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Deputy Commandant, Installationsand Logistics Message

Focus on
Audit Readiness

The Commandant’s intent with regard to accountability is clear. In his November
2019 White Letter, “Full Support to the Marine Corps Financial Statement Audit,” the
Commandant emphasized the importance of internal controls and auditability to
achieve mission success. We have made significant progress over the last several
years, but achieving a favorable audit opinion in FY21 requires continued effort.

This Supply Officer’s Internal Controls Handbook is a tool designed to assist
the Fleet Marine Forces and Supporting Establishments comply with audit
requirements. Because Internal Controls are foundational to readiness, accountability,
and transparency, the handbook provides Commanders and Supply Officers an
additional resource to achieve audit mandated standards. Simply put, a strong Internal
Controls program ensures the Marine Corps is manned, trained, and equipped for 21st
century operations, and beyond.

To that end, we remain committed to improving processes and controls to
support force design, readiness and audit objectives. Properly prioritized and balanced
future investments in readiness and modernization are predicated on accurate
accountability of current resources. I strongly support any effort to enhance efficient
management of mission critical assets and encourage recommendations that improve
our ability to meet Congressionally mandated financial auditability requirements.

Effective Internal Controls assists the logistics community by establishing a

foundation to support the force design efferts for the futu . A
/

/

J
arles G. .Cl\l\l
Lieutenant General

Deputy Commandant

Installations and Logistics
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Executive Summary

[ Leaders have a fundamental responsibility to
develop and maintain effective internal controls. ]

1.0 Executive Summary

Commanders, heads of staff agencies, and managersatall levels of the Marine Corps have a fundamental responsibility
to develop and maintain effective internal controls overtheir 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 alsoensure the proper stewardship of government resources. The safeguarding ofassetsisasubset ofthese 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) obligationsandcostsareincompliance 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 recordedand accounted for to permit
the preparation of accounts and reliable financial and statistical reportsandto maintainaccountability 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 asisolated 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 controlsshould supportthe effectivenessandthe 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 factorswhenanalyzing costsagainst 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 | 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.



Checklist Letter Format

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 unitname)

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. Perreferences(a)and (b), the supply section has reviewed andcompleted the Supply Officer Audit
ReadinessChecklist.

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

b. Summary of planned corrective actions: (summarize plannedcorrective actions initiated to
eliminate future discrepancies)

2. TheSupply 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 twoyears.

(Signature)
(FI. M1. LAST Name of Supply Officer)
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CHECKLIST

4.0 General
4.1 Supply Officer’s Internal Control Program Checklist

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

Select Date
Yes/No Complete

General Information

1. Have all KSD noted in the processes below been maintained for a period of 10 years (three Yes  No
years active and seven years archived) to satisfy record retention requirements? (MCO 4400.201,
Vol 3, Chapter 2, Para 0210, Sub-para 021002)

2.Isthe outgoing Commanding Officer’s (CO’s)/Accountable Officer’s (AO’s) Certificate of Yes  No
Relief retained inthe supply files? (MCO 4400.201, Vol 3, Chapter 1, Para 0109, Sub-para
010901.Aand Appendix G)

3.Isthe Accountable Property Officer (APO)/SupOappointed inwritingbythe CO/AO and is Yes  No
the appointment letterand DD Form 577 Appointment/Termination Record-Authorized

Signature Formretained inthe supply files? (MC0O 4400.201, Vol 3, Chapter 1, Para0106,

Sub-para 010701, Appendix A)

4.1stheoutgoing APO’s/ SupO’s Certificate of Reliefwiththe incoming APO’s/SupO’s Yes  No
endorsement retained inthe supply files? (MCO 4400.201, Vol 3, Chapter 1, Para0109, Sub-
Para 010902 and AppendixH)

5. AreProperty Custodians/Responsible Officers (ROs) appointedinwritingbythe CO/AOand ~ Yes ~ No
are the appointment letters retained in the supply files? (MCO 4400.201, Vol 3, Chapter 1, Para
010903, Sub-para 010903 and Appendix B)

6. Ifrequired, are there RO Delegation of Authority (DOA) (NAVMC Form 11869 Notice of Yes  No
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)

7. Have applicable desktop procedures and turnover folders been prepared for each billet Yes  No
involving administrative and management property control functions? (MCO 4400.201, Vol 3,
Chapter 1, Para 0113)

8. Has the organization conducted a self-assessment/risk assessment during the last semi-annual Yes No
period (Jan-Jun, Jul-Dec)? (MCO 5200.24E, Para 4.(a).(2).(e))

a. Was the self-assessment reviewed and endorsed by the CO/AQ? Yes = No
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CHECKLIST

Supply Officer’s Internal Control Program

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

Select Date
Yes/No Complete

General Information

9. Asaresultofthe previous self-assessment, was a Corrective Action Plan (CAP) and Plan of Yes  No
ActionandMilestones (POA&M)created forallidentified internal control deficienciesor
process weaknesses? (MCO 4400.201, Vol 3, Chapter 1, Para 0117)

10. Werethe SOICP self-assessmentresultsincluded inthe organization’s Managers’ Internal Yes  No
Control Program (MICP) Annual Statementof Assurance (SOA)and reportedtohigher

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

5200.24E)

11.Hasthe SupO/SOICP Coordinator completed the MIC P onlinetraining availablethrough Yes  No
Navy Knowledge Online (NKQO)? (MC0O5200.24E, Para4.a(2)(c))

12. Inthe absence of a Comptroller, did the CO/AQ appoint a Fund Manager inwriting? (MCO Yes  No
201, Vol 1, Chapter 2, Para020802)

a.Doesthe Fund Managerappointment letter contain,ataminimum, allapplicable duties? Yes  No
(MCO 7300.21B, Chapter 2, Para 2005.1)

13. Have the following personnel, who are appointed to approve or certify the expenditure of Yes  No
funds, completedthe Fiscal LawCourse and Budget Execution Course? (Marine Administrative
Message (MARADMIN350/11); Commandant of the Marine Corps (CMC MSG DTG

2417447 Jan 17)
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



5.0 Equipment
51 Military Equipment (ME) Checklist

Military Equipment

; Select Date
Receipt Procedures
Yes/No Complete

1. Areall KSD usedtoreceiptfor property (e.g., DD Form 1348-1A, Carrier Bill of Lading Yes  No
(CBL),Manifest, DD Form1149)signed, dated, andapplicable dataelementscaptured (e.g.,

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

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

Chapter 2, Para 0212)

2. Areseriallymanageditemsaccuratelyrecorded (i.e.,correct TAMCN, NSNandserial Yes  No
number) and updated inthe Accountable Property System of Record (APSR)? (MC04400.201,
Vol 3, Chapter 2, Para0206)

Select Date
Inventory Management
Complete

3.Duringannual/cyclical physical inventories, areserialnumbersand NSNslisted onthe Yes  No
property records reconciled against the serial number and NSN identified on the equipment

identificationplate (i.e., dataplate), andare the results submittedtothe CO/AOfor certification?

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

4. Arevoucherable gain orlosstransactions pre-approved by the appropriate authority based on Yes  No
his/her approval dollarthresholds and filed inthe voucher file? (MCO 4400.201, Vol 3, Chapter

2, Para0206, Sub-para 020601 and Vol 4, Chapter 4, Para0404, Sub-para 040403 and

040502)

5. Were all required adjustments, resulting from the annual/cyclical inventory processed to Yes  No
correctthe property records (accountable balances)? (MCO 4400.201, Vol 4, Chapter 4, Para
0404, Sub-para 040403, Chapter 5, Para 0512, Chapter 7, Para 0703)

6. Areall Money Value Gain/Loss (MVGL) Noticesresulting fromanannual/cyclical physical Yes  No
inventory certified by the CO/AQ and are they maintained on file? (MCO 4400.201, Vol 4,
Chapter 5, Para 051203 and Chapter 7, Para 0704;)

7. Aretheresultsoftheannual/cyclical inventory documented and maintained onfile? (MCO Yes  No
4400.201, Vol 3,Chapter 2,Para0210, Sub-para021002, Vol 4, Chapter 5,Para051203and
Chapter 7, Para0703)

8. Quarterly, or upon change of RO/Property Custodian, are RO/Property Custodians reconciling Yes No
property record discrepanciesandsigningthe sub-custody record (within 15 calendar daysifRO
is newly appointed; Semi-annually if approved in writing by the CO/A0)?

9. Are RO/Property Custodians physically reconciling serial numbers and NSNs listed on the Yes  No
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).

10



Military Equipment

ME

Select Date
Inventory Management

10. Isacopy ofthe previous quarter’s Consolidated Memorandum Receipt (CMR)/sub-account
onhand, including; the date, RO’ssignature, and RO’sinitials 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.)

11. Has causative research been conducted and documented for unresolved sub-custody (i.e.,
CMR, Defense Property Accountability System (DPAS)) discrepanciesand have appropriate
Discrepancies letters or DD Form 200 Financial Liability Investigation of Property Loss
(FLIPL) been submitted to the CO/AQ, via the SupO, within five work days (Discrepancy
Letters), 15calendardays (DD Form200)? (MCO 4400.201, Vol 4, Chapter 4, Para 0405 and
MCO 4400.201 Vol 17 Para7(a).2)

12.Hasthe CO/AOendorsed discrepancy letters/DD Form 200 and directed appropriateaction
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.)

13. Areinventoriesof small arms/light weapons being conducted monthly including reconciling
serial numbers and NSNss listed on the property records against the serial number and NSN
identified onthe equipmentidentification plate (i.e., dataplate)? (MCO 5530.14A Para
8003.4.b(4); MCO8300.1DPara4.b.(5)(1)1.,4.b.(5)(p),andEncl (1) Parall.a.and11.b;MCO
4400.201, Vol4, Chapter 2, Para 0205, Sub-para 020508.A)

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)(I)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)

15. Isthe unitcompleting the annual reconciliation and verification of small arms/light weapons
withthe Naval Surface Warfare Center (NSWC), Crane, Indianawithinthe required time frame?
(MC08300.1DEncl (1) Parall.c.and 19.d; MCO 4400.201, Vol 4, Chapter 2, Para 0205,
Sub-para 020508.B)

16. Aresigned copiesofall 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 viathe Crane Small Arms Web Portal within 48 hours? (MCO 8300.1D Para
4.b.(5)(c) and Encl (1) Para5.a., 6, 8.b., 9.a. (2) and (3))

17. Doesthe unit have appropriate personnel assigned to make changes to the Marine Corps
Serialized Small Arms/Light Weapons Registry? (MCO 8300.1D Para4.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)

11
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‘ Military Equipment

Issue Procedures

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,
Chapter2, Para 0210, Sub-para 021002)

Property Control

19. Isthe SupO/APO maintaining foreach 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, Para0210, Sub-para021002.A)

20. Areitemsontemporary loan reconciled and properly managed? (MCO 4400.201, Vol 3,
Chapter 4, Para 0408)

21. Areallauthorizedallowancesforthe commandaccurately reflected onthe unit’s APSR
(Mechanized Allowance List (MAL)) to include approved Type Il Allowances, Special
Allowances, Command Adjustments,and Training Allowances (T/A)? (MC04400.201, Vol
3,Chapter 2, Para 0205)

Disposition Procedures

22. Isexcessequipment identified and reported with arequest for disposition instructionsto
higher headquartersand/or otherappropriate activity? (MCO4400.201, Vol 6, Chapter 3, Para
0302, Sub-para 030202)

23.Canthecommand certify thattransferred or disposed assets were removed fromthe APSR?
(MCO 4400.201, Vol 3, Chapter 2, Para 0217; MCO 4400.201, Vol 6)

Select

Yes/No

Yes

Select

No

Yes/No

Yes

Yes

Yes

Select

No

No

No

Yes/No

Yes

Yes

No

No

Date
Complete

Date
Complete

Date
Complete

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

24. Doesthe command have an Communications Security (COMSEC) Managerand Alternate
appointedinwriting? (CMS-1, Chapter 4, Para 401; MCO 2281.1A, Chapter 1, Para 10)

25. Hasthe command received a“Satisfactory” evaluation asthe result ofa Communications
Security (COMSEC) Material System (CMS) Central Office of Record (COR) Auditwithin the
past two years? (CMS-1, Chapter 3, Para 311.¢)

26.DoesthecommandhaveaNAVMC Form 11121 “USMC Physical Security Crime
Prevention Survey” on hand indicating successful completion of a Physical Security Survey
(PSS) onthe COMSEC facility within the past 730 days? (MCO 5530.14A, Chapter 3, Para
5.b; MCO 2281.1A Chapter 2, Para 2)

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)
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Yes

Yes

Yes

No

No

No

No
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ME 2
CHECKLIST

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

28. Priorto the transfer of COMSEC equipment, was transfer authority provided vianaval Yes
message bytheappropriate Commanding General (CG) level forthegainingandlosing

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

0217)

a.Isthe Global Combat Support System-Marine Corps (GCSS-MC) ServiceRequest(SR) ~ Yes
number annotated in the remarks column onall COMSEC Material Reports (SF-153) supporting
transfers and disposals? (MCO 2281.1A, Chapter 4, Para 5.a)

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

a. Arecorrect KSD providedto supportall receipts, transfers, and disposals (e.g. DD Form Yes
1149, DD Form 1348, or SF-153)? (MCO 2281.1A, Chapter 4, Para 2.b; MCO
4400.201, Vol 3, Chapter 2, Para0217)

b. Are semi-annual inventories conducted of all COMSEC material holdings (including Yes
publications, manuals and equipment) with Accounting Legends Code 1,2,4,6,7 as well as

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

a Controlled Inventory Item Code (CIIC) of 97 (MCO 4400.201, Vol 4, Chapter 2, Para

0205)

No

No

No

No

No

. Select Date
KMI Local Element (LE) Issuing Procedures

30.Doesthe LE issuing personnel conducttraining withall personnel handling COMSEC Yes
material toensure they are adhering to proper COMSEC procedures? Isall training documented
in accordance with command directives? (CMS-1, Chapter 3, Para 303)

31.Hasaformal Letter/Memorandumof Agreement (LOA/MOA) beencompletedandsigned Yes
by the CO for the Primary Issuing Manager and Alternate(s)? (CMS-1, Annex D, MCO
2281.1A, Chapter 1, Paral3)

32.Doesthe LE Issuing Manager maintain an up to date Accountable Item (A/I) Summary Yes
provided by the parent account COMSEC Manager? (CMS-1, Chapter 4, Para 409.am)
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CHECKLIST

5.2 General Equipment (Garrison Property and Garrison Mobile Equipment)

Checklist

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

Certification & Report

1.1sthe outgoing CO’s/(AO’s) Certificate of Relief retained in the supply files?
(MC04400.201, Vol 3, Para010901.A

2. Isthe DD Form 577 retained inthe supply files? (MCO 4400.201, Vol 3, Para
010701)

3. Is the outgoing SupO’s/APO’s Certificate of Reliefwiththeincoming
SupO’s/APO’sendorsement retained in the supply files? (MCO 4400.201,
Vol 3,Para010902.A)

4. Hasthe CO/AOensuredthata 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, Para020501.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)

6. Are copies of the signed NAVMC Form 11869s for personnel toreceiptfor,
issue, and turn in government property maintained in the supply files?
(MCO 4400.201, Vol 3, Para 010702)

7.Areall personnelinvolvedintherequisitioning 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, Para3.A.7)

8.Have personnel (APO/SupOwhoare appointedtoapprove orcertifythe
expenditure offunds, completed the Fiscal Law Courseand Budget Execution
Course? (MARADMIN 350/11, Para 2) (MCO 4400.201, Vol 3, Para
010701)

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)
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Select

Yes/No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

No

No

No

Date Completed

N/A

N/A

N/A

N/A

N/A
N/A

N/A

N/A
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CHECKLIST

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

Date Completed

Acquisition Requirements/Purchase Select

Yes/No

10. Has the PPM consolidated, reviewed, and forwarded requirementsto Yes = No N/A N/A
Assistant Deputy Commandant (ADC) I&L (Facilities), as required, viathe
chain of command? (MCO 4400.201, Vol 15, Para 020301.A.1)

11. Are all requests for assets greater than $100k submitted to the Yes  No N/A
installationPPM viaPurchase Request Builder (PR Builder) for follow-on

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

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

12. Are tenant/supported commands requests for GP being routed to the Yes  No N/A N/A
Installation PPM, viaPurchase Request Builder (PR Builder)forprocurement
execution? (MCO 4400.201, Vol 15, Para 020303.A.3 and 020303.5)

13. Doesthe command maintainendto end accountability of controlled, Yes  No N/A
sensitiveorotherpilferableitemspurchased? Isthe control documented and can
it be demonstrated? (MCQO 4400.201, Vol 4, Para 020506)

14. Have Accountable Property Records been created and KSD uploaded for Yes  No N/A N/A
new acquisitions? Department of Defense Instruction (DoDI) 5000.64,
Encl 3, Para 2)

15. Are all minor and sub-minor GP Purchase Requests (PRs) routed to the Yes  No N/A
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)

S . . Date Completed
Acquisition via Receipt & Acceptance Select

16. Areall KSD forthe receipt of property signed and dated with applicable data Yes  No N/A
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)

17.Hasthe PPM established local procedurestoensurethatall assets received =~ Yes =~ No N/A
are entered into the property system, and items are marked witha bar code label

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

1.fand MCO 4400.201, Vol 15, Para 020303.C)

18. Are New Capital Acquisitions supported with a copy of the contract (SF 1449, Yes  No N/A
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 captureancillary costs if applicable? (MCO4400.201, Vol 15, Para

050202.A)
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CHECKLIST

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

Sl Date Completed

Yes/No

Acquisition via Receipt & Acceptance

19. Isthe Depreciation Activation Date (Date of Receipt - the date that Yes  No N/A
depreciation starts for Capitalized Property) recorded in the APSR accurately? Ifthe

receipt date is notknown, did the PPM use either the shipping date, inspection

date, orprocurementdate, respectively? (MC04400.201, Vol 15, Para

0403)

20. Are Depreciation Recovery Periods for Capital Assets accurately recorded Yes  No N/A
in the APSR? (MCO 4400.201, Vol 15, Para 0403)

21. Are non-tactical, non-standard inert small arms/light weapons being Yes  No N/A
established and accounted for properly within DPAS? (MCO 4400.201, Vol 3,

Para 020205.D.2)

22. Are signed copies of all documentation to support transfers, for non- Yes  No N/A

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))

23. Hasan Supply Discrepancy Report (SDR) beeninitiated for any missing/ Yes  No N/A
incomplete or improperly prepared supporting documentation, regardless of dollar

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

ParaC17.3.2.5and CMC MSG DTG 081417Z APR 11)

Sl Date Completed

24. Areitemsaccurately recorded (i.e., Asset Id, Serial #) and updated inthe Yes No N/A
APSR? (MCO 4400.201, Vol 3, Para 0206)

Physical Inventory

25. Are the results of annual physical inventories submitted to the CO/AO for  Yes  No N/A
endorsement/certification? (MCO 4400.201, Vol 4, Para0703)

26. Were all required adjustments, resulting from the physical inventory  Yes  No N/A
processed to correct the property records (accountable balances)? (MCO
4400.201, Vol 3, Para020602.B)

27. Are the RO’s/Property Custodians conducting Quarterly CMR/Custodian =~ Yes ~ No N/A
Asset Report (CAR)/sub-property account physical inventories of all equipment

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

approvedinwritingbythe CO)? (MCO4400.201, Vol 3,Para020603.F)
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CHECKLIST

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

Physical Inventory

Select
Yes/No

Date Completed

28. Are newly assigned ROs, conducting an inventory to validate accuracy ofthe
sub-accounts record, and signing/dating the CMR/CAR within 15 calendar
days ofappointment? (MCO 4400.201, Vol 3, Para010903)

Yes

No

N/A

29.Whenapplicableare NAVMC Form 11869s certified by the RO/Property
Custodian. (MCO 4400.201, Vol 3, Para 020603.F and H)

30. When assets are shipped directly to the RO, isthe RO validating assets
againstthe BL and signing acceptance documentation (DD Form 250, Invoices,
Receipts) and reporting itto PPM/SupO/APO onanasoccurring basis? (MCO
4400.201, Vol 3, Para 020603.D)

31. Are voucherable gain/loss transactions pre-approved by the CO/AQ,
processed in the required timeframe, and supporting documentation
maintained in the voucher file? (MCO 4400.201, Vol 4, Para 051201, 051203,
and 051204).

32. Arelncrease Decrease ActionReportscertified by the CO/AO,and
maintained on file for physical inventory, administrative andmiscellaneous
gains/losses (DPAS Type Action Codes: DLDD, DAAR, DIAJ, IFOI, IAAR,
and 11AJ)? 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)

Investigation of Missing Assets

Yes

Yes

Yes

Yes

Select
Yes/No

No

No

No

No

N/A

N/A

N/A

N/A

Date Completed

33. Is the individual with direct possession/responsibility for the lost,
damaged, destroyed, orstolenproperty, initiatingthe DD Form200,and providing
it to the SupO/APO? (MCO 4400.201, Vol 17, Para 020601)

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)

35. Has the approving/appointing authority assigned a Financial Liability
Officer(FLO),uponreceiptoftheDD Form 200, withinfivecalendardays, to
conductaninvestigation (if required)? (MCO 4400.201, Vol 17, Para020701.B)

36. Have Missing, Lost, Stolen or Recovered (MLSR) reports been submitted
properly, when required? (MCO 5530.14A, Para 10001).

Yes

Yes

Yes

Yes

No

No

No

No

N/A
N/A
N/A

N/A
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CHECKLIST

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

Date Completed

Leases, Loans, & Warranty Select

Yes/No

37. Areshort-termleases (lessthan 60 days) approvedbythe local commander? Yes  No N/A
(MCO P11240.106B, Para4000.1)

38. Areitemsontemporary loanreconciledand properly managed? (MCO Yes  No N/A
4400.201, Vol 3, Para040801.C)

39. Are GME FleetManagerssubmitting longtermlease requestthrough ADC Yes  No N/A
I&L (Facilities)? (MCO P11240.106B, Para 4001)

40. Has areport of long-term leases of equipment contracted during the Yes  No N/A
previous fiscal year been submitted to CMC by 31 October? (MCO
P11240.106B, Para 4005 & Figure 4-1)

41. Are items that are considered Government Furnished Property (GFP) being Yes  No N/A
maintainedandaccountedforinthe appropriate APSR? (MC04400.201, Vol 10,
Para010208.CandD).

SrgETa Sl Date Completed

42. Isthe PPM/SupO/APO determining if assets require ADC I&L (Facilities) Yes  No N/A
approval for disposition? (MCO 4400.201, Vol 15, Para 020308)

43. Are transfers or dispositions supported by KSD (DD Form 1149/DD Yes  No N/A
Form1348-1)? (MCO 4400.201, Vol 15, Para 020308)

Note: AllKSD notedinthe processesabove will be maintained foraperiod of 10 years (three yearsactive and sevenyears
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

1. Ifapplicable, hasan AO beenappointed in writing witha DD Form 577 by the CG/CO?
(MC04400.201, Vol 1, Chapter 2, Para020502; MCO 4400.201, Vol 3, Chapter 1, Para
0110, Sub-para 011007)

2. Has the AO assigned an APO(s)/property custodian responsible forallgovernmentfurnished
property undertheirpurview i.e. lighttactical vehicle program)? (MCO 4400.201, Vol 1,
Chapter 2, Para0208; MC0O 4400.201, Vol 10, Chapter 1, Para0102, Sub-para 010210)

a. Isthe APO/property custodianappointment letter signed by the AO,dated, andavailable for
review? (MCO 4400.201, Vol 1, Chapter 2, Para 0208; MCO 4400.201, Vol 10, Chapter 1,
Para 0102, Sub-para 010210)

3.Underthe APO construct, have anyadditional appointmentsbeen madeto Property
Custodians or Sub-custody record holders (i.e., ROs, Responsible Individuals (RIs)? (MCO
4400.201, Vol 1, Chapter 2, Para 0209)

a. Are these additional appointment letters signed by the AQ, dated, and available for review?
(MCO 4400.201, Vol 1, Chapter 2, Para 0209)

4.1sacurrentorganizational chartavailablethatdetailsthe Management Control Activity (MCA)
construct? (Financial Improvement and Audit Readiness (FIAR) Guidance, April2017)

5.Istherealocal Command policy/instruction outlining the rolesand responsibilities of the
MCA? (FIAR Guidance, April2017)

6. Are MCA policies and procedures in accordance with applicable statutory requirements,
Marine Corps Orders, and regulations? (FIAR Guidance, April 2017)

a. Are these references listed and cited? (FIAR Guidance, April 2017)

7. Isthere atraining program in place for the MCA? (MCO 4400.201, Vol 2, Chapter 2, Para
0205, Sub-para 020502.A.14)

a. Are there existing procedures to review training completion requirements?

8.Isthereanexistingon-boarding/separation planinplacetoensurethatnewappointeesreceive
required training and that separated employees out process?
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Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No

Date
Complete




Government Furnished Property (GFP) Testing

. Select Date
Management Control Activity/APO

9. Isthe MCA receiving the NAVMC 4400/2 for the GFP request prior to the contract Yes  No
solicitation being released and final award? (MCO 4400.201, Vol 10, Chapter 2, Para 0202,
Sub-para 020201)

10. Doesthe MCA have access to the GFP contract with attachment for verifying NAVMC Yes  No
4400/2 requests? (MCO 4400.201, Vol 10, Chapter 2, Para 0202, Sub-para 020201.A)

11. Isthe NAVMC 4400/2 forwarded to Marine Corps Logistics Command Yes  No
(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)

12. Does the MCA have on file the corresponding NAVMC 4400/4 “Request for Marine Corps~ Yes ~ No
Material-Issue Request” for each GFP asset issued? (MCO 4400.201, Vol 10, Chapter 2, Para
0204, Sub-para 020401)

13. Is GFP accounted for inan APSR? (MCO 4400.201, Vol 10, Chapter 1, Para 0102, Sub- Yes  No
para 010208.D; SECNAVINST 5200.43, Para3.g)

14. Is the MCA tracking GFP that the Marine Forces/Supporting Establishment Yes  No
(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)

15. Forcaseswhere GFP issourced fromthe MARFOR/SE. is property electronically Yes No
transferred for control fromthe possessingunittothe MCAand pickeduponthe MCA

APSR?(MCO 4400.201,Vol10,Chapter1,Para0102,Sub-para010203.B; MCO
4400.201,Vol10,Chapter1, Para 0104, Sub-para010409.C)

16. Isthe MCA the Procurement Integrated Enterprise Environment (PIEE) GFP Module to Yes = No
transfer GFP to the contractor? (MCO 4400.201, Vol10, Chapter 1, Para 0102, Sub-para
010208.L; SECNAVINST 5200.43, Para 3.k)

17. Hasthe contractor property shipper/receiver roleswithin the PIEE GFP Modulebeenverified  ves  No
priorto transferring GFP?

a. Isthe contractor completing an electronic receipt within the PIEE GFP Module for the GFP? Yes  No
(MCO4400.201, Vol 10, Chapter 2, Para 0205, Sub-para 020501.C)

b. Isthe contractor providing notification to the DoD Item Unique Identification (IUID) Yes  No
Registry that GFP is now resident with the contractor? (Federal Acquisition Regulation
(FAR) 45; DoDI 4161.02, Encl 3, Para 4)

18.1sthe MCA/Command ensuring thatthe DOD IUID Registry accurately reflectsthe statusof ~ ves  No
the GFP transfer, both to and from the contractor? 4400.201, Vol 10, Chapter 2, Para
0205, Sub-paras 020501 and 020502.

19. For caseswhere GFPis sourced fromthe MARFOR/SE, is 1&L approval obtained and on Yes No
file? (MCO 4400.201, Vol 10, Chapter 2, Para 0201, Sub-para 020104)
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GFP

VSIS ILLS AL 7
CHECKLIST

. Select Date
Management Control Activity/APO

20. Isthe 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 reporttothe Contracting Officer (KO) onaquarterly basis? (MCO 4400.201, Vol 10,
Chapter 3, Para 0302, Sub-para 030202)

a. During the performance of the contract, are contractor requested/MCA approved material
requisitioned throughthe DoD supply systeminaccordance with DoD Supply Chain Material
Management Procedures? (MCO 4400.201, Vol 10, Chapter 1, Para 0102, Sub-para
010203.B.4)

21.Doesthe MCA/Commandusethe GFP Post-award compliance checklist forinternal/peer
reviews? (Assistant Secretary of the Navy (Research, Development and
Acquisition/Financial Management and Comptroller (ASN RD&A/FM&C)
Memorandum 4340)

22. Isthe 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)

23.Hasan L DoDAAC been assigned to the contractor inaccordance with Marine Corps policy?
(MCO 4400.201, Vol 10, Chapter 2, Para 0205, Sub-para 020501.A)

a. Haveallthe assetsbeenappropriately transferred tothe contractor using the automated PIEE
function? (MCO 4400.201, Vol 10, Chapter 2, Para 0205, Sub-para 020501.B)

b. Arethetransferdocuments (hard copyshippingdocuments/BL, etc.) properly completed
(i.e. include the GFP contract number)? (MCO 4400.201, Vol 3, Chapter 2, Para 0210)

24. Hasthe location of the asset(s) been updated in the APSR? (MCO 4400.201, Vol 10,
Chapter 2, Para 0205, Sub-para020501)

25. Doesthe APQO validate, at least annually, that the GFP asset(s) still exists? (MCO 4400.201,
Vol 10, Chapter 1, Para 0104, Sub-para 010405)

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 3.1)

27.Doesthe APO perform areconciliation at contract closeout to ensure that assets have either
beendisposed ofinaccordancewiththe contractortransferred back tothe government?
(MCO 4400.201, Vol 10, Chapter 5, Para 0508, Sub-para 050802; Joint Memorandum 4340
ASN RD&A, FM&C)

a. Isdocumentation on-handevidencing the APO contract closeout review? (MCO 4400.201,
Vol 10, Chapter 5, Para 0508, Sub-para 050802)
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CHECKLIST

Government Furnished Property (GFP) Testing

Select Date
Yes/No Complete

Management Control Activity/APO

28. Isthe MCA tracking contract expiration/ GFP return date,andensuring arrangementsaremade  Yes ~ No
forfinal dispositionofthe GFP? (MC04400.201, Vol 10, Chapter 7, Para0707, Sub-para
070703)

29. Isthe MCA submitting the annual GFP and Loaned Property, Plant, & Equipment (PP&E) Yes No
Reportto CMC (DC 1&L)? (MCO 4400.201, Vol 10, Appendix B)

. Select Date
Contract Execution Yes/No o

30. Aspartofthe contract file, is satisfactory written justification provided for the providing of Yes  No
GFP isinthe best interest of the government? (DFARS PGI 245.103-70, SECNAVINST
5200.43, Para 3.e)

31.IsFARclause 52.245-1 identified in solicitations and contracts for all Time and Materials Yes  No
and Cost-Reimbursable Contracts, aswellas Labor-hour contracts (when property isexpected
tobe provided)? (FAR 45.107, SECNAVINST 5200.43, Para 3.f)

32.IsFARclause 52.245-1 identified inall Fixed-Price solicitations and contracts when GFP Yes No
will be provided? (FAR 45.107, SECNAVINST 5200.43, Para 3.f.)

33.IsFARCclause 52.245-9 (Use and Charges) identified in solicitationsand contracts when Yes  No
FAR 52.245-1 is present? (FAR45.107)

34. Are DFARS clauses 252.245-7001; 7002; 7003; 7004; and 252.211-7007 beingusedwhen  yes  No
FAR 52.245-1is present? (DFAR PGI1 245.107, SECNAVINST 5200.43, Para 3.f.)

35.1sFARclause52.245-2, Government Property Installation Operation Services, present if Yes  No
applicable? (FAR 45.107, SECNAVINST 5200.43, Para 3.f.)

36.Hasalistingofassets (material orequipment) beenidentified inthe GFP attachmentas Yes  No
government furnished property for the execution of a contract? (MCO 4400.201, Vol 10;
DFARS PGI 245.103-72)

37.Hasthe GFP Compliance Checklist (Navy Marine Corps Acquisition Regulation Yes No
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))

38. Isthe Annex 4 (GFP Compliance Report) being submitted to the Department of the Navy Yes  No
(DoN) quarterly? (NMCARS 5245.103-73(ii))

39. Is an analysis of Contractor’s property management policies, procedures, practices and Yes | No
systems being conducted prior to contract award? (FAR 45.202 (b))

a.Duringpost-award, periodicreview, arenoted deficiencieswithinthe Contractor’sproperty Yes  No
management policies, procedures, practices and systems identified in writing and forwarded to
the contractor? (FAR 45.105)

40. Hasthe KO provided instructions to the contractor for the disposition of GFP, in the base Yes No
contract or by contract modification, prior to contract closeout? (MCO 4400.201, Vol 10,
Chapter 5, Para0508, Sub-para 050801)
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GCSS-MC Equipment KPIs

54  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 KPls:

GCSS-MC KPIs are published bi-weekly and can be located on the ICART Share Point at the following link:
https://eis.usmc.mil/sitesstHOQMCLP/EGEM/EGEM-2/ICART/KPIs/Forms/Allltems.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:

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.

2. GCSS-MC Users Last Logon >120 Days -
The purpose of this KP1 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. 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.

a. Unit User Account
Managers (UUAM) should
terminate access
immediately.

Required Actions KPI References:

-DoD 4000.25-2-M,
paragraphs C12.5.1.5 and
Cl125.15.1

-MCO 4400.201-V3,
chapter 3, paragraph 0302
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GCSS-MC Equipment KPIs

GCSS-MC Equipment Key Performance Indicators (KPIs):

Categories, References & Required Actions for

GCSS-MC Equipment KPls:

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.

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.

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) TAMCNSE.
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. 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.

a. Move ME from “No
SUC” CMR to RO CMR.

a. Move children to In-
Relationship.

b. Move other items without

TFSMS TAMCN to
Perpetual Inventory.
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Required Actions KPI References:

-MCO 4400.201-V3,
paragraphs 020901
through 020903, and
040903C3

-MCO 8300.1D,
paragraphs 9a(4), 10, 11,
and 12

-DoD1 5000.64,
paragraph 4.7 (lost
shipments)

-UM 4000-125-V2,
paragraph b(9)(d)3h
(page 19)

-UM 4000.125-V2,
paragraphs b (page 15),
b(11)(g)1a (page 24), and
b(11)(g)1h (page 25)



GCSS-MC Equipment Key Performance Indicators (KPIs):

Categories, References & Required Actions for

GCSS-MC Equipment KPls:

GCSS-MC Equipment KPIs

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
guarterly/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.

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.).

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.

Required Actions KPI References:

a. Visually inspect ME to
ensure that the ME has not
been upgraded to an In-
Service (IS) NSN.

b. Enforce MCSC Disposal
Plans.

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 TOECRsS to cover
long term temporary loans.

a. Move ME from Perpetual

Inventory to CMR within 96
hours.
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-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)l

-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

-MCO 4400.201-V4,
paragraph 0309

-UM 4000-125-V2,
paragraph 9c(3) (page 31)



GCSS-MC Equipment KPIs

GCSS-MC Equipment Key Performance Indicators (KPIs):

Required Actions KPI References:

Categories, References & Required Actions for

GCSS-MC Equipment KPls:

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.

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. 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

a. Work the DASF every
day. Be ademanding
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).
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-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)

-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



GCSS-MC Equipment KPIs

GCSS-MC Equipment Key Performance Indicators (KPIs):

Categories, References & Required Actions for

Required Actions

KPI References:

GCSS-MC Equipment KPls:

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.

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 (MMCTSs) are listed in
the References quadrant. Commanders are
unilaterally authorized to extend MMCTSs. 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.

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.
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-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)

-CMC 191845ZJun18
(MMCTs): (CONUS: 120
days, OCONUS: 150
days, MFR: 180 days)

-UM 4000-125-V2
paragraph 10a(3)bl (page
34), and V3 paragraph
2b(1)(b)2



GCSS-MC Equipment KPIs

GCSS-MC Equipment Key Performance Indicators (KPIs):

Categories, References & Required Actions for

GCSS-MC Equipment KPls:

KPI References:

13. DLA-DS ME On-Hand Unit Price >=$100k
and MCBul 3000 TAMCNSs - 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.

Required Actions

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.
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-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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CHECKLIST

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

Select Date
Yes/No Complete

General Information

1. Are APOs/SupOs (e.g., Reparable Issue Point (RIP) appointed inwriting by the Battalion Yes  No
CO,andareall appointment letters and DD Form 577s retained in the supply files? (MCO
P4400.151B; CMC MSG DTG 2417447 Jan 17)

L . Select Date
R isitioning and Receipt Pr r
equisitioning and Receipt Procedures Yes/No  Complete

2. Have requirements for requisitions been validated and have the requirements passed a funds Yes  No
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)

3. Arerequisitionsapprovedwithinthe APSR by anauthorizedofficialwithacorrespondingDD Yes  No
Form 577? (MCO 4400.201, Vol 3; CMC MSG DTG 2417447 Jan 17)

4.Doesaproper Segregationof Duties (SOD) exist for purchases by separating the functions of Yes  No
requestor, approver, and receiver (minimum three-person SOD)? (CMC MSG DTG
0515267 Dec 18)

5. Doestheorganization process receiptsinatimely and accurate manner (withintwo business Yes  No
days)? (MCO 4400.16H, Para 9; MCO 4400.201, Vol 4, Chapter 3, Para 0309)

6. Areall KSDusedtoreceiptforproperty (i.e. DDForm1348-1A,CBL Manifest, DDForm  yes  No
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)

a.Hasan (SDR) beeninitiated forany missing/incorrectsupporting documentation? (MCO Yes No
4400.150, Chapter 3, Para 14)

Select Date
Inventory Management
Yes/No Complete

7.Hasthe APO/SupO/RIP OIC/SMU/General Account/Stock Control OICbeenappointedin Yes  No
writingviaanappointment letterand DD Form577,andisthedollarvalueandtypesof
adjustmentsthatthedesignated representativesare authorizedtoapprove indicated? (MCO
P4400.151,Para3010.1.aandFigure 3-3; CMC MSG DTG 241744Z Jan 17)

8. Was100% of on hand inventory physically inventoried within the past year and approved by Yes No
the CO/AOQ for certification? (MCO 4400.201, Chapter 2, Para 0201; (DoDI 5000.64)
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CHECKLIST

Operating Materials & Supplies Non-Ammo: Reparables and Consumables

Inventory Management 5:;7& COIanaglleete
9. Haveannual/cyclical physical inventory voucherablegain or losstransactions received approval Yes  No
by the appropriate authority? (MCO P4400.151, Para 3010.1.aand Figure 3-3; CAP ME-OMS-
EC-5)
10. Were all required inventory adjustments resulting from the annual/cyclical inventory Yes  No
processed withinthe 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)
11. Areall MVVGL Notices certified by the CO/AO and are they maintained onfile? Yes  No
(MARADMIN 417/15;MCO4400.201, Vol 4, Chapter5, Para0512, Sub-para 051203)
12. Aredailyreconciliationsbetweenthe warehouse managementsystemandthe APSR (e.g., Yes  No
Storage Retrieval Automated Tracking Integrated System (STRATIS)and GCSS-MC)being
formally completedto identify inventory imbalances? (MCO P4400.15B, Para 3012)
13. Are procedures established to manage excesses and are those excesses reported via the Yes No
Material Returns Program? (MCO P4400.15B, Para 8010)
14. Is the APO/SupO ensuring Property Custodians (SMU/RIP personnel) are physically Yes No

reconcilingserialnumbersand NSNslisted onthe property recordsagainstthe serial numberand
NSN identified on the asset identification plate (data plates)? (MCO P4400.15B, Para 3005)

Key Management Infrastructure (KMI) Secondary Reparables (RIP Only) 5:;7;2

15. Ifapplicable, doesthe RIP have an Communications Security (COMSEC) Manager Yes  No
appointed inwriting? (CMS-1, Chapter 4, Para 401; MCO 2281.1A, Chapter 1, Para10)
16. Doesthe APSR/GCSS-MC accurately reflect currenton-hand quantities? (MCO 2281.1A, Yes  No
Chapter 4, Para2.b)
. " Select

Issues, Transfers and Disposition -
17. Areall KSD (e.g., DD Form 1348-1As, DD Form 1149s, Shipping Manifests, etc.) for Yes No
property issues/shipments/disposals (i.e., Document Identifier Codes (DICs) A2A, A5A, and
AbJ transactions) signed and dated, and are applicable dataelements captured (i.e., Serial #,
NSN, Document Number, Quantity, DODAAC)? (MCO 4400.201, Vol 3, Chapter 2, Para
0210; CMC MSG DTG 2417447 Jan 17)
18.Canthe APO/SupOccertifythattransferred or disposed ofassetswere removed from the Yes No

APSR in a timely manner? Are transfers or disposals supported by KSD? (MCO
4400.201, Vol 6, Chapter 7, Para 0703)

Date
Complete

Date
Complete
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6.2 OM&S Ammo Checklist
6.2.a. Supporting Commands - Ammunition Supply Point (ASP)

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

. Select Date
General Information
ﬁ Yes/No Complete

1. Isthe APO (Ammunition Officer) appointed inwriting by the CO/AQ and isthe appointment Yes  No
letter and DD Form 577 retained inthe supply files? (MCO 4400.201, Vol 3, Chapter 1, Para
0107, Sub-para010701 and Appendix A; CMC MSG DTG 241744Z Jan17)

2. Are there DOA (NAVMC Form 11797s) for personnel to receipt for, issue, and turnin Yes  No
government property? (MCO 4400.201, Vol 3, Chapter 1, Para 0107, Sub-para010702; CMC
MSG DTG 141835Z Nov 14)

3. Does the command maintain DOA (NAVMC Form 11797s) on file that designate Yes  No
individualsofreceivingorganizationsto 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-parao,Para3.d.9, Para 4. d and
Chapter 3, Para 3)

R isitioning and Receipt Pr r
equisitioning and Receipt Procedures Yes/No  Complete

4. Areall receipt KSD (e.g., DD Form 1348-1A, CBL Manifest, DD Form 1149) signed and Yes  No
dated withthe correct dataattributes (e.g., Serial #, Department of Defense Identification
Code (DoDIC), Document Number, Quantity, DoODAAC)?

5. Doesthe organization process receipts in a correct and timely manner (48 hours)? (MCO Yes No
4400.16H, Para 9)

Select Date
Inventory Management
Yes/No Complete

6. Isthere aPhysical Inventory Plan on file? (MCO 8010.13, Chapter 3, Para12; MCO Yes  No
8015.3A, Chapter 1, Para 6, Chapter 2, Para 2)

7. Doesthe RO (Ammunition Officer) performregular physical inventory counts (e.g., monthly, Yes  No
quarterly, randomsampling) and maintainthe inventory resultsonfile? (MCOP4400.151B,
Chapter3,Para3004; MC08010.13, Chapter3,Paral2; MCO8015.3A, Chapter2, Para
1,8,9,10)

8. Are random sample inventories being conducted on a weekly/bi-weekly basis using the Yes  No
Ammunition Management Accountability Review (AMAR) selection process in the APSR?
(MCO 8015.3A, Chapter 2, Para 6,7)

9. Doesthe COreviewandsignall inventory gainand loss adjustments? (MCO 8010.13, Yes  No
Chapter 2, Para 12, Chapter 5, Para 6, 7; MCO 8015.3A, Chapter 5, Para 9)
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Operating Materials & Supplies Ammo: Supporting Commands - Ammunition Supply Point (ASP)

Inventory Management 5:;7&

10. Areall Certificate of Inventory Completion Worksheets (NAVMC Form 11846) signed and Yes  No
verified by the Quality Assurance (QA) Team Leader, Records Supervisor,andRO? (MCO
8010.13, Chapter 2, Para 12, Chapter 5, Para 6, 7; MCO 8015.3A, Chapter 5, Para 9)
11. AreLocation Surveysofalllineitemlocations conducted atleastonce duringthe fiscal year?  ves  No
(MCO 8015.3A, Chapter 2, Para 11,a, (1) and Chapter 3, Para 12(a))
12. Wasthe Location Survey Process Data Collection Worksheet (NAVMC 11845) verified by Yes  No
the Records Supervisor? (MCO 8015.3A, Chapter 3, Para3)
13. Does the command maintain all Certificates of Fiscal Year Inventory Completion (NAVMC  ves  No
Form 11848) to verify that 100% of NSNswere physically inventoried at least once during the
fiscal yearandsemi-annually for Security Risk Category land Il missiles and rockets? (MCO
8015.3A, Chapter 1, Para 6.b, Chapter 2, Para 11)
14. Has causative research been conducted to resolve all inventory discrepancies? (MCO Yes No
8010.3A, Chapter 3,10.g, (4); MCO8015.3A, Chapter 5, Para 6, 7, Sub-parab, Para 12,
Sub-parab, ¢, Chapter 13)
15. Does the CO/Ammunition Officer retain all applicable MLSR Reportswithinthe Yes No
inventory adjustmentvoucherfile? (MCO5530.14A, Chapter 10,Para 10001; MCO 8015.3A,
Chapter 5, Para 9, Sub-parac)

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

Issues, Transfers and Disposition Eslle'(\:lto

16. Are all KSD (DD Form 1348-1As, DD Form 1149s, Shipping Manifests, etc.) for property  ves  No
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)
17. Canthe command certify that transferred or disposed of assetswere removed fromthe APSR  ves  No
inatimely manner? Are transfers or disposals supported by KSD? (MCO 4400.150, Chapter
3, Para7.b.(3); CMC MSG DTG 152105Z Sep 15)
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6.2.b. Supported Commands

Operating Materials & Supplies Ammo: Supported Commands

. Select Date
General Information
_ Complete

1. Hasthecommanderappointedan Arms, Ammunition,and Explosives (AA&E) Officerin Yes  No
writing? (MCO 8010.13, Chapter 2, Para 1, Sub-para c)

a. Istheappointed AA&E Officeranindividual that hasdirect control/responsibility of the Yes  No
armory (e.g., Armory Officer, Ordnance Officer, or S-4 Officer)? (MCO 8010.13, Chapter 2,
Para 5, Sub-parac)

2.Hasthe commanderappointedan Ammunitionand Explosives (A&E) Auditand Verification Yes No
Officer (AVO) in writing? (MCO 8010.13, Chapter 2, Para 6)

a. Istheappointed A&E AVOadisinterestedindividual withoutanassignedrole inthe Class Yes No
V(W) receipt, requisitioning, and/or approval processand acommissioned officer, warrant

officer, Staff Non-Commissioned Officer SNCO), orcivilianequivalent (GS-9orabove)?
(MC0O8010.13, Chapter2,Para6, Sub-para b and c)

3.Hasthe A&E AVOconducted quarterly audits of the command’s Class V(W) management? Yes  No
(MCO 8010.13, Chapter 2, Para 6, Sub-para d (4))

a. Didthe A&E AVOauditand certify the NAVMC 11381 within seven days aftercompletion  yes  No
ofeachrangeorexercisetoensureall unusedammunition hasbeen returned tothe supporting
ammunition storage activity? (MCO 8010.13, Chapter 2, Para 6, Sub-para, d (2))

4. 1s security ammunition treated as non-expendable property and inventoried monthly, semi- Yes  No
annually,andannuallyand documented onNAVMC 10774 Cardswith the words

“MONTHLY INVENTORY,” “SEMI-ANNUAL INVENTORY” or “ANNUAL
INVENTORY” as appropriate? (MCO 8010.13, Chapter 5, Para 2, Sub-para a)

a. Are noted discrepancies between the on-hand quantity and the recorded quantity investigated Yes  No
thoroughly by the commander or designated representative, and any Class V(W) material

determined missing made subjectto appropriate MLSR reporting procedures? (MCO

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

5. Areonlyauthorized personnel permitted to requisition, approve, and receipt for Class V(W) Yes  No
transactions as delegated utilizing NAVMC Form 11797? (MCO 8010.13, Chapter 2, Para 1, Sub-
parao)
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" CHECKLIST
7.0 Medical Logistics (MEDLOG) Company
7.1 Military Equipment Checklist

Military Equipment

_ Select Date
Receipt Pr r

1. Are all KSD usedtoreceiptfor property (e.g., DD Form 1348-1ACBL, Manifest, DD Yes  No
Form 1149)signed, dated, andapplicabledataelementscaptured(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)

2. Are serially managed items accurately recorded (i.e., correct TAMCN, NSN and serial Yes  No
number) and updated inthe APSR? (MCO4400.201, Vol 3 020602.a)

Select Date
Inventory Management
Complete

3. During annual/cyclical physical inventories, are serial numbers and NSNs listed on the Yes  No
property records reconciled against the serial number and NSN identified on the equipment

identificationplate (i.e., dataplate), andare the resultssubmittedtothe CO/AOfor certification?

(MCO 4400.201, Chapter 2, Para9.c)

4. Are annual/cyclical physicalinventoryvoucherablegainorlosstransactionspre-approvedby  yes  No
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)

5.Were all required adjustments, resulting from the annual/cyclical inventory processed to Yes  No
correctthe property records (accountable balances)? (MCO 4400.150, Chapter 2, Para11;
CMC MSG DTG 171419Z Jun11)

6. Are all MVGL Noticescertified by the CO/AO and are they maintained onfile? (MCO Yes  No
4400.201, Chapter2, Para 11.h. and I)

7. Are theresultsoftheannual/cyclical inventory documentedand maintainedonfile?(MCO Yes  No
4400.150, Chapter 2, Para 9.a.6; MCO 4400.201, Vol 3

8. Are quarterly reconciliations of property record discrepancies and signature of sub-custody Yes No
propertyrecordsoccurringand documented (semi-annually ifapproved inwriting by the CO/

AQO)? (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))

9. Do Property Custodiansindicatetheyarephysically reconcilingserial numbersand NSNs Yes  No
listed onthe property recordsagainsttheserialnumberand NSNidentified ontheequipment
identification plate (i.e., data plate)? (MCQO 4400.201, Chapter 2, Para11.b (2))
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CHECKLIST

‘ Military Equipment

Select Date
Inventory Management
Yes/No  Complete

10. Has causative research been conducted and documented for unresolved sub-custody (i.e., Yes  No
CMR, Defense Medical Logistics Standard Support (DMLSS)) discrepancies and have

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

days? (MCO4400.201, Vol 17)

11. Hasthe CO/AQO endorsed each DD Form 200 FLIPL and directed appropriate action within Yes  No
five calendar days of receipt of the request? (MCO 4400.201, Vol 17)

12. Arevoucherablegainorlosstransactions pre-approved by the appropriate authoritybased on ~ yes  No
his/herapproval dollar thresholds and filed inthe voucher file? (MCO 4400.201, Chapter 2, Para
11.b.c.f.g.nandi)

Select Date
Issue Procedures
_ Yes/No Complete

13. Isall KSD for property issues/shipments (e.g., DICs, IAG, IAL, MSG, MSL, SHG, SHL, Yes  No
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 inthe voucher

file? (MCO4400.201, Chapter 2, Para 11.(a) (1); CMC MSG DTG 141835Z Nov 14 (UM

4000.125 usage))
Select Date
Property Control Yes/No Complete
14. Is the Medical OIC maintaining for each Property Custodian/RO, all supporting Yes = No

documentation (e.g., receipts, issues and adjustments) that affect the property records forall
sub-accounts? (MCO 4400.201, Chapter 2, Para6.c.(4), 11.a. and i; CMC MSG DTG
141835Z Nov 14 (UM 4000.125 usage))

15. Areitemsontemporary loanreconciled and properly managed? (MCO4400.201, Chapter6, = ves  No
Para9; CMC MSG DTG 141835Z Nov 14 (UM 4000.125 usage))

16. Are all authorized allowances for the command accurately reflected on the unit’s APSR  ves  No
DMLSS) to include approved Inventory Stockage Levels (ISL)? (MCO 4400.150, Chapter
2,Para5and 7)

Select Date
Disposition Procedures
Yes/No Complete

17. Is excess equipment identified and reported with a request for disposition instructionsto  yes  No
higher headquartersand/or other appropriate activity? (MCO 4400.201, Chapter 2, Para 15;

MCO P4400.82F,Para1002.7,1010,5001,and5005; CMCMSG DTG 042121Z Sep 15;

CMCMSG DTG141835Z Nov 14 (UM 4000.125 usage))

18. Canthe command certify thattransferred or disposed assets were removed fromthe APSR? Yes  No
(CMC MSG DTG 0421217 Sep 15)
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KLISf

7.2 OM &S: Medical - Supporting Command - Medical Logistics (MEDLOG)

Company Checklist

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

IR ; Select Date
Requisitioning and Receipt Procedures

1. Are Medical OICsappointed inwriting by the CO, and areall appointment lettersand DD
Form577sretained inthe supply files? (MCO 4400.201, Chapter 1, Para5.c(2)(c), Chapter 2,
Para1l.i, Appendices D and J; MCO P4400.151B; CMC MSG DTG 152105Z Sep 15)

2. Have requirements for requisitions been validated and have the requirements passed a funds
check with the accounting system (i.e., SABRS)?

3. Arerequisitionsapprovedwithinthe APSR byanauthorizedofficial withacorresponding DD
Form 577? (MCO 4400.201, Chapter 1, Para 5.¢(2)(c), Chapter 2, Para 11.i, Appendices D and
J; CMC MSG DTG 152105Z Sep 15)

4.Doesapropersegregationofdutiesexistbetweentherequisition requestorandtherequisition
approver?

5. Doestheorganization process receiptsinatimely and accurate manner (withintwo business
days)? (MCO 4400.16H, Para9)

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))

a.Hasan SDRbeeninitiated forany missing/incorrectsupporting documentation? (MCO
4400.150, Chapter 3, Para 14)

. . Select Date
Financial Management
Yes/No Complete

7.Doesthefiscal clerkmaintainapendingfile of everyanticipated PR transaction to post in
SABRS? (MCO 4400.201, Chapter 1, Para5.c.2; MCO 7300.21B)

a. Arefollow-up actions conducted on pending PR transactions that do not post to the SABRS
Daily Transaction Report (DTR) in atimely manner? (MCO 4400.201, Chapter 1, Para
5.c.2; MCO 7300.21B)

8. Doesthefiscal clerk reconcile PR transaction postingsonthe SABRSDTR againstthe
sourcedocuments? (MCO4400.201, Chapter1,Para5.c.2; MCO7300.21B)

a. Doesthefiscal clerk track and maintain the current status of ULOs throughoutthe
accountingtransaction life cycle, tocompletion? (MCO4400.201, Chapter 1, Para 5.c.1;
MCO 7300.21B)

9. Doesthefiscal clerk track available amounts on contractsto be recouped, and are requests for
modificationtocontractssubmitted tothe KOtorecoupanyexcess funding prior to the end of
the applicable FY? (MCO 7300.21B, Chapter 10, Para 1010)
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MEDLOG

CHECKLIST

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

Select Date
Inventory Management

10. Areall MVGL Notices certified by the CO/AQ and are they maintained on file? (MCO Yes
4400.201, Chapter 2, Para 11.h. and )

a.Canall MVGL Notice adjustment transactions be reconciled tothe APSR and physical Yes
inventory results package(s)?

11. Are daily reconciliations with APSR’s (e.g., DMLSS and GCSS-MC) being formally Yes
completed to identify inventory imbalances?

12. Areproceduresestablishedto manageexcessesandarethose excessesreportedviathe Material Yes
Returns Program? (MCO 4400.201, Chapter 2; DoDM 4140.01)

13. Are the Medical OICs ensuring Property Custodians are physically reconciling serial Yes
numbers and NSNs listed on the property recordsagainst the serial numberand NSN identified
onthe asset identification plate (data plates)? (MCO 4400.201, Chapter 2, Para11.b (2))

14. Hasthe Medical OIC been appointed in writing viaan appointment letterand DD Form 577,  yes
and is the dollar value and types of adjustments that the designated representatives are authorized
toapprove indicated? (MCOP4400.151B, Para3010.1.aand Figure 3-3; CMCMSG DTG
152105Z Sep 15)

15. Wasanannual physical inventory conducted for 100% of inventory within the past yearand Yes
approved by the CO/AQ for certification? (DoD 4000.25-2-M, Chapter 7; MCO 4400.151B,
Para 3006; MCO 4400.150, Chapter 2, Para 9.b.1)

16. Have annual/cyclical physical inventory voucherable gain or loss transactions received Yes
approval by the appropriate authority? (MCO 4400.201, Chapter 2, Para1l.b.c.f.g.h.and|)

17.Wereallrequiredinventoryadjustmentsresultingfromtheannual/cyclical inventory processed Yes
withinthe propertimeframesto correct the property records? (MCO 4400.151B, Chapter 3, Para
3007 —3008; MCO 4400.150, Chapter 2, Para 11; CMC MSG DTG 1714197 Jun 11)

No

No

No

No

No

No

No

No

No

Controlled Substance Inventory Board (CSIB)

18.Hasa Controlled Substance Inventory Board (CSIB) been properly established? (Bureau of Yes
Medicine and Surgery Instruction (BUMEDINST) 6710.70A and (Manual of the Medical
Department (MANMED) P-117 Change 133 Article 21-24 Para 3.c.)

19. Arequarterly (or more frequently), unannounced inventoriesof Schedule land 11 controlled Yes
substances, and those drugs designated by the local command, conducted by the CSIBand
forwardedtothe CO?(BUMEDINST 6710.70A and MANMED P-117 Change 133 Article

21-24 Para3.c.)

20. Hasanytheft orlossoccurred, and what steps were taken upon the discovery of theftorlossof  yes
a controlled substance? (MANMED P-117 Change 133 Article 21-25)
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T4 MEDLOG
CHECKLIST

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

Controlled Substance Inventory Board (CSIB) 5:5&2 CO?T]a;fete

21. Do all appointed narcotics/controlled substance custodians have appointment letters? Yes  No
(BUMEDINST6710.70Aand MANMED P-117 Change 133 Article21-24 Para3.c.)

22. Isthere alist of those that authorized access, and is the sign in/out logs up to date? Yes  No
(BUMEDINST 6710.70A and MANMED P-117 Change 133 Article 21-24 Para 3.c.)

23. Are pharmaceuticals/narcotics/controlled items secured or segregated in such a manner that Yes  No
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)
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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

MILSTRIP

77/

CHECKLIST

P Select Date
rtification & Report
& SHITICARES Yes/No Complete

1. Hasthe Dormant Account Review-Quarterly (DAR-Q) been completed forthe most recent
period of performance? (Department of Defense Financial Management Regulation
(DoDFMR) 7000.14-R, Vol 3, Chapter 8,080401; MCO 7300.21B, Chapter 10; DLM
4000.25-1; DLM 4000.25-2)

a.Hasthereviewbeencertified bythe CO/AO? (DoD FMR 7000.14-R, Vol 3, Chapter 8,
080401)

b. Hasthe DAR-QReport beenannotated with the appropriate status codesto describe the
condition of the open requisitions in SABRS? (DoD FMR 7000.14-R, Vol 3, Chapter 8,
080401)

2. Are KSD being maintained fora period of 3yearsactive and 7yearsarchivedtoshowthatthe
reviewhasbeencompletedandisitreadilyavailable foraudit? (MCO 4400.201;
MARADMIN 331/15)

a.Are DD Form 577sand Appointment Letters maintained and on hand for the requisitioning
unit? (MCO 4400.201; DoD FMR 7000.14-R, Vol 5)

b. Are NAVMC Form 11869s maintained and on hand for the requisitioning unit? (MCO
4400.201; DoD FMR 7000.14-R, Vol 5)

3. Have all open requisitions been validated and required adjustments processed in SABRS within
10working daysofreviewtoensure thatthe appropriate condition ofthetransactionsare
reflected? (MCO 7300.21B, Chapter 3, Para 3003)

Note: Coordination with Comptroller may be necessary.

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

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

No

No

. . Select Date
Transaction Details
_ Yes/No | Complete

5. From sample, is there documented evidence to indicate that due diligence in requisition
managementisbeing performedonopenrequisitionsin SABRSbythe Supply Activityin
accordance with guidance? (DoD FMR 7000.14-R Vol 3, Chapter 8, 080410) e.g. email
correspondence orotheraudittrail of notes from followupactionstakentoresolve opensupply
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.
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%  MILSTRIP
CHECKLIST

MILSTRIP Unliquidated Obligation ULO Validation

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

6. Listany openrequisitionsthatwereincorrectly annotatedonthe DAR-Qandprovideadetailed  ves  No
explanation as to why.

7. Listthe steps being taken to mitigate the reoccurrence of erroneous annotations on the DAR- Yes  No
Q.
8. If foranyrequisition the statuswasincorrectly annotated onthe currentor previous review Yes  No

submissions, did any of those documentsresultin prior year ULOreversion?

a. Listby Fiscal Year (FY)thepercentage ofthe commands prioryear ULOreversionthat Yes  No
resulted from inaccurate annotations on ULO review submissions.

b. Describe indetail how increased emphasis foraccuracy in DAR-Qannotationsisbeing Yes  No
accomplished, in order to mitigate reversionand maximize funds availability.

9. Have DAR-Q certificationsthat contained material inaccuracies been presented to the CO for Yes = No
re-certification? Provide documentary evidence of recertification by the CO, due to erroneous
DAR-Q validation.

Key Supporting Documentation (KSD)

1. Listanyrequisition by documentnumberthat doesnot have all KSD, or properly annotated/ Yes  No
signed KSD, for each phase of the requisitioning process. Describe in detail howthe KSD was
misplaced, lost or does not contain all required signatures/annotations.

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

CHECKLIST

MILSTRIP - Fuel/ServMart Procurement Instrument Management Select L
Yes/No Complete

1. Doesthecommand maintain accountability of all fuel keys, commercial fuel cardsand
ServMart cards by key/card number? (MCO 5200.24E)

2. Are individuals responsible for management of the command’s fuel keys/cards and ServMart cards
delegated inwriting by the SupO /fund holder/ROviaNAVMC Form 11869? (MCO 5200.24E;
MCO 4400.150; Fuel MSG: 051307Z APR 18)

3. Whennotin use, are fuel keys/cards and ServMart cards stored in a safe or other secured
storage containerwith limitedaccesstothe SupO/ROorhisdelegate? (MCO 4400.150; MCO
5200.24E; Fuel Msg: 051307Z APR 18)

4.Wheninuse, isfuel key/cardand ServMart cardissuance maintained viaalogbook that captures,
ataminimum, the printed name and signature of the authorized user the key/card isissued 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)

5. Doesthe command performs semi-annual, inventories of fuel keys/ cardsand ServMart cards
inordertoverifyaccountability? Isitdocumented? (Fuel MSG: 051307Z APR 18)

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

Select Date

6. Ifthe command has both fuel keys and commercial fuel cards, isareview of fuel card
purchases being conducted to ensure that commercial fuel cards are being used near a base fuel
farmonan exceptionbasisonly?Isitdocumented? (MCO5200.24E; MCO7300.21B;CMC
MSG DTG051307Z Apr 18)

7.1fthe use of commercial fuel cards inand around base fuel facilities has beenidentified, has
the user provided credible justification and isitdocumented? List the stepsthe commandis
takingto prohibit/limitthe use of commercial fuel cards inand around base fuel facilities. (MCO
5200.24E; MCO 7300.21B; CMC MSG DTG 051307Z Apr 18)

8.Hasamethod ofaccounting for fuel key/card purchases beenestablished, inorderto provide
forthe capture of pending obligations for the unit? (MCO 7300.21B; CMCMSG DTG
051307Z Apr18)

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.

a. Listany MILSTRIP document numbers for pending fuel obligations that have not posted to
theunit’sSABRS DTR withinnormal processingtimesandthe stepstakento resolve. (MCO
7300.21B; MC04400.150)
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LSS ILLS, MILSTRIP
CHECKLIST

MILSTRIP
Select Date
10. Canthefiscal clerk describe the steps to identify the source of a fuel obligation on the Yes  No

SABRS DTR? (MCO 7300.21B; CMC MSG DTG 051307Z Apr 18)

a. Does the fiscal clerk have access to the DLA’sEnterprise External Business Systems Yes  No
(EEBS) Portal? (MCO 7300.21B; MCO 4400.150; Fuel MSG: 051307Z APR 18)

b. Canthe fiscal clerk log into DLA EEBS and demonstrate researching a fuel obligation? Yes  No
(i.e., seller’sDoDAACforidentification 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)

11. Have fuel obligations posted to the command’s SABRS DTR where there was no receiptor Yes  No
no loghook entry ofanexpected fuel obligation? (MCO 4400.150; MCO 5200.24E; MCO
7300.21B)

a. Provide narrative for any unexpected fuel obligations, by document number, and the root Yes No
causeanalysisstepstakentoidentify the source ofthe obligation andthe stepstakento prevent
reoccurrence. (MCO 7300.21B; MCO 4400.150; Fuel MSG: 051307Z APR 18)

12. Canthefiscal clerk state the steps needed to resolve fuel SABRS UL O over 45 days old that Yes No
have not liquidated/completed the financial transaction cycle? (MCO 7300.21B)

13. Does the command have Standard Operating Procedures (SOP) for fuel key/card Yes No
management? (MCO 7300.21B)

MILSTRIP- ServMart Brick and Mortar - Internet Ordering 5’25’(\:'2 Co?na;fete

14. Arethesection’sPRsbeingapprovedbyaROordelegate? (MCO 4400.150) Yes  No

15. Are PRsbeingscreened forcontrolled, sensitive or other unauthorized itemsprior to the Yes  No
purchases being made? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B; MCO 4450.12A)

a. Doesthecommandmaintainendtoendaccountability of controlled, sensitive orother Yes = No
pilferableitems purchased? Isit documented? (MCO 4400.150; MCO 5200.24E; MCO
7300.21B; MCO 4450.12A)

16. Are PRs being reviewed to ensure proposed total purchase amounts are within the section’s Yes No
availablebalance and that the purchasesto be made are the most appropriate use of funding
resources? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B)

17. ArePRsbeingapprovedandsignedbythe SupO?(MC0O4400.150; MCO 5200.24E; MCO  ves  No
7300.21B)

18. Are individuals checking out the ServMart card or requesting an internet order be Yes = No
placed, beingscreenedtoensuretheyareauthorizedforthesectionwhose card/accounttheyare
checking out/charging? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B)
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MILSTRIP I
CHECKLIST

MILSTRIP
MILSTRIP- ServMart Brick and Mortar - Internet Ordering Seke] DEUS
Yes/No Complete

19. Uponreturn fromthe brick and mortar store, are ServMart receipts screened for items not Yes  No
previously approved onthe PR and is itdocumented? (MCO 4400.150; MCO 5200.24E; MCO
7300.21B) See Reference CMC MSG DTS 171626Z Jan 19 for ServMart Guidance.

a.Haveanyunauthorized purchasesbeenidentified? Provideanarrative of unauthorized Yes  No
purchasesidentified, the resolutionandthe stepstakento prevent reoccurrence. (MCO 4400.150;
MCO 5200.24E; MCO 7300.21B)

20. Are ServMart brick and mortar receipts screened to ensure that the purchasesweremade by~ ves  No
theauthorized card userandthatthe authorized card user haslegibly printed his/fhername, 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)

21. Are ServMartbrick and mortar receiptsand internetorders entered into the unit’s pending Yes  No
obligation file? (MCO 7300.21B)

a. Listanypending ServMartbrickand mortar receiptsby documentnumberthathavenot Yes No
postedtothe unit’s SABRS DTR and the stepstaken to resolve. (MCO 7300.21B)

b. Are MILSTRIP internetorders from procurement platforms that do notinterface withthe Yes No
SABRS being manually obligated within 3 days of the order being placed, whenthe DoDAAC

and fund code method of paymentisused?e.g. General Services Administration (GSA)

Advantage, DLA Fed-Mall, DLAPrime Vendorplatforms, etc. (DoD FMR, Vol 3, Chapter
8,Para080302)

22.When ServMartand internet order transactions post to the unit’s SABRS DTR, is the fiscal Yes  No
clerkreconciling the transaction posting to the receipt or order in the unit’s pending file for

accuracy/validity and isitdocumented? (MCO 7300.21B) See Reference CMC MSG DTS

1716267 Jan 19 for ServMart Guidance.

a. Listany occurrences, by document number, of ServMart brick and mortar or internet orders Yes  No
posting tothe unit’s SABRS DTR where areceipt or order KSD was notavailable. (MCO
4400.150; MCO5200.24E; MCO 7300.21B)

h. For any occurrences of missing KSD was the KSD obtained from the purchaser, from the Yes  No
brick and mortar store, or viathe web-based order platform? (MCO 4400.150; MCO
5200.24E; MCO 7300.21B)

c. Forany occurrences of missing KSD, was the transaction supported by an approved Yes No
procurementrequest? Ifnot, provide narrative of correctiveactionstakentoresolveandto
prevent future occurrences. (MCO 4400.150; MCO 5200.24E; MCO 7300.21B)

23.Canthe fiscal clerk state the steps needed to resolve any SABRS UL O over 45 days old that Yes = No
has not liquidated/completed the financial transaction cycle? (MCO 7300.21B)

24. Doesthe command have an SOP for ServMartbrick and mortar card management? (MCO Yes  No
4400.150; MCO 5200.24E; MCO 7300.21B)
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00044 MILSTRIP
CHECKLIST

MILSTRIP
Select Date
MILSTRIP - GCSS-MC
25. Isthe command a SMU supported unit? Yes = No

a.Canthe SupOexplainthe reimbursement process for requisitionsfilled by the SMU andthe Yes  No
impact onthe commands operating budget? (MCO 4400.150; MCO 5200.24E; MCO
7300.21B)

h. Doestherequisitionapprover performaGCSS-MC fundsavailability check using the Yes  No
internal budgetexecutionreport(IBER), priortoapproving partsrequirements? (MCO

4400.150; MCO 5200.24E; MCO 7300.21B)

c.Doestherequisitionapproverreview GCSS-MCworkflownotificationsdaily forrejectsdue  ves  No
to lack of funds? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B)

26. Doesthefiscal clerk record GCSS-MC requisitions withinthe pending file? (MCO Yes = No
4400.150; MCO 5200.24E; MCO 7300.21B)

a. Doesthefiscal clerk knowhowto differentiate between GCSS-MCrequisitionsthatwill be Yes = No
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)

h.Canthe SupOand/orfiscal clerk identify the processto reconcilethe SMU issues report for Yes = No
reimbursement of SMU filled requisitions? (MCO 4400.150; MCO 5200.24E; MCO
7300.21B)

27.Doesthefiscal clerk reconcile pending GCSS-MC requisitionswiththe SABRS DTR for Yes  No
ordersthat passtoanexternal source of supply; isitdocumented? (MCO 4400.150; MCO

5200.24E; MCO 7300.21B) See Reference CMC MSG DTS 171626Z Jan 19 for

ServMart Guidance.

a.Canthe Due-In and Status File ©ASF)or fiscal clerk identify the root cause of a requisition Yes  No
identifiedasbeing passedto anexternal source of supply, not posting onthe SABRS DTR within

3daysof the document being forwarded to the next source supply with BM status for SMU

supported units; fromthe creation of the order for non-SMU supported? (MCO 4400.150;

MCO 5200.24E; MCO 7300.21B)

28. Doesthe fiscal clerk reconcile GCSS-MC UDOs/ULOs with the DASF clerk onamonthly Yes = No
basis? (MCO 4400.150; MCO 5200.24E; MCO 7300.21B)
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Procurement from Commercial Vendors 4////4/,4/4/7,

CHECKLIST
8.3  Procurement from Commercial Vendors (Contracts and GCPC) Checklist
Procurement from Commercial Vendors: PR Builder, GCPC and Wide Area Workflow (WAWF) ‘
. ; Select Date
Administration Yes/No Complete
1.Hasthe GCPC certifyingofficerordepartmental accountable official completedthe Certifying ~ ves  No
Officer Legislation (COL) training annually? (Naval Supply Instruction NAVSUPINST
4200.99C)
2. Areappointmentsandtermination documents (DD Form 577) for Certifying Officersor Yes  No
Department Accountable Officials on file for GCPC? Ref: DOD FMR 7000-14R, Vol 5,
Chapter 33
3. Do all GCPC cardholders and approving/certifying officials have their web-based training Yes  No
certificates on file? (MCO 7300.21B, Chapter 4, Para 4003)
; ; Select Date
4. Arerequests formaterialsorservicesreviewedandapproved by the RO or delegateforthe Yes No
section/commaodity submitting the request, priortosubmission? (MC0O4400.150, Chapter 3,
Para 6 &10)
a. Does the RO ensure funds availability (if required) for the requesting section/commodity, Yes No
prior to forwarding the request to supply? (MCO 7300.21B)
5. Istechnical research performedonall PRsbythe supplyactivitytoensure compliance with Yes  No
requirementsoutlinedwithinthereference? (MCO4400.150, Chapter 3)
a.Doesthe SupOensurethe materialsor servicesto be purchased fall withinthe purpose, Yes = No
timeand amount statutes of the appropriationto be cited? (MCO 7300.21B, Chapter 1, Para
1005)
6. Prior to approval of PRs, does the SupO ensure funds availability? (MCO 7300.21B) Yes  No
; Select Date
Requirements Approval and Procurement Method V- S
7.Doesthe SupOreviewandapproveall purchases made viaGCPC, priortothe purchasebeing  ves  No
physically made or placed on order? (MARADMIN331-15)
8. Ifthe purchase isto be made via PR Builder, does the SupOensure the correctness and Yes  No
accuracy of the Line of Accounting (LOA) and financial information pointer data cited onthe
PR, prior to systemic approval? (MCO 7300.21B)
9.Hasa Service Requirement Review Board (SRRB) beenestablished at the General Officer Yes  No
level? (MARADMIN 377-18)
10. Areall contractservice requirements (base yearandall options) thatexceed the simplified Yes  No
acquisition threshold ($150,000) validated by the SRRB prior to contract execution?
(MARADMIN 377-18)

45




© CHECKLIST

Procurement from Commercial Vendors

Procurement from Commercial Vendors: PR Builder, GCPC and Wide Area Workflow (WAWF)

: Select Date
Recei nd A n
eceipt and Acceptance V. Suiil

11. Arecontrols established toensure thatall materials procured via PR Builderor GCPC are
accounted for on property recordsas required? (MCO4400.150, Chapter 3, Para6.c)

12. Arecontrolsestablishedtoensurethatthe receiptandacceptance of materialsrequisitioned
viaPR Builder or GCPC is not conducted by the requisition approver; separation of duties?
(MCO 4400.150, Chapter 3, Para 6.c; MCO 7300.21B)

13. Doesthe 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/commaodity?
(MCO 4400.150, Chapter 3, Para 6; MCO 7300.21B, Chapter 4, Para 6.c)

14. Are controls in place to ensure that only authorized/appointed individuals may perform
receipt and acceptance? (MCO 4400.150, Chapter 3, Para 7)

15. Arecontrolsinplacetoensurethatreceiptand acceptance of materialsand servicesis
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)

16. Ifreceiptand acceptance of materialsis performed by personnel other than the supply activity,
areproceduresinplacetoensureaccountable property isentered intoanaccountable property
system of record (APSR) within 2 days of receipt? (MCO 4400.150, Chapter 3, Para 10.e.1.d;
MARADMIN 331-15)

17. Doesthe GCPCapprovingofficial/certifying official ensurethatall property hasbeenaccounted
forinthe APSR and that property chain of custody is legibly documented on the receipt/
acceptance documentation? (MCO 4400.150)

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)

19. Are procedures in place to ensure that any miscellaneous payments via WAWFfollow all
PRrequirementsoutlined inthe reference? (MCO4400.150, Chapter 3, Para12.n)

20. Doesthe supply activity ensure that the command WAWFinbox s reviewed for pending
requests for payment daily? (MCO 4400.150, Chapter 3, Para 10. g)
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Procurement from Commercial Vendors /’///é/////{é,
CHECKLIST
Procurement from Commercial Vendors: PR Builder, GCPC and Wide Area Workflow (WAWF)
: : Select Date
Financial Management Yes/No Sl

21. Does the fiscal clerk maintain a pending file of every anticipated SABRS transaction Yes  No
that shouldresultfromaprocurementbusiness processevent? (MCO4400.150, Chapter 1, Para
5.c.2; MCO 7300.21B)

a. Isfollow-up conducted on transactions that do not posttothe SABRS DTR withinnormal Yes  No

processingtimes? (MCO 4400.150, Chapter 1, Para5.c.2; MCO 7300.21B)
22.Doesthefiscal clerk reconcile transaction postings onthe SABRSDTR to the source Yes  No
document and is the reconciliation documented? (MCO 4400.150, Chapter 1, Para 5.c.2;
MCO 7300.21B) See Reference CMC MSG DTG 17162627 Jan 19 for ServMart
Guidance.

a. Doesthe fiscal clerk track and maintain current status of all incomplete SABRS active file Yes  No

records throughout the financial transaction life cycle? (MCO 4400.150, Chapter 1, Para5.c.1,

MCO 7300.21B)
23.Doesthefiscal clerktrack availableamounts on contractsto be recoupedand arerequestsfor ~ yes  No
modificationtocontractssubmittedtothe KOinordertorecoupanyexcess funding prior to
the end of the applicable fiscal year? (MCO 7300.21B, Chapter 10, Para 1010)
24. Canthefiscal clerk state the phases of the financial transaction cycle andtheir corresponding Yes  No

procurementphases, by form of procurement? (MCO 7300.21B, Chapter 10, Para1002;
MCO 4400.150, Chapter 1, Para 5.c.1)
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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 dishursement 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, areport 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 obligationrecord
intheaccountingsystem. MILSTRIP UMDsin SABRShave passedthe MCVISTAedits.

NULO-ifaliquidationamount for anactive filerecord 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 Dishursement Remediation Checklist

Problem Disbursement Remediation

Access, Training, Reports and Remediation

1. Does the supply fiscal clerk have access to SABRS? (MCO 7300.21B)

a. Has a request for SABRS access been processed via Account Management and
Provisioning System (AMPS)?

2. Does the SupO/supply fiscal clerk have access to SABRS Management Analysis
Retrieval Tools System (SMARTS)? (MCO 7300.21B)

a. Has access to SMARTS been requested via Access Request Management Service
(ARMS)?

3. Doesthe 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)

a. Does the command have any transactions listed on these reports?

4. Hasthe fiscal clerk processed any required SABRS action, within level of access, in order to
correct the problem disbursements? (MCO 7300.21B)

5. Hasthe fiscal clerk received training on how to identify the reason for problem
disbursementsand howto correct them (if/when received) within their level of accessin
SABRS?(MCO 7300.21B)

a. Hasthe SupO contacted the G8 to request training on how to identify the
financial/accounting system reason for problem disbursements?

i. Has training been scheduled from the G8? If so, when?

6. Hasthe supply fiscal clerk received training on howto correct the root cause of problem
disbursements? (MCO 7300.21B)

a. Hasthe SupO contacted the G4 to request training on howto perform root cause analysis of
problem disbursements and how to remediate them?

i. Has training been scheduled? If so, when?

7.Hasthefiscal clerk receivedtraining on howto performrequisition managementasitrelatesto
problem disbursements? (MCO 7300.21B)

a. Hasthe SupO requested training on requisition management from the G4 and G8?
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gy Fiscal Requisition Management Reports
CHECKLIST

Problem Disbursement Remediation

i ‘ot Select Date
rts and Remediation
Access, Training, Reports and Remediatio - G

8. Has contact been made with the G8 to post obligations or other efforts to clear problem Yes  No
disbursements? (MCO 7300.21B)

a.Hasthe G8 contactedthe unitforadditional assistance in clearing problemdisbursements Yes  No
(e.g., obtain KSD)?
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. Hasthe G8 providedatimeframe ofwhenthe problemdisbursementshould/willbecleared?  ves  No

If so, when?
¢. Hastheunit’schainofcommandbeeninformedregarding unprocessed requests for Yes  No
assistance from the G8 in clearing problem disbursements?
9. Has the SupO contacted any external selling/contracting agency (DLA/GSA/Regional Yes No
Contracting Office (RCO)/other) as part of the root cause remediation efforts? (MCO
7300.21B)
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 Yes  No
7300.21B)
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. Itis 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 inanormal 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 documentationdoesnotmatchtheaccountingrecord, 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
iswell beyondnormal processingtime.

Abnormal Accounts Payable (AAP) — a condition where an order has been placed, material has been received, liquidation has
posted; however, the expense has not beenrecordedintheaccountingsystem (SABRS).

NULO - a condition where a liquidation amount for an active file record in SABRS exceeds the obligation amount, usually
resulting froma 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 withinternal control questionsrelevanttoconducting a ULO validation.
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CHECKLIST

SBR - P2P Unliquidated Obligations

Access, Training, Undelivered Orders (UDO), Unliquidated Obligations (ULOSs)

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 SupOf/supply fiscal clerk have access to SMARTS? Yes  No
a. Has a request for SMARTS access been requested via ARMS? Yes No

3. Doesthe command have access to the most up to date ULO report out of SMARTS? (MCO Yes  No
7300.21B; MC04400.150)

a. Does the command have ULO transactions listed on the report requiring Yes No
validation?

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.Hasthe supply fiscal clerk completed a ULOvalidationonall open requisitions withinthe last Yes  No
30 days? If so,when?

6. Didthevalidationresultinidentifying Aged ULOs, Aged UDOs, AAPsoranyotherabnormal ~ Yes ~ No
accounting conditions?

a. Has the supply fiscal clerk conducted causative research, using KSD and Automated Yes  No

Information Systems (AIS), to determine the reason foragedtransactions or abnormal

conditions?

b. Is there documented evidence detailing the status of each ULO? Yes  No
7.Hasthe SupO documented the root cause of the aged transactions orabnormal conditions as Yes No

part of the internal controls’ assessment?

8. Has contact been made with the G8 to post obligations, expenses or other efforts to clearaged Yes No
transactions or abnormal conditions?

a. Hasthe G8 contacted the unit for additional assistance in clearing the aged transactions or Yes  No
abnormal conditions (documentation)?
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.Hasthe G8 providedatimeframe of whentheywill completeactionstoresolvetheaged Yes  No

transactions or abnormal conditions? If so, when?

c.Hastheunitchainofcommandbeeninformedregardingunprocessed requestsforassistance Yes  No
from the G8 in clearing aged transactions or abnormal conditions?
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SBR - P2P Unliquidated Obligations

Access, Training, Undelivered Orders (UDO), Unliquidated Obligations (ULOs)

9. Has the SupO contacted any external selling/contracting agency (DLA/GSA/RCO/ other) as Yes  No
part of the root cause remediation efforts?

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 Yes No

remediated?

a. When will the root cause of the aged transactions or abnormal conditions be Yes  No
remediated?
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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/sitesyt HQMCLP/EGEM/EGEM-2/ICART/KPIs/Forms/Allltems.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.
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SBR KPIs

SBR Key Performance Indicators (KPIs)

Categories of SBR KPIs

3. NULO — Negative Unliguidated 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.

UMTSs 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 WAWEF 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 (JONSs), 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.

55



SBR KPIs

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/NULDO 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.9. 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)

KPI Grading Methodology

Categories of SBR KPlIs:

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:

>=90 Green
80-89 VYellow
<80 Red

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.
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9.0 Electronic Commerce Systems Access Controls & Segregation of
Duties Checklist

Electronic Commerce Systems Access Controls & Segregation of Duties Checklist

: Select Date
General Information
_ Complete

1. Isthe Supply AIS Administrator (e.g. UUAM/UAM/Group Access Manager (GAM)) Yes  No
appointedin writing by the CO/AO? (MCO 4400.201, Vol 1, Chapter 2, Para 0208, Sub-para

020802

2. Are User Access Managers (UAM) appointed for GCSS-MC, PR Builder, PIEE-Wide Yes = No

Area Workflow (WAWF), Federal Mall (FEDMALL)/Electronic Mall, General Services
Administration Advantage, and USMC ServMart virtual website (ServMart online)?
(MCBul 4000)

3. Arerequireddocuments (e.g., Appointment Letters, SAAR Forms, Letters for Roles & Yes No
Responsibilities, DD Form577s,and Training Certificates) maintained on file by the UAM?
(MCBul 4000)

4. Is the UAM properly assigning system users only those roles and responsibilities Yes  No
authorized by their supervisor? (MCBul 4000)

5. Areeffective check-inand check-out procedures/controlsinplace to manage theadditionand Yes  No
removal of system access as users are joined and detached from the organization? (MCBul

4000)

6. Within GCSS-MC, are approver groups, resource groups, and sub-inventories within GCSS- Yes No
MCassigned appropriatelybythe UUAM? (UM 4000-125Part5, Sec 2,Para2 & 3and Sec 3

Para 1.c)

7. Are Segregation of Duties maintained for all users when utilizing electronic commerce Yes No
systems for the requisitioning/procurement of goods & services? (CMC Message 051526Z

Dec 18)
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Enclosure 1 - Responsibility Matrix

el Appoint- System
Typical Marine Corps Billets COSTTan Position of ment/Term System Authorlza- Authorizin
Responsibility Executing these Responsibilities ate Appointment |  Authority Recorv.:i = Requiring tion Access u O. g
; HQMC Authorized Request Directive(s)
(not all encompassing) Letter NAVMC : Access To
Ordered Form Signature (DD (SAAR) (DD
11869 Form 577) Form 2875)
Accountable Commanding Officer,
. . e Y y! N y?
Officer Director, Officer-in-Charge
Supply Officer, Ac- ) GCSS-MC,
countable Property i;lj::alygfﬂcer, Personal Property N Y N Y DPAS, DoD 7000.14-
Officer g PR Builder, R (FMR), DoD
Supply Officer, Fiscal Officer, TFSMS, PIEE, 5000.64,
Fund Holder PRI & . N Y N Y DTS. AMS- SAAR DoDM
Supply Chief, Facilities Manager ) d db
TAC, OIS, endorsed by | 4140.01,
GCPC Card Holder GCPC N Y N Y CMOS, appropriate | g\MB Cir-
Receipt and Warehouse Chief, N v v N FEDMALL, authority A-123
Acceptor Receiving Section GSA, MCO
Fiscal Budget & STRATIS, 4400.201 Vol
Supply Offi
Accounting Officer upply Licer N Y N Y AMS-TAC land3
Supply Resource .
Manager Supply Officer N Y N Y
Supply Officer, Purchase Card AO,
Certifying travel authorizing officials, centrally N Y N Y
Officer billed account approving
officials
Supply AlS Supply Officer, Group Administra N y N N
Administrator tor, UUAM, workflow manager
GCPC Approving . .
Official Supply Officer/Chief N Y N Y
Company Commander, Platoon
Responsible Officer Commander, Commodity OIC, N Y Y N
Section Head
Responsible Individual | Maintenance Section, Platoon Sgt N Y? N N

1: Whenthe HQMC command slated Accountable Officerisa Commanding General/Commander (asdescribed in VVolume 1,Chapter 2, paragraph 020502 of MC04400.201)

the AO hasthe authority to appoint the mostappropriate officer asthe Accountable Officer.
2: Appointed by the Responsible Officer.
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DOA & DD Form 577 Structures

Enclosure 2 - Delegation of Authority and DD Form 577 Structures

Thefollowing pagescontain DD Form 577 structuresto help Supply Officers identify which personnel require aDD Form 577
and appointment letter ora NAVMC Form 11869. Three basic roles requireaDD 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 oran operating
target, and for managing the use of such funds. Fund Holder responsibilities are typically inherentto 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.

Enclosure (2)
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Chart 1 — Consumer Level Account DD Form 577 & DOA Structure

*% Ro
- Appointment Letter

- Appointment Letters

Maintenance Clerk
- NAVMC Form 11869

- 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.

Turnin Clerk
- NAVMC Form 11869

Receiving Clerk
- NAVMC Form
118689

** 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 behalf of the SupO without
the SupQ’s recorded approval requiring them to have a DD Form 577.

CO/AO
Approves
- Appointment Letters
-DD Form 577
A oini‘;”ec:t Lettere sMu oIc Maintenance Co. RIP OIC
o -See SMU Tab -See IMA Tab -See IMA Tab
-DD Form 577
* Supply Chief
- Appointment Letters
-DD Form 577
- NAVMC Form11869
ok ok isiti
Requisition Clerk Warehouse Chief
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Chart 2 — IMA DD Form 577 & DOA Structure

Cco/AO
Approves
- Appointment Letters
- DD Form 577

Maintenance Control
Officer (MCO)

Maintenance Co.
Consumer SupO
Commander
- See Consumer Level K
Tab - Appointment Letter
-DD Form 577

** Requisition Clerk
- Appointment Letter
- DD Form 577

Receiving
- NAVMC Form 11869

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.

*** |n 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

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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Chart 3— SMU DD Form 577 & DOA Structure

co/A0
Approves

- Appointment Letters

-DD Form 577

Packing Platoon
- NAVMC Form11869

Consumer SupO SMU OIC
- See Consumer Level - Appointment Letter
Tab - DD Form 577 I
I— - NAVMC Form 11869
i ok
!\/lA'GTF.MateneI Ge-neral Account X . Consumer Service
Distribution Center - Appointment Letters Storage Operations Fiscal Deployment Support et
(MMDC) -DD Form 577 - NAVMC Form 11869 - NAVMC Form 11869 - NAVMC Form 11869 - NAVMC Form 11869 ~ NAVMC Form 11869

- NAVMC Form 11869

- NAVMC Form 11869

TAC Manager
- NAVMC Form 11869

** Requisition Clerk
- Appointment Letter
-DD Form 577
- NAVMC Form 11869

Operations/
Inventory Control
- NAVMC Form 11869

** Requisition Clerk
- Appointment Letter
- DD Form 577
- NAVMC Form 11869

Receiving Clerk
- NAVMC Form 11869

Bulk Storage
- NAVMC Form 11869

Bin Storage
- NAVMC Form 11869

Medium Storage
- NAVMC Form 11869

Receiving/Turn In

Clerk
- NAVMC Form 11869

Shipping

- NAVMC Form 11869

Rations

- NAVMC Form 11869

TAC Manager
- NAVMC Form 11869

** Requisition Clerk
- Appointment Letter
-DD Form 577
- NAVMC Form 11869

* 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 11869.

** 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

Receiving Clerk
- NAVMC Form 11869
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CAP Instructions

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 Commanderupon
completionandreviewofthe 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. Thisaction will ensure that the Commander has knowledge and visibilityofthecommand’sauditreadiness
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

Belowisanexample of the Corrective Action Plan Certification that should be submitted to the Commander,

or to a higher authority as needed.

CAP Certification

Corrective Action Plan
Certification

1. Applicable Naval Message:

2. Date of Naval Message:

3. Unit/DoDAAC:

4. Deficiency:

4.a. Description of thedeficiency:

4.b. Root-cause of thedeficiency:

5. Method of Evaluation (Use a or b. [f "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.d. Additional remarks:

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:

8 CERTIFICATION

implementation efforts. This

| certify that the attached corrective action plan has been reviewed and approved, and will be implemented
to resolve the deficiencies noted above. | also certify that internal reviews are in place to monitor these

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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CAP POA&M

Enclosure 5 - Corrective Action Plan of Action and Milestones

Belowisthe Corrective Action Plan of Actionand Milestones (POA&M) that should be submitted tothe 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:

66
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CAP Completion Certification

Enclosure 6 - Corrective Action Completion Certification

Belowisthe Corrective Action Completion Certification that should be submitted to the Commander,
orto ahigherauthority as needed, upon completion of your Command’s Corrective Action Plan.

1. Applicable Naval Message:

Corrective Action Completion
Certification 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

| certify that corrective action has been completed to resolve the deficiencies noted above. | 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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CAP Completed Examples

Enclosure 7 - Completed Corrective Action Form Examples

Below is an example of a completed Corrective Action Plan Certification.

1. Applicable Naval Message:
Corrective Action Plan DTG 1319347
Certification

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) b. Date of evaluation:
MARINE, | AM 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

| 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
(1) Name and title
John Doe, by direction 3 March 2014

(2) Signature

(<
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CAP Completed Examples

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: | AM MARINE
Approver: John Doe

Unit/DoDAAC: USMC-M00016

Enclosure (7)
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CAP Completed Examples

Example: Corrective Action Completion Certification

Corrective Action Completion
Certification

1. Applicable Naval Message DTG:
DTG 1319347

2. Date of Naval Message:
December 2013

3. Unit/DoDAAC: ysMC-M00016

N

. Deficiency: We couldn’t locate 14 of 15 items on the Y14 CMR.

(4]

. Method of Evaluation (Use a or b. If “a” is selected, indicate source of checklist.)

Q

. Checkilist 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

~

Please see next page for comments.

. Remarks: (Continue on reverse side or additional sheets)

8. CERTIFICATION

evaluation.

| certify that corrective action has been completed to resolve the deficiencies noted above. | 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

a. Commanding Officer/Accountable Officer

b. Date certified

1) Name and title
(1) Doe, Jane

29 Apr 2014
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MCO Intermediate-Level Supply Management Policy https://mwww.marines.mil/News/Publications/
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POC

Head

Deputy

Audit Response
Remediation Lead

Operations Officer

Audit Lead

Mr. Gregory Walker
Mr. James Maynor

Mr. Neil Badrinarain

Mr. Joseph Nave

Enclosure 9 - ICART Points of Contact

Mr. Samuel Perez

703-604-6283
703-604-6286

703-604-0111

703-604-0111
843-343-6366

ICART Operations Points of Contact

Operations Officer

ICART Ops

Mr. Neil Badrinarain

Mr. Jimmie Cuevas

703-604-0111
703-604-0111

Enclosure 10 - FSMAO Points of Contact

HQMC

FSMAO Coordinator

FSMAO East

OIC
AOIC

Operations Officer

FSMAO West

oIC
AOQIC

Operations Officer

571-567-7119

910-450-1201
910-450-1207
910-450-0384

760-763-9878
760-763-9878
760-763-9876

FSMAO Western Pacific (WEST-PAC)

OIC
AOIC

Operations Officer

DSN 315-645-7262
DSN 315-645-0154
DSN 315-645-0154

samuel.perezl@usmc.mil

gregory.s.walkerl@usmc.

mil

james.r.maynor@usmc.mil

devindra.badrinarain.ctr@usmc.mil

joseph.d.nave.ctr@usmc.mil

devindra.badrinarain.ctr@usmc.mil

jimmie.cuevas.ctr@usmec.

mil

brady.wentlandt@usmc.mil

george.camia@usmc.mil

robert.e.roberts2@usmc.mil

william.kohl@usmc.mil

cameron.fitzsimmons@usmc.mil

christopher.mcquade@usmc.mil

michael.naputi@usmc.mil

warren.leong@usmec.mil

everett.ledman@usmc.mil

everett.ledman@usmc.mil
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Links

Enclosure 11 - Sustainment, Education and Training Links

PR Builder Computer Based Training ~ Procurement  https://www.prbuilder.usmc.mil/

(CBT)

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 Property https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx

(Continuous Learning Module Control

(CLMO039) Course

Fiscal and Physical Accountability Property https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx

and Management of DoD Equipment Control

(CLMO047) Course

Proper Financial Accounting Property https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx

Treatment for Military Equipment Control

(PFAT4ME) (CLMO040) Course

Audit Readiness Requirements for  Property https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx

DoD Equipment (CLM048) Online  Control

Course

Physical Inventories (CLMO037) Course  Property https://icatalog.dau.edu/onlinecatalog/tabnavcl.aspx

Control
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Background

Background and Purpose

InOctober 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 auditreadiness. Its FIP alignswith 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., DDForm250s, DD Form 1348s, DD Form1149s) 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 supportthe Existence and Completeness(E&C)ofassets
duringthe Continual Management phase.

Issuance, Transfers and Disposals
During the Issuances and Transfers and Disposal phase documentssuch asthe DD Form 250, DD Form 1348, and DD Form
1149 supportthatassets were appropriately removed from the Accountable Property System ofRecord.

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 supporttheinternal control requirementsofOMB 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 objectiveswill be included in thishandbook.
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SF 26

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

Are the following fields recorded on the Award/Contract
(SF 26)?

Al. Contract No.

(Doesthis Contract No. agree withthe Contract No. listed on
the Government Bill of Lading (GBL) and/or DD Form
2507)

B1. Effective Date

C1. Requisition/Purchase Request/Project No.
D1. Issued By

E1. Name and Address of Contractor/(vendor)
F1. Accountingand Appropriation Data

G1. Item No, Supplies/Services (description), Quantity,
Unit, UnitPrice, Amount, and Total Amount of Contract ($)

H1. Name and Title of Signer, Name of Contractor, and Date
Signed (contractor’s/vendor’s representative)

11. 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: Date:
Printed Name:
Signature:
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SF 26

Example: SF 26: Award/Contract

1. THIS CONTRACT IS A RATED ORDER RATING PAGE  OF  PAGES
AWARD/CONTRACT UNDER DPAS (15 CFR 700)
2. CONTRACT (Pro. Inst. Ident.) NO. 3. EFFECTIVE DATE @ 4. REQUISITION/PURCHASE REQUEST/PROJECT NO. @
5. ISSUED BY CODE| 6. ADMIMISTERED BY (If other than ltem 5) CODE |

7. NAME AND ADDRESS OF CONTRACTOR (No., street, county, State and ZIP Code)

©

8. DELIVERY

[]FoB oriGIN
9. DISCOUNT FOR PROMPT PAYMENT

[[] OTHER (See below)

| 10. SUBMIT INVOICES ITEM
{4 vopios unless otherwise
specified) TO THE

CODE |FHCILITY CODE

ADDRESS SHOWN IN

11. SHIP TO/MMARK FOR CODE |

12. PAYMENT WILL BE MADE BY CODE

13, AUTHORITY FOR USING OTHER THAN FULL AND OPEN COMPETITION:

[] 1ousc. 2304 ) [] #1usc 3so4@N )

14. ACCOUNTING AND APPROPRIATION DATA

©

15A. ITEM NO. 15B. SUPPLIES/SERVICES

15C. QUANTITY  [15D.UNIT [15E. UNIT PRICE| 15F. AMOUNT

O ©

@ @ © | ©®

15G. TOTAL AMOUNT OF CONTRACT » |§

16. TABLE OF CONTENTS

x) [sec| DESCRIPTION | Paceis)| (x) |sEcC| DESCRIPTION | PAcE(S)
PART | - THE SCHEDULE PART Il - CONTRACT CLAUSES
A | SOLICITATION/ICONTRACT FORM | 1 | CONTRACT cLAUSES |
B | SUPPLIES OR SERVICES AND PRICES/COSTS PART IIl - LIST OF DOCUMENTS, EXHIBITS AND OTHER ATTACH
C | DESCRIPTION/SPECS /IWORK STATEMENT [ 3 JUST OF ATTACHMENTS |
D | PACKAGING AND MARKING PART IV - REPRESENTATIONS AND INSTRUCTIONS
E_|INSPECTIONAND ACCERTANCE K | REPRESENTATIONS, CERTIFICATIONS AND OTHER
F | DELIVERIES OR PERFORMANCE STATEMENTS OF OFFERQRS
G | CONTRACT ADMINISTRATION DATA L | INSTRS., CONDS., AND NOTICES TO OFFERORS
H | SPECIAL CONTRACT REQUIREMENTS M | EVALUATION FACTORS FOR AWARD

CONTRACTING OFFICER WILL COMPLETE ITEM 17 (SEALED-BID OR NEGOT.
17. D CONTRACTOR'S NEGOTIATED AGREEMENT (Contractor is required tc
sign this de { and relurn copies lo issuing office.) Contractor
agrees to fumish and deliver all items or perform all the services set forth or otherwise

identified above and on any continuation sheets for the consideration stated herein. Th2
rights and obligations of the parties to this contract shall be subject to and governed by

the f g (a) this , (b) the if any, and (c) such
provisions, representations, certifications, and sp i as are attached or
i d f herein. (A are listed herein.)

IATED PROCUREMENT) OR 18 (SEALED-BID PROCUREMENT) AS APPLICABLE
18 [] SEALED-BID AWARD (Contractor is not required to sign this document,)

Your bid on Solicitation Number .
including the additions or changes made by you which additions or changes are set forth in
full above, is hereby accepted as to the terms listed above and on any continuation sheets.
This award the which of the f 9 (a)he
Government's solicitation and your bid, and (b) this awa No further tual
document is necessary. (Block 18 should be checked only when awarding a sealed-bid
contract.)

18A. NAME AND TITLE OF SIGNER (Type or Prin)

20A. NAME OF CONTRACTING OFFICER

19B. NAME OF CONTRACTOR

20C. DATE SIGNED

20B. UNITED STATES OF AMERICA @
BY

19C. DATE SIGNED
H1
BY

(Signature of person authorized to sign)

(Signature of Contracting Officer)

AUTHORIZED FOR LOCAL REPRODUCTION
Previous edition is NOT usable

STANDARD FORM 26 (Rev. 3/2¢13)
Prescribed by GSA - FAR (48 CFR) 53 214(a)

7
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CO Appointment

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/WarrantEligibility Transfer/Termination
Request

2.KSD: Contracting Officer (KO) Appointment/ Yes | No | N/A | Comments
Warrant Eligibility Transfer/Termination Request

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: Date:
Printed Name:
Signature:
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CO Appointment

Example: Contracting Officer Appointment/WarrantEligibility Transfer/ TerminationRequest

Conftracting Officer (CO) Appointment / Warrant Eligibility Transfer / Termination Reguest

faciitfags

ar

MECLOSURE IS VOLUNTARY: Evalwation of an imdhvides for appoisiment of Confracting Ofcer camnal b propenly cowmplsfed & approgriafe Asformation /s mod

provided. Fatoee fo provige the information may resulf in the inebMty bo detsrmine guaiTcations.

PRIVACY ACT STATEMENT: Tithe 10 LIEC S013; Tie 10 WSS, Subttie 4, Ghaprer &7, FAR 1.602.
PRIMARY PURFOSE: Submizsion of informalion and reconds NECEsSTary 80 sunpo e spooiniment of confracting oMcers, exfabiTeh wamrant sipbity framsiers and
of comiracting offfoey Warants.

Toe (Appointing Authority)

From (Candidate's Immediate Supervisor)

@ Section A: Type Designation Requested

] unlimited

"Justification
block on

] Limited
(Specify all limitations in the

] Procurem
for Warramt®

page 2.

Check all that apply:

ent Contracting Officer (PCO)

[7] Termination Contracting Officer (TCO)
[77 Administrative Contracting Officer (ACO)

[C] Mew Appointment
[C] Warrant Reinstatement

l- Warrant Termination

"] warrant Eligib

ility Transfer

Section B: ldentificati

on and Personal Data

Candidate Mame (Last, First, M)

Rank or Grade / Specialty Code or Series

Current Job Title s Office Symbaol

Requires Special Accommodation for Warrant Test? (Specify)

Total Service Military Civilian Non-Government
(Military / Civilian) Contracting Experience Contracting Experience Contracting Experience
Years Months Years Months Years Morths Years Months

I

1 []

.

1 []

Section C: Acquis

ition Certification

Attach Civilian Carear Brief, Single Unit Retrieval and Format (SURF) for military candidate, and certificate copies.
Contracting Date Certified Other Date Certified
Lewel | Lewel |
Lewel Il Lewel Il
Lewel 111 Lewel 111
Section D: Previously Held Warrants
Last three only. If none, so indicate.
Warrant Type Limited / Unlimited / Functional Warrant Period | Warrant Period
{ PCO, ACO, TCO, €00 | {Include dollar amount, if applicable § Warrant lssuing Organization Start Date End Date
| Add Row Delete Row
Page 1 of 4

Updated: 29 Jun 15
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CO Appointment

Example: Contracting Officer Appointment/WarrantEligibility Transfer/ Termination Request

Contracting Officer (CO) Appointment / Warrant Eligibility Transfer / Termination Request

Section E: Resume
Start with present position and work back {not more than 10 years).
O, attach resume and current Civilian Caresr Brief for dvilian candidate, or SURF for military candidate.
Organization/Office, Location Position Title Start Date End Date
Section F: Most Recent Acquisition-Related Training
{ Otherthan APDFP Required Training )
May attach Civilian Caresr Brief/SURF andfor ACQ NOW Transaript.
Course Number / Title Completed Course Number / Title Completed
Section G: Formal Education
May attach Civilian Career Brief f SURF.
[ es, Year Received
Received a baccalaureate degree from an accredited educational institution? O
[T] Mo, Exception
Completed at least 24 semester hours in Business?
{Mot applicable if warrant is for less than Simplified Acquisition Threshaold.) [ ves ClNe
MName of School Degree Earnad (if any) Major
Date Candidate's Printed Mame Candidate's Signature

Saction H: Justification for Warrant

To be completed by requesting offidal.

1. Specify all warrant limitations (if none, so state):

Updated: 29 Jun 15

Page 2of 4
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CO Appointment

Example: Contracting Officer Appointment/WarrantEligibility Transfer/ TerminationRequest

Contracting Officer (CO) Appointment / Warrant Eligibility Transfer / Termination Request

3. Explain impact if warrant is denied.

2. Document warrant necessity [i.e. programsiworkload covered, numb er of assigned buyers, and number and type of warrants
within the organization):

I certity that the information contained herein has been verified against this candidate’s personnal file and that this candidate is qualified
to be considered for appointment.

Typed Name, Rank, Title of Requesting Official
{Sponsor or Immediate Supendison

®

Signature of Requesting Official

®

Typed Name, Rank, Title of Reviewing Official
{Designated Focal Point)

®

Signature of Reviewing Official

®

Typed Name, Rank, Title of Additional Reviewing or
Endorsing Official (if used by MAJCOM/S DRLY

®

Signature of Reviewing/ Endorsing Official

®

Date Candidate Passed OO Warrant Test

Date of Warrant Board (if applicable)

[ Approved for Appointment
Comments (if any):

|| Disapproved

Comments:

Drate

Typed Mame, Rank, Title of Appointing Official

Signature of Appointing Official

SF1402 Appointment Mumber:

Appointment Date on SF1402:

Section I: Termination of Appointment

Provide rationale for warrant termination [i.e., For Cause, Change to Warmrant Authority, Employment Terminated, or
Reassignment).

Drate

Typed Mame, Rank, Title of Termination Offidal

Signature of Termination Official

Updated: 29 Jun 15

Page 3 of 4
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CO Appointment

Example: Contracting Officer Appointment/WarrantEligibility Transfer/ TerminationRequest

Contracting Officer (CO) Appointment / Warrant Eligibility Transfer / Termination Reguest

Section J: Warrant Eligikility Transfer

Eligibility Transfer To (Gaining SO0/S0C0):

Losing SCOMSCCO (or Designee) C s/ dation:

O This CO has maintained proficiency in an acquisition position within the Air Force and is eligible for warrant transfer for the
same amount as the current warrant without testing or meeting a CO Review Board.

| This CO has not maintained proficiency, so a warrant transfer is not recommended.  (Provide rationale below.)

Rationale for denying warrant transfer:

Date Typead Mame, Rank, Title of Losing SCO/SCCO or Designee | Signature of Losing SCOYSCO0 or Designes
"] Appraowed ] Warramt Not Required
Comments (if any): Comments:
Date Typed Mame, Rank, Title of Gaining Appointing Offidal Signature of Reviewing/ Endorsing Official
(SOOVSCC0 or Designes)
SF1402 Appointment Mumber: Appointment Date on SF1402:
Updated: 29 Jun 15 Page 4 of 4
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DD Form 448

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 DDForm448: Military Interdepartmental Purchase Request (MIPR)

3.KSD: DD Form448: Military Interdepartmental Yes | No | N/A | Comments
Purchase Request (MIPR)

Are the following fields recorded on the Military
Interdepartmental Purchase Request (DD Form 448)?

A3. Date Prepared
B3. MIPR Number

C3.To

(i.e.,requestingagencyname, address, and phone #)
D3. From

(i.e.,originatingagencyname, address, and phone#)

E3. Item No., Description, (NSN,nomenclature, specification
and/ordrawingnumber), 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:
P_rlnted Name: Date:
Signature:

Reviewer Title: Date:
Printed Name:
Signature:
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DD Form 448

Example: DD Form 448: Military Interdepartmental Purchase Request (MIPR)

1

MILITARY INTERDEPARTMENTAL PURCHASE REQUEST acE 1 0F  PAGES
2. FSC 3. RFQ REF/CONTROL NO 4 DATE PREPARED 5 MIPR NUMBER 6. AMEND NO
BASIC

FUNDS EXPIRATION DATE: | DATE MATERIAL REQD:

7. TO:
DLA Troop Support - HEPP

| PRIORITY:
Bldg. 3
700 Robbins Ave.

Philadelphia, PA 19111-5092

POC Phone numbers: 215-737-82086 or 215-737-8253

8. FROM: (Agency, name, telephone number of originator)

mems [_] ARE [_] ARE NOT INCLUDED IN THE INTERSERVICE SUPPLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE
SCREENING [_] HAS [] HAS NOT BEEN ACCOMPLISHED.

ITEM DESCRIPTION ESTIMATED ESTIMATED
(Federal stock number, namenclature, specification andfor drawing No., etc.) QTy UNIT UNIT TOTAL

PRICE PRICE
B C d e f

ORDERING DODAAC: @ @ @ @ @

NOTE TO CONTRACTING OFFICER: “THIS ORDER MEETS ALL TERMS, CONDITIONS & RESTRICTIONS DICTATED BY THE FUNDING SOURCE
“THIS FUNDS TRANSFER TO DLA IS EXECUTED UNDER THE AUTHORITY OF DFARS PGl 208.7006, DLA ASSIGNMENTS."

SEE ATTACHED PAGES FOR DELIVERY SCHEDULES, PRESERVATION AND PACKAGING INSTRUCTIONS, SHIPPING 11. GRAND TOTAL

10
INSTRUCTIONS AND INSTRUCTIONS FOR DISTRIBUTION OF CONTRACTS AND RELATED DOCUMENTS

12. TRANSPORTATION ALLOTMENT (Used if FOB Contractor's plant)

FOR DETAILS CONTACT: COMM (805) 982-XXXX, DSN 551-XXXX 13. MAIL INVOICES TO (Payment will be made by)

(BILLING)
(ADMIN)
(TECH)

(DATA, DD 1423)

: PAY QFFICE DODAAD

FUNDS FOR PROCUREMENT ARE PROPERLY CHARGEABLE TO THE ALLOTMENTS SET FORTH BELOW, THE AVAILABLE BALANCES OF WHICH ARE

1. SUFFICIENT TO COVER THE ESTIMATED TOTAL PRICE

ACRN APPROPRIATION LIMIT/ SUPPLEMENTAL ACCOUNTING CLASSIFICATION ACCTG AMOUNT
SUBHEAD STA

AA

15. AUTHORIZING OFFICER (Type name and title) 16. SIGNATURE 17 DATE

FORM PREVIOUS EDITION WILL BE USED UNTIL EXHAUSTED.

1JUN 72

DD 448
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DD Form 448-2

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 Yes | No | N/A | Comments
Interdepartmental Purchase Request (MIPR)

Avre 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 Il
Items

F4. Item No, Quantity, Estimated Price, Total Estimated
Price, and Grand Total Estimated Price of All ltems

G4. Accepting Activity (Complete Address)

H4. Typed Name and Title of AO, Signature, and Date

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title: Date:
Printed Name:
Signature:
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DD Form 448-2

Example: DD Form448-2: Acceptance of Military Interdepartmental Purchase Request (MIPR)

ACCEPTANCE OF MIPR

1. TO (Requiring Activity Address) (Include ZIP Code)

2. MIPR NUMBER

3. AMENDMENT NO.
BASIC

4. DATE (MIFR Signature Date)

5. AMOUNT (As Listed on the MIFR)

dodg

FRIOR TO SUBMISSION OF BILLINGS.

6. The MIPR identified above is accepted and the items requested will be provided as follows: (Check as Applicable)
ALL ITEMS WILL BE PROVIDED THROUGH REIMBURSEMENT (Category i}

ALL ITEMS WILL BE PROCURED BY THE DIRECT CITATION OF FUNDS (Category 1)

ITEMS WILL BE PROVIDED BY BOTH CATEGORY | AND CATEGORY Il AS INDICATED BELOW

THIS ACCEPTANCE, FOR CATEGORY | ITEMS, I3 QUALIFIED BECAUSE OF ANTICIPATED CONTINGENCIES AS TO FINAL PRICE.
CHANGES IN THIS ACCEFTANCE FIGURE WILL BE FURNISHED PERIODICALLY UPON DETERMINATION OF DEFINITIZED PRICES, BUT

7.
I:l MIPR ITEM NUMBER(S) IDENTIFIED IN BLOCK 13, "REMARKS" IS NOT ACCEPTED (IS REJECTED) FOR THE REASONS INDICATED
8. TO BE PROVIDED THROUGH REIMBURSEMENT 9. TO BE PROCURED BY DIRECT CITATION OF FUNDS
CATEGORY | CATEGORY Il
ITEM NO. QUANTITY ESTIMATED PRICE ITEM NO. ‘ QUANTITY ‘ ESTIMATED PRICE
C a b C

a ‘ B

ACCOUNTING DATA:

d.

TOTAL ESTIMATED PRICE

d.  TOTAL ESTIMATED PRICE

10.

ANTICIPATED DATE OF OBLIGATION FOR CATEGORY Il ITEMS 11.

GRAND TOTAL ESTIMATED PRICE OF ALL ITEMS

12

FUNDS DATA (Check if Applicable)

a. l:l ADDITIONAL FUNDS IN THE AMOUNT OF §

b. D FUNDS IN THE AMOUNT OF 5,

ARE REQUIRED (See Justification Block 13)

ARE NOT REQUIRED AND MAY BE WITHDRAWN

13

REMARKS

14,

ACCEPTING ACTIVITY (Complete Address)
DIRECTOR OF PROCUREMENT
DLA TROOP SUPFPORT

700 ROBBINS AVENUE

ATTN: FCD/HEPP
PHILADELPHIA, PA 19111-5096

T8, 1YPED NAME AND T1TLE OF AUTHORIZED OFFICIAL

16. SIGNATURE

17. DATE

D

D FORM
TJUL 71

448-2

PREVIOUS EDITION WILL BE USED UNTIL EXHAUSTED
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SF 1103

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 SF1103: U.S. Government Bill of Lading (GBL)

5.KSD: SF 1103: U.S. Government Bill of Lading Yes | No | N/A | Comments
(GBL)

Avre 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 onthe DD Form 250 and/or DD Form 11497?)

B5. Date B/L Prepared

C5. Destination Name and Address
(i.e., USMCname, address)

D5. Origin Name and Address
(i.e.,contractor/vendorname, address)

E5. Agency Location Code

F5. Packages No./Kind and Descriptionof Articles

G5. Carrier Way/Freight Bill No. and Date
(Arethe shipper’sinitialsrecordedonthe 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 withthe
contractnumber listedonthe ContractSF 267?)

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

SF 1103: U.S. Government Bill of Lading (GBL) Checklist.....continued

Preparer

Reviewer

Title:

Printed Name:

Signature:

Title:

Printed Name:

Signature:

88

Date:

Date:
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SF 1103

Example: SF 1103: U.S. Government Bill of Lading (GBL)

page 1

B/L NUMBER
U.S. GOVERNMENT BILL OF LADING
INTERNATIONAL AND DOMESTIC OVERSEAS SHIPMENTS
TRANSPORTATION COMPANY TENDERED TO SCAC DATE B/L PREPARED Q
B5
DESTINATION NAME AND ADDRESS SPLC (Dest) ORIGIN NAME AND ADDRESS
@ SPLC (Org.)
CONSIGNEE (Name and full address of installation) GBLOC (Cons) | SHIPPER NAME AND ADDRESS

APPROPRIATION CHARGEABLE BILL CHARGES TO (Dept /agency, bureau/office mailing AGENCY LOC
address and ZIP code)
VIA (Route shij when advantag to the G t)
MARKS AND ANNOTATIONS
PACKAGES | | DESCRIPTION OF ARTICLES (Use carrier's classif o tarift description 19 WEIGHTS" FOR USE OF Bil.LING CARRIER ONL'Y
NO. | KIND if possible; ise use a clear hnical iption.) (Pounds anly) Services Ratc Charges
e
:
i
1 ]
'
CLASSIFICATION ITEM NO TTOTAL
; CHARGES
TARIFF/SPECIAL RATE AUTHORITY CARRIER WAY/FREIGHT BILL NO. AND DATE O
G5
STOP THIS SHIPMENT AT
FURNISH INFORMAT!ON ON CAR/TRUCKLOAD/CONTAINER SHIPMENTS
LENGTH/CUBE MARKED CAPACITY
FOR PEALUMBENS ORDERED ] FURNISHED | ORDERED I FURNISHED DATE FURMISHED
APPLIED BY:

CARRIER'S PICKUP DATE

(Year, month, and day) @ @

MODE ESTIMATE NO. OF TYPE RATE |PSC REASON

CLEMTLS

This U.S. Government shipment is subject to terms and
conditions of 41 CFR 102-117 and CFR 102-118.

CERTIFICATE OF CARRIER BILLING — CONSIGNEE MUST NOT PAY ANY CHARGES

DELIVERED ON (Year, month, and day)

FOR USE O~ ISSUING OFFICE

ISSUING OFFICE (Name and complete address)

GBLOC

ISSUING OFFICER

@ CONTRACT/FPURCHASE ORDER NO. OR OTHER AUTHORlTY(‘\ DATED
L))

0.9

FOB POINT NAMED IN CONTRACT

()

*Show also cubic measurements for shipments via
air, truck or water carrier in cases where required,

AUTHORIZED FOR LOCAL REPRODUCTION

STANDARD FORM 1103 (REV. 9/2003)

Prescribed by GSA/FMR 102-118
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SF 1103

Example: SF 1103: U.S. Government Bill of Lading (GBL)

page 2

TERMS AND CONDITIONS

It is mutually agreed and understocd between the United States and carriers,
including forwarders, whao are parties to this bjll of lading that:

Thie bill of lading is governed by the regulations relating thereto as published in Title
41, Part 101-41 of the Code of Federal Regulatians,

Except as provided in 41 CFR 101 or as otherwise stated hereon, this bil| of lading
is also subjact to the same rules and diti as govemn ial
made on the usual forms pravided therefor by the camier.

Prepayment of charges shall in no way be demanded rof shal| carrjer make any
collection af changes at time of delivery

INTEREST SHALL ACCRUE FROM THE VOUCHER PAYMENT DATE ON
OVERCHARGES MADE HEREUNDER AND SHALL BE PAID AT THE SAME
RATE IN EFFECT ON THAT DATE AS PUBLISHED BY THE SECRETARY
OF THE TREASURY PURSUANT TO THE DEBT COLLECTION

GENERAL INSTRUCTIONS AND ADMINISTRATIVE DIRECTIONS

1. SF 1109 Continuation Sheat should be used and attached hereto
when space under "Description of Articles” on the face of this bill of lading
1s inadequate.
2. Whare accessorial or special services, such as axclusive use of 2 car or truck,
pedited service, p service, ig) ete., are ordered incident to
the line-haul trapsporation, the bill of lading shall be endarsed to show the name of
the carrier upon which the request was made and the kind and scope of the special
services ordered, The endorsement may be placed on the face hereof in the
*Marks and Annotations,* block 15, arin the space provided on this page far
“Special Services Ordared," and shall be sianed by or for the parsen who orderad
the sarvices. If such an endorsement is impractical, the same information may te
set forth in & statement bearing the number of the covering bill of lading, which
shail be signed by or far the person who ordered the services and, if possible,
attached to the bill of lading. If the bill of lading is not available, the anginal and
one copy of the statement shall be surrenderad to the carrier from which the
services were ordered, the original to be transmitted to the last line-haul carrier for

3. Shortage or damaged reports shall be made cn agency-designated forms, not e
the bill of lading. Consignees shall observe the instructions an the raverse of the
Cansianan's Coov of the bill of ladina.

4, Instructions for billing charges on Standard Form 1113, Public Voucher for
Transportation Charges, are found in GSA's Federal Proparty Management
Regulations 101-41 (41 CFR} which may be purchased from Superintendent of
Documents. U.S, Govemment Printing Office, Washington, DC 20402, SF 1113
may be purchased from the Superintendent of Documents or reproduced in
arrardanca with 41 CER 141 3137

5, American-fiag cartiars must be used for U.S, Government-finsnced carriage of
personal property {household gaods. personal effects, or privately owned vehicles)
as prescribed by 46 USC 1241 and for U.S Government-financed movement of
freight as prescribed by 49 USC 1517. Statemant by authorizing official justifying
use of foreign-flag carrier must accompany appropriate voucher. See General
Arranntinn Offire standards in 4 CFR 67 7

8, Contractor will returned unused or canceled bills of lading to the Government
affice from which received,

IMPORTANT--Régulations require Original. Shipping Order, and Freight Waybill
Original and Carrier's Copy to be surrendered to carrier after signature
Mamorandim Canv SF 1103-B must be sant tn consiones

SPECIAL SERVICES ORDERED

Thes fom was ss=etonicaiy prooussd oy St Feosral Fome ing

STANDARD FORM 1103 BACK (Rev.
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DD Form 250

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 Inspectionand Receiving Report (MIRR)

6. KSD: DD Form 250: Material Inspectionand Yes | No | N/A | Comments
Receiving Report (MIRR)

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 otherthanPrime Contractor/(vendor))
(Name, Address, Code, and FOB)

16. 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

DD Form 250: Material Inspection and Receiving Report (MIRR).....continued

6. KSD: DD Form 250: Material Inspectionand Yes | No | N/A| Comments
Receiving Report (MIRR)

Avre 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: Date:
Signature:
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DD Form 250

Example: DD Form 250: Material Inspection and Receiving Report (MIRR)

MATERIAL INSPECTION AND RECEIVING REPORT

Form Approved
OMB No. 0704-0248

iation, Including sy,
(0704 0249] 1215 Jerrerson

estons for reaucing

avis Highway, Suite 1204 Arllngton VA 22202 4302. Respondents snould
subject to any penalty for falling to comply with a collection of Information If It does not display a currently valld OMB control number.
PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE ABOVE ADDRESS.
SEND THIS FORM IN ACCORDANCE WITH THE INSTRUCTIONS CONTAINED IN THE DFARS, APPENDIX F-401.

ent of fense, Washington Headquarters

The public reporting burden for this collection of INformation 15 estimated to average 30 mMINULes per response, INCILGINg the Ume for reviewing INStrUctions, searching existing data sources,

ga(nerlng and mantaining the data needed. and comp\etlng ana revle'wlng Lnne col\ecuon of INformation. Send comments regaring this burden estmate of any other aspect of this collectlon

Directorate for Information Operations and Re

SIVICES,
De aware that NOWITNStanaing any other provision of 13w, No person snall DE

7. PROCUREMENT INSTRUMENT IDENTIFICATION [ ORDER NO. 6. INVOICE NO./DATE 7. PAGE 8. ACCEPTANCE POINT
NTRACT) NO. B6
A6
PSHIPMENT NO. | 3. DATE SHIPPED | 4. B/L ( D6 ) 5. DISCOUNT TERMS
C6
TN (Fa)
9. PRIME CONTRACTOR CODE ~— 10. ADMINISTERED BY CODE
11. SHIPPED FROM (if other than 9) CODE FOB. 12. PAYMENT WILL BE MADE BY CODE
13. SHIPPED TO CODE 14. MARKED FOR CODE
15. 16. STOCK/PART NO. DESCRIPTION 17. QUANTITY 18. 19. 20.
ITEM NO fndicate number of shipping contaners - type of SHIP/REC'D* | uNIT UNIT PRICE AMOUNT

21. CONTRACT QUALITY ASSURANCE

[ ] accerTance of
has been made by me or under my supervision and
they conform to contract, except as noted herein or
on supporting documents.

Fitems

b. DESTINATION @
COoA I:l ACCEPTANCE of g items has
been made by me or under my supervision and they

conform to contract, except as noted herein or on
supporting documents.

MAILING ADDRESS: @

COMMERCIAL TELEPHONE
NUMBER:

DATE FELT DATE ST
GOVERNMENT REPRESENTATIVE GOVERNMENT REPRESENTATIVE
TYPED NAME: TYPED NAME:
TITLE: TITLE:

MAILING ADDRESS: e

COMMERCIAL TELEPHONE
NUMBER:

22. RECEIVER'S USE 6
Quantities shown in column 17 were rage: in

apparent good condition exceot as noted.

DATE RECEIVED

GOVERNMENT REPRESENTATIVE
TYPED NAME:

TITLE:

MAILING ADDRESS:

COMMERCIAL TELEPHONE
NUMBER:

* If quantity received by the Government is the same
as guantity shipped, indicate by (X) mark; if different,
enter actual quantity received below quantity shipped
and encircle.

23. CONTRACTOR USE ONLY

DD FORM 250, AUG 2000

PREVIOUS EDITION IS OBSOLETE.

I D acat
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DD Form 1348 -1A

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 Yes| No | N/A| Comments
Document

Are the following fields recorded on the Issue
Release/Receipt Document (DD Form 1348-1A)?

A7. Document Identifier

B7. UnitofIssue (UI)

C7. Quantity Released

D7. Condition Code of the item(s) received

E7. UnitPrice

F7. TotalPrice

G7. Shipped From
(Name and Address)

H7. ShippedTo
(Nameand Address)

I17. 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 (Ul),
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

DD Form 1348-1A: Issue Release/Receipt Document......continued

7.KSD: DD Form 1348-1A: Issue Release/Receipt Yes | No | N/A | Comments
Document

Avre the following fields recorded on the Issue
Release/Receipt Document (DD Form 1348-1A)??

R7. Order Number
(If applicable)

S7. ContractLine Item Number (CLIN)
(If applicable)

T7. Havetheserial numbersbeenadded?
(If applicable)

Preparer Title:
P_rlnted Name: Date:
Signature:

Reviewer Title;

Printed Name: Date:
Signature:
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DD Form 1348-1A

Example: DD Form 1348-1A: Issue Release/Receipt Document

m— = —
‘i! 3 I-" 5|67 25 24| 25 BJJJ?B?Ji AR AEA T AN AT S0 5] 52 50 S 5 56 E|J| I i} ']L"I]llu{ ﬂ"-Jl | Jl TORT o TATA[TA S| M| T 8| Teje0| 1. TOTAL PRICE 2. SHIPFROM LSHIFTO
11 111 i
LI L1 ) L TR — SUFPLE- [S[F B [FRO RDDA L] s L) UHT FRICE DOLLARS =1 1=
QD |FROM|&| M5 B] menTaRY | 1| U | TRI- | ECT| R |EEAID lolle g
CE | 5| [L3 ADDRESS |G| N | BU- | [@LT|Vv FIH|(T
N 1ir® R B | fiom | B E 2 L (e E
T | -
‘ 4. MARK FOR g
() ©@ :
=
5 DOC DATE | 6. NMFC 7_FRT RATE & TYFE CARGD [a.Fs 5
= ol
o -]
=% 10, QTY, RECD [ 11.UF [ 12, UNIT WEIGHT 13 UNITCUBE |18 UFC [N S
=2 =
3= =
::‘::, 168 FREIGHT CLASSIFICATION NOMENCLATURE
o
Sa
.
= @ 17 IT=MW NOMENCLATURE
g':: a 18TV CONT | 10 NO CONT 20 TOTAL WEIGHT 21, TOTAL CLUBE
8=%
=y
ida =
Zog 22 RECENVED BY 23 DATE RECEIVED
GRS
i

<
T
G
<
s

OIT 1

ALK

27

DD FORM 1348-1A, JUL 91 (E ISSUE RELEASE/RECEIPTDOCUMENT

I Reset | Adobe Designer §.0
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DD Form 1149

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/ Yes | No | N/A| Comments
Shipping Document

Are the following fields recorded on the Requisition and
Invoice/Shipping Document (DD Form 1149)?

A8. From/To/ Ship To-Marked For

B8. RequisitionDate

(Does the Date on the DDForm 1149agree withthe
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
termsand conditions?)

H8. Bill of Lading Number

(Does this BL Number correspond to the contract
information?)

18. Appropriation Datawiththe 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, UnitPrice,and
Total Cost, per contract requirements?

L8. Total Containers, Description, Date, Sheet Total,
Grand Total,and Receiver’s Voucher No. (Do these
correspondto the contracttermsand conditions?)
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DD Form 1149

DD Form 1149: Requisition and Invoice/Shipping Document.......continued

Preparer

Reviewer

Title:

Printed Name:

Signature:

Title:

Printed Name;

Signature:

98

Date:

Date:
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DD Form 1149

Example: DD Form 1149: Requisition and Invoice/Shipping Document

SHIPPING CONTAINER TALLY

123456789 10111213 14 15 16 1718 19 20 21 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50

REQUISITION AND INVOICE/SHIPPING DOCUMENT

1. FROM: (include ZIF Code)

SHEET NO. OF
NO SHEETS

5. REQUISIT]
DATE

€. REQUISITION NUMBER

7. DATE MATERIAL REQUIRED (YYYYMMDD)

8. PRIORITY

Incuge ZIF Coge)

.gﬂ

5. AUTHORITY OR PURPOSE

0. SIGNATURE

11a. VOUCHER NUMBER & DATE (Y ¥V YMMOL,

3. SHIP TO - MARK FOR

12 DATE SHIPPED (YYY¥YMIDD)

13. MODE OF SHIPMENT

14, BILL OF LADING NUMBER

D FORM 1149, JAN 20186

51 52 53 54 55 56 57 58 59 60 61 62 63

PREVICUS EDITION IS OBSOLETE.

15. &1R MOVEMENT DESIGNATOR OR PORT REFERENCE NO.
1. APPROPRIATIONS DATA AMOUNT
ITEM FEDERAL STOCK NUMBER, DESCRIPTION, AND CODING OF MATERIEL ANDIOR SERVICES URIT QUANTITY SUPPLY TYPE | CON-

NO. oF REQUESTED AcTion | CON- | TANER UNIT PRICE TOTAL COST
ISSUE NOS.
@) @) &) G (o] i) (1] in n
|
|
$0.00
$0.00
$0.00
$0.00
16. TRANSPORTATION VI AMC OR MSC CHARGEABLE TO 17. SPECIAL HANDLING
18 | ISSUED BY TOTAL TYPE DESCRIPTIO! TOTAL ToTAL |19 | coNTaINERS | DATE BY SHEET TOTAL
" - CON- L8 WEIGHT CUBE recenen | 1Y
B TAINERS | TaINER

c o EXCEPT A5 50,00

£ N\ R NOTED
P 5 [CHECKEDBY L8 E QUANTITIES | DATE BY GRAND TOTAL

£ : [¥¥Y¥MUDD)
ul B EXCEPT A% S0.00
L ; B HOTED

4 E [PACREDEY T DATE BY 20. RECEIVER'S
1N (YYYYMUDD) WOUCHER NO.

T POSTED )

H TOTAL

D

B4 B5 66 67 68 TO 71 72 73 74 75 76 77 78 79 80 81 82 83 84 85 86 87 88 89 50 51 52 53 94 95 96 57 98 39 100

Anooe Designer 9.0
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DD Form 1149

Example: DD Form 1149C: Requisition and Invoice/Shipping Document

EHIFPING CONTAINER TALLY

TZIAEETEANMTRR M HEHEHITEHEINDRMNBIENITEIIANN TR MER T EBRON SN M 68 0886

REQUISITION AND INVOICE/SHIPPING DOCUMENT [Confinustion Shaaf)

& RECUISITION NUNBER

Tia VOUCHER NUMBER AND DATE.

B WOUCHEN MUNBER ARD DATE

uar | ouswmrr | suery e | com
iem FEOERAL § T MUMEER, DESERIPTION,
of | mecuestes | acmow cok. | TaikER UNIT PrACE TOTAL £OST
wa AND CODING OF MATESIE. ANDUOR SERVICES . —
L b =l ) ] " g ] ]

SHEET TOTAL

DD FORM 1145C, JAN 2016

&1 B2 63 &4 55 68 &7 5B 5B &0 B1 BX &3 B4 BE BE 7T BE BB TO 1 TZ T3 T4 TE T8 7T TE TS B0 E1 EX &3 84 B6 55 57 BB BB 50 B1 B2 £ 84 06 5O 87 58 8O 100

FREWIOUE EDNTION |2 OEEOLETE.
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MAL

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)

Are the following fields recorded on the GCSS-MC
Mechanized Allowance List?

A9. TAMCN and Item Description ofall Table of Equipment
(T/E) assets

B9. Proper Activity Address Code (AAC)

C9. Unit Identifier Code (UIC)
(Doesthis UIC matchthe organization’s UIC?)

D9. NSN (National Item Identification Number (NIIN)) for
each TAMCN item

(Does this NSN (NIIN) agree withthe 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

19. Command Adjustments
(Are these supported by KSD?)

J9. Total Requirement
(Does thisquantity agree withthe “T/E RQMT” quantity
plus/ minus adjustments?)

K9. Over (+)/Short(-)

(Does thiscorrectly representthestatusofeach TAMCN
item?)
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MAL

Mechanized Allowance List (MAL).....continued

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:
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MAL

Example: Mechanized Allowance List (MAL)

Global Combat Support System - Marine Corps
Mechanized Allowance List
Time run: 5/27/2020 1:11:18 AM

TAMCHN + AMC | UIC NEN
Descrption

Unit Price

5

P | Command | Tota
Adow |Adust | Requirement

ol | cic MARES Type | Commedity Unit TIE Deficlency | Due | On | CvenShort
Cateqory Code Requirement h |Hand

DOOSATE - TRUCK, | M21410 | UIC-M21410 | 2320015939122 | EA |A MARES | §1,01340524 1 Molor 015833122 o 0 0 ] o 0 1 1
WRECKER MEE Transpart

UIC-W21411 | 3200153939122 | EA |A MARES | §1.01340524 1 | Motor 015035122 1 @ [} 1 i 0 0 1
MEE Transpart

M21410 Total 1 0 L] 1 LI 1| L]

DOOS4TH - TRUCK WRECKER Total 1 0 0 1 o0 1 0

AAC 5 equal bo M21410

and TAMCN + Desariplion Is aqual to DDOSATK - TRUCK WRECKER

Uit TIE Requirement s not equal to. Is nat n 9
or 5P Allow Is nat equal to/ ks not 1 0

or Command Adust s not equal i1 not In 0
o On Hand Is not equal o/ Is notin 0
or Due In s not equs fo /15 nat n 0
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CMR

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 Yes | No | N/A| Comments
(CMR)

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)-2Location

D10. AO, RO, and Subordinate Unit Code

E10. TAMCN

F10. Total On-Hand (TAMCN)

(Does this “Total On-Hand” (TAMCN) on the CMR
agree withthe 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 onthe CMR?)

H10. NSN and Nomenclature

(Does the “NSN” and “Nomenclature” on the CMR agree
with the item’s NSN and Nomenclature?)

110. 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

Doesthe CMR clearly represent the item’s unit price and the
NSN’s total price?
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CMR

Consolidated Memorandum Receipt (CMR).....continued

10. KSD: Consolidated Memorandum Receipt Yes | No | N/A| Comments
(CMR)

Avre 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. Isthe “Total On-Hand at this Location” and the
“Extended Price” correct?

N10. Isthe CMR signed by the RO onthe last page and is the
signature legible?

M10. Isthe CMRinitialed by the RO on each page (in the
bottom right hand corner)?

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:
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CMR

Example: Consolidated Memorandum Receipt (CMR)

Global Combat Support System - Marine Corps
Consolidated Memorandum Receipt

26-Apr-18

AAC: M13001

E10

TAC-2 Location: DISTRIBUTION MANAGEMENT OFFICE MF M13001 HEADQUARTERS BATTALION BLDG 401 BAY 4 CAMP KINSER JA 63740 OKINAWA 1P 001-210
Accountable Officer: BOYCE, Col, GILES R D10 Responsible Officer: VILLALOBOSHERNANDEZ, CWO2, JESUS A
Subordinate Unit Code: YHQMT N\

TAMCN: A00977G | F10 JTotal On-Hand: 23 [ GIO0 JTotal Price: $322,000.00
N—7
H10
NSN: 5820015650009 Nomenclature: RADIO SET UL EA _SAC: 3 CIC: A Unit Price: $14.000.00
NSN Total On-Hand: NSN Total Price:  $322.000.00
Serial Numbers Found at:  P1-UNIT 35880 TOECR Change Required
110667629 13001002 13001004 13001012 13001058 13001064 13001065 13001069 13001072 13001099
@ 13001101 13001104 13001108 13001109 13001110 13001111 13001116 13001128 13001921 13001922
13001923 13001924 13001925

Total On-Hand at this Location: 23‘= Extended Price: $322.000.00

TAMCN: A01357G Total On-Hand: 1 Total Price: $4,320.00

NSN: 5820015711613 Nomenclature: RADIO SET UIL: EA SAC: 3 CIC: A Unit Price: $4,320.00
NSN Total On-Hand: 1 NSN Total Price: $4.320.00

Serial Numbess Found at:  P1-UNIT 35880 TOECR Change Required
2EDF-61B-177

Total On-Hand at this Location: 1 Extended Price: $4.320.00
NSN Total On-Hand: 1 NSN Total Price:  $50,000.00
Serial Numbers Found at:  P1-UNIT 35880 TOECR Change Required
104667629
Total On-Hand at this Location: 1 Extended Price: $50.000.00

I certify that the property as listed within this CMR is on hand and assume responsibility for the quantities shown.

VILLALOBOSHERNANDEZ, CWO02, JESUS A

Last page has
space for final
sianature

‘?J?\w”
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RO Appointment

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 Yes | No | N/A| Comments

Custodian Appointment Letter
All. Doesthe Appointment Letteridentify the USMC
unit/activity?
B11. Isthe Date recorded
C11. Doesthe “From”field identify the AO/CO for the
unit/activity?

D11. Doesthe “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. Doesthe Appointment Letter clearly identifythe RO’s
duties andresponsibilities?

G11. Isthe AO’s/CO’sSignaturerecorded onthe
Appointment Letter?

H11. If the RO will act as the final requisition authority,
does the AppointmentLetterincludeaDD Form 577 as an
enclosure?

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:
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RO Appointment

Example: Responsible Officer (RO)/Property Custodian Appointment Letter

MANAGEMENT OF PROPERTY IN THE POSSESSION OF THE MARINE CORPS
Volume 3, Appendix B MCO 4400.201-V-3

12 1LIhlL o010
T

T VO IV ZUTO

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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RO Appointment

Example: Responsible Officer (RO)/Property Custodian Appointment Letter

MANAGEMENT OF PROPERTY IN THE POSSESSION OF THE MARINE CORPS
Volume 3, Appendix B MCO4400.201-V-3
13 JUN 2016
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
ofthe 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, viaa 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. Rls 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 Rl 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)
(F1. MI. LAST Name of CO)

B-3

109 Enclosure (12)



RO Endorsement

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 Yes | No | N/A| Comments
Endorsement

A12. Does the Appointment Endorsement identify the
USMC unit/activity?

B12. Isthe Date recorded on the Appointment Endorsement?

C12. Doesthe “From”field identify the RO for the
unit/activity?

D12. Doesthe “To”field identify the AO/CO for the
unit/activity?

E12. Doesthe““Subject”fieldclearly statethe
appointment/assignmentofthe ROandtheunit/ activity?

F12. Does the Appointment Endorsement clearly identify
that the RO accepts his duties and responsibilities?

G12. IstheRO’s Signature recorded on the Appointment
Endorsement?

Preparer Title:
P_rlnted Name; Date:
Signature:

Reviewer Title:
Printed Name: Date:

Signature:
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RO Endorsement

Example: Responsible Officer (RO) Appointment Endorsement

.[Insert Unit Letterhead]
4400

(Code)
(Date)
FIRST ENDORSEMENT on CO Itr 4400 Sup dated (date)

From: (Rank First Name MI. LastName)
To: Commanding Office

®®

Subj: APPOINTMENT AS RESPONSIBLE OFFICER, ACCOUNT
(accountnumber)

Ref: (a) DoD7000.14-R
(b) MCO 4400.201 Volume 3

Encl: (1) Consolidated Memorandum Receipt

@ 1. Ihaveread and familiarized myself with the duties and responsibilities as a Responsible Officer as outlined
in the reference and the appointment order. | accept these duties and responsibilities as the Responsible Officer for

this account.
@(Signature)

(FI. MI. LAST Name of RO)
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SupO Appointment

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.

12.13Supply Officer (SupO)/Accountable Property Officer (APO) Appointment
Letter **

13.KSD: Supply Officer (SupO)/Accountable Yes | No | N/A| Comments
Property Officer (APO) Appointment Letter **

A13.Doesthe Appointment Letter identify the USMC
unit/activity?

B13. Isthe Date recorded on the Appointment Letter?

C13. Doesthe “From”field identify the AO/CO for the
unit/activity?

D13. Doesthe “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. Doesthe Appointment Letter clearly identify the duties
andresponsibilities? (May differ from the example on next
page ifthedutiesare different.)

G13. Isthe AO’s/CO’sSignature recorded onthe
Appointment Letter?

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:

**The SupO / APO Appointment Letter shall include the DD Form 577: Appointment/
Termination Record-Authorized Signature as an enclosure.
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SupO Appointment

Example: Supply Officer (SupO)/Accountable Property Officer (APO) Appointment Letter **

MANAGEMENT OF PROPERTY IN THE POSSESSION OF THE MARINE CORPS
Volume 3, Appendix A MCO 4400.201-V-3
13 JUN 2016

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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SupO Appointment

Example: Supply Officer (SupO)/Accountable Property Officer (APO) Appointment Letter **

MANAGEMENT OF PROPERTY IN THE POSSESSION OF THE MARINE CORPS

Volume 3, Appendix A MCO 4400.201-V-3

13 JUN 2016

a.0n 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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SupO Appointment

Example: Supply Officer (SupO)/Accountable Property Officer (APO) Appointment Letter **

MANAGEMENT OF PROPERTY IN THE POSSESSION OF THE MARINE CORPS
Volume 3, Appendix A MCO 4400.201-V-3
13 JUN 2016
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.

I. 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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SupO Appointment

Example: Supply Officer (SupO)/Accountable Property Officer (APO) Appointment Letter **

MANAGEMENT OF PROPERTY IN THE POSSESSION OF THE MARINE CORPS
Volume 3, Appendix A MCO 4400.201-V-3

13 JUN 2016
(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.ldentify 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 (CHSs) 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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SupO Appointment

Example: Supply Officer (SupO)/Accountable Property Officer (APO) Appointment Letter **

MANAGEMENT OF PROPERTY IN THE POSSESSION OF THE MARINE CORPS
Volume 3, Appendix A MCO 4400.201-V-3
13 JUN 2016
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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SupO Endorsement

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 Yes | No | N/A| Comments
Endorsement

A14. Does the Appointment Endorsement acknowledging
appointment identify the USMC unit/activity?

B14. Isthe Date recorded onthe Appointment Endorsement?

C14.Doesthe “From”field identify the SupO forthe
unit/activity?

D14. Doesthe “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?

G14.1Isthe SupO’s Signaturerecordedon Appointment
Endorsement?

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:
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SupO Endorsement

Example: Supply Officer (SupO) Appointment Endorsement

[Insert UnitLetterhead)]
@ 4400

(Code)
(Date)
FIRST ENDORSEMENT on CO Itr 4400 (Code) dated (Date)
From: (Rank, First Name MI. LastName)
To: Commanding Officer
Subj: APPOINTMENT ASSUPPLY OFFICER/ACCOUNTABLE
PROPERTY OFFICER
Ref: (a) DOD 7000.14R
(b) MCO 4400.201, Volume 3
Encl: (1) Relieved Supply Officer’s Certificate ofRelief
(2) Endorsement to Relieved Supply Officer’sCertificate of Relief
1. I have read and familiarized myself with the duties and responsibilities as outlined in

the references and the appointment order. | have reviewed this account along with
Enclosure (1) and documented the results of this review in Enclosure (2). | accept these
duties and responsibilities as the Supply Officer for this account.

(Signature)
(FI. MI. Last Name of SUPO)
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DD Form 577

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 Form577 Appointment/Termination Record-Authorized Signature

15. KSD: DD Form 577 Appointment/Termination Yes | No | N/A| Comments
Record-Authorized Signature

Avre 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 Il - APPOINTING AUTHORITY
115. Name (Printed)

J15. Title

K15. DoD Component/Organization
L15. Date (YYYMMDD)
M15. Signature
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DD Form 577

DD Form 577 Appointment/Termination Record-Authorized Signature. .....continued

15. KSD: DD Form 577 Appointment/Termination Yes | No | N/A| Comments
Record-Authorized Signature

Avre the following fields recorded on the Appointment/
Termination Record-Authorized Signature (DD Form
577)?

SECTION Il - APPOINTEE CKNOWLEDGEMENT

N15. Printed Name

015. 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

V/15. Appointing Authority Signature

Preparer Title:
P_rlnted Name; Date:
Signature:

Reviewer Title:
Printed Name: Date:

Signature:
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DD Form 577

Example: DD Form 577 Appointment/Termination Record-Authorized Signature

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE

(Read Privacy Act Statement and Instructions before completing form.)
PRIVACY ACT STATEMENT

AUTHCRITY: E.O. 9397, 31 U.S.C. Sections 3325, 3528. DoDFMR. 7000.14-R, Vol. 5.

PRINCIPAL PURPOSE(S): To maintain a record of appointment and termination of appointment of persons to any of the positions listed in Item 6,
and to identify the duties associated with this appointment.

SORN T1300 (http://dpclo.defense.gov/Pricacy/SORNsIndex/DODComponentArticleView/tabid/7489/Article/6235/t1300.aspx)

ROUTINE USE(S): The information on this form may be disclosed as generally permitted under 5 U.S.C Section 552a(b) of the Privacy Act of 1974,
as amended. It may also be disclosed outside of the Department of Defense (DoD) to the the Federal Reserve Banks to verify authority of the
appointed individuals to issue Treasury checks. In addition, other Federal, State and local government agencies, which have identified a need to
know, may obtain this information for the purpose(s) identified in the DoD Blanket Routine Uses published at:

http://dpclo.defense.gov/Privacy/SORNsIndex/BlanketRoutineUses.aspx.
DISCLOSURE Voluntary; however, failure to provide the requested information may preclude appointments.

SECTION | - APPOINTEE

1. NAME (First, Middle initial, Last and Rank or Grade) 2. DoD ID NUMBER 3. E Fund Manager / Resource Manager
@ Financial Analyst / Fiscal Clerk / Finance

4, DOD COMPONENT/ORGANIZATION 5. ADDRESS (Include ZIP Code, email address, and telephone number with area code and DSN)
Headquarters, U.S. Marine Corps M00084

Headquarters, U.S. Marine Corps M00084 Manpower and Reserve Affairs (M&RA) Department @

Manpower and Reserve Affairs (M&RA) Department 3280 Russell Road

Quantico. VA 22134-5103

6. POSITION TO WHICH APPOINTED (X appropriate box - one only. Checking more than one invalidates the appointment.)

DISBURSING OFFICER: DSSN CASHIER CHANGE FUND CUSTODIAN
DEPUTY DISBURSING OFFICER: DSSN PAYING AGENT IMPREST FUND CASHIER

X | CERTIFYING OFFICER COLLECTIONS AGENT SAFEKEEPING CUSTODIAN
DEPARTMENTAL ACCOUNTABLE OFFICIAL DISBURSING AGENT ASSISTANT SAFEKEEPING CUSTODIAN

7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED IN ITEM 6. YOUR RESPONSIBILITIES INCLUDE:
Local Processing Office/Official (LPO) / Funds Certification / Funds Validation: MO00084

® ©®

- Ensure the OBLIGATION & ULO amount recorded in SABRS is sufficient to support the pending invoice(s) and the amount(s) to be paid.
- Provide timely. accurate data to ensure payments are proper. supportable, legal. and correct.
- Establish and maintain a system of internal controls to prevent erroneous / improper payments.
Prevalidation 1s a procedure that requires a proposed payment be identified/matched to its applicable proper supporting obligation that has been
recorded in the official accounting system that the SDN and ACRN (LOA) cited on the invoice/payment match the data recorded in SABRS.

Your WAWF LPO DODAAC: MO00084: Accounting Station (AAT/AAA): 067443; Vendor Pay DoDAAC: M67443:

MARADMIN 0741/09 PREVALIDATION OF MARINE CORPS PAYMENTS: MARADMIN 426/05 -- PROCESSING MISC PAYMENTS
Certifying Officer Legislation (COL) Training: https://rise.articulate.com/share/NjVprhNWdY g8t0SdcoeFiU-xVDXDNmel (Comimercial Pay)
DoD Guidebook for Miscellaneous Payments https:/www.dfas.mil/contractorsvendors/miscpaymentguide. html

8. REVIEW AND ADHERE TO THE FOLLOWING PUBLICATION(S) NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:
DoDFMR, Vol. 5. Ch 5 (COs & DAOs): http://comptroller.defense. gov/Portals/45/documents/finr/current/05/Volume 05 .pdf
DoDFMR, Vol. 10: Ch 4. 8. 11. 12. 13 and 16: http://comptroller.defense.gov/Portals/45/documents/fimr/current/10/Volume 10.pdf

SECTION Il - APPOINTING AUTHORITY

®

9. NAME (First, Middle Initial, Last) 10. TITLE 11. DOD COMPONENT/ORGANIZATION
@ CG/CMDR / CO / Director
Deputy / ExecDir / CoS HOQMC / M&RA
12. DATE (YYYYMMDD) O 13. SIGNATURE
L15

SECTION Il - APPOINTEE ACKNOWLEDGEMENT

| acknowledge and accept the position and responsibilities defined above. | understand that | am strictly liable to the United
States for all public funds or payment certification, as appropriate, under my control. | have been counseled on my pecuniary liability
applicable to this appointment and have been given written operating instructions. | certify that my official signature is shown in item

16 below.
14. PRINTED NAME (First, Middle Initial, Last) @ 15. DATE (YYYYMMDD) (Not earlier than date in Item 12 or 13)
16.a. DIGITAL SIGNATURE 16.b. MANUAL SIGNATURE

SECTION IV - APPOINTMENT TERMINATION
17. DATE (YYYYMMDB 18. APPOQINTEE INITIALS
The appointment of the individual named above is (

hereby revoked.

®O®®

19. NAME OF APFOINTING AUTHORITY 20. TITLE 21. APPOINTING AUTHORITY SIGNATURE
CG/CO/CoS/ @
Delegated Authority to Appoint
DD FORM 577, NOV 2014 PREVIOUS EDITION IS OBSOLETE. Adobe Designer 9.0
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Inventory Certification

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 Yes | No | N/A| Comments
Certification

Does the Annual Physical Inventory Results
Certification provide the following?

Al16. 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:
Prlnted Name; Date:
Signature:

Reviewer Title:
Printed Name: Date:

Signature:
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Inventory Certification

Example: Annual Physical Inventory Results Certification

[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 | was conducted by Headquarters Company and DLI Responsible Officers (RO) from 20
April to 4 May. Phase Il was conducted by (ACTS) ROs from 4-18 May. Phase 11l was conducted by
Communications Training Battalion ROs from 18 May to 2 June. Upon adjudication of all CMRs
discrepancies, Phase 1V 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.
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Inventory Certification

Example: Annual Physical Inventory Results Certification

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
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Inventory Results

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 Yes | No | N/A| Comments

Spreadsheet (Gains and Losses)
Are the following fields recorded on the Annual Physical
Inventory Results (Gains and Losses) Spreadsheet?
Al7. 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. Hasthe 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. UnitPrice and Extended Price

(Have the reported items gains/lossesbeenprovidedand
accurately calculated?)

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:
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Inventory Results

Example: Annual Physical Inventory Results Spreadsheet (Gains and Losses)

ANNUAL PHYSICAL INVENTORY RESULTS (GAINS AND LOSSES)

AAC:

UNIT ROLLUP UIC: @
DATE OF INVENTORY COMPLETION:

TOTAL VALUE OF THE ACCOUNT PRIOR TO THE INVENTORY:

INVENTORY
GAINS/LOSSES
ACCT UNIT
TAMCN NSN NOMENCLATURE DOCUMENT DIC/ADJ |gaL/ DISCREPANT | pRICE EXTENDED
@ @ NUMBER /= > TYPE  |gpToH [INV  |QTY (GAIN) PRICE
E17 A~ oTY
example D8A (F17) 20) 22 2 $5.00 $10.00]
~ 1l ~l 1 —~ . 8000
(c17) (c1i7 )| (c17) (H17) (A7) %000
~ N— $0.00
$0.00
TOTAL VALUE OF INVENTORY GAINS/LOSSES $10.00)

127 Enclosure (12)



Commander’s Certification

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 Yes | No | N/A| Comments
Certification

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.Doesthe Certificationstate thatall discrepancies have
been reviewed and gainand loss transactions have been
approved?

D18. Doesthe Certificationstate that the commanderhas
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. Doesthe certification contain the Signature ofthe
Commander?

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:
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Commander’s Certification

Example: Commander’s Annual Physical Inventory Certification

B18

[Insert Unit Letterhead]

o

(code)
(Date)

FIRST ENDORSEMENT on Supply Officer ltr 4400 (insert code) of (insertdate)

From: Commanding Officer
To: Supply Officer

Subj: (insert inventory type) WALL TO WALL INVENTORY RESULTS FOR (insert
DoODAAC)

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)
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NAVMC Form 11869

Please check whether the following elements are adequately addressed in the Key Supporting Documentation
(KSD) and make comments, if necessary.

Inaccordance with Chapter Lof MCO 4400.201, ifaRO/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/APOQ. 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 Yes | No | N/A| Comments
Delegation of Authority

Avre the following fields recorded on the Notice of DOA
(NAVMC Form 11869)?

A19. Date

B19. Organization Receiving Supplies
(unit &theinstallation)

C19. Location

D19. Last Name, First Name, Ml
(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

NAVMC Form 11869: Notice of Delegation of Authority.....continued

19. KSD: NAVMC Form 11869: Notice of Yes | No | N/A| Comments

Delegation of Authority
Avre the following fields recorded on the Notice of DOA
(NAVMC Form 11869)?
H19. UIC

119. 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
changeshaveoccurredduringthequarter,didthe RO/property
custodiancertifybyinitialinganddating the current NAVMC
Form 11869?

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:
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NAVMC Form 11869

Example: NAVMC Form 11869: Notice of Delegation of Authority

NAVMC 11869 (11-12) (EF)
FOUO - Privacy sensitive when filled in.

NOTICE OF DELEGATION OF AUTHORITY

Purpose: To identify delegated individuals with the authority to request, receipt, or turn-in supplies on behalf of the

appointed Responsible Officer in accordance with MCO 4400.150F.

DATE:

AUTHORIZED REPRESENTATIVE(S)

2. ORGANIZATION RECEIVING SUPPLIES 3. LOCATION
4. LAST NAME, FIRST NAME, MI
AUTHORITY
D19 ———1 8. SIGNATURE AND INITIALS
5. REQ . REC | 7. TURNIN
A

X

E19

AUTHORIZATIONS BY RESPONSIBLE OFFICER, SUPPLY OFFICER, OR ACCOUNTABILE OFFICER

9. THE UNDERSIGNED HEREBY DELEGATES TO

10. REMARKS

O

G19

WITHDRAWS FROM THE PERSON(S) LISTED ABOVE

—

| ASSUME FULL RESPONSIBILITY

11. UNIT IDENTIFICATION CODE

13.

12. DODAAC / ACCOUNT NUMBER

13. LAST NAME, FIRST NAME, M| 14. GRAD 15. PHONE NU R | 16. EXPIRATIONDATE
m J19 K19
) —— ) —
17. SIGNATURE
Completion instructions by block number for NAVMC 11869: (9) Enter an "X" in the appropriate box “DELEGATES TO" or

(1) Date - Enter the calendar date the form is prepared.

2)0 i iving ies - Enter the name of the unit and, if
prepared by a Responsible Officer to delegate authority to request,
receipt, or tum-in supplies, the CMR account number or name of the
section involved.

(3) Location - Enter the name of the installation on which the unit is
located.

AUTHORIZED REPRESENTATIVE(S) Section

(4) Last Name, First Name, Middle Initial - Enter the name of authorized
representative. When more than four persons are to be delegated and a
follow on card is deemed necessary, enter the statement “Continuation to
NAVMC 11869 dated” in the remarks block of the follow on card. Enter
“not used” on next available line when all lines are not used.

(5) REQ - Enter "YES"in this block for each person authorized to request
supplies. Otherwise, enter "NO".

(6) REC - Enter “YES" in this block for each person authorized to receive
supplies. Otherwise, enter “NO".

(7) TURN IN - Enter “YES" in this block for each person authorized to
tumn in supplies. Otherwise, enter "NO".

(8) Signature and initials - Enter the signature and initials of authorized
representative.

AUTHORIZATION BY RESPONSIBLE OFFICER OR
ACCOUNTABLE OFFICER Section

FOR OFFICIAL USE ONLY

“WITHDRAWS FROM" to show that the authorized representative is
delegated or withdrawn from the authority to request, receive, and/or
tum-in supplies. Specify the dasses of supplies for which the
representatives may sign in “THE AUTHORITY TO:" section.

(10) Remarks - Enter the Supply Section or other activity to which the
form is being sent.

| ASSUME FULL RESPONSIBILITY Section

(12) Unit identification code - Enter the assigned unit identification code
(UIC).

(13) DODAAC/Account Number - Enter the unit DODAAC and any
locally assigned account number.

(14) Last Name, First Name, Middle Initial - Enter the name of the
responsible officer.

(15) Grade - Enter the grade or rank of the responsible officer.

(16) Telephone number - Enter the office telephone number of the
responsible officer. <

(17) Expiration date - Enter the expiration date of the card. This date is
determined by the person making the delegation. Do not set a date later
than the date the delegating authority expects to remain in the job.

(18) Signature - Enter the signature of the responsible officer.

Adobe LiveCycle Designer §
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NAVMC Form 604/604B

Please check whether the following elements are adequately addressed in the Key Supporting Documentation
(KSD) and make comments, if necessary.

12.20 NAVMC Form604/604B: Combined Individual ClothingRequisitionand Issue
Slip

20. NAVMC Form 604/604B: Combined Individual Yes | No | N/A| Comments
Clothing Requisition and Issue Slip

Hasthe NAVMC Form 604/604B beenfilled outto
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. Hasthe Approval Block beencompleted 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?Ifitis
signedbyan‘“acting” CO, is a copy of the DOA letter
attached, alongwithacopy ofthe DD Form577 authorizing
the““acting” COto obligate government funds?

F20. Signed and dated by the appropriate parties
(person ordering and witness, when applicable)

G20.Hasthe SupOloggedintoWide Area Workflow
Miscellaneous Payments (WAWF-MP) as an acceptor to
ensure the proper SDN, FY, and Accounting Classification
Reference Number (ACRN) areassociatedtotheapplicable
FANforeach NAVMC Form 604 entered on the WAWF-MP
Voucher?

H20.Hasthe SupOverifiedthatthepayment amount in
WAWF-MP matches the NAVMC Form 604 and the
attached sales slip?

120. Has the SupO accepted the miscellaneous payment for the
NAVMC Form 604 in WAWF-MP?

133 Enclosure (12)



NAVMC Form 604/604B

NAVMC Form604/604B: Combined Individual Clothing Requisitionand Issue Slip.....continued

Preparer

Reviewer

Title:

Printed Name:

Signature:

Title:

Printed Name:

Signature:

134
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NAVMC Form 604/604B

Example: NAVMC Form 604/604B: Combined Individual Clothing Requisition and Issue Slip

COMBINED INDIVIDUAL CLOTHING REQUISTION AND ISSUE SLIP (MEN'S) (10120)

NAVMC 604 Rev.08-09 (EF) (Previous editions are obsclete and will not be used)

the clothing requested under the type issue indicated:

INITIAL ISSUE FAN:

SUPPLEMENTARY ISSUE FAN: (DZO)
X REPLACEMENT ISSUE FAN: 72048

CHECKAGE SALE FAN:

REFERENCE: MCO 10120.28 PG 2-36 2009 PARAE

A0 NAME (Last, First, Middle Initial) GRADE DATE
IT IS REQUESTED THAT, BELOW LISTED ARTICLES BE FURNISHED FOR MY PERSONAL USE CURR ACDU (Date of last entry for active duty)
SIGNATURE: GZH@
A20
SIZE TEM ary UNIT TOTAL SIZE ITEM aml UNIT TOTAL
PRICE PRICE PRICE | PRICE
BAG, DUFFEL: w/camying strap
BELT, MARTIAL ARTS, color:
BELT, REFLECTIVE, SAFETY
BELT, TROUSERS, web, khaki
BUCKLE, fibelt (coat) M MARINE CORPS COMBAT UTILITY UNIFORM AND ACCESSORIES
BUCKLE: fibelt, web, khaki IML  |BLOUSE, COMBAT UTILITY: desert MARPAT 2 $0.00| $0.00
CAP, GARRISON, MAN'S: all-season polyfwool gabardine, green BLOUSE, COMBAT UTILITY: woodland MARPAT
CLASP, NECKTIE BOOTS, MARINE CORPS COMBAT: hot weather, olive mohave, pr
COAT, MAN'S: all-season polylwool gabardine, green, wibeit BOOTS, MARINE CORPS COMBAT: temperate weather, olive mohave, pr
COAT, MAN'S: all-weather | 19 CAP, COMBAT UTILITY: field, desert MARPAT 1 $0.00| $0.00
CROWN, SERVICE CAP: _all-season polyfwool, gabardine, green CAP, COMBAT UTILITY: field, woodland MARPAT
DRAWERS, MAN'S: cotton, white, pair CAP, COMBAT UTILITY: garrison, desert MARPAT
GLOVES, leather, black, pair CAP, COMBAT UTILITY: garrison, woodland MARPAT
INSIGINIA, BOS: garrison cap, black, screwpost LEFT CAP, COMBAT UTILITY: garrison, W/O EGA desert MARPAT
INSIGNIA, BOS: service cap, black, screwpost CAP, COMBAT UTILITY: gamison, W/Q EGA woodland MARPAT
INSIGNIA, BOS: service uniform collar, black, pair N/A  [NAME AND SERVICE TAPE: embroidered desert MARPAT (set of 3) 2 $0.00| $0.00
INSIGNIA, BUTTON: service cap, black LG NAME AND SERVICE TAPE: embroidered woodland MARPAT (set of 3)
INSIGNIA , GRADE, EP: green and khaki, pair ML |TROUSERS, COMBAT UTILITY: desert MARPAT, pair 2 £0.00| $0.00
INSIGNIA, GRADE, EP: green and scarlet, pair TROUSERS, COMBAT UTILITY: woodland MARPAT, pair
INSIGNIA, GRADE, EP: black, pair
NECKTIE, KHAKI
SHIRT, MAN'S: poly/wool, khaki, long-sieeve
SHIRT, MAN'S: polylwool, khaki, quarterdength-sleeve BLUE UNIFORM ISSUES
SHOES: dress, black, pair BELT, COAT, MAN'S: cotton, white
SOCKS: boot, pair COAT, MAN'S: al-season polyiwool gabardine, blus
SOCKS: dress, black, pair CROWN, SERVICE CAP white
SOCKS: white, athletic (3 pair package) FRAME, SERVICE CAP
STRIPE, SERVICE: green on scarlet, pair GLOVES: cloth, white, pair
SWEAT PANTS: green wiinsignia, pair INSIGNIA, BOS: collar, gold plated, pair
SWEAT SHIRT: green wiinsignia INSIGNIA, BOS: dress cap, gold plated, screwpost
SWEATER: pull-over, olive green, with epaulsttes. INSIGNIA, BUTTON: dress cap, gold plated LG
TROUSERS, MAN'S: all-season poly/wool gabardine, green, pair INSIGNIA , GRADE, EP: gold and scariet, pair
TRUNKS, GENERAL PURPOSE: nylon, olive green, pair STRIPE, SERVICE: gold on scarlet
UNDERSHIRT, MAN'S: cotton, white, crew-neck STRIPE, TROUSER (NCO) scarlet, pair
UNDERSHIRT: cotton, green TROUSERS, MAN'S: all-season poly/wool gabardine, blue, pair
UNDERSHIRT: SYNTHETIC, OLIVE, DRAB WAISTPLATE: insignia (SNCOs only)
WAISTPLATE: insignia wio wreath (NCOs only)
WAISTPLATE: plain (LANCE CORPORALS and below only)
TOTAL ISSUE $0.00
APPROVED: The individual named hereon is authorized to draw DATE 2012 06 28

| ACKNOWLEDGE receipt of articles of clothing indicated above and accept
these items as fitting properly, or appropriate alterations have been prescribeth

SIGNATURE:

F20

| hereby CONSENT to checkage of my pay account in the amount indicated
under total issue.

SIGNATURE:

| CERTIFY that | have witnessed the issue of the clothing enumerated above
and that issues have been made in the manner indicated. Outer articles of
clothing issued are the proper size, or appropriate alterations have been

prescribed.
(Insert office stamp of issuing office) Witnessing Signature (when required)
O&MMC FUNDED ISSUE UNIT
APPROPRIATION DATA
JUsSMC

(COMMANDING OFFICER'S SIGNATURE)

(COMMANDING OFFICER'S PRINTED NAME & RANK)
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MVGL

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 (MVVGL) Notice

21. KSD: Money Value Gain/Loss (MVGL) Notice

A21.Doallgain/loss adjustments listed onthe MVGL Notice
correspond with pre-approval letters signed by the CO/AQ?

B21. Is the proper AAC/Inventory Organization recorded on
the MVVGL Notice?

C21.1sthe TAMCNand itemdescriptionforeach gain/loss
transactionrecorded onthe MVGL Notice?

D21.Doallitemserialnumberslistedonthe MVGL Notice
have corresponding supporting documentation?

E21. Hasthe MVGL Notice beensigned and dated by the
CO/AO?

Preparer Title:
Printed Name:
Signature:

Date:

Reviewer Title:
Printed Name: Date:
Signature:
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MVGL

Example: Money Value Gain/Loss (MVVGL)Notice

Global Combat Support System - Marine

Inventory Adjustments
Time run: 5/13/2019 10:17:01 PM

Transaction|DIC [TAMCN [NIN  [NIN Description |Transaction | Transaction | Controlied[serial = Triszardous |Physical |Furpose |Condition]]
Type Name Date Number ality | Item C Materiel |Security [Code |Code
Code Code ilferag
Code
MOD372 01F Mo0037|| DB D98[[A01257 |01632097 [LOMMUNICATIO [43598 828574788| -1| $461,217.00) -5461217.0 1 150070 A N 7 F E
2 s 4 SYSTE
MOD372 01F Mo037|[ DB Do8[|A01257 [01632097 [roMMUNICATIO [43508 5461,217.00] -sa61,217.00[3 |1 150071 A N 7 F E
2 s 4 SYSTE
MO00372 01F MO0037(|D9B D9B||A01257 (01632097 [COMMUNICATIO |43598 5461,217.00 -$461,217.00|3 1 150072 |A N 7 F F
2 1e
MOD372 01F M0037|[D39B Do8[[a01257 43598 $461,217.00 -$461,217.0) 1 150073 A N 7 F F
2 s
MOD372 01F Mo037|[ DB Dos|[a01257 43598 5461,217.00) 1 150074 A N 7 F E
2 G
MOD372 01F Mo037|[ D98 D98[|A01257 |01632097 [LOMMUNICATIO [43598 5461,217.00) 1 150075 [A N 7 F F
2 s 4 SYSTE
M00372 Total ll-
I(irnnd Total | |
Org Name is equal to
M00372
and Transaction Date is between 05/12/2019 and
05/14/2019
and ABS{Total Price - No Aggregation) is

between 0 and 20000000000000

I have reviewed the documents on this notice and verify that required documents have been properly certified.

Date
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TLCM-OST

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 — Yes | No | N/A| Comments
Operational SupportTool (TLCM-OST)Serial
Number Summary

Avre 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

122. SR Type

J22. Operational Status

K22. Description of asset

L22. Days Open and Date Closed

Preparer Title:
P_rlnted Name:; Date:
Signature:

Reviewer Title:
Printed Name: Date:

Signature:
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TLCM-OST

Example: Total Life Cycle Management- Operational Support Tool (TLCM-OST) Serial Number Summary

Identification

DoDAAC UIC

M21410  M21410

Service Request
27839110
28572694
28825534

29300934

Lifecycle

Sub Unit  Condition
Code

Code

Status
Closed
Closed
Closed

Closed

M21410
M21410
M21410

M21410

NIIN: 995933083
Nomenclature: TANK DOZER BLADE

Parts (0 Open)

Instance

Usage Code

Serial Number PE26231-0023/a,

TAMCN: E00767B

Clic:u

Related
NIIN

Related Related
TAMCN  Nomenclature

OUT_OF_ENTERPRISE

SR Type
Maintenance - CM
Maintenance - PM
Maintenance - SL3

-PM

Operational - Degraded
Operational - Minor

Operational - Minor

0

ONINC) @ ® @

©

OP Status Description
DIRECT LINEAR VALVE
SA SERVICE

REPLENISH SL3

p

| - Minor Perform Semi Annual PMCS

Ull: DK0824PE26231PE262310023

18y

Crane

Reportable Retail Wholesale Depot Crane
N Y N N N
Parts on Order  Days Open  Date Closed q
0 180  06-25-2019
0 0 06-25-2019
0 275  04-22-2020
0 0 11-14-2019
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Vehicle Birth Certificate

United States Marin

e 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

Avre 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

123. TAMCN

J23. NSN

K23. Owning Unit organization information

L23. Owning Unit ID

M23. Asset Location

N23. Asset Condition Code

023. Vehicle Status

Preparer Title:

Printed Name:

Signature:

Date:

Reviewer Title:

Printed Name:

Date:

Signature:
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Vehicle Birth Certificate

Example: Army TEAMS Vehicle Birth Certificate

Vehicle Birth Certificate Page 1 of 1

THIS INFORMATION SYSTEM IS APPROVED FOR UNCLASSIFIED/FOUO DATA

P
r = " \ “ l:“. TEAMS may be down intermittently on Thursday (28 May) between 2000-2330hrs EST for monthly server maintenance. Logged in to TEAMS

Please plan your work accordingly. Log out
.

Session Expires In: 28:10 [*#

* >

LAV-25 A2, 521383 - Legacy ~

Details Configuration History Notes Usage

@ USMC #*: [521333 ] @ Variant*:  [AV-25 A2
@ DLS Hull Number*: [LAv—o44—Lsa } : @ Hull Type:  Legacy

@ Original Production Date: | 5/31/1984
@ Last Depot Production Date: | 7/10/2015 | Last Depot Production Age: 4.9

(populated from MWS)
@ TAMCN: E0947 @ NSN: 2255-01-539-3639

@ Owning Unit:  1st LAR Bn ID: 08594C

Original Manufacturing Age: 36.0

Location: CPE - CAMP PENDLETON, CA @ Condition Code: (2 A
Gun S/N: @ Vehicle Status*:  Operational
Configuration Percentage Complete: @ 93% (28 modifications installed; 2 modi ions available; 1 WIR Date: | |
modifications not applicable)
Total Hours: 92 WIR Doc #: | ]
Total Kilometers: 1141 Armor Level: (select Armor Level)

o
<

Total Rounds:
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Components Inventory List

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

Avre 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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Components Inventory List

Components Inventory List.....continued

Preparer Title:
Printed Name: Date:
Signature:

Reviewer Title:
Printed Name: Date:
Signature:
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Components Inventory List

Example: Components Inventory List

A24

May 2020

SL-3-13264A

PCN 123 132640 00
TAMCN A01987G

MARINE CORPS STOCKLIST

COMPONENTS LIST
FOR

RADIO SET

AN/PRC-160(V)5

NSN 5820-01-683-9499

A24
SUPERSEDURE NOTICE: h’hispublimn'on supersedes SL-3-13264A, dated March 2020. IO

DISTRIBUTION STATEMENT (C): Distribution authorized 1o U.S. government agencies and their contractors
only for official administative or operational usc. 29 May 2020. Other requcests for this document must be referred

o Program Manager, Communications Systems (CS), Marine Corps Systems Command, 2200 Lester Street,
Quantico, VA 22134-5010.

DESTRUCTION NOTICE: Destroy by any method that will prevent disclosure of contenss or reconstruction of
the document.

FOR OFFICIAL USE ONLY
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Components Inventory List

Example: Components Inventory List

SL-3-13264A Marine Corps Stocklist SL-3-13264A
DATE OF PUBLICATION:_29 May 2020
END ITEM NOMENCLATURE: Radio Set, AN/PRC-160(V)5 SERIAL NUMBER:_ | b34Re
1 2 3 4 S 6 7
PERIODIC INVENTORY
(Sce paragraph 8 in Preface.)
U | QTY
ITEM ITEM gl m,ln s s nlzloN [ USING UNIT
NO. NSN IDENTIFICATION M |UNIT REMARKS
SUPPLY SYSTEM RESPONSIBILITY ITEMS
| 5085-01-516-0105 Ag(;ESSORY KIT, Antenna: PN 10372-0240-02 CAGE 14304, Eal 1 c
I - ADAPTER, Antenna to Transmitter: PN 10372-1260-01
2 5985-01-519-3642 CAGE 14304 EA (N D24
3 5985-01-424-8333 I - ANTENNA: PN AT271A/PRC-25 CAGE 14304 EA (&
| - ANTENNA PEDESTAL SUBASSEMBLY:
& ||SaEEeEE PN 10372-0277 CAGE 14304 = G
1 - CASE, Electronic Equipment Cabinet:
|| PN CW-503/PRC-25 CAGE 14304 e c
6 | 5985-01-642-3300 | ANTENNA ELEMENT: PN 10372-1270-01 CAGE 14304 Eal | e seeced oo S 221N
7 5895-01-584-1742 | ANTENNA: GPS; PN RF-3070-AT242 CAGE 14304 EA I C
8 6160-01-583-8140 | BATTERY BOX: PN 12043-4800-01 CAGE 7QAK7 EA | C
: ~ CABLE ASSEMBLY, Special Purpose, Electrical:
9 | 3995-01-633-3870 | " b 12043 2850.A006 CAGE TQAK7 e | c
10 5965-01-463-7915 | HANDSET: PN 10075-1399 CAGE 14304 EA 1 c
" 5085-01-593-4842 ch"rg’Display Unit and Keypad: PN 10553-0100-02 CAGE 14304; EA | c
| - CABLE ASSEMBLY, Special Purpose, Electrical: 3
aall A Ao PN 10511-0704-A006 CAGE 7QAK7 oy c
v | —INTERFACE UNIT, Communication Equipment:
il e aon 82 PN 10553-1300-02 CAGE 14304 - c
14 5340-01-687-2255 1 - STRAP, Webbing: PN 10553-1450-01 CAGE 14304 EA (o
Y " RECEIVER-TRANSMITTER, Radio: PN ON839880-1 2T e L2l
15 5820-01-669-1163 CAGE 7QAK7 EA| | (8
Inventory Legend: C = Complete M =Missing U = Unserviceable
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Components Inventory List

Example: Components Inventory List

page 3

SL-3-13264A Marine Corps Stocklist SL-3-13264A
DATE OF PUBLICATION:_29 May 2020 YR
- Radio Set, AN/PRC-160(V)S SERIAL NUMBER:_\b34RE
INVENTORIED BY SUPERVISED BY DATE
(Signamlr of person conducting inventory) (Signature of person certifying/supervising inventory) (Date inventory completed)
ézmﬁﬁmz M 4 Jun Jo
9 sém HainS /;rur SoHr smTH.
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WAWEF Report

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

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 ($) / Qty. Received / Amount (3$)

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

125. 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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WAWEF Report

WAWEF Receiving Report.....continued

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: Date:
Signature:
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WAWEF Report

Example: WAWF Receiving Report

®O6

®6®

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 0
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 . Qty. Unit of UofM Unit Price Qty. Qty.

No. ID Qualifier  NSP Shipped Measure Code $) Received Accepted Amount ($)
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 ltem Total ($): 1,230,419.00
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WAWEF Report

Example: WAWF Receiving Report

[-lAddress Information
5 F25 ,Prime Contractor G25 dministered By
CAGE Code D DUNS + 4 Extension DoDAAC
63CL1 963395368 ME7854
Activity Name 1 Activity Name 1
HEXAGON US FEDERAL, INC. SUPPLY OFFICER
Activity Name 2 Activity Name 2
Activity Name 3 Activity Name 3
Address 1 Address 1
14291 PARK MEADOW DR STE 350 MARINE CORPS SYSTEMS COMMAND
Address 2 Address 2
2201A WILLIS ST
Address 3 Address 3
Address 4 Address 4
City State Zip City State Zip
CHANTILLY VA 20151 QUANTICO VA 22134-6050
Country Military Location Description Country Military Location Description
UsA USA
Ship Teo ayment Official
DoDAAC @ Extension DoDAAC 125 Extension
MB7854 PM10 MET443
Activity Name 1 Activity Name 1
SUPPLY OFFICER DFAS CLEVELAND
Activity Name 2 Activity Name 2
Activity Name 3 Activity Name 3
Address 1 Address 1
MARINE CORPS SYSTEMS COMMAND ATTN: USMC JAFBC
Address 2 Address 2
2201A WILLIS ST 1240 EAST NINTH STREET
Address 3 Address 3
Address 4 Address 4
QUANTICO VA 221346050 CLEVELAND OH 44199-2055
City State Zip City State Zip
QUANTICO VA 22134-6050 CLEVELAND OH 44199-2055
Country Military Location Description Country Military Location Description
UsA USA
Issue By Accept By
DoDAAC @ DoDAAC @ Extension
ME7B54 ME7854 PM10
Activity Name 1 Activity Name 1
SUPPLY OFFICER SUPPLY OFFICER
Activity Name 2 Activity Name 2
Activity Name 3 Activity Name 3
Address 1 Address 1
MARINE CORPS SYSTEMS COMMAND MARINE CORPS SYSTEMS COMMAND
Address 2 Address 2
2201A WILLIS ST 2201A WILLIS ST
Address 3 Address 3
Address 4 Address 4
QUANTICO VA 22134-6050 QUANTICO VA 22134-8050
City State Zip City State Zip
QUANTICO VA 22134-6050 QUANTICO VA 22134-6050
Country Military Location Description Country Military Location Description
UsA USA
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WAWEF Report

Example: WAWF Receiving Report

[-IMisc Information

Initiator
Name:

Date of Action:
2020/04/10 1502 MDT

Email:

Org Email:

AccountsReceivable@hexagonusfederal.com

Attachments:

INTO005_IUID_NON_IUID_Backup.xlsx
INTO005_HUS2000639 pdf
Comments:

See Attached Invoice and Backup

Phone #: DSN:

(200) 200X - 200X

Title: Action(s):

Federal Billing Accountant [Submitted, Web, Combo]

View Attachment

View Attachment

Acceptor

Name:
(name here)
Email:
@USMC.MIL
Org Email

Attachments:
Comments:

Date of Action:
2020/04/29 1327 MDT

Phone #: DSN:
(p00¢) 300¢ - 0000
Title: Action(s):

Management and Program Analysis [Accepted, Processed via EDI]

Payment Official

Name: @

Email:

Org Email:
cco.wawf-vp@dfas.mil
Attachments:

Comments:

Document was processed by the entitlement system. This Receiving Report has been Accepted into CAPS DFAS Customer Service Telephone Number: 800-756-

4571 Option 5 or 216-522-6998 Option 5

Date of Action:

2020/04/29 1508 MDT

Phone #: DSN:

Title:
Action(s):

[Processed via EDI]

[-IWorkflow Information
ACTION BY: M67854 | PM10

CQA

Date Received

Acceptance

Reject to Initiator

2020/04/10

Acceptance Date

2020/04/29

Has been made by me or under my supervision and they
conform to contract, except as noted herein or on supporting
documents

KEVAN KVENLOG

Signature Of Authorized Government Representative

ACTION BY: Payment Official
Document Reviewed
Document Processed
Document Suspended

Document Available For Recall
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WAWEF Invoice

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

Avre 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(Ss) / Total ($)

Line Item Information

D26. Item No. / Product/Service 1D / Qualifier / Qty Shipped
/ Unit of Measure / UofM Code / Unit Price ($) / Qty
Accepted / Amount ($)

E26. SDN / ACRN / AAl / 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

126. 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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WAWEF Invoice

WAWFInvoice.....continued

Avre 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: Date:
Signature:
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WAWE Invoice

Example: WAWEF Invoice

page 1

C26

Pay Official View Only - Invoice
Some document values differ from those in EDA. Click on the View Validation Warnings link to view.
View Validation Warnings
Expand All Collapse All
[[IDocument Infermation
Contract Number Type Contract Number Delivery Order Reference Procurement ldentifier Effective Date
DoD Contract (FAR) ME785419C45924 2019/09/30
[ Invoice Number Invoice Date Final Invoice? Invoice Received Date |
HUS2000633 2020/04/10 N 2020/05/06
Summary of Detail Level Information Total ($)
T CLIN/SLIN(s) 415,616.42
0 Miscellaneous Amount(s) 0.00
Document Total ($): 415,616.42
Shipment Number Shipment Date Final Shipment
INTO004 2020/03/27 N
[-ILine Item Information
Item No. Product/Service ID Qualifier Unit of Measure UofM Code Unit Price ($) Qty. Accepted Amount ($)
0006AA 7010 FT EACH EA 29,072.25 29,072.25
SDN ACRN AAI PR Number
M9545019SU94AT8 AA 067443 M95450195U94ATS
Description
MCAS Yuma-12 Months (2 of 4)
Item No. Product/Service 1D Qualifier Unit of Measure UofM Code Unit Price ($) Qty. Accepted Amount ($)
0006AB 7010 FT EACH EA 72,705.00 72,705.00
SDN ACRN AAL PR Number
M9545019SU94ATE AA 067443 M9545019SUI4ATS
Description
MCAS IWAKUNI-12 Months (2 of 4)
Item No. Product/Service 1D Qualifier Unit of Measure UofM Code Unit Price ($) Qty. Accepted Amount ($)
0006AC 7010 FT EACH EA 33,293.25 33,293.25
SDN ACRN AAI PR Number
M9545019SU94ATS A 067443 M9545019SUI4ATS
Description
MCB Camp Lejeune-12 Months (2 of 4)
Item No. Product/Service 1D Qualifier Unit of Measure UofM Code Unit Price ($) Qty. Accepted Amount ($)
0007TAA 7010 FT EACH EA 51,484.41 51,484.41
SDN ACRN AAI PR Number
M9545019SU94ATS AA 067443 M9545019SUI4ATS
Description
SEPM/SIL Operations-12 Months (6 pf 12)
Item No. Product/Service 1D Qualifier Unit of Measure UofM Code Unit Price ($) Qty. Accepted Amount ($)
0007AB 7010 FT EACH EA 220,308.25 220,308.25
SDON ACRN AAI PR Number
M9545019SU94ATE AA 067443 M9545019SUI4ATS
Description
SIL Interim Support 12 Months (2 of 4)
Item No. Product/Service ID Qualifier Unit of Measure UofM Code Unit Price ($) Qty. Accepted Amount ($)
0oDeAA 7010 FT Each EA 232298 232298
SDN ACRN AAL PR Number
M9545019SU94ATE AA 067443 M9545019SUI4ATS
Description
MCAS Yuma Travel
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WAWEF Invoice

Example: WAWEF Invoice

M8545019SU94AT78
Description
MCAS Camp Lejeune Travel

067443 M8545019SU94A78

Line Item Total ($): 415,616.42

[-]Address Information

Prime Contractor Administered By

CAGE Code D DUNS + 4 Extension DoDAAC
63CL1 963395368 MB7854
Activity Name 1 Activity Name 1
HEXAGON US FEDERAL, INC. SUPPLY OFFICER
Activity Name 2 Activity Name 2
Activity Name 3 Activity Name 3
Address 1 Address 1
14291 PARK MEADOW DR STE 350 MARINE CORPS SYSTEMS COMMAND
Address 2 Address 2

2201A WILLIS ST
Address 3 Address 3
Address 4 Address 4

QUANTICO VA 22134-6050
City State Zip City State Zip
CHANTILLY VA 20151 QUANTICO VA 22134-6050
Country Military Location Description Country Military Location Description
USA USA

Ship To Payment Official

DoDAAC Extension DoDAAC Extension
ME7854 PM10 ME7443
Activity Name 1 Activity Name 1
SUPPLY OFFICER DFAS CLEVELAND
Activity Name 2 Activity Name 2
Activity Name 3 Activity Name 3
Address 1 Address 1
MARINE CORPS SYSTEMS COMMAND ATTN: USMC JAFBC
Address 2 Address 2
2201A WILLIS ST 1240 EAST NINTH STREET
Address 3 Address 3
Address 4 Address 4
QUANTICO VA 22134-6050 CLEVELAND OH 44199-2055
City State Zip City State Zip
QUANTICO VA 22134-6050 CLEVELAND OH 44199-2055
Country Military Location Description Country Military Location Description
USA USA
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WAWEF Invoice

Example: WAWEF Invoice

See Attached Invoice

Issue By ccept By

DoDAAC DoDAAC Extension
M67854 MBT7854 PM10
Activity Name 1 Activity Name 1
SUPPLY OFFICER SUPPLY OFFICER
Activity Name 2 Activity Name 2
Activity Name 3 Activity Name 3
Address 1 Address 1
MARINE CORPS SYSTEMS COMMAND MARINE CORPS SYSTEMS COMMAND
Address 2 Address 2
2201AWILLIS ST 2201AWILLIS ST
Address 3 Address 3
Address 4 Address 4
QUANTICO VA 22134-6050 QUANTICO VA 22134-6050
City State Zip City State Zip
QUANTICO VA 22134-6050 QUANTICO VA 22134-6050
Country Military Location Description Country Military Location Description
USA USA
[-]Misc Information
Initiator

Name: Date of Action / IRD: Phone #: DSN:

2020/04/10 1417 MDT / 2020/04/10
1417 MDT
Email: Title: Action(s):
Federal Billing Accountan ﬁ;térgltiled, Web, Combo, Pracessed

Org Email:

AccountsReceivable@hexagonusfederal.com

Attachments:

INT0004_HUS2000633.pdf View Attachment

Comments:
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WAWEF Invoice

Example: WAWEF Invoice

Payment Official

Name: Date of Action: Phone #: DSN:

2020/04/13 1245 MDT

Email: Title: Action(s):
[Processed via EDI]

Org Email:

cco.wawf-vp@dfas.mil

Attachments:

Comments:

Document was processed by the entitlement system. This Invoice has been Accepted into CAPS DFAS Customer Service Telephone Number: 800-756-4571
Option 5 or 216-522-6998 Option 5

Payment Official
Name: Date of Action: Phone #: DSN:
2020/05/05 0956 MDT 791-3997
Email: Title: Action(s):
Accounting Technician [Recalled, Rejected)
Org Email:
Attachments:
Comments:

The invoice was rejected by the certifying officer per the following message: Name: Date of Action: Phone # DSN: KEVAN KVENLOG 2020/04/29 1321 MDT 703
801 2168 Email: Title: Action(s): KEVAN.KVENLOG@USMC.MIL Management and Program Analysis [Rejected to Initiator] Org Email: lavonne.robinson@usmc.mil
Attachments: Comments: CLINs 0008AA and 0D0BAC have the unit price and unit quantity switched. Pls correct and | will process ASAP.

Initiator

Name: Date of Action / IRD: Phone #: DSN:

2020/05/06 0826 MDT / 2020/05/06

0826 MDT
Email: Title: Action(s):

Federal Billing Accountan [Resubmitted, Processed via EDI]

Org Email:
AccountsReceivable@hexagonusfederal.com
Attachments:
Comments:

Corrected CLIN 0008AA & 0008AC resubmitted
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WAWEF Invoice

Example: WAWEF Invoice

Page 5
Payment Official
Name: Date of Action: Phone #: DSN:
800-756-4571 Option & or 216-522-
2020/05/06 1216 MDT 5998 Option 5
Email: Title: Action(s):
[Processed via EDI]
Org Email:
cco.wawf-vp@dfas.mil
Attachments:
Comments:

Document was processed by the entitlement system. This Invoice has been Accepted into CAPS DFAS Customer Service Telephone Number: 800-756-4571
Option 5 or 216-522-6998 Qption 5

Payment Official

Name: Date of Action: Phone #: DSN:
2020/05/16 0043 MDT

Email: Title: Action(s):
[Paid]

QOrg Email:

cco.wawf-vp@dfas.mil

Attachments:

Comments:

Paid

[-]Workflow Information
ACTION BY: Payment Official

~/| Document Accepted

| Document Processed
Document Rejected
Document Suspended
Document in Mylnvoice

~| Document Paid
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Appendix A

Appendix A - KSD Completion Instructions

Instructions: Award/Contract SF26

20,

I

Ca

10.

11.

12.
13.
14.

16.

19.

INSTRUCTIONS for STANDARD FORM 26

Instructions below correspond to blocks on the form. This form is NOT used for a solicitation.

1.

Include the DPAS rating i applicable IAW FAR Subpart 11.6 and page information.
Insert the award PIIN once you've made award IAW DFARS 204.7003.
19C., and 20C. The format for this form's date blocks 1s MM/DD/Y'Y.

Insert the purchase requisition (PR) number from your PR form (i.e.. DA 3953. NAVCOMP
2276, AL 9, ete.). This will normally be different from the PIIN. If applicable, you should
also include the construction project number from your PR.

Insert the issuing contracting office information (and its code, if applicable).

Ieave this blank unless administration functions are done somewhere other than the office
shown block 3.

Place an X in the appropriate box to indicate whether Free on Board (FOB) will be Origin or
Other (Destination or Government Pick Up). If Other. place the FOB in 15B or somewhere
in the schedule (i.c.. Section B).

Insert any discounts the contractor offered for expeditious payment.

Insert item 5. 6, 11, or 12, depending on where the contractor should address its invoice to
receive proper and timely payment.

Insert the address the contractor should deliver item(s) or perform serviee(s) (and code, if
applicable). If there will be multiple delivery points or performance areas. insert "see
schedule, section ?-(usually F) and list the specific delivery points or performance areas
that section.

Insert the paying address (and code. if applicable).
See FAR Part 6.3 for guidance.

Insert the fund cite(s) from which you'll make payment. If the cite(s) will not fit in this
block, insert "see schedule. section ?"'-(usually (3) and list your cite(s) in that section.

Complete these blocks as defined. If the item(s) will not fit in this block. insert "see
schedule, section ?"-(usually B) and list your item(s) in that section.

S

Place an "X" in each section included in the solicitation / award and the number of pages in
each applicable section. Note that since this is an award and not a solicitation, you will still
include the numbering information in Part I'V, sections K-M. However, you will not
actually send those to the contractor as part of the award. but will keep them as part of your
contract file. You will merely state those sections are incorporated by reference and remain
in full force and effect.

17 or 18. Unless circumstance dictate otherwise. we recommend you check block 17 and obtain

a bilateral agreement.

Insert the name and title of the contractor's authorized signature authority and have that
person sign and date the offer before the contracting officer signs.

Insert the contracting officer's printed or typed name and have her / him sign and date. An
award is not valid until the contracting officer completes these blocks.
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Appendix A

Instructions: Military Interdepartmental Purchase Request (MIPR) DD Form 448

page 1

DFAS-IN Regulation 37-1 Chapter 12
H September 2000

COMPLETION INSTRUCTION BY BLOCK NUMBER FOR DD FORM 448-MILITARY
INTERDEPARTMENTAL PURCHASE REQUEST

(1) |Enter muber of pages (inecludes attachments).

(2) [Enter Federal supply classification, if applicable,

(3) |[Enter control symbol number, if applicalyle.

(4) |[Enter the date MIPR is prepared. For amendments, enter the date the
amendment ig prepared,

(5) |[Enter MIPE number which iz alsc the SDN for a MIPR. See Table 5-4, item
F'E.

(6) |Enter the amendment number of the MIPR. On iasuance of the first MIPR,
enter "INITIAL". Consecutively number future amendments to t
starting wich 01.

(7) |Enter the complete address of the agency/activity that will be accepting
the MIPR.

(8) |[Enter the complete address
work/services/supplies.

agency/activity that is ordering the

(9) Check the appropriate blocks.

(9a) [Enter the item number that relates to the descripticon. If the MIFR is
reguesting more than one type of item of work/service, consecutively
number each item.

(9b) [Enter the description of work/services being regquested, the appropriate
statement if order is an Economy Act order or a Project Order and a POC,
For amendments, explain rszson for increase/decrease.

(9¢) |Enter quantity, if applicable.

(94) |Enter unit of issue, if applinableA

(9e) [Enter estimated unit price. For amendment, snter amount of
incresse/decrease,

(9f) [Enter estimated total price (guantity X estimated unit price). For
amendment, enter amount of increase/decreas

(10) |Self explanatory.

(11) [Enter the grand total of the MIPR. For amendments, enter revised grand
total (original amount plus/minus amended amount.

(12) [Enter transportation accounting classification if FOR contractor's plant.
(13) [Enter the address and DODAAD of the OFPLOC/FAC that supports the cordering
e

activizy. EBills will ke sent the OPLOC/FAQ that supports the ordering
activity. Ordering activities may reguest "copies" of bills with
supporting detail to be provided if so stated on the MIPR and agreed to

by the performing activity.

(14) |In the ACEN block, enter the accounting classification reference number,
if applicable. In the following blocks enter the "killed to" accounting
cation. If additional space is required for additional fund
citations, provide in and attachment to the MIPR and make reference te
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Appendix A

Military Interdepartmental Purchase Request (MIPR) DD Form 448

page 2

DFAS-IN Regulation 37-1 Chapter 12

H September 2000

the attachment on the form. In the supplemental accounting
D ame as the MIPR

h
clagsification block include the SDN which is the

number in block 5. For amendments, enter

(15)

Enter the anthorizing name {(typed

(16)

The authorizing officer will sign here. Electronic signature ia
authorized.

(a7

Enter the
amendment

the MIFR signed. For amendments, enter the date the
signed.

COMPLETION INSTRUCTIONS BY BLOCK NUMBER
FOR DD FORM 448-2 (ACCEPTANCE OF MIPR)

(1)

activity. Address will be the same as
Form 448,

(2)

Enter the MIPR number. This number will be the same as entered on bloc
5 of DD Form 448.

(3)

Enter the amendment number. This numbber will be the same as entered on
block € of DD Form 448.

(4)

Enter the signature date. Thiz date will ke the same date as sntered on
slock 17 of DD Form

(5)

Fnter the amount as entered on block 11 of DD Form 448.

(6)

Check the appropriate hlock.

(7

t

ck, 1f applicable and enter comment/reasons in block 13,

(8)

In l2locks Ba through 8o (self ex ar the appropriate data Lf
lecepted through reimbursement. For amendments, in Blecks 8c-8d, enter
amount of increase/decrease.

ilanatory) er

(9)

o
In blocks 9a through B¢ (self explanatory) enter tlie appropriate data il
acee d a3 a direct fund cite. I
i

It i3 recommended that rhe ordering
=/letter using a direct fuud i
in Blocks 9c-9d, enter amount

25U€e a me instead of

lacrivit
1IPR.
inc

]

(10)

Self

(11)

Enter the grand total of MIPR. 1If grand total is diffectent than that on
DD Form 448, block 11, notify the ordering activity. This will require
an amendment, For amendments, enter revised grand total (original
amount plus/minus amended amount,

(12a[Check bleck, if applicable and enter the additional dollar amount

heeded. Show justification in block 13.

(12b[Check block, if applicable and enter amount that is no longer required

and te be withdrawn by the ordering activity. When this block is filled
ceturned to the ordering activity, no change orders are required
» prdering activity. Upon receipt of DD Form 448-

and block 12b
d and amount shown, adjust obligations a

(13)

appropriate statement if order
and a POC.

Enter remarks, if applicable. Enter th
iz an Economy Act arder or a Project Order

(14)

Fnter the complete addressz of the accepting (performing) activity.
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Appendix A

Instructions: Military Interdepartmental Purchase Request (MIPR) DD Form 448

page 3

DFAS-IN Regulation 37-1 Chapter 12
H September 2000

(15) [Enter the Lyped/printed name of the authorized official that l1s
accepting the order.

(16) |'h=e authorized officizl accepting the order will sign here.

(17) Enter date that DD Form 448-2 is signed.
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Appendix A

Instructions: U.S. Government Bill of Lading (GBL) SF 1103

page 1

1. B/L NUMBER
Enter a bill of lading number. Each bill of lading number is unique.

See OBTAINING AND CREATING BILL OF LADING NUMBERS, Chapter 7 for information on
bill of lading numbers.

2. TRANSPORTATION COMPANY TENDERED TO

Enter the full business name of the initial line-haul Transportation Service Provider (TSP)
to which the shipment is tendered. The business name should include the words "Company,”
“Incorporated,” or “Limited,” as appropriate. (These words may be abbreviated as Co., Inc.,
and Ltd.) No other company or TSP abbreviation, initial, or symbol may be used.

If a different TSP actually picks up the shipment, the name of the pickup TSP should be
indicated in parentheses following the name of the origin line-haul TSP.

For shipments tendered to TSPs under the GSA Centralized Household Goods Traffic
Management Program (civilian agencies only), enter the name of the transportation company
that is party to a GSA Tender of Service Agreement.

3. SCAC

Enter the origin line-haul TSP's four letter Standard Carrier Alpha Code (SCAC).

SCACs are a means of TSP identification and must be included on bills of lading.
These codes are an integral part of the government's transportation management system.

SCACs are assigned by the National Motor Freight Traffic Association, Inc (NMFTA) for all
TSPs except railroads. All SCACs are listed in the Directory of Standard Carrier Alpha Codes,
published by NMFTA.

TSPs may request a SCAC by writing to NMFTA, 1001 North Fairfax Street, Suite 600,
Alexandria, VA 22314. NMFTA's web site is hitp://www.nmita.org.

Railroad companies should write the Association of American Railroads, 50 F Street, NW,
Washington, DC 20001-1564.

4, DATE B/L PREPARED

Enter the date the first entry is made on the bill of lading.

5. DESTINATION NAME AND ADDRESS

Enter the final destination point where the TSP is to make actual delivery of the shipment

to the consignee. Use the complete address (name of federal activity, street address, city,
town or point, state and ZIP Code or country) and commercial telephone humber.
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If there are two or more cities or towns of the same name in the same state, the name of the
county must be shown in addition to the city or town and state.

Include any additional information that will ensure shipment delivery to the specified
destination. For example, gate entrance, building or warehouse number, bus terminal, station
identification, railroad team track, or private siding within the limits of which the consignee
receives carload freight. If space is insufficient, add the words “See Marks and
Annotations” and insert the information in the MARKS AND ANNOTATIONS space.

STANDARD POINT LOCATION CODE:

6.  SPLC (DEST.)
7.  SPLC (ORIG.)

Civilian agencies may disregard these spaces.

Enter the nine-digit Standard Point Location Code (SPLC) for a shipment's origin and
destination as published in applicable TSP tariffs and tenders. These codes must be on all bills
of ladings issued by the Department of Defense (DOD). SPLC numbers are listed in the
Continental Directory of Standard Point Location Codes, published by the National Motor
Freight Traffic Association, Inc.

8. ORIGIN NAME AND ADDRESS

Enter the exact shipping point where shipment originates. Include the complete street address,
city, town or metropolitan area, state and ZIP Code.

Complete information is necessary because shipping points, railheads, or billing stations are
not always located in the same place. When there are several TSP stations within or adjacent
to a metropolitan area, insert the full name of the city and state and the full name of the station
or street address, including the ZIP Code where the shipment is tendered.

9. CONSIGNEE (Name and full address of installation)

Enter the full name and title, room number, and mailing address, including ZIP Code of the
department, activity, and person designated to receive the shipment at its final destination.
Only one consignhee should be listed in this space. When the person to be notified of the
delivery differs from the consignee, the name of the person to be notified should also be
shown, preceded by the word “Notify."

When the shipment is consigned for delivery to a person or location other than the mailing
address shown, add the words, “See Marks and Annotations” and insert an explanation in the
MARKS AND ANNOTATIONS space.

10. GBLOC (Cons.)

Civilian agencies may disregard this space.
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The GBL Office Code (GBLOC) should be complated on al DOD GBL's, including GBLs

conwvered from commersiel pila of lading

Entar the GBLOC which dentifies the miltary instaliation, actwity or office that is the
consignee for the shipment. The common cade “1001° should be entered if the
cansignee has not been assgned &8 GBLOC

GBLOCs ssaigned to DOD actwiheashippers are Hsted o the Delense Transponahon
Regulation (DTR) DOD Regulation 4500 9-R

11, SHIPPER NAME AND ADDRESS

Enter the proper name, address, and ZIP Code o° the government shipping activity authorzing
and responsible for the shipment. Initials or abtraviations of the activity should anly be used
when absolutely necessary

When a bill of lading is fumnished to a contractor fo make & shipment that has been authorized
by a government aclivity, the full name of that cantractor should also be shown, In this c2se

the following statement must be added after the confractor's name. “For the account of or
“ANC" and the name of the govemmant aclivity autkanzing tha shpment.

12. APPROPRIATION CHARGEABLE

Enter the complete govemment appropriation aganst which the cost of franspontation is lo be
charged

When more than ane appropration is invelved, each item or welght should be referenced
to the propar appropriation, and the tofal for @ach account should be inserted In this spacs. |f
mere additional space = reguwed, use the MARKS AND ANNOTATIONS or DESCRIPTION OF
ARTICLES space an the GEL or SF 1108, U.S Govemment BE of Lading Continuation Sheet,
and cross-reference the appropration chargeable space,

Example

MARKS AND ANNOTATIONS

0.117.7.30130.522 | 1750 | $152.07
0117.7.38139.528 | 1080 | $ 83.86
0.117.739139535 65 50

13, VIA (Route shipmani when advantageons (o the Government)

This space should usually be (eft blank. The ongin TSP Is obligated lo forward
shipments over a routa which will provide the lowest published charges within the mods
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Route Shipments when Advantageous to the Government

Enter the complete routing for carload quantities via rail, or equivalent quantities via motor or
water, only when some substantial interest of the government is served thereby. If the space in
this space is not sufficient for showing the full name of each TSP in the route, authorized initials
or abbreviations may be used. Junction or interchange points should not be used unless they
are required by tender or tariff.

Routings should be selected by experienced transportation personnel who are aware of various
tariff restrictions and limitations. This will ensure that required transportation services are
obtained at the lowest possible cost to the government.

Routing instructions on the bill of lading must be correct and legible. When there is doubt
regarding the most advantageous route, do not specify TSP(s).

Rail Switching TSPs

When a rail switching TSP is required to complete delivery at destination, the authorized initials
or abbreviations of the name of the switching TSP should be shown in parentheses next to the
initials of the road or line-haul TSP, followed by the words “Switch Delivery”

VIA (Route shipment when advantageous to the Government)

CR-RFP-CSXT (NS). Switch Delivery

Classified and Sensitive Material
(DOD activities only)

VIA (Route shipment when advantageous to the Government)

SUBSTITUTE SERVICE NOT TO BE USED: CCOI 42011

For all motor movements of classified and sensitive material, annotate “Substitute Service Not
to Be Used."

14. BILL CHARGES TO (Dept/agency, bureau/office mailing address and ZIP  Code)

Enter the complete name and correct mailing address, including the ZIP Code, of the office
that will pay and/or authorize the transportation charges. The TSP’s bill, together with the
original bill of lading properly certified by the TSP, will be forwarded to the name and address
shown in this space. Initials or abbreviations of the federal activity should only be used when
absolutely necessary.

When more than one office is responsible for payment of charges, enter the name and
address of the dishursing office accountable for the largest portion of weight listed on the bill
of lading.
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15. AGENCY LOC CODE
DOD activities may disregard this space.

Bills of lading involving shipments for civilian agencies should also have an Agency Location
Code (ALC) entered in this space. ALCs are assigned in accordance with procedures in the
Treasury Financial Manual for Guidance of Departments and Agencies, Volume 1, Part 2,
Section 3320. The ALC to be used should be obtained from the agency's local finance or
accounting officer.

16. MARKS AND ANNOTATIONS

This space should be filled out when special marks or identifying symbols are used on
packages or boxes comprising the shipment. Special marks assist in handling, accounting,
and storing, and serve other useful purposes after the shipment has been delivered.

Supplemental data may also be entered in this space when space in other spaces is
insufficient. When used for this purpose, data should be cross-referenced to the appropriate
space.

When shipments are intended at destination for some person other than the consignee or for
trans-shipment, insert the word “For" followed by the name or code, if applicable, of the person
or activity to whom the delivery is to be made.

When a shipment is made to a port of export, insert the words “For Export,” and follow with the
name of the destination country.

When accessorial or special services are ordered incident to the line-haul transportation,
the bill of lading must be endorsed to show the name of the TSP upon which the request was
made and the kind and special services ordered. The endorsement may be placed in this
space or on SF 1109, U.S. Government Bill of Lading Continuation Sheet and signed by or for
the person who ordered the service.

If additional space is required, special notations may be entered on SF 1109 and cross-
reference in this space.

PACKAGES:
17. NO
18. KIND

This space should show the total number of each type of package applicable to each group
of articles opposite the related description of such articles as shown in the DESCRIPTION OF
ARTICLES space.

A separate entry must be made for each article that is classified differently. Each type of
container or package used, such as barrels, boxes, crates, drums, or cylinders, must be
shown. Customary abbreviations may be used to describe the type of container used in the
shipment. Generally, only the type of outer container or package is entered in this space,
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since inner containers or packages do not determine the classification rating or the freight
rate.

Household Goods

(Civilian agencies only)

Enter “1 LOT" in this space.
Pallet Loads

When articles are shipped on pallets, the number of packages comprising the pallet load
must be shown (e.g., 2 pallets of 20 boxes each; 1 bundle of 4,000 board feet).

Articles Shipped Loose

If articles are shipped loose, the number of pieces or units and the related description of such
articles should be entered.

Bulk Shipments

When carload shipments of bulk freight such as coal, ore, gravel, sand, or loose grain are
made, this space should be disregarded.

19. HM (Hazardous Material)

Enter an "X" if the shipper is requesting transportation for any hazardous materials subject
to the Department of Transportation Regulations (Title 49, Code of Federal Regulations
(CFR)). Then list the hazardous material(s) under “DESCRIPTION OF ARTICLES".

20. DESCRIPTION OF ARTICLES (Use carrier's classification or tariff description if
possible; otherwise use a clear nontechnical description.)

Enter the proper freight description and any other information or special instructions to the TSP
concerning the items being shipped. When freight items are subject to a released valuation,
such released valuation must be shown on the bill of lading.

The information in this space should conform to the governing TSP's classification, tender
or tariff description. The description of aricles provided in the TSP's freight classification
determines the freight rate to be applied.

If there is doubt concerning the proper description, a clear, non-technical description should be
placed in this space. Trade names may be added in parentheses to the description if it will aid
in proper classification of the commodity shipped. It is important that "used” articles or
property be so designated in the description of articles.

SF 1109, Continuation Sheet should be used if additional space is needed to complete the
description of arficles to be shipped.
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Water Shipments

Rail or motor commaodity descriptions should not be used for water shipments, unless so
provided in the TSP's tariff.

Hazardous Materials

When shipping the hazardous materials listed in Title 49 of the Code of Federal Regulations
(49 CFR 172.101), the description must be shown as listed therein. If the hazardous material
description differs from the governing applicable rate authority description, the hazardous
material description, including the appropriate United Nations number, must be shown first,
and immediately behind it in parentheses, the applicable rate authority description. The
hazardous class number must be shown on all international shipments. Abbreviations must
not be used. When both a hazardous material and a non-hazardous material are listed, the
hazardous material must be shown first or entered in a contrasting color,

Since hazardous materials regulations are subject to change, it is recommended the U.S.
Department of Transportation's Hazardous Materials Regulations (49 CFR, Parts 171 through
180) be reviewed prior to such shipments. The U.S. Department of Transportation,
Pipeline and Hazardous Materials Safety Administration (PHMAS) is responsible for
coordinating a national safety program for the transportation of hazardous materials by air,
rail, highway, and water. PHMSA Internet Web site, http:/www.phmsa.dot.gov/hazmat, is
designed to disseminate information about the agency’s programs and activities and to assist
in complying with the Hazardous Materials Regulations.

The following certification, as required by 49 CFR 172204, should also be included in the
Descriptions of Articles space, when hazardous materials are shipped by conveyances other
than air TSPs!

“This is to certify that the above-named materials are properly
classified, described, packaged, marked, and labeled, and are in
proper condition for transportation, according to the applicable
regulations of the Department of Transportation.”

Certifying Official
Shipments via air TSPs require the following certification:

“I hereby certify that the contents of this consignment are fully and
accurately described above by proper shipping name and are classified,
packed, marked and labeled, and in proper condition for carriage by air
according to applicable national governmental regulations.”

Certifying Official

These certifications must be legibly signed by a principal, officer, partner, or employee of the
shipper or his agent. The sighature may be manually produced by typewriter, or by other
mechanical means.
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Household Goods

When civilian agencies move household goods on a GBL (SF 1103), the words "HOUSEHOLD
GOODS AND PERSONAL EFFECTS," the pickup date(s), required delivery date(s), released
value of the shipment, and storage in transit authorization should be entered in this space.
Professional Books, Papers, and Equipment (Civilian Agencies)

If professional books, papers and equipment (PBP&E) are authorized to be shipped in the
same lot with the household goods, the bill of lading must be annotated with a statement
concerning PBP&E with estimated weight, separate administrative appropriation chargeable,
and a request that PBP&E be packed and weighed separately. (See GSA guide: Shipping Your
Household Goods Employee Guide which can be downloaded in pdf format from
http://www.gsa.gov/transportation. Once you reach the website, click on the following links to
the left: Household Goods Transportation, then Agency Shipping Household Goods and finally
the Shipping Your HHG Employee Guide link.

The following additional information or instructions may also be included:

« Specific instructions to the TSP conceming any services required to protect a shipment
during transit, such as heating, refrigeration, or exclusive use of the vehicle.

» A notation of released value when freight descriptions are based on released valuation
and the shipping declaration is required on the bill of lading (per the applicable tariff).

A shipment is made at a restricted or limited valuation specified in an applicable rate authority
or under which the lowest rate is available, unless otherwise indicated on the face of the bill
of lading. When freight descriptions are based on released valuation and shipping declaration
is required, the bill of lading should be annotated as follows:

“Released valuation not exceeding per o
(value) (unit of weight)
or simply;
“RVNX per 5
(value) (unit of weight)

Cite the approving authority for declaring excess valuation on high value material, if such
valuation is necessary. Intermodal shipments require a separate notation for each mode of
transportation because released valuations may differ for each mode.

» Cubic feet for each item or group of items as well as the total number of cubic feet
when charges are based on the cubic measurements of the articles shipped. In
determining cubic measurements of items of irregular shape, the greatest dimensijons in
length, width, and height must be used.

» Actual measurements of the commodity as packed for shipment when charges for
air shipments are based on volume weight instead of actual weight.
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21. WEIGHTS" (POUNDS ONLY)

The gross weight of the package(s) must be shown separately in the weight column opposite
the appropriate description of the package(s) in the DESCRIPTION OF ARTICLES space.

The weight of pallets, platforms, or skids on which a shipment may be loaded should be shown
separately on the bill of lading because some TSP tariffs provide that no charge will be made
for their weight when it is shown separately.

When continuation sheets are required for separate listings of all packages, their total weight
should be shown on the original bill of lading with a reference to the continuation sheet.

Weights are specified as "actual,” “estimated,” or “agreed.” When "agreed” weights are used,
reference to the weight agreement and the name of the issuing bureau should be shown on the
original bill of lading. When “actual" weights cannot be determined before the shipment is
made, estimated weights should be shown and the notation "Estimated weights; weigh and
correct" should be placed on the bill of lading.

When property is shipped in truckload, carload or equivalent quantities, and dunnage, such
as blocking, temporary lining, racks, bracing, or strapping is required; the weight of the
dunnage must be shown separately. Provisions for dunnage allowances vary under the
applicable tariffs.

The importance of correctly stating the applicable weight for shipments is self-evident. Since
TSP's freight charges are based primarily on weight, it becomes a controlling factor in the
efficient and economical expenditure of government transportation funds.

*Show also cubic measurements for shipments via air, truck or water in cases where required.

FOR USE OF BILLING ONLY:
22. SERVICES

23. RATE

24. CHARGES

26. TOTAL CHARGES

This section is for the sole use of the billing TSP who inserts the services provided and the
proper rates and charges.

This section is left blank on the original and all copies furnished to the TSP. (The issuing
officer may use this space to show estimated transportation charges and such accounting
classifications as may be administratively required.)

25. CLASSIFICATION ITEM NO.

Enter the Uniform Freight Classification or the National Motor Freight Classification
number for the article described on the bill of lading. When the shipment consists of more
than one commodity, the classification number should be shown after each commodity listed
in the DESCRIPTION OF ARTICLES space. This space can then be left blank. When the
commodity description is “Freight of All Kinds," the appropriate number shown in the
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applicable government freight tender or rules publication governing the movement of freight
traffic should be used.

27. TARIFF/SPECIAL RATE AUTHORITY

For carload, truckload, container, or volume shipments enter the tariff reference or special
rate quotation under the provisions of 49 U.S.C. 10721, 13712. This reference is entered as a
source of information; an audit of charges will not be limited to what is referenced.

When special rate quotations provide a reduction in transportation costs for shipments, regardless
of their weight, including less-than-carload quantities, these rate authorities should be
indicated. One time only quotes and rate agreements should be shown and copies attached to
the bill of lading. Use the TSP's SCAC followed by the tariff or rate quotation number.

28. CARRIER WAY/FREIGHT BILL NO. AND
29. DATE

The TSP should transfer their way or freight bill number to this space and provide the date
prior to billing for charges. This information is useful to the shipper and consignee for tracing
and claims purposes.

30. STOP THIS SHIPMENT AT

Rail and motar TSP tariffs generally provide stop off-in-transit to partially load or unload
shipments. This TSP service permits a conveyance to be stopped at one or more intermediate
points during transit for the purpose of loading or unloading freight prior to arrival at the final
destination. Charges are based on the total maximum weight shipped from original point of
origin to final destination plus the stop off charges. Combining several shipments moving to
or from the same general geographical area often resuits in lower overall transportation costs.

It is important that complete instructions are provided to the TSP on the bill of lading to ensure
that all parties involved with such shipments are aware of the special loading or unloading
requirements.

When a shipment is to be stopped in transit for partial loading or unloading, the following
information must be fully and completely shown on the bill of lading:

« The point at which the stop is to be made.
+ The purpose for the stop (to complete loading or to partially unload).
+ The full name and address of the party to be notified at the stopoff paint.
¢ The quantity of freight to be loaded or unloaded at each stopoff point.
If this space does not provide enough room, additional information may be shown in the

MARKS AND ANNOTATIONS, DESCRIPTION OF ARTICLES, oron SF 1109, U.S. Government
Bill of Lading Continuation Sheet. Appropriate cross-reference should be made in this space.
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Each portion of the shipment to be partially loaded or unloaded at intermediate points should
be identified in the DESCRIPTION OF ARTICLES space.

Inclusion of the above details concerning the material to be stopped in transit will enable TSPs
to perform the service with @ minimum of delay.

Notification to Consignees

It is also necessary that each intermediate consignee at the stop off points is notified promptly
of the shipment. This may be accomplished by the consignhor forwarding a copy of the bill of
lading to the intermediate consignees at the time the shipment is tendered to the origin TSP.

Under the GBL distribution procedures where the original SF 1103 is furnished to the origin TSP
at the time of shipment, the intermediate consignee at the stop off point will issue a certificate
to the stop off TSP and furnish copies to any other intermediate consignee and the final
consignee. This certificate will provide specific details concerning the material loaded or
unloaded at the stop off locations (GBL number, conveyance number, final destination, seal
numbers, stop off points, portion of shipment loaded or unloaded, date of stop off and any loss,
damage, or other discrepancies noted at the time the shipment is received at the stop off
point).

Reporting Loss & Damage

Each consignee who discovers losses, damages, or other discrepancies must report them on
government prescribed forms to the government paying office and other designated offices, as
required by the agency issuing the bill of lading.

31. FOR
Civilian Agencies Only

If the SF 1103 is used for @ household goods movement and there is to be a pickup in addition
to the one at the origin residence, the extra pickup address should be entered in the STOP
THIS SHIPMENT AT space and the words "EXTRA PICKUP" should be entered in this
space.

If a delivery is to occur in addition to that at the final destination residence or warehouse,
the extra delivery address should be entered in the STOP THIS SHIPMENT AT space and
the words "EXTRA DELIVERY" should be entered in this space.

32. CARRIER'S PICKUP DATE (Year, month, and day)
The TSP to whom the shipment is tendered must complete this space. The bill of lading is

legally in effect and the TSP assumes responsibility for the shipment on the date appearing in
this space.
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The applicable rate on any shipment is the one published and in effect on the date the
shipment is accepted by the TSP, If the published rate changes while the shipment is en
route, the TSP’s pickup date, determines which rate applies.

FURNISH INFORMATION ON CAR/TRUCKLOAD/CONTAINER SHIPMENTS

SEAL NUMBERS:
33. APPLIED BY

When a shipment is made in one or more closed rail cars, closed motor vehicles, or containers
and these commercial conveyances are sealed at the point of origin, this space should show
each of the seal numbers and who applied them (shipper for rail cars and intermodal containers;
shipper or TSP for motor vehicles). When shipments are made by commercial conveyance, the
TSP has access to his equipment during transit, even if seals are applied. If motor vehicles
are loaded to full visible capacity, they should be sealed by the shipper. Seals are applied to
protect the cargo in transit from pilferage or damage. Sealing of a truck does not trigger
application of exclusive use vehicle rates.

A record of the original seal numbers assists in determining liability when equipment arrives at
the destination with broken or missing seals or when loss, damage, or shortage is
subsequently discovered in the shipment. Any changes from the original seal numbers should
be noted by the consignee on his copy of the delivering TSP's documents and the consignee's
copy of the bill of lading, if available. All notations must be signed by the consignee and the
TSP's agent.

LENGTH/CUBE:
34, ORDERED
35. FURNISHED

This space must be completed when a railcar, truck, or container of a specific length or cubic
capacity is ordered to accommodate a shipment. The information is required to ensure that
the lowest freight charge will be applied to the shipment.

Enter the length (in feet and inches) or cubic feet of railcar (TSP or government-owned), motor
vehicle, container, or barge ordered and furnished.

When carload, truckload, or containerized shipments are involved, TSPs cannot always furnish
equipment of the length and cubic capacity ordered. They may furnish units of greater length
and cube. If the bill of [ading does not show the length and cubic capacity of the conveyance
ordered, charges will be assessed on the minimum weight or cube applicable to the
conveyance furnished and used. If the bill of lading shows a conveyance smaller than that
furnished was ordered, charges will usually be based on the size of the smaller conveyance,
unless otherwise provided by TSP tariff or other governing publication.

This space should not be completed when less-than-truckload shipments are involved, unless
required by tariff or tender.
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When Size Ordered is Not Available

If a TSP indicates prior to furnishing the conveyance that he does not have the size ordered
and offers one of a greater size or capacity, the larger size conveyance may be accepted if the
TSP is willing to have the bill of lading annotated:

‘“THIS SIZE CONVEYANCE FURNISHED FOR THE CONVENIENCE OF THE TSP
This notation will generally protect the minimum weight or cube for the conveyance ordered.

WARNING: If a shipper permits the loading of his shipment on equipment provided by the TSP
which is different than the one he ordered, that constitutes acceptance of the equipment
provided, and charges will be assessed on the basis of the equipment actually used.

MARKED CAPACITY:
36. ORDERED
37. FURNISHED

When one or more railcar or container is ordered for a shipment, or when exclusive use of a
vehicle is required, enter the desired capacity, and if available, the marked capacity of the
equipment such as pounds and/or cubic feet.

Loading rail freight cars is normally the responsibility of the shipper. Care should be exercised
to prevent overloading when heavy commadities are involved, as unloading or reloading
excess weight is quite costly.

Disregard this space when shipments are made in less-than-truckload quantities.

38. DATE FURNISHED

This space must be completed when the shipment comprises one or more carloads,
truckloads, or containers.

“DATE FURNISHED,” means the date on which the conveyance is placed in a satisfactory
condition for loading.

The date on which a conveyance is furnished serves as a basis for determining the application
of demurrage or detention charges and will govern the free time allowed for loading and/or
unloading. Omission of this date could result in the payment of erroneous demurrage or
detention charges.

When shipments are by ship or barge, it is also important to show the date the vessel is
available for loading.

Disregard this space when shipments are made in less-than-truckload quantities
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39. MODE

Enter the type of transportation used for the shipment (motor, rail, air) or identify any special
type of conveyance used to transport the shipment (boxcar, flatbed trailer, etc.).

For DOD Shipments Only

Use specific codes assigned for entry in these spaces. Codes are published in the Defense
Transportation Regulation.

40. ESTIMATE
Enter the estimated transportation cost for the shipment, if required by the issuing agency.
41, NO. OF CLS/TLS (Carload Shipment/Trailer Load Shipment)

Enter the number of conveyances used. Cross out conveyance not used. (Disregard this space
for less-than-truckload quantities.)

42. TYPERATE

Enter the type of rate used for the shipment (class, commadity, Sections 10721, 13712,
contract, or mileage). If space is insufficient use the MARKS AND ANNOTATIONS space
or see GENERAL INSTRUCTIONS AND ADMINISTRATIVE DIRECTIONS below if additional
space is necessary.

For DOD Shipments Only

Use specific codes assigned for entry in these spaces. Codes are published in the DTR.

43. PSC (Protective Service Code)

Shipments requiring transportation protective services during transit must show the appropriate
PSC shown in the applicable government rules publications governing the shipment.

For DOD Shipments Only

Use specific codes assigned for entry in these spaces. Codes are published in the Defense
Transportation Regulations

44. REASON
For DOD Shipments Only

If a shipment cannot be sent via the lowest cost route, enter the appropriate reason code and
the difference in cost in this space.

Specific codes assigned for entry in this space are published in the DTR.
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CERTIFICATE OF BILLING - CONSIGNEE MUST NOT PAY ANY CHARGES

45. DELIVERED ON (Year, month, and day)

This space certify that the TSP has performed the services required by the BL and must be
completed by the delivering TSP before the government pays the charges.

FOR USE OF ISSUING OFFICE

46. ISSUING OFFICE (Name and complete address)

Enter the complete name and mailing address of the BL issuing office,

When GBL continuation sheets are used, the full name and complete mailing address of the
issuing office must be shown in the space provided.

The issuing office is accountable for misuse, loss, or cancellation of a BL. Therefore, the
specific office issuing the BL, as well as the department or agency, must be shown.

47, GBLOC

For DOD Shipments Only

Enter the GBLOC assigned to the issuing activity.
48. ISSUING OFFICER

Enter the typed or stamped name and title of the issuing officer. A manual or facsimile
signature of the issuing officer's name is not required in this space except when issuing laser
printed GBLs or when individual agency requires signature. When issuing laser printed GBLs,
each original GBL should be signed in a color or ink other than black.

Only authorized personnel may issue GBLs. Regardless of whether the GBL is used by the
issuing activity or by a contractor as shipper, only the name of the issuing officer or his
authorized alternate is acceptable. Although the signature of the issuing officer is not required
in this space, except as provided above, his typed name and title must appear on the
original and all copies of the GBL. Therefore, if a facsimile name and title stamp is used, each
copy of the GBL set must be individually stamped.

49. CONTRACT/PURCHASE ORDER NO. OR OTHER AUTHORITY

Enter the number of the procurement document, contract or purchase order number, or other
authority for making the shipment.
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When one BL covers several lots of material with each lot under a different shipping authority,
reference each shipping authority in connection with the description of the respective item or
groups of items shown in the Consignee space.

For household goods shipments (civilian agencies only), enter the travel authorization number.
When the bill of lading is to be used by a contractor as shipper, it is particularly important that
the issuing officer furnish the contractor with the contract or purchase order number, or other
authority for shipment, its date, and f.o.b. point. In the absence of such data on a bill of
lading, the TSP may refuse to accept the shipment from a contractor as shipper.

§0. DATED

Enter the date of the contract, purchase order, or other authority.

For household goods shipments (civilian agencies only), enter the date the relocation travel
authorization was signed.

51. FOB POINT NAMED IN CONTRACT

Enter the fob point of shipment named in the procurement document.
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DFARS Appendix F
PART 4-PREPARATION OF THE DD FORM 250 AND DD FORM 250C

F-401 Preparation instructions.
(a) General.

(1) Dates must use nine spaces consisting of the four digits of the year, three-position
alphabetic month abbreviation, and two digits for the day. For example, 2000AUG07, 2000SEP24.

(2) Addresses must consist of the name, street address/P.0. box, city, state, and ZIP code.

(3) Enter to the right of and on the same line as the word “Code” in Blocks 9 through 12 and
in Block 14—

(i) The Commercial and Government Entity Handbook (H4/H8) code;

(ii) The DoD activity address code (DoDAAC) as it appears in the DoD Activity Address
Directory (DoDAAD), DoD 4000.25-6-M; or

(iii) The Military Assistance Program Address Directory (MAPAD) code.
(4) Enter the DoDAAC, CAGE (H4/H8), or MAPAD code in Block 13,

(5) The data entered in the blocks at the top of the DD Form 250¢ must be identical to the
comparable entries in Blocks 1, 2, 3, and 6 of the DD Form 250.

(6) Enter overflow data from the DD Form 250 in Block 16 or in the body of the DD Form

250c with an appropriate cross-reference. Do not number or distribute additional DD Form 250c
sheets, solely for continuation of Block 23 data as part of the MIRR.

(7) Do notinclude classified information in the MIRR. MIRRs must not he classified.
(b) Completion instructions.

(1) Block 1-PROCUREMENT INSTRUMENT IDENTIFICATION (CONTRACT) NO. See paragraph
F-301(b)(1).

(2) Block 2--SHIPMENT NO. See F-301(b)(2), SHIPMENT NO. When the series is completely
used, change the shipment number prefix and start with 0001.

(3) Block 3—DATE SHIPPED. Enter the date the shipment is released to the carrier or the date
the services are completed. If the shipment will be released after the date of CQA and/or acceptance,
enter the estimated date of release. When the date is estimated, enter an “E” after the date. Do not
delay distribution of the MIRR for entry of the actual shipping date. Reissuance of the MIRR is not
required to show the actual shipping date (see F-403).

(4) Block 4-B/LTCN. When applicable, enter—

(i) The commercial or Government bill of lading number after “B/L;"
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(ii) The transportation control number after “TCN" (when a TCN is assigned for each line
item on the DD Form 250 under Block 16 instructions, insert “See Block 16”); and

(iii) The initial (line haul) mode of shipment code in the lower right corner of the block

(see F-402).
(5) Block 5--DISCOUNT TERMS.

(i) The contractor may enter the discount in terms of percentages on all copies of the
MIRR.

(i) Usethe procedures in F-406 when the MIRR is used as an invoice.
(6) Block 6-INVOICE NO./DATE.

(i) The contractor may enter the invoice number and actual or estimated date of invoice
submission on all copies of the MIRR. When the date is estimated, enter an “E” after the date. Do not
correct MIRRs other than invoice copies to reflect the actual date of invoice submission.

(ii) Usethe procedures in F-406 when the MIRR is used as an invoice.

(7) Block 7--PAGE/OF. Consecutively number the pages of the MIRR. On each page enter
the total number of pages of the MIRR.

(8) Block 8--ACCEPTANCE POINT. Enter an “S” for Qrigin or “D” for destination.
(9) Block 9--PRIME CONTRACTOR/CODE. Enter the code and address.

(10) Block 10--ADMINISTERED BY/CODE. Enter the code and address of the contract
administration office cited in the contract.

(11) Block 11--SHIPPED FROM/CODE/FOB.

(i) Enter the code and address of the “Shipped From” location. If identical to Block 9,
enter “See Block 9.

(ii) For performance of services line items which do not require delivery of items upon
completion of services, enter the code and address of the location at which the services were
performed. If the DD Form 250 covers performance at multiple locations, or if identical to Block 9,
enter “See Block 9.”

(ili) Enter on the same line and to the right of “FOB” an “S” for Origin or “D" for
Destination as specified in the contract. Enter an alphabetic “O”" if the “FOB” point cited in the
contract is other than origin or destination.

(iv) For destination or origin acceptance shipments involving discount terms, enter
“DISCOUNT EXPEDITE” in at least one-half inch outline-type style letters across Blocks 11 and 12. Do
not obliterate other information in these blocks.

(12) Block 12--PAYMENT WILL BE MADE BY/CODE. Enter the code and address of the
payment office cited in the contract.

(13) Block 13—-SHIPPED TO/CODE, Enter the code and address from the contract or shipping
instructions.
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(14) Block 14--MARKED FOR/CODE. Enter the code and address from the contract or
shipping instructions. When three-character project codes are provided in the contract or shipping
instructions, enter the code in the body of the block, prefixed by “Proj”; do not enter in the Code
block.

(15) Block 15--ITEM NO. See paragraph F301(b)(14) with the exception to F301(b)(2)(B)2
that line item numbers not in accordance with the Uniform Contract Line item Numbering System
may be entered without regard to positioning.

(16) Block 16—-STOCK/PART NO./DESCRIPTION.

(i) Use single or dauble spacing hetween line items when there are less than four line
items. Use double spacing when there are four or more line items, Enter the following for each line
item:

(A) The national stock number (NSN) or noncatalog number. Where applicable,
include a prefix or suffix. If a number is not provided, or it is necessary to supplement the number,
include other identification such as the manufacturer's name or Federal supply code (as published in
Cataloging Handbook H4-1), and the part number. Show additional part numbers in parentheses or
slashes. Show the descriptive noun of the item nomenclature and if provided, the Government
assigned management/material control code, The contractor may use the following technique in the
case of equal kind supply items. The first entry shall be the description without regard to kind. For
example, “Shoe-Low Quarter-Black,” “Resistor,” “Vacuum Tube,” etc, Below this description, enter the
contract line item number in Block 15 and Stock/Part number followed by the size or type in Block
16.

(B) On the next printing line, if required by the contract for control purposes,
enter: the make, model, serial number, lot, batch, hazard indicator, or similar description.

(C) On the next printing lines enter—

(1) The MIPR number prefixed by “MIPR" or the MILSTRIP requisition
number(s) when provided in the contract; or

(2) Shipping instructions followed on the same line (when more than one
requisition is entered) by the unit for payment and the quantity shipped against each requisition.

Example:

V04696-185-750XY19059A — EAS
N0018301776038XY3211BA — EA200
AT650803050051AAT6391) — EA1000

(D) When a TCN is assigned for each line item, enter on the next line the
transportation control number prefixed by "TCN."

(i) For service line items, enter the word “SERVICE” followed by as short a description
as is possible in no more than 20 additional characters. Some examples of service line items are
maintenance, repair, alteration, rehabilitation, engineering, research, development, training, and
testing, Do not complete Blocks 4, 13, and 14 when there is no shipment of material,

(i) For all contracts administered by the Defense Contract Management Agency, with
the exception of fast pay procedures, enter and complete the following:
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Gross ShippingWt.
State weight in pounds only.

(iv) Starting with the next line, enter the following as appropriate (entries may be
extended through Block 20). When entries apply to more than one line item in the MIRR, enter them
only once after the last line item entry. Reference applicable line item numbers,

(A) Enter in capital letters any special handling instructions/limits for material
environmental control, such as temperature, humidity, aging, freezing, shock, etc,

(B) When a shipment is chargeable to Navy appropriation 17X4911, enter the
appropriation, bureau control number (BCN), and authorization accounting activity (AAA) number
(e.g., 17X4911-14003-104).

(C) When the Navy transaction type code (TC), “2T" or “7T" is included in the
appropriation data, enter “TC 2T” or “TC 7T

(D) When an NSN is required by but not cited in a contract and has not been
furnished by the Government, the contractor may make shipment without the NSN at the direction
of the contracting officer. Enter the authority for such shipment.

(E) When Government furnished property (GFP) is included with or incorporated
into the line item, enter the letters “GFP”

(F) When shipment consists of replacements for supplies previously furnished,
enter in capital letters “REPLACEMENT SHIPMENT.” (See F-401, Block 17, for replacement indicators.)

(G) On shipments of Government furnished aeronautical equipment (GFAE) under
Air Force contracts, enter the assignment AERNO control number, e.g., “AERNO 60-6354.”

(H) For items shipped with missing components, enter and complete the following:
“ttem(s) shipped short of the following component(s): NSN

or comparable identification , Quantity
, Estimated Value , Authority

(1) When shipment is made of components which were short on a prior shipment,
enter and complete the following:

“These components were listed as shortages on shipment number
, date shipped it

(J) When shipments involve drums, cylinders, reels, containers, skids, etc.,
designated as returnable under contract provisions, enter and complete the following;

“Return to , Quantity .
Item , Ownership (Government/contractor).”

(K) Enter the total number of shipping containers, the type of containers, and the
container number(s) assigned for the shipment.

(L) On foreign military sales (FMS) shipments, enter the special markings, and FMS
case identifier from the contract. Also enter the gross weight.
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(M) When test/evaluation results are a condition of acceptance and are not
available prior to shipment, the following note shall be entered if the shipment is approved by the
contracting officer;

“Note: Acceptance and payment are contingent upon
receipt of approved test/evaluation results.”

The contracting officer will advise—
(1) The consignee of the results (approval/disapproval); and

(2) The contractor to withhold invoicing pending attachment of the
approved test/evaluation results.

(N) The copy of the DD Form 250 required to support payment for destination
acceptance (top copy of those with shipment) or ARP origin acceptance shall be identified as follows:
enter “PAYMENT COPY” in approximately one-half inch outline type style letters with “FORWARD TO
BLOCK 12 ADDRESS” in approximately one-quarter inch letters immediately below. Do not obliterate
any other entries.

(O) For clothing and textile contracts containing a bailment clause, enter the words
“GFP UNIT VALUE."

(P) When the initial unit incorporating an approved value engineering change
proposal (VECP) is shipped, enter the following statement:

This is the initial unit delivered which incorporates VECP
No. , Contract Modification
No. , dated

(17) Block 17--QUANTITY SHIPPED/RECEIVED.

(i) Enter the quantity shipped, using the unit of measure in the contract for payment.
When a second unit of measure is used for purposes other than payment, enter the appropriate
quantity directly below in parentheses.

(ii) On the final shipment of a line item of a contract containing a clause permitting a
variation of quantity and an underrun condition exists, the prime contractor shall entera “Z” below
the last digit of the quantity. Where the final shipment is from other than the prime contractor's
plant and an underrun condition exists, the prime contractor may elect either to—

(A) Direct the subcontractor making the final shipment to enter a “Z” below the
quantity; or

(B) Upon determination that all subcontractors have completed their shipments,
correct the DD Form 250 (see F-405) coving the final shipment of the line item from the prime
contractor's plant by addition of a “Z” below the quantity. Do not use the “Z2” on deliveries which
equal or exceed the contract line item guantity.

(iii) For replacement shipments, enter “A” below the last digit of the quantity, to
designate first replacement, “B” for second replacement, etc. Do not use the final shipment indicator
“Z" on underrun deliveries when a final line item shipment is replaced.
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17.  QUANTITY
SHIP/REC'D
1000
(10)
4

(iv) Ifthe quantity received is the same quantity shipped and all items are in apparent
good condition, enter by a check mark. If different, enter actual quantity received in apparent good
condition below quantity shipped and circle. The receiving activity will annotate the DD Form 250
stating the reason for the difference.

(18) Block 18—-UNIT. Enter the abbreviation of the unit measure as indicated in the contract
for payment. Where a second unit of measure is indicated in the contract for purposes other than
payment or used for shipping purposes, enter the second unit of measure directly below in
parentheses. Authorized abbreviations are listed in MIL-STD-129, Marking for Shipping and Storage.
For example, LB for pound, SH for sheet,

18.  UNIT
LB
(SH)

(19) Block 19--UNIT PRICE. The contractor may, at its option, enter unit prices on all MIRR
copies, except as a minimum:

(i) The contractor shall enter unit prices on all MIRR copies for each item of property
fabricated or acquired for the Government and delivered to a contractor as Government furnished
property (GFP), Get the unit price from Section B of the contract. If the unit price is not available, use
an estimate. The estimated price should be the contractor's estimate of what the items will cost the
Government. When the price is estimated, enter an “E” after the unit price.

(ii) Use the procedures in F-406 when the MIRR is used as an invoice,

(iii) For clothing and textile contracts containing a bailment clause, enter the cited
Government furnished property unit value opposite “GFP UNIT VALUE” entry in Block 16.

(iv) Price all copies of DD Forms 250 for FMS shipments with actual prices, if available. If
actual price are not available, use estimated prices. When the price is estimated, enter an “E" after
the price.

(20) Block 20--AMOUNT. Enter the extended amount when the unit price is entered in
Block 19.

(21) Block 21~CONTRACT QUALITY ASSURANCE (CQA).

(i) The words “conform to contract” contained in the printed statements in Blocks 21a
and 21b relate to guality and to the quantity of the items on the report. Do not modify the
statements. Enter notes taking exception in Block 16 or on attached supporting documents with an
appropriate block cross-reference.

(i) When a shipment is authorized under alternative release procedure, attach or
include the appropriate contractor signed certificate on the top copy of the DD Form 250 copies
distributed to the payment office or attach or include the appropriate contractor certificate on the
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contract administration office copy when contract administration (Block 10 of the DD Form 250) is
performed by the Defense Contract Management Agency.

(iii) When contract terms provide for use of Certificate of Conformance and shipment is
made under these terms, the contractor shall enter in capital letters “CERTIFICATE OF
CONFORMANCE" in Block 21a on the next line following the COA and acceptance statements. Attach
or include the appropriate contractor signed certificate on the top copy of the DD Form 250 copies
distributed to the payment office or attach or include the appropriate certificate on the contract
administration office copy when contract administration (Block 10 of the DD Form 250) is performed
by the Defense Contract Manage Agency. In addition, attach a copy of the signed certificate to, or
enter on, copies of the MIRR sent with shipment,

(iv) ORIGIN.
(A) The authorized Government representative must—

(1) Place an “X" in the appropriate COA and/or acceptance box(es) to show
origin COA and/or acceptance. When the contract requires COA at destination in addition to origin
CQA, enter an asterisk at the end of the statement and an explanatory note in Block 16;

(2) Sign and date.

(3) Enter the typed, stamped, or printed name, title, mailing address, and
commercial telephone number.

(B) When alternative release procedures apply—

(1) The contractor or subcontractor shall complete the entries required under
paragraph (A) and enter in capital letters “ALTERNATIVE RELEASE PROCEDURE” on the next line
following the printed COA/acceptance statement.

(2) When acceptance is at origin and contract administration is performed by
an office other than the Defense Contract Management Agency, the contractor shall furnish the four
payment office copies of the MIRR to the authorized Government representative for dating and
signing of one copy and forwarding of all copies to the payment office.

(3) When acceptance is at origin and contract administration is performed by
the Defense Contract Management Agency, furnish the contract administration office copy of the
MIRR ta the authorized Government representative for dating and signing and forwarding to the
contract administration office (see F-501, Table 1).

(C) When fast pay procedures apply, the contractor or subcontractor shall enter in
capital letters “FAST PAY” on the next line following the printed COA/acceptance statement. When
CQA is required, the authorized Government representative shall execute the block as required by

paragraph (A).

(D) When Certificate of Conformance procedures apply, inspection or inspection
and acceptance are at source, and the contractor's Certificate of Conformance is required, the
contractor shall enter in capital letters “CERTIFICATE OF CONFORMANCE" as required by paragraph
(b)(21)(iii) of this appendix.

(1) For contracts administered by an office other than the Defense Contract
Management Agency, furnish the four payment office copies of the MIRR to the authorized
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Government representative for dating and signing of one copy, and forwarding of all copies to the
payment office,

(2) For contracts administered by the Defense Contract Management Agency,
furnish the contract administration office copy of the MIRR to the authorized Government
representative for dating and signing and forwarding to the contract administration office (see F-401,
Table 1).

(3) When acceptance is at destination, no entry shall be made other than
“CERTIFICATE OF CONFORMANCE.”

(v) DESTINATION.

(A) When acceptance at origin is indicated in Block 21a, make no entries in Block
21b.

(B) When CQA and acceptance or acceptance is at destination, the authorized
Government representative must—

(1) Place an “X” in the appropriate box(es);
(2) Sign and date; and

(3) Enter typed, stamped, or printed name, title, mailing address, and
commercial telephone number.

(C) When “ALTERNATIVE RELEASE PROCEDURE" is entered in Block 21a and
acceptance is at destination, the authorized Government representative must complete the entries
required by paragraph (b)(21)(v)(B) of this appendix.

(D) Forward the executed payment copy or MILSCAP format identifier PKN or PKP
to the payment office cited in Block 12 within four work days (five days when MILSCAP Format is
used) after delivery and acceptance of the shipment by the receiving activity. Forward one executed
copy of the final DD Form 250 to the contract administration office cited in Block 10 for implementing
contract closeout procedures.

(E) When “FAST PAY” is entered in Block 21a, make no entries in this block.

(22) Block 22--RECEIVER'S USE. The authorized representative of the receiving activity
(Government or contractor) must use this block to show receipt, quantity, and condition. The
authorized representative must--

(i) Enterthe date the supplies arrived. For example, when off-loading or in-checking
occurs subsequent to the day of arrival of the carrier at the installation, the date of the carrier's
arrival is the date received for purposes of this block;

(i) Sign; and

(iii) Enter typed, stamped, or printed name, title, mailing address, and commercial
telephone number.

(23) Block 23--CONTRACTOR USE ONLY. Self explanatory.
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DD FORM 1348-1A

ISSUE RELEASE/RECEIPT DOCUMENT FORMAT INSTRUCTIONS

FIELD RECORD

LEGEND POSITION(s) ENTRY AND INSTRUCTIONS

Document Identifier 1-3 Permpetuate from requisition of
source document unless otherwise
indicated.

Routing Identifier (From) 4-6 Enter the Rl code of the shipping
activity.

Media and Status 7 Enter the M&S code assigned to the
requisiion or source document.

Stock or Part Number 8-22 Indicate the NSN or part number
being released. See Block 25.

Unit of Issue 23-24 Indicate the U/l of the NSN or part
number being released.

Quantity 25-29 Indicate the quantity being released.
See Block 26.

Document Number 30-43 Enter the document number or
requisition. See Block 24.

Suffix Code 44 Leave blank if the document
represents release of the total
quantity requisitioned_ Indicate the
appropriate suffix code assigned to
indicate a partial quantity release.
See Block 24.

Supplementary Address 45-50 Perpetuate from the original
requisition or source document. See
Block 26.

Signal 51 Perpetuate from the original
requisition or source document.

Fund 52-53 Perpetuate from the original
requisition or source document.

Distribution h4-56 Perpetuate from the original
requisition or source document.

Froject hi-5Y Ferpetuate trom the original
requisition or source document.

Priority 60-61 Perpetuate from the original
requisition or source document.

Required 62-64 Perpetuate from the original
requisition or source document.
Advice 65-66 Perpetuate from the original
requisition or source document.
Routing Identifier 67-69 lerpetuate from the original
requisition or source document.
Management 70-73 Perpetuate from the original
requisition or source document.
Unit Price 74-80 Indicate the unit price of item

heing released See Rlnck 76
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BLOCK(S) ENTRIES

1 Total price.

2 DODAAC of shipping activity/DRMO. If reduced print in
used, in-the-clear address may be entered in addition o
the DODAAC.

3 DODAAC of the activity to receive the shipment, if

applicable. I reduced print Is used, In-the-clear address
may be entered in addition to the DODAAC.

4 DODAAC of the MARK FOR recipient, if applicable. If
reduced print is used, in the-clear address may be entered
in addition to the DODAAC.

5 Document preparation date (enter numerical day of year).

6 National Motor Freight Classification Commodity Number.

7 Freight rate for the shipment.

8 Type of cargo code (see DoD MILSTAMP, DoD 4500.32-
R, Vol. 1).

9 Enter applicable controlled inventory item code which

describes the secunty/pilferage classification of the
shipment from DoD 4100.39-M (FLIS Procedures Manual),
volume 10, chapter 4. {(Mandatory Eniry)

10 Actual quantity received.
" Unit pack of item shipped.
12 Unit weight of item shipped.
13 Unit cube of item shipped.
14 Uniform Freight Classification (UFC) Commodity Number.
15 Shelf life of item shipped. (Mandatory Eniry)
186 Freight classification nomenclature.
17 Item nomenclature.
18 Type of container used for the shipment.
19 Number of container that make up the shipment.
20 Total weight of all containers that make up the shipment.
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21

23
24

25

26

Total cube of all containers that make up the shipment.

Received by, signature of receiver, or call sign/code if
individual authorized access to the automated file.

Date received, date shipment was received.

Document Number -The document number assigned to the
requisition. !

Suffix Code - Blank if the document represents release of
the total quantity requisitioned. If partial shipment, the
appropriate suffix code assignad to indicate partial quantity
released.

National Stock Number - Enter the stock or part number
heing released.

Add - For subsistence items, enter the type of pack code in
position 21.2

FOR OTHER THAN FMS SHIPMENTS

Routing Identifier - The RI codz of the shipping activity.

Unit of Issue - The unit of issue of the stock or part number
being released.

Quantity - The quantity being released.

1Data will be prepared in two configurations; (1) three-of-nine bar code
end (2) in the-clear. When prepared manually, bar code will not be

22ee Footnote 1, above.

Condition Code - The supply condition code of materiel
being released.

Distribution - Perpetuate from record positions 55 and 56.
Unit Price - The unit price for the NSN/part number being
released. 3

Unit of Issue - two positions - the unit of issus of the stock
or part number heing released.

Quantity - five positions - the quantity being released.

Condition - one position - the supply condition code of
materiel being released.
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Unit Price - seven positions - the unit price for the NSN/
part number being released.

Supplementary Address - the first position and last three
positions of the supplementary address.

27 This block may contain additional data including bar coding
for internal use. Data entered in this block is as required by
shipping activity by commodity. When data is entered in
this block, it will be clearly identified.
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Dol 4161 2-M, December 1991

AP5. APPENDIX 5

INSTRUCTION FOR TTHI USE, COMPLETTION. AND DISTRIBUTTON OIT DD FORM 1149
"REQUISITION AND INVOICIH/STHITPPING DOCUMENT"

1. Use. The DD Form 1149 may be used for the following purposes (unless
otherwise approved by the PA, CO, or contract):

a. Return of Government-Furnished Property (GFI?) except for material
obtained through the Military Standard Requisitioning and Issue Procedures (MILSTRIP)
and Real Property. MILSTRIP material may be returned on DD Form 1348-1, as
preseribed by DoD Manual 4000.25-1-M. Real Property will be transferred on DD
Form 1354,

b. Shipment of Industrial Plant Equipment (IPE) controlled by the Defense
Industrial Plant Equipment Center (DIPTC), Memphis, TN. (Use DD Form | 149 issued
by DIPEC.)

c¢. Intemal transfer of Government property accountability from one contract
Lo another, with proper authorization; e.g., contract modification,

d. Shipment ol Government Property to other contractors and
subcontractors. DD Form 1149 may also be used for shipments to secondary locations
of the prime contractor.

2. Preparation and Completion of DD Form 1149
a. The following information will be reflected in each appropriate block:

(1) l'rom - Consignor (including contract number under which shipment
18 made).

(2) To- Consignee - Enter complete name. Do not abbreviate or use
letter symbols.

(3) Shipto - Mark for - as indicated in the shipping instructions. Indicate
contract number under which consignee will receive shipment, if furnished with shipping
instruction.
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DoD 4161 2-M, December 1991

(4) Accounting and Funding Data - Cite applicable data if specified in the
shipping or other instructions. For Item 4 leave blank in all other cases. Items (4a)
through (4i) shall be completed in all instances.

(4a) Item No. - Numerical sequence of items being shipped or
transferred.

(4b) National Stock Number, Description and Coding of Material
and/or Services - enter data listed in applicable Federal catalogs. Use Manufacturer's
part number and description if item is not listed in I'ederal catalogs and so indicate in
the description. If applicable, include in this block a listing of all attachments and
accessories.

(4c) Unit of issue - as appropriate.

(4d) Quantity requested - enter quantity requisitioned by consignee,
if approprate. If not applicable, leave blank.

(4e) Supply action - enter quantity being shipped or transferred.
(4f) Type container - carton. wooden or metal hox, skid, etc.

(42) Container Numbers. Number each container if more than one
and indicate in this block the container numbers in which the particular item is located.

(4h) Unit price - cost of cach individual item Use estimate when
cosl 1s not available.

(41) Total cost - Unit price multiplied by the total number of the
applicable item shipped.

(5), (6), (7) and (8) (Requisition date, number, requirement and priority) -
Leave blank unless such data are included in the shipping instructions.

(9) Authority or purpose - cite document, contract modification. or other
Government directive, which authorized shipment or Lransfler.

(10) Signature - leave blank.
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DoD 2161 2-M, December 1991

(11a) Voucher number and date - enter number assigned by the shipping
contractor or consignor to identify this shipping document and to credit his property
account.

(11b) Indicate date the voucher number was assigned.

(12) Date shipped - enter date items are picked up by carrier. L'or
in-place transfers, enter date transaction is completed.

(13) Mode of shipment - enter type of catrier used - railroad,
commercial or Government truck, pick-up, commercial or Government aircraft.

(14) Bill of Lading number - enter the commercial or Government bill
of lading number on which shipment is accomplished.

(15) Air Movement Designator or Port Reference No. - enter data when
applicable.

(16) Transportation via MSI'S Chargeable to - Cite appropriate funds for
these items as called for in shipping instructions.  Leave blank if not applicable.

(17) Special handling - enter special handling requirement specified in
the shipping instructions or required by the nature of the items shipped; i.e., "fragile."
"do not drop,"etc.

(18) Recapitulation of shipment - enter appropriate data only when
shipments are of such magnitude and complexity that this information will be helpful in
controlling shipment. This block may be left blank at the discretion of the Consignor.

(19) Receipt data- for use by consignee.

b. QAR verification When appropriate, the QAR will place a verification
stamp or signaturc in block (4b) following the last line item entered. DD Form 1149C,
"Requisition and Invoice/Shipping Document (Continuation sheet)” will be used if more
than one page is required [or a single shipment.
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DoD 4161 2-M, December 199]

3. Distribution

a. The DD Torm 1149, as a minimum, will be distributed as follows:

Original - To Consignee w/shipment

I Copy - Consignor

| Copy - Mailed to consignee as advance copy

I Copy - Attached to original copy of Bill of T.ading

1 Copy - Attached to Transportation Office copy of GBL

I Copy - Carrier

I Copy - Quality Assurance Representative (QAR)

| Copy - Plant Clearance Officer (PLCO) (if applicable)

| Copy - Property Administrator (if required for information purposes)

b. Distribution should be reflected in the body of DID Form [ 149 or 1149-1.

¢. Classified shipments and documents will be marked and handled in
accordance with existing security regulations.
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Instructions: DoD Property in the Custody of Contractors DD Form 1662

REPORTING INSTRUCTIONS

GENERAL. The prime contractor shall report all DoD property {as
indicated) in its custody or in that of its subcontractors as of
September 30 to the Government Property Representative by
October 31 of each year. Also report zero end of period balances
when no DoD property remains accountable to the contract.
Report data from records maintained in accordance with FAR
Subpart 45.5 and DFARS Subpart 245.5,

REPORT AS OF 30 SEP
other date).

. Fill in the appropriate year {or

ITEM 1 - TO. Enter the name of the Government Property
Representative, the Contract Administration Office or other office
the Government Property Representative works for, and the full
mailing address {including City, State, and ZIP 1 4).

ITEM 2 - FROM. Enter the full name and address of the reporting
contractor with the Division name stated after the Corporate name.
Use the name as it appears on the contract but omit articles and
insert spaces between company names that are made up of letters
like XYZ Inc., for example. Also enter the Commercial and
Government Entity (CAGE) Code.

ITEM 3 - IF GOVERNMENT-OWNED CONTRACTOR-OPERATED
PLANT, ENTER GOVERNMENT NAME OF PLANT. Enter the
Government name of the plant if the plant is Government-owned
and Contractor-operated. Leave blank if it is a contractor-owned
plant.

ITEM 4 - CONTRACT NO. (PIIN). Enter the 13-digit contract
number or Procurement Instrument Identification Number (PIIN)
under which the Government property is accountable. Use format
KXXXXK KKK -XKXXX.

ITEM 5 - CONTRACT PURPOSE. Enter one of the following

1-character alphabetic codes to identify the general purposes of the
contract:

A. RDT&E

B. Supplies and Equipment (deliverable end items)
C. Facilities Contract

D. Lease of facilities by the contractor

E. Maintenance, Repair, Modification, or Rebuilding of
Equipment

F.  Operation of Government-Owned Plant or Facilities
including test sites, ranges, installations

G. Service contract performed primarily on Military
Installations, test facilities, ranges or sites

H. Contract for storage of Government Property

I.  Others

ITEM 8 - BUSINESS TYPE. Enter a 1-character alphabetic code
indicating the type of business concern:

L = Large S = Small N = Non-profit
(See FAR Part 19 for definition of Small Business and FAR 31.701
for definition of Non-profit Organizations.)

ITEM 7 - OFFICIAL NAME OF PARENT COMPANY. Enter the name
of the Parent Corporation of the Reporting Contractor. The Parent
Corporation is one in which common stock has been issued
whether or not the stock is publicly traded and which is not a
subsidiary of another corporation.

ITEM 8 - PROPERTY LOCATION(S). Enter the primary location(s)
of the property if it is located at site(s) other than that of the
Reporting Contractor, .g., location of subcontract property or
property at alternate sites of the prime contractor, Location is the
City, State and Zip or the Military Installation or the Foreign site.
Limit input to 69 characters. NOTE: Can be used as a "REMARKS"
field.

ITEM 9 - PLANT EQUIPMENT PACKAGE. Enter the Number and
Use of a Plant Equipment Package (PEP) if one exists on this
contract. Leave blank otherwise. Example: ARMY PEP #570 - 81
mm Shells.

ITEMS 10 - 18.b.{1) - ACQUISITION COST (BALANCE AT THE
BEGINNING OF THE FISCAL YEAR). Enter the acquisition cost for
each type of property as defined in FAR 45.5 or DFARS 245.5.
The amounts reported must agree with the amounts reported in the
previous year for BALANCE AT END OF PERIOD.

ITEMS 10, 12 - 16.b.{2) - QUANTITY (BALANCE AT BEGINNING
OF THE FISCAL YEAR). Enter the quantity for all categories of
Government property except for Other Real Property and Material
on hand at the beginning of the fiscal year. The amounts reported
must agree with the amounts reported in the previous year for
BALANCE AT END OF PERIOD.

ITEMS 10 - 15.c. - ADDITIONS (in dolfars). For the property
categories indicated, enter the acquisition cost for the total
additions to the contract from any source during the fiscal year. Do
not enter for Government Material or Military Property.

ITEMS 10 - 15.d. - DELETIONS (ir7 dlolfars). For the property
categories indicated, enter the acquisition cost for the total
deletions from the contract during the fiscal year, Do not enter for
Government Material or Military Property.

ITEMS 10 - 18.0.(1) - ACQUISITION COST (BALANCE AT THE
END OF THE FISCAL YEAR]}. Enter the acquisition cost for each
type of property as defined in FAR 45.5 or DFARS 245.5.

ITEMS 10, 12-16.e.(2) - QUANTITY (BALANCE AT END OF
FISCAL YEAR). Enter the quantity for all categories of
Government Property except for Other Real Property and Material
on hand at the end of the fiscal year. These will be carried
forward to reflect the balance at the beginning of the following
year.

ITEMS 17 and 18 - GOVERNMENT MATERIAL. Report material as
reflected on inventory records in accordance with FAR 45.505-3.

ITEM 19 - CONTRACTOR REPRESENTATIVE. Type the name of
the contractor representative authorized by the property control
system to sign this report,

ITEM 20 - DOD PROPERTY REPRESENTATIVE. Type the name of
the DoD Property Administrator or other Authorized Property
Representative, plus that individual's commercial area code and
telephone number and DSN number (i’ one exists). Signature and
date.

NOTE TO CONTRACTOR: When reporting more than one contract
from the same location and the same contractor, you may elect to
fill out Data Elements 1, 3, 8, 7, and 19 only once as long as each
form can be readily identified if any form becomes separated from
the others.

DD FORM 1662 (BACK), JUN 2003
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Instructions: Consolidated Memorandum Receipt (CMR)

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

196



Appendix A

Instructions: Consolidated Memorandum Receipt (CMR)

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 gquarter,
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 Dby
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 wvia 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 1s 1in 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 wvia DD Form 200,
following procedures outlined in volume 17 of MCO 4400.201.
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page 3

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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Instructions: DD Form 577 Appointment/Termination Record-Authorized Signature

APPOINTMENT/ TERMINATION RECORD - AUTHORIZED SIGNATURE
(Read Privacy Adt Stafement and insfructions before compieding fomm. )
PRIVACT ACT STATEMENT

ﬂmpnplﬁ%fﬁﬁ;] o rania mnciauz?u&' pﬁmtrgrniaumnﬂn;’nﬂ'ﬂ ppoiniment of persons to Ay of the positions listed In Hem 6,
ma na nof aj n [0 |
dufies associabed with this 3 = -

spen e

i b i ¥ IS
ROUTIME USE[S): m&- umersu.scsmmsza(u]u : Actaf 1574,
35 amended. It may also be disciosed outside of the rtnermr 0) to the e Federal Reserve Banks 1o vert
anpointed Indviduals to lssue Treasury checks. In , Nt agencies, whikh have S herd to
=y abiain ihis Informiation or the pumoss(s =i In e Do Biaket Rone pubi at
LSS e MsINdEE DI gnES iR ollinae et S0
FE volniany, hmwf.TauEE- prowide the requested Information may preciude appointments.
SECTION | - APPOINTEE
1. MAME (First, Middle Initia), Las! and Rank or Grade) | 2. Dol ID HUMBER 3. TIMLE
4 DOD COMPONENTIORGANIZATION 5. ADDRESS finciuge ZiF Code, emal p— miser wih a=a coge and DEN)
& POSITION TO WHICH APPOINTED (X appropnate DOX - ONE Gy, CRECKing MOre than Gre Mvaidales e appoinimenL.]
DISBURSING OFFICER: DSSH CASHIER CHANGE FUMD CLUSTODIAM
DEPUTY CISEURSING OFFICER: DSSN PAYIMG AGENT IMPREST FUND CASHIER
CERTIFYIMG OFFICER COLLECTIONS AGENT SAFEKEEPING CUSTODIAN
DEPARTMENTAL ACCOUNTABLE OFFICIAL DISBURSING AGENT ASSISTANT SAFEKEEPING CUSTODIAN

7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED M ITEM &. YOUR RESPOMSIBILITIES INCLUDE:-

E. REVIEW AND ADHERE TO THE FOLLOWING PUBLICATION(S) NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:

SECTION Il - APPOINTING AUTHORITY
3. NAME (First, Midoée initial, Lasn 10. TITLE 1. DOD COMPONENTIORGANEZATION

12. DATE Y yRdiADD) 13. SIGNATURE

SECTION Wl - APPOINTEE ACKNOWLEDGEMENT

I ackn and acoept the position and responsibilities defined abowe. | understand that | am strictly liable to the United
States fior all funds or payment certification. as appropriate, under my control. | have been counseled on my pecuniary liability
mwehﬂiswmmdhmheengmnmnupemng instructions. | certify that my official signature is shown in item

T4, PRINTED MAME (First, AN0GIE INiial, Last) 15. DATE [YYV¥MMDD) (Nof sadler than date it fem 12 or 15

16.a. DIGITAL SIGHATURE 16.0. MANLAL SIGHATURE

SECTION IV - APPOINTMENT TERMINATION

17. DATE [ Y 7 yidlADo) 18. APPOMNTEE INITIALS
The appoiniment of the individual named above is ’
hereby rewcked.
15. HAME OF APPOINTING AUTHORITY 2. TITLE 21. APPOINTING AUTHORITY SIGNATURE
DD FORM 577, NOV 2014 PREVIOUS EDITION 5 OBS0OLETE. Adobe Deslgrer 9.0
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Instructions: WAWF Receiving Report

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 iIRAPT. To access (iIRAPT), go tohttps://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 (iIRAPT):

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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Instructions: WAWF Receiving Report

** |f 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 BF 33 BF 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

. Section E (except SF 1449, See Entitled):

Inspection INSPECTION AND ACCEPTANCE
Section E (except SF 1449, See Entitled):

Acceptance 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
Do not change “N” (no) to “Y” (yes) unless this is the

Final Invoice? 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 “¥” 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 .

**PDO NOT SUBMIT FINAL VOUCHERS (ENDING IN “Z”) VIA iRAPT, submit only
to the e-mail listed above.

() WAWEF 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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Instructions: WAWF Receiving Report

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 2KSD

The following are examples of alternative supporting documentation that may fulfill financial statement assertions:

» Contract modifications, or changeorders

»  Approved work order

*  Approved lastinvoice

* 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 ProgramListing

*  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 viamanually annotated lists, screen capture and/or emails
of requirements or copies of catalogues, all provided to one coordinatorto compile. The RO, or hisdelegate, isrequired
to review all requested materials to determine bona-fide need and make resource management determinations for his
assigned section/commodity/office. Uponreviewofallrequestedmaterials, theROmay submitaconsolidated formal requestto
the SupOfor purchasing. Formal PRsmaybesubmittedtothe SupOviathe PRBuilder, GCSS-MC, may be manual or viaother
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

I For Official Use Only (FOUO)

GENERIC DETAIL PURCHASE REQUEST
T

I

Requestor MSgt James Smith = Requestor |
Requestor Title Responsible Officer g Detailed items requested
Gommes Gt 9
Requestor Signature: JSamaes (hmith
Section Motor Transport e tl) [
Date Submitted 12/15/2017 -
|
NSN/PART NUMBER NOMENCLATURE Qry Unit Price Total Price

MCO1PAP30301 PENCIL,#2 POLY LEAD,DISP 8| S 206|$ 16.48
MCO1XER106R0121 TONER CARTRIDGE, FOR XEROX 2|5 189.66 | S 379.32
MCU18105-01-195 TRASH BAGS al s 16.79 | S b7.16
MC017510-01-511 CORRECT-IT MIN| DISPENSER; corraction tape 4 s 67218 6.72
TL2A2VKP3 TIE-DOWN STRAP, RATCHET, 15 FT X 1IN, PK2 s 1353 |8 13.53
MC01902427 LINER, 55G, HEAVY DUTY 1 s 34165 34.16
MC01367389 TONER, U, HP MAGENTA 13 27759 | $ 277.39
TL3A23NK20 Automatic Knife, Serrated, Tanto, 3-1/2in 12| S 13160 | S 1,579.20
MC01806251 BOARD, PRCLN, P3CERAM, 3X2 4] S 12184 | S 48736
MC017510-01-236 DOCUMENT PROTECTOR 10| $ 5.45|S 54.50
MCO1UBP75300222 ACCOUNTING BOOK, 192 PAGE 6| § 4.02 |5 24.12
MC01423197 SHREDDER, 18 SHT, STRIP CUT 18 211.05| § 211.05
MLUL185432 SANITIZER, HAND, PUKELL, AL 2|l S 404 |5 9.28
MC017510-00-223 CLIPS,BINDER,MEDIUM 1/2IN 4] s 147 | S 5.88

Total 5 3,166.35
ACCOUNT 54 MT
Funds Available Yas A

rover
Supply Officer 1st Lt William Smith < & pp
Approved Yes
Date Approved 12/16/2017
Supply Officer Signature William Smieh [ |
1 For Official Use Only (FOUO) [
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Purchase Request Builder (PR Builder)
Whenan off-line MILSTRIP PR is submitted via PR Builder tothe SupO, itcan be evidenced by the following print out

example:
BASK For Official Use Only (FOUO) | Page1of2 Pages
AppIOves
| B E— ~
w20z 1emo0s202 | 4 |1 PR number must be manually recorded on obligation KSD, or printed
and attached to obligation KSD as this SDN does not obligate
Y No s
ol in SABRS
actual Price Frianty JustAcaton
SVE0E 17
Prionty
15 Dowest
Croated oty o wgnst v
12122057 82103PM g Sole Source Tbe:  Sgt
Financlal Sywlem Classfied tame’  alben hidalgo
0ODX Rating Bwg. 0210 Room:
tons Silcel Acdrews. 1 | Requestor Information
H&S STATION PROPERTY e
O subisct o Avalabity
of Funds SAN DIEGO, Caiornia 32145 US
Phone: BSS-577-7572
Emam  2lberta SdxgoGuIme. e
Comemants
l What is requested?
LINE [TEMS e —
ACRN| CQUIN  SLIN | tem Name w,m—’ﬂoe Unit of Issue Amount
AN par see Anscnes "_,'—’ 1.0000 00T |Lm (AF - R b
Line Rem-Besonp Lute-Regomed—r it
See Attached POP Start Date
POP End Date
Special Material  |dentification NSN TAMCN  NAICS tem Type  Contract Type
H e . L > G
£ remwene . -
D Werant, E Nase
Packaging Description Ship To DODAAC ~ MO2202
POC  SGT HIDALGO
Room 1 Bidg 218
STATION PROPERTY BLDG 8218 MCAS MIRAMAR
SAN DIEGO. Califona 82145 US
Phone 353-577.7573 Fax Fundi
Email ALSERTAWIDALGOQUSMCMIL —— unding
USMC LOA. i
Dept Code FY  TA  Subhead oC BCN SA AAA T PAA Service
17 8 1108 B33y 280 87335 0 087443 0 000000 UsSMC
SON TRCFT TOGTAMGUNT TOTTOaE RCRN
M02203-12-MD-05202 | =] [ 53 508 17] [ A ]
| For Official use Only (FOUD) |
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| For Official Use Only (FOUO) |

Page 20f 2 Pages

Y

Cage Code XOOUX
Address Camp Pendletca Nosth

Vendor Servman CampPen POC Patrick Gallagher

Email patrick galtagher@usme.mi Detailed attachment

Phone 780-725.4701 Fax
URL § e
ATTACHMENTS -
Attachment Type  Document Type Description TR e
IMS Word Other 1315788 11623550038Am0 121132017
1y DSSC prb.paf
TRACKING LOG
[ear Favorite: albant hidalgo'FY 18 DOCS Curront Cwner: albert hidalgo
Priginating Organtzation: USMC'M87025M02203 Current Routed Organization:
Routed for Approval Approver
First Name Last Name Status Days Prior To Alest— Alert Date Status Date lteration
OSELYN LEZAGA Approved 121132017 834 1
il
Ehantel Limbo Approved s 12142017 1248 1
E48RS SABRS Skipped s 121142017 1248 '

For Official Use Only (FOUQ) [

Nrtntand N WA Dnrcsebor SNAT L1120
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Detailed attachment

Dt 022 023 | FMD pS K02

DSSC REQUEST FORM
UNIT: LOGISTIC ARMORY
BEA/BESA: 0S/0S DATE: 20171205
UNIT TOTAL
STOCK NUMBER DESCRIPTION aTy PRICE PRICE
PEN,RETRACTABLE 25 |s 3985 _99.50
DESK CALENDAR 2 s 11693 2338
INK,HP $40,BLACK 6 $ 2587 |% 15522
INKHP 940, YELLOW 7 $ 1990 $ 139.30
INK,HP S40_MAGENTA 2 s 1990|5s 39.80
INKHP 940.CYAN 2 $ 19905 39.80
TRASH BAG BLACK 3 $ 29955 89.85
HIGHUGHTER FREE INX 10 |s 448|s 44.80
ACCOUNTING BOOK 8X10-1/4 10 $ 41013 4100
ACCOUNTING BOOK 5-1/2X8 100 |s am|s 40.20
KIT.STAMP 1 s 25105 25.30 |
AEROSOL DUST REMOVER 5 $ 449 |$ 3592
PRINTER PAPER 10 |3 3%.52$ 355.20 |
TRIGGER SPRAY BOTTLE < s 877|% 35.08 |
3-RING BINDER s $ an|s 2055
TAPE DISPENCER 2 $ 361)8 .2
RUBBER BANDS s S 745 1% 37.25 |
COTTON SWAB 20 s 1884 | S 376.80 |
NAVMC 10359 ECR CARD 10 |s o K
NAVMC 10520 0 - - 15
| 5 s
Ae—STOO0 |
APPROVED BY: APPROVED BY: S 1,606.17
SSgt Branscum, Ryan
PROGRAM MANAGER
1212/ I
SUP ADDRESS: 145930 FIP: MATEB65 OS OS AA 2#"1 MNemr

***NO CLEANING SERVICE IN OUR BUILDING

Sg+ HAosmAr SA
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Global Combat Support System — Marine Corps (GCSS-MC) PR

Whenanoff-lineMILSTRIPPRissubmittedviaGCSS-MCtothe SupO,itcanbeevidenced by the following screencapture

examples:

Elle Edit View oo Tools Tools1 Tools2 Window Help

' GCSS.MC Semvice Request Luo and Nojes

Customer Typs

2 LCPL. EMMER

B0 &8P P! €D D A ForOfficial Use Only (FOUO) EERIF- r e ® Qe ?

afile

Orqenication ~ JEZANEITEETS
AT AAC M1Z30 S
— /'

>

Resolution Summary
Resalution Code
Respond By Status Date 19-DEC2017 1
RDD Resolution By 20-DEC2017 1

Desunption * Source

jl OFFICE SUPPLY SERVMART | Semce Reque

.
e

Outcome Title Type Number Visibility | Type Problem Desciiptiv Visibility
= ' bd Description
OFFICE SUPPLY SERVMART REQUEST

Search Knowledge Irih et iy Refresh New Note Details

€3 Log and Notes

SAUCEDO
/ = Py AACM1230T e )
/ A
T 13 C-Routine
SR number must be manually recorded on Date submitted
Requestor obligation KSD, or printed and attached to _ PRI + b
obligation KSD in order to link | Eaistidog 1h g :
authorization to obligation R
Problem Summary ST . .
Problem Code View By Service Request : 26153166 - Print Friendly
Operational Statue  Supply or Service From To 20.DEC2017 Z3:5¢ Raoch

« Detall + Type l

Publish

Log and Notes

~Log

v Al Audit " Notes I Kiowledge ™ Activity Approver Son |Latest First -

= 20-DEC-2017 15:09:06 Interaction: 34644438 ANDERSON, 1stLt JUSTUS (JUSTUS.ANDE'ﬁM’SCMu request updated
20 DEC 2017 15:09:06 Audit: ANDERSON, 1stLt JUSTUS (JUSTUS.ANDERSON) //
Status: - Approved > CLOSED
== 20.DEC 2017 15“53 Inltracﬂon 3464“38 ANDERSON. 1stlt JUW@SWSJ\NDERSON} The task is updated
= 2000 ) | il 8_AND ON [} ANDERSON) Service request updated

A ANDERSON) The task is updated
™ 20.DEC-2017 15:07 45 lnloraaiow 34644438 ANDERSON 1stl.t JUSTUS (JUSTUS.ANDERSON) Service request updated
" 20.DEC2017 15:07:21 Interaction: 34644438 ANDERSON, 1stl.t JUSTUS (JUSTUS. ANDERSON) Service request updated
*** 19.DEC2017 18:27:29 Interaction: 34631760 SAUCEDO, LCpl EMMER (EMMER.SAUCEDO) Service request updated

= 19.DEC 2017 14:08:01 Interaction: 34625404 SAUCEDOD, LCpl EMMER (EMMER.SAUCEDO) Service request updated
w40 DEC A7 440004 Al CANCENND | Cul EMMED [EMMED SANCERM

(" Print Friendly Format ” Refresh

-

)

For Official Use Onlv (FOUO) L =

Description T - Visibilty | Publish -
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Workbench

Problem Code

Resolution Summary
Resolution Code
Respond By
RDD
~  Solutions

Outcome Title

Search Knowledge

16 - OFFICE SUPPL

. GCSS-MC Service Request 0g and Noteg Brofile.
Employoe - Organization - ZVEIIITE 26153466 2
LCPL.  FMMER AAC.M173M I FIRTTT] 19-DECZ017 13:49
] SAUCEDO I Supply
% AAC-M12301 AMEN CLOSED
615900 % UMM 13 CRoutine
év Seris Ech of Maint
Phone Typo!

Problem Summary O

Operational Status S

v oase
+ Waorkflow
+ Knowledge Base
Task Management
Commit Schedule
+ Periodic Costing

o

For Oftciel Uss Gty #0001 —
L | 4

Sourcs, __——
Seq  Catego Description /  DaaType May Be Changed
l [Miscellaneous File o o

I
[ | l // : l

Entity Name: CS_INCIDENTS

(' Open Document )

I Include Related Document ( Publish to Catalog

|

Dogument Catalog... )

[ |

1 For Official Use Only (FOUO) I
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The approved purchase request attachment

L‘mmw wan For Official Use Only (FOUO) IEW AR OE— AT
i santaiea l 1ot 12152017
wreTion Varine Corm Propeny REQUISITION NO. FUND COOE
Y3000
g OO BTN AND NS DESCRPTION ua | ary | UNITPRCE | TOTAL PRICE DEPT.

! 40835357 PADLOCKS BX| 1 |s 18641 $186.41

E 11187 DIVIDER TABS PK| 5 |S 448 $2240

2 11080 INDEXTADS PK| S |s 352 $17.60

;s 1532463 LADEL MAKER TAPE EA| 5 |8 1935 $96.75

a 504728 STICKY NOTES EA|l & [s 1105 366.30

£ 645356 LETTER TRAYS EA| 12 |8 315 $37.80

L 987048 VELCRO EA| 5 |s 708 $35.30

’ 505945 3 INCH BINDER EA| 12 |§ 1448 $173.88

8 491845 MANILLA FOLDERS EA|10|S 079 $7.80

b 235436 NS BX| 5 |s 1453 $87.18

ke 3241683 DRY EREASE MARKER SET Bx| 1 |s 2182 $21.52

12 o $0.00

o | S0.00

“ ! $0.00

. Detail items requested $0.00

" $0.00

v $0.00

ALl $0.00

hiod $0.00

5 $0.00

s 80.00

2 $0.00

e $0.00

M $0.00

a5 $0.00

)

m

n

n

»

E0 HEREON IS NECESSARY FOR THE OFFICIAL BUSINESS OF

= 3./%7/7/4/7

UPON RETURN TO SUPPLY, THE FOLLOWING MUST BE COMPLE TED: RECEIVED, INSPEGTED AND VERFIE

OATE

-

" —| For Official Use Only (FOUO) L._
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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.

Doestherequestcontain the requestor’s section/office,
printed nameand signature?

Isthe requestor appointed as the RO or delegated authority via
NAVMC Form11869?

Was the request dated when submitted to the supply
office?

Doestherequestcontain line item details of whatisbeing
requestedtoinclude 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?

IstheapproverappointedviaDD Form577toperformboth
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,
andall GSAweh procurement portals. WhenaPR has beenapproved by the SupO for materials available via ServMart, there
are two possible scenarios; the first scenario: authorized individual proceedsto ServMart to procure the approved itemson
the PR; thisisan over the counter, point of sale transaction. The following isan example of an over the counter ServMart
transaction, supportingthecommitment, obligation (order)andexpense (receipt) inSABRS, by documentnumber.

*‘x***n-* | foroticial useonivrouo) | WIWO Sales Receipt
|

USMC
ServMart 4 occer 4:

Camp Pendleton | [;3::- $: 14:46:0:% ]

CMSC Huilding 2280 w3 s wu b e

Camp Pendleton, CA92053 LID T

2 n RIS |

AAC: M2037L [ Register ¢: N

fae: SHtcRabE s l Date of receipt must be after approval |

[ WO 9-Call ¥:

Ship Te:

Name:

»280 Walk in / Walk out receipt; point of sale.

te, Zip: Camp Pendleton, CA 22055
160-725-9207

LL.WHITAKERJUSMC .MIL

N ‘ Detail items purchased I

Emall:
Alrt Email: RAUL.FERRONSUSMC.MIL

Item Lookap Coide /

pescription Dogument Number QTYUI Price Extends
MCOZBZLT4297 M20371-7352~ -
~r WE MOD oy ; €6 EA § B,78 § 852 8
CLEANER, MOP & GLO PEIS
3 S EA § 4.97 5 4 5
= 1 B3 7. B s 7.80
2 & .
2 EA " ne s 348.5
E I4.26
™ e A 5 4. 5 a
¥ [ 4
Camp Pendleton Servinart Number of Lines:
Customer Service o & -
ARACT Tendered: S 259.59

S ! Appointed personnel performing receipt and acceptance.

L
rint Name: ,\7);’?,'::(.-7{?%/" /(b— Telaphone: 760 76 2 ({{ OC?
Flgnature: % Date: 13 f—7 (2= @
= ¥
Name : Sgt Padilia, J

| For Official Use Only (FOUO) l

Note: Each itemonthe receipt must be onthe 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
onreferral (back ordered), which means the requested material will be delivered to the store and provided to the purchaser ata
laterdate. Thefollowingisanexample ofareferral order, supportingthe commitment and obligation (order) in SABRS.

S —

¥¥* **ﬂi* Iifér Officlal Use Only (FOUO) I Referral Sales
‘ UsMC Receipt
ServMart

Transaction #: 39728

Camp Pendleton

CMSC Building 2280 oot S B “Uf'u-“:“{” |
cdmp Pendleton, CA92055% Satal 2033 39, 3031041 .00
s BUSARS Date of receipt must be after approval
JON: AEBFSMSSRTOMLT

ship To; Register #: 16

. g ) - - 1 A L)
S JONN BALL WO #-Call #: PR 1020346/1317540

. . 4600 BELLEAU AVE, BLDG

Address 1: 228
Address 2: 1020346/1317540 Detail ftems ordered
Address 3:
SLtYe SERtE, SAN DIEGO, CA 92140 /

Zip:
Phone: €19-524-4383 ’/’
Emaile SIGMUND. BAZELRUSMC MIL

alls X SeUSHC., s

MY e JEFFREY. SORCHEESAUSHC | £o0h line jtem must be on the approved request

Item Lookup Code /
Description
TL3A251009SWLO2LS00033HT3T
Gauge Preasura 0 to 5000 psi

Pocument Number Req Number QTY Ul Price Extended

4 EA $ 416,82

: PEIA PEIL 104.23
Camp Pendleton Servmart No receipt/acceptance sighature because nothing has been received.
Customer Service

C Bred: 5 V-
1-760-725-4710 ANC Tendered: 5 41n.92

PERCoTtomo T Servicofigse IR A p -
'S

Print Name: 2 Telephone:

Signature:
g = s For Official Use Only (FOUO) Jl

Name: JOHN BALL
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GSA Web orders

Appendix C - KSD

When a PR has been approved by the SupO for materials available via GSA web portals a couple of optionsareavailableto
evidenceanorderhasbeenplaced, tosupportthecommitmentandobligation (order) in SABRS, to include screen captures

from the website; example as follows.

e Al (panianiogeges'al
) Advantage!,

Clsgery -  Search

e vk Sk

l For Official Use Only (FOUQ)

oty ETIMBNCOLE by b o 1) ey

Order History

Detail items ordered

1) 050k e Rabus et dkaied sttun iwbrmisr,
S5 0 To Rearder. eeber the recrder muandy in the bor pvded ind “Sabent'’,
70 reprt ¢ G54 Rodnion geobdsm, S Bt Reauinition .
*Tosmd » Requent, check te “Cancel et be and “Scbrat” [t
7o 1wonn ths erder(s) ren 06, chek the feboming ik f710x e o g
Session £ 1557779
Ondes Date: S/OXT0

Sowch bty Gvter ey nad

ot ceveleio

Each line item must be on the approved request

e Alven g

&usmc SERVMART

ST SORMPOISHE ML

Sessien Total) £12.3¢
Papment: 451321
GSNTR
o Sealus e of ] Cancel
Werder  flom & il oy e Toled =t ~ Slalay r v a
7520 61 574 3570 TR " o» e s Ay - 4‘:\“ sy st et
“iieik Seo st 5 T N
P
Shipping Addreasies): "
Aol a -
AEA BUNCH, W03 COMPTIOLLER Jeddaal R . Miv0te
950 MGUEL STREET 'NY'M'
OCFARSIOE, & ST 760 12550
Vated Dutes

Jecovery and Besvwestreend &t of 2008
For Official Use Only (FOUOQ)

0 Eﬁ'ﬁﬂﬂlll
i‘ -'E |i For Official Use Only (FOUQ)

Detail items ordered

My Ordter

TR MM SEatus hr S0tule (130 IASARON.
* Oick fam Requisition # t2 repart 8 GSA NSN problem,

SESSTON OATE: 05/23/11
SESEI0M NUNBLR: 5659745
SEASION TOTAL $2297

Owies lep tan aacke of e oy
Frauinten ¢ Uy st o St Pl R LRl

931 20, | g2y e 32 4 1 -
QHIRTOPTRS - Sy N0 A wwm)

Boppioy Adrensia]

REQUISTTIONS TOTAL $22.37

Addroin 1
VATERIAL DISTRIBLTION CONTER. Tndveshos’ Bacwing Shipmant
RO 1118 Daghen Zcte

20 SUSY BN 30 MG
SN LOTAT, M 9542

$13-4804
B ]

| For Official Use Only (FOUQ) |
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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.

[Non-DoD Source] Confirmation of Sale Order 0700017879

| For Official Use Onlv (FOUO! I

GSAglobalsupply@gsa.gov
Order Number
700017879
Customer Name Date of Order
Sgt Alexander 257-5€35 01/27/2017
Ship To Address Telephone Number
MARINE AIRCRAFT GROUP 24 808-257-2558
1ST MARINE AIRCRAFT WING Fax Number
MCBH KANEOHE BAY HI 968€3 0000

Document Number: M00024~-7027-PRCP

Thank you for your GSA Glecbkal Supply Order

For customer service, please call 1-800-525-8027 and select option #2.
Please do not reply to this email.

Detail items ordered , :
For H or discrepancy reporting please call
1-800-488-3111 8pm Sunday thru 8:30pm Friday CST.

Delivery should be made within 5 - 7 days.
Please note |[your order may be coming from more than one location.

Item A v
Description I Each line item must be on the approved request
MC01679702 01/27/2017
Document Number: M00024-7027-PRCP
HP SO7A BLACK LJ TONER CR 1l EA 164.96 164.96
MCO1HEWCE260AG 01/27/2017
Document Number: M00024-7027-PRCQ
TONER CARTRIDGE, FOR USE 4 EA 162.01 648.04

Total Cost 813.00

To check updates For Official Use Only (EFOUO) der please log on to:
>>> WWW . Gimoronas IVvs gov/status <<<
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Receiptandacceptanceforreferralsorwebordersoccurswhenthe materialisreceived. Thefollowingscreen capture provides
evidence to support the receipt and acceptance, expense (EXP) in SABRS.

FOR OFFICIAL USE ONLY
Page | ol
P b oY Referral Sales
@ USMC Receipt
ServMart
Camp Pendleton Tcansacsion §: 17587
CHSC Bullding 2280 Ocder w: 2290017547
Camp Pendleton, CA2205% Date &: 2016~08-57T13:05:59
AAC: M28210 Cashier #: Donsivan Sablan
JOM : BKGPEESDUO2LST LID: pC23
Ship Tcl = = - :
wzn=- | Each line item received has been annotated to identify
heceess| receipt/acceptance. If receipt/acceptance occurred on
Address
nadzess| different dates, each line item should also be annotated with
‘;?;‘!‘ 5l the date received
Phone: 160-763-3672

ranterfusec.ril

Detail items received |kinsfussec.mil

m o D G
TLIAB0ZI7-¢
B0217CP 4 X B X 1S5/32 3004 P
TL3A20PJ11

7 SCLiptuon

Socument Nusber

M28310-6251-PEI4~

Q‘;‘x‘ Ul Price
132

Extended

$ 23.74 3 3,133, 84RLVD

Maskino Tape, Watoeal, 2Th ¥ 60 M28310-6251-PEIS 7 &0 ZA § 5.25% $ 315.04QR=D
TL3IA62079Ce

‘62079CP Bareisr Sheeting, M28310-6251-PEISY 4 EA S 254.34 5 1,017.3dR D
TLIAB2082CP a2 - z 2

§2032CP Sealable Sheeting, M28310-6251-FE17 4 EA § 730.57 § 2,922.28RwiD

Receiver and date received.

Camp Pendieton Servmazt Lines: 4

Eggzggsfzﬂé“ 4 AAC Tendered: $ 7,386.32
CPENCustomerServicelgsa.gov /
I
= e
Wl —225 - 4§79
Print Mamgs: 2 - Telephona: 225 ?97/
Signatury: C 7 1 Date: 9/7//‘
L LIS .
-
Hams: TRENT WITTE
|[FOR OFFICIAL USE ONLY

217



Appendix C - KSD MILSTRIP Order/Receipt

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
attributesare contained onthe order or order/receipt KSD being reviewed; make comments as necessary.

Doesthe order contain the following details of whathas been
ordered perline 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?

Doestheordercontaintheaccountbeingcharged?i.e.
DoDAAC/FundCode, FIP or JON

Is the date the order was placed evidenced?

Is there an approved PR to support this order?

Inadditiontothe attributes listed for the order KSD, does the
receipt contain the section/office, printed name and signature
of the individual receiving the materials?

Isthe receiverappointed to perform receipt/acceptance via
NAVMC Form11869or as the RO?

Ifsub-issuedtoarequestor, are two sets of signatures onthe
receipttoevidence chain of custody?
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Other MILSTRIP

Thefollowingsectionsidentifyorderandreceipt KSDexamplesforseveral MILSTRIPrequisitioningmethods.

GCSS-MC

The commitment and obligation (COB) for GCSS-MC generated MILSTRIP requisitions, not “off-line”, can be supported by
ascreen capture of the AOA 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 isan AOA to a source of supply outside
of the Marine Corps.

'O Document Status vly) [Archived)
SOM [MMC10000911692  sIGCD A SUP ADD YREPLM  NIM 016744885 Prime 5305016744886 sac |1 Type |Irventory Condition A
Momenclature [SCREW, CAP HEXAGON H
Sourca [E-005 SR # 29236854 Task & 2340116 Parls REQ # B185465 Crdlered 3
[
Holder f ShipTa | Requestor/ Bil-To R
1 Shippad i
LKH |SMS DLA CUSTOMER INTER gy [SMS ShipTa |MC1GENERAL ACCOUNT — gic MC1 Received 3
AAL [BLATO City [FORT BELVOIR AAC |MMC100 City [CAMP PENDLET| Canfirmed 0
Address] DO HOT SHIP MATERIELY  Sjape VA Addressi | STORAGE OFFICER State [CA Due In 0
Address? D0 NOT SHIP MATERIELA zip (22060 Address2 |MF STORAGE 15T SUP B Zip Oue Out L
Address3 DD NOT SHIP MATERIEL! Country [US Address3 [BLDG 2251 MCB  PHOME Country US
STAT STAT SIG sUP ' Ship
SUF I Date oie | I ary  uoM CD FUND ADD PRI ROD LKH Made TGN ESD
] 016744836 15-APR-2020 |DRA 3 EA A |UE YREPLM |15 EMS 5 SN2 =
116744386 15-APR-2020 |DET 3 EA |A ||UE YREFLN [15 SMS 5 SW312
016744886 06-APR-2020 |AS 3 EA LE YREPLN |15 SMS 3 SW312 [06-APR-20 .
116744386 01-APR-2020 |AE1 |BA 3 EA |A ||UE YREPLH [13 SMS ;
016744886 I1-MAR-2020 |ADA 3 EA |A ||UE YREPLM 13 092 |SMS
i e
Carrm Recep Emter Trailer Request Modificaton Request Cancellatior Enfer Becaipl Eollow Up Lot Sarial
(S} o
SON MMC10000911652  SIGCO A SUP ADD YREPLMN  NiiN 016744886 Prime 5305016744886 sAC 1 Type Inventory Condition &
Momenclature SCREW CAP HEXAGON H
Source E-006 SR & 29236054 Task £ 23340116 Parts REQ # 8186455 Ordered 3
S ]
Huoldsr / ShipTo | Requestor / Gill-To Cancelled
Shipped 3
LKH SMS DLA CUSTOMER INTER Ryc SMS ShipTo MC1GENERAL ACCOUNT | R MCT Recaived 3
AAC |SLATON City FORT BELVOR AAC MIMC100 City 'CAMP PENDLET! Confirmed o
Address DO NOT SHIP MATERIELT  guo A ¥ DFFICER State CA Due In 0 L
O About This Record Due Oul ]
Address? DO NOT SHIP MATERIELY GE 1STSUP B le ue
= [reated By INTERFACE <l
DO NOT SHIF MATERIELT MCE  FHONE us
e = © |Creation Date: 15-APR-2020 17 55:09 ELTuny =
Table Mame: ]
WIMC_DOCUMENT_HISTORY W2 MIN ORD  DISCDIST DISP  RECLM
ved Raview By Raw By Commant Updated By: INTERFACE Unit Price  AUOM QTY MASIND CD AUTH CD RIC E
INTERFACE || Update Date: 15-APR-2020 18:10:11 = A EA |MNA a
INTERFACE I A EA |NA
INTERFALCE | [ QK I| M/A M, WA 0at
INTERFACE I 2.28 TR MUA DAS
EMANUEL LOD APPROVED By SABRS: { EMANUEL LY 2 26 M A
Confirm Recaipt Enter Trailer Request Modification Requeas ipt Follow Up Lot/ Sena

Note: Include approver by selecting the AOA, 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 AOA, is that the BM may be for a partial quantity and not the full

guantity of the AOA.
O Document Stz
SDN M1100192060047 SIGCD A SUP ADD Y24 NIIN 016463020 Prime 2540016463020 SAC |1 Type Inventary Condition A
Nomenclature BOW ,VEHICULAR TOP
Source [E-005 SR # 28802472 Task # 22006765 Parts REQ # 7904556 Ordered 2
2
Holder / ShipTo | Requestor / Bill-To Cacales
Shipped 0
LKH MC1GENERAL ACCOUNT RIC MC1 Ship-To AAC-M11001 RIC 101 Received 0
AAC [MMC100 City |CAMP PENDLET! AAC M11001 City |CAMP PENDLET( Confirmed 0
Address? |GENERAL ACCOUNT State [CA Address? |DISTRIBUTION MANAGEN.  gtate |CA Due In 0
Address2 |SMU 1ST SUPPLY BATTZ Zip (920555703 Address2 |BLDG 2262, TTH ST, NUF: 7 Due Out g
Address3 |1ST FORCE SERVICE SUI Country |US Address3 |HQBN 1ST MARDIV Country US
STAT STAT SIG SupP Ship
SUF NI Date DIC | vV QTY Uom CD  FUND ADD PRI RDD LKH Mode  TCN ESD
016463020 06-AUG-2019 AE1 |BB 2 EA |A |UE Y24 13 SMS 30-NOV-20 ~
016463020 06-AUG-2019 AE1 |BD 2 EA |A |UE Y24 13 SMS
016463020 05-AUG-2019 AES |BK 2 EA |A |UE Y24 13 SMS
(016463020 05-AUG-2019 AE1 |BM 2 EA |[A |JUE Y24 13 199 |SMS 24-AUG-20
(016463020 25-JUL-2019 1)AE1 |BB 2 EA |[A |JUE Y24 13 199 MCH 24-AUG-20
l‘ 016463020 25-JUL-2019 1/A0A 2 EA |A ||UE Y24 13 199 MCA I
A T A R I vl
Confirm Receipt Enter Trailer Request Modification Request Cancellation Enter Receipt Follow Up Lot/Serial
E _lo =
SOM M1100192060047  sSigcD A | SUP ADD Y24 NN | 018463020 Prima 2540018463020 sac 1 Type Inventory Condition A
Homenclature BOW VEHICULAR TOF
Source E-D05 SR #| 28802472 Task & 22006755 Parls REQ # 7304556 Ordered 2
2
Halder f Ship-To | Requestor | BilkTa Erviesas
Shippad 0
LKH MC1 GEHNERAL ACCOUNT Ric MC1 ShipTa AACMI1001 pic 101 Racsived 0
AAC MMC100 Gity CAMP PEMDLET! AAC M11001 City | CAMP PENDLET Confirmed 0
Adddipssd GENERAL ACCOUNT State A Addiess1 DISTRIBUTION MAMAGEN  gpap CA Due In 0 o
Address? SMU 15T SUPPLY BATTE 4 e omeo TTH ST MIF ar Oue Out 0
Address3 15T FORCE SERVICE SUl cou laRDN Country |US
Freated By: MICHAEL NOACK -
Creation Date: 25-JUL-201% 17:07-18 4
];‘;TB'TJ"_M’;E MNORD DISCOIST DISP  RECLM
Aewed  Resiew By Bev By Comment J00MC_DOCUMENT_HISTORY V2 Umtgl'-"‘rll:u ALIOM IQTY MESIND  CD AUTH  CD  RIC
INTERFACE Updated By MICHAEL NOACK 821 MEA A /£
INTERFACE Undate Date: 25-JUL-2013 17:07-18 - 62.91 M NAA r
INTERFACE MrA M NG r
INTERFACE APPROVED By SABRS: ¢ oK A MiA NA MC1
INTERFACE | MrA HiA A L
MICHAEL MDA SABRS Approval Mot Requ MICHAEL NC 62.91 MiA NA
' N
Carhrm Hecep Er Tranler Request Modhication Request Cancallation Enter Becaipl Eollow U Lot 1al

Note: Depending onthe details ofthe sample, the unit price amount may need to be researched viathe document management to
determine where/if aprice change occurred. i.e., ifthe sample is for a dollar amount other than whatwasoriginally recordedas
theunitpriceforthe AOA. Thefollowingexampleshowsaprice changefromthe original AOA.
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SO M 1100192060047

Nomenclaturs [BOW VEHICULAR TOF

SIG CD A SUP ADD Y24

MM (018463020

Prima | 2540018463020

sac 1

Typee Irventory Condition A

Source [E-005 | SR # 28302472 Task & 22006765 Parls REQ # 7304556 E z
2
Requestar / Bill-To Eoiedgn
Shippad 0
LKH [MC1GENERAL ACCOUNT | mic [MC1 ShipTa [AAC-HM11001 Ric 101 Recaived 0
AsC [MMC100 City [CAMP PENDLET: Aac 11001 City |CAMP PENDLET) Confirmed | 0
Address] [GENERAL ACCOUNT State [CA Address? [DISTRIBUTION MANAGEN.  gtate (CA Duein| 9
Address2 [SMU 15T SUPPLY BATTE Zip [92055.6703 Address2 |[BLDG 2262, TTH ST.. M- zip [ Duiee Out L
Address3 |15T FORCE SERVICE SUI Country [US Addressa [HOBN 15T MARDIV Country [US
STAT STAT SIG sUP Ship
SUF M Date oG | T Qry uom CD  FUNWD  ADD PRI ROD LKH Made TGN ESD
016463020 [22-DCT-2019 |AP1 (B8 | 2 EA A LE 24 13 SME [18-APR-20 2
016463020 [22-0CT-2019 [0 |65 | k2 Ea [ e [vza |13 SMS [18-aPR-20
018463020 [08-DCT-2019 |AE1 B8 | o EA A LE w24 13 SME [21-4PR-20
016463020 [08-oCT2018 [AF1 | | A Ea s | vza |13 | [sws |o7-aPR-20
16463020 |04-DCT-2019 [AE1 BT | 2 EA [a |[UE ZTRE SMS [14-4PR-20
| ois6I020  [255EP-2019 |AE1[BB | [ Ea [a e [vaa 13 SMS [o7-aPR-20
4| Ak
| Conhrm Hecept I Enlar [railar Ij Request Modiication | . Request Qar\cellatinr' Enfer Hecaipl Eollow Up | Lol Sarial

SON[M1100192050047  SiGcD [& | SUP ADD Y24 MM 016453020 | Pome 2590016463020 | sac [t Typs inventory Conditian |4
Mamenclature BOW VEHICULAR TOP
Saurce |E-Cll35 SR & 28802472 Tazk 22006765 Parts REC # | 7904556 Ordered | 2
[ Holder ShipTo. | Requestar / Bi-To Cocted |_2
. . . . Shipped o
LKH [MC1GENERAL ACCOUNT | gy [MC1 ShipTo AACM11001 RIC 101 Recaived 0
AAC IMMC100 City [CAMP PENDLET! AAC MT1001 City |CAMF FENDLET Confirmed [}
Addressi |GENERAL ACCOUNT State [CA Address{ |DISTRIBUTION MANAGEN  gyare |CA Dueln| O
Address2 [SMU 1STSUPPLY BATTA  zip (920556703 Address2 [BLDG 2262, TIHST. WF.  gp Due Out 4
Address3 15T FORCE SERVICE SU Country [US Address3 |HQBN 15T MARDIV Courtry [US
PURP COND  ADV PROJ MINORD  DISCDIST
co  CD CO Rawewed Review By Rev By Comment Request By Rag By Commant CD Und Price  AUOM  QTY M&SIND  CD
| [ WTERFACE | INTERFACE | A wa s | =
| [ [ INTERFACE || INTERFACE | I A Twa wa | [
v NTERFACE | INTERFACE | 65 MA A | [
[ [ v |mTERFACE || | ANTESHA T/REQUESTING UFDATE | o Twa s |
fr INTERFACE | INTERFACE | 179658 [ia A | [
[ [ [ ¥ INTERFACE || INTERFACE [ 52.91 A [hua
f o I vix
Cpnfinm Receipt Enter Trailer I.. Request Madification - [ Reguest Cancellation ] Enter Receipt I.. Eollow Up - I.. Lot/Senal
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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.

rFm Official Use Oaly (FOUO)

g}‘“’ iii”ﬂi ::?::3?35332?- Il)ll‘i’l'll’!li‘l:::
elt] 1997 R 8 [R [= | 8N 8 T B e
IASAAQS0C [GL00G02 SARAAQ 9BYY90330626 15! 20
N —— S OUC DATE LSl 7 HATRATE |8 CaAs0 L
17291 | 149980 621R9 u
| 6.0 T VI UNT veEiGHT T3 T.UFE (18,80
|WIIH | ‘ | 0000011.30| 0000.219 |U7508d 7
=% JPAINT AND RELATED MATERTALS
T LT
THINNER, PAINT PRODU
. (V. TV CONT ¥ T 0. T0TAL v T T0TAL
I T e Ww" = BT NECOAG |
9020004626080 —p lWW 'z,.n?m'zg:
Leonardo Caudillo
AQ5 GL 00002 A 00001688 o .o
PROT = REC Jom
SPI:
PO#: DMIL: A HCC: P2 CIIC: U

(BCC MB8G: FLAMMABLE LIQUID, DOT TY CARGO M8G: FLAMMABLE LIQUIDS
MFRDT 201704 EXPDT 202004
fana newmw  QTOCK FUND BIN:

DT7291/TI1851 D/C-E Tor Official Use Only (FOUO) DSG: PCN: RZDQPET

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.

PRODUCT GODE | VEHICLE NO DoDAAC FUEL PURCHASE REQUEST AND RECEIPT
ESS N/A MIL3101 EQUESTED BY: LCpl Michael W Smithl
QUANTITY MEASURE UNIT UNIT PRICE 1 . IRTH 3

Unit de Measure IAPPROVED BY: |1 William Smith
5 53
E ar AR IAPPROVER Signature: #lam Sutk
SERVICE LOCATION AND LOCATION IOTAL PRICE

IDale Approved: 15-Dec-2017 ]

Camp Pendleton, 14 Area 47.60 |
TYPE METHOD OF PAYMENT
POS VIL KEY or WEX
REMARKS and/or VOUCHER NUMBER Key# Issued 43251 PRINT NAME and RANK

LCpl Michael W. Suiith
ISSUED BY (Print)

DIESEL NSN: 9130014702024 |

I[MILSTR[P? MI131017350FFO01 ]

LCp! Bruce Willis
Fiscal Clerk
ISSUE DATE RECEIVED BY (SIGNATURE)
Date de Distribution =
16-DEC-2017 Michael W Smith
DD FORM 1898-E, JAN 2015 ENERGY SALES SLIP LiveCycle Designer 11

For Official Use Only (FOUOQ) |
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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, regardlessof 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
federalagencies. DLA pays the vendors for materials delivered and isreimbursed 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

SAIC PURCHASE PLACE
7002 - MCB CAMP PENDLETON
PR S ¥
= ) J1 . | 151 M rsarianze fattabon .
AU [ S, x| Paney == P00 24 <SS A ~ 2%
£ 4 bl =i
+———""3 Requestor
Lined | Oty | UOw | Dencredan Port 4 PAaris P | Uil Cost | Temal Com
Al RO INSTANT BUBELE FLV . EXTRA LARGE & Xy r 205519 e awra LN A aden
L3 EA INSTAPACK A CHEMCAL 135 POUNDGICUEE A1 VERTIV SO e 801 oo
3 { 2 PR PADCNG UST ENVELOPES, ORANGE FULLFACED 20772 MSC Ll 34554 e
4 | 4 | EA TWREZ SWELF STEEL SERVICE CART. 3 X 16", 450 LBS. CAPACITY 38301113 US GENERAL 8116 3ias0 822721
5 {1 10 EA 2'NOM X 58 YARD. CLEAR POLYPROPYLENE PLA SEALING TAMY AW NTERTASE POLMER OAD.P Fad>e 2o 2an
.
Detail item requested
t
Approver |
|
/ 53 00m 40
wimatad quoe, thal prics trough SAKC Purcekes Pece* A
AL whme s &
Roprowng umes 03 [llelida [Mendez
‘ For Official Use Only (FOUO) i
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Example: Purchase Place commitment and obligation (COB) KSD

Hello, Annette Gonzales

SAI C PurchasePlace®

70002 - MCB Camp Pendleton

Purchase Order ~ 70002A-06832-25000

Deliverad
Total PO lems: 19

Header Information

ks Annette GunzxilesE =
Released By: Annette Gonzales.
Approval Status: Approved

Receipt Status: Recsiptsd

Receipted By: Annetts Gonzales.
Requisition MMFAGB0072AG01

Job Order:

Customer PO:

Contract No: SPESE320D0007
Delivery Order: SPEBE320FBGDG

RFQ Number(s): T0002A-06832-R-25000

Ship To Address: Building 210845 RIP Camp Pendleton CA, 92056 USA

Mark For: ASTLT ANNETTE GONZALES
= Normal
Date Required (if BOM):

Comments:

Line Information

Line#  Qy.  UOM Description
1 50 EA 14312 x 8 200 LB. TEST Corrugated Boxes
2 175 EA 16x12x 10° 200 LB. TEST Corrugated Bores
3 175 EA  18x 12 x 10" 200 LB. TEST Corrugated Boxes
4 200 EA  EconomyStorage File Boxes-24 x 12 x 10"
5 200 EA 1219 x8Corrugsted Box, 200 Ib. test
6 20 EA 30130 x 30 Boxes, 275 Ib Double Wall Corrugated Boxes
7 20 EA 40X 40X 40 BOXES, 1,100 Ib Triple Wall Box with Lid
8 50 EA 89 X30" Tall Corrugated Boxes, 26 PER BUNDLE
E 30 EA 2626 6" Corrugated BOXES,
10 3 CL  1/2X23 Standard Grade Steel Strapping
11 2 EA MACHINE STRAPPING 3/8" w
12 [ €S Industrial Reinforced Kraft Tape - 3" x 450' 10 rolls per case
13 12 BX  Side Loading Packing List Envelopss - Clear, 6% 9"
14 4 BX  Side Loading Packing List Envelopes - Clear, 9 12 12°
15 10 RO Super Duty Bubble Roll- 24" 1 125, 12", Perforated
16 3 BD  Heavy Duty Bubbls Roll - 24° x 250, 1 2", Perforatsd
17 9 EA  Instant Bubble Film - Extra Large, 12" x 1,167
18 6 AL WRAPPING PAPER, CLASS 2, 36 X 200
19 2 EA  TYVEK Bag Desiceants, 300 BAGS PER CONTAINER

Previous 1 Next

Key MEwpiredQuote, 2UnderReview, [PApproved,  ““AirFreight  “*Tracking Available

Fund Code:
Signal Code:
Supp. Address:

Part #

36534083
35534080
35634081
36534082
35533943
36534084
35534085
35634086
36534087
35534088
36533944
35535675
36534089
35534090
35534091
36534092
35534093
36534122
35534094

YourCart:(PO=0 | RFQ=0) =

Todsy=0134

RFQs.

70002A-06832-25000

$13,23042

04/07/2020

04/07/2020

04/07/2020

05/13/2020

05/08/2020

08/12/2020

04,/28/2020

MMFAGS0072AG0L

Routine / (not pi

Materials Only

Open Account

A"

A

P/N Unit Cost Total Cost
ULINE OR EQUAL 54530 $153772 $76.83600
ULINE OR EQUAL 54160 $165201  $289.10175
ULINE OR EQUAL 5-4189 $174552  $305.46600
ULINE OR EQUAL 54570 $249360  $498.72000
ULINE OR EQUAL S-4408 $153772  $307.54400
ULINE OR EQUAL 54867 $16.15645  $323.12900
ULINE OR EQUAL 518973 $60.32434 $1,206.48680
ULINE OR EQUAL 5-4599 $1.94293 $37.14650
ULINE OR EQUAL 54664 $3.84430  $115.32900
ULINE OR EQUAL 5825 $180.31845 $540.95535
ULINE OR EQUAL 55691 $86.72533  $173.45066
ULINE OR EQUAL 52351 $98.72578  $592.35468
ULINE OR EQUAL 5-3473 $93.92560 $1,127.10720
ULINE OR EQUAL 5753 §73.53003 $294.12012
ULINE OR EQUAL S5-20055P $66.32976  $663.29760
ULINE OR EQUAL 5-7542P $137.12722 $1,097.01776
ULINE OR EQUAL 519742 $306.33876 $2,757.04884
MILSPEC MIL-PRF-131K $430.76940 $2,584.61640
ULINE OR EQUAL 55166 $90.32027  $180.64054
$13,230.42
Contact Us:

home help logout

SAIC PO

45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356683
45356684
45356683
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Example: Purchase Place receipt and acceptance, expense (EXP), KSD

SORP

CA 555-9AR

NSOE#: 164098471

e SAIC DLA SUPPORT
| ATTE ACCOUNTS PAYABLE
! 155 PASSAIC AVE STF 200
FAIRFIELD, NJ 07004 3562
£93121792095841

SHIP TO: 07055688

[ For Official Use Only (FOUO) L

AMC RIP CAMP PENDLETON

ATTNLYAN SANGIACOMD

DT 21008 Industrial Supply Co.
2200 EAXT NEWLANOE Dt

CAMP PENDLETON, CA 52055 v =

8735756620
ATTN: Ms Assette

n;;u CHSTOMES SREEY
339 BAJ - 45176543

TR 10 DRORR WO PACKAS B WA | SAIDVEN | MW
B43 45176543 21T M0 L99

GROEN DATE | ACCOUNT Nt
4126017 221827

[T "l SO ATTRECTONS

PASL

LN

CATAOS OUANTITY

TEAWE (DCATON T T )

MIGANC NO

Your Lined

oo Uw

™Is2s 62473236 10 10

DESC R

PACK JLw v’ J
7100 2*KS5T0 CLEAR #1G CANTON SEALING TAPS

.. 11

MVG Fe070

—— T v L

o
!

THNG (TUM RAS A 308
U 1070
Mewaas N1

A
P aaNe0277

Document number from sample

Detail item received

LD MO8 DOV

MGCORLCT COMCUS TUME R JEAVILE/MIOS MURC T » 303

OFf Y CALLING | Bad S10 0019

*o IS COMPLETES YOUS OWDRA. THANE YOU **°

The s & prerrad eaciasesf
s o Pt . MECTS et o
MICs sccaprance o yaer sl &
Torrs and Condinoma, w/ibes pon Neve sriered
- MEC

Receiver information

53 @ Vet et

baeraie b alhert o el

O your 0rgor Guth sgrwement, dupmed Ns v ey v vele

MSCs Terns and Cononens.

MEC Canitin 1t 16 Wan hatt o 0 Mburkaclipn it sk wmch iy

For Official Use Only (FOUO) e et

i

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
DMLSSisaweb-basedprocurementplatformforrequisitioning medicalanddental suppliesviaDLAcontracted 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 intraining
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 ofthe 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:

PROCUREMENT ORDER FORM

— E— [ For Official Use Only (FOUO)

<4 — | Requestor

1 - ___NSN (i applicable) [_arv | ur | ue FOTAL M

“AMA! 7 ADAL | NON-S TANDARD ASSEMBLAGE

—— —— | : ?4:#4&}4»-2

:’7A = —— : ! /T
, kaC(q = L\_‘ \1\\ What is being requested? See : '.
; : | replenishment list

! ,;-:‘ "3_(,,-._. r-ewa l ; T

I

D= PATR P
FRvsE =V
= —1= . ! =
|
I : z
——— 4 L |
' - Approver
ST es’
DATE SUNWTTED /1Na0t0 rm-mwsmn.m /_

Rarlce

)54‘* & har(e

For Official Use Only (FOUO) l
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For Official Use Only (FOUO) |
Replenishment List
O 1O MOTI1Y Org Desc: MEDLOC COMPANY Cumront Dot 05Awe. 201 T
Assembiage
Assm Id -incr-Num Sub- Assm Descriotion - BON - RDO Critical Shon Ovdor Stock %
AR ftars 1D ftem Description Cd Qy Dueln OnHand Alow UPPrice p Qi Doflars Oty Dollars Cm_Nono t
699. 01 - 47 - 000 FLEET MARINE FORCE (FMF). SICKCALL DEFERRED
051501485404 1 SPLINT FINGER STRIP 18 ] 1] o 1 snar rG \J smar 1 L LR 2 A4
69901 -47 - 000 FLEET MARINE FORCE (FMF)- SICKCALL DEFERRED
7 G515014%4 1951 SPLUINT SAM ALUMINUM & o o 0 Al ST EA w0 »nor 0 swrrn o
699 01-47 . 000 “LEET MARINE FORCE (FMF). SICXCALL DEFERRED
¥ 6515014977954 CRUTCH ALUMINUM ADUI 0 0 0 T S04 CS ' £290 40 \ 23040 0o
£99-01-47 . 000 “LEET MARINE FORCE (FMF)- SICKCALL DEFERRED
[ 6515015040090 PACK MOIST HEAT THER; 0 0 0 2 e eA 2 s 2 STz 100
6990147 000 “LEET MARINE FORCE (FMF). SICKCALL DEFERRED
(¥ es15015217976 TOURNIQUET EMERGENC o 0 0 2 $23917  EA 2 M8 : MrE2 100
639901 - 47 - 000 “LEET MARINE FORCE (FMF). SICKCALL DEFERRED
[¥] 631501538262 BLADE SCALPEL NUMBE! [ 0 0 2 sam Bx 2 95704 2 5704 100
69901 - 47~ 000 “LEET MARINE FORCE (FMF)- SICKCALL DEFERRED
0515015580741 SYRINGE CARTRIDOE RE 0 0 5 O 30,01 EA ' 2001 o $0.00 f
699-01-47- 000 “LEET MARINE FORCE (FMF). SICKCALL DEFERRED
T 6515016059796 PAD DEFIBRILLATOR UN 0 ol Detail item requested oo 82 0 $200.02 we
6990147~ 000 "LEET MARINE FORCE (FMF)- SICKCALL DEFERRED
7 6515016526421 PETZL TACTIKKA 1GH HE 0 0 0 4 593 EA 4 $18372 . S183.72 100
699 01.47- 000 “LEET MARINE FORCE (FMF)- SICKCALL DEFERRED
¥ 6530014577587 BRUSH SCRUD SURGICAL 0 0 0 1 $13.79 ox 1 s [ $1079 100,
693-01-47- 000 “LEET MARINE FORCE (FMF)- SICKCALL DEFERRED
Z_G530015045 151 LITTER FOLDING CASUAL 0 o 0 4 HG08  EA 4 51851 92 4 £1.451 92 1060
FLEET MARINE FORCE (FMF): SICKCALL DEFERRED
0530015724 462 PREMIUM PERINEAL COL 0 o 9 2 s Ccs 2 $104.25 2 S1a 28 "0
930147 000 LECT MARINE FORCE (FMF)- SICKCALL DEFERRED
6530016187584 ALLEVAC COMPACT THE, 0 0 0 2 5152606 EA 2 $325212 2 1262 12 00
6390147 - 000 “LEET MARINE FORCE (FMF). SICKCALL DEFERRED
BAS01600 1182 USMC BAS MINOR INSTRY 0 o o 2 sEe s 2 0 0 tno0
699.01. 47 000 "LEET MARINE FORCE (FMF)- SICKCALL DEFERRED
< 6350014710010 DETERGENT LIQUID COMN o o Q 1 $1897 ax 1 sam \ s o
For Official Use Onlv (FOUO) Pam2ord
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Example: DMLSS commitment and obligation (COB) KSD

For Oiiclal Uise Only (FOUIOHY I

PAGE 1 OF
ORDER FOR SUPPLIES OR SERVICES 2
L. COHNT AL PR fi T s 2. DECEE AL MO 3. DATE OF OEsOR ACALL DO ST CH PR M RECHADST MO 5. PESDFSTY
SPE2DV1TD2011 SPEIDVZOF1ZRGQ OOEeh13 MITI2000444365 3
6. ST BV b [ RIZTTIZ0 7. ADAINESTERDD WY (i other ] COGE | B. DELAERY FOR
IND MEGLOG 1430 WAUKEGAN ~7] cesramen
CAMP LETEUTHME | ommes
989 SNEADS FEEEY ROAD MCGAW P, GO0E5-6TET [ isew o
CAMP LETEUNE. WC 18547 n—
5. ComTRACTOR CO0E P saczry | Document number from sample  [xwowme=s =
ROFBACKUP-CADINAL HEALTH —eia Frr
AARSE 1430 WAUEEGAN RD I
AMD WDHEN-CAWH ED
WAUEEGAN. IL S0085-6725 . MAKIL INVOHCES TO THE ADDRESS IN BLOOK
Ld SHER TD CODE MZETI20 AS. PAYRIINT WILL BE MADE OY OOE BAARN ALL
IHD MEGLOG PACKAGES AMD
CAMP LEFELME PASEES WATH
ICERTIFICATION

BEY SNEADS FEREY EOAD
CAMP LEFTEUNME, HC 2E547

FURABERS. I
DLOSCKS: 1 AND 2.

1% T

o

Ths delheery ordker /ol S Bt o Snolhes Gowdsrimsnd aQendy oF N SOCorisnoe wilth and Sshpe® 0 baws Snd coneiliors of Sl iurmieresd ooyae

MAME OF DOB TEACTON EIEMATURE TEPED MaME S8D TITLE DATE SIGMNED
YT RAROD)
_[ I this Doe 5 Shdrtnl, Sugphsr ISl SiQN ACTEQRRTOE Sl felam Bee Following MusTieer Of Cophes
17, MO AKD O DA TA/LOCAL LISE
See Schedule
Detail item ordered
1M ITEM MO 18 SCHEDULE OF SUPPLIES, SERVICES mw .u IT. UNIT PRICE 0. ANSCLET
ACCIPTED® | MIT
1 BT 2000444365
mmmnnnumwmm1m/ 58| CA 41773 2427834
Viemdor Hom MEE-S990E5T35
Laocal Bean ID- S51 5001 M5 0.0
BT 20-MEDE-0-01-0
ACEN-AA
0.00
—r J— 4. UNITED STATES OF AMERICA 25 TOTAL 34778 34
xame ax orsared, indoate By X
¥ cumrerr, e oot : e
ordl encicie. B OONTRACTIMNG /OEDERNG OFFLCER

TTm. QUIAMTITY B4 CCRLLISAM 353 HAS: BEOER
INSFECTED RECETWED:
b SIEAATIRE

AMD COMFORMS TD
ENCEPT

AT
EEPRESENTATIVE

YT o)

A, FRINTED MAME AWD TITLE OF AUTHOSIFED GOWERNMENT

e

& MAILENG ADDEESS OF ALTHORIIED GOVERNMENT REMIESENTATIVE

A SHIF. WO

. DO WOUCHMIR NO-

o

PARTEAL 2. FAD BT AL AMOUNT VIRIFIID COSRDCT FOR
. TELEFHONE NUMEBER @ E-BMAl ADDRESE FInaL
| B FATMEMT 4. CHECK MUSADDE
BE_ | OERTFY THE ACODIUNT B CORRDCT AND PROSTR FOR FAYRMINT . : COMPLETE
& DRTE ] b SHIGRATLIRE AND TITLE OF CERTEFYING OFFICER _m N5, BILL OF LADRG FO:.
FInaL
T BEODTVID . BECONED OY (Frint) 39, DATE BECONWED | &0 TOTHAL TN AL 5/R ACCOUNT WUMELLR 4L /R VOUCHER MO.

Y

AT

Sdobe Profes ool 3.0

DD FORM 1155,DEC 2001

PREVIOUSECITION IS OBSOLETE.

For Official Use Only (FOUO)
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Appendix C - KSD

Example: DMLSS receipt and acceptance, expense (EXP), KSD

r Yf’ Cardini '_EI For Official Use Only (FOUO) |— 2881 £ :’r-ua-urr,rml

l Cardlna|Hea|tr\ gpa vardainal nealin UNiaho LA =) -’v'l
Shp s B9 BY37SPM2DV11D3007 DELIVERY NOTE: 8069367102
Orser 1039588811
Sripmant e

Cust 21121787
GLN 0000000000000

soute CE70M
74-M ) Stop. 2
oo FOR CUST SERVICE CALL: 866-487-4667 Transacted Shinced D3/15/2017
:‘(’:3:'30 Date oraeres 03/14/2017 09.51
Please be aware of a labeling issue regarding Cardinal Health Esteem XP (N8850XP-N8854XP)
and NOVAPLUS Esteem XP (VN8850XP-VN83854XP) Powder-Free Nitrile Examination Gloves.
These gloves, which are 11-12 in length, were inadvertently labeled
as 12 in Length on the packaging. These gloves continue to meet or exceed the
requirements of the U.S. FDA and ASTM testing standards D6978 and F738.
POLine Oty Shpped UM Calalag® Deszrption Detail item receipt fen
Qty to Follow Factory Cat # Packaging (Pack raM e
Cust Loc Cust liemn # GTIN A NOC
- Lot Quantty Lot Senal Evpiration
000031 2) CS 11447010 . P3 PREMIUM PERINEAL COLD 5213
(_- Vi P3dy PACKHAZ CHEM - DO NOT SHP
BY AIR 24EACS
11447-G10 24 EACS 104 26

ASHTU NTRATE

Document number from sample %

e AAAT W= B TS— U224
\’\M's RALSTOM

Receiver \_/_é {,
s W

[ For Official Use Only (FOUO) J
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Appendix C - KSD

Navy One Touch

Another web based_ MILSTRIP reguisitioning platform used by several commands in the Marine Corps for the purchase
of h_azardous 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

PURCJ For Official Use Only (FOUO) |
—  SEARCH AND BESCUE - HHS
DATE: 3.0ct-17  Tordsw Comarste | SECTION: SAR MAINTENANCE
REQUESTOR: | Sgt Camarillo PHONE #: 2452
Funding Account: HMMS
NSN: 3439002859935  |DESCRIPTION:  Flux
QUANTITY: A 1|UNIT OF ISSUE: Pound
SUBTOTAL: 3888 \  58.88|UNIT PRICE: $6.88 $8 88
\
NSN: 6260010744329  |DESCRIPTION: _ Green chem light
QUANTITY: \ _ 50|UNIT OF ISSUE: Box
- 00 .
SUBTOTAL: $852 Requestor CE: $17.04 $17.10
NSN: 8040001429193  |DESCRIPTION:  Super Glue
| ST 1|UNIT OF ISSUE: Box
i Detail item requested $14.16|UNIT PRICE: $14.87 514.16
NSN: ; 3030010777674 |DESCRIPTION: _ 1q Stripe
QUANTITY: N 3|UNIT OF ISSUE:  Tube
SUBTOTAL: See s $7.47|UNIT PRICE: $14.78 $2.49
NSN: 8010001818080 DESCRIPTION:  Paint Thinner
QUANTITY: " UNIT OF ISSUE: _Gallon
: $3T.70 S A UNIT PRICE—— 31088 et
NSN: 5810008556160  |DESCRIPTION: _ Alcohol
QUANTITY: 2|UNIT OF ISSUE: Can
SUBTOTAL: $100 14 5108 74|UNIT PRICE: 554,57 $54.37
NSN: 5135008264798  |DESCRIPTION: _ AAA Battery
QUANTITY: 7|UNIT OF ISSUE: Package
SUBTOTAL: 22128 $21.28|UNIT PRICE: $3.04 $3.04
NSN: $135008357210  |DESCRIPTION: D Battery
QUANTITY: 7|UNIT OF ISSUE; Package
SUBTOTAL: 563,00 $63.00| UNIT PRICE: $9.00 $9.00
NSN: 6135000857845  |DESCRIPTION:  AA Battery
QUANTITY: S|UNIT OF ISSUE: Package
SUBTOTAL: $27.90 $27.20|UNIT PRICE: 3558 $5.58
NSN: DESCRIPTION:
QUANTITY: UNIT OF ISSUE:
SUBTOTAL: $0.00| UNIT PRICE:
e 1,151.67 ACTUALCOST: $1,175.47
/ 1 ForOfficial Use Only (FOUO) }
SIGNATURE OF ACCOUNTASLE OFROAL Funding Aggrowal
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Appendix C - KSD

Request routed via PR Builder

o =t{ For Officil Use Only (FOUO) |
VPR SEINLNEN Fouamees Wiame

. — B .

N :--’—mu‘-g\_p "
-
Document Information
FIUFD Namber Name Statas
MAXDIOISCCD001 S Bavke MO223015CCOMIS - ONE TOUCH ORDER FOR SAR Approved

e T Wn— W———
o ———

Approver

Workflow List - I'R Bulider
- Sonteeient

Actunt
vannlhq Route | Statws |1 SWlert S

wney,  MeRinney, [ o ") Langnordion olj | '

Donakd ! 4 '_

Movre, Jonns [} 00T 'Mrm-ll ey (LT
BURROWS, llmows.

ANNA ANNA \pp ! hﬂ&l{lmmﬂn 1

wck, kari VITO,

170, App
EFFREY JEFFREY

Jomas Wpproved 1 unmn*{mmn; 1

1 |nnmm+nnmm7: 1 Jen Commenty

Ovciginator Information
Last it DulldingRoom  Address Ewal Thone

Nome Name
Haabiat Officoe MCAS -
McKinwey Denall 328V o Ywma PO BOX Wmlg:

Workfow List - SI'S

ang‘l:bmun
s =
Ny = Toet | To v

T | Dacument Title | Vendor 2P
we | | Name Detail item requested
- T

ISCC- DDINGY - ONETOUCH | 1LE7SI7 |

00014 ORDER FOR SAR | ==

1 5117817

Contract Award Information

J For Official Use Only (FOUO) L.
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Appendix C - KSD

Example: One Touch order supporting commitment and obligation (COB) KSD

A7-0CT-2017 10:34:26 Ord For Official Use Only (FOUQ) st

Pagetol2
Status:  Ordered Request Number: 22377
Issue Point: SAR Zone: SAR
User: camarillok Dote: 16-0CT-2017
TRIC: ISV Dolivery Destination:
lssue Exception Code : NSN: 2010001418080
Unit of lssue: Gallon tem Name: THINNER, PAINT PROOUCTS
Quantity: 2
Document Number: R

Activity Cd: BENGH STOCK Organization: Shop cm\usngm

| Detail item ordered

Demand Code: R Ship To:

Tex Code: Fund : AQ

Distribution:  SMS Project Code:  YY9

Priority: 03 Required Delivery Date: 296

uJC:

Mark For

Serial NriMisc: SRD: Work Unit Code: Command Code:
Ship To Location: Job Order Number;

JOCAS Nr: n%

Requisition Transaction Status Code: BV

Status Description:  kem procured and on contract for direct shipment 1o consignes, The contract shipping 0ate is entered in ip 70-72. Cancellation, i
requested, may resull in biling for contract terminaSion andlor ransportation costs, if applicable.

Projected Delivery Date: 306 Date Complete:
Existing Material Controls
Licenseo: NODATA MATA: YES

Inventory Information
Serial Number Count. 0

Activity Details / J~P 7/ e\l " / Ny P /& XA

p Start Date Completion Date Action Taken

mekinneydw AU 16-0CT-2017 132343 17-0CT-201710:31:04  Approved
Romarks ;

For Official Use Only (FOUQ)
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Appendix C - KSD

| For Official Use Only (FOUQ) '

HAZMAT LIST FOR ONE TOUCH ORDERS 7289R8

NSN NOMENCLATURE un UP QTY REQ TOTAL DOC NUMBER
230 7289 R850
3439002559935 FLUX, SOLDERING L8 s 888 1 L 8.88 Mo2
6260017844229 LIGHT, CHEMILUMINESCENT BX § 17.04 50 $ 852.00 M02230 7289 R851
8040001429193 ADHESIVE BX § 1487 1 $ 14.87 M02230 7289 R852
D IN S 1478 3 3 44.34 M02230 7289 R853
0001318080 THINNER, PAINT PRODUCTS G; $ 1688 2 s '::.76 M02230 7289 R854 |
6810008556160 ISOPROPYL ALC AL C s 9457 Z s AL
6135008264798 BATTERY, NONRECHARGABLE PG § 304 7 § 21.28 M02230 7289 R856
5135008357210 BATTERY, NONRECHARGABLE PG § 9500 7 $ 63.00 M02230 7289 g:;
6435009857845 BATTERY, NONRECHARGAB! PG § 558 5 $ 27.30 M02230 7289

Detail item ordered with document number from sample
TOTAL §  1,475.07

Example: Purchase Place commitment and obligation (COB) KSD

TR Tl e s[s ee[sreps For Official Use Only (FOUO) Iy omas swee 3,50 raow 2570
slafs|alafels] {s|s]r|s}s]|e|1]2]a|<|s|s]> 8lele ot
UNTPACE | DOWARS i Mo02230
=17 [l HENE L
AAQ50 |GLOOG02 SARAAQ 9BYY90330626 18] 23 ocoseoca( 78 nmmmt\%‘grm
= S OCC OATE  [E NG T FATAAIE |0, TYPE CARGD  [5.75
17291 | 149980 621R9 u
1. 1 Ne. Uit & |
00001 0000011.20| 0000.219 |U7S080 7
N NOIAENCAS

Am AND RELATED MATERIALS

THINNER, PAINT PRODU

w?—rimw;m—mm—
QW ARy g

Leonardo Caudillo

EIMIIIIIMIIIWWWWIMIIIII N I

8010001818080

DISTR 155-56)

GL 00002 A 9B 00000001688 :
Receiver
JON:
SPI:
PO#: DMIL: A BECC: F2 CIIC: U

Q’BCC MSG: FLAMMABLE LIQUID, DOT TY CARGO MSG: FLAMMABLE LIQUIDS
| MFRDT 201704 EXPDT 202004

jm_nmz—:rrocx FUND BIN:
DT7291/TI1851 D/C-E For Official Use Only (FOUO) | DSG: PCN: RZDQPET

SUMMARY: There are several other MILSTRIP requisitioning web-based platforms, to include FEDMALL, Stores-NT
forsubsistence, DLAWEBREQ, DLA Troop Supportand 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.

233



Example DD Form 577

12.27 Example Forms: DD Form 577 and DD Form 2875 System Authorization
Access Request (SAAR)

Example: Govt Admin-Access Manager DD Form 577

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE
(Read Privacy Act Statement and instructions before completing form.)

PRIVACY ACT STATEMENT

AUTHORITY: E.Q 9397, 31 U.5.C. Sections 3325, 3528, DoDFMR. 7000.14-R, Val. 5.

PRINCIPAL PURPOSE(S): Tomaintain a record of appaintment and termination of appaintment of persons to any of the positions listed in Item &,
and to identify the duties associated with this appointment.

SORN T1300 (http:/dpclo.defense gov/Pricacy/SORMsIndex/DODComponentArticle\Viewtabid/7489/Article/623541300.aspy )

ROUTINE USE(S}): The information on this form may be disclosed as generally permitted under 5 U.S.C Section 552a(b) of the Privacy Act of 1974,
as amended. It may also be disclosed outside of the Department of Defense (DoD) to the the Federal Reserve Banks to verify authority of the
appeinted individuals to issue Treasury checks. In addition, other Federal, State and local government agencies, which have identified a need to
know, may obtain this information for the purpose(s) identified in the DoD Blanket Routine Uses published at:

http:#/dpclo defen se.goviPrivacy/SORMNsIndex/BlanketRoutine Uses . aspx .

DISCLOSURE Voluntary; however, failure to provide the requested information may preclude appointments.

SECTION | - APPOINTEE

1. NAME (First Middle Initial, Last and Rank or Grade) |2. DoDID NUMBER 3. MITLE Gov't - User Access Administrator f User
Alfred Masters, GySgt USMC Acoess Manager
4. DOD COMPONENT/ORGANIZATION 5. ADDRESS (Include ZIF Code, email address, and telephone number with area code and DSA)
*5TH ANGLICO M21631 *5TH ANGLICO M21631
Il MEF HQ GROUP =I11 MEF HQ GROUP
*ORKINAWA, JP 966006-5607 *OKINAWA, IP 96600-5607
6. POSITION TO WHICH APPOINTED (X appropriate box - one only. Checking more than one invalidates the appointment.)
DISBURSING OFFICER: DSSN CASHIER CHANGE FUND CUSTODIAN
DEPUTY DISEURSING OFFICER: DSSN PAYING AGENT IMPREST FUND CASHIER
CERTIFYING OFFICER COLLECTIONS AGENT SAFEKEEFPING CUSTCODIAN
% | DEPARTMEMTAL ACCOUNTABLE OFFICIAL DISBURSING AGENT ASSISTAMNT SAFEKEEPING CUSTODIAN

7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED IN ITEM 6. YOUR RESPONSIBILITIES INCLUDE:

- You are the access control point for all users within yvour group / location code (M21631);

- Promptly grant access to authorized users within vour group / location code (M21631);

- Promptly remove / deny access to unauthorized wsers within your group / location code (M21631);

- Promptly reset authonized user certificates and passwords when required,

- Promptly respond to and resolve help desk requests from within your group / location code (M21631);

- Monitor the system daily and respond immediately to security or usability concerns;

- Ensure required user access key supporting documents (K.SDs) are attached within PIEE: i.e. DD2875s, DD377s, [A Cert, Cyber Cert, ...etc

- Perform periodic reviews of active user accounts, access levels and K.SDs at least quarterly;

Your DODAAC: M21631; USMC (SABRS) Accounting Station (AAI/AAA)Y: 067443; DFAS (USMC) Vendor Pay DoDAAC: M67443;
RE: NIST SP 800 -53, Security and Privacy Controls for Federal Information Systems and Organizations; Appendix F - Revision 4;

8. REVIEW AND ADHERE TO THE FOLLOWING PUBLICATION(S) NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:
OMB Circular No. A-123, Management’s Responsibility for Enterprise Risk Management and Internal Control; M-16-17, 15 July 2016

Federal Information System Controls Audit Manual (FISCAM),
SECTION Il - APPOINTING AUTHORITY

9. NAME (First, Middle initial, Lasl) 10. TITLE 11, DOD COMPONENT/ORGANIZATION
CO/X0/Co8

L. M. Neharge Delegated Authority to Appoint 111 MEF HQ GROUP

12. DATE (YYYYMMDD) 13. SIGNATURE

SECTION Il - APPOINTEE ACKNOWLEDGEMENT

| acknowledge and accept the position and responsibilities defined above. | understand that | am strictly liable to the United
States for all public funds or payment certification, as appropriate, under my control. | have been counseled on my pecuniary liability
applicable to this appointment and have been given written operating instructions. | certify that my official signature is shown in item

16 below.

14. PRINTED NAME (First Middle Initial, Lash 15. DATE (YYYYMMDD) (Not earfier than date in iterm 12 or 13)
Alfred Masters

16.a. DIGITAL SIGNATURE 16.h. MANUAL SIGNATURE

SECTION IV - APPOINTMENT TERMINATION

) o — [17. DATE (vYYYMMDD) [18. APPOINTEE INITIALS
The appointment of the individual named above is
hereby revoked.
19. NAME OF APPOINTING AUTHORITY 20. TITLE 21. APPOINTING AUTHORITY SIGNATURE
DD FORM 577, NOV 2014 PREVIOUS EDITION IS GBSOLETE. “Adobe Designer 8.0
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Example DD Form 577

Example: Govt Admin-Access Manager DD Form 577

page 2

INSTRUCTIONS FOR COMPLETING
APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE

Use this form to;

1. Appoint disbursing officers and their agents, e.a., deputy disbursing officers, disbursing agents, paying agents. cashiers,
imprest fund cashiers, change fund custodians, and collection agents.

2 Appont certifying officers. Cerfifying officers are those individuals, military or civilian, desighated to aftest to the correctness
of statements, facts, accounts, and amounts appearing on a voucher for payment

3. Appoint departmental officials. Departmental officials are those individuals, military or civilian, who are designated in writing
and are rot otherwise accountable under applicable law, who provide source information, data or service on which a
certifying officer relies when certifying vouchers as correct and proper for payment,

4. Appoint safekeeping custodians or assistants. Appointees to these positions are not subject to pecuniary liability

5. Governing guidance is in the Department of Defense Financial Management Regulation, Volume 5 (Disbursing Policy)

SECTION 1.

1. Enter the Appointee's name and rank or grade,

2. Enter the Appointee’s 10-digit DoD Identification Number

3, Enter the Appointee's title

4 -5 Enter the name, complete address (lo include e-mail address), and telephone number (include DSN when available)
of the DoD Component or activity to which appointed.

6. Mark X in the appropriate box to indicate the duty the appointee will perform (select only one). If appointing a disbursing
officer or deputy dishursing officer, enter the appropriate DSSN in the space provided,

7. The appointing authority identifies the types of payments affected, but need only be specific as he or she considers
necessary, and may include any other pertinent, applicable information (e.g., system involved).

8 List all publications the Appointea must review and follow in order ta adequately tulfill the requirements of the appointment.

SECTION II.
9. - 12. Enter the appointing authority's name, title, DoD Component/Organization location, and date signed.
13. The appointing authority must enter his or her manual or digital signature, If signature is digital, completing item 12 is not

required since the digital signature includes the date; enter only after completion of tems 1 through 11, as this signature
will “lock” those items.

SECTION Il

14. - 16. The appointee enters his or her name and digital (18a) or manual (18b) sighature, or both, depending on type(s) of
sighature(s) to be employed, in the appropriate spaces. |If the signature is manual (16b), complete itern 15, but if the
signature is ONLY digital (16a), completing item 15 is not required since the digital signature includes the date_ If the
appointee enters both manual and digital signatures, the dates in items 15 and 16a must match. The date in tem 15

(or 18a If signed digitally) cannot be earlier than the date in item 12 or 13, The appointment is effective on the date of
acceptance by the appointee, and is not in force without his or her acknowiedgement.

SECTION IV.
Completing this section terminates the original appointment. If partial authority s to be retained, complete a new DD Form 577

17, Enter the date the termination is effective  Completion of this item is not required if item 21 is signed digitally, since the
electronic signature includes the date,

18, The appointee initials in the space provided acknowledging revocation of the appointment

19. -21 The appointing authority enters his or her name, title and signature (which may be digital) in the spaces provided.

DD FORM 577 (BACK), NOV 2014
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Example DD Form 577

Example: WAWF-Miscellaneous Pay (MISCPay) AO DD Form 577

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE
(Read Privacy Act Stalement and Insiructions before completing form.)

PRIVACY ACT STATEMENT

AUTHORITY: E.O.9397, 31 U.S.C. Sections 3325, 3528, DoDFMR, 7000.14-R, Vol. 5.

PRINCIPAL PURPOSE(S): Tomaintain a record of appointment and termination of appointment of persons to any of the positions listed in Item 6,
and to identify the duties associated with this appaintment.

SORN T1200 (http:f/dpclo.defense goviPricacy/SORNsIndex/DODComponentArticleViewtabid/7F 489/Article/523541300.a5px)

ROUTINE USE(S): The information on this form may be disclosed as generally pemmitted under 5 U.5.C Section 552a(b) of the Privacy Act of 1974,
as amended. It may also be disclosed outside of the Department of Defense {DoD) to the the Federal Reserve Banks to verify auth oty of the
appointed individuals toissue Treasury checks. In addition, other Federal, State and local government agencies, which have identified a need to
know, may obtain this information for the purpose(s) identified in the DoD Blanket Routine Uses published at:

hitp:/iidpclo. defense.gov/Privacy/SORMsIndex/Blank etRoutineUses. aspy,

DISCLOSURE Voluntary, however, failure to provide the requested information may preclude appointments.

SECTION | - APPOINTEE

1. NAME (First, Middle Initial, Last and Rank or Grade) 2. DoDID NUMEER 3. MTLE AO/RO/PM
Opha May Johnson Supply Officer / Supply Chief'/ LogO
4. DOD COMPONENT/ORGANIZATION 5. ADDRESS (Inciude ZIF Code, email address, and telephone number with area code and DSN)
Ath Recruit Training Battalion M&1230 4th Recruit Training Battalion M81230
Reenut Tramming Regiment Manine Corps Recnut Depot
Eastern Recruiting Region Parris Island, 8.C., 29905
6. POSITION TO WHICH APPOQINTED (X appropriate box - one only. Checking more than one invalidates the appointment.)
DISBURSING OFFICER: DSSN CASHIER CHANGE FUND CUSTODIAN
DEPUTY DISBURSING OFFICER: DSSN PAYING AGENT IMPREST FUND CASHIER
CERTIFYING OFFICER COLLECTIONS AGENT SAFEKEEFING CUSTODIAN
% | DEPARTMENTAL ACCOUNTABLE OFFICIAL DISBURSING AGENT ASSISTANT SAFEKEEPING CUSTODIAN

7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED IN ITEM 6. YOUR RESPONSIBILITIES INCLUDE:
WAWF MISC Pay (MP) -- Authorizing / Approving Official / Acceptance Official (AO):

- Provide confirmation of delivery, performance and receipt.

- Provide timely and accurate data to the Pay Office (DO) to ensure payments are proper, supportable, legal, and correct,

- Establish and maintain a system of internal controls to prevent erroneous or improper payvments.

- Ensure reimbursement to entities or individuals only oceur if the underlving expense was properly authorized and the claim is legally pavable.

Your WAWF MP DODAAC: M81230; USMC Accounting Station {AAI/AAAY. 067443, USMC Vendor Pay DoDAAC: M6T7443

DoD Guidebook for Miscellaneous Payments, http://www.dfas.mil/contractorsvendors/miscpaymentguide. html )
Certifying Officer Legislation (COL) Training: https:/dfasddod.dfas.mil/training/Courses/coltraining htm (Commereial Pay)

8. REVIEW AND ADHERE TO THE FOLLOWING PUBLICATION(S) NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:
DoDFMER, Vol. 5, Ch 5 (DAOs): http://comptroller. defense_gov/Portals/'d 5/documents/ fmr/current/0 5/ Volume 05.pdf
DoDFMER. Vol. 10; Ch 1, 7 & 12 (Control, PPA & MP): http://comptroller defense. gov/Portals'45/documents/fonr/current/1 0/ Volume 10, pdf

SECTION Il - APPOINTING AUTHORITY

9. NAME (First, Middle initial, Lasf) 10. TITLE 11. DOD COMPONENT/ORGANIZATION
CO/ X0/ CoS

[ M. Ncharge Delegated Authority to Appoint 4th Recruit Training Battalion

12. DATE (YYYYMMDD) 13. SIGNATURE

SECTION il - APPOINTEE ACKNOWLEDGEMENT

| acknowledge and accept the position and responsibilities defined above. | understand that | am strictly liable to the United
States for all public funds or payment certification, as appropriate, under my control. | have been counseled on my pecuniary liability
applicable to this appointment and have been given written operating instructions. | certify that my official signature is shown in item
16 below.

14. PRINTED NAME (Frst, Middle Initial, Last) 15, DATE (YYYYMMDD) (Not earlier than date i fter 12 or 13)

16.a. DIGITAL SIGNATURE 16.b. MANUAL SIGNATURE

SECTION IV - APPOINTMENT TERMINATION

c ey . 17. DATE (¥YYYMMDD) 18. APPOINTEE INITIALS
The appointment of the individual named above is

hereby revoked.

19. NAME OF APPOINTING AUTHORITY 20. TITLE 21. APPOINTING AUTHORITY SIGNATURE
DD FORM 577, NOV 2014 PREVIOUS EDITION IS OBSOLETE. Adebo Designer 9.0
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Example DD Form 577

Example: WAWF-MISCPay AO DD Form 577

page 2

INSTRUCTIONS FOR COMPLETING
APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE

Use this form to:

¥

4
X

Appoint disbursing officers and their agents, e.g., deputy disbursing officers, disbursing agents, paying agents. cashiers,
imprest fund cashiers, change fund custodians, and collection agents.

Appomnt certifying officers. Certifying officers are those individuals, military or civilian, designated to aftest to the correctness
of statements, facts, accounts, and amounts appearing on a voucher for payment

. Appoint departmental officials. Departmental officials are those individuals, military or civilian, who are designated in writing

and are riot otherwise accountable under applicable law, who provide source information, data or service on which a
certifying officer relies when certifying vouchers as correct and proper for payment.

Appoint safekeeping custodians or assistants. Appointees to these positions are not subject to pecuniary liability

Governing guidance is in the Department of Defense Financial Management Regulation, Volume 5 (Disbursing Policy)

SECTION .

1

2
3
4

8

Enter the Appointee’s name and rank or grade.

. Enter the Appointee’s 10-digit DoD Identification Number

Enter the Appointee's title

-5 Enter the name, complete address (1o include e-mail address), and telephone number (include DSN when available)
of the DoD Component or activity to which appointed,

. Mark X in the approprate box to indicate the duty the appointee will perform (select only one). If appointing a disbursing

officer or deputy disbursing officer, enter the appropriate DSSN in the space provided,

. The appointing authority identifies the types of payments affected, but need only be specific as he or she considers

necessary, and may include any other pertinent, applicable information (e.g., system involved).

List all publications the Appointes must review and follow in order to adequately fulfill the requirements of the appointment.

SECTION 1.

9

- 12. Enter the appointing authority's name, title, DoD Component/Organization location, and date signed.

13. The appointing authority must enter his or her manual or digital signature, If signature is digital, completing item 12 is not

required since the digital signature includes the date; enter only after completion of tems 1 through 11, as this signature
will "lock" those items.

SECTION Ill.

14. - 16. The appointee enters his or her name and digital (162) or manual (18b) signature, or both, depending oh type(s) of

sighature(s) to be employed, in the appropriate spaces. If the signature is manual (16b), complete itern 15, but i the
signature is ONLY digital (16a), completing item 15 is not required since the digital signature includes the date. |f the
appointee enters both manual and digital signatures, the dates in items 15 and 16a must match. The date in tem 15
(or 18a If signed diaitally) cannot be earlier than the date in item 12 or 13, The appointment is effective on the date of
acceptance by the appointee, and is not in force without his or her acknowledgement.

SECTION IV.

Completing this section terminates the eriginal appointment. If partial authority is to be retained, complete a new DD Form 577

17 Enter the date the termination is effective  Completion of this item is not required if item 21 is signed digitally, since the

electronic signature includes the date.

18. The appoaintee initials in the space pravided acknowledging revocation of the appointment

19. - 21 The appointing authority enters his or her name, title and signature (which may be digital) in the spaces provided

e . .
DD FORM 577 (BACK), NOV 2014
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Example DD Form 577

Example: WAWF-MISCPay LPO DD Form 577

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE
(Read Privacy Act Siatement and Instructions before completing form.)

PRIVACY ACT STATEMENT

AUTHORITY: E.O. 9397, 31 U.S.C. Sections 3325, 3528, DeDFMR, 7000.14-R, Vol. 5.

PRINCIPAL PURPOSE(S): Tomaintain a record of appointment and termination of appointment of persons to any of the positions listed in Item 6,
and to identify the duties associated with this appaintment.

SORN T1300 (http://dpclo.defense.goviPricacy/SORNs|ndex/DODComponentAticleViewtabid/7485/Aricle/623541300.as5px)

ROUTINE USE(S): The information on this form may be disclosed as generally permitted under 5 U.S.C Section 552a(b) of the Privacy Act of 1974,
as amended. It may also be disclosed outside of the Depariment of Defense (DoD) to the the Federal Reserve Banks to verify autharity of the
appeinted individuals toissue Treasury checks. In addition, cther Federal, State and local govemment agencies, which have identified a need to
know, may obtain this information for the purpose(s) identified in the DoD Blanket Routine Uses published at:

http:/fdpclo. defense gow/Privacy/SOR Nsindex/BlanketRoutineUses. aspx.,

DISCLOSURE Woluntary, however, failure to provide the requested information may preclude appointments.

SECTION | - APPOINTEE

1. NAME (First, Middle Initial, Last and Rank or Grade) 2. DoD ID NUMBER 3. MITLE Fund Manager / Resource Manager

Margaret A. Brewer Financial Analyst / Fiscal Clerk

4. DOD COMPONENT/ORGANIZATION 5. ADDRESS (Include ZIP Code, email address, and telephone number with area code and DSN)
Headquarters, U.S. Marine Corps M00084

Headquarters, U.S. Marine Corps M000S4 Manpower and Reserve Affairs (M&RA) Department

Manpower and Reserve Affairs (M&RA) Department 3280 Russell Road
Quantico, VA 22134-5103

6. POSITION TO WHICH APPOINTED (X appropriate box - one only. Checking more than one invalidates the appointment.)

DISBURSING OFFICER: DSS5M CASHIER CHANGE FUND CUSTODIAN
DEPUTY DISBURSING OFFICER: DSSN PAYING AGENT IMPREST FUND CASHIER
CERTIFYING OFFICER COLLECTIONS AGENT SAFEKEEFING CUSTODIAN
X | DEPARTMENTAL ACCOUNTABLE QOFFICIAL DISBURSING AGENT ASSISTANT SAFEKEEPING CUSTODIAN

7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED IN ITEM 6. YOUR RESPONSIBILITIES INCLUDE:
Local Processing Office/Official (LPO) / Funds Certification / Funds Validation: M00084

- Ensure the OBLIGATION & ULO amount recorded in SABRS is sufficient to support the pending invoice(s) and the amount(s) to be paid.
- Provide timely, accurate data to ensure payments are proper, supportable, legal, and correct.
- Establish and maintain a system of internal controls to prevent erronsous / improper payments.

Prevalidation 15 a procedure that requires a proposed payment be identified/matched to its applicable proper supporting obligation that has been
recorded in the official accounting system that the SDN and ACRN (LOA) cited on the invoice/payment match the data recorded in SABRS.

Your WAWF LPO DODAAC: MO00S4; Accounting Station (AAI/AAA) 067443, Vendor Pay DoDAAC: M6T7443;
MARADMIN 0741/09 PREVALIDATION OF MARINE CORPS PAYMENTS,
Certifying Officer Legislation (COL) Training: https://dfasddod.dfas. mil/training/Courses/coltraining htm (Commercial Pay)

8. REVIEW AND ADHERE TO THE FOLLOWING PUBLICATION(S) NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:
DoDFMR, Vol. 5, Ch 5 (DAOs): http://comptroller.defense.gov/Portals/45/documents/frr/current/05/ Volume_05.pdff
DoDFME. Vol. 10; Ch 1, 7 & 12 (Control, PPA & MP): http://comptroller defense gov/Portals/45/documents/finr/current/ 1 0/Volume 10 pdf

SECTION Il - APPOINTING AUTHORITY

9. NAME (Frsl, Middle Infial, Las) 10. TITLE 1. DOD COMPONENT/ORGANIZATION
CG/ CO/ Comptroller /

L. M. Ncharge Delegated Authority to Appoint HQMC / M&RA

12. DATE (YYYYMMDD) 13. SIGNATURE

SECTION Ill - AFPOINTEE ACKNOWLEDGEMENT

| acknowledge and accept the position and responsibilities defined above. | understand that | am strictly liable to the United
States for all public funds or payment certification, as appropriate, under my control. | have been counseled on my pecuniary liability
applicable to this appointment and have been given written operating instructions. | certify that my official signature is shown in item
low.

14, PRINTED NAME (Frst, Middle Initial, Last) 15, DATE (YYYYMMDD) (Not earlier than date in ftem 12 or 13)

16.a. DIGITAL SIGNATURE 16.b. MANUAL SIGNATURE

SECTION IV - APPOINTMENT TERMINATION

c . o g . 17. DATE (YYYYMMDD) 18. APPOINTEE INITIALS
The appointment of the individual named above is

hereby revoked.

19. NAME OF APPOINTING AUTHORITY 20. TITLE 21. APPOINTING AUTHORITY SIGNATURE
CG/CO/J Comptroller /

L. M. Neharge Delegated Authority to Appoint

DD FORM 577, NOV 2014 PREVIOUS EDITION IS OBSOLETE. Adobe Designer .0
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Example DD Form 577

Example: WAWF-MISCPay LPO DD Form 577

page 2

INSTRUCTIONS FOR COMPLETING
APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE

Use this form to:

1. Appoint disbursing officers and their agents, e.q., deputy disbursing officers, disbursing agents, paying agents, cashiers,
imprest fund cashiers, change fund custodians, and collection agents.

2 Appornt certifying officers. Certfifying officers are those individuals, military or civilian, desighated to aftest to the correctness
of statements, facts, accounts, and amounts appearing on a voucher for payment

3. Appoint departmental officials. Departmental officials are those individuals, military or civilian, who are designated in writing
and are rot otherwise accountable under applicable law, who provide source information, data or service on which a
certifying officer relies when certifying vouchers as correct and proper for payment.

4. Appoint safekeeping custodians or assistants. Appointees to these positions are not subject to pecuniary liability

5. Governing guidance is in the Department of Defense Financial Management Regulation, Volume 5 (Disbursing Policy)

SECTION I.

1. Enter the Appointee's name and rank or grade,

2. Enter the Appointee’s 10-digit DoD Identification Number

3, Enter the Appointee's title

4

-5 Enter the name, complete address (1o include e-mail address), and telephone number (include DSN when available)
of the DoD Component or activity to which appointed,

6. Mark X in the appropnate box to indicate the duty the appointee will perform (select only one). If appointing a disbursing
officer or deputy disbursing officer, enter the appropriate DSSN in the space provided,

7. The appointing authority identifies the types of payments affected, but need only be specific as he or she considers
necessary, and may include any other pertinent, applicable information (e.g., system involved).

8. List all publications the Appointea must review and follow in order to adequately fulfill the requirements of the appointment.

SECTION I1.
Q. - 12. Enter the appointing authority's name, title, DoD Component/Organization location, and date signed.
13, The appointing authority must enter his or her manual or digital signature, If signature is digital, completing item 12 is not

required since the digital signature includes the date; enter only after completion of tems 1 through 11, as this signature
will "lock” those items.

SECTION Il

14. - 16. The appointee enters his or her name and digital (162) or manual (18b) signature, or both, depending oh type(s) of
sighature(s) to be employed, in the appropriate spaces. |If the signature is manual (18b), complete itern 15, but if the
signature is ONLY digital (16a), completing item 15 is not required since the digital signature includes the date. |f the
appointee enters both manual and digital signatures, the dates in items 15 and 16a must match. The date in tem 15

(or 18a if signed diaitally) cannot be earlier than the date in item 12 or 12, The appointment is effective on the date of
acceptance by the appointee, and is not in force without his or her acknowiedgement.

SECTION IV.
Completing this section terminates the original appointment. If partial authority is to be retained, complete a new DD Form 577

17, Enter the date the termination is effective  Completion of this item is not required if item 21 is signed digitally, since the
electronic signature includes the date.

18. The appointee initials in the space provided acknowledging revocation of the appointment

19. - 21 The appointing authority enters his or her name, title and signature (which may be digital) in the spaces provided

DD FORM 577 (BACR), NOV 2014
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Example DD Form 2875

Example: DD Form 2875 (SAAR)

SYSTEM AUTHORIZATION ACCESS REQUEST (SAAR)

PRIVACY ACT STATEMENT
AUTHORITY: Executive Order 10450, 9387, and Public Law $3-474, the Computer Fraud and Abuse Act.
PRINCIPAL PURPOSE: To record names, signatures, and other identifiers for the purpose of validating the trustworthiness of individuals requesting
access to Department of Defense (DoD) systems and information. NOTE: Recerds may be maintained in beth electrenic
andfor paper form.

ROUTINE USES: Mone.
DISCLOSURE: Disclosure of this information is voluntary, however, failure to provide the requested information may impede, delay or
prevent further processing of this request.
TYPE OF REQUEST DATE (¥YYYMMDD)
INTIAL [ ] MopiFicaTion [ ] DEACTVATE [ | user ip 20181231
SYSTEM NAME (Platform ar Applications) LOCATION (Physical Location of System)
PIEE WAWF EDA MRS CDR DCAS CEDMS SCRT DTS PRB GCSS SYNCADA web apps
PART I {To be completed by Reguestor)
1. NAME (Last, First Middie Initial) 2. ORGANIZATION
Frank Emmanuel Petersen JIr. MCCDC M30701
3. OFFICE SYMBOL/DEPARTMENT 4. PHOME {DSN or Commercial)
CDD / ICIDy (703) 784-2415
5. OFFICIAL E-MAIL ADDRESS G. JOB TITLE AND GRADE/RAMNK
Logistics 0431 / Capt USMC
?.‘ OFFICIAL MAILING ADDRESS 8. CITIZENSHIP 9. DESIGMATION OF PERSON
Hﬁt‘gfﬂ%ﬁéi GENERAL us [rn MILITARY  [] CIVILIAN
s JSSE f
IR RS o [ orves [ coneacros

10, 1A TRAINING AND AWAREMESS CERTIFICATION REQUIREMENTS (Complete as required for user or functional level access)
I have completed Annual Information Awareness Training. DATE (YYYYMMODD) 20181231
11. USER SIGNATURE 12. DATE (YYYYMMOLD)
20181231
PART Il - ENDORSEMENT OF ACCESS BY INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENT SPONSOR (If individual is a
confractor - provide company name, confract number, and date of confract expiration in Block 16.)
13. JUSTIFICATION FOR ACCESS
Access required to perform duties, responsibilities and analysis on transactions that affect / impact Manine Corps appropriations, accounts, reports
and all associated supporting documentation.

Financial and Administrative Control Support (ICOFE / ICOFS)
Finaneial Improvement Audit Remediation (FIAR) /
Key Supporting Documentation (K8Ds) /

14 TYPE OF ACCESS REQUIRED:
AUTHORIZED ] PRIvILEGED

15. USER REQUIRES ACCESS TO: UNCLASSIFIED [] crassiFieo (speciry category)
[]otHer
16. VERIFICATION OF NEED TO KNOW

| certify that this user requires access as requested.

16a. ACCESS EXFIRATION DATE (Confractors must specify Company Name,
Coniract Number, Expiration Dafe. Use Block 27 if needed )

17. SUPERVISOR'S NAME (Frint Name) 18. SUPERVISOR'S SIGNATURE 19. DATE (YYYYMMDD)

20. SUPERVISOR'S ORGANIZATION/DEPARTMENT 20a. SUPERVISOR'S E-MAIL ADDRESS 20b. PHONE NUMBER

21. SIGNATURE OF INFORMATION OWNER/OPR 21a. PHONE NUMBER 21b. DATE (YYYYMMDD)

22. SIGNATURE OF IAO OR APFOINTEE 23. ORGANIZATION/DEPARTMENT |24, PHONE NUMBER [ 25. DATE (v yMuoD)
DD FORM 2875, AUG 2009 PREWIOUS EDITION IS OBSOLETE.
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Example DD Form 2875

Example: DD Form 2875 (SAAR)

[56. NAME (Last, First Middle Initial)
Frank Emmanuel Petersen Jr.
27, OPTIONAL INFORMATION (Additional information)

"Documents and transactions within I'T/business systems may contain personal identifiable information (PII) that is protected under The Privacy Act
of 1974, 5 1U1.8.C 552a. My signature indicates I understand I am to access only docurnents required in the performance of my duties and will
protect any information gathered from routineg or non routine diselosure ™

PART Il - SECURITY MANAGER VALIDATES THE BACKGROUND INVESTIGATION OR CLEARANCE INFORMATION

28. TYPE OF INVESTIGATION 28a. DATE OF INVESTIGATION (Y'Y YMMDD)
28b. CLEARANCE LEVEL 28¢. IT LEVEL DESIGNATION
[ reveL []teveLn []ievern
7. VERIFIED BY (Print name) 30. SECURITY MANAGER | 31. SECURITY MANAGER SIGNATURE |32, DATE (VVYYAMDD)
TELEPHONE NUMBER

PART IV - COMPLETION BY AUTHORIZED STAFF PREPARING ACCOUNT INFORMATION

TITLE: SYSTEM ACCOUNT CODE
DOMAIN
SERVER
APPLICATION
DIRECTORIES
FILES
DATASETS
R,t\;rE{EIESCESSED PROCESSED EY (Frint name and sign) DATE {YY¥YYMMDLD)
Ef;_r\EE‘E‘?{ALIDATED REVALIDATED BY (Print name and sign) DATE (YYYYMMDD)

DD FORM 2875 (BACK), AUG 2009
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Example DD Form 2875

Example: DD Form 2875 (SAAR)

page 3

INSTRUCTIONS
The prescribing decument is as issued by using DoD Component.

A. PART: The following information is provided by the user when
establishing or modifying their USER |D.

(1) Name. The last name, first name, and middle initial of the user.

(2) Organization. The user's current erganization (i.e. DISA, SDI, DoD
and government agency or commercial firm).

(3) Office Symbol/Department. The office symbal within the cutrent
crganization (i.e. SDI),

(4) Telephone Number/DSN. The Defense Switching Network (DSN)
phone number of the user, If DSN is unavailable, indicate commercial
number,

(5)Official E-mall Address. The user's official e-mall address.

(6) Job Title/Grade/Rank. The civilian job title (Example: Systems
Analyst, G5-14, Pay Clerk, GS-5)/military rank (COL, United States
Army, CMSat, USAF) or "CONT" if useris & contractor.

(7) Official Mailing Address. The user’s official mailing address.

(8) Citizenship (US, Foreign Natichal, or Other).

(9) Designation of Person (Military, Civilian, Contractor).

(10) IA Training and Awareness Cerification Requirements, User must
indicate if he/she has completed the Annual Information Awareness
Training and the date.

(11) User's Signature. User must sign the DD Form 2875 with the
understanding that they are responsible and accountable for their
password and access to the system(s).

(12) Date. The date that the user sians the form,

B. PART II: The information below requires the endorsement from the
user's Supervisor or the Government Sponsor,

(13). Justification for Access. A brief statement is required to justify
establishment of an initial USER ID. Provide appropriate informatien if
the USER ID or access to the current USER D is modified,

(14) Type of Access Required: Place an "X" in the appropriate box.
(Authonzed - Individual with normal access, Privileged - Those with
privilege to amend or change system configuration, parameters, or
settings.)

(15) User Requires Access To! Place &n "X"in the appropnate box.
Specify category.

(16) Verification of Need to Know. To verify that the user requires
access as requested.

(16a) Expiration Date for Acocess, The user must specify expiration
date if less than 1 year.

(17) Supervisor's Name (Print Name). The supervisor or representative
prints his/mer name to indicate that the above information has been
verified and that access is required.

(18) Supervisor's Signature. Supervisor's signature is required by the
endorser of his/her representative.

(19) Dale. Dale supervisor signs the form.

(20) Supervisor's Organization/Department, Supervisor's organization
and department.

(208) E-mail Address. Supervisor's e-mail address.

(20b) Phone Number. Supervisor's telephone number,

(21) Signature of Information Ownar/fOPR. Signature of the funclional
appointee responsible for approving access to the system being
requested,

(218) Phone Number, Functional appointee telephone number

(21b) Date. The date the functional appointee signs the DD Form
2875,

(22) Signature of Information Assurance Officer (IAQ) or Appointee
Signature of the IAO or Appointee of the office responsible for
approving access to the system being requested,

(23) Organization/Department. |AC's organization and department
(24) Phone Number. 1AQ's telephone number.
(25) Date. The date |AO signs the DD Form 2875.

(27) Optional Information. This item is intended to add additional
information, as required

C. PARTIII: Certification of Background Investigalion or Clearence.

(28) Type of Investigation. The user's last type of background
investigation (i.e., NAC, NACI, or SSBI).

(28a) Date of Investigation. Date of last investigation,

(28b) Clearance Level, The user's current security clearance level
(Secret or Top Secret).

(28¢) IT Level Designation  The user's |T designation (Level I, Level 1|,
or Level Ill)

(29) Verified By, The Security Manager or representative prints hisher
name o Indicale that the above clesrance and investigation
information has been verified.

(30) Security Manager Telephone Number The telephene number of
the Security Manager or hisher representalive

(21) Security Manager Signature. The Security Manager or his/her
representative indicates that the above clearance and investigation
information has been verified.

(32) Date  The date that the form was signed by the Security Manager
or his/her representative.

D. PARTIV: This information (s site specific and can be customized

by either the DoD, functional activity. or the customer with approval of
the DoD. This information will specifically identify the access required
by the user,

E DISPOSITION OF FORM:

TRANSMISSION: Form may be electronically transmitled, faxed, or
mailed. Adding a password to this form makes it @ minimum of "FOR
OFFICIAL USE ONLY" and must be protected as such.

FILING: Original SAAR . with original signatures in Parts |, Il and Il
must be maintained on file for one year after termination of user's
account. File may be maintained by the DoD or by the Custemer's
IAC, Recommend file be maintained by IAC adding the user tothe
system,

DD FORM 2875 INSTRUCTIONS, AUG 2009
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Buy/Sell IGT

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.

1

2

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.

performance/delivery document.

. The table below identifies the minimum data requirements required for a document to serve as the buy/sell 1IGT

The columntitled “Servicing Agency (Seller)” provides the Marine Corpsspecific 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).

id

Agreement Type

Intra-Gov Order/
Modification
Number

Thisisthetype ofagreementsuchas
intragovernmental.

The Order Number isa 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. Thisnumberisthe
sameasthe General Terms and Conditions
(GT&C) numberwiththefirstdigitbeing replaced
withan“O” vicethe GT&C “A.” The format is
OYYMM-RRR-SSS-NNNNNN, where: “A”=
literal; “Y'Y” =2-digitcurrent year; “MM” =2-
digitcurrentmonth; “RRR”=3digit 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
startsat 1 and is incremented for every new GT&C.
The numbering restarts every MONTH at 1.

The Modification Numberisaunique number that
identifiesthe creation ofsubsequent 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 withthe GT&C Order Number. All
subsequent orders against the GT&C will use the
same GT&C Order Numberand beindividually
tracked usingaModification Number beginning
with“1”and incrementally increased by 1 for each
subsequent order (e.g., initial orderis 01808- 017-
097-000002.0, subsequent orders will be O1808-
017-097-000002.1, 01808-017-097-000002.2,
etc.).

243

1. Identify "IGT" asthe Agreement Type
inthe first block of the header.

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)
OrderNumberwillalsobe identifiedin
Block 1 followingthe IGT Order
Numberandseparated by “/”. Example:
“01808-017-097-
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.

Enclosure (12)



Buy/Sell IGT

Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements

Requesting
Agency (Buyer)
Order Number

4 Shipment
Number

5 Final Shipment
Indicator

6 Shipment Date

Thisisthe Order Number associated with the
buyer’s (requesting trading partner) ordering system.
This will be the SDNusedonthe purchase order
(i.e., DD Form 448, Navy Comptroller
(NAVCOMPT) Form 2275)

This isthe number used to identify the shipment. It
is a7-digitcode. The first 3-digitsshall be letters
and can beany 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. Shipmentnumber onewouldbe“0001”and
increase by incrementsofone (e.g., “0002”,
“0003”, etc.). Therefore, the entire shipment
number would be “ABC0001.”

Identifiesiftheshipmentisthefinal shipment.
Appropriate valuesare: “Y” (yes) or “N”’(no).

The date the shipmentis released tothe carrier or the
date the services are completed.

244

1. Identify the requesting agency
(buyer) Order Number for the goods
tobedeliveredorservicesto be
performed in Block 1.

Note: The IGT Order Number will
alsobeidentifiedinBlock1 preceding
the Requesting Agency (Buyer) Number
and separated by “7”.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.

1. Identify the Shipment Number for
the goods to be delivered or serviceto
be performed in Block 2.

Note: The Final Shipment Indicator
willalsobeidentifiedin Block 2
following the Shipment Number.
Example: “ABCO00IN.”

1. Identify the Final Shipment
Indicator for the goods to be
deliveredorservicetobeperform in
Block 2. The Final Shipment
Indicatorwill beidentifiedasa “Y”for
yesand “N”fornoasthe lastdigitofthe
ShipmentNumber (e.g., ABCO001N,
ABC0008Y)

Note: The ShipmentNumber willalso
beidentifiedinBlock 2 preceding the
Final Shipment Indicator. Example:
“ABCO00IN”

1. Identify the datethe goodswere
releasedtothe carrier fordelivery or the
date the service was completed in
Block3.
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Buy/Sell IGT

Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements

#

7 Shipped from Identifies the servicing agency (seller) shipping the 1. Identify the DoDAAC of the

DoDAAC/AAC  goods. ForDoDagenciesthiswillbe the 6-digit servicing agency (seller) shipping the
DoDAAC. Fornon-DoD agencies, this will be the goods or performing the service in

5-digit AAC. Block 11 (code section).
8  Shipped to Identifies the requesting agency (buyer) receiving 1.1dentifythe DoDAACofthe
DoDAACIAAC  the goods or services. For DoD agencies, this will requesting agency (buyer) receiving

be the 6-digit DODAAC. Fornon-DoD agencies, 'g;i%%cr)]c;sorservicein Block 13 (code
thiswill be the 5-digit AAC. '

1. Identify the Item Line Number forthe

9  Order Line Thisisthe line number associated with the order goodstobedeliveredor servicestobe
Number line. Thisisad-digitnumericcharacterasidentified  performed Block 15 (first section).
onthe IGT purchase order (i.e., DD Form 448, Note: Ifthe IGT purchase order does
NAVCOMPT Form2275) notidentify aspecific Order Line
Number,itwill be populated with
“0001” for every item.
10  Sub-Line The sequential sub-line structure below an Item éblgg Qg%é%ee?ﬁgrlégrgr'\'szmg Sf%rét;e
Number Line Number. Itcontains detailed financial performed in Block 15 (second

informationand shipping information. Thisisa  section).
2-digit numeric characterasidentifiedontheIGT  \io- Ifthe IGT purchase order does
purchase order (i.e., DD Form 448, NAVCOMPT ot jdentify a Schedule Number, it will

Form2275). be populatedwith “AA” for every item.
11 Product Service This is the PSC or NSN of the goods delivered  * Identify the 4-digit PSC, FSC, or
Code (PSC) or or services provided. The primary option is to NSNC the goodsto be delivered or

National Stock provide the 4-digit Federal Supply Class (FSC). If  services to be performed in Block 16.
Number (NSN) anFSCisnot available(i.e., services) the PSC Note: The Item Description will also

codeshallbeused. be identified in Block 16 following the
PSCsareidentified inthe Federal Procurement PSC,FSC,orNSN, and separated by
Data System Product and Service Code “/”. Example: “1730151994109/TOW
Manual BAR, AIRCRAFT, P/N 129-39000-

(https://www.acquisition.gov/PSC_Manual) 02-

FSCs are the first 4 digits of the NSN. 113, S/N 12345, 234567 or "S112/
UTILITIES — ELECTRIC.”
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Buy/Sell IGT

Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements

1. ldentifythe Item Descriptionf or the

Item Thisisthe basicdescription ofthe itembeing
Description exchanged. The item description shall include the gorc;ds to dbeBdIeIll\(/ired or servicestobe
nomenclature, partnumber (whenapplicable), performedinBlock16
andserial number (when applicable). Note: The PSC, FSC, or NSN
will also beidentified 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 tothe nextlinein Block 16.
13 Quantity The quantity shipped by the servicing agency * Identify the Quantity Shipped of the
Shipped (seller) goods delivered or services performed
in Block 17 (first section).
14 Quantity Thequantity received by the requestingagency 1. No action required, requesting agency
Received (buyer). (buyer) only.

15  Unit of Issue The Unitof Issue as indicated inthe IGT order. A 2-  1.ldentifythe UnitofIssueforthe

digitalphavalue that indicates of Unitof Issue. goodstobedelivered orservicesto be
performed in Block 18.

16  Unit Price Thisisthe UnitPrice for the goods delivered or 1. Identify the Unit Price for the
services performed. The Unit Price is the unit 90019“0 bgqelgleregcigsemcesto be
price annotated on the IGT order. performedinblock 1°.

17  Sub-Line Thisisthe monetary amount for the Sub-Line 1.1dentifythe Order Schedule Amount
Amount Number. Thedollarvalueamountoftheproductof =~ forthe gotOdS tobe fdellv%rgade?lr K20
quantity shipped and unit price for each g?;KLC%SDOF oer ngeerc())rme Ineloc

respective Sub-Item Number.
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements

19

20

21

22

23

24

25

26

28

29

Date of
Acceptance

Signature of
Acceptor

Name of
Acceptor

Title of
Acceptor

Address of
Acceptor

Telephone
Number of
Acceptor

Date of Receipt

Signature of
Receiver

Name of
Receiver

Address of
Receiver

Telephone
Number of
Receiver

The datethe goods or servicesare accepted by an 1. No action required, requesting agency
authorized individual from the requesting agency (buyer) only.
(buyer).

The signature of the authorized individual from the
requesting agency (buyer) accepting the goods or
services.

The printed name oftheauthorized individual from
the requesting agency (buyer) accepting the goods or
services.

The billet description of the authorized individual
from the requesting agency (buyer) accepting the
goods or services.

The address of the requesting agency (buyer)
accepting the goods or services. Theaddress is
identified by the command name.

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.

Thedatethe goods or servicesare received by an
authorized individual from the requesting agency
(buyer).

The signature of the authorized individual from the
requesting agency (buyer) receiving the goods or
services.

Theprintednameoftheauthorizedindividual from 1. No action required, requesting agency
the requesting agency (buyer) receiving the goods or (buyer) only.
services.

The address of the requesting agency (buyer)
receiving the goodsorservices. Theaddressis
identified by the command name.

The commercial phone number of the authorized
individual from the requesting agency (buyer)
receivingthe goodsorservices. Thecommercial
phone number must include the full number to
include extensionifapplicable. Example: 999-
9999-9999, ext. 9999.

247 Enclosure (12)



Buy/Sell IGT

Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements

30

Telephone
Number of
Receiver

General Terms
and Conditions
(GT&C)
Number

The commercial phone number of the
authorized individual from the requesting
agency (buyer) receivingthegoodsorservices.
Thecommercial phone number must include the
full number to include extensionifapplicable.
Example: 999-9999-9999, ext. 9999.

TheGT&C Numberisauniqueagreement
number that must be established between the
requesting agency (buyer) and servicingagency
(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
startsat1andisincrementedforevery new
GT&C. The numbering restarts every MONTH
atl.
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1. Identify the GT&C Number of the
goods to be delivered or servicestobe
performedin Block 23 as such
"GT&C Number: XXXXX-XXX-XXX-
XXXXXX."

Note: The GT&C Number is the G-
Invoicing-generated GT&C Number.
Iftheservicingagency (seller)isnot
fullyimplementedin G-Invoicing, the
locally-generated GT&C Reference
Numberused 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) Receiptand Acceptance Documentation. Whenthe Marine Corpsisthebuyer forabuy/sell
IGT, theyarerequiredto produce evidence of receiptand acceptance asdocumented proofthat 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. Thetablebelowidentifiestheminimumdatarequirementsrequiredforadocumenttoserveasthebuy/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. Anexample is provided on page 253 of this Enclosure.

Data Data Description Requesting Agency (Buyer) - Requesting Agency (Buyer)
Element Provided -DD Form 250

Agreement
Type

2 IntraGov
Order/
Modification
Number

Thisisthetype ofagreement
suchas intragovernmental.

The Order Number is a
unique number that must be
established between the
requesting agency (buyer) and
servicing agency (seller) that
willbeusedtotrackeach IGT
order from the beginning
through the completion or
termination. This number is
the same as the GT&C
Numberwiththe firstdigit
being replaced withan"O"
vicetheGT&C "A." The
formatisOYYMM-RRR-
SSS-NNNNNN, where"A" =
literal; "Y'Y" =2-digitcurrent
year;"MM" = 2-digit current
month; “RRR" = 3digit
requestingagency (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.

1.1dentifythe"IGT"on the
topoftheservicing agency
(seller)-provided
performance/delivery
document.

1. Validate the IGT Order/
Modification Number for
thedelivered goods or
performedservices as
identified on the servicing
agency (seller)
performance/delivery
document. If not, write the
IGT Order Number on the
provideddocument. 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.

249

1. Identify "IGT" as the
Agreement Typeinthefirst
block of the header.

1. Identify the IGT Order/
Modification Number ofthe
deliveredgoods orperformed
servicesin Block 1. Referto
Enclosure

(4) for additional details.

Note: Therequesting
agency (buyer) Order
Number will also be
identified in Block 1
followingthe 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 Description Requesting Agency (Buyer) - Requesting Agency (Buyer)
Element Provided -DD Form 250

Requesting  This is the Order Number 1. Validate the requesting 1. Identify the requesting
Agency associated with the buyer's agency (buyer) Order agency (buyer) Order
(Buyer) (requesting trading partner) Number for the delivered Number of the delivered
Order ordering system. Thiswill be goods or performed goods or performed
Number the Standard Document services as identified on the  services in Block 1.
Number used onthe purchase servicing agency (seller) i
order (i.e., DD Form 448, performance/delivery motebThe .II(IB-I; Ort()jer
NAVCOMPT Form 2275) document. If not, hand write . dumt_f(_er (\jN.' Iglsok(:al
the requesting agency (buyer) identitied In BIock .
Order Number on the preceding the requesting
provided document agency (buyer) Order
' Number and separated by “/.
Note: In the absence of the ~ Example: “O1808- 017-097-
G-Invoicing-generated IGT 000002.0/ .
Order Number, only the M9995506MP00001
requesting agency (buyer) Note: In the absence of the
Order Number will be G-Invoicing-generated IGT
provided Order Number, only the
' requesting agency (buyer)
Order Number will be
provided.
4 Shipment Thisisthe numberusedto 1. Validate the Shipment 1. Identifythe Shipment
Number identify the shipment. Itisa7- =~ Number for the delivered Number of the delivered goods

digitcode. Thefirst3digits
shallbe lettersand can be any
letters desired; however, the
same lettersmustbe used for
thelifeofthe IGT purchase
order. Thelast4digitsshallbe
numbers correspondingtothe
number of shipments being
made. Shipment number one
would be "0001" and increase
byincrementsofone (e.g.,
"0002","0003", etc.).
Therefore, the entire shipment
numberwouldbe
"ABC0001."

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: TheFinal Shipment
Indicator will also be
identified in Block 2
following the Shipment
Number. Example:
“BUYO0001N.”
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or performed servicesin
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 Description Requesting Agency (Buyer) - Requesting Agency (Buyer)
Element Provided -DD Form 250

Final
Shipment
Indicator

6 Shipment
Date

7 Shipped
from
DoDAAC/

Activity
Address
Code
(AAC)

8 Shipped to
DoDAAC/
AAC

Identifiesifthe Shipmentisthe
final shipment. Appropriate
values are; “Y” (Yes) or“N”
(No).

Thedatetheshipmentis
releasedto thecarrierorthe
datetheservices are
completed.

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.

Identifies the requesting
agency (buyer) receiving the
goods or services. For DoD
agencies, thiswill be the 6-
digit DoDAAC. For non-
DoD agencies, thiswill bethe
5-digit AAC.

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. No action required,
servicing agency (seller) only.

1.Validatethe DoDAAC/
AAC of the servicing
agency (seller) who shipped
the delivered goods or
performed the servicesas
identifiedonthe servicing
agency (seller)
performance/delivery
document. If not, hand
writethe DODAAC/AAC on
the provided document.

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 onthe
provided document.
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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"

1. No action required,
servicing agency (seller) only.

1. Identify the DoDAAC/
ACC of the servicing
agency (seller) who
delivered the goods or
performed the services in
Block 11 (code section).

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 Description Requesting Agency (Buyer) - Requesting Agency (Buyer)
Element Provided -DD Form 250

Order Line This is the Order Line 1. Validate the Item Line 1.1dentifytheltemLine
Number Number associated withthe Number (from the IGT Numberofthedelivered
OrderLine. This is a 4-digit purchase order) for the goods or performed services
numeric character as delivered goods or in Block 15 (first section).
identifiedonthe IGT purchase performed services is .
order (i.e., DD Form 448, identified on the servicing Ngte.dlf the Itg(;r ptqrchase
NAVCOMPT Form 2275) agency (seller)-generated or e_rf_ 0€s 30 identify a b
performance/delivery specific Order Line Number,
document. If not, write the it will be populated with
Order Line Number on the 0001 for every item.
provided document.

10  Sub-Line The sequential sub-line 1. Validate the IGT Sub- 1. Identify the Sub-Item

Number structure below an Item Line  Item Number from the IGT Number of the delivered
Number. It contains detailed purchase order forthe goods or performed
financial information and delivered goods or services services in Block 15
shipping information. Thisisa = performed as identified on the (second section).
2-digit numeric character as servicing agency (seller)- )
identified on the IGT purchase generated performance/ N%Ite. éf the K%[T dpurtc_hase
order (i.e., DD Form 448, delivery document. Ifnot, gr herd cl)eano tI) en_{fy 'alll b
NAVCOMPT Form 2275) hand write the Schedule ¢ el “g‘ ~“h”l Ae,g’”lf will be
Number on the provided populated wit or
document. every item.
Note: Ifthe IGT purchase
order does not identify a
Schedule Number, itwill be
populated with “AA”for every
item.

11  Product Thisisthe PSC or NSN of the * Validate the PSC, FSC, or * Identify the 4-digit PSC
Service Code  goods delivered or services NSNforthe delivered goods or FSC; or the 15-digit NSN
(PSC) or provided. The primary option or performed servicesas of the delivered goods or
National is to provide the Federal identified onthe servicing performed services in Block
Stock _SuppIyC_Iiasgl(F(_SC). Ifan FS)C age]pcy (selle/rzj- Igenerated 16.

isnotavailable (i.e.,services performance/ delivery i -
Number the PSC code shall be used. document. If not, write the Note: The Item Description
(NSN) PSC ESC. or NSN onthe will also be identified in

PSCsareidentifiedinthe
Federal Procurement Data
SystemProduct and Service
Code Manual (https://
www.acquisition.gov/PSC
Manual)

FSCsare the first4 digits of the
NSN.

provideddocument.

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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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 Description Requesting Agency (Buyer) - Requesting Agency (Buyer)
Element Provided -DD Form 250

Item Thisisthe basic description of 1. Validate the Item 1. Identify the ltem
Description the itembeingexchanged. The = Descriptionforthedelivered Description of the delivered
P Item Description shall goods or performedservicesas  goods or performed services in
include the nomenclature, part | identifiedontheservicing Block 16.
number (when applicable), agency (seller)-generated _
and serial number (when performance/delivery Note: The PSC, FSC, or
applicable). document. If not, write the NSN will also be identified in
Item Description on the Block 16 preceding the Item
provided document. Descriptionand separated by
. “/”. Example:
Note: The PSC, FSC, or “1730151994109/TOW
NSN will also be identified in BAR. AIRCRAFT. P/N 129-
Block 16 preceding theltem  39000-02-113,S/N 12345,
Descriptionand separatedby ~ 23456”0r*S112/UTILITIES
“1730151994109/TOW Note: Ifadditional space is
BAR, AIRCRAFT, PN 129-  needed usethenextline in
39000-02-113, S/N 12345, '
23456”0r*“S112/UTILITIES
— ELECTRIC.”
13 Quantity The Quantity Shipped by the No action required, servicing ~ No action required, servicing
Shipped servicing agency (seller) agency (seller) only. agency (seller) only.
14  Quantity The Quantity Received by the 1. Validate the Quantity 1. Identify the Quantity
Received requesting agency (buyer). Shipped of the delivered Rgggisvg;j oé:?grorlstlai&/ered
goods or performed services gervi ces iﬂ Block 17 (first
asidentifiedonthe servicing section) and placean “X”in
agency (seller)- generated Block 17 (second section).
performance/ delivery
document AND validate that
itmatchesthe Quantity
Received. If not, hand write
the Quantity Received on the
provided document next to the
item description.
15  Unit of The Unitof Issueasindicatedin = 1. Validatethe Unitof Issue 1. Identify the Unit of Issue
Issue the IGT order. A 2-digit forthe delivered goods or

alpha value thatindicates the
unit ofissue, per the American
National Standards Institute.

performed services as
identified on the servicing
agency (seller)-generated
performance/delivery
document. If not, write the
Unit of Issue on the
provided document.
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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 Description Requesting Agency (Buyer) - Requesting Agency (Buyer)
Element Provided -DD Form 250

Unit Price Thisisthe UnitPriceforthe 1. Validate the Unit Price for 1. Identify the Unit Price of
goods delivered or services the delivered goods or the delivered goods or
performed. The unitpriceisthe  performed services as performed services in Block
unit price annotated onthe identified on the servicing 19.
corresponding IGT order. agency (seller)-generated

performance/delivery
document. If not, write the
Unit Price on the provided
document.
17  Sub-Line Thisisthemonetaryamountfor 1. Validate the Sub-Item 1. Identify the Sub-Item

Amount the Sub-Line Number. The Amount for the delivered Amount of the delivered
dollarvalue amount of the goods or provided services as goods or performed
product of quantity shipped identified on the servicing services in Block 20.
and unit price foreach Sub- agency (seller) generated
Item Number. performance/ delivery

document. If not, hand
write the Order Schedule
Amount on the provided
document.
18  Date of The date the goods or 1. Write the date the goods or 1. Identifythedatethegoods or
services are accepted by an i ; serviceswereaccepted in

ACCeptance 4 horized individual from the S?{)\\I/Iigzii gggﬁ;ﬁwed on the Block 21a (Date).
requesting agency (buyer). P '

19  Signature of  The signature of the 1. Sign the provided 1. Authorized acceptor

Acceptor authorized individual from document. placesan"X"in Block 21b
the requesting agency (buyer) (Acceptance), signs in
accepting the goods or Block 21b (Signature of
services. Authorized Government

Representative).
20 Name of The printed name of the 1. Print the name on the 1. Identify the name of the

Acceptor authorized individual from i authorized acceptor in Block
the requesting agency (buyer) provided document. 21b (Typed Name).
accepting the goods or
services.

21  Title of Thebilletdescriptionofthe 1. Writethe billetdescriptionon 1. Identify theauthorized

Acceptor authorized individual from the the provided document. acceptor billet description in
requesting agency (buyer) Block 21b(Title).
accepting the goods or services.

22  Address of The address of the requesting 1. Writethe Command Name 1. Identifythe Command

Acceptor agency (buyer) accepting the o the provided document. Name in Block 21b

goods or services. The address
is identified by the command
name.
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(Mailing Address).
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Buy/Sell IGT Performance Delivery and Receipt Acceptance Minimum Data Elements

Data Data Description Requesting Agency (Buyer) - Requesting Agency (Buyer)
Element Provided -DD Form 250

24

25

26

27

28

Telephone
Number of
Acceptor

Date of
Receipt

Signature of
Receiver

Name of
Receiver

Title of
Receiver

Address of
Receiver

Thecommercial phone
number of the authorized
individual from the requesting
agency (buyer) accepting the
goodsorservices. The
commercial phone number
must include the full number
to include extension if
applicable. Example: 999-9999-
9999, ext. 9999

Thedatethe goodsorservices
are received by an authorized
individual fromtherequesting
agency (buyer).

The signature of the
authorized individual from
the requesting agency (buyer)
receiving the goods or
Services.

The printed name of the
authorized individual from the
requesting agency (buyer)
receiving the goods or services.

The billet description of the
authorized individual from the
(Buyer) receiving the goods or
services.

The address of the requesting
agency (buyer) receiving the
goods or services. The address
is identified by the
Command name.

1. Write the telephone
number on the provided
document.

1. Write the date the goods or
services were received on the
provided document.

1. Sign the provided
document.

1. Print the name on the
provided document.

1. Writethe billetdescription on
the provided document.

1. Write the Command Name
ontheprovided document.
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1. Identify the phone number
of the authorized acceptor in
Block 21b.

1.1dentify thedatethegoods or
serviceswerereceivedin Block
22 (Date Received).

1. Authorized receiver signs in
Block 22 (Signature of
Authorized Government
Representative).

1. Identify the name of the
authorized receiver in Block
22 (Typed Name).

1. Identify the authorized
receiver in Block 22 (Title).

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 Description Requesting Agency (Buyer) - Requesting Agency (Buyer)
Element Provided -DD Form 250

Telephone Thecommercial phone 1. Write the telephone 1. Identify the phone number
Number of number of the authorized number on the provided of the authorized receiver in
Receiver individual from the requesting document Block 22 (Commercial

agency (buyer) receiving the ' Telephone Number).

goodsorservices. The

commercial phone number

must include the full number

to include extension if

applicable. Example: 999-

9999-9999, ext. 9999

30 General The GT&C Number is a 1. Write the GT&C Number = 1. Identify the GT&C

Terms and  unique agreement number on the provided document. Number of the delivered goods
Conditions that must be established i . or performed ser- vices in
(GT&C) between the requesting agency mgtg'_ JC&&E;% nl;lrtg?;ger IS Block 23 as such “GT&C
Number (buyer) and servicing agency GT&C Number. If the Number: XXXXX- XXX-XXX-

(seller) that will be used to
track each IGT fromthe
beginningthrough 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” = 3digit
requestingagency (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.

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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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

DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3000 MARIMNE CORPS PEMTAGON
WASHINGTON DC 20350-3000

Canc: Dec 2020
MCBUL 4000

EGEM

27 HCW 2019

MARINE CORPS BULLETIN 4000

From: Commandant of the Marine Corps
To: Distribution List

Subj: ACCESS MANAGEMENT AND INTERNAL CONTROLS FOR ELECTRCNIC COMMERCE

SYSTEMS
Ref: See Enclosure (1}
Encl: (1) Esfersnces
1. Situation
a. Federal agencies have become increasingly dependent on using

electronic commerce (e-commerce)] systems to acguire goods and services.
LAlthough e-commerce facilitates operational efficiency, the lack of
established user access internal controls and management oversight increases
the risk of fraud, waste, and abuse. Accordingly, this Bulletin establishes
policy and intermnal controls for managing user access to e—Ccommerce systems
in compliance with references {a) through ({d).

b. E-commerce definition. Per reference (e}, s-commerce is the
terchange and processing of information using electronic technigues for
([i.e., acguire goods and services) based
upon the application of commercial standards and practices. E mmerce
systems draw on technologies such as mobile commerce, electronic funds
transfer, internet marketing, online transaction processing, Electronic Data
Interchange (EDI)}, inwventory management systems, and automated data
collection systems.

2. Mission. Estabklish clear roles, responsibilities, and procedures in
order to ensure effective access management and internal controls ower e-—
commerce systems. This Bulletin is in accordance with references {al through
W) .

3. E=xecution

a. Commander’s Intent and Concept of Operations

{1} Commander's Intent

{a)} Estaklish Marine Corps policy for access management and

internal controls over e—-commerce systems utilized by the Marine Corps. This
will strengthen end-to-end reguisition management, to include those actions
DISTRIBUTION STATEMENT A: Approved for public release; distribution is

unlimited.
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that result in or result from procurement activities, while meeting the
standards and reguirements established in references (a) through ().

{b) Marine Corps E-commerce systems. This Bulletin will focus on

managing e-commerce systems with the greatest impact on the Marine Corps

accounting system, Standard Accounting, Budget, and Beporting System. Thi

=

includes: Global Combat Support System — Marine Corps (GCS5-MC), Purchase
Eeguest Builder (PR Builder), Procurement Integrated Enterprise Environment
({PIEE) - Wide Area Work Flow (WAWF), Federal Mall/Electronic Mall, General

Services RAdministration Advantage, and USMC ServMart wirtual web site
{ServMart online).

{Z) Concept of Operaticons. Effective use of e-commerce systems
reguires the establishment of effective user access controls, management

oversight, and system advocacy. This Bulletin codifies necessary roles and

responsibilities of unit-lewvel Commanding Officers/Accountable Officers

(CO/AQ), higher echelons throughout the chain of command, and Headguarters

Marine Corps (HQMC) system advocates. Per reference (k), the term CO/ROD
refers to a commander, Commanding General (CG), Commanding Qfficer (CO),

cocountable officer iﬂﬂ? with requisition authority {(Buthority Code ™00"
Department of Defense Activity RAddress Code (DoDAACZ)) that operates under

U.5. Code Title 10731.

{a) User RAccess Controls. E-Ccommerce user access controls
consist of two components: {
coess to a respective e—commerce system, and (2} wser role/permission

fui

or

User system access in which a user is granted

assignment in which a user is granted system-specific roles and permissions

commensurate with appointed authori
Marine Corps have a unigue role title for the individual who manages “acc
rights”™ for the users in a given system (e.g., Unit User Account Manager

(UUAM), Govermment BRdministrator, Group Access Manager (GAM), System
Administrator, disburser administrator, etc.). For the p;rpases of this

Bulletin, this individual will be referred to as the User hccess Manager
(TRM] .

1. Depending on the e-commerce system, the above two
components may be accomplished as a single step by an individual
gdministrator (e. GFCS5-MC TUAM grants user access and assigns

-F

ies. Most e-commerce systems used by the
255

les/permissions at the same time), or they may be divided into two steps

executed by two individuals (e.g., PIEE-WAWF users are granted access to

the

system by a PIEE-WAWF system administer but roles/permissions are added by a

command-appointed GAM) .

2
be managed to prevent the potential for fraud, waste, and abuse.

For effective user access control, both components must

of

3. Primary responsib ty for e-commerce sSYsSTem USEXr ACCESS
control and management oversight at the lowest lewvel belongs to the CO/AQD
commands with reguisition authority. This responsibility is delegated to

O/AQ-appointed TAM.

4. User Bocess Manager (URM) Responsibilities. WUAMs are
primarily responsible for performing or coocrdinating user
ctivation/deactivation and assignment of roles/permissions in e—-commerce
systems at the unit lewel. Specific TUAM responsibilities include the

following.-

ra
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a. P r to the activation of any user review the
user’s DD 2875 “"System Authorization Access Reguest (SARR}*™ ensuring that
proper reviews and signatures are completed. E-commerce system SARBRE forms
must be retained for one (1) year following termination of a user's access to
the system.

b. Ensure that e-commerce system access reguests have
documentation supporting the user’s roles/permissions. Depending on the
user’'s roles/permission, supporting documentation may include a CO/RO
appointment lette DD 577 “"Appointment/Termination Becord-RZuthorized
Signature™, and/ NAVHMC 118659 "Motice of Delegation of Authority”™ identified

in references (K}, (1),

and (n) .

c. Per reference (n), ensure users with permissions tTo
£fill a certifying cfficer rol le.g., IEE-WAWF acceptor or local processing
official) complete an approved certifying officer training course applicable

to their mission prior to their appointment and activation within the system.
Befresher training must be completed annually.

d. Per reference (o}, ensure users with permission to
execute funds control (e.g., PR Builder supply officer role) complete
fiscal/appropriations law training and the online budget execution courses.
RBeference (n) defines fund control individuals as those who receive or issus
Appropriated Funds (AFF) or generate purchase reguests for APF (e.g., supply,
contracting, etc.) .

e. If the e—commerce system does not support uploading
n, maintain all supporting user access documentation
ctronically in accordance with document retention

user documentati
physically or e
reguirements established in this Bulletin and reference (l). When a system
supports uploading user documentation, ensure all supporting documentation is
uploaded prior to granting access to the e—commerce system.

f. Establish and manage check-in and check-out
procedures within the unit to ensure deactivation of users prior to departure
from the unit (e.g., end of active service, permanent change of station,
etc.). Prior to endorsing the user's check-out sheet, URMs must remowve the

user’'s e—commerce system roles and permissions and disable access to the
SYSTEM.

g. Per reference (p) and as part of the supply officer
internal controls review program (reference (g)}, perform and document semi-
annual s-commerce sYsStem user account reviews to ensure user access and
account privileges are commensurate with job functions; military or sSupport
contractor status are accurate; and user access documentation and training
certificates are on file.

tl} E-commerce system users with an identified
discrepancy during the review represent a potential risk. Correctiwve acti
must be taken resclve user discrepancies to prevent potential fraud,
waste, and zbuss.

]

{2) Ewvidence of user access reviews must be
documented and maintained in accordance with reference (g).

h. For e-commerce system access obtained pricr to SRAR
completion (e.g., access granted by federal agencies outside the Marine
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Corps), ensure that authorized e—-commerce system users complete the reguired
user documentation as described in paragraph 3a(l) (a)4 of this Bulletin.

i. Ensure all guest accounts (for private contractor
personnel) are sponscored by the appropriate government member of the
administrative organization managing the contract (i.e. contracting cfficer
or contracting cfficer representatiwve). Ensure that walid guest account
sponsorship documentation is properly completed and maintained on file.

7. EReset user accounts and re-associate new user
cercificates as reguired.

k. As necessary, serve as the command consolidation
point for reviewing, wvetting, and forwarding respective system Engineering
Change Proposals (ECPFs) wia the chain of command to the EQMC e-commerce
system adwocate.

{b)} Management Oversight. Management oversight responsibilities
extend to higher echelon commanders, CGs, or COs throughout the chain of
command {e.g., regimental, Major Subordinate Command, Marine Expeditionary
Force, and Marine Force-lewvel). These individuals shall lewverage their
functional end-to-end reguisition management subject matter experts {(i.e.,
logisticians) in executing their management oversight responsibilities.
Specific responsibilities include the following.

1. Provide management oversight of subordinate ocrganization
CO/A0-appointed UARMs.

2. BAs necessary, serve as the command consolidation point
for reviewing, wetting, and forwarding respective system ECPs wia the chain
of command to the HQMC e-commerce system advocate.

3. Provide coordination, owversight, and enforcement of all
e-commerce system issues to include emerging reguirements, future
imitiatiwves, and extermal audit findings that result in regquired action by
subordinate ocrganization UAMs.

4. Ensure a semiannual review of subordinate unit e-commerce
system URM accounts is conducted to ensure that UAMs are walid for each e-
COoOmmMESrose SYSTEm.

a. Ewvidence of UAM reviews must be documented and
maintained in accordance with reference (g .

k. Ensure unauthorized UlMs are terminated to prevent
potential fraud, waste, and abuse.

5. BAs dictated by the e-commerce system advocates, some =-—

commerce systems reguire a higher echelon UAM {(e.g., regimental UAM} to
assign subordinate unit UAM roles (e.g., battalion-level UALAM role) within the

system. In these instances, higher echelons will appoint URMs taks

appropriate actio

E. Facilitate user access SUpport all subordinate users,
to include aspects of both system use and business process reguirements of
the respective svystem.
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7. Monitor and enforce timely resolution of business event
errors received from internal or higher headguarters generated reports (i.e.
receiving reports, invoices identified as delinguent, and user access
reports) .

{c) SBystem Advocacy. In support of commands with reguisition
authority and their respective higher headguarters, HQMC e-commerce system
advocates are assigned to each of the s-commerce systems iden ed in
paragraph 3a(l) (k). 5Specific responsibilities include the £ owing.

1. Publish user access requirements and instructions for

each e-commerce system used by the Marine Corps. At a minimum, provide the
following information:
a. Clarification of e-commerce system terminology

compared to Marine Corps policy. M4As an example, an e-commerce system role
may be called “approver"” which is eguivalent to a CO/AD-appointed supply

officer and personnel with fund approwval authoricy (DD 577

b. Clarification of support hierarchies for URM
assignments and management oversight. As an example, a CO/RO0-appointed UAM
is granted system access to GC55-MC from the GCES-MT Program Qffice; however,
SYSTEmM aCoess PIEE-WAWF is granted from a higher headguarters URM.

c. Specific instructions for granting and removing user
access, roles, and permissions for each e-commerce system.

d. TIdentification of UAM and user training reguirements
for sach e-commsrce system.

2. Coordinate with the program manager for sach e-commerce
system (Marine Corps systems and non-Marine Corps systems) to develop system
specific training for managing system accounts and user access.

3. Ensure an annual review of e-commerce system URM accounts
is conducted to ensure that UAMs are valid for each e-commerce system.

&. idence of URM reviews must be documsnted and
maintained.
E. Coordinate the termination of unauth: TaM=s to

prevent potential fraud, waste, and abuse.

4. ©On a guarterly basis, disseminate user account
information to Marine Corps URMs to facilitate semi—annual user account
reconciliations.

5. Coordinate the resoclution and timely response of e-
COmmEerce error reports.
&. Coordinate appropriate e—commerce system changes (i.e.,

ECPs] to improve effective management of system accounts and user access.

in
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b. Subordinate Element Missions

(1) Deputy Commandant, Installations and Logistics

{a) Appoint in writing HQMC system adwocates for each of the e-
commerce systems identified in paragraph 3a{l) (b) o execute the
responsibkilities listed in paragraph 3a(l) (o).

(k) As mnecessary, pubklish Marine Corps specific user access
reguirements and UBRM instructions for each e-commerce system within one y
of the releass of this Bullestin.

i
H

a

(B

{c) Coordinmate with Deputy
ensure the procedures identified in th
user access management guidance.

Commandant, Information {(DC I) to
is Bulletin are included in applicable

{d) Conduct an annual review of e-commerce system UAM accounts to
ensure that UAMs are wvalid for each s-commerce system.

{e) Evaluate compliance of this Bulletin wvia Internal Controls
and Audit Readiness Team or regional Field Supply and Maintenance Ahnalysis
Office inspections.

(£} Incorporate the contents of this Bulletin withim MCO 4400_.201
and reference (g).

{2} Commander, Marine Corps Systems Command

{a) Maintain system oversight of applicable e-commerce systems to
ensure effective system controls are in place in accordance with references
fc) and {d}.

(b} Ensure privileged user access for URMs is restricted to
authorized indiwviduals.

{c) In coordination with the respective HQMC system adwocate,
ensure compliance with this Bulletin and provide additional guidance as
Nec8ssary.

{3} Marine Corps Commanders and Accountable Officers

{a) Appoint in writing UAMs for each of the e-commerce systems

identified in paragraph 3a(llk to execute the responsibkilities identified in

paragraph 3aiZ) (al4.

{b) Ensure compliance with this Bulletin and provide amplifying
guldance as NeCS55Sary.

{c) Rewvise local Standard Operating Procedures (S50P) to ensure
compliance with this Bulletin.

4. Administraticon and Logistics

a. Becords Management. BRecords created as a result of this Bulletin
shall be managed according to Mationmal Archiwves and Records Rdministratio
approved dispositions per references (r) and (v) to ensure proper

maintenance, use, accessibility and preservation, regardless of format or
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medium. BRefer to reference (w) for Marine Corps records management policy
and procedures.

b. Privacy Act. Any misuse or unauthorized disclosure of Personally
Identifiakle Information (PII) may result in both ciwvil and criminal
penalties. The Department of the Navy (DON) recognizes that the privacy of
an individual is a personal and fundamental right that shall be respected and
protected. The DON's need to collect, use, maintain, or disseminate PII
about individuals for purposes of discharging its statutory responsibil
shall be balanced against the individuals' right to be protected against
unwarranted invasion of privacy. All collection, use, maintenance, or
dissemination of PII shall be in accordance with the Privacy Act of 1%74, as
amended {(reference (s5)) and implemented per reference (t).

5. Command and Signal

a. Command. This Bulletin is applicable to the Marine Corps Total
=

b. Sigmnal. This Bulletin is effective the date signed.

2. . CEIAROTTI
Deputy Commandant
Installations and Logistics

'
N

DISTRIBUTION: PCHN 10

1368000

I3
[l
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Acronyms
Acronym Description
ABN Abnormal
A&E Ammunition and Explosives
Al 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
CClI Controlled Cryptographic Item
CEC Combat Essentiality Code
CG Commanding General
CliC Controlled Inventory Item Code
CLIN Contract Line Item Number
CLM Continuous Learning Module

265



Acronyms

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
DoDl 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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Acronyms

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

&L Installations and Logistics

IBER Internal Budget Execution Report

ICART Internal Controls and Audit Readiness Team
IGT Intragovernmental Transactions

1P Initial Issue Provisioning

iRAPT Invoicing, Receipt, Acceptance and Property Transfer
ISL Inventory Stockage Levels
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Acronyms

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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Acronyms

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

olC Officer in Charge

OM&S Operating Materials & Supplies

OoMB Office of Management and Budget

OPFOR Operating Force

OST Order Ship Times

OousD 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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Acronyms

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/IA Training Allowance

TIE 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
™ Technical Manual
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Acronyms

Acronym Description

TOECR Table of Organization & Equipment Change Request
UAM User Access Manager

ubDO Undelivered Order

uiC Unit Identifier Code

ull 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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