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1.  Purpose. Per reference (a) and (b), this Supply Officer’s 
Internal Controls Handbook (NAVMC 4000.5B) contained in 
enclosure (1), provides guidance, procedures and methods used 
for implementing Supply Internal Controls reviews in compliance 
with the references. 
 
    a.  The handbook was first published on 9 July 2014. It has 
been updated, and is being re-issued as the 2016 version. 
 
    b.  The handbook will be reviewed annually and updated, as 
required, to reflect changing policy, processes or enhanced 
controls. 
 
2.  Scope.  The Deputy Commandant for Installations and 
Logistics (DC, I&L) is directly responsible for establishing, 
disciplining and maintaining property control standards in the 
Marine Corps. The intent and primary goal of the Supply 
Officer’s Internal Controls Handbook is to provide Commanders, 
Supply Officers, Accountable Property Officers or Personal 
Property Managers and their staff with a resource to achieve and 
maintain a strong supply internal controls and audit readiness 
program. 
 
    a.  Per reference (b), Commanders, Heads of Staff Agencies 
and Managers at all levels of the Marine Corps have a 
fundamental responsibility to develop and maintain effective  
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internal controls over their processes to ensure that programs 
operate, and resources are used, efficiently to achieve desired 
objectives. Programs must operate, and resources must be used, 
in compliance with laws and regulations with minimal potential 
for waste, fraud, and mismanagement. Effective internal controls 
provide for reasonable assurance that significant weaknesses in 
the program or system processes that might adversely affect the 
Marine Corps’ ability to meet its objective, can be prevented or 
detected in a timely manner. This handbook provides the tools 
necessary to maintain effective internal controls. 
 
    b. Supply Officers, Accountable Property Officers, and 
Personal Property Managers will use references (a), (b) and this 
NAVMC to ensure that proper implementation of semi-annual 
internal controls reviews are being administered and properly 
documented. These reviews will provide reasonable assurance that 
effective and efficient supply internal controls are in place 
for the command or activity. 
 
    c. Questions concerning this handbook should be directed to 
Headquarters, U.S. Marine Corps, Assistant Deputy Commandant for 
Installations and Logistics (LP), Enterprise Ground Equipment 
Manager. 
 
3.  Command.  This handbook is applicable to the Marine Corps 
Total Force. 
 
4.  Certification. Review and approved this date. 
 
 
 
 

   M. G. DANA 
   Deputy Commandant for 
   Installations and Logistics  
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One of the Marine Corps’ enduring principles is that we are good stewards of the 
Nation’s resources.  As Marines, we have an inherent duty to account for and prop-
erly manage the resources allocated to us.  Th is principle applies from the smallest of 
operating budgets to the millions of dollars spent on programs and from the repair 
parts sitting on the maintenance bench to the brand new MRAP being delivered by 
the contractor.  To ensure we are sticking to our promise, we must be able to prove 
we are accountable at any time.  Th is is known as audit readiness.  Equipment ac-
countability and visibility are crucial to sustaining audit and operational readiness.  It 
is our shared responsibility to ensure we maintain the public’s trust by managing our 
resources according to existing policy, good order and discipline.

Disciplined asset accountability is critical to accurate fi nancial reporting, which 
results in eff ective resource allocation.  Without strong internal controls over pro-
cesses and procedures, it is almost impossible to ensure we are consistent in meeting 
that goal and positively infl uencing Commanders’ equipment readiness.  Some of our 
processes are spot-on while others require improvement.  Some will need refi nement 
in order for us to provide more expedient and precise information, which is essen-
tial to the eff ective management of warfi ghting resources.  As such, we continue to 
comprehensively review, examine and update policies and procedures (acquisition, 
inventory management and reporting) related to the accountability of mission criti-
cal assets.  Our eff orts include an assessment of our internal controls, source docu-
mentation, data reconciliation and data validity. 

Commanders need to be diligent in their approach to assessing, testing, and applying 
internal controls.  No one should wait for process control testing by this Headquar-
ters (the Field Supply and Maintenance Analysis Offi  ce (FSMAO) or the Internal 
Controls and Audit Readiness Team (ICART)) to determine if the appropriate inter-
nal controls are in place.  Instead, Commanders and Supply Offi  cers must be proac-
tive in preparing their command’s audit readiness posture and ultimately sustaining 
a compliant audit readiness state.  Th is can be accomplished through internal control 
self-assessments conducted by the command on a quarterly, semi-annual or annual 
basis.

Th is Supply Offi  cer’s Internal Controls Handbook is a tool designed to assist the Fleet 
Marine Forces and Supporting Establishments.  Th e handbook provides Command-
ers and Supply Offi  cers an additional resource to achieve the responsibility of sus-
taining audit readiness through equipment accountability and visibility.  
 

    M. G. DANA 
    Lieutenant General, U.S. Marine Corps 
    Deputy Commandant 
    Installations and Logistics

Commander’s Message

Focus on 
Audit Readiness



 Enclosure (1)3

SECTION                     PAGE

1.0  Executive Summary    ............................................................................... ........ 4

2.0  Introduction    .................................................................................................... 6

3.0  Supply Offi  cer Audit Readiness Checklist Results Letter    .......................... 7

4.0 Supply Offi  cer’s Internal Control Program Checklist    ................................ 8

5.0  Military Equipment Checklist    ...................................................................... 10

6.0  Operating Materials & Supplies Checklist    .................................................. 14

7.0 MILSTRIP Checklist    ...................................................................................... 18

8.0 Procurement from Commercial Vendors Checklist    .................................. 23

9.0 Supply Automated Information Systems Checklist    ................................... 26

10.0 Sustainment, Education & Training Checklist    ............................................ 27

Enclosure - 1 Responsibility Matrix    ........................................................................ 28

Enclosure - 2 Delegation of Authority and DD 577 Structure    ............................ 29

Enclosure - 3 Corrective Action Plan Instructions    ............................................... 33

Enclosure - 4 Corrective Action Plan Certifi cation    .............................................. 34

Enclosure - 5 Corrective Action Plan of Actions and Milestones    ....................... 35

Enclosure - 6 Corrective Action Completion Certifi cation    ................................ 36

Enclosure - 7 Completed Corrective Action Form Examples    ............................. 37

Enclosure - 8 References    .......................................................................................... 40

Enclosure - 9 Internal Controls & Audit Readiness Points of Contact    .............. 41

Enclosure - 10 FSMAO Points of Contact    ................................................................ 41

Enclosure - 11 Sustainment, Education and Training Links    ................................. 42

Enclosure - 12 Audit Support Handbook (ME & OM&S)    ..................................... 44

c
o

n
te

n
ts



 Enclosure (1)4

1.0 Executive Summary
Commanders, heads of staff agencies, and man-
agers at all levels of the Marine Corps have a fun-
damental responsibility to develop and maintain 
eff ective internal controls over their processes to 
ensure that programs operate –  and resources 
are used – effi  ciently and eff ectively 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. 
Eff ective internal controls provide reasonable 
assurance that any signifi cant weaknesses in the 
design of program processes which might ad-
versely aff ect the Marine Corps’ ability to meet its 

[ Leaders have a fundamental responsibility to 

develop and maintain eff ective internal controls.]
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objectives, can be prevented or  detected in a timely 
manner. Th ey also ensure the proper stewardship of 
government resources. Th e safeguarding of assets is 
a subset of these objectives. 

Internal controls – organization, policies, and pro-
cedures – are tools to help commanders, program 
managers and fi nancial managers achieve results 
and safeguard the integrity of their programs. Such 
controls include program, operational, and admin-
istrative areas as well as accounting and fi nancial 
management.

Th e importance of internal controls is addressed in 
many statutes and executive documents. Th e Federal 
Manager’s Financial Integrity Act (FMFIA) estab-
lishes overall requirements with regard to internal 
controls. Leadership must establish controls that can 
reasonably ensure that:  

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

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

(3) revenues and expenditures applicable to 
agency operations are properly recorded and 
accounted for to permit the preparation of 
accounts and reliable fi nancial and statistical 
reports and to maintain accountability over 
the assets. 

In addition, leadership must evaluate and report on 
internal controls and fi nancial systems that protect 
the integrity of programs annually (Section 2 and 
Section 4 of FMFIA respectively). 

Instead of considering internal controls as isolated 
management tools, organizations should integrate 

their eff orts to meet the requirements of the FMFIA 
with other eff orts to improve overall eff ectiveness 
and accountability. Th us internal control are an inte-
gral part of the entire cycle of planning, budgeting, 
management, accounting, and auditing. It should 
support the eff ectiveness and the integrity of every 
step of the process and provide continual feedback 
to management.

Leaders must carefully consider the appropriate bal-
ance 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 ineffi  cient and ineff ective government oper-
ations. Th e benefi ts of establishing internal controls 
should outweigh the cost. Agencies should consider 
both qualitative and quantitative factors when ana-
lyzing costs against benefi ts.

executive summary
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introduction

2.0 Introduction
What are internal controls?
Internal controls are processes and procedures 
that Marines use every day to ensure the re-
sources they are provided are used properly and 
safely guarded. 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 eff ective internal controls and processes 
to ensure that programs (property control, fi scal 
resource management, logistics systems access) 
operate well and resources are used effi  ciently 
and eff ectively to achieve desired objectives. Pro-
grams must operate and resources must be used 
in compliance with laws and regulations, and 
with minimal potential for waste, fraud, and mis-
management. Eff ective internal controls provide 
reasonable assurance that signifi cant weaknesses 
in the design of program processes or inherent 
program weakness which might adversely aff ect 
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 Offi  cers and their 
Marines in achieving and sustaining audit readi-
ness for their commands. 

How do I use the handbook?
Since FSMAO or the ICART team cannot ana-
lyze or conduct audit readiness testing on every 
unit or command in the Marine Corps during 
each fi scal year, Commanders, Offi  cers in Charge 
(OIC) and Directors must conduct self-assess-
ment actions in order to determine the audit 
readiness posture of their command. Using the 
handbook will provide the Commander and the 
Supply Offi  cer with a gauge on the unit’s audit 
readiness posture.

Th e handbook is meant to be a ready reference to 
help execute policy prescribed in MCO 4400.150 
and MCO 5200.24D. It includes additional in-
formation 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 

To meet and maintain audit readiness, Com-
manders and their Supply Offi  cer should re-
view the Internal Control Checklists within this 
handbook semi-annually, and conduct inven-
tories in accordance with MCO 4400.150 and 
MCO 5400.24D. Results should be documented 
and corrective action plans developed. Th is 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 Point of Contacts 
(POCs). 

How does this handbook diff er from the FSMAO 
checklist?
Th is handbook is provided to compliment the      
FSMAO Checklist. It focuses primarily on supply 
internal controls. Specifi cally, 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 reach and sustain audit readi-
ness.
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3.0 Supply Offi  cer Audit Readiness Checklist Results Letter
Below is an example format of a Supply Offi  cer Audit Readiness Checklist Results Letter.

4400
     (Code)
     (Date)

From: Supply Offi cer
To:   Commanding Offi cer, (add unit name)

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

Ref:  (a) DoD 7000.14-R
      (b) DoDI 5000.64
      (c) MCO 4400.150
      (d) Supply Offi cer’s Handbook

Encl: (1) Supply Offi cer Audit Readiness Checklist
      (2) Corrective Action Plan POAM
      (3) Corrective Action Plan Certifi cation
      (4) Corrective Action Completion Certifi cation

1. Per reference (d), the supply section has reviewed and completed the    
Supply Offi cer Audit Readiness Checklist.  

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

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

2. The Supply Offi cer Audit Readiness Checklist results (Encl 1), Corrective 
Action Plan (CAP) Plan of Action and Milestones (POAM) (Encl 2), and the CAP 
Certifi cation (Encl 3) are attached for review.

3. A copy of the results and your endorsement will be maintained until all 
actions contained in the CAP POAM are completed. The CAP Certifi cation letter 
will be prepared for the Commander’s signature upon CAP POAM completion.
                           

     (Signature)
     (FI. MI. LAST Name of Supply Offi cer)

checklist letter format
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4.0 Supply Offi  cer’s Internal Control 
Program Checklist

Overarching Supply Offi  cer’s Internal Control Program (SOICP) Management

General Information Select 
Yes/No

Date 
Complete

1. Have all KSDs noted in the processes below been maintained for a period of 10 years (three 
years active and seven years archived) to satisfy record retention requirements? (MARADMIN 
417/15)

Yes No

2. Is the outgoing Commanding Offi  cer’s (CO’s) /Accountable Offi  cer’s (AO’s) Certifi cate of Relief 
retained in the supply fi les? (OMB A-123, Appendix A; MCO 4400.150 Chap 1 Para 7.a, Chap 2, 
Para 11.i, Appendix L; CMC MSG 111130Z Oct 12; CMC MSG 141733Z Jun 12)

Yes No

3. Is the Accountable Property Offi  cer (APO)/Supply Offi  cer appointed in writing by the CO/AO 
and is the appointment letter and DD Form 577 Appointment/Termination Record-Authorized 
Signature Form retained in the supply fi les? (OMB A-123, Appendix A; MCO 4400.150 Chap 1 
Para 5.c(2)(c), Chap 2, Para 11.i, Appendices D and J; CAP ME-OMS-EC-6; CMC MSG 152105Z 
Sep 15)

Yes No

4. Is the outgoing APO’s/Supply Offi  cer’s Certifi cate of Relief with the incoming APO’s/Supply Of-
fi cer’s endorsement retained in the supply fi les? (OMB A-123, Appendix A; MCO 4400.150 Chap 
1 Para 7.b, Chap 2, Para 11.i, Appendices N and M; MARADMIN 417/15)

Yes No

5.  Are Property Custodians/Responsible Offi  cers (ROs) appointed in writing by the CO/AO 
and are the appointment letters retained in the supply fi les? (OMB A-123, Appendix A; MCO 
4400.150 Chap 1 Para 7.c, Chap 2, Para 11.i, Appendices E and J;  CAP ME-OMS-EC-6; CMC 
MSG 152105Z Sep 15; CMC MSG 141835Z Nov 14 (UM 4000.125 usage))

Yes No

6. Are there Delegation of Authority Forms (NAVMC 11869 Notice of Delegation of Authority) 
for personnel to receipt for, issue, and turn in government property? (OMB A-123, Appendix A; 
MCO 4400.150 Chap 1 Para 5.f, Chap 3 Para 7.f, Chap 2, Para 11.i, Appendix k; CAP ME-OMS-
EC-6; CMC MSG 141835Z Nov 14 (UM 4000.125 usage))

Yes No

7.  Have applicable desktop procedures and turnover folders been prepared for each billet involv-
ing administrative and management property control functions? (OMB A-123, Appendix A; 
MCO 4400.150 Chap 1 Para 12)

Yes No

a. Are desktop update/change procedures in place, to include endorsements and date updated? Yes No

CHECKLIST
supply offi  cer’s internal 
control program
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CHECKLIST
supply offi  cer’s internal 

control program

Overarching Supply Offi  cer’s Internal Control Program (SOICP) Management

General Information Select 
Yes/No

Date 
Complete

8. Has the organization published local instructions (Standard Operating Procedures (SOPs)) 
regarding the execution of the SOICP? (DoDI 5010.40)
*Note: Th e SOICP is a subcategory or assessable unit of the command’s overarching Managers’ 
Internal Control (MIC) Program.

