducted. 

 
 

(Signature) 

(FI. MI. LAST Name of CO) 

 

 

 
B-3 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.12 Responsible Officer (RO) Appointment Endorsement  

12. KSD: Responsible Officer  (RO) Appointment  

Endorsement  

Yes No N/A Comments 

A12. Does the Appointment Endorsement identify the 

USMC unit/activity? 

    

B12.  Is the Date recorded on the Appointment Endorsement?     

C12.  Does the “From” field identify the RO for the 

unit/activity? 

    

D12.  Does the “To” field identify the AO/CO for the 

unit/activity? 

    

E12.  Does the “Subject” field clearly state the 

appointment/assignment of the RO and the unit/ activity? 

    

F12. Does the Appointment Endorsement clearly identify 

that the RO accepts his duties and responsibilities? 

    

G12.  Is the RO’s  Signature  recorded on the Appointment 

Endorsement?  

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Responsible Officer (RO) Appointment Endorsement 

 

 

 
 

 .[Insert Unit Letterhead] 

 
 

 

 

 

 

 

FIRST ENDORSEMENT on CO ltr 4400 Sup dated (date)  

From: (Rank First Name MI. Last Name) 

To:     Commanding Office 

4400 

(Code) 

(Date) 

 

 

 

 

 

 

Subj:  APPOINTMENT AS RESPONSIBLE OFFICER, ACCOUNT 
(account number) 

Ref: (a) DoD 7000.14-R  

                (b) MCO 4400.201 Volume 3 

Encl:       (1) Consolidated Memorandum Receipt 

1. I have read and familiarized myself with the duties and responsibilities as a Responsible Officer as outlined 

in the reference and the appointment order. I accept these duties and responsibilities as the Responsible Officer for 

this account. 

 

(Signature) 

(FI. MI. LAST Name of RO) 

  

B12 

A12 

C12 

D12 

G12 

E12 

F12 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.13 Supply Officer (SupO)/Accountable Property Officer (APO) Appointment 

Letter ** 

13. KSD: Supply Officer (SupO)/Accountable 

Property Officer (APO) Appointment Letter ** 

Yes No N/A Comments 

A13. Does the Appointment Letter identify the USMC 

unit/activity? 

    

B13.  Is the Date recorded on the Appointment Letter?     

C13.  Does the “From” field identify the AO/CO for the 

unit/activity? 

    

D13.  Does the “To” field identify the SupO/APO for the 

unit/activity? 

    

E13. Does the “Subject” field clearly state the 

appointment/assignment of the SupO/Fiscal Officer (FO) and 

the unit/activity? 

    

F13.  Does the Appointment Letter clearly identify the duties 

and responsibilities? (May differ from the example on next 

page if the duties are different.) 

    

G13.  Is the AO’s/CO’s Signature recorded on the 

Appointment Letter? 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

 

 

 

 

 

** The SupO / APO Appointment Letter shall include the DD Form 577: Appointment/ 
Termination Record-Authorized Signature as an enclosure. 
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APPENDIX A 

 

SUPPLY OFFICER / ACCOUNTABLE PROPERTY OFFICER APPOINTMENT LETTER 

FORMAT 
 

The example format below includes all the inherent roles of a Supply Officer/Accountable 

Property Officer (APO) in accordance with this policy.  In some instances, the Supply 

Officer/APO may not be assigned all the roles indicated in the example.  In these situations, the 

paragraphs will be excluded from the appointment letter and will be used in a separate CO 

appointment letter to appoint the appropriate individual. Additionally, certain roles may be 

delegated to other individuals based on recommendations from the Supply Officer/APO.  In 

these situations, the appropriate paragraph will be used in a separate CO appointment letter to 

appoint the appropriate individual the delegated responsibilities. 
 

4400 

(code) 

(Date) 
 

From:   Commanding Officer 

To: (Rank First Name MI. Last Name) 

 

Subj:    APPOINTMENT AS SUPPLY OFFICER/ACCOUNTABLE PROPERTY 

OFFICER 

 

Ref: (a) DoD 7000.14-R 

(b) NAVSUPINST 4200.99 

(c) MCO 4400.201 Volume 3 

(d) Local GCPC guidance 

Encl:    (1) DD Form 577 

1. Per the references, you are appointed as the unit Supply Officer/APO for (add unit 

name), Department of Defense Activity Address Code (DoDAAC)/Unit Identification Code 

(UIC): (add DoDAAC(s))/(add UIC(s)). You are a special staff officer and are directed to 

comply with the references and other applicable directions in the performance of your 

duties and responsibilities. 

 

2. Prior to your acceptance of this account, but no later than (enter date), you must complete an 

inventory of all property and equipment belonging to your DoDAAC/UIC and report the 

findings to me with recommendations for any actions that need to be taken to accurately record 

the inventory results. (NOTE-this will be as an endorsement to the outgoing Supply Officer 

Certificate of Relief). 

 

3. You are responsible for the property accounting functions for the command and are 

responsible for ensuring the accounting systems and records are accurate and updated at all 

times. In addition to properly receiving, accepting, and accounting for all government property 

received by the command, you will ensure the follow allowance item management principals are 

applied. 

 

A-2 
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a. On a monthly basis, validate allowance item information (e.g., TAMCNs, 

NSN/NIINs, nomenclature, authorized quantities, etc.) on the unit’s Table of Organization 

and Equipment as accurate and properly recorded on the unit’s supply APSR. 

 

b. Account for equipment that is issued or signed out to Responsible Officers, 

individuals, and/or other units and maintain the permanent record of custody for such 

equipment. 

 

c. Ensure that physical inventories are being conducted as required (e.g., annual, 

quarterly CMRs/CARs, RO turnovers, etc.) and that accountable records are being adjusted 

accordingly. 

 

d. Track monthly inventories of small arms and report to me when monthly inventories 

of small arms are not conducted. Ensure account and custody records are being adjusted 

accordingly, and weapons reporting procedures are being followed. 

 

e. Achieve and maintain a minimum physical inventory accuracy rate (to the serial 

number for serialized items) of 98 percent (100 percent for classified or sensitive property). 

 

f. Maintain assigned equipment in a ready-for-use and serviceable condition. 

 

4. Serve as the unit Fiscal/Budget & Accounting Officer for DoDAAC/UIC (add 

DoDAAC(s)/add UIC(s)). You are responsible for the management of the command’s financial 

resources allocated in the Standard Accounting Budgeting and Reporting System (SABRS) under 

Work Center Identification (WCI): (enter applicable WCI), Budget Execution Activity (BEA): 

(enter applicable BEA(s)), Budget Execution Sub-Activity (BESA): (enter applicable BESA(s)). 

Your specific duties include: 

 

a. Fund Holder internal management control oversight. 

 

b. Provide guidance and direction of financial matters throughout the organization as a 

staff service to me. 

 

c. Track all activities/programs that will have a financial impact on the organization. 

This will include budget plans and program schedules. 

 

d. Perform applicable budget formulation, execution, and review functions for 

future, current, and expired fiscal years. 

 

e. Provide guidance to fund holders responsible for the administration of travel 

payments (i.e., advances and settlements). 

 

f. Ensure budget authorizations and allotments are passed to subordinate elements in a 

timely manner, if applicable. 

 

g. Maintain oversight of transactions posted in the accounting system to ensure validity 

and accuracy of postings. These evaluations should include proper usage of funds, coding 

structures used, validity of obligations, and timely posting of financial information. 
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h. Conduct evaluations and analyses of fund holder activities to assist in the prompt 

detection and correction of problems in connection with established financial procedures, 

practices, records and accounting system problems and deficiencies. 

 

i. Ensure proper records and source documents supporting fund execution are 

maintained by appropriate activities such as fund holders. 

 

j. Ensure proper use of appropriations by purpose, time, and amount to include 

meeting the criteria of bona-fide need. 

 

k. Train delegated fund holders in the proper utilization of the accounting system. 

 
l. Act as a liaison with DFAS on all accounting issues. 

 
m. Maintain required currency in fiscal training. 

 
5. Serve as the unit Supply Resource Manager for DoDAAC/UIC (add DoDAAC(s)/add 

UIC(s)). You will receive allocated funds in SABRS under WCI: (enter applicable WCI), 

BEA: (enter applicable BEA(s)), BESA: (enter applicable BESA(s)) as a resource to 

accomplish and execute your mission. Your specific duties include: 

 

a. Execution of unit requisition management. 
 

(1) Maintain all document numbers for the command’s DoDAAC(s) used for 

requisitioning. 
 

(2) Prepare requisitions and source documents. 
 

(3) Ensure compliance with the Uniform Movement and Issue Priority System 

(UMMIPS). 
 

(4) Induction of requisitions into the supply system. 

 
(5) Retaining of requisition records. 

 
(6) Maintain requisition status information. 

 
(7) Ensure that available stock is issued (if authorized and held) before 

induction of requisitions into the supply system (except replenishment action). 

 

(8) Follow up and/or conduct causative research on outstanding requisitions. 

 
(9) Modify existing requisitions, when appropriate. 

 
(10) Process cancellations, when appropriate. 

 
(11) Process receipts, when appropriate. 
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(1) Make liaison with supply activities providing support to the unit for any 

additional action required. 

 

(2) Ensue appropriate fiscal transactions process correctly. 

 

(3) Manage related reports. 

 

b. Recommend Fund Holder assignments and provide Fund Holder oversight for preparing 

source documents, ensuring the proper assignment of funding on an obligation document before 

the obligation is incurred. 
 

c. Compile and execute the budget in accordance with the financial plan for the current fiscal 

year. 
 

d. Monitor the execution of the financial plan for all fiscal years available for obligation. 

 

e. Reconcile the accounting system with source documents on a cyclic basis. 

 

f. Maintain financial records and source documents in accordance with the references. 

 

g. Identify and provide information to the comptroller on Unmatched 

Disbursements (UMDs) and Negative Unliquidated Obligations (NULOs) on error and 

exception listings. 

 

h. Conduct Unliquidated Orders and Outstanding Travel Orders validations. 

 

6. Serve as a Certifying Officer for DoDAAC/UIC (add DoDAAC(s)/add UIC(s)). You will 

promptly certify vouchers for payment in SABRS under WCI: (enter applicable WCI), BEA: 

(enter applicable BEA(s)), BESA: (enter applicable BESA(s)). Your specific duties include: 

 

a. Provide oversight to Departmental Accountable Officials (DAOs) (i.e., 

Responsible Officers, Resource Manager/Fund Holders) to strengthen internal controls. 

 

b. Ensure proper preparation of all source documents and availability of funds prior 

to certifying payment. 

 

7. Serve as the GCPC Approving Official for DoDAAC/UIC (add DoDAAC(s)/add UIC(s)). 

Funding will be allocated to you for execution in SABRS from WCI: (enter applicable WCI), 

BEA: (enter applicable BEA(s)), BESA: (enter applicable BESA(s)). Your specific duties 

include: 

 

a. Execute your duties in accordance with reference (a), applicable DON/USMC policies 

and procedures, NAVSUPINST, 4200.99, and locally established program operating procedures. 

 

b. Provide oversight for appointed GCPC cardholders (CHs) in your hierarchy, 

frequently reviewing all available information in order to promptly identify improper use. 

 

c. Ensure timely and accurate processing of monthly billing statements and updates of the 

cardholder’s automated system  
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d. Ensure assigned GCPC CHs are adequately controlling access to their card to 

preclude unauthorized use. 

 

e. Serve as the certifying officer for the accounts assigned. 

 
8. Serve as the Supply Automated Information System (AIS) Administrator responsible for 

approving command access to automated system(s) used to support the purchase request, 

requisitioning, receipt and acceptance, equipment accountability, financial management, and 

other supply chain management systems. Your specific duties include: 

 

a. Approving System Authorization Access Requests (SAARs) in order to grant 

access to these systems for an activity. 

 

b. If required, recommend the appointment of additional Supply AIS administrators to 

assist in the performance of these duties. 

 

9. Recommend to me which personnel should be delegated, in writing, with the following roles 

on behalf of the command and ensure the appointments are maintained current on file: Supply 

Resource Manager (if not appointed), Fiscal/Budget & Accounting Officer (if not appointed 

and in absence of a unit comptroller), Certifying Officer, GCPC Approving Official (if not 

appointed), Supply AIS Administrator (if not appointed), GCPC CHs, Fund Holders, Receipt & 

Acceptors, and Responsible Officers. 

 

10. This letter supersedes all previous letters and will remain in effect until revocation or 

reassignment. 

 

 

(Signature) 

(FI. MI. LAST Name of CO) 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.14  Supply Officer (SupO) Appointment Endorsement  

14. KSD: Supply Officer (SupO) Appointment 

Endorsement  

Yes No N/A Comments 

A14. Does the Appointment Endorsement acknowledging 

appointment identify the USMC unit/activity? 

    

B14. Is the Date recorded on the Appointment Endorsement?      

C14. Does the “From” field identify the SupO for the 

unit/activity? 

    

D14. Does the “To” field identify the AO/CO for the 

unit/activity? 

    

E14. Does the “Subject” field clearly state the 

appointment/assignment of the SupO and the unit/ activity? 

    

F14. Does the Appointment Endorsement clearly identify 

that the SupO accepts his duties and responsibilities and has 

performed a review of the supply account? 

    

G14. Is the SupO’s   Signature recorded on Appointment 

Endorsement?  

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Supply Officer (SupO) Appointment Endorsement 

 

 

 

 

A15 [Insert Unit Letterhead] 
 

 

 

 
4400 

(Code) 

(Date) 
 

 

 
C14 

D14 

E14 

 

 

 

 

 

 

 

 

 
F14 

FIRST ENDORSEMENT on CO ltr 4400 (Code) dated (Date) 

 
From: (Rank, First Name MI. Last Name)  

To: Commanding Officer 

 

Subj: APPOINTMENT AS SUPPLY OFFICER/ACCOUNTABLE 

PROPERTY OFFICER 

 

Ref: (a) DOD 7000.14R 

(b) MCO 4400.201, Volume 3 

 
Encl: (1) Relieved Supply Officer’s Certificate of Relief 

(2) Endorsement to Relieved Supply Officer’s Certificate of Relief 

 
1. I have read and familiarized myself with the duties and responsibilities as outlined in 

the references and the appointment order. I have reviewed this account along with 

Enclosure (1) and documented the results of this review in Enclosure (2). I accept these 

duties and responsibilities as the Supply Officer for this account. 

 

 

 

 
(Signature) 

(FI. MI. Last Name of SUPO) 
 

  

 

B14 
 

 

 

G14 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.15 DD Form 577 Appointment/Termination Record-Authorized Signature 

15. KSD: DD Form 577 Appointment/Termination 

Record-Authorized Signature 

Yes No N/A Comments 

Are the following fields recorded on the Appointment/ 

Termination Record-Authorized Signature (DD Form 

577)? 

    

SECTION I - APPOINTEE     

A15. Name (Printed)     

B15.  DoD ID Number     

C15. Title     

D16. DoD Component/Organization      

E15. Address      

F15. Position to Which Appointed (x - one only)     

G15. You are appointed to serve in the position identified 

in Item 6. Your responsibilities include: 

    

H15. Review and adhere to the following publication(s) 

needed to adequately perform your assigned duties: 

    

SECTION II – APPOINTING AUTHORITY     

I15. Name (Printed)     

J15.  Title     

K15. DoD Component/Organization     

L15.  Date (YYYMMDD)     

M15. Signature     
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DD Form 577 Appointment/Termination Record-Authorized Signature…..continued 

15. KSD: DD Form 577 Appointment/Termination 

Record-Authorized Signature 

Yes No N/A Comments 

Are the following fields recorded on the Appointment/ 

Termination Record-Authorized Signature (DD Form 

577)? 

    

SECTION III – APPOINTEE CKNOWLEDGEMENT     

N15. Printed Name      

O15.  Date (YYYYMMDD)  

(Not earlier than date on item 12 or 13) 

    

P15.  Digital Signature     

Q15.  Manual Signature     

SECTION IV – APPOINTMENT TERMINATION 

 (If applicable) 

    

R15. Effective Date      

S15. Appointee Initials     

T15. Name of Appointing Authority (Printed)     

U15. Title     

V15.  Appointing Authority Signature     

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: DD Form 577 Appointment/Termination Record-Authorized Signature 

 

  

B15 A15 
C15 

D15 

E15 

F15 

G15 

P15 

M15 

I15 

H15 

J15 K15 

L15 

O15 N15 

V15 

R15 

Q15 

S15 

T15 U15 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.16 Annual Physical Inventory Results Certification 

16. KSD: Annual Physical Inventory Results 

Certification 

Yes No N/A Comments 

Does the Annual Physical Inventory Results 

Certification provide the following? 

    

A16.  USMC unit/activity?     

B16.  Correct Date     

C16.  Does the “From” identify SupO for the 

unit/activity? 

    

D16.  Does the “To” identify the CO      

E16.  Does the “Subject” clearly state the inventory 

type? (include DoDAAC) 

    

F16.  Is a listing of inventory gain and loss transactions as a 

result of the inventory included?  (MCO 4400.201, Volume 

4, Chapter 7, para 070301) 

    

G16.  Does the report state any corrective action required 

or initiated to reduce future variances?  (MCO 4400.201, 

Volume 4, Chapter 7, para 070302) 

    

H16.  Is the report signed by the supply officer?     

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Annual Physical Inventory Results Certification 
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[Unit Letterhead] 

4400 

SUPO 

30 Jun 20 

 

From: Supply Officer 

To: Commanding Officer 

  

Subj:     RESULTS OF WALL-TO-WALL INVENTORY 9-19 JUNE 2020 FOR AAC-M35100 

 

Ref:     (a) MCO 4400.201 Volume 3 

 

Encl:   (1) Recommended Property Adjustments 

 

1.  In accordance with the reference, a wall to wall inventory was conducted from 9 – 19 June 2020. A 

wall-to-wall inventory is used to support the determination of logistics and financial record accuracy 

of a supply account. The current wall to wall inventory was conducted in four phases in conjunction 

with FY20 3rd Quarter Consolidated Memorandum Receipt (CMR) reconciliation. 

2.  Phase I was conducted by Headquarters Company and DLI Responsible Officers (RO) from 20 

April to 4 May. Phase II was conducted by (ACTS) ROs from 4-18 May. Phase III was conducted by 

Communications Training Battalion ROs from 18 May to 2 June. Upon adjudication of all CMRs 

discrepancies, Phase IV commenced on 9 June with the inventory of Supply CMRs YWHSE and 

YWIR, the reconciliation of Perpetual inventory, and validation of all TAMCN requisition items on 

the Due-In Status File (DASF).  

3.  The results of the inventory found that 33 lines items, listed in enclosure (2), and requiring 

adjustments to correct the property records. 

4.  The value of the account prior to the inventory was $214,654,134.87 for the Install Base and 

$2,018,656.93 for Perpetual for a total value of $216,672,791.80. 

a.  Total dollar value/percentage of net losses:   $0.00/0% 

(1) Total dollar value/percentage of net losses attributed to an administrative error that can 

be clearly supported in an audit trail through causative research: $0.00/0% 

(2) Total dollar value/percentage of net losses attributed to an on-hand decreases where less 

stock is found during an inventory:    $0.00/0% 

b.  Total dollar value/percentage of net gains:   $0.00/0% 

(1) Total dollar value/percentage of net gains attributed to an administrative error that can be 

clearly supported in an audit trail through causative research: $0.00/0% 

(2) Total dollar value/percentage of net gains attributed to an on-hand increase where more 

stock is found during an inventory:     $0.00/0% 

 

Note: MCO 4400.201 only requires a listing of inventory gain & loss transactions resulting from the inventory and any corrective 

action required or initiated to reduce future variances.  Anything additional is optional as of the time of this publication. 
  

B16 

A16 

D16 

E16 

F16 

C16 
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Example: Annual Physical Inventory Results Certification 
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Subj:     RESULTS OF WALL-TO-WALL INVENTORY 9-19 JUNE 2020 FOR AAC-M35100 

5.  The required corrections will yield a loss of $23,678.10 (0.0109%) and gain of $1,278.77 

(0.0005%), resulting in an overall net loss of $22,399.40.   

6.  The new value of the account, after all recommended adjustments are approved and transacted, 

will be $214,654,134.87 for the Install Base and $2,018,656.93 for Perpetual for a total value of 

$216,672,791.80. This equates to a 0.0103% percent variance of the total dollar value of the account.   

7.  The preponderance of adjustments are related to a lack of internal controls during warehouse 

cyclic inventories to properly identify tariff sizes, the mismanagement of Individual Memorandum 

Receipts (IMR) during check-in/out procedures and temporary loans on Equipment Custody Receipts 

(ECR).  Adjustments for these items are normal for wall to wall inventories, and are the mechanism 

for the command to do a roll up of adjustments to correct accounting errors which may have occurred, 

may have been over-looked or incorrectly adjusted throughout the year. 

8.  For equipment items having variances in overall “on hand” for TAMCN quantities, causative 

research was conducted to ensure no waste, fraud, or abuse had occurred.  Department of Defense 

Form DD 200 “Financial Liability of Property Loss” (FLIPL) will be submitted, if applicable. 

9.  Corrective actions that need to be implemented to reduce further variances include, but are not 

limited to, additional training for Inventory Management clerks on proper gear issue/turn-in 

procedures, the training of the Supply Management clerks on the proper execution, retention of key 

supporting documentation and reconciliation of equipment redistributed from the command to other 

units.   

10.  Point of contact in this matter is Master Sergeant John J. Smith at (760) 830-1234. 

 

J. M. SUPPLY 

 
  

G16 

H16 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.17 Annual Physical Inventory Results Spreadsheet (Gains and Losses) 

17. Annual Physical Inventory Results 

Spreadsheet (Gains and Losses) 

Yes No N/A Comments 

Are the following fields recorded on the Annual Physical 

Inventory Results (Gains and Losses) Spreadsheet? 

    

A17.  AAC     

B17. Unit Rollup UIC     

C17. Date of Inventory Completion     

D17. Total Value of the Account Prior to the Inventory     

E17. TAMCN, NSN, Nomenclature, and DOCUMENT 

Number  

(Have the reported items gains/losses been identified) 

    

F17. Has the Adj Type (gain/loss) been properly identified 

by the DIC? 

    

G17. Quantity, Inv Qty, and Discrepant Qty  

(Have the reported items gains/losses been accurately identified?) 

    

H17.  Unit Price and Extended Price   

(Have the reported items gains/losses been provided and 

accurately calculated?) 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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AAC:  
UNIT ROLLUP UIC: 
DATE OF INVENTORY COMPLETION: 

TOTAL VALUE OF THE ACCOUNT PRIOR TO THE INVENTORY:  

ANNUAL PHYSICAL INVENTORY RESULTS (GAINS AND LOSSES) 

Example: Annual Physical Inventory Results Spreadsheet (Gains and Losses) 

 

 
 

 

 

 
 

 
 

INVENTORY 
GAINS/LOSSES 

TAMCN NSN NOMENCLATURE DOCUMENT 
NUMBER 

DIC/ADJ 
TYPE 

ACCT 

BAL/ 

RPT OH 

 

INV 
QTY 

 

DISCREPANT 

QTY (GAIN) 

UNIT 
PRICE 

EXTENDED 
PRICE 

   example D8A 20 22 2 $5.00 $10.00 
      

 

  $0.00 
     

 

 
 

 $0.00 
        

 

$0.00 
         $0.00 

TOTAL VALUE OF INVENTORY GAINS/LOSSES $10.00 

  

B17 
A17 

C17 

D17 

E17 

F17 

E17 E17 E17 

G17 G17 G17 H17 H17 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.18  Commander’s Annual Physical Inventory Certification 

18. Commander’s Annual Physical Inventory 

Certification 

Yes No N/A Comments 

Does the Commander’s Annual Physical Inventory 

Certification provide the following? 

    

A18. Correct Date?     

B18. Does the Certification have the wall to wall inventory 

results completion Date identified? 

    

C18. Does the Certification state that all discrepancies have 

been reviewed and gain and loss transactions have been 

approved? 

    

D18. Does the Certification state that the commander has 

reviewed internal controls and directed appropriate 

corrective actions to be taken? 

    

E18. Does the Certification state that the inventory results, 

endorsement, and all supporting documentation will be 

maintained for three years (active) and then seven years 

(archive)? 

    

F18. Does the certification contain the Signature of the 

Commander? 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

  



Enclosure (12) 

Commander’s Certification 

129 

Example: Commander’s Annual Physical Inventory Certification 

 

 

 

 [Insert Unit Letterhead] 

 

4400 

(code) 

    (Date) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FIRST ENDORSEMENT on Supply Officer ltr 4400 (insert code) of (insert date) 

 

From: Commanding Officer 

To:   Supply Officer 

 

Subj: (insert inventory type) WALL TO WALL INVENTORY RESULTS FOR (insert 

DoDAAC) 

 

1. I certify that I have reviewed your wall to wall inventory results 

which was completed on (date) and concur with your recommendations. 

 

2. I have reviewed all inventory discrepancies and have approved 

all validated gain and loss transactions required to adjust the 

accountable property records. 

 

3. I direct you to process the transactions required to properly adjust 

the property records. 

 

4. I have reviewed current internal control procedures, and I direct you 

to take the following corrective actions to strengthen internal control 

procedures in order to reduce inventory variances in the future (if 

applicable). 

 

a. (Insert corrective action(s)) 
 

5. Upon completion of the approved property transactions identified in 

paragraph 2, a copy of the inventory results, this endorsement, and all 

supporting documentation will be maintained in the active supply file for 

3years with subsequent retention in the archive supply file for 7 years. 

In addition, you will forward a copy of all documentation to (insert 

higher headquarters) for trend analysis. 

 

 

 

(Signature) 

(FI. MI. LAST Name of CO) 

 

 

  

D18 

B18 

A18 

C18 

E18 

F18 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

In accordance with Chapter 1of MCO 4400.201, if a RO/property custodian elects to delegate their authority for 
the receipt, request, or turn-in of equipment affecting their CMR/CAR/sub-account, a NAVMC Form 11869 must 
be prepared by the RO/property custodian and forwarded to the SupO/APO. Quarterly, NAVMC Form 11869s 
must be certified by the RO/property custodian (semi-annually if approved in writing by the unit CO). If no 
changes have occurred during the quarter, the RO/property custodian will certify by initialing and dating the 
current NAVMC Form 11869 on file with the SupO/APO. 

12.19 Navy Marine Corps (NAVMC) Form 11869: Notice of Delegation of 

Authority 

19. KSD: NAVMC Form 11869: Notice of 

Delegation of Authority 

Yes No N/A Comments 

Are the following fields recorded on the Notice of DOA 

(NAVMC Form 11869)? 

    

A19. Date     

B19. Organization Receiving Supplies  

 (unit & the installation)  

    

C19. Location     

D19. Last Name, First Name, MI  

(Authorized Representative(s)) 

    

E19. Authority:  Request, Received, and Turn In 

(Has a “yes” or “no” been recorded for each Authorized 

Representative(s) listed?) 

    

F19. Signatures and Initials  

(for each Authorized Representative listed) 

    

G19. Delegates To  /  Withdraws From   

(Has the appropriate box been checked and the specific class 

of supplies been identified?) 
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NAVMC Form 11869: Notice of Delegation of Authority…..continued 

19. KSD: NAVMC Form 11869: Notice of 

Delegation of Authority 

Yes No N/A Comments 

Are the following fields recorded on the Notice of DOA 

(NAVMC Form 11869)? 

    

H19. UIC     

I19. DoDAAC/Account Number     

J19. RO Name, Rank/Grade, Phone Number, and      

K19. Expiration Date of card     

L19.  Signature of RO     

M19. Are NAVMC Form 11869s certified quarterly (semi- 

annually if approved in writing by the unit CO)? If no 

changes have occurred during the quarter, did the RO/property 

custodian certify by initialing and dating the current NAVMC 

Form 11869? 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: NAVMC Form 11869: Notice of Delegation of Authority 

 

 

 
 
  

B19 

A19 

D19 

F19 

E19 

H19 

C19 

J19 

I19 

J19 K19 J19 

L19 

G19 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.20 NAVMC Form 604/604B: Combined Individual Clothing Requisition and Issue 

Slip 

20. NAVMC Form 604/604B: Combined Individual 

Clothing Requisition and Issue Slip 

Yes No N/A Comments 

Has the NAVMC Form 604/604B been filled out to 

accurately reflect the following? 

    

A20. Name and item(s) of the person ordering 

(in accordance with MCBul 10120) 

    

B20. Signature of the person ordering     

C20. Has the Approval Block been completed by the CO to 

reflect the type of issue/sale (e.g., checkage)? 

    

D20.  Functional Account Number (FAN)?     

E20. Signed and dated by the individual’s   CO? If it is 

signed by an “acting” CO, is a copy of the DOA letter 

attached, along with a copy of the DD Form 577 authorizing 

the “acting” CO to obligate government funds? 

    

F20. Signed and dated by the appropriate parties  

(person ordering and witness, when applicable) 

    

G20. Has the SupO logged into Wide Area Workflow 

Miscellaneous Payments (WAWF-MP) as an acceptor to 

ensure the proper SDN, FY, and Accounting Classification 

Reference Number (ACRN) are associated to the applicable 

FAN for each NAVMC Form 604 entered on the WAWF-MP 

Voucher? 

    

H20. Has the SupO verified that the payment amount in 

WAWF-MP matches the NAVMC Form 604 and the 

attached sales slip? 

    

I20. Has the SupO accepted the miscellaneous payment for the 

NAVMC Form 604 in WAWF-MP? 
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NAVMC Form 604/ 604B: Combined Individual Clothing Requisition and Issue Slip…..continued 

 

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: NAVMC Form 604/604B: Combined Individual Clothing Requisition and Issue Slip 

  

B20 

A20 

C20 D20 F20 

A20 

F20 

E20 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.21 Money Value Gain/Loss (MVGL) Notice 

21. KSD: Money Value Gain/Loss (MVGL) Notice Yes No N/A Comments 

A21. Do all gain/loss adjustments listed on the MVGL Notice 

correspond with pre-approval letters signed by the CO/AO? 

    

B21. Is the proper AAC/Inventory Organization recorded on 

the MVGL Notice? 

    

C21. Is the TAMCN and item description for each gain/loss 

transaction recorded on the MVGL Notice? 

    

D21. Do all item serial numbers listed on the MVGL Notice 

have corresponding supporting documentation? 

    

E21. Has the MVGL Notice been signed and dated by the 

CO/AO? 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Money Value Gain/Loss (MVGL) Notice 

  

 

B21 C21 D21 

E21 

   

A21 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.22 Total Life Cycle Management - Operational Support Tool (TLCM-OST) Serial 

No.  Summary 

22. KSD: Total Life Cycle Management – 

Operational  Support Tool  (TLCM-OST) Serial 

Number Summary 

Yes No N/A Comments 

Are the following fields recorded on the TLCM-OST 

Serial Number Summary? 

    

A22.  DoDAAC      

B22.  UIC      

C22.  Sub Unit code      

D22.  Condition Code      

E22.  Instance Usage Code      

F22.  Service Request (SR) number      

G22.  Status of transaction      

H22.  SR UIC      

I22.  SR Type      

J22.  Operational Status      

K22.  Description of asset      

L22.  Days Open and Date Closed      

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Total Life Cycle Management - Operational Support Tool (TLCM-OST) Serial Number Summary 

 

  

B22 A22 C22 D22 E22 

F22 
G22 I22 H22 J22 K22 L22 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.23 Army TEAMS Vehicle Birth Certificate 

23. KSD:  Army Total Enterprise Asset Management 

System (TEAMS) Vehicle Birth Certificate 

Yes No N/A Comments 

Are the following fields recorded on the TEAMS 

Vehicle Birth Certificate? 

    

A23. USMC #     

B23. Variant      

C23. General Dynamics Land Systems (GDLS) Hull 

Number  

    

D23. Hull Type      

E23. Original Production Date      

F23. Original Manufacturing Age      

G23. Last Depot Production Date      

H23. Last Depot Production Age      

I23. TAMCN      

J23.  NSN      

K23. Owning Unit organization information     

L23. Owning Unit ID      

M23. Asset Location      

N23. Asset Condition Code      

O23. Vehicle Status      

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Army TEAMS Vehicle Birth Certificate 

 

  

B23

3 

A23

3 C23

3 
D23 

E23

3 

F23 

G23 

M23 

I23 

H23 

J23 

K23 L23

3 

O23 

N23 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.24 Components Inventory List 

24. KSD:  Components Inventory List Yes No N/A Comments 

Are the following fields recorded on the Components 

Inventory List  

    

A24. Is the components Inventory list the most current 

version?  (TM 4700-15/1H, Paragraph 2-6; MCO 

4400.201, Volume 3, Chapter 2, Paragraph 0214; MCO 

4790.2, Enclosure (1), Chapter 4, Paragraph 11; 

MMSOP/MMPL) 

    

B24. Is the header information completed to include the 

serial number (if applicable)? (TM 4700-15/1H, 

Paragraph 2-6; MCO 4400.201, Volume 3, Chapter 2, 

Paragraph 0214; MCO 4790.2, Enclosure (1), Chapter 4, 

Paragraph 11; MMSOP/MMPL) 

Note: For non-serially tracked assets, it is recommended the 

GCSS-MC Installed Base Item Instance be recorded on the 

inventory list. 

    

 C24. Are inventories conducted and documented consistent 

with published intervals (e.g. local Maintenance 

Management Standard Operating Procedures) (TM 4700-

15/1H, Paragraph 2-6; MCO 4400.201, Volume 3, 

Chapter 2, Paragraph 0214; MCO 4790.2, Enclosure (1), 

Chapter 4, Paragraph 11; MMSOP/MMPL) 

    

D24. Are remarks entered to identify missing 

components, associated service requests for requisitions 

and serial numbers of sub-components when required? 

(TM 4700-15/1H, Paragraph 2-6; MCO 4400.201, 

Volume 3, Chapter 2, Paragraph 0214; MCO 4790.2, 

Enclosure (1), Chapter 4, Paragraph 11; 

MMSOP/MMPL) 

    

E24. Does the final page of the inventory list include the 

names, date, and signatures of the personnel conducting 

the inventory?  (TM 4700-15/1H, Paragraph 2-6; MCO 

4400.201, Volume 3, Chapter 2, Paragraph 0214; MCO 

4790.2, Enclosure (1), Chapter 4, Paragraph 11; 

MMSOP/MMPL) 
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Preparer  Title:   

Printed Name:      

Signature:      

 

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: Components Inventory List 

page 1 

 

  

A24 

A24 



Enclosure (12) 

Components Inventory List 

145 

Example: Components Inventory List 

page 2 

  

B24 

C24 

D24 
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Example: Components Inventory List 

E24 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.25 Wide Area Work Flow (WAWF) Receiving Report 

25. KSD: WAWF Receiving/Acceptance Report Yes No N/A Comments 

Are the following fields recorded on the WAWF Receiving 

Report? 

    

Document Information     

A25. Contract Number Type 

 (Does this Contract No. agree with the SF 26 contract 

number?)  

Contract Number / Effective Date 

    

B25. Shipment Number / Shipment Date / Final Shipment     

C25. Invoice Number / Invoice Date / Final Invoice / 

CLIN/SLIN(s) / Total ($) 

    

 Line Item Information     

D25. Item No. / Product/Service ID / Qualifier / NSP /  

Qty. Shipped / Unit of Measure / UoM Code /  

Unit Price ($) / Qty. Received / Amount ($)  

    

E25. SDN / ACRN / AAI / PR Number / Description /  

Line Item Total ($) 

    

Address Information     

F25. Prime Contractor  

CAGE Code / Activity Name and Address  

    

G25. Administered By 

DoDAAC / Activity Name and Address 

    

H25. Ship To 

DoDAAC / Activity Name and Address  

    

I25. Payment Official  

DoDAAC / Activity Name and Address  

    

J25. Issued By 

DoDAAC / Activity Name and Address  

    

K25. Accept By 

DoDAAC / Activity Name and Address  
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WAWF Receiving Report…..continued 

25. KSD: WAWF Receiving/Acceptance Report Yes No N/A Comments 

Are the following fields recorded on the WAWF Receiving 

Report? 

    

Misc Information     

L25. Initiator:  

Name / Date of Action / Action(s) / Org Email 

    

M25. Acceptor:  

Name / Date of Action / Action(s) / Org Email 

    

N25. Payment Official:  

Name / Date of Action / Action(s) / Org Email 

    

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: WAWF Receiving Report 

page 1 

  

 

Pay Official View Only - Receiving Report 

Some document values differ from those in EDA. Click on the View Validation Warnings link to view. 

View Validation Warnings 

Expand All Collapse All 
 

 
[-]Document Information 

Contract Number Type Contract Number Delivery Order Reference Procurement Identifier Effective Date Inspection Point Acceptance Point 

DoD Contract (FAR) M6785419C4924 2019/09/30 D D 

Shipment Number Shipment Date Final Shipment Estimated Delivery Date Supplies Service 

INT0005 2020/03/27 N                            
 

Invoice Number Invoice Date Final Invoice 

HUS2000639 2020/04/10 N 
 

Submit Transportation Data Transportation Account 
TCN  

Gross 
Cube 

Transportation Serial Shipping Container 
FOB 

Later Code  Weight   Method/Type  Code 

S 

Transportation Leg Standard Carrier Alpha Code Bill of Lading Number Bill of Lading Type 

 

 
Secondary Transportation Tracking Number Tracking Type Tracking Description 

 

 

 
Special Package Markings / Special Handling Requirements 

 

 
Summary of Detail Level Information Total ($) 

1 CLIN/SLIN(s) 1,230,419.00 

 

 

[-]Line Item Information 
 

Item Product/Service 
Qualifier    NSP  

Qty.  Unit of UofM Unit Price  Qty.  Qty. 
Amount ($) 

No.  ID  Shipped Measure Code  ($) Received Accepted 

0002AB 7010 FT N 1 Each EA 1,230,419 1 1 1,230,419.00 

SDN ACRN AAI GFE Advice Code Project Code Multi-Box Pack Ind. PR Number 

M9545019SU94A78 AA 067443 N N M9545019SU94A78 

Special Package Markings / Special Handling Requirements 

 

 
Type Designation Method 

 

 
Type Designation Value 

 

 
Description 

Equipment, Staging and Acceptance - See Attached Invoice and Backup 
 

Line Item Total ($): 1,230,419.00 

 

      

  

      

      

      

A25 

B25 

 

 

 C25 

 
D25 

E25  
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Example: WAWF Receiving Report 

page 2 

 

  

F25 

H25 I25 

G25 

J25 K25 
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Example: WAWF Receiving Report 

page 3 

  

L25 

M25 

N25 
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United States Marine Corps (USMC) 

Key Supporting Documentation (KSD) Checklist 

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. 

12.26 WAWF Invoice 

26. KSD: WAWF Invoice Yes No N/A Comments 

Are the following fields recorded on the WAWF 

Invoice? 

    

Document Information     

A26. Contract Number Type / Contract Number /  

Effective Date  

    

B26. Shipment Number / Shipment Date / Final 

Shipment 

    

C26. Invoice Number / Invoice Date / Final Invoice? / 

Invoice Received Date / CLIN/SLIN(s) / Total ($) 

    

Line Item Information      

D26. Item No. / Product/Service ID / Qualifier / Qty Shipped 

/ Unit of Measure / UofM Code / Unit Price ($) / Qty 

Accepted / Amount ($) 

    

E26. SDN / ACRN / AAI / PR Number / Description / Line 

Item Total ($) 

    

 Address Information     

F26. Prime Contractor 

CAGE Code / Activity Name and Address 

    

G26. Administered By 

DoDAAC / Activity Name and Address 

    

H26. Ship To 

DoDAAC / Activity Name and Address 

    

I26. Payment Official 

DoDAAC / Activity Name and Address 

    

J26. Issued By 

 DoDAAC / Activity Name and Address 

    

K26. Accepted By 

 DoDAAC / Activity Name and Address 
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WAWF Invoice…..continued 

26. KSD: WAWF Invoice Yes No N/A Comments 

Are the following fields recorded on the WAWF 

Invoice? 

    

Misc Information     

L26. Initiator 

Date of Action/IRD / Phone # / DSN/ Email / Title/ 

Actions(s) / and Org Email  

    

M26. Payment Official 

Name / Date of Action / Phone # / DSN / Email / Title / 

Actions(s) / and Org Email 

    

 
 

 

 

Preparer  Title:   

Printed Name:      

Signature:      

 

 

 
Date:      

 

Reviewer  Title:   

Printed Name:      

Signature:      

 

 
Date:      
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Example: WAWF Invoice 

  

A26 

C26 

B26 

D26  

 

 

 

 
E26 
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Example: WAWF Invoice 

page 2 

 

  

F26 

I26 H26 

G26 

 
E26 
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Example: WAWF Invoice 

page 3 

  

K26 J26 

L26 
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Example: WAWF Invoice 

page 4 

 

  

M26 
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Example: WAWF Invoice 

Page 5  
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Appendix A - KSD Completion Instructions 

Instructions: Award/Contract SF26 
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Instructions: Military Interdepartmental Purchase Request (MIPR) DD Form 448 

page 1 
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Military Interdepartmental Purchase Request (MIPR) DD Form 448 

page 2 
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Instructions: Military Interdepartmental Purchase Request (MIPR) DD Form 448 

page 3 
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 1 
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 2 
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 3 
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103 

page 4 
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 5 
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 6 
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 9 

  



Appendix A 

172 

Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 10 

 



Appendix A 

173  

Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 11 

  



Appendix A 

174 

Instructions: U.S. Government Bill of Lading (GBL) SF 1103  

page 12 

  



Appendix A 

175  

Instructions: U.S. Government Bill of Lading (GBL) SF 1103  
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103 
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103  
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250  
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250  
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250  
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250  
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Instructions: Issue Release/Receipt Document DD Form 1348-1A  
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Instructions: Issue Release/Receipt Document DD Form 1348-1A  
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Instructions: Issue Release/Receipt Document DD Form 1348-1A  
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Instructions: Requisition and Invoice/Shipping Document DD Form 1149  
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Instructions: DoD Property in the Custody of Contractors DD Form 1662 
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CMR/Sub-Custody Procedures 

 

 

 

1. CONSOLIDATED MEMORANDUM RECEIPT (CMR)/SUB-CUSTODY ACCOUNTS 
 

CMR/sub-custody accounts list all accountable property in 

the hands of. responsible officers (ROs) or responsible 

individuals (RIs). They are tools used by commanding officers 

(COs) or accountable officers (AOs) to hold individuals within 

their organization responsible for property apportioned to them 

to support mission requirements. 

 

2. RESPONSIBLE OFFICER/PROPERTY CUSTODIAN 

A responsible officer (RO)/property custodian is an 

individual appointed in writing by the CO/AO, who accepts 

custodial responsibility for property, typically by signing a 

hand-receipt. The RO is directly responsible for the physical 

custody of accountable property under their control. COs/AOs 

appoint ROs via an appointment letter to manage property within 

the command with specific emphasis on the following 

responsibilities: 

 

a. Accounting for property received and maintaining 

accurate custody records within the supply accountable property 

system of record (APSR). 

 

b. Conducting physical inventories of accountable property 
at required intervals (i.e., quarterly, annually, upon change 

of RO). 

 

c. Manual and/or automated tracking and recording of 
transactions affecting classes of supply under their functional 

control. 

 

d. Expeditious reporting of automated and/or manual 
property record adjustments to the supply officer and CO/AO. 

 

e. Timely identification, reporting, and disposition 
of serviceable, unserviceable, reparable, and excess 

materiel. 

 

f. Maintenance and security of auditable and/or accountable 
key supporting documentation (KSD). 

 

g. Immediately reporting all incidents involving lost, stolen, 
or damaged government property to the CO/AO. 

 

3. APPOINTMENT LETTERS 
 

RO appointment letters and endorsements (RO acceptance letter) 

will be maintained by the supply officer for a period of 2 years 

in the active file and an additional 5 years in the archive files 

after the RO ceases to serve. A sample RO appointment letter can 

be found on page 69 of this publication. 

 

a. Endorsement. The RO is required to formally accept their 

CMR/sub-custody account by endorsing the appointment letter from 

the 
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CO/AO within fifteen (15) calendar days after being appointed.  

A sample RO Acceptance Endorsement can be found on page 118 of 

this publication. 

 

    b. Delegation of Authority Letter. If an RO elects to 

delegate their authority for the receipt, request, or turn-in 

of property affecting their CMR/sub-custody account, a NAVMC 

Form 11869 “Notice of Delegation of Authority” must be prepared 

by the RO and forwarded to the supply officer in accordance 

with Chapter 2, Volume 3, Paragraph 020603.H of MCO 4400.201.  

Quarterly, NAVMC 11869s must be certified by the RO/Property 

Custodian.  If no changes have occurred during the quarter, 

the RO/Property Custodian will certify by initialing and dating 

the current NAVMC Form 11869 on file with the supply 

officer/APO.  A sample NAVMC Form 11869 can be found on page 

139 of this publication.   

 

1. CMR/SUB-ACCOUNT INVENTORIES 

 

    A physical inventory of accountable property managed by 

Ros/Property Custodians is required on a quarterly basis, or 

upon change of RO.  Semi-annual vice quarterly inventories are 

authorized when approved in writing by the CO/AO.  Physical 

inventories should be coordinated by the supply officer/ 

accountable property officer.  One of the quarterly inventories 

should coincide with the command-wide annual (wall-to-wall) 

physical inventory.  

 

    a. CMR/Sub-Custody Account Reconciliations.  Once an RO 

receives a copy of their current CMR/sub-custody account from 

the supply officer, all on-hand assets and serial numbers will 

be physically verified and reconciled against what is listed 

on the CMR/sub-custody account.  The RO will return a copy of 

the CMR/sub-custody account listing to the supply officer and 

initial the bottom of each page, signing and dating the final 

page.  This will be accomplished within 15 calendar days from 

the date of the letter.   

 

    b. CMR/Sub-Custody Account Discrepancies.  RO’s will report 

all discrepancies, to include variances in NSN, quantity, or 

serial number to the supply officer/accountable property 

officer via a Discrepancy Letter.  The RO will attempt to 

resolve all discrepancies with the supply officer as follows: 

 

        (1) If the supply officer and the RO agree that the 

CMR/sub-custody account is in error based on supporting 

documentation, the supply officer will make appropriate pen 

changes (NSN/NIIN, serial number, quantity) to the CMR/sub-

custody account listing and both the supply officer and RO 

will initial the changes.  The supply officer will then update 

the official CMR/sub-account property records accordingly.   

 

        (2) If after exhaustive causative research, the supply 

officer and RO are unable to resolve CMR/sub-custody account 

errors as identified in the RO Discrepancy Letter, the RO will 

still sign the CMR/sub-custody account listing.  All unresolved 

discrepancies involving property loss or damage will then be 

document on and submitted from the RO via DD Form 200, 

following procedures outlined in volume 17 of MCO 4400.201.  
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1. KEY SUPPORTING DOCUMENTATION 

 

    Ros/property custodians having custodial responsibility for 

the management of property must maintain key supporting 

documentation (KSD) that provide evidence of ongoing management 

and internal controls to account for property.  The following 

guidance relative to CMR/sub-custody accounts applies: 

 

        a. Maintain the signed copy of each CMR/sub-custody 

account together with all pending adjustment transactions 

(receipts, issues and inventory adjustment documents). 

 

        b. The retention period for supporting documentation is 

10 years (3 years active and 7 years archived). 

 

REFERENCES:  

 

DoD Supply Chain Material Management Policy     DoDI 4140.01 

DoD Financial Management Regulations       DoD 7000.14-

R 

Management of Property in the Possession of the  

Marine Corps                 MCO 4400.201 

GCSS-MC User’s Manual            UM 4000-125 
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Prescription: Include the following clause in Section G of all solicitations and contracts (both 

services and supplies) to mandate invoicing in Invoicing, Receipt, Acceptance, and Property 

Transfer (iRAPT), formally Wide Area Work Flow (WAWF). 

 
252.232-9012 - Invoicing, Receipt, Acceptance, and Property Transfer (iRAPT) 

formally (WAWF) – RECEIPT AND ACCEPTANCE (RA) INSTRUCTIONS (JUN 

2015) 

(a) As prescribed in DFARS clause 252.232-7003 Electronic Submission of Payment 
Requests (Jun 2012), Contractors must submit payment requests in electronic form. Paper 
copies will no longer be accepted or processed for payment unless the conditions of 

DFARS clause 252.232- 7003(c) apply. To facilitate this electronic submission, the 
Defense Threat Reduction Agency (DTRA) has implemented the DoD sanctioned 
Invoicing, Receipt, Acceptance, and Property Transfer (iRAPT) for contractors to submit 
electronic payment requests and receiving reports. The contractor shall submit electronic 
payment requests and receiving reports via (iRAPT). Vendors shall send an email 

notification to the Contracting Officer Representative (COR), Program/Project 

Manager or other government acceptance official identified in the contract by clicking 

on the Send Additional Email Notifications link upon every submission of an 

invoice/cost voucher in iRAPT. To access (iRAPT), go to https://wawf.eb.mil. 
 

** For questions, contact the DTRA iRAPT Team at dtra.belvoir.J4-8C.mbx.dtra-wawf- 

help@mail.mil. 

(b) Definitions: 

Acceptor: Contracting Officer’s Representative, Program/Project Manager, or 

other government acceptance official as identified in the contract/order. 

Pay Official: Defense Finance and Accounting Service (DFAS) payment office identified 

in the contract/order. 

SHIP To/Service Acceptor DoDAAC: Acceptor DoDAAC or DCMA DoDAAC (as 

specified in the contract/order). 

DCAA Auditor DoDAAC: Needed when invoicing on cost-reimbursable contracts. (Go to 

www.dcaa.mil and click on the appropriate link under Locator to search for your DCAA 

DoDAAC.) 

>>>>> For contracts that are administered by the Office of Naval Research (ONR): 

<<<<< Enter the ONR DoDAAC in the DCAA Auditor and Service Approver 

DoDAAC field in iRAPT. 

(c) iRAPT Contractor Input Information: 

The contractor shall use the following information in creating electronic payment requests 

in (iRAPT): 

Invoice Type in iRAPT: 

If billing for Cost Type/Reimbursable contracts (including T&M and LH), select 

“Cost Voucher” 
If billing for Firm-Fixed Price (FFP) Materials Only, select 
“Combo” If billing for FFP Materials and Service, select 
“Combo” 

If billing for FFP Services Only, select “2-n-1 (Services Only)” 
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** If the contract contains both FFP and Cost Type (including T&M and LH) line 

items, they must be invoiced separately on appropriate types mentioned above. Upon the 

written approval of the Project Manager or Contracting Officer’s Representative, the 

contractor may invoice both line items in one type of invoice. 

 

For iRAPT Routing Information, See Table Below: 

Description 
SF 26 SF 33 SF 1449 DD Form 1155 

Located in Block/Section 

Contract Number 2 2 2 1 

Delivery Order See Individual Order 4 2 

CAGE Code 7 15a 17a 9 

Pay DoDAAC 12 25 18a 15 

Inspection 
Section E (except SF 1449, See Entitled): 

INSPECTION AND ACCEPTANCE 

Acceptance 
Section E (except SF 1449, See Entitled): 

INSPECTION AND ACCEPTANCE 

Issue Date 3 5 3 3 

Issue By DoDAAC 5 7 9 6 

Admin DoDAAC 6 24 16 7 

Ship To / Service 

Acceptor DoDAAC 

 

6 
 

24 
 

16 
 

7 

Ship to Extension Do Not Fill In 

Services or Supplies 
Based on majority of requirement as determined by 

monetary value 

 

Final Invoice? 
Do not change “N” (no) to “Y” (yes) unless this is the 

last invoice and the contract is ready for closeout. 

 

(d) Final Invoices/Vouchers -Final Payment shall be made in accordance with the 

Federal Acquisition Regulation (FAR) 52.216-7, entitled “Allowable Cost and 

Payment.” 

 

Invoices - Invoice 2-n-1 (Services Only) and Invoice and Receiving Report (Combo) 

Select the “Y” selection from the “Final Invoice?” drop-down box when submitting the 

final invoice for payment for a contract. Upon successful submission of the final invoice, 

click on the Send Additional Email Notifications link to send an additional email 

notification to the Contracting Officer Representative (COR), Program/Project Manager or 

other government acceptance official identified in the contract. 

 

Final Cost Vouchers - Once the final DCAA audit is complete for cost 

reimbursable contracts and authorization from DCAA is received, submit the 

final cost voucher to dtra.belvoir.J4-8C.mbx.closeouts@mail.mil . 
 

**DO NOT SUBMIT FINAL VOUCHERS (ENDING IN “Z”) VIA iRAPT, submit only 

to the e-mail listed above. 

 

(e) WAWF e-Business Suite Training may be accessed online at 

https://wawftraining.eb.mil/wbt/. To practice creating documents in iRAPT, visit the 

practice site at https://wawftraining.eb.mil. General DFAS information may be accessed 

using the DFAS website at http://www.dfas.mil/. Payment status information may be 

accessed using the 

2 
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my Invoice system at https://wawf.eb.mil. Your contract number and shipment/invoice number 

will be required to check status of your payment. 

 

 
Note: For specific invoice related inquiries, email: dtra.belvoir.j4-8c.mbx.vendor- 

pay@mail.mil. Vendors shall forward any additional DTRA related iRAPT 

questions to dtra.belvoir.J4-8C.mbx.dtra-wawf-help@mail.mil. 
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Appendix B - Tier 2  KSD 

The following are examples of alternative supporting documentation that may fulfill financial statement assertions: 

• Contract modifications, or change orders 

• Approved work order 

• Approved last invoice 

• Signed lease for leased property 

• Transfer letter and documents for transferred assets 

• DoD Property in the Custody of Contractors (DD Form 1662) 

• Selected Acquisition Report (SAR) 

• Valuation Data Report with Program Listing 

• Budget Item Justification Sheet (Exhibit P-40, DD Form 2454, Exhibit R-2) 

• Production Schedule (Exhibit P-21, DD Form 2445) 

• Cost Analysis Worksheet (P-5) 

• Budget Procurement History and Planning (Exhibit P-5a, DD Form 2446) 

• Procurement Program (Exhibit P-1) 

• Appropriation Bill Report 

• Extracts from Accounting Systems Supporting Data 

Tier 2 KSD are expected to be maintained just as Tier 1 KSD to support a financial statement audit. 
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Appendix C - Key Supporting Documentation 

BACKGROUND 

The Military Standard Requisitioning and Issue Procedures (MILSTRIP) for the Marine Corps are covered in NAVMC 
4000.6 “MILSTRIP Life cycle of a Requisition”. This document is intended to improve awareness and audit 
responsiveness within the Marine Corps by providing complete examples of MILSTRIP Key Supporting Documentation 

(KSD). The following documents support the internal control requirements of Office of Management and Budget (OMB) 
A-123 and financial reporting objectives of OMB A-136 Revised. 

 

This document is to be used to compare with unit KSD, in order to ensure accuracy and completeness of all required 
key data attributes prior to submission. 

 

Requisitioning Process 

Overview 

This brief overview is intended to provide context for what follows. 

 
There are three basic phases of procurement; request, order and receipt. For the majority of the Operating Forces (OPFOR), there 
are two recognized categories of procurement in the Marine Corps, “off-line” and procurement via an authorized system. 

The two primary systems for procurement within the OPFOR are the Global Combat Support System – Marine Corps 
(GCSS-MC) and Purchase Request Builder (PR Builder). Both GCSS-MC and PR Builder provide an electronic 
method to route purchase requests from a requestor to the approver, irrespective of the method of procurement. GCSS-
MC also provides a stand-alone method for MILSTRIP requisitioning. 

MILSTRIP requisitioning that is not via GCSS-MC’s internal capability, is known as “off-line”. Off-line MILSTRIP purchase 
requests submitted via GCSS-MC or PR Builder provides an electronic record of the request from the requestor to the 
approver. 
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MILSTRIP Authorization KSD 

Purchase Request – (PR) 

Regardless of the method used to procure materials, all procurement begins with the identification of the requirement/s. 
Requirements development can be manual or electronic, centralized or decentralized, however most requirements 
development will be decentralized and manual. Meaning, for any one section/commodity/office, requirements may be 

developed based on input from multiple individuals and done so via manually annotated lists, screen capture and/or emails 
of requirements or copies of catalogues, all provided to one coordinator to compile. The RO, or his delegate, is required 
to review all requested materials to determine bona-fide need and make resource management determinations for his 
assigned section/commodity/office. Upon review of all requested materials, the RO may submit a consolidated formal request to 
the SupO for purchasing. Formal PRs may be submitted to the SupO via the PR Builder, GCSS-MC, may be manual or via other 
electronic means. Regardless of the medium used for transmitting requests, all PRs submitted by the RO to the SupO must 
include all the key data attributes seen in the following manual PR example
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Purchase Request Builder (PR Builder) 

When an off-line MILSTRIP PR is submitted via PR Builder to the SupO, it can be evidenced by the following print out 
example: 

 

  



Appendix C - KSD 

207  

  



Appendix C - KSD  

208 

  



Appendix C - KSD 

209  

Global Combat Support System – Marine Corps (GCSS-MC) PR 

When an off-line MILSTRIP PR is submitted via GCSS-MC to the SupO, it can be evidenced by the following screen capture 
examples: 
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MILSTRIP PR Checklist 
Regardless of the medium used, all PRs must contain the following list of key data attributes. Check whether the following key 

data attributes are contained on the authorization KSD being reviewed; make comments as necessary. 

KSD: Purchase Request - Authorization Yes No N/A Comments 

Does the request contain the requestor’s section/office, 

printed name and signature? 

    

Is the requestor appointed as the RO or delegated authority via 

NAVMC Form 11869? 

    

Was the request dated when submitted to the supply 

office? 

    

Does the request contain line item details of what is being 

requested to include the following? 

    

a. Nomenclature/description of material or service     

b. NSN/part number/catalogue number     

c. Unit of issue     

d. Unit price     

e. Quantity requested     

f. Total price     

Is there a total amount for the request identified?     

Does the request contain the account to be charged? i.e., 

FIP 

    

Does the request contain the approver’s printed name 

and signature? 

    

Is the approver appointed via DD Form 577 to perform both 

the APO role and the Fiscal/Budget & Accounting Officer 

(FBAO) role  

    

Is the approval dated?     
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MISTRIP Order/Receipt KSD 

GSA Procurement Platforms 

GSA procurement platforms include the GSA brick and mortar stores aboard most Marine Corps installations, aka ServMart, 
and all GSA web procurement portals. When a PR has been approved by the SupO for materials available via ServMart, there 
are two possible scenarios; the first scenario: authorized individual proceeds to ServMart to procure the approved items on 

the PR; this is an over the counter, point of sale transaction. The following is an example of an over the counter ServMart 
transaction, supporting the commitment, obligation (order) and expense (receipt) in SABRS, by document number. 

 

 

Note: Each item on the receipt must be on the approved PR. Receipt and acceptance must be evidenced by signature of 

appointed personnel 
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The second scenario for GSA ServMart stores is that the approved materials are not available, out of stock, when appointed 
personnel attempt to procure the materials. When this occurs, the GSA customer service section can place the approved items 
on referral (back ordered), which means the requested material will be delivered to the store and provided to the purchaser at a 
later date. The following is an example of a referral order, supporting the commitment and obligation (order) in SABRS. 
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GSA Web orders 
When a PR has been approved by the SupO for materials available via GSA web portals a couple of options are available to 
evidence an order has been placed, to support the commitment and obligation (order)  in SABRS, to include screen captures 
from the website; example as follows. 
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If the requisitioning command has established email points of contact for their DoDAAC within the GSA systems, 
whenever an order is placed in any GSA platform a confirmation of sale email will be sent to all contacts; the 
following example could also be used to support the commitment and obligation (order) in SABRS. 
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Receipt and acceptance for referrals or web orders occurs when the material is received. The following screen capture provides 

evidence to support the receipt and acceptance, expense (EXP) in SABRS. 
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MILSTRIP Order/Receipt KSD Checklist 
Though not all sources of supply or platforms available for MILSTRIP requisitions are outlined in this document, each 
MILSTRIP order, or order/receipt, must contain the following key data attributes. Check whether the following key data 

attributes are contained on the order or order/receipt KSD being reviewed; make comments as necessary. 

KSD: Order Yes No N/A Comments 

Does the order contain the following details of what has been 

ordered per line item? 

    

a. Nomenclature/description of material or service     

b. NSN/part number/catalogue number     

c. Unit of issue     

d. Unit price     

e. Quantity requested     

f. Total price     

g. MILSTRIP document number     

Is there a total amount of the order placed?     

Does the order contain the account being charged? i.e. 

DoDAAC/Fund Code, FIP or JON 

    

Is the date the order was placed evidenced?     

Is there an approved PR to support this order?     

KSD: Order/receipt Yes No N/A Comments 

In addition to the attributes listed for the order KSD, does the 

receipt contain the section/office, printed name and signature 

of the individual receiving the materials? 

    

Is the receiver appointed to perform receipt/acceptance via 

NAVMC Form 11869 or as the RO? 

    

If sub-issued to a requestor, are two sets of signatures on the 

receipt to evidence chain of custody? 
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Other MILSTRIP 

The following sections identify order and receipt KSD examples for several MILSTRIP requisitioning methods. 

 

GCSS-MC 

The commitment and obligation (COB) for GCSS-MC generated MILSTRIP requisitions, not “off-line”, can be supported by 
a screen capture of the A0A or status code BM transaction to a last known holder (LKH) outside of the Marine Corps, seen  

from the document management form within GCSS-MC. The following example is an A0A to a source of supply outside 
of the Marine Corps. 

 

Note: Include approver by selecting the A0A, select “Help” and “Record History” from the menu bar. 
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The following example is of a BM status transaction, passing the requisition to a source of supply outside of the Marine Corps. 
Note:  The importance of differentiating the BM from the A0A, is that the BM may be for a partial quantity and not the full 
quantity of the A0A. 

 

 

 

 

Note:  Depending on the details of the sample, the unit price amount may need to be researched via the document management to 
determine where/if a price change occurred. i.e., if the sample is for a dollar amount other than what was originally recorded as 
the unit price for the A0A. The following example shows a price change from the original A0A. 
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Receipt and acceptance for GCSS-MC requisitions is accomplished via form DD Form 1348. The following screen capture 
example provides evidence to support receipt and acceptance, the expense (EXP) for GCSS-MC requisitions. 

 

 

Fuel 
A draft fuel policy outlines source documentation options for supporting the commitment, obligation and expense (COE) 
transactions in SABRS. The following screen capture is an example of a manual fuel PR and receipt document that could be 

used to support the COE for MILSTRIP fuel; key data attributes outlined in red. 
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Other off-line methods of procurement and their KSD There are several off-line MILSTRIP purchasing methods 
available to the Marine Corps commands via the internet. Regardless of the method used to procure materials, the 
procurement process does not change. There are three basic steps in the Marine Corps MILSTRIP procurement process: 
in order, the request, the order and receipt. The following off-line methods of procurement follow the Marine Corps 
MILSTRIP process but may have subtle variation in source documentation depending on the particular commands 
understanding and implementation of guidance. The data attributes, for each KSD, for previously identified forms of 

procurement are required for each form of procurement, regardless of the method or source. 
 

Purchase Place, a Science Applications International Corporation (SAIC) store portal Purchase Place is a DLA prime 

vendor store portal, hosted by SAIC. DLA’s prime vendor program consists of contracted vendors who provide materials to all 

federal agencies. DLA pays the vendors for materials delivered and is reimbursed by billing the requestor via the MILSTRIP 

billing process. The following screen captures are examples provided to support the authorization, commitment, obligation 

and expense for Purchase Place requisitions. 

 

Example: Purchase Place manual purchase request 
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Example: Purchase Place commitment and obligation (COB) KSD 
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Example: Purchase Place receipt and acceptance, expense (EXP), KSD 

 
Note: The preceding examples are for one item from a group of items ordered under one MILSTRIP document number. The 
sample total dollar amount would reflect the total order; this example is to show traceability through receipt/acceptance, without 
including every individual receipt. 
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Defense Medical Logistics Standard Support (DMLSS) – for Medical Logistics (MEDLOG) Battalion  

DMLSS is a web-based procurement platform for requisitioning medical and dental supplies via DLA contracted vendors. DLA 
pays the vendors for materials delivered and is reimbursed by billing the requestor via the MILSTRIP billing process. 
MEDLOG is the equivalent of a medical and dental supply warehouse for the OPFOR. As the OPFOR participates in training 
and real-world events, they are issued standard blocks of medical/dental supplies to be consumed as necessary called Authorized 
Medical Allowance Lists (AMAL) and Authorized Dental Allowance Lists (ADAL). The replenishment of the MEDLOG 
standard AMAL/ADAL blocks are accomplished via DMLSS. The following screen captures are examples provided to 
support the authorization, commitment, obligation and expense for DMLSS purchases. 

 
The development of the DMLSS PR begins with the inventory of the AMAL or ADAL. The manual PR includes the detailed 
inventory, with line items requiring restock. Example DMLSS manual PR/authorization KSD and inventory list as 

follows: 
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Example: DMLSS commitment and obligation (COB) KSD 

 

  

Document number from sample 

Detail item ordered 

For Official Use Only (FOUO) 
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Example: DMLSS receipt and acceptance, expense (EXP), KSD 
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Navy One Touch 

Another web based MILSTRIP requisitioning platform used by several commands in the Marine Corps for the purchase 
of hazardous material. The following screen captures are examples provided to support the authorization, commitment, 
obligation and expense for Navy One Touch purchases. 

 

Example: One Touch manual purchase request KSD 
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Request routed via PR Builder 
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Example: One Touch order supporting commitment and obligation (COB) KSD 
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Example: Purchase Place commitment and obligation (COB) KSD 

 

 

SUMMARY: There are several other MILSTRIP requisitioning web-based platforms, to include FEDMALL, Stores-NT 
for subsistence, DLA WEBREQ, DLA Troop Support and other methods of placing MILSTRIP orders with vendors to include 
calling the vendor on the telephone to place the order. All of these methods follow the same 3 MILSTRIP requisitioning steps 
of request, order and receipt. Each KSD in each step of the MILSTRIP procurement process requires the same key data 

attributes identified in the attribute’s checklist. 
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12.27 Example Forms: DD Form 577 and DD Form 2875 System Authorization 

Access Request (SAAR)  

Example: Govt Admin - Access   Manager DD Form 577  

page 1 
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 Example: Govt Admin - Access   Manager DD Form 577  

page 2 

  



Enclosure (12) 

Example DD Form 577 

236 

Example: WAWF-Miscellaneous Pay (MISCPay) AO DD Form 577 

page 1 
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Example: WAWF-MISCPay AO DD Form 577  

page 2 
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Example: WAWF-MISCPay LPO DD Form 577  

page 1 
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Example: WAWF-MISCPay LPO DD Form 577 

page 2 
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Example: DD Form 2875 (SAAR)  

page 1 
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Example: DD Form 2875 (SAAR) 

page 2 
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Example: DD Form 2875 (SAAR)  

page 3 
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12.28 Buy/Sell Intragovernmental Transactions (IGT) Performance Delivery and 

Receipt Acceptance Minimum Data Elements 

1. Servicing Agency (Seller) Performance/Delivery Documentation. When the Marine Corps is the seller for a buy/sell 
IGT, they perform the necessary actions to fill the requesting agency (buyer) order and generate a 
performance/delivery document which is forwarded to the buyer. 

a. Within the Marine Corps, the preferred type of performance/delivery documentation is the DD Form 250 or 
system equivalent; however, performance/delivery documentation may include, but is not limited to, the DD Form 
250, system-generated performance/receiving report (i.e., WAWF IGT Performance Evidence Receiving Report), 
U.S. Government Bill of Lading (GBL), DD Form 1348-1A, or DD Form 1149. 

b.  The table below identifies the minimum data requirements required for a document to serve as the buy/sell IGT 

performance/delivery document. 

c. The column titled “Servicing Agency (Seller)” provides the Marine Corps specific instructions for completing the 
DD Form 250 to serve as the performance/delivery document. An example is provided on page 256 of this 

Enclosure (Appendix C-KSD). 

Data 

# 

Data Element Description Servicing Agency (Seller) 

1 Agreement Type This is the type of agreement such as 

intragovernmental. 
1. Identify "IGT" as the Agreement Type 

in the first block of the header. 

2 Intra-Gov Order/ 
Modification 
Number 

The Order Number is a unique number that must be 
established between the requesting agency 
(buyer) and servicing agency (seller) that will track 
each IGT order from the beginning through the 
completion or termination. This number is the 
same as the  General Terms and Conditions 
(GT&C) number with the first digit being replaced 
with an “O” vice the GT&C “A.” The format is 
OYYMM-RRR-SSS-NNNNNN, where: “A” = 
literal; “YY” = 2-digit current year; “MM” = 2-
digit current month; “RRR” = 3 digit requesting 
agency (buyer) Department Code; “SSS” = 3-digit 
servicing agency (seller) Department Code; and 
“NNNNNN” = 6-digit Sequence Number (e.g., 
A1808- 017-097-000002). The Sequence Number 
starts at 1 and is incremented for every new GT&C. 
The numbering restarts every MONTH at 1. 

The Modification Number is a unique number that 

identifies the creation of subsequent orders (to 

include modifications to an existing order) against 

the same GT&C Number. The first order placed 

against the GT&C (agreement) will simply be 

identified with the GT&C Order Number. All 

subsequent orders against the GT&C will use the 

same GT&C Order Number and be individually 

tracked using a Modification Number beginning 

with “1” and incrementally increased by 1 for each 

subsequent order (e.g., initial order is O1808- 017-

097-000002.0, subsequent orders will be O1808- 

017-097-000002.1, O1808-017-097-000002.2, 

etc.). 

1. Identify the IGT Order/ 
Modification Number for the goods 
to be delivered or services to be 
performed in Block 1. Refer to 
Enclosure (4) for additional details. 

Note: The requesting agency (buyer) 
Order Number will also be identified in 
Block 1 following the IGT Order 
Number and separated by “/”. Example: 
“O1808-017-097- 
000002.0/M9999906MP00001” 

Note: In the absence of the G- 
Invoicing-generated IGT Order 
Number, only the requesting agency 
(buyer) Order Number will be provided. 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data Element Description Servicing Agency (Seller) 

3 Requesting 

Agency (Buyer) 

Order Number 

This is the Order Number associated with the 
buyer’s (requesting trading partner) ordering system. 
This will be the SDN used on the purchase order 
(i.e., DD Form 448, Navy Comptroller 
(NAVCOMPT) Form 2275) 

1. Identify the requesting agency 
(buyer) Order Number for the goods 
to be delivered or services to be 
performed in Block 1. 

Note:  The IGT Order Number will 
also be identified in Block 1 preceding 
the Requesting Agency (Buyer) Number 
and separated by “/”. Example: “O1808-
017-097- 
000002.0/M9999906MP00001” 

Note: In the absence of the           G-

Invoicing-generated IGT Order Number, 

only the Requesting Agency (Buyer) 

Order Number will be provided. 

4 Shipment 
Number 

This is the number used to identify the shipment. It 
is a 7-digit code. The first 3-digits shall be letters 
and can be any letters desired; however, the same 
letters must be used for the life of the IGT purchase 
order. The last 4-digits shall be numbers 
corresponding to the number of shipments being 
made. Shipment number one would be “0001” and 
increase by increments of one (e.g., “0002”, 
“0003”, etc.). Therefore, the entire shipment 
number would be “ABC0001.” 

1. Identify the Shipment Number for 
the goods to be delivered or service to 
be performed in Block 2. 

Note: The Final Shipment Indicator 
will also be identified in Block 2 
following the Shipment Number. 
Example: “ABC0001N.” 

5 Final Shipment 
Indicator 

Identifies if the shipment is the final shipment. 

Appropriate values are: “Y” (yes) or “N” (no). 

1. Identify the Final Shipment 
Indicator for the goods to be 
delivered or service to be perform in 
Block 2. The Final Shipment 
Indicator will be identified as a “Y” for 
yes and “N” for no as the last digit of the 
Shipment Number (e.g., ABC0001N, 
ABC0008Y) 

Note:  The Shipment Number will also 
be identified in Block 2 preceding the 
Final Shipment Indicator. Example: 
“ABC0001N” 

6 Shipment Date The date the shipment is released to the carrier or the 

date the services are completed. 

1. Identify the date the goods were 
released to the carrier for delivery or the 
date the service was completed in 
Block 3. 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data Element Description Servicing Agency (Seller) 

7 Shipped from 

DoDAAC/AAC 

Identifies the servicing agency (seller) shipping the 
goods. For DoD agencies this will be the 6-digit 
DoDAAC. For non-DoD agencies, this will be the 
5-digit AAC. 

1. Identify the DoDAAC of the 

servicing agency (seller) shipping the 

goods or performing the service in 

Block 11 (code section). 

8 Shipped to 
DoDAAC/AAC 

Identifies the requesting agency (buyer) receiving 

the goods or services. For DoD agencies, this will 

be the 6-digit DoDAAC. For non-DoD agencies, 

this will be the 5-digit AAC. 

1. Identify the DoDAAC of the 
requesting agency (buyer) receiving 
the goods or service in Block 13 (code 
section). 

9 Order Line 
Number 

This is the line number associated with the order 

line. This is a 4-digit numeric character as identified 

on the IGT purchase order (i.e., DD Form 448, 

NAVCOMPT Form 2275) 

1. Identify the Item Line Number for the 
goods to be delivered or services to be 
performed Block 15 (first section). 

Note: If the IGT purchase order does 
not identify a specific Order Line 
Number, it will be populated with 
“0001” for every item. 

10 Sub-Line 
Number 

The sequential sub-line structure below an Item 

Line Number. It contains detailed financial 

information and shipping information. This is a 

2-digit numeric character as identified on the IGT 

purchase order (i.e., DD Form 448, NAVCOMPT 

Form 2275). 

1. Identify the Sub-Item Number for the 
goods to be delivered or services to be 
performed in Block 15 (second 
section). 

Note: If the IGT purchase order does 
not identify a Schedule Number, it will 
be populated with “AA” for every item. 

11 Product Service 
Code (PSC) or 
National Stock 
Number (NSN) 

This is the PSC or NSN of the goods delivered 
or services provided. The primary option is to 
provide the 4-digit Federal Supply Class (FSC). If 
an FSC is not available (i.e., services) the PSC 
code shall be used. 

PSCs are identified in the Federal Procurement 
Data System Product and Service Code 
Manual 
(https://www.acquisition.gov/PSC_Manual) 

FSCs are the first 4 digits of the NSN. 

* Identify the 4-digit PSC, FSC, or 
NSNC the goods to be delivered or 
services to be performed in Block 16. 

Note: The Item Description will also 
be identified in Block 16 following the 
PSC, FSC, or NSN, and separated by 
“/”. Example: “1730151994109/TOW 
BAR, AIRCRAFT, P/N 129-39000-
02- 
113, S/N 12345, 23456” or “S112/ 

UTILITIES – ELECTRIC.” 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data Element Description Servicing Agency (Seller) 

12 Item 

Description 

This is the basic description of the item being 
exchanged. The item description shall include the 
nomenclature, part number (when applicable), 
and serial number (when applicable). 

1. Identify the Item Description f or the 
goods to be delivered or services to be 
performed in Block 16. 

Note: The PSC, FSC, or NSN 
will also be identified in Block 16 
preceding the Item Description and 
separated by “/”. Example: 
“1730151994109/TOW BAR, 
AIRCRAFT, P/N 129-39000-02- 
113, S/N 12345, 23456” or “S112/ 
UTILITIES – ELECTRIC.” 

Note: If additional space is needed, 

proceed to the next line in Block 16. 

13 Quantity 
Shipped 

The quantity shipped by the servicing agency 

(seller) 

* Identify the Quantity Shipped of the 
goods delivered or services performed 
in Block 17 (first section). 

14 Quantity 
Received 

The quantity received by the requesting agency 

(buyer). 

1. No action required, requesting agency 
(buyer) only. 

15 Unit of Issue The Unit of Issue as indicated in the IGT order. A 2-

digit alpha value that indicates of Unit of Issue. 

1. Identify the Unit of Issue for the 
goods to be delivered or services to be 
performed in Block 18. 

16 Unit Price This is the Unit Price for the goods delivered or 

services performed. The Unit Price is the unit 

price annotated on the IGT order. 

1. Identify the Unit Price for the 
goods to be delivered or services to be 
performed in Block 19. 

17 Sub-Line 
Amount 

This is the monetary amount for the Sub-Line 

Number. The dollar value amount of the product of 

quantity shipped and unit price for each 

respective Sub-Item Number. 

1. Identify the Order Schedule Amount 
for the goods to be delivered or 
services to be performed in Block 20 
of the DD Form 250. 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data Element Description Servicing Agency (Seller) 

18 Date of 

Acceptance 

The date the goods or services are accepted by an 
authorized individual from the requesting agency 
(buyer). 

1. No action required, requesting agency 

(buyer) only. 

19 Signature of 

Acceptor 

The signature of the authorized individual from the 
requesting agency (buyer) accepting the goods or 
services. 

 

20 Name of 

Acceptor 

The printed name of the authorized individual from 
the requesting agency (buyer) accepting the goods or 
services. 

 

21 Title of 

Acceptor 

The billet description of the authorized individual 
from the requesting agency (buyer) accepting the 
goods or services. 

 

22 Address of 

Acceptor 

The address of the requesting agency (buyer) 
accepting the goods or services. The address is 
identified by the command name. 

 

23 Telephone 

Number of 

Acceptor 

The commercial phone number of the 
authorized individual from the requesting agency 
(buyer) accepting the goods or services. The 
commercial phone number must include the full 
number to include extension if applicable. 
Example: 999-9999-9999, ext. 9999. 

 

24 Date of Receipt The date the goods or services are received by an 
authorized individual from the requesting agency 
(buyer). 

 

25 Signature of 

Receiver 

The signature of the authorized individual from the 
requesting agency (buyer) receiving the goods or 
services. 

 

26 Name of 

Receiver 

The printed name of the authorized individual from 
the requesting agency (buyer) receiving the goods or 
services. 

1. No action required, requesting agency 

(buyer) only. 

28 Address of 

Receiver 

The address of the requesting agency (buyer) 
receiving the goods or services. The address is 
identified by the command name. 

 

29 Telephone 

Number of 

Receiver 

The commercial phone number of the authorized 
individual from the requesting agency (buyer) 
receiving the goods or services. The commercial 
phone number must include the full number to 
include extension if applicable. Example: 999-
9999-9999, ext. 9999. 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data Element Description Servicing Agency (Seller) 

29 Telephone 

Number of 

Receiver 

The commercial phone number of the 
authorized individual from the requesting 
agency (buyer) receiving the goods or services. 
The commercial phone number must include the 
full number to include extension if applicable. 
Example: 999-9999-9999, ext. 9999. 

 

30 General Terms 

and Conditions 

(GT&C) 

Number 

The GT&C Number is a unique agreement 
number that must be established between the 
requesting agency (buyer) and servicing agency 
(seller) that will be used to track each IGT from 
the beginning through the completion or 
termination. This number is auto- generated by 
G-Invoicing when the GT&C is loaded into the 
system using the following format: AYYMM- 
RRR-SSS-NNNNNN, where "A" = literal; "YY" = 
2-digit current year; "MM" = 2-digit current 
month; “RRR" = 3 digit requesting agency 
(buyer) Department Code; "SSS" = 3-digit 
servicing agency (seller) Department Code; and 
"NNNNNN" = 6-digit Sequence Number (e.g., 
A1808-017-097-000002). The Sequence Number 
starts at 1 and is incremented for every new 
GT&C. The numbering restarts every MONTH 
at 1. 

1. Identify the GT&C Number of the 
goods to be delivered or services to be 
performed in Block 23 as such 
"GT&C Number: xxxxx-xxx-xxx-
xxxxxx." 

Note: The GT&C Number is the G-
Invoicing-generated GT&C Number. 
If the servicing agency (seller) is not 
fully implemented in G-Invoicing, the 
locally-generated GT&C Reference 
Number used in the GT&C (i.e., MOU, 
MOA, Inter-Service Support 
Agreement (ISSA), DD Form 1164, 
or FS Form 7600A) should be used. 
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2. Requesting Agency (Buyer) Receipt and Acceptance Documentation. When the Marine Corps is the buyer for a buy/sell 
IGT, they are required to produce evidence of receipt and acceptance as documented proof that the goods were delivered 

or services were performed. 

a. Within the Marine Corps, the preferred type of receipt and acceptance documentation is the DD Form 250 or 
system equivalent; however, receipt and acceptance documentation may include, but is not limited to, the DD Form 
250, system-generated performance/receiving report (i.e., WAWF IGT Performance Evidence Receiving Report), 
GBL, DD Form 1348-1a, or DD Form 1149. 

b. The table below identifies the minimum data requirements required for a document to serve as the buy/sell receipt and 
acceptance document. 

c. The column titled “Requesting Agency (Buyer) – Provided” provides Marine Corps-specific instructions for completing 
the receipt and acceptance document when a performance/delivery document is provided by the seller. An example 
is provided on page 252 of this Enclosure. 

d.  The column titled “Requesting Agency (Buyer) – DD Form 250” provides Marine Corps-specific instructions for 
completing the DD Form 250 to serve as the receipt and acceptance document when a performance/delivery 

document is not provided by the seller. An example is provided on page 253 of this Enclosure. 

Data 

# 
Data 

Element 

Description Requesting Agency (Buyer) - 

Provided 

Requesting Agency (Buyer)  

-DD Form 250 

1 Agreement 
Type 

This is the type of agreement 
such as intragovernmental. 

1. Identify the "IGT" on the 

top of the servicing agency 

(seller)-provided 

performance/delivery 

document. 

1. Identify "IGT" as the 
Agreement Type in the first 
block of the header. 

2 IntraGov 
Order/ 
Modification 
Number 

The Order Number is a 
unique number that must be 
established between the 
requesting agency (buyer) and 
servicing agency (seller) that 
will be used to track each IGT 
order from the beginning 
through the completion or 
termination. This number is 
the same as the GT&C 
Number with the first digit 
being replaced with an "O" 
vice the GT&C "A." The 
format is OYYMM-RRR- 
SSS-NNNNNN, where "A" = 
literal; "YY" = 2-digit current 
year; "MM" = 2-digit current 
month; “RRR" = 3 digit 
requesting agency (buyer) 

Department Code; "SSS" = 
3-digit servicing agency 
(seller) Department Code; and 
"NNNNNN" = 6-digit 
Sequence Number (e.g., 
A1808-017- 097-000002). 
The Sequence Number starts 
at 1 and is incremented for 
every new GT&C. The 
numbering restarts every 
MONTH at 1. 

1. Validate the IGT Order/ 
Modification Number for 
the delivered goods or 
performed services as 
identified on the servicing 
agency (seller) 
performance/delivery 
document. If not, write the 
IGT Order Number on the 
provided document. Refer to 
Enclosure (4) for additional 
details. 

Note: In the absence of the 

G-Invoicing-generated IGT 

Order Number, only the 

requesting agency (buyer) 

Order Number will be 

provided. 

1. Identify the IGT Order/ 
Modification Number of the 
delivered goods or performed 
services in Block 1. Refer to 
Enclosure 

(4) for additional details. 

Note:  The requesting 
agency (buyer) Order 
Number will also be 
identified in Block 1 
following the IGT Order 
Number and separated by “/”. 
Example: “O1808- 017-097-
000002.0/ 
M9999906MP00001” 

Note: In the absence of the 
G-Invoicing-generated IGT 
Order Number, only the 
requesting agency (buyer) 
Order Number will be 
provided. 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data 

Element 

Description Requesting Agency (Buyer) - 

Provided 

Requesting Agency (Buyer)  

-DD Form 250 

3 Requesting 
Agency 
(Buyer) 
Order 
Number 

This is the Order Number 
associated with the buyer's 
(requesting trading partner) 
ordering system. This will be 
the Standard Document 
Number used on the purchase 
order (i.e., DD Form 448, 
NAVCOMPT Form 2275) 

1. Validate the requesting 
agency (buyer) Order 
Number for the delivered 
goods or performed 
services as identified on the 
servicing agency (seller) 
performance/delivery 
document. If not, hand write 
the requesting agency (buyer) 
Order Number on the 
provided document. 

Note: In the absence of the 

G-Invoicing-generated IGT 

Order Number, only the 

requesting agency (buyer) 

Order Number will be 

provided. 

1. Identify the requesting 
agency (buyer) Order 
Number of the delivered 
goods or performed 
services in Block 1. 

Note: The IGT Order 
Number will also be 
identified in Block 1 
preceding the requesting 
agency (buyer) Order 
Number and separated by “/”. 
Example: “O1808- 017-097-
000002.0/ 
M9999906MP00001” 

Note: In the absence of the 
G-Invoicing-generated IGT 
Order Number, only the 
requesting agency (buyer) 
Order Number will be 
provided. 

4 Shipment 
Number 

This is the number used to 
identify the shipment. It is a 7-
digit code. The first 3 digits 
shall be letters and can be any 
letters desired; however, the 
same letters must be used for 
the life of the IGT purchase 
order. The last 4 digits shall be 
numbers corresponding to the 
number of shipments being 
made. Shipment number one 
would be "0001" and increase 
by increments of one (e.g., 
"0002", "0003", etc.). 
Therefore, the entire shipment 
number would be 
"ABC0001." 

1. Validate the Shipment 
Number for the delivered 
goods or performed 
services as identified on the 
servicing agency (seller) 
performance/ delivery 
document. If not, hand write 
the Shipment Number on the 
provided document. 

Note: In the absence of 
servicing agency (seller) 
Shipment Number, the first 3 
digits shall be “BUY” to 
indicate they were generated 
by the buyer. Example: 
“BUY0001”, “BUY0002.” 

Note: The Final Shipment 

Indicator will also be 

identified in Block 2 

following the Shipment 

Number. Example: 

“BUY0001N.” 

1. Identify the Shipment 
Number of the delivered goods 
or performed services in 
Block 2. 

Note: In the absence of 
servicing agency (seller) 
Shipment Number, the first 3 
digits shall be “BUY” to 
indicate they were generated 
by the buyer. Example: 
“BUY0001”, “BUY0002.” 

Note: The Final Shipment 
Indicator will also be 
identified in Block 2 
following the Shipment 
Number.  
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data 

Element 

Description Requesting Agency (Buyer) - 

Provided 

Requesting Agency (Buyer)  

-DD Form 250 

5 Final 
Shipment 
Indicator 

Identifies if the Shipment is the 
final shipment. Appropriate 
values are: “Y” (Yes) or “N” 
(No). 

1. Validate the Final 
Shipment Indicator for the 
delivered goods or 
performed services as 
identified on the servicing 
agency (seller) 
performance/delivery 
document. If not, hand write 
“N” after the shipment 
number. 

1. Identify the Final 
Shipment Indicator of the 
delivered goods or performed 
services in Block 2 as “N.” 

Note: The Shipment Number 
will also be identified in 
Block 2 preceding the Final 
Shipment Indicator. 

Example: “BUY0001N” 

6 Shipment 
Date 

The date the shipment is 
released to the carrier or the 
date the services are 
completed. 

1. No action required, 

servicing agency (seller) only. 

1. No action required, 
servicing agency (seller) only. 

7 Shipped 
from 
DoDAAC/ 

Activity 
Address 
Code 
(AAC) 

Identifies the servicing 
agency (seller) shipping the 
goods or performing 
services. For DoD agencies, 
this will be the 6-digit 
DoDAAC. For non-DoD 
agencies, this will be the 5-
digit AAC. 

1. Validate the DoDAAC/ 

AAC of the servicing 

agency (seller) who shipped 

the delivered goods or 

performed the services as 

identified on the servicing 

agency (seller) 

performance/delivery 

document. If not, hand 

write the DoDAAC/AAC on 

the provided document. 

1. Identify the DoDAAC/ 
ACC of the servicing 
agency (seller) who 
delivered the goods or 
performed the services in 
Block 11 (code section). 

8 Shipped to 
DoDAAC/ 
AAC 

Identifies the requesting 
agency (buyer) receiving the 
goods or services. For DoD 
agencies, this will be the 6-
digit DoDAAC. For non- 
DoD agencies, this will be the 
5-digit AAC. 

1. Validate the DoDAAC/ 
AAC of the requesting 
agency (buyer) receiving the 
goods or services as 
identified on the servicing 
agency (seller) 
performance/delivery 
document. If not, hand write 
the DoDAAC/AAC on the 
provided document. 

1. Identify the DoDAAC/ 
ACC of the requesting 
agency (buyer) receiving the 
goods or services in Block 
13 (code section). 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data 

Element 

Description Requesting Agency (Buyer) - 

Provided 

Requesting Agency (Buyer)  

-DD Form 250 

9 Order Line 
Number 

This is the Order Line 
Number associated with the 
Order Line. This is a 4-digit 
numeric character as 
identified on the IGT purchase 
order (i.e., DD Form 448, 
NAVCOMPT Form 2275) 

1. Validate the Item Line 
Number (from the IGT 
purchase order) for the 
delivered goods or 
performed services is 
identified on the servicing 
agency (seller)-generated 
performance/delivery 
document. If not, write the 
Order Line Number on the 
provided document. 

1. Identify the Item Line 
Number of the delivered 
goods or performed services 
in Block 15 (first section). 

Note: If the IGT purchase 
order does not identify a 
specific Order Line Number, 
it will be populated with 
“0001” for every item. 

10 Sub-Line 
Number 

The sequential sub-line 
structure below an Item Line 
Number. It contains detailed 
financial information and 
shipping information. This is a 
2-digit numeric character as 
identified on the IGT purchase 
order (i.e., DD Form 448, 
NAVCOMPT Form 2275) 

1. Validate the IGT Sub- 
Item Number from the IGT 
purchase order for the 
delivered goods or services 
performed as identified on the 
servicing agency (seller)- 
generated performance/ 
delivery document. If not, 
hand write the Schedule 
Number on the provided 
document. 

Note: If the IGT purchase 

order does not identify a 

Schedule Number, it will be 

populated with “AA” for every 

item. 

1. Identify the Sub-Item 
Number of the delivered 
goods or performed 
services in Block 15 
(second section). 

Note: If the IGT purchase 
order does not identify a 
Schedule Number, it will be 
populated with “AA” for 
every item. 

11 Product 
Service Code 
(PSC) or 

National 
Stock 
Number 
(NSN) 

This is the PSC or NSN of the 
goods delivered or services 
provided. The primary option 
is to provide the Federal 
Supply Class (FSC). If an FSC 
is not available (i.e., services) 
the PSC code shall be used. 

PSCs are identified in the 
Federal Procurement Data 
System Product and Service 
Code Manual (https:// 
www.acquisition.gov/PSC 
Manual) 

FSCs are the first 4 digits of the 
NSN. 

* Validate the PSC, FSC, or 
NSN for the delivered goods 
or performed services as 
identified on the servicing 
agency (seller)- generated 
performance/ delivery 
document. If not, write the 
PSC, FSC, or NSN on the 
provided document. 

Note: The Item Description 
will also be identified in 
Block 16 following the PSC, 
FSC, or NSN and separated 
by “/”. Example: 
“1730151994109/ TOW 
BAR, AIRCRAFT, P/N 129-
39000-02-113, S/N 12345, 
23456” or “S112/ 

UTILITIES – ELECTRIC.” 

* Identify the 4-digit PSC 
or FSC; or the 15-digit NSN 
of the delivered goods or 
performed services in Block 
16. 

Note: The Item Description 
will also be identified in 
Block 16 following the PSC, 
FSC, or NSN and separated 
by “/”. Example: 
“1730151994109/ TOW 
BAR, AIRCRAFT, P/N 
129-39000-02-113, S/N 
12345, 23456” or “S112/ 
UTILITIES – ELECTRIC.” 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data 

Element 

Description Requesting Agency (Buyer) - 

Provided 

Requesting Agency (Buyer)  

-DD Form 250 

12 Item  

Description 

This is the basic description of 
the item being exchanged. The 
Item Description shall 
include the nomenclature, part 
number (when applicable), 
and serial number (when 
applicable). 

1. Validate the Item 
Description for the delivered 
goods or performed services as 
identified on the servicing 
agency (seller)-generated 
performance/delivery 
document. If not, write the 
Item Description on the 
provided document. 

Note: The PSC, FSC, or 

NSN will also be identified in 

Block 16 preceding the Item 

Description and separated by 

“/”. Example: 

“1730151994109/TOW 

BAR, AIRCRAFT, P/N 129- 

39000-02-113, S/N 12345, 

23456” or “S112/UTILITIES 

– ELECTRIC.” 

1. Identify the Item 
Description of the delivered 
goods or performed services in 
Block 16. 

Note: The PSC, FSC, or 

NSN will also be identified in 
Block 16 preceding the Item 
Description and separated by 
“/”. Example: 
“1730151994109/TOW 
BAR, AIRCRAFT, P/N 129- 
39000-02-113, S/N 12345, 
23456” or “S112/UTILITIES 
– ELECTRIC.” 

Note:  If additional space is 
needed, use the next line in 
Block 16. 

13 Quantity 
Shipped 

The Quantity Shipped by the 
servicing agency (seller) 

No action required, servicing 

agency (seller) only. 

No action required, servicing 
agency (seller) only. 

14 Quantity  

Received 

The Quantity Received by the 
requesting agency (buyer). 

1. Validate the Quantity 

Shipped of the delivered 

goods or performed services 

as identified on the servicing 

agency (seller)- generated 

performance/ delivery 

document AND validate that 

it matches the Quantity 

Received. If not, hand write 

the Quantity Received on the 

provided document next to the 

item description. 

1. Identify the Quantity 
Received of the delivered 
goods or performed 
services in Block 17 (first 
section) and place an “X” in 
Block 17 (second section). 

15 Unit of 
Issue 

The Unit of Issue as indicated in 
the IGT order. A 2-digit 
alpha value that indicates the 
unit of issue, per the American 
National Standards Institute. 

1. Validate the Unit of Issue 
for the delivered goods or 
performed services as 
identified on the servicing 
agency (seller)-generated 
performance/delivery 
document. If not, write the 
Unit of Issue on the 
provided document. 

1. Identify the Unit of Issue 

of the delivered goods or 

performed services in Block 

18. 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data 

Element 

Description Requesting Agency (Buyer) - 

Provided 

Requesting Agency (Buyer)  

-DD Form 250 

16 Unit Price This is the Unit Price for the 
goods delivered or services 
performed. The unit price is the 
unit price annotated on the 
corresponding IGT order. 

1. Validate the Unit Price for 
the delivered goods or 
performed services as 
identified on the servicing 
agency (seller)-generated 
performance/delivery 
document. If not, write the 
Unit Price on the provided 
document. 

1. Identify the Unit Price of 
the delivered goods or 
performed services in Block 
19. 

17 Sub-Line 
Amount 

This is the monetary amount for 
the Sub-Line Number. The 
dollar value amount of the 
product of quantity shipped 
and unit price for each Sub-
Item Number. 

1. Validate the Sub-Item 
Amount for the delivered 
goods or provided services as 
identified on the servicing 
agency (seller) generated 
performance/ delivery 
document. If not, hand 
write the Order Schedule 
Amount on the provided 
document. 

1. Identify the Sub-Item 
Amount of the delivered 
goods or performed 
services in Block 20. 

18 Date of  

Acceptance 

The date the goods or 
services are accepted by an 
authorized individual from the 
requesting agency (buyer). 

1. Write the date the goods or 

services were received on the 

provided document. 

1. Identify the date the goods or 
services were accepted in 
Block 21a (Date). 

19 Signature of 
Acceptor 

The signature of the 
authorized individual from 
the requesting agency (buyer) 
accepting the goods or 
services. 

1. Sign the provided 

document. 

1. Authorized acceptor 
places an "X' in Block 21b 
(Acceptance), signs in 
Block 21b (Signature of 
Authorized Government 
Representative). 

20 Name of 
Acceptor 

The printed name of the 
authorized individual from 
the requesting agency (buyer) 
accepting the goods or 
services. 

1. Print the name on the 

provided document. 

1. Identify the name of the 
authorized acceptor in Block 
21b (Typed Name). 

21 Title of 
Acceptor 

The billet description of the 
authorized individual from the 
requesting agency (buyer) 
accepting the goods or services. 

1. Write the billet description on 

the provided document. 

1. Identify the authorized 
acceptor billet description in 
Block 21b (Title). 

22 Address of 
Acceptor 

The address of the requesting 
agency (buyer) accepting the 
goods or services. The address 
is identified by the command 
name. 

1. Write the Command Name 

on the provided document. 

1. Identify the Command 
Name in Block 21b 
(Mailing Address). 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data 

Element 

Description Requesting Agency (Buyer) - 

Provided 

Requesting Agency (Buyer)  

-DD Form 250 

23 Telephone 
Number of 
Acceptor 

The commercial phone 
number of the authorized 
individual from the requesting 
agency (buyer) accepting the 
goods or services. The 
commercial phone number 
must include the full number 
to include extension if 
applicable. Example: 999-9999-
9999, ext. 9999 

1. Write the telephone 

number on the provided 

document. 

1. Identify the phone number 
of the authorized acceptor in 
Block 21b. 

24 Date of 
Receipt 

The date the goods or services 
are received by an authorized 
individual from the requesting 
agency (buyer). 

1. Write the date the goods or 

services were received on the 

provided document. 

1. Identify the date the goods or 
services were received in Block 
22 (Date Received). 

25 Signature of 
Receiver 

The signature of the 
authorized individual from 
the requesting agency (buyer) 
receiving the goods or 
services. 

1. Sign the provided 

document. 

1. Authorized receiver signs in 
Block 22 (Signature of 
Authorized Government 
Representative). 

26 Name of 
Receiver 

The printed name of the 
authorized individual from the 
requesting agency (buyer) 
receiving the goods or services. 

1. Print the name on the 

provided document. 

1. Identify the name of the 
authorized receiver in Block 
22 (Typed Name). 

27 Title of 
Receiver 

The billet description of the 
authorized individual from the 
(Buyer) receiving the goods or 
services. 

1. Write the billet description on 

the provided document. 

1. Identify the authorized 
receiver in Block 22 (Title). 

28 Address of 
Receiver 

The address of the requesting 
agency (buyer) receiving the 
goods or services. The address 
is identified by the 
Command name. 

1. Write the Command Name 

on the provided document. 

1. Identify the Command 
Name in Block 22 (Mailing 
Address). 
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements 

Data 

# 
Data 

Element 

Description Requesting Agency (Buyer) - 

Provided 

Requesting Agency (Buyer)  

-DD Form 250 

29 Telephone 
Number of 
Receiver 

The commercial phone 
number of the authorized 
individual from the requesting 
agency (buyer) receiving the 
goods or services. The 
commercial phone number 
must include the full number 
to include extension if 
applicable. Example: 999-
9999-9999, ext. 9999 

1. Write the telephone 

number on the provided 

document. 

1. Identify the phone number 
of the authorized receiver in 
Block 22 (Commercial 
Telephone Number). 

30 General 
Terms and 
Conditions 
(GT&C) 

Number 

The GT&C Number is a 
unique agreement number 
that must be established 
between the requesting agency 
(buyer) and servicing agency 
(seller) that will be used to 
track each IGT from the 
beginning through the 
completion or termination. 
This number is auto-
generated by G-Invoicing 
when the GT&C is loaded 
into the system using the 
following format: AYYMM-
RRR- SSS-NNNNNN, where 
“A” = literal; “YY” = 2-digit 
current year; “MM” = 2-digit 
current month; “RRR” = 3 digit 
requesting agency (buyer) 
Department Code; “SSS” = 
3-digit servicing agency 
(seller) Department Code; and 
“NNNNNN” = 6-digit 
Sequence Number (e.g., 
A1808-017- 097-000002). 
The Sequence Number starts 
at 1 and is incremented for 
every new GT&C. The 
numbering restarts every 
MONTH at 1. 

1. Write the GT&C Number 
on the provided document. 

Note: The GT&C Number is 
the G-Invoicing-generated 
GT&C Number. If the 
requesting agency (buyer) is 
not fully implemented in  
G-Invoicing, the locally 
generated GT&C Reference 
Number in the GT&C (i.e., 
MOU, MOA, ISSA, DD 
Form 1164, or FS Form 
7600A) should be used. 

1. Identify the GT&C 
Number of the delivered goods 
or performed ser- vices in 
Block 23 as such “GT&C 
Number: xxxxx- xxx-xxx-
xxxxxx.” 

Note: The GT&C Number is 
the G-Invoicing-generated 
GT&C Number. If the 
requesting agency (buyer) is 
not fully implemented in  
G-Invoicing, the locally 
generated GT&C Reference 
Number in the GT&C (i.e., 
MOU, MOA, ISSA, DD 
Form 1164, or FS Form 
7600A) should be used. 
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Enclosure 13 - Access Management and Internal Controls for Electronic 

Commerce Systems 
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Acronyms 

Acronym Description 

AAP Abnormal Accounts Payable 

ABN Abnormal 

A&E Ammunition and Explosives 

A/I Accountable Item 

AA&E Arms, Ammunition, and Explosives 

AAC Activity Address Code 

AAO Approved Acquisitioning Objectives 

ACRN Accounting Classification Reference Number 

ADAL Authorized Dental Allowance Lists 

ADC Assistant Deputy Commandant 

AF / AM / AT Document Identifier Codes  

AIS Automated Information System 

AMAL Authorized Medical Allowance Lists 

AMAR  Ammunition Management and Accountability Review 

AMPS Account Management and Provisioning System  

AO Accountable Officer 

APO Accountable Property Officer 

APSR Accountable Property System of Record 

ARMS Access Request Management Service 

ASP Ammunition Supply Point 

AVO Audit and Verification Officer 

BEA Budget Execution Activity 

BESA Budget Execution Sub-Activity 

BL Bill of Lading 

BUMEDINST Bureau of Medicine and Surgery Instruction 

CAP Corrective Action Plan 

CAR Custodian Asset Report 

CBL Carrier Bill of Lading 

CBT Computer Based Training 

CCI Controlled Cryptographic Item 

CEC Combat Essentiality Code 

CG Commanding General 

CIIC Controlled Inventory Item Code 

CLIN Contract Line Item Number 

CLM Continuous Learning Module 
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Acronym Description 

CLS Contractor Logistics Support 

CMC Commandant of the Marine Corps 

CMR Consolidated Memorandum Receipt 

CMS Communications Security Material System 

CO Commanding Officer 

COB Commitment and Obligation 

COE Commitment, Obligation and Expense 

COL Certifying Officer Legislation 

COMSEC Communications Security 

COR Central Office of Record 

CPMS Contractor Property Management System  

CQA Contract Quality Assurance 

CSIB Controlled Substance Inventory Board  

DAO Departmental Accountable Official 

DAR-Q Dormant Account Review-Quarterly 

DASF Due-In and Status File 

DASN Deputy Assistant Secretary of the Navy 

DC Deputy Commandant 

DCMA Defense Contract Management Agency 

DFARS Defense Federal Acquisition Regulation Supplement 

DIC Document Identifier Code 

DLA Defense Logistics Agency 

DLM Defense Logistics Manual 

DLMS Defense Logistics Management Standards 

DMLSS Defense Medical Logistics Standard Support  

DOA  Delegation of Authority  

DoD Department of Defense 

DoDAAC Department of Defense Activity Address Code 

DoDAAD Department of Defense Activity Address Directory 

DoDI Department of Defense Instruction 

DoDIC Department of Defense Identification Code 

DoDM Department of Defense Manual 

DoN Department of the Navy 

DPAS Defense Property Accountability System 

DTR Daily Transaction Report 

DTRA Defense Threat Reduction Agency 

E&C Existence and Completeness 
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Acronym Description 

E-Commerce Electronic Commerce 

EEBS Enterprise External Business Systems 

EXP Expense 

FAN Functional Account Number 

FAR Federal Acquisition Regulation 

FBAO Fiscal/Budget & Accounting Officer 

FEDMALL Federal Mall 

FIAR Financial Improvement and Audit Readiness 

FIP Financial Improvement Plan 

FLIPL Financial Liability Investigation of Property Loss 

FLO Financial Liability Officer 

FM&C Financial Management and Comptroller 

FMFIA Federal Manager’s Financial Integrity Act 

FMR  Financial Management Regulation 

FO Fiscal Officer 

FOB Freight on Board 

FSC Federal Supply Class 

FSMAO Field Supply and Maintenance Analysis Office 

FY Fiscal Year 

GAM Group Access Manager 

GBL Government Bill of Lading 

GCPC Government Commercial Purchase Card 

GCSS-MC Global Combat Support System-Marine Corps 

GDLS General Dynamics Land Systems 

GFP Government Furnished Property 

GME Garrison Mobile Equipment 

GP Garrison Property 

GSA General Services Administration 

GT&C General Terms and Conditions  

HQMC Headquarters Marine Corps 

I&L Installations and Logistics 

IBER Internal Budget Execution Report 

ICART Internal Controls and Audit Readiness Team 

IGT  Intragovernmental Transactions 

IIP Initial Issue Provisioning 

iRAPT Invoicing, Receipt, Acceptance and Property Transfer 

ISL Inventory Stockage Levels 
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Acronym Description 

ISSA Inter-Service Support Agreement 

IUID Item Unique Identification  

JLTV Joint Light Tactical Vehicles  

JON Job Order Number  

KMI Key Management Infrastructure 

KO Contracting Officer 

KPI Key Performance Indicator 

KSD Key Supporting Documentation 

LE Local Element 

LGTE Liquidations Greater Than Expenses 

LKH Last Known Holder 

LOA Letter of Agreement 

LOA Line of Accounting 

LPO Local Processing Office 

MAGTF Marine Air-Ground Task Force 

MAL Mechanized Allowance List 

MANMED Manual of the Medical Department 

MARADMIN Marine Administrative Message 

MARCORLOGCOM Marine Corps Logistics Command 

MARCORSYSCOM Marine Corps Systems Command 

MARFOR Marine Forces 

MARFOR/SE Marine Corps Forces/Supporting Establishment 

MCA Management Control Activity 

MCBul Marine Corps Bulletin 

MCO Marine Corps Order 

MCVISTA Marine Corps Visual Inter-Fund System Transaction Accountability 

ME Military Equipment 

MEDLOG Medical Logistics  

MEF Marine Expeditionary Force 

MICP Managers’ Internal Control Program 

MILSTRIP Military Standard Requisitioning and Issue Procedures 

MIPR Military Interdepartmental Purchase Request 

MIRR Material Inspection and Receiving Report 

MLSR Missing, Lost, Stolen or Recovered 

MMCT Maximum Maintenance Cycle Times 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 
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Acronym Description 

MSC Major Subordinate Command 

MVGL Money Value Gain/Loss 

NAVCOMPT Navy Comptroller (Order for Work and Services)  

NAVMC Navy and Marine Corps 

NAVSUPINST Naval Supply Instruction 

NIIN National Item Identification Number (9 dig) 

NKO Navy Knowledge Online 

NMCARS Navy Marine Corps Acquisition Regulation Supplement 

NSN National Stock Number 

NSWC Naval Surface Warfare Center 

NULO Negative Unliquidated Obligation 

OIC Officer in Charge 

OM&S Operating Materials & Supplies 

OMB Office of Management and Budget 

OPFOR Operating Force 

OST Order Ship Times 

OUSD Office of the Under Secretary of Defense 

OUSD(C) Office of the Undersecretary of Defense (Comptroller) 

P&R Programs and Resources 

PFAT Property Financial Accounting Treatments for Military Equipment 

PIEE Procurement Integrated Enterprise Environment 

PM Program Manager 

POA&M Plan of Action and Milestones 

POC Point of Contact 

POS Point of Sale 

PP&E Property, Plant, and Equipment 

PPM Personal Property Manager 

PR Purchase Request 

PR Builder Purchase Request Builder 

PSC Product Service Code 

PSS Physical Security Survey 

QA Quality Assurance 

RCO Regional Contracting Office 

RD&A Research, Development and Acquisition 

RDT&E Research, Development, Test and Evaluation 

RI Responsible Individual 

RIC Routing Identifier Code 
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Acronym Description 

RIP Reparable Issue Point 

RNSN Record National Stock Number 

RO Responsible Officer 

SAAR System Authorization Access Request 

SABRS Standard Accounting, Budgeting, and Reporting System 

SAIC Science Applications International Corporation 

SAR Selected Acquisition Report 

SDN Standard Document Number 

SDR Supply Discrepancy Report 

SE Supporting Establishment 

SecDef Secretary of Defense 

SECNAVINST Secretary of the Navy Instruction 

SF Standard Form 

SMARTS SABRS Management Analysis Retrieval Tools System 

SMU Supply Management Unit 

SNCO Staff Non-Commissioned Officer 

SOA Statement of Assurance 

SOD Segregation of Duties 

SOICP Supply Officer’s Internal Control Program 

SOP Standard Operating Procedures 

SOS Source of Supply 

SR Service Request 

SRRB Service Requirement Review Board 

SSRI Supply System Responsible Item 

STRATIS Storage Retrieval Automated Tracking Integrated System 

SupO Supply Officer 

T/A Training Allowance 

T/E Table of Equipment 

T/E RQMT Table of Equipment Requirement 

TAC Transportation Account Code 

TAMCN Table of Authorize Materiel Control Number 

TAR Tri-Annual Review 

TCN Tracking Control Number 

TEAMS Total Enterprise Asset Management System 

TFSMS Total Force Structure Management System 

TLCM-OST Total Life Cycle Management - Operational Support Tool 

TM Technical Manual 
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Acronym Description 

TOECR Table of Organization & Equipment Change Request 

UAM User Access Manager 

UDO Undelivered Order 

UIC Unit Identifier Code 

UII Unique Item Identification 

ULO Unliquidated Obligation 

UMD Unmatched Disbursement 

UMT Unmatched Transaction 

USMC United States Marine Corps 

UUAM Unit User Account Manager 

WAWF Wide Area Workflow 

WAWF-MP Wide Area Workflow Miscellaneous Payments 
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For more information visit: 

https://eis.usmc.mil/sites/HQMCLP/EGEM/EGEM-2/ICART/default.aspx 

https://eis.usmc.mil/sites/HQMCLP/EGEM/EGEM-2/ICART/default.aspx