Yes No

9. Has the organization conducted a self-assessment/risk assessment during the last semi-annual 
period (Jan-Jun, Jul-Dec)? (MARADMIN 435-14) Yes No

a. Was the self-assessment reviewed and endorsed by the CO/AO? Yes No
10. As a result of the previous self-assessment, was a Corrective Action Plan (CAP) and Plan of 
Action and Milestones (POAM) created for all identifi ed internal control defi ciencies or process 
weaknesses?  (MCO 5200.24D Para 4.a.1.e)

Yes No

11. Were the SOICP self-assessment results included in the organization’s MIC Program Annual 
Statement of Assurance (SOA) and reported to higher headquarters? (SECNAVINST 5200.35F, 
MCO 5200.24D)

Yes No

12. Has the Supply Offi  cer/SOICP Coordinator completed the MIC Program online training avail-
able through Navy Knowledge Online (NKO)? (MCO 5200.24D) Yes No

13. Did the CO/AO appoint a Fund Manager in writing? (MCO 7300.21B Chap 2, Para 2005.1)    Yes No
a. Does the Fund Manager appointment letter contain, at a minimum, all applicable duties?  
(MCO 7300.21B  Chap 2, Para 2005.1) Yes No

14. Have the following personnel, who are appointed to approve or certify the expenditure of 
funds, completed the Fiscal Law Course and Budget Execution Course? (MCO 4400.150; CAP 
ME-OMS-EC-6; DoD 7000.14-R; MARADMIN 350/11 Fund Control Personnel Training Re-
quirement; CMC MSG 141835Z Nov 14 (UM 4000.125 usage))

Yes No

a. Supply Offi  cer Yes No
b. Fiscal, Budget and Accounting Offi  cer Yes No
c. Government Commercial Purchase Card (GCPC) Program Approving Offi  cial Yes No
d. Supply Chief Yes No
e. Supply Resource Manager Yes No
f. Certifying Offi  cer Yes No
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5.0 Military Equipment Checklist

Military Equipment

Receipt Procedures Select 
Yes/No

Date 
Complete

1. Are all KSDs used to receipt for property (e.g., DD Form 1348-1A, Carrier Bill of Lading 
(CBL), Manifest, DD Form 1149) signed, dated, and applicable data elements captured (e.g., serial 
number, National Stock Number (NSN), Table of Authorize Materiel Control Number (TAMCN), 
SDN, Quantity (QTY))?  (OMB A-123, Appendix A; DoD FMR 7000.14-R, Volume 6A: MCO 
4400.150 Chap 2 Para 11(a) (1); CAP ME-OMS-EC-6); DoDI 5000.64;)

Yes No

2.  Are serially managed items accurately recorded (i.e., correct TAMCN, NSN and serial number) 
and updated in the Accountable Property System of Record (APSR)? (DoDI 5000.64 Encl 2 pg 7; 
OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 6. and 11)

Yes No

Inventory Management Select 
Yes/No

Date 
Complete

3. During annual/cyclical physical inventories, are serial numbers and NSNs listed on the prop-
erty records reconciled against the serial number and NSN identifi ed on the equipment identifi ca-
tion plate (i.e., data plate), and are the results submitted to the CO/AO for certifi cation?  (DoDI 
5000.64 Encl 3 pg 13; OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 9.c)

Yes No

4. Are annual/cyclical physical inventory voucherable gain or loss transactions pre-approved by 
the appropriate authority based on his/her approval dollar thresholds and fi led in the voucher fi le?  
(DoDI 5000.64; OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 11.b.c.f.g.h. and i; CAP 
ME-OMS-EC-5)

Yes No

5. Were all required adjustments, resulting from the annual/cyclical inventory processed to cor-
rect the property records (accountable balances)?  (DoDI 5000.64 Encl 2 pg 7; OMB A-123, Ap-
pendix A; MCO 4400.150 Chap 2 Para 11; CMC MSG 171419Z Jun 11)

Yes No

6. Are all Money Value Gain/Loss (MVGL) Notices resulting from an annual/cyclical physical 
inventory certifi ed by the CO/AO and are they maintained on fi le?  (OMB A-123, Appendix A; 
MCO 4400.150 Chap 2 Para 11.h. and I; MARADMIN 417/15)

Yes No

7. Are the results of the annual/cyclical inventory documented and maintained on fi le?  (OMB 
A-123, Appendix A; MCO 4400.150 Chap 2 Para 9.a.6; MARADMIN 417/15) Yes No

8. Quarterly, or upon change of Property Custodian, are Property Custodians reconciling property 
record discrepancies and signing the sub-custody property record within 15 calendar days (semi-
annually if approved in writing by the CO/AO)?  (OMB A-123, Appendix A; MCO 4400.150 
Chap 2 Para 9; MCO 4400.150 Chap 2 Para 6.c.(6) and 11.b.(2); CMC MSG 141835Z Nov 14 (UM 
4000.125 usage))

Yes No

CHECKLIST
military 
equipment
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CHECKLIST
military 

equipment

Military Equipment

Inventory Management Select 
Yes/No

Date 
Complete

9. Do Property Custodians indicate they are physically reconciling serial numbers and NSNs listed 
on the property records against the serial number and NSN identifi ed on the equipment identifi -
cation plate (i.e., data plate)?  (OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 11.b (2))

Yes No

10. Is a copy of the previous quarter’s Consolidated Memorandum of Receipt (CMR)/sub-account 
on hand, including; the date, RO’s signature, and RO’s initials on the bottom of each page? (OMB 
A-123, Appendix A; MCO 4400.150 Chap 2 Para 11.b (2))

Yes No

11.  Has causative research been conducted and documented for unresolved sub-custody (i.e., 
CMR, Defense Property Accountability System (DPAS)) discrepancies and have appropriate 
Request for Investigation letters been submitted to the CO/AO, via the Supply Offi  cer, within fi ve 
calendar days?  (OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 6.c.(5), 11.b.(3)(d), and 
Chap 5 Para 4.b.(1); CMC MSG 141835Z Nov 14 (UM 4000.125 usage))

Yes No

12.  Has the CO/AO endorsed each Request for Investigation and directed appropriate action 
within fi ve calendar days of receipt of the request?  (OMB A-123, Appendix A; MCO 4400.150 
Chap 2 Para 6.c.(5), 11.b.(3)(d),and Chap 5 Para 4.b.(1); CMC MSG 141835Z Nov 14 (UM 
4000.125 usage))

Yes No

13.  Are Quarterly CMR/sub-account voucherable gain or loss transactions pre-approved by the 
appropriate authority based on his/her approval dollar thresholds and fi led in the voucher fi le? 
(DoDI 5000.64 glossary pg 18; OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 11.b.c.f.g.h 
and i; CAP ME-OMS-EC-5)

Yes No

14. Are Quarterly CMR/sub-account MVGL Notices certifi ed by the CO/AO and are they main-
tained on fi le?  (OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 11.h. and i) Yes No

15. Are inventories of small arms/light weapons being conducted monthly including reconcil-
ing serial numbers and NSNs listed on the property records against the serial number and NSN 
identifi ed on the equipment identifi cation plate (i.e., data plate)?  (OMB A-123, Appendix A; 
MCO 5530.14A Para 8003.4.b(4); MCO 4400.150 Chap 2 Para 13; MCO 8300.1D Para 4.b.(5)(l)1., 
4.b.(5)(p), and Encl (1) Para 11.a. and 11.b; CMC MSG 251744Z Mar 11; DoDI 5000.64; DoDM 
4140.01)

Yes No

16. Are discrepancies noted during monthly serialized small arms/light weapons inventories 
reconciled thoroughly and discrepancies immediately identifi ed to appropriate authorities? (OMB 
A-123, Appendix A; MCO 5530.14A Para 8003.4.b(4); MCO 8300.1D Para 4.b.(5)(l)1., 4.b.(5)
(p), and Encl (1) Para 11.a. and 11.b.; CMC MSG 251744Z Mar 11; MCO 4400.150 Chap 2 Para 
6.b.(3); and CMC MSG 301412Z Jan 14 Para 4.B.4)

Yes No

17. Is the unit completing the annual reconciliation and verifi cation of small arms/light weapons 
with the Naval Surface Warfare Center (NSWC), Crane, Indiana within the required time frame? 
(OMB A-123, Appendix A; MCO 8300.1D Encl (1) Para 11.c. and 19.d)

Yes No

18. Are signed copies of all receipts, issues, and documentation to support property losses (to 
include combat losses) and property gains for small arms/light weapons submitted to NSWC, 
Crane, Indiana via the Crane Small Arms Web Portal within 48 hours?  (OMB A-123, Appendix 
A; MCO 8300.1D Para 4.b.(5)(b) through Para 4.b.(5)(k), and Encl (1)Para 5.a., 6, 8.b., 9.a. (3), 
and 19.c.; CMC MSG 251744Z Mar 11)

Yes No

19. Does the unit have appropriate personnel assigned to make changes to the Marine Corps 
Serialized Small Arms/Light Weapons Registry?  (OMB A-123, Appendix A; MCO 8300.1D Para 
4.b.(5)(b) through Para 4.b.(5)(k), and Encl (1)Para 5.a., 6, 8.b., 9.a. (3), and 19.c.; CMC MSG 
251744Z Mar 11 and CMC MSG 061923Z May 13;  CMC MSG 251855Z Feb 15)

Yes No
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Military Equipment

Issue Procedures Select 
Yes/No

Date 
Complete

20. Is all KSD for property issues/shipments (e.g., Document Identifi er Code (DICs) A5A, A5J 
transactions, 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 fi led in the voucher fi le? (OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 11.(a) (1);  
CMC MSG 141835Z Nov 14 (UM 4000.125 usage))

Yes No

Property Control Select 
Yes/No

Date 
Complete

21. Is the Supply Offi  cer/APO maintaining for each Property Custodian/RO, all supporting 
documentation (e.g., receipts, issues and adjustments) that aff ect the property records for all sub-
accounts? (OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 6.c.(4), 11.a. and i; CMC MSG 
141835Z Nov 14 (UM 4000.125 usage))

Yes No

22. Are items on temporary loan reconciled and properly managed?  (OMB A-123, Appendix A; 
MCO 4400.150 Chap 6 Para 9 and CMC MSG 141835Z Nov 14 (UM 4000.125 usage)) Yes No

23. Are all authorized allowances for the command accurately refl ected on the unit’s APSR 
(Mechanized Allowance List (MAL)) to include approved Type II Allowances, Special Allowances, 
Command Adjustments, and Training Allowances (T/A)?  (DoDI 5000.64 Encl 2 pg 7; OMB 
A-123, Appendix A; MCO 4400.150 Chap 2 Para 5 and 7)

Yes No

Disposition Procedures Select 
Yes/No

Date 
Complete

24. Is excess equipment identifi ed and reported with a request for disposition instructions to 
higher headquarters and/or other appropriate activity? (OMB A-123, Appendix A; MCO 4400.150 
Chap 2 Para 15; MCO P4400.82F Para 1002.7, 1010, 5001, and 5005; CMC MSG 042121Z Sep 15; 
CMC MSG 141835Z Nov 14 (UM 4000.125 usage))

Yes No

25. Can the command certify that transferred or disposed assets were removed from the APSR? 
(DoDI 5000.64 Encl 2 pg 7; CMC MSG 042121Z Sep 15; OMB A-123, Appendix A) Yes No

Electronic Key Management System (EKMS) Regt/Group level Parent Account Select 
Yes/No

Date 
Complete

26. Does the command have an EKMS Manager and Alternate appointed in writing?  (EKMS-1B, 
Para 412; MCO 2281.1A Chap1, Para 10) Yes No

27. Has the command received a “Satisfactory” evaluation as the result of a Communications Se-
curity (COMSEC) Material System (CMS) Central Offi  ce of Record (COR) Audit within the past 
two years? (EKMS-3D, Chap 2, Para 205)

Yes No

28. Does the command have a NAVMC 11121 “USMC Physical Security Crime Prevention Sur-
vey” on hand indicating successful completion of a Physical Security Survey (PSS) on the COM-
SEC facility within the past 730 days?  (MCO 5530.14A, Chap 3, Para 5.b; MCO 2281.1A Chap 2, 
Para 2)  

Yes No

29. Are semi-annual self-assessments conducted by the EKMS Manager and/or Alternates and are 
the results on fi le and retained as required? (EKMS-1B Para 315.b, 450.i, 455.y, 1005.a; Annex T 
Paragraph 2)

Yes No

30. Prior to the transfer of COMSEC equipment, was transfer authority provided via naval mes-
sage by the appropriate Commanding General (CG) level for the gaining and losing commands?  
(MCO 2281.1A Chap 4, Para 3.c)  

Yes No

CHECKLIST
military 
equipment
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CHECKLIST
military 

equipment

Military Equipment

Electronic Key Management System (EKMS) Regt/Group level Parent Account Select 
Yes/No

Date 
Complete

a. Is the Global Combat Support System-Marine Corps (GCSS-MC) Service Request (SR) number 
annotated in the remarks column on all COMSEC Material Reports (SF-153) supporting transfers 
and disposals? (MCO 2281.1A Chap 4, Para 5.a)

Yes No

31. Does the EKMS Manager reconcile on hand quantities with the supply section, on an as oc-
curring basis, to ensure that the APSR GCSS-MC accurately refl ects on-hand and in-service quan-
tities? (MCO 2281.1A Chap 4, Para 2.b) 

Yes No

a. Is correct KSD provided to support all receipts, transfers, and disposals (e.g. DD Form 1149, 
DD Form 1348, or SF-153)? (MCO 2281.1A Chap 4, Para 2.b)   Yes No

EKMS Local Element (LE) Issuing Procedures Select 
Yes/No

Date 
Complete

32. Do the LE issuing personnel conduct monthly training with all personnel handling COMSEC 
material to ensure they are adhering to proper EKMS procedures? Is all training documented in 
accordance with command directives?  (EKMS-1B, Para 465.c; Annex T Para 2)

Yes No

33. Has a formal Letter/Memorandum of Appointment (LOA/MOA) been completed and signed 
by the CO for the Primary Issuing Manager and Alternate(s)? (EKMS-1B, Para 418; Annex J, 
MCO 2281.1A Chap 1, Para 13)

Yes No

34. Does the LE Issuing Manager maintain an up to date Accountable Item (A/I) Summary pro-
vided by the parent account COMSEC Manager? (EKMS-1B, Para 763.c) Yes No
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6.0 Operating Materials & Supplies Checklist
 6.1 Reparables and Consumables

Operating Materials & Supplies: Reparables and Consumables

General Information Select 
Yes/No

Date 
Complete

1.  Are APOs/Supply Offi  cers (e.g., Supply Management Unit (SMU)/ Reparable Issue Point (RIP) 
OICs) appointed in writing by the Battalion CO, and are all appointment letters and DD Form 577 
Appointment/Termination Record-Authorized Signature Forms retained in the supply fi les? (OMB 
A-123, Appendix A; MCO 4400.150 Chap 1 Para 5.c(2)(c), Chap 2, Para 11.i, Appendices D and J; 
CAP ME-OMS-EC-6; MCO P4400.151B; DoDI 5000.64; DoDM 4140.01; CMC MSG 152105Z Sep 
15)

Yes No

Requisitioning and Receipt Procedures Select 
Yes/No

Date 
Complete

2. Have requirements for requisitions been validated and have the requirements passed a funds 
check with the accounting system (i.e. Standard, Accounting, Budgeting and Reporting System 
(SABRS))?  (OMB A-123, Appendix A)

Yes No

3. Are requisitions approved within the APSR by an authorized offi  cial with a corresponding DD 
Form 577?  (OMB A-123, Appendix A; MCO 4400.150 Chap 1 Para 5.c(2)(c), Chap 2, Para 11.i, 
Appendices D and J; CMC MSG 152105Z Sep 15)

Yes No

4. Does a proper segregation of duties exist between the requisition requestor and the requisition 
approver?  (OMB A-123, Appendix A) Yes No

5. Does the organization process receipts in a timely and accurate manner (within two business 
days)?  (MCO 4400.16H  Para 9) Yes No

6. Are all KSDs 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)?  (OMB A-123, Appendix A; DoD FMR 7000.14-R, 
Volume 6A; MCO 4400.150 Chap 2 Para 11(a) (1); CAP ME-OMS-EC-6; DoDI 5000.64; DoDM 
4140.01) 

Yes No

a. Has a Supply Discrepancy Report (SDR) been initiated for any missing/incorrect supporting 
documentation? (MCO 4400.150, Chap 3 Para 14) Yes No

Inventory Management Select 
Yes/No

Date 
Complete

7. Has the APO/Supply Offi  cer been appointed in writing via an appointment letter and DD Form 
577, and is the dollar value and types of adjustments that the designated representatives are au-
thorized to approve indicated?  (MCO 4400.150, Para 5.c.2; MCO P4400.151, Para 3010.1.a; CMC 
MSG 152105Z Sep 15)

Yes No

8. Was an annual physical inventory conducted for 100% of inventory within the past year and 
approved by the CO/AO for certifi cation? (DoDM 4140.01 Chap 5.7; DoD 4000.25-2-M Chap 7; 
MCO 4400.151B, Para 3006; MCO 4400.150 Chap 2 Para 9.b.1; DoDI 5000.64)

Yes No

9. Have annual/cyclical physical inventory voucherable gain or loss transactions received approval 
by the appropriate authority?  (OMB A-123, Appendix A; MCO 4400.150 Chap 2 Para 11.b.c.f.g.h. 
and I; CAP ME-OMS-EC-5; DoDI 5000.64; DoDM 4140.01) 

Yes No

10. Were all required inventory adjustments resulting from the annual/cyclical inventory processed 
within the proper timeframes to correct the property records? (OMB A-123, Appendix A; MCO 
4400.151B Chap 3 Para 3007 – 3008; MCO 4400.150 Chap 2 Para 11; CMC MSG 171419Z Jun 11; 
DoDI 5000.64; DoDM 4140.01)

Yes No

CHECKLIST
operating materials 
& supplies
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CHECKLIST
operating materials 

& supplies

Inventory Management Select 
Yes/No

Date 
Complete

11. Are all MVGL Notices certifi ed by the CO/AO and are they maintained on fi le?  (OMB A-123, 
Appendix A; MCO 4400.150 Chap 2 Para 11.h. and i; DoDI 5000.64; DoDM 4140.01; MARAD-
MIN 417/15)

Yes No

a. Can all MVGL Notice adjustment transactions be reconciled to the APSR and physical inventory 
results package(s)? Yes No

12. Are daily reconciliations between the warehouse management system and the APSR (e.g. Stor-
age Retrieval Automated Tracking Integrated System (STRATIS) and GCSS-MC) being formally 
completed to identify inventory imbalances? (OMB A-123, Appendix A; DoDI 5000.64; DoDM 
4140.01) 
* Note: Reconciliation documentation must be maintained in accordance with MARADMIN 
417/15.

Yes No

13. Are procedures established to manage excesses and are those excesses reported via the Mate-
rial Returns Program? (OMB A-123, Appendix A; DoDI 5000.64 Encl 3; MCO 4400.150 Chap 2; 
DoDM 4140.01)

Yes No

14. Is the APO/Supply Offi  cer ensuring Property Custodians (SMU/RIP personnel) are physically 
reconciling serial numbers and NSNs listed on the property records against the serial number and 
NSN identifi ed on the asset identifi cation plate (data plates)?  (OMB A-123, Appendix A; MCO 
4400.150 Chap 2 Para 11.b (2); DoDI 5000.64; DoDM 4140.01) 

Yes No

Electronic Key Management System Secondary Reparables (RIP Only) Select 
Yes/No

Date 
Complete

15. If applicable, does the RIP have an EKMS Manager appointed in writing? (EKMS-1B, Para 412; 
MCO 2281.1A Chap 1 Para 10) Yes No

16. Does the APSR/GCSS-MC accurately refl ect current on-hand quantities? (MCO 2281.1A Chap 
4 Para 2.b) Yes No

Issues, Transfers and Disposition Select 
Yes/No

Date 
Complete

17. Are all KSDs (e.g., DD Form 1348-1As, DD Form 1149s, Shipping Manifests, etc.) for property 
issues/shipments/disposals (i.e., DICs A5A, and A5J transactions) signed and dated, and are appli-
cable data elements captured (i.e., Serial #, NSN, Document Number, Quantity, DoDAAC)? (OMB 
A-123, Appendix A; MCO 4400.150 Chap 2 Para 11.(a) (1); CMC MSG 111316Z Feb 13; CAP ME-
OMS-EC-6; DoDI 5000.64; DoDM 4140.01) 

Yes No

a. Are materiel receipt acknowledgements substantiated by appropriate supporting documenta-
tion? (i.e., FedEx Receipt, Commercial Bill of Lading, DD Form 1348-1A, DD Form 1149, etc.) Yes No

18. Can the APO/Supply Offi  cer certify that transferred or disposed of assets were removed from 
the APSR in a timely manner? Are transfers or disposals supported by key supporting documen-
tation?  (OMB A-123, Appendix A; MCO 4400.150 Chap 3 Para 7.b.(3); DoDI 5000.64; DoDM 
4140.01; CMC MSG 152105Z Sep 15)

Yes No

OM&S Financial Reporting Select 
Yes/No

Date 
Complete

19. Have required OM&S fi nancial reporting workbooks, certifi cation letters, and applicable en-
dorsements been provided to Headquarters Marine Corp (HQMC) Installation and Logistics (I&L) 
(LP) and maintained on fi le?  (OMB A-136; MCBul 4440)

Yes No

20. Is the OM&S fi nancial reporting source data retained and available for review? (OMB A-136; 
MCBul 4440) Yes No

Operating Materials & Supplies: Reparables and Consumables
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6.2 Ammunition
6.2.a Supporting Command - Ammunition Supply Point

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

General Information Select 
Yes/No

Date 
Complete

1.  Is the APO (Ammunition Offi  cer) appointed in writing by the CO/AO and is the appointment 
letter and DD Form 577 Appointment/Termination Record-Authorized Signature Form retained 
in the supply fi les? (OMB A-123, Appendix A; MCO 4400.150 Chap 1 Para 5.c(2)(c), Chap 2, Para 
11.i, Appendices D and J; CAP ME-OMS-EC-6; CMC MSG 152105Z Sep 15)

Yes No

2. Are there Delegation of Authority Forms (NAVMC 11869 or NAVMC 11797) for personnel to 
receipt for, issue, and turn in government property? (OMB A-123, Appendix A; MCO 4400.150 
Chap 1 Para 5.f, Chap 3 Para 7.f, Chap 2, Para 11.i, Appendix k; CAP ME-OMS-EC-6; CMC MSG 
141835Z Nov 14 (UM 4000.125 usage))

Yes No

3. Does the command maintain Delegation of Authority (NAVMC 11869 or NAVMC 11797) 
Forms on fi le that designate individuals of receiving organizations to request, approve, and receive 
Class V(W) assets, and does the command ensure that the requester and approver are diff erent 
individuals (i.e., adequate separation of duties)?  (MCO 4400.150; CAP ME-OMS-EC-6; MCO 
8010.13; CMC MSG 152105Z Sep 15)

Yes No

Requisitioning and Receipt Procedures Select 
Yes/No

Date 
Complete

4. Are all receipt KSDs (e.g., DD Form 1348-1A, CBL Manifest, DD Form 1149) signed and dated 
with the correct data attributes (e.g., Serial #, DoDIC, Document Number, Quantity, DoDAAC)?  
(OMB A-123, Appendix A; DoD FMR 7000.14-R, Volume 6A; MCO 4400.150 Chap 2 Para 11(a)) 

Yes No

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

Inventory Management Select 
Yes/No

Date 
Complete

6. Is there a Physical Inventory Plan on fi le?  (MCO 8015.3A Chap 1 Para 6) Yes No

7. Does the RO (i.e., Ammunition Offi  cer) perform regular physical inventory counts (e.g., 
monthly, quarterly, random sampling) and maintain the inventory results on fi le?  (MCO 
P4400.151B; MCO 8015.3A; MCO 8010.13)

Yes No

8. Are random sample inventories being conducted on a weekly/bi-weekly basis using the AMAR 
selection process in the APSR?  (MCO 8015.3A; MCO 8010.13) Yes No

9. Does the CO review and sign all inventory gain and loss adjustments?  (MCO 8015.3A; MCO 
8010.13) Yes No

10. Are all Certifi cate of Inventory Completion Worksheets (NAVMC 11846) signed and veri-
fi ed by the Quality Assurance (QA) Team Leader, Records Supervisor, and RO?  (MCO 8015.3A; 
MCO 8010.13)

Yes No

11. Are Location Surveys of all line item locations conducted at least once during the fi scal year? 
(MCO 8015.3A; MCO 8010.13) Yes No

12. Was the Location Survey Process Data Collection Worksheet (NAVMC 11845) verifi ed by the 
Records Supervisor?  (MCO 8015.3A Chap 3; MCO 8010.13) Yes No

13. Does the command maintain all Certifi cates of Fiscal Year Inventory Completion (NAVMC 
11848) to verify that 100% of NSNs were physically inventoried at least once during the fi scal year 
and semi-annually for Security Risk Category I and II missiles and rockets?  (MCO 8015.3A Chap 
1 Para 6.b; MCO 8010.13)

Yes No

14. Has causative research been conducted to resolve all inventory discrepancies?  (MCO 8015.3A 
Chap 5 Para 6) Yes No

CHECKLIST
operating materials 
& supplies
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CHECKLIST
operating materials 

& supplies

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

Inventory Management Select 
Yes/No

Date 
Complete

15. Does the CO/Ammunition Offi  cer retain all applicable Missing, Lost, Stolen or Recovered 
(MLSR) Reports within the inventory adjustment voucher fi le?  (MCO 5530.14A Chap 10 Para 
10001; MCO 8015.3A Chap 5 Para.9.c.)

Yes No

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

Issues, Transfers and Disposition Select 
Yes/No

Date 
Complete

16. Are all KSDs (DD Form 1348-1As, DD Form 1149s, Shipping Manifests, etc.) for property 
issues/shipments (i.e., DICs A5A, and A5J transactions) signed and dated, and are applicable data 
elements captured (i.e., Serial #, NSN, Document Number, Quantity, DoDAAC)?  (OMB A-123, 
Appendix A; MCO 4400.150 Chap 2 Para 11.(a) (1); CMC MSG 111316Z Feb 13; CAP ME-OMS-
EC-6; DoDI 5000.64; DoDM 4140.01)

Yes No

a. Are all material receipt acknowledgements substantiated by appropriate supporting documenta-
tion?  (e.g., FedEx Receipt, Commercial Bill of Lading, DD Form 1348-1A, DD Form 1149, etc.) Yes No

17. Can the command certify that transferred or disposed of assets were removed from the APSR 
in a timely manner? Are transfers or disposals supported by key supporting documentation? 
(OMB A-123, Appendix A; MCO 4400.150 Chap 3 Para 7.b.(3); DoDI 5000.64; DoDM 4140.01; 
CMC MSG 152105Z Sep 15)

Yes No

6.2.b Supported Commands

Operating Materials & Supplies: Ammunition - Supported Commands

General Information Select 
Yes/No

Date 
Complete

1. Has the commander appointed an Arms, Ammunition, and Explosives (AA&E) Offi  cer in writ-
ing? (MCO 8010.13, Chap 2 Para 5) Yes No

a. Is the appointed AA&E Offi  cer an individual that has direct control/responsibility of the ar-
mory (e.g., Armory Offi  cer, Ordnance Offi  cer, or S-4 Offi  cer)?  (MCO 8010.13, Chap 2 Para 5.c) Yes No

2. Has the commander appointed an Ammunition and Explosives (A&E) Audit and Verifi cation 
Offi  cer (AVO) in writing?  (MCO 8010.13, Chap 2 Para 6) Yes No

a. Is the appointed A&E AVO a disinterested individual without an assigned role in the Class 
V(W) receipt, requisitioning, and/or approval process and a commissioned offi  cer, warrant offi  cer, 
SNCO, or civilian equivalent (GS-9 or above)?  (MCO 8010.13, Chap 2 Para 6.b and 6.c)

Yes No

3. Has the A&E AVO conducted quarterly audits of the command’s Class V(W) management?   
(MCO 8010.13, Chap 2 Para 6.d.4) Yes No

a. Did the A&E AVO audit and certify the NAVMC 11381 within seven days aft er completion of 
each range or exercise to ensure all unused ammunition has been returned to the supporting am-
munition storage activity? (MCO 8010.13, Chap 2 Para 6.d.2)

Yes No

4. Is security ammunition treated as non-expendable property and inventoried monthly, semi-
annually, and annually and documented on NAVMC 10774 Cards with the words “MONTHLY 
INVENTORY,” “SEMI-ANNUAL INVENTORY” or “ANNUAL INVENTORY” as appropriate?  
(MCO 8010.13, Chap 5 Para 2.a)

Yes No

a. Are noted discrepancies between the on-hand quantity and the recorded quantity investigated 
thoroughly by the commander or designated representative, and any Class V(W) material deter-
mined missing made subject to appropriate Missing, Lost, Stolen, or Recovered (MLSR) reporting 
procedures?  (MCO 8010.13, Chap 5 Para 2.c and 7.a)

Yes No

5. Are only authorized personnel permitted to requisition, approve, and receipt for Class V(W) 
transactions as delegated utilizing NAVMC 11797?  (MCO 8010.13, Chap 2 Para 1.o) Yes No
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7.0 MILSTRIP Checklist

MILSTRIP Tri-Annual Review

Certifi cation & Report Select 
Yes/No

Date 
Complete

1. Has the MILSTRIP TAR been completed for the period of performance (31 January, 31 May, 
and 30 Sept)?  (DoD FMR 7000.14-R Vol. 3, Chap 8, 080401; MCO 7300.21B, Chap 10; MCO 
4400.150; DLM 4000.25-1; DLM 4000.25-2) 

Yes No

a. Has the NAVMC 11675 been certifi ed by the CO/AO?  (DoD FMR 7000.14-R Vol. 3, Chap 8, 
080401) Yes No

b. Has the MILSTRIP TAR Report been annotated with the appropriate status codes to describe 
the condition of the open requisitions?  (DoD FMR 7000.14-R Vol. 3, Chap 8, 080401) Yes No

2. Are KSDs being maintained for a period of 10 years (three years active and seven years ar-
chived) to show that the review has been completed and is it readily available for audit?  (MCO 
4400.150, Para 11.i.(2), pg. 2-22, MARADMIN 331/15)

Yes No

a. Are DD Form 577s and Appointment Letters maintained and on hand for the MILSTRIP requi-
sitioning unit?  (MCO 4400.150; DoD FMR, 7000.14-R, Vol. 5) Yes No

b. Are NAVMC 11869 Notice of Delegation of Authority Forms maintained and on hand for the 
MILSTRIP requisitioning unit?  (MCO 4400.150; DoD FMR, 7000.14-R, Vol. 5) Yes No

3. Have all open requisitions been validated and required adjustments processed in SABRS within 
10 working days of review to ensure that the appropriate condition of the transactions are refl ect-
ed?  (DoD FMR 7000.14-R Vol. 3, Chap 8, 081611) 
*Note: Coordination with Comptroller may be necessary.

Yes No

4. Does a review of KSDs demonstrate that approval for purchases were provided prior to pro-
curement by an authorized offi  cial?  (MCO 4400.150; MCO 7300.21B) Yes No

Transactional Details Select 
Yes/No

Date 
Complete

5. Is there documented evidence to indicate that due diligence is being performed on open requi-
sitions by the supply activity to ensure that funds appropriated are being managed in accordance 
with guidance?  (DoD FMR 7000.14-R Vol. 3, Chap 8, 081606) 

Yes No

Transaction Condition - Undelivered Order (UDO) & Unliquidated Obligation (ULO) Select 
Yes/No

Date 
Complete

6. Can the fi scal clerk list open requisitions that were incorrectly annotated on the TAR Report 
and provide a detailed explanation as to why? Yes No

7. Can the fi scal clerk list the steps being taken to mitigate the reoccurrence of erroneous annota-
tions on the TAR Report? Yes No

8. If any requisition status was incorrectly annotated on the current or previous TAR Report sub-
missions, did any of those documents result in prior year ULO reversions?  Yes No

a. Can the fi scal clerk list by FY the percentage of the command’s prior year ULO reversions that 
resulted from inaccurate annotations on TAR Report submissions?  Yes No

b. Can the fi scal clerk describe in detail how increased emphasis for accuracy in TAR Report an-
notations is being accomplished to mitigate reversions? Yes No

9. Have TAR Report certifi cations that contained inaccuracies been presented to the CO/AO for 
re-certifi cation?  Is documentation on hand to prove re-certifi cations by the CO? Yes No

7.1 MILSTRIP Tri-Annual Review

CHECKLIST
milstrip
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CHECKLIST
milstrip

MILSTRIP Tri-Annual Review

Key Supporting Documents (KSDs) Select 
Yes/No

Date 
Complete

10.  Can the fi scal clerk identify requisitions that do not have all required KSDs for each phase of 
the procurement cycle?  Can the fi scal clerk describe in detail how the KSDs were misplaced, lost 
or do not contain all required signatures/annotations?

Yes No

a. Can the Supply Offi  cer/APO describe in a Letter of Explanation (LOE), detailed steps that are 
being implemented to mitigate the loss or inaccuracy of KSDs. Yes No

MILSTRIP Other

Fuel/ServMart Procurement Instrument Management Select 
Yes/No

Date 
Complete

1. Does the command maintain accountability of all fuel keys, commercial fuel cards and 
ServMart cards by key/card number?  (MCO 4400.150; MCO 5200.24D) Yes No

2. Are individuals authorized usage and individuals responsible for management of the com-
mand’s fuel keys/cards and ServMart cards appointed in writing by the CO/RO via NAVMC 
11869 Notice of Delegation of Authority?  (MCO 5530.14A; MCO 5200.24D; MCO 4400.150)

Yes No

3. When not in use, are fuel keys/cards and ServMart cards stored in a safe or other secured stor-
age container?  (MCO 4400.150; MCO 5200.24D; MCO 5530.14A) Yes No

4. When in use, is fuel key/card and ServMart card issuance maintained via a logbook that cap-
tures, at a minimum, the authorized user the key/card is issued to, when the key/card was issued 
(date/time), the section/shop the key/card was issued to, the time/date of return, the section/shop 
phone number; optionally, the amount of fuel purchased (if no receipt is available upon return)?  
(MCO 4400.150; MCO 5200.24D)

Yes No

5. Does the command perform daily and random inventories of fuel keys/cards and ServMart 
cards in order to verify accountability?  Is it documented?  (MCO 4400.150; MCO 5200.24D; 
MCO 5530.14A)

Yes No

Fuel Select 
Yes/No

Date 
Complete

6. Are individuals checking out fuel keys/cards being screened to ensure they are authorized us-
ers? Yes No

7. If the command has both fuel keys and commercial fuel cards, is a review of fuel card purchases 
being conducted to ensure that fuel cards are only being used when no base fuel farm is available?  
Is the review documented?  (MCO 5200.24D; MCO 7300.21B)

Yes No

8. If the use of commercial fuel cards in and around base fuel facilities has been identifi ed, has the 
user provided credible justifi cation and is it documented?  Does the command have documented 
steps to prohibit/limit the use of commercial fuel cards in and around base fuel facilities?  (MCO 
5200.24D; MCO 7300.21B)

Yes No

9. Has a method of accounting for fuel key purchases been established to capture pending charges 
to the unit?  (MCO 7300.21B) Yes No

10. Does the fi scal clerk reconcile pending fuel charges with the SABRS Daily Transaction Report 
(DTR)?  (MCO 7300.21B) Yes No

7.2 Other 
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MILSTRIP Other

Fuel Select 
Yes/No

Date 
Complete

a. Are steps taken to resolve MILSTRIP document numbers for pending fuel charges that have not 
posted to the unit’s SABRS DTR?  (MCO 7300.21B) Yes No

11. Can the fi scal clerk describe the steps to identify the source of a fuel charge on the SABRS 
DTR?  (MCO 7300.21B) Yes No

a. Does the fi scal clerk have access to the Defense Logistics Agency’s Enterprise External Business 
Portal (DLA EEBS)?  (MCO 7300.21B) Yes No

b. Can the fi scal clerk log into DLA EEBS and demonstrate researching a fuel charge (i.e. seller’s 
DoDAAC to identify the location of purchase and the fuel key/card number used for the pur-
chase)?  (MCO 7300.21B)

Yes No

12. Have fuel charges posted to the SABRS DTR where there was no receipt (commercial fuel 
cards) or logbook entry of an expected fuel key charge?  (MCO 4400.150; MCO 5200.24D; MCO 
7300.21B)

Yes No

a. Can the fi scal clerk provide a narrative for any unexpected fuel charges, by document number, 
and the root cause analysis steps taken to identify the source of the charge and the steps taken to 
prevent reoccurrence?  (MCO 7300.21B) 

Yes No

13. Can the fi scal clerk state the steps needed to resolve fuel charges over 45 days old that have not 
liquidated/completed the accounting transaction cycle?  (MCO 7300.21B) Yes No

14. Does the command have an SOP for fuel key/card management? Does the command have an 
SOP for the management of all fuel charges posted to their account in SABRS?  (MCO 7300.21B) Yes No

ServMart Stores and Internet Ordering Select 
Yes/No

Date 
Complete

15. Are individual section purchase requests being approved by a RO? (MCO 4400.150) Yes No

a. Are purchase requests being routed to the Supply Offi  cer from the RO, via Purchase Request 
Builder (PR-Builder) or GCSS-MC?  (MARADMIN 331/15) Yes No

16. Are purchase requests being screened for controlled, sensitive or other unauthorized items pri-
or to purchases being made?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21; MCO 4450.12A) Yes No

a. Does the command maintain end to end accountability of controlled, sensitive or other pilfer-
able items purchased? Is the control documented and can it be demonstrated?  (MCO 4400.150; 
MCO 5200.24D; MCO 7300.21B; MCO 4450.12A)

Yes No

17. Are purchase requests being reviewed to ensure proposed total purchase amounts are within 
the section’s available balance and that the purchases to be made are the most appropriate use of 
funding resources?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21B)

Yes No

18. Are purchase requests being approved and signed by the Supply Offi  cer?  (MCO 4400.150; 
MCO 5200.24D; MCO 7300.21B; MARADMIN 331/15) Yes No

19. Are individuals checking out the ServMart card or requesting an internet order being screened 
to ensure they are authorized shoppers for the section whose card/account they are checking out/
charging?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21) 

Yes No

20. Upon return from ServMart Stores, are receipts screened for items not previously approved on 
the purchase request?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21B) Yes No

CHECKLIST
milstrip
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CHECKLIST
milstrip

MILSTRIP Other

ServMart Stores and Internet Ordering Select 
Yes/No

Date 
Complete

a. Have any unauthorized purchases been identifi ed?  Can the fi scal clerk provide a narrative of 
unauthorized purchases identifi ed, the resolution, and the steps taken to prevent reoccurrence? 
(MCO 4400.150; MCO 5200.24D; MCO 7300.21)

Yes No

21. Are ServMart Store receipts screened to ensure that the purchases were made by the autho-
rized shopper and that the authorized shopper has legibly printed his/her name, signed and dated 
the receipt?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21B)

Yes No

22. Are ServMart Store and internet order receipts entered into the unit’s pending fi le? (MCO 
7300.21B) Yes No

a. Can the fi scal clerk identify any pending ServMart Store receipts by document number that 
have not posted to the unit’s SABRS DTR and explain the steps taken for resolution? (MCO 
7300.21B)

Yes No

b. Are internet orders from procurement platforms that do not interface with the SABRS ac-
counting system being manually obligated within three days of the order being placed (e.g., GSA 
Advantage, DoD Emall, DLA Prime Vendor)?  (MCO 7300.21B)

Yes No

23. When ServMart and internet order transactions post to the unit’s SABRS DTR, is the fi scal 
clerk reconciling the transaction posting to the receipt in the unit’s pending fi le for accuracy/va-
lidity?  (MCO 7300.21B)

Yes No

a. Can the fi scal clerk list all occurrences, by document number, of ServMart Store or internet 
order purchases posting to the unit’s SABRS DTR where a receipt was not available?  (MCO 
4400.150; MCO 5200.24D; MCO 7300.21B)

Yes No

b. For any occurrences of missing receipts, was the receipt obtained either from the shopper or 
from the store?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21B) Yes No

c. For any occurrences of missing receipts, was the receipt tied back to a previously approved pur-
chase request?  If not, can the fi scal clerk provide a narrative of corrective actions taken to resolve 
the issue and to prevent future occurrences?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21B)

Yes No

24. Can the fi scal clerk state the steps needed to resolve ServMart Store obligations over 45 days 
old that have not liquidated/completed the accounting transaction cycle?  (MCO 7300.21B) Yes No

25. Does the command have an SOP for ServMart Store card management? Does the command 
have an SOP for the management of all ServMart Store and internet order charges posted to their 
account in SABRS?  (MCO 7300.21B; MARADMIN 331/15)

Yes No

GCSS-MC Select 
Yes/No

Date 
Complete

26. Is the Unit User Account Manager (UUAM) appointed in writing by the CO?  (UM 4000-125 
Part 5, Section 2, Paragraph 3.d (2), Section 3, Paragraph 1.a and Appendix F) Yes No

27. Are required documents (e.g., NAVMC 11869 Delegation of Authority Forms, Appointment 
Letters, System Authorization Access Request (SAAR) Forms) maintained on fi le for the UUAM, 
Users, and Financial Approvers?  (MCO 4400.150, Chap 1, Paragraph 11.i(2)(d) and 5; UM 4000-
125 Part 5, Chap 2, Paragraph 3. a.(2).(h) and Appendix F)

Yes No

28. Is the UUAM assigning users only those roles, approver groups, resource groups, and sub-
inventories within GCSS-MC that were properly approved?  (UM 4000-125 Part 5, Section 2, 
Paragraph 2 & 3 and Section 3 Paragraph 1.c)

Yes No
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MILSTRIP Other

GCSS-MC Select 
Yes/No

Date 
Complete

29. Are eff ective check-in and check-out procedures/controls in place?  (UM 4000-125 Part 5, Sec-
tion 2, Paragraph 3 and Section 3 Paragraph 2 & 3) Yes No

30. Is the UUAM maintaining a turnover folder?  (MCO P4790.2C Paragraph 1005, MCO 
4400.150 Chap 1, Paragraph 12 and UM 4000-125 Part 5, Chap 2, Section 3, Paragraph 3.a(2)(g) Yes No

31. Is the command supported by a SMU?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21B) Yes No

a. If SMU supported, can the Supply Offi  cer explain the reimbursement process for purchases 
from the SMU and its impact on the command’s operating budget?  (MCO 4400.150; MCO 
5200.24D; MCO 7300.21B)

Yes No

b. If SMU supported, does the approver perform a GCSS-MC funds availability check using the 
Internal Budget Execution Report (IBER) prior to approving requisitions?  (MCO 4400.150; MCO 
5200.24D; MCO 7300.21B)

Yes No

c. If SMU supported, does the approver review GCSS-MC workfl ow notifi cations daily for rejects 
due to lack of funds?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21B) Yes No

32. Does the fi scal clerk record GCSS-MC purchases within a pending fi le?  (MCO 4400.150; 
MCO 5200.24D; MCO 7300.21B) Yes No

a. If SMU supported, does the fi scal clerk reconcile pending GCSS-MC purchases with the DASF 
clerk to determine if the requirement will be fi lled by the SMU or passed to an external source of 
supply?  (MCO 4400.150; MCO 5200.24D; MCO 7300.21B)

Yes No

b. If SMU supported, does the fi scal clerk maintain a list of all document numbers that are fi lled 
by the SMU, to validate the Reimbursement (off  the shelf issues report) Report from the SMU?  
(MCO 4400.150; MCO 5200.24D; MCO 7300.21B)

Yes No

33. Does the fi scal clerk reconcile pending GCSS-MC purchases with the SABRS DTR for req-
uisitions that pass to an external source of supply?  (MCO 4400.150; MCO 5200.24D; MCO 
7300.21B)

Yes No

a. Can the DASF or fi scal clerk identify the root cause of a requisition identifi ed as being passed 
to an external source of supply, not posting on the SABRS DTR within three days of BM status?  
(MCO 4400.150; MCO 5200.24D; MCO 7300.21B)

Yes No

34. Does the fi scal clerk reconcile outstanding GCSS-MC requisitions with the DASF clerk on a 
periodic basis, greater than what is required by the TAR?  (MCO 4400.150; MCO 5200.24D; MCO 
7300.21B)

Yes No

CHECKLIST
milstrip
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8.0 Procurement from Commercial Vendors Checklist
8.1 Purchase Request Builder, Government Commercial Purchase Card 
and iRAPT (WAWF)

Procurement from Commercial Vendors: PR Builder, GCPC and WAWF

Administration Select 
Yes/No

Date 
Complete

1. Does the command have a UUAM/ User Administrator for PR Builder appointed in writing by 
the CO?  (CMC MSG 031431Z Feb 16) Yes No

2. Has the PR Builder UUAM/ User Administrator completed all available training and are copies 
of training certifi cates available? Yes No

3. Can the PR Builder UUAM/ User Administrator demonstrate compliance with the requirement 
to upload and maintain KSDs for each PR Builder user within the command (e.g., SAAR Forms 
and role appointments via DD Form 577 or NAVMC 11869)?  (CMC MSG 031431Z Feb 16)

Yes No

4. Has the GCPC Certifying Offi  cer completed the Certifying Offi  cer Legislation (COL) Training 
Course within two weeks of their appointment? Yes No

5. Are appointment and termination documents (DD Form 577s) for Certifying Offi  cers or ap-
plicable Department Accountable Offi  cials on fi le for the GCPC Program?  (CMC MSG 152105Z 
Sep 15)

Yes No

6. Do all GCPC cardholders and approving/certifying offi  cials have their web based training cer-
tifi cates on fi le?  (MCO 7300.21B Chap 4, Para 4003) Yes No

Requirements Generation Select 
Yes/No

Date 
Complete

7. Are requests for materials or services reviewed and approved by the RO for the section/com-
modity submitting the request, prior to submission?  (MCO 4400.150 Chap 3 Para 6 & 10) Yes No

a. Does the RO ensure funds availability for the requesting section/commodity, prior to forward-
ing the request to the Supply Offi  cer?  (MCO 7300.21B) Yes No

8. Is technical research performed on all purchase requests by the supply activity to ensure com-
pliance with requirements outlined within the reference?  (MCO 4400.150 Chap 3) Yes No

a. Does the Supply Offi  cer ensure the materials or services to be purchased fall within the purpose, 
time and amount statutes of the appropriation to be cited?  (MCO 7300.21B Chap 1 Para 1005) Yes No

9. Prior to approval of purchase requests, does the Supply Offi  cer ensure funds availability? (MCO 
7300.21B) Yes No

CHECKLIST
procurment from 

commercial vendors
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Procurement from Commercial Vendors: PR Builder, GCPC and WAWF

Requirements Approval and Procurement Method Select 
Yes/No

Date 
Complete

10. Is the PR Builder work fl ow correctly set up to ensure proper routing of the requirement from 
the section/commodity RO to the Supply Offi  cer  (MCO 4400.150 Para 10.d.2; MARADMIN 
331/15)

Yes No

11. Does the Supply Offi  cer review and approve all purchases made via GCPC prior to the pur-
chase being physically made or placed on order?  (MARADMIN 331/15) Yes No

12. If the purchase is to be made via PR Builder, does the Supply Offi  cer ensure the correctness 
and accuracy of the line of accounting and fi nancial information pointer data cited on the PR, 
prior to systemic approval?  (MCO 7300.21B)

Yes No

13. Has a Service Requirement Review Board (SRRB) been established at the General Offi  cer 
level?  (MARADMIN 441/15) Yes No

14. Are all contract service requirements (base year and all options) that exceed the simplifi ed ac-
quisition threshold ($150,000) validated by the SRRB prior to contract execution?  (MARADMIN 
441/15)

Yes No

Receipt and Acceptance – iRAPT (WAWF) Select 
Yes/No

Date 
Complete

15. Are controls established to ensure all materials procured via PR Builder or GCPC are account-
ed for on property records as required?  (MCO 4400.150 Chap 3 Para 6.c; MARADMIN 331/15) Yes No

16. Are controls established to ensure that the receipt, inspection and acceptance of materials 
requisitioned via PR Builder or GCPC have a formal separation of duties established from the 
requirement generator/approver?  (MCO 4400.150 Chap 3 Para 6.c; MCO 7300.21B)

Yes No

17. Are legible signatures, printed names, and contact information available on all proof of de-
livery documents from initial receipt by the supply activity and the sub-issuance to the original 
requesting section/commodity?  (MCO 4400.150 Chap 3 Para 6; MCO 7300.21B Chap4 Para 6.c)

Yes No

18. Are controls in place to ensure that only authorized individuals are allowed to sign/receive 
government property?  (MCO 4400.150 Chap 3 Para 7) Yes No

19. Are controls in place to ensure that inspection/receipt and acceptance of materials and services 
is complete and in accordance with contract guidelines, prior to the processing of any invoices in 
iRapt (WAWF)?  (MCO 4400.150 Chap 3 Para 10)

Yes No

20. When the receipt/acceptor of materials is not the supply activity, are procedures in place to 
screen property received by non-supply activity personnel to ensure accountable property is en-
tered into an APSR within 2 days of receipt?  (MCO 4400.150 Chap 3, Para 10.e.1.d; MARADMIN 
331)

Yes No

21. Does the GCPC Approving Offi  cial/Certifying Offi  cer ensure that all property is accounted for 
in the APSR and that property chain of custody is legibly documented on the receipt/acceptance 
documentation prior to certifi cation of the monthly bank statement? (MCO 4400.150)

Yes No

CHECKLIST
procurement from
commercial vendors
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CHECKLIST
procurement from

commercial vendors

Procurement from Commercial Vendors: PR Builder, GCPC and WAWF

Receipt and Acceptance – iRAPT (WAWF) Select 
Yes/No

Date 
Complete

22. Are procedures in place to ensure the procurement, receipt/acceptance, distribution or con-
sumption of any material that can be categorized as “pilferable” is strictly managed?  (MCO 
4400.150; MCO 7300.21; MCO 5200.24D)

Yes No

23. Are procedures in place to ensure that any miscellaneous payments via iRAPT (WAWF) follow 
all of the same purchase request requirements outlined in the reference?  (MCO 4400.150 Chap 3 
Para 12.n)

Yes No

24. Does the supply activity ensure that pending invoices or receiving reports in iRAPT (WAWF) 
are reviewed and/or processed on a daily basis?  (MCO 4400.150 Chap 3 Para 10.g) Yes No

Financial Management Select 
Yes/No

Date 
Complete

25. Does the fi scal clerk maintain a pending fi le of every anticipated purchase request transaction 
to post in SABRS?  (MCO 4400.150 Chap 1 Para 5.c.2; MCO 7300.21B) Yes No

a. Are follow-up actions conducted on pending purchase request transactions that do not post to 
the SABRS DTR in a timely manner?  (MCO 4400.150 Chap 1 Para 5.c.2; MCO 7300.21B) Yes No

26. Does the fi scal clerk reconcile purchase request transaction postings on the SABRS DTR 
against the source documents?  (MCO 4400.150 Chap 1 Para 5.c.2; MCO 7300.21B) Yes No

a. Does the fi scal clerk track and maintain the current status of unliquidated orders (ULOs) 
throughout the accounting transaction life cycle, to completion? (MCO 4400.150 Chap 1 Para 
5.c.1; MCO 7300.21B)

Yes No

27. Does the fi scal clerk track available amounts on contracts to be recouped, and are requests for 
modifi cation to contracts submitted to the Contracting Offi  cer to recoup any excess funding prior 
to the end of the applicable fi scal year?  (MCO 7300.21B Chap 10, Para 1010)

Yes No

28. Can the fi scal clerk state the phases of the accounting transaction cycle and their correspond-
ing procurement phases, by form of procurement?  (MCO 7300.21B Chap 10, Para 1002; MCO 
4400.150 Chap 1 Para 5.c.1)

Yes No
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CHECKLIST
supply automated 
information systems 

9.0 Supply Automated Information Systems Checklist

General Information Select 
Yes/No

Date 
Complete

1. Is the Supply Automated Information System (AIS) Administrator (e.g. UUAM) appointed 
in writing by the CO/AO?  (OMB A-123, Appendix A; MCO 4400.150 Para 5 (4); CMC MSG 
141835Z Nov 14 (UM 4000.125 usage))

Yes No

2. Does the Supply AIS Administrator meet the basic prerequisites and appropriate training for 
assignment?  (OMB A-123, Appendix A; CMC MSG 141835Z Nov 14 (UM 4000.125 usage)) Yes No

3. Are required documents (e.g. Appointment Letters, SAAR Forms, Letters for Roles & Respon-
sibilities, DD Form 577s, and Training Certifi cates) maintained on fi le by the Supply AIS Admin-
istrator for all Users and Financial Approvers?  (OMB A-123, Appendix A; CMC MSG 141835Z 
Nov 14 (UM 4000.125 usage))

Yes No

4. Is the Supply AIS Administrator properly assigning system users only those roles and respon-
sibilities authorized by direct supervisor appointment letters?  (OMB A-123, Appendix A; CMC 
MSG 141835Z Nov 14 (UM 4000.125 usage))

Yes No

5. Are eff ective check-in and check-out procedures/controls in place to manage the addition and 
removal of system access as users are joined and detached from the organization?  (OMB A-123, 
Appendix A; CMC MSG 141835Z Nov 14 (UM 4000.125 usage))

Yes No
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Supply Automated Information Systems Checklists
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10.0 Sustainment, Education & Training Checklist

General Information Select 
Yes/No

Date 
Complete

1. Have the following personnel, who are appointed to approve or certify the expenditure of funds, 
completed the Fiscal Law Course and Budget Execution Course? (MCO 4400.150; CAP ME-
OMS-EC-6; DoD 7000.14-R; MARADMIN 350/11 Fund Control Personnel Training Require-
ment; UM 4000.125 (Interim))

Yes No

a. Supply Offi  cer Yes No

b. Fiscal, Budget and Accounting Offi  cer Yes No

c. Government Commercial Purchase Card Program Approving Offi  cial Yes No

d. Supply Chief Yes No

e. Supply Resource Manager Yes No

f. Certifying Offi  cer
2. Have personnel responsible for property control (e.g. Supply Offi  cer, APO, Supply Chief) com-
pleted the following recommended courses? (MCO 4400.150) Yes No

a. Foundations of Government Property (CLM039) Course Yes No

b. Fiscal and Physical Accountability and Management of DoD Equipment (CLM047) Course Yes No

c. Proper Financial Treatment for Military Equipment (PFAT4ME) (CLM040) Course Yes No

d. Audit Readiness Requirements for DoD Equipment (CLM048) Online Course Yes No

e. Physical Inventories (CLM037) Course Yes No

Sustainment, Education & Training

CHECKLIST
sustainment, education 

& training
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doa & dd form 577 structure

Enclosure 2 - Delegation of 
Authority and DD 577 
Structures
Th e following pages contain DD Form 577 structures to 
help Supply Offi  cers identify which personnel require 
a DD Form 577 and appointment letter or a NAVMC 
11869. Th ree basic roles require a DD Form 577:

Supply Offi  cer:  Receives, manages, and approves the 
execution of authorized funds on behalf of the organi-
zation to accomplish and execute assigned missions. 
Positions with equivalent responsibilities include APO, 
Supply Resource Manager, and Personal Property Man-
ager (PPM).

Fund Holder:  Responsible for approving fi scal obliga-
tions against an administrative subdivision of funds 
or an operating target, and for managing the use of 
such funds. Fund Holder responsibilities are typically 
inherent to the Supply Offi  cer, APO, PPM, or Supply 
Resource Manager billet. In exceptional cases, ROs who 
serve as the fi nal authorizing offi  cial for the execution 
of allocated funds without the approval of a Supply 

of 
cally 
pply 
Os who 
ution 
ply 

Offi  cer, APO, or PPM may serve as a Fund 
Holder. 

Government Commercial Purchase Card 
Program Approving Offi  cial:  GCPC Ap-
proving Offi  cials maintain oversight of the 
GCPC program within their organization, approve the 
execution of GCPC purchases, and certify GCPC state-
ments for payment. 
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doa & dd form 577 structure
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Enclosure 3 - 
Corrective Action Plan Instructions

The enclosures in the Supply Offi  cer’s Internal 
Controls Handbook have been designed to be 
straight forward and to assist the Commander 
and the Supply Offi  cer in improving the com-
mand’s audit readiness posture. Th e Commander 
and the unit’s staff  are encouraged to contact 
the ICART Team (Encl 8) with any questions in 
completing the checklist or any other document 
within the handbook. 

Th e Supply Offi  cer will complete the documents 
shown in enclosures 4, 5 and 6, and submit these 
to the Commander upon completion and review 
of the Audit Readiness Checklist. Completed 
examples are located in Enclosure 7.

Th e Corrective Action Plan Certifi cation Letter 
(Encl 4) will be completed by the Supply Offi  cer 
and submitted to the Commanding 
Offi  cer. Th is action will ensure that the Com-

mander has knowledge and visibility of the com-
mand’s audit readiness posture.

Th e Supply Offi  cer will develop a CAP Plan of 
Action and Milestones (Encl 5) if corrective ac-
tions are not or cannot be completed within 45 
days of the self-assessment date. Th e POAM will 
guide corrective action implementation and allow 
the Supply Offi  cer and Commander to monitor 
audit readiness progress.

Th e Supply Offi  cer will prepare the Corrective 
Action Completion Certifi cation Letter  (Encl 6) 
for the Commander’s signature once all correc-
tive actions annotated on the POAM have been 
completed. Th e signed Corrective Action Com-
pletion Certifi cation should be retained on fi le for 
future reference.

cap instructions
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Enclosure 4 - Corrective Action Plan Certifi cation
Below is an example of the Corrective Action Plan Certifi cation that should be submitted to the              
Commander, or to a higher authority as needed.

Corrective Action Plan 
 Certification

1.  Applicable Naval Message: 

2.  Date of Naval Message: 

3.  Unit/DoDAAC: 

4.  Deficiency 

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) 

8.                                                  CERTIFICATION 
I certify that the attached corrective action plan has been reviewed and approved, and will be 
implemented to resolve the deficiencies noted above.   I also certify that internal reviews are in 
place to monitor these implementation efforts.  This certification statement, corrective action plan 
and any supporting documentation will be retained on file subject to audit/inspection until 
implementation of corrective actions has been verified. 
a. Commanding Officer/Accountable Officer b.  Date certified 
(1) Name and title 

(2) Signature 

cap certifi cation
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Enclosure 5 - Corrective Action Plan of Actions and Milestones

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:

Below is the Corrective Action Plan of Actions and Milestones (POAM) that should be submitted to the              
Commander, or to a higher authority as needed.

cap poam
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Enclosure 6 - Corrective Action Completion Certifi cation
Below is the Corrective Action Completion Certifi cation that should be submitted to the Commander, or to 
a higher authority as needed, upon completion of your Command’s Corrective Action Plan.

Corrective Action Completion 
Certification

1.  Applicable Naval Message DTG: 

2.  Date of Naval Message: 

3.  Unit/DoDAAC: 

4.  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) 

8.                                                  CERTIFICATION 
I certify that corrective action has been completed to resolve the deficiencies noted above.   I also 
certify that the key management controls of this function have been evaluated and are in place 
and operating effectively.  The corrective actions taken are described above and supporting 
documents are attached.  This certification statement and any supporting documentation will be 
retained on file subject to audit/inspection until superseded by a subsequent management control 
evaluation. 
a. Commanding Officer/Accountable Officer b.  Date certified 
(1) Name and title 

(2) Signature 

completion certifi cation
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Enclosure 7 - Completed Corrective Action Form Examples

Corrective Action Plan 
 Certification

1. Applicable Naval Message:

2. Date of Naval Message:

3. Unit/DoDAAC:

4. 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)

8.     CERTIFICATION 

a. Commanding Officer/Accountable Officer b. Date certified
(1) Name and title 

(2) Signature 

DTG 131934Z

December 2013

USMC-11MARINE107
We are unable to positively locate 14 of 15 items on the MSAG

CMR. They were created in 2010 prior to GCSS-MC cutover.

Record's causative research.

MARINE, IAM 20 February 2014

The proper corrective action is nduct (14) D9Z transactions for
the MSAG 41 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 4400.150, all MVGL transactions

John Doe, by direction 3 March 2014

Below is an example of a completed Corrective Action Plan Certifi cation.

completed examples
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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:

2014 Mar 1 Causative research conducted. Issuing DD 3346-1A unavailable
due to the 2 year 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.

2014 Mar 28

2014 Apr 06

2014 Apr 07
2014 Apr 09

Create adjustment records to remove unidentifiable items.
Receive CO determination of adjustment letter.
If no investigation inducted, keypunch D9Z transactions.

If no investigation present MVGL Notices for CO signature.

IAM MARINE

John Doe

USMC-11MARINE107

Below is an example of a completed Corrective Action Plan of Actions and Milestones form.

completed examples
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Corrective Action Completion 
Certification

1.  Applicable Naval Message DTG: 

2.  Date of Naval Message: 

3.  Unit/DoDAAC: 

4.  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) 

8.                                                  CERTIFICATION 
I certify that corrective action has been completed to resolve the deficiencies noted above.   I also 
certify that the key management controls of this function have been evaluated and are in place 
and operating effectively.  The corrective actions taken are described above and supporting 
documents are attached.  This certification statement and any supporting documentation will be 
retained on file subject to audit/inspection until superseded by a subsequent management control 
evaluation. 
a. Commanding Officer/Accountable Officer b.  Date certified 
(1) Name and title 

(2) Signature 

DTG 131934Z

December 2013

USMC-11MARINE107

We couldn't locate 14 of 15 items on the MSAG CMR.

Record's causative research.

FIGHT, FIRST 28 Apr 2014

Please see next page for comments.

Doe, Jane
29 Apr 2014

Below is an example of a completed Corrective Action Completion Certifi cation.

completed examples
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Enclosure 8 - References

Reference Link

DLM 4000.25 Defense Logistics Management System (DLMS) 
Manual

http://www2.dla.mil/j-6/dlmso/elibrary/manu-
als/dlm/dlm_pubs.asp

DLM 4000.25-1 DLMS Manual Volume 1, Concepts and Procedures http://www2.dla.mil/j-6/dlmso/elibrary/manu-
als/dlm/dlm_pubs.asp

DLM 4000.25-2 DLMS Manual Volume 2, Supply Standards and 
Procedures

http://www2.dla.mil/j-6/dlmso/elibrary/manu-
als/dlm/dlm_pubs.asp

DoD FMR 
7000.14-R

DoD Financial Management Regulation http://comptroller.defense.gov/fmr.aspx

DoDI 5000.64 Accountability and Management of DoD Equip-
ment and Other Accountable Property

http://www.dtic.mil/whs/directives/corres/
pdf/500064p.pdf

DoDI 5010.40 Managers’ Internal Control Program Procedures http://www.dtic.mil/whs/directives/corres/
pdf/501040p.pdf

DoDM 4140.01 DoD Supply Chain Materiel Management Proce-
dures: Operational Requirements

http://www.dtic.mil/whs/directives/corres/
pdf/414001m/414001m_vol01.pdf

FIAR Guidance Financial Improvement and Audit Readiness Guid-
ance

http://comptroller.defense.gov/Portals/45/docu-
ments/fi ar/fi ar_guidance.pdf

MCO 4400.150  Consumer Level Supply Policy http://www.marines.mil/News/Publications/
ELECTRONICLIBRARY/ElectronicLibraryDis-
play/tabid/13082/Article/158169/mco-4400150-
prelim.aspx

MCO 4400.16H Uniform Materiel Movement and Issue Priority 
System

http://www.marines.mil/Portals/59/Publica-
tions/MCO%204400.16H.pdf

MCO 5200.24D Marine Corps Managers' Internal Control (MC-
MIC) Program

http://www.hqmc.marines.mil/Portals/137/
Docs/AR%20Fiscal/MCO%205200.24D_
MCMIC%20Program.pdf

MCO 7300.21A Marine Corps Financial Management Standard 
Operating Procedure Manual

http://www.hqmc.marines.mil/Portals/137/
Docs/AR%20Fiscal/MCO%207300.21A.pdf

MCO 8015.3A Marine Corps Class V (W) Physical Inventory Con-
trol Program

http://www.marines.mil/Portals/59/Publica-
tions/MCO%208015_3A.pdf

MCO 
P4400.151B

Intermediate-Level Supply Management Policy 
Manual

http://www.marines.mil/News/Publications/
ELECTRONICLIBRARY/ElectronicLibrary-
Display/tabid/13082/Article/126682/mco-
p4400151b-wch-1-2.aspx

OMB A-123 Management's Responsibility for Internal Control http://www.whitehouse.gov/omb/circulars_
a123_rev

references
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Enclosure 9 - Internal Controls & Audit Readiness Points of Contact
Billet Name Phone Email

Head Mr. Samuel Perez 571-256-7113 samuel.perez1@usmc.mil
Deputy Mr. Gregory Walker 252-876-1972 gregory.s.walker1@usmc.mil
SNCOIC MGySgt Demond Wilson 571-256-7185 demond.a.wilson@usmc.mil
OpsSo Mr. Chris Grooms 540-645-7828 chris.grooms.ctr@usmc.mil
Audit LeadAudit Lead Mr. Joseph Nave 843-343-6366 joseph.d.nave.ctr@usmc.mil
Policy Lead Mr. Brad McNamara 540-760-2131 brad.mcnamara1.ctr@usmc.mil

Enclosure 10 - FSMAO Points of Contact
Billet Phone Email

HQMC
FSMAO Coordinator 571-256-7185
FSMAO East

OIC 910-450-1201
AOIC 910-450-1207
Operations Offi  cer 910-450-0382
FIAR POC 910-450-0531
FSMAO West

OIC 760-763-9879
AOIC 760-763-9877
Operations Offi  cer 760-763-9876
FIAR POC 760-763-9885
FSMAO Pac

OIC DSN 315-645-7267
AOIC DSN 315-645-7262
Operations Offi  cer DSN 315-645-0155
FIAR POC DSN 315-645-9226

points of contact
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Course Category Link
PR Builder Computer Based 
Training (CBT)

Procurement https://www.prbuilder.usmc.mil/

Fiscal Law Fiscal https://fmbweb1.nmci.navy.mil/pbis/training/PBISweb_Train-
ing.cfm

Budget Execution Fiscal https://fmbweb1.nmci.navy.mil/pbis/training/PBISweb_Train-
ing.cfm

Foundations of Government 
Property (CLM039) Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Fiscal and Physical Account-
ability and Management of DoD 
Equipment (CLM047) Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Proper Financial Treatment for 
Military Equipment (PFAT4ME) 
(CLM040) Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Audit Readiness Requirements 
for DoD Equipment (CLM048) 
Online Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Physical Inventories (CLM037) 
Course

Property 
Control

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx?tab=CLM

Enclosure 11 - Sustainment, Education and Training Links

links
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Background and Purpose
BACKGROUND
In October 2011, the Secretary of Defense 
(SecDef) issued a memorandum directing the 
military departments to achieve full audit readi-
ness for all Department of Defense (DoD) fi -
nancial statements by 2017.  He explained that 
certain elements were necessary in meeting this 
goal which included: a detailed plan, suffi  cient 
resources to execute the plan, and senior leaders’ 
awareness, support and sponsorship. In addition, 
he stressed the corporate value of fi nancial audit-
ability: “strengthening controls over our business 
processes [will increase] the accuracy of fi nancial 
data which enables informed business decisions.” 

Th e Marine Corps is taking steps to ensure its 
information is timely, accurate, and relevant and  
consistently auditable. To achieve this, the Ma-
rine Corps has created a Financial Improvement 
Plan (FIP) to reach audit readiness. Its FIP aligns 
with the Offi  ce of the Under Secretary of Defense 
(Comptroller) (OUSD (C))’s Financial Improve-
ment and Audit Readiness (FIAR) Plan to im-
prove fi nancial management, prioritize improve-
ment activities, strengthen internal controls, and 
ultimately achieve auditability. 

Each phase of the asset life cycle must be support-
ed by appropriate key supporting documentation 
to support management’s assertions. 

Procurement, Receipt and Acceptance 
Contracts, invoices, and receiving reports (i.e., 
DD Form 250s, DD Form 1348s, DD Form 1149s) 
support an organization’s rights and obligations to 
an asset as well as acquisition costs (valuation) in 
the procurement, receipt, and acceptance phase. 

Continual Management
Periodic physical inventory counts along with 
inventory count sheets support the Existence and 

Completeness (E&C) of assets during the Con-
tinual Management phase. 

Issuance, Transfers and Disposals
During the Issuances and Transfers and Disposal 
phase documents such as the DD Form 250, DD 
Form 1348, and DD Form 1149 support that as-
sets were appropriately removed from the Ac-
countable Property System of Record. 

PURPOSE
Th is handbook is intended to improve awareness 
on audit readiness among Marine Corps organiza-
tional units and activities, while providing specifi c 
information on ME and OM&S Key Supporting 
Documentation. Th ese documents support the 
internal control requirements of OMB A-123 
and fi nancial reporting objectives of OMB A-136 
Revised. 

Th e handbook is a tool for Marine Corps organi-
zational units and activities to evaluate KSDs to 
ensure key attributes are recorded on the sup-
porting 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, mainte-
nance, transfer, disposal), in order to strengthen 
internal controls around ME and OM&S account-
ability.  As the Corps’ ME and OM&S business 
processes improve and discovery eff orts are 
completed across the organization, additional 
KSDs supporting management’s assertions and 
fi nancial reporting objectives will be included in 
this handbook. 

background
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 134.

1. KSD: SF26s: Award Contract Yes No N/A Comments
A1.  Does the contract number on the Award/Con-
tract agree to the contract number listed on the Gov-
ernment Bill of Lading (GBL) and/or DD Form 250?
B1.  Is the Contract Eff ective Date recorded in the 
contract?
C1.  Is the Requisition/Purchase Request/Project 
Number recorded in the contract?
D1.  Is the party responsible for issuing the contract 
identifi ed in the contract?
E1.  Is the contractor/ vendor (name and address) 
recorded on the contract?
F1.   Is the Accounting and Appropriation Data re-
corded on the Contract?
G1.  Is the Item Number, Supplies/Services (descrip-
tion), Quantity, Unit, Unit Price, Amount and Total 
Amount of the contract recorded on the contract?
H1. Is the contractor’s/ vendor’s representative name/
title, signature and date recorded on the contract?
I1. Is the Contracting Offi  cer’s name, signature and 
date recorded on the contract and does the Contract-
ing Offi  cer have a valid warrant?

12.1 - SF26s: Award Contract

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

sf26



 Enclosure (1)48

Example:  SF26s: Award Contract

A1. B1. C1.

D1.

E1.

F1.

G1. G1. G1. G1. G1. G1.

G1.

H1.

H1.
H1.

I1.

I1.
I1.

sf26
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

2. KSD: Contracting Offi  cer Appointment/ Warrant 
Eligibility Transfer/ Termination Request Yes No N/A Comments

A2. Is the date recorded on the Contracting Offi  cer 
Appointment/Warrant Eligibility Transfer/Termina-
tion Request?
B2. Does the Contracting Offi  cer Appointment/War-
rant Eligibility Transfer/Termination Request identify 
the appointing authority?
C2. Does the Contracting Offi  cer Appointment/War-
rant Eligibility Transfer/Termination Request identify 
the Contracting Offi  cer’s immediate supervisor?
D2. Are the appropriate fi elds marked on the Con-
tracting Offi  cer Appointment/Warrant Eligibility 
Transfer/Termination Request to identify the type of 
designation requested?
E2. Is the Contracting Offi  cer’s name, grade, job title, 
signature and date recorded on the Contracting Of-
fi cer Appointment/Warrant Eligibility Transfer/Ter-
mination Request?
F2. Are the name, date, title, signatures and approvals 
of the approving/reviewing offi  cials recorded on the 
Contracting Offi  cer Appointment/Warrant Eligibility 
Transfer/Termination Request?

12.2 - Contracting Offi  cer Appointment/ Warrant Eligibility Transfer/
Termination Request

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

co appointment  
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Example:  Contracting Offi  cer Appointment/ Warrant Eligibility Transfer/ Termination Request

page 1

co appointment
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Example:  Contracting Offi  cer Appointment/ Warrant Eligibility Transfer/ Termination Request 

page 2

co appointment
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Example:  Contracting Offi  cer Appointment/ Warrant Eligibility Transfer/ Termination Request
 

page 3

co appointment
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 135.

3. KSD: DD Form 448: Military Interdepartmental 
Purchase Request (MIPR) Yes No N/A Comments

A3.  Is the date the form is prepared recorded on the 
MIPR DD Form 448?
B3. Is the MIPR number recorded on the MIPR DD 
Form 448?
C3. Is the “To” fi eld (i.e., requesting agency name, ad-
dress) recorded on the MIPR DD Form 448?
D3. Is the “From” fi eld (i.e., originating agency name, 
address and phone number) recorded on the MIPR 
DD Form 448?
E3. Is the item number, description (NSN, nomencla-
ture, specifi cation and/or drawing number), quantity, 
unit, estimated unit price, estimated total price and 
grand total recorded on the MIPR DD Form 448?
F3. Is the Paying Offi  ce Department of Defense Activ-
ity Address Directory (DoDAAD) recorded on the 
MIPR DD Form 448?
G3. Is the Authorizing Offi  cer’s name, title, signature 
and date recorded on the MIPR DD Form 448?

12.3 - DD Form 448: Military Interdepartmental Purchase Request (MIPR)

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

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

dd 448
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 138.

4. KSD: SF1103: U.S. Government Bill of Lading 
(GBL) Yes No N/A Comments

A4. Does the Bill of Lading Number on the GBL 
SF1103 agree to the Bill of Lading Number on the DD 
Form 250 and/or DD Form 1149?
B4. Is the date the Bill of Lading was prepared record-
ed on the GBL SF1103?
C4. Is the “Destination” (i.e., USMC name, address) 
recorded on the GBL SF1103?
D4. Is the “Origin” (i.e., contractor/vendor name, ad-
dress) recorded on the GBL SF1103?
E4. Is the agency location code recorded on the GBL 
SF1103?
F4.  Is the “Number of Packages/Kind” and “Descrip-
tion of Articles” recorded on the GBL SF1103?

G4. Are the shipper’s initials recorded on the GBL 
SF1103?
H4. Are the item seal numbers recorded on the GBL 
SF1103?
I4. Is the carrier’s pickup date recorded on the GBL 
SF1103?
J4. Does the contract number on the GBL SF1103 
agree to the contract number listed on the Contract 
SF26?
K4. Is the issuing offi  ce recorded on the GBL SF1103?

L4. Is the issuing offi  cer recorded on the GBL SF1103?
M4. Does the date on the GBL SF1103 agree to the 
date listed on the Contract SF26?
N4. Is the Freight on Board (FOB) point of contact 
recorded on the GBL SF1103?

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

sf1103
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Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

SF1103 - U.S. Government Bill of Lading (GBL) Checklist .... continued

sf1103
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Example:  U.S. Government Bill of Lading (GBL) Checklist

page 1

A4.

B4.

C4. D4.

E4.

F4. F4. F4.

G4.

H4.
I4.

L4.

J4. M4.
K4.

N4.

sf1103
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Example:  U.S. Government Bill of Lading (GBL) Checklist

page 2

sf1103
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 154.

5. KSD: DD Form 250: Material Inspection and 
Receiving Report (MIRR) Yes No N/A Comments

A5. Does the contract number on the DD Form 250 
agree to the contract number listed on the Award/
Contract SF26?
B5. Are the invoice number and date recorded on the 
DD Form 250?
C5. Is the date  of shipment recorded on the DD Form 
250?
D5. Does the Bill of Lading number on the DD Form 
250 match the Bill of Lading number on the GBL 
SF1103?
E5. Is the Tracking Control Number (TCN) recorded 
on the DD Form 250?
F5. Are the prime contractor/vendor name, address 
and code recorded on the DD Form 250?
G5. Is the “Administered By” (Contract Administra-
tion Offi  ce) fi eld recorded on the DD Form 250?
H5. Are the “Shipped From” name and address (if 
other than Prime Contractor/Vendor) recorded on the 
DD Form 250?
I5. Are the “Shipped To” name and address recorded 
on the DD Form 250?
J5. Is the item number recorded on the DD Form 250?
K5. Is the item NSN recorded on the DD Form 250?
L5. Is the item description recorded on the DD Form 
250?
M5. Is the item quantity shipped/received recorded on 
the DD Form 250?
N5. Is the unit recorded on the DD Form 250?
O5 Is the unit price recorded on the DD Form 250?
P5. Is “Amount ($)” recorded on the DD Form 250?
Q5. Is the Contract Quality Assurance (CQA) Origin 
recorded on the DD Form 250?

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

dd 250
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5. KSD: DD Form 250: Material Inspection and 
Receiving Report (MIRR) Yes No N/A Comments

R5. Is the Authorized Government Representative 
name, title, commercial phone number, signature and 
date recorded on the DD Form 250 CQA Origin sec-
tion?
S5. Is the “Contract Quality Assurance Destination” 
recorded on the DD Form 250?
T5. Is the Authorized Government Representative 
name, title, commercial phone number, signature and 
date recorded on the DD Form 250 CQA Destination 
section?
U5. Is the Authorized Government Representative 
name, title, mailing address, commercial phone num-
ber, signature and date recorded on the DD Form 250 
Receiver’s Use section?

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

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

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

dd 250
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 162.

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

A6. Is the Document Identifi er recorded on the DD 
Form 1348?
B6. Is the Unit of Issue recorded on the DD Form 
1348?
C6. Is the Quantity Released recorded on the DD 
Form 1348?
D6. Is the Unit Price recorded on the DD Form 1348?

E6. Is the Total Price recorded on the DD Form 1348?

F6. Is the “Shipped From” name and address recorded 
on the DD Form 1348?
G6. Is the “Shipped To” name and address recorded on 
the DD Form 1348?
H6. Is the Document Date recorded on the DD Form 
1348?
I6. Is the Quantity Received recorded on the DD Form 
1348?
J6. Is the Item Nomenclature (description) recorded 
on the DD Form 1348?
K6. Is the name/signature of the receiver and date 
received recorded on the DD Form 1348?
L6. Is the Routing Identifi er Code (RIC), Unit of Issue 
(UI), Condition Code and Distribution recorded on 
the DD Form 1348?
M6. Is the item NSN recorded on the DD Form 1348?

N6. Is the Document Number recorded on the DD 
Form 1348?
O6. If applicable, is the Unique Item Identifi cation 
(UII) provided?
P6. If applicable, is the Contract Number provided?

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

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

Q6. If applicable, is the Order Number provided?

R6. If applicable, is the Contract Line Item Number 
(CLIN) provided?
S6. Is the condition code of the item(s) received       
annotated?
T6.  If applicable, have the serial numbers been added?

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

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd 1348-1A
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dd 1348-1A

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

A6. B6. C6.
D6.

E6.

F6. G6.

H6.

I6.

J6.

K6. K6.

N6.

M6.

L6.

O6.

P6.

Q6.

R6.
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 166.

7. KSD: DD Form 1149: Requisition and Invoice/
Shipping Document Yes No N/A Comments

A7. Is the information “From,” “To” and “Ship To” 
recorded on DD Form 1149? 
B7. Is the Requisition Date recorded on DD Form 
1149 and does it agree with the contract Requisition 
Date?
C7. Is the Requisition Number recorded on DD Form 
1149 and does it agree with the contract Requisition 
Number?
D7. Is the Authority or Purpose recorded on DD 
Form 1149? 
E7. Is the signature recorded on DD Form 1149?
 
F7. Is the Voucher Number & Date recorded on DD 
Form 1149?
G7. Is Date Shipped recorded on DD Form 1149 and 
does it correspond to the contract terms and condi-
tions?
H7. Is the Bill of Lading Number recorded on DD 
Form 1149 and does it correspond to the contract 
information?
I7. Is the Appropriation with the correct Line of Ac-
counting (LOA) recorded on DD Form 1149?
J7. Does DD Form 1149 include Item #, Federal Stock 
Number/NSN, Description, and Coding of Materiel 
and/or Services? 
K7. Does DD Form 1149 include Unit of Issue, Quan-
tity Requested, Unit Price and Total Cost, per contract 
requirements?
L7.  Are the Containers, Description, Date, Sheet 
Total, Grand Total and Voucher # fi elds complete, and 
do these correspond to the contract terms and condi-
tions?

12.7 - DD Form 1149: Requisition and Invoice/ Shipping Document

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

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd 1149



 Enclosure (1)67

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

page 1

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

page 2

dd 1149
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 170.

8. KSD: DD Form 1662: DoD Property in the     
Custody of Contractors Yes No N/A Comments

A8. Is the Date recorded on DD Form 1162?
B8. Are the “To” and “From” fi elds recorded on DD 
Form 1662?  
C8. Is the Contract Number recorded on DD Form 
1662 and does it correspond to the actual contract?
D8. Is the “Offi  cial Name” or “Company” fi eld record-
ed on the DD Form 1662?
E8. Is the property location(s) recorded in the DD 
Form 1662?
F8. Is the information recorded clearly identifi able, 
does it correspond to the contract terms and condi-
tions?
G8. Is the “Contractor Representative” fi eld complete 
with the following information: name, signature and 
date?
H8. Is the DoD Property Representative recorded on 
DD Form 1662 with the following information: name, 
telephone #, signature and date?

12.8 - DD Form 1662: DoD Property in the Custody of Contractors

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd 1662
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Example: DD Form 1662 - DoD Property in the Custody of Contractors

dd 1662
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

9. KSD: Mechanized Allowance List (MAL) Yes No N/A Comments
A9. Is the TAMCN and item description of all T/E as-
sets recorded on the MAL?
B9. Is the proper Activity Address Code (AAC) re-
corded on the MAL? 
C9. Is the Unit Identifi er Code (UIC) recorded on the 
MAL,  and does it  match the organization’s UIC?
D9. Does the NIN (NIIN) for each TAMCN item re-
corded on MAL agree with the NSN (NIIN) recorded 
on the supporting documents?
E9. Is the Unit Table of Equipment Requirement (T/E 
RQMT) for all TAMCN items recorded on the MAL?
F9. Are all current CMD adjustments recorded on the 
MAL and supported by KSDs?
G9. Does the “Total RQMT” quantity agree with the 
“T/E RQMT” quantity plus/ minus adjustments?
H9. Does the “Over (+)/Short (-)” fi eld correctly 
represent the status of each TAMCN item recorded on 
the MAL?

12.9 - Mechanized Allowance List (MAL)

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

mal
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Example: Mechanized Allowance List (MAL)

mal
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 171.

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

A10. Is the date on the CMR recorded?

B10. Is the AAC recorded on the CMR and does it 
agree with unit’s AAC?
C10. Does the CMR clearly indicate the Transporta-
tion Account Code (TAC)-2 location?
D10. Does the CMR clearly identify AO, RO and the 
Subordinate Unit Code?
E10. Is the TAMCN clearly identifi ed on the CMR?

F10. Does Total On-Hand (TAMCN) on the CMR 
agree with the Total On-Hand recorded on the CMR 
for this location?
G10. Does the Total Price (TAMCN) on the CMR 
agree with the Extended Price on the CMR?
H10. Does the CMR NSN & nomenclature agree with 
the item’s NSN & nomenclature?
I10.  Does the NSN Total On-hand agree with the 
NSN On-hand at the location?
J10. Does the CMR clearly represent the item’s unit 
price and the NSN’s total price?
K10. Do the serial numbers found at this location 
agree to the item serial numbers on the CMR?
L10. Is the total on-hand at this location and the ex-
tended price correct?
M10. Is the CMR initialed by the RO on each page (in 
the bottom right hand corner)?
N10. Is the CMR signed by the RO on the last page 
and is the signature legible?

12.10 - Consolidated Memorandum of Receipt (CMR)

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

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

cmr
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Example: Consolidated Memorandum of Receipt (CMR)

A10

B10
C10

D10
D10

E10

H10
H10

I10 J10 J10

K10 L10
L10

F10 G10

N10
M10

cmr
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

11. KSD: Physical Inventory Count Report/Sheet 
(MARCORLOGCOM) Yes No N/A Comments

A11. Does the “Inventory Count Sheet Originator” 
fi eld agree with the item’s Originator?   
B11. Does the DOC Identifi er agree with the item’s 
Identifi er Code? 
C11. Is the date recorded on the physical inventory 
count sheet?
D11. Do the NSN and nomenclature agree with the 
item’s NSN and Nomenclature?
E11. Does the owner code refl ect the correct owner?
F11. Does the condition code refl ect the correct con-
dition of the item?
G11. Is the location of the item in the place the item is 
located?
H11. Does the Inventory Count Sheet QTY agree with 
actual On-Hand inventory?
I11. Does the Inventory Count Sheet Lot # agree with 
the item’s actual Lot Number (Lot No)?
J11. Does the Freeze Code on the Inventory Count 
Sheet agree with the Freeze Code on the Inventory 
Count Report?
K11. Is the “Inventory Count Report Suspense-Con-
trol-Number” fi eld recorded and does it agree with the 
item Inventory-Control-Number?   
L11. Is the Inventory Count Report Cutoff  Date 
(CUTOFF-DT) and Report Date (REPORT-DT) in-
formation recorded? 
M11. Does the “Inventory Count Report & Sheet 
NSN” fi eld agree to the item’s NSN?
N11. Does the “Inventory Count Report & Sheet No-
menclature” fi eld agree to the item’s nomenclatures?
O11. Do the OTC, SEC and Type Inventory Code 
(TIC) amounts properly refl ect the item’s OTC, SEC 
and TIC?

12.11 - Physical Inventory Count Report/Sheet (MARCORLOGCOM)

count sheet
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11. KSD: Physical Inventory Count Report/Sheet 
(MARCORLOGCOM) Yes No N/A Comments

P11. Do the Inventory Count Report/Sheet OC and 
Owner Code agree with the item’s OC and Owner 
Code? 
Q11. Does the “Inventory Count Report/Sheet Loca-
tion” fi eld agree with the item’s location fi eld? 
R11. Does the Inventory Count Report/Sheet CC 
agree with the item’s CC?
S11. Do the Inventory Count Report First, Second and 
Th ird count fi elds indicate QTY-Count, COUNT-DT 
and ORIG?

Physical Inventory Count Report/Sheet (MARCORLOGCOM) .... continued

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

count sheet
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Example: Physical Inventory Count Report/Sheet (MARCORLOGCOM)

page 1

A11 B11

C11 C11

E11 F11 G11
H11 I11

J11

D11 D11

page 2

K11

L11 L11

M11 N11 O11 O11 O11

R11

S11S11S11S11P11 Q11

S11

S11

S11

count sheet
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ro appointment letter

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. KSD: Responsible Offi  cer (RO) Appointment 
Letter  Yes No N/A Comments

A12. Does the Appointment Letter identify the USMC 
unit/activity?
B12. Is the date recorded on the Appointment Letter?

C12. Does the “From” fi eld identify the AO/CO for 
the unit/activity?
D12. Does the “To” fi eld identify the RO for the unit/
activity?
E12. Does the “Subject” fi eld clearly state the appoint-
ment/assignment of the RO and the unit/activity?
F12. Does the Appointment Letter clearly identify the 
RO’s duties and responsibilities? 
G12. Is the AO’s/CO’s signature recorded on the       
Appointment Letter?
H12. If the RO will act as the fi nal requisition author-
ity, does the appointment letter include a DD Form 
577 as an enclosure?

12.12 - Responsible Offi  cer (RO) Appointment Letter 

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________
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Example: Responsible Offi  cer (RO) Appointment Letter 

page 1

[Unit Letterhead] 
4400
(Code)
(Date)

From: Commanding Officer 
To: (Rank First Name MI. Last Name) 

Subj: APPOINTMENT AS RESPONSIBLE OFFICER 

Ref: (a) DoD 7000.14-R 
(b) MCO 4400.150    

Encl: (1) DD Form 577  
(2) Consolidated Memorandum Receipt  

1. Per the references, you are appointed as the Responsible Officer for (add
unit name), Department of Defense Activity Code (DoDAAC)/Unit Identification
Code (UIC)/Consolidated Memorandum Receipt (CMR) account: (add DoDAAC)/(add 

UIC)/(add CMR 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 
with the results of your inventory to me via the Supply Officer. 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 account, with or without identified 
discrepancies.

4. As indicated in the references, you responsibilties 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. Serve as a Departmental Accountable Official (DAO), providing
information, data, or services to certifying officers upon which the latter 
rely to certify vouchers for payment.  This includes serving as your 
commodity representative for coordinating with the supply officer for the 
proper execution of allocated financial resources (i.e., requisitioning 
process).

c. Receipt for all equipment on-hand, ensuring the CMR identifies
equipment by Marine Corps or manufacturer’s serial number, when applicable, 
and ensure parent-child relationships are maintained within the Installed 
Base.

B12

C12.

A12.

D12.

E12.

F12.

H12.

A DD Form 577 is only necessary if the 
RO will act as the final requisition 
authority in the performance of his or 
her duties.

ro appointment
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Example: Responsible Offi  cer (RO) Appointment Letter 

page 2

 d.  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. 

 e.  Enforce a clear chain of custody for all equipment and always sub-
custody equipment to others before allowing it to leave your area of 
responsibility.  Any temporary loans outside of the command must be 
authorized by S-3, coordinated by S-4 and executed via Supply. 

 f.  Report all changes of the accounting records to the Supply as they 
occur.

 g.  Report all discrepancies to the supply officer in writing that exist 
between the CMR and what is actually on hand, and fully state the 
circumstances of each discrepancy.

 h.  Request necessary investigative action in writing, for CMR 
discrepancies resulting from a known loss, damage, or destruction of 
government property, to me via the Supply Officer in accordance with the 
references.

 i.  Conduct inventories of all assigned equipment and reconcile the 
account with the Supply Officer on a quarterly basis. 

 j.  Delegate in writing, via a NAVMC 11869, the individuals who will 
perform the following duties: 

   (1) Receipt for Equipment, Supplies and/or Service 

    (2) Submit/Sign Purchase Request 

    (3) Turn-in excess or damaged government property 

  k.  You may and are encouraged to appoint Responsible Individuals (RI) to 
assist in your property accountability responsibilities.  RIs are subcustody 
holders of accountable supplies, originally signed for by you.  They are 
appointed by you in writing and will sign for all supplies within their 
possession.  Delegation of accounting responsibilities to a RI does not 
relieve the RO of accountability.

5.  Prior to being relieved as the RO, you must request a change of RO from 
the Supply Officer and conduct a joint inventory no less than 30 calendar 
days prior to your date of relief.  The account must be transferred prior to 
your transfer from the command.  Additionally, if you anticipate being 
separated from your property in excess of 60 calendar days, a new RO will be 
appointed and a joint inventory conducted. 

 (Signature) 
 (FI. MI. LAST Name of CO) 

G12.

ro appointment 
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

13. KSD: Responsible Offi  cer (RO) Appointment 
Acceptance Letter Yes No N/A Comments

A13. Does the Appointment Acceptance Letter     
identify the USMC unit/activity?
B13. Is the date recorded on the Appointment          
Acceptance Letter?
C13. Does the “From” fi eld identify the RO for the 
unit/activity?
D13. Does the “To” fi eld identify the AO/CO for the 
unit/activity?
E13. Does the “Subject” fi eld clearly state the appoint-
ment/assignment of the RO and the unit/activity?
F13. Does the Appointment Acceptance Letter clearly 
identify that the RO accepts his duties and responsi-
bilities? 
G13. Is the RO’s signature recorded on Appointment 
Acceptance Letter?

12.13 - Responsible Offi  cer (RO) Appointment Acceptance Letter

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

ro appointment
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ro appointment

Example: Responsible Offi  cer (RO) Appointment Acceptance Letter
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

14. KSD:  Supply Offi  cer (SupO) Appointment          
Letter ** Yes No N/A Comments

A14. Does the Appointment Letter identify the USMC 
unit/activity?
B14. Is the date recorded on the Appointment Letter?

C14. Does the “From” fi eld identify the AO/CO for 
the unit/activity?
D14. Does the “To” fi eld identify the SupO for the 
unit/activity?
E14. Does the “Subject” fi eld clearly state the              
appointment/assignment of the SupO/Fiscal Offi  cer 
(FO) and the unit/activity?
F14. Does the Appointment Letter clearly identify the 
SupO’s duties and responsibilities? (May diff er from 
the example on next page if the duties are diff erent.) 
G14. Is the AO’s/CO’s signature recorded on the       
Appointment Letter?

12.14 - Supply Offi  cer (SupO) Appointment Letter **

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

** Th e SupO Appointment Letter shall include the DD Form 577: Appointment/ Termina-
tion Record-Authorized Signature as an enclosure.

supo appointment
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supo appointment

Example: Supply Offi  cer (SupO) Appointment Letter **

[Insert Unit Letterhead] 

4400
(Code)
(Date)

From: Commanding Officer   
To: (Rank First Name MI. Last Name)  

Subj: APPOINTMENT AS SUPPLY OFFICER 

Ref: (a) DoD 7000.14-R 
 (b) NAVSUP 4200.99 
 (c) DON EBUSOPSOFFINST 4200.1A 
 (d) MCO 4400.150 
 (e) Local GCPC guidance 

Encl: (1) DD Form 577  

1.  Per the references, you are appointed as the unit Supply Officer for (add
unit name), Department of Defense Activity 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 proper allowance item management principles are applied. 

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)).

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.

6.  Serve as a Certifying Officer for DODAAC/UIC (add DoDAAC(s)/add UIC(s)).
You will promptly certifying vouchers for payment in SABRS under WCI: (enter

applicable WCI), BEA: (enter applicable BEA(s)), BESA: (enter applicable 

BESA(s)).

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 the Standard 

A14.

B14.

C14.
D14.

E14.

F14.

page 1
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Example: Supply Offi  cer (SupO) Appointment Letter **

Accounting Budgeting and Reporting System (SABRS) from WCI: (enter

applicable WCI), BEA: (enter applicable BEA(s)), BESA: (enter applicable 

BESA(s)).

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.

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 Cardholders, 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)  

G14.

page 2

supo appointment
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

15. KSD:  Supply Offi  cer (SupO) Appointment          
Acceptance Letter Yes No N/A Comments

A15. Does the Appointment Acceptance Letter      
identify the USMC unit/activity?
B15. Is the date recorded on the Appointment           
Acceptance Letter?
C15. Does the “From” fi eld identify the SupO for the 
unit/activity?
D15. Does the “To” fi eld identify the AO/CO for the 
unit/activity?
E15. Does the “Subject” fi eld clearly state the appoint-
ment/assignment of the SupO and the unit/activity?
F15. Does the Appointment Acceptance Letter clearly 
identify that the SupO accepts his duties and respon-
sibilities and has performed a review of the supply 
account? 
G15. Is the SupO’s signature recorded on Appoint-
ment Acceptance Letter?

12.15 - Supply Offi  cer (SupO) Appointment Acceptance Letter

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

supo acceptance
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Example: Supply Offi  cer (SupO) Appointment Acceptance Letter

[Insert Unit Letterhead] 

4400
(Code)
(Date)

FIRST ENDORSEMENT on CO ltr 4400 Sup dated (date) 

From: (Rank First Name MI. Last Name)   
To: Commanding Officer 

Subj: APPOINTMENT AS SUPPLY, ACCOUNT (account number) 

Ref: (a) DoD 7000.14-R 
 (b) MCO 4400.150   

Encl:  (a) Relieved Supply officer Certificate of Relief 
 (b) Accepting Supply Officer Certificate of Acceptance  

1.  I have read and familiarized myself with the duties and responsibilities 
as a Supply Officer as outlined in the reference and the appointment order. I 
have reviewed this account and submit my results in encl (b). I accept these 
duties and responsibilities as the Responsible Officer for this account. 

 (Signature) 
 (FI. MI. LAST Name of CO) 

A15.

B15.

C15.

D15.

E15.

F15.

G15.

supo acceptance
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dd 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. For detailed instructions, see page 175.

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

A16. Does the Appointment/Termination Record 
identify the Appointing Authority’s printed name?
B16. Does the Appointment/Termination Record 
identify the Appointing Authority’s title?
C16. Does the Appointment/Termination Record 
identify the Appointing Authority’s DoD component/
organization?
D16. Is the date recorded on the Appointment/Termi-
nation Record?
E16. Is the Appointing Authority’s signature recorded 
on the Appointment/Termination Record?
F16. Does the Appointment/Termination Record 
identify the Appointee’s printed name?
G16. Does the Appointment/Termination Record 
identify the Appointee’s DoD ID number?
H16. Does the Appointment/Termination Record 
identify the Appointee’s title?
I16. Does the Appointment/Termination Record iden-
tify the Appointee’s DoD component/organization?
J16. Does the Appointment/Termination Record  
identify the Appointee’s address?
K16. Does the Appointment/Termination Record 
identify the appointment eff ective date?
L16. Does the Appointment/Termination Record 
identify the type of position?
M16. Does the Appointment/Termination Record 
identify the Appointee’s responsibilities?
N16. Does the Appointment/Termination Record 
identify the regulations the Appointee should abide 
to?

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

O16. Did the Appointee print their name and sign the       
Appointment Acknowledge section?
P16. If applicable, was the date recorded upon termi-
nation of the appointment?
Q16. If applicable, did the Appointee record his ini-
tials on the Appointment/Termination Record upon 
termination of the appointment?
R16. If applicable, did the Appointing Authority print 
their name on the Appointment/Termination Record 
upon termination of the appointment?
S16. If applicable, did the Appointing Authority 
record their title on the Appointment/Termination 
Record upon termination of the appointment?
T16. If applicable, did the Appointing Authority re-
cord their signature on the Appointment/Termination 
Record upon termination of the appointment?

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

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd 577
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dd 577

Example: DD Form 577 Appointment/ Termination Record-Authorized Signature
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

17. KSD:  Annual Physical Inventory Results 
Certifi cation Yes No N/A Comments

A17. Does the certifi cation have the correct date?

B17. Does the it provide the dollar value of the ac-
count prior to inventory?
C17. Does the it contain the signature of the supply 
offi  cer? 
D17. Does the certifi cate state the total dollar value 
and percentage (compared to initial account value) of 
net losses/gains?
E17. Does it include the total dollar value and percent-
age (compared to initial account value) of net losses/
gains attributed to administrative errors based on 
causative research?  
F17. Does it list the total dollar value and percentage 
(compared to initial account value) of net losses/gains 
resulting from recommended adjustments due to non-
conclusive causative research?
G17. Does it include the total dollar value and per-
centage change (compared to initial account value) of 
the account aft er the inventory?
H17.  If applicable, does it provide the Supply Offi  cer’s 
opinion on the cause of variances for which causative 
research was non-conclusive? 
I17. Does the certifi cation identify what corrective ac-
tions are necessary to eliminate future variances?

12.17 - Annual Physical Inventory Results Certifi cation

inventory certifi cation
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inventory certifi cation

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Annual Physical Inventory Results Certifi cation .... continued
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inventory certifi cation

Example: Annual Physical Inventory Results Certifi cation

A17

B17

D17

E17

F17

D17

E17

F17

page 1
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inventory certifi cation

Example: Annual Physical Inventory Results Certifi cation

C17

G17

H17

I17

page 1
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

18.  Annual Physical Inventory Results Spreadsheet Yes No N/A Comments

A18. Have the AAC and unit roll up UICs been pro-
vided ?
B18. Is the inventory completion date provided?

C18. Is the dollar value prior to inventory provided?

D18. Have specifi c gain/loss items been identifi ed by 
listing the TAMCN, NSN, Nomenclature and Docu-
ment Number?
E18. Has the type of adjustment (gain/loss) been 
properly identifi ed by the DIC Code?
F18. Have the reported quantity, quantity per inven-
tory, and discrepancy (gain/loss) been accurately 
identifi ed?
G18. Have the unit price and extended price of the 
individual items gained or lost been provided and ac-
curately calculated?

12.18 - Annual Physical Inventory Results Spreadsheet

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

inventory results
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inventory results

Example: Annual Physical Inventory Results Spreadsheet

AAC:
UNIT ROLLUP UIC:
DATE�OF�INVENTORY�COMPLETION:
TOTAL�VALUE�OF�THE�ACCOUNT�PRIOR�TO�THE�INVENTORY:

TAMCN NSN NOMENCLATURE DOCUMENT�NUMBER DIC/ADJ�TYPE

ACCT�
BAL/��
RPT�OH INV�QTY

DISCREPANT�
QTY�(GAIN) UNIT�PRICE EXTENDED�PRICE

example D8A 20 22 2 $5.00 $10.00
$0.00
$0.00
$0.00
$0.00

��������������������TOTAL�VALUE�OF�INVENTORY�GAINS/LOSSES $10.00

INVENTORY�GAINS/LOSSES

ANNUAL�PHYSICAL�INVENTORY�RESULTS�(GAINS�AND�LOSSES)

A18

B18
C18

D18 D18 D18 D18 E18

F18 F18 F18

G18 G18
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

19.  Commander’s Annual Physical Inventory     
Certifi cation Yes No N/A Comments

A19. Does certifi cation have the correct date?

B19. Has the date of inventory completion been    
identifi ed?
C19. Does the certifi cation state that all discrepancies 
have been reviewed and gain and loss transactions 
have been approved?
D19. Does the certifi cation state that the com-
mander has reviewed internal controls and directed               
appropriate corrective actions to be taken?
E19. Does the certifi cation state that the inventory 
results and endorsement will be maintained for three 
years (active) and then seven years (archive)?
F19. Does the certifi cation contain the signature of the 
Commander?

12.19 - Commander’s Annual Physical Inventory Certifi cation

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

commander’s certifi cation
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commander’s certifi cation

Example: Commander’s Annual Physical Inventory Certifi cation

[Insert Unit Letterhead] 

4400
(code)
(Date)

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

From: Commanding Officer   
To: Supply Officer 

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

1.  I certify that I have reviewed your wall to wall inventory results which 
was completed on (date) and concur with your recommendations. 

2.  I have reviewed all inventory discrepancies and have approved all 
validated gain and loss transactions required to adjust the accountable 
property records.

3.  I direct you to process the transactions required to properly adjust the 
property records.

4.  I have reviewed current internal control procedures, and I direct you to 
take the following corrective actions to strengthen internal control 
procedures in order to reduce inventory variances in the future (if
applicable).
   
 a. (Insert corrective action(s))

5.  Upon completion of the approved property transactions identified in 
paragraph 2, a copy of the inventory results, this endorsement, and all 
supporting documentation will be maintained in the active supply file for 2 
years with subsequent retention in the archive supply file for 5 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)

A19.

B19.

D19

C19.

E19.

F19.
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

20. KSD:  NAVMC 11869: Notice of Delegation of 
Authority Yes No N/A Comments

A20. Does the notice contain the correct date?

B20. Has the name of the unit and the installation 
where the unit is located been identifi ed?
C20. Has the need to request, receive and turn in   
supplies been completed as a “yes” or “no” for each 
authorized representative listed?
D20. Have signatures and initials been provided for 
each authorized representative listed?
E20. Has the appropriate box “Delegates to” or    
“Withdraws from” been checked and the specifi c class 
of supplies been identifi ed?
F20. Has the UIC and DoDAAC been identifi ed?

G20. Has the responsible offi  cer been identifi ed along 
with his rank/grade and telephone number and has 
the expiration date of card been identifi ed?
H20. Does the certifi cation contain the signature of 
the responsible offi  cer?

12.20 - NAVMC 11869: Notice of Delegation of Authority

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

navmc 11869
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navmc 11869

Example: NAVMC 11869: Notice of Delegation of Authority
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

21. KSD: WAWF Receiving/Acceptance Report Yes No N/A Comments

A21. Is the contract number recorded on the report 
and does it agree to the SF26 contract number?
B21. Is the Issue Date recorded on the report?

C21. Are the shipment number and shipment date 
recorded on the report?
D21. Is the Freight on Board type (Shipping Point or 
Destination) recorded on the report?
E21. Are the dollar amount and total dollar amount 
recorded on the report?
F21. Is the prime contractor’s information including 
Cage Code and name recorded on the report?
G21. Is the “Ship To” information including DoDAAC 
and name recorded on the report?
H21. Is the “Administered By” information including 
Code and name recorded on the report?
I21. Is the “Payment Offi  cial” information including 
DoDAAC and name recorded on the report?
J21. Is the Stock Number and Stock Type recorded on 
the report?
K21. Is the Quantity Shipped recorded on the report?

L21. Is the Item Description recorded on the report?

M21. Is the “Initiator” information including name, 
phone number and email recorded on the report?
N21. Are the Initiator Date of Action and type of ac-
tion recorded on the report?
O21. Is the “Acceptor” information including name, 
phone number and email recorded on the report?
P21. Are the Acceptor Date of Action and type of ac-
tion recorded on the report?

12.21 - WAWF Receiving/Acceptance Report

wawf
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wawf

WAWF Receiving/Acceptance Report .... continued

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________
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Example: WAWF Receiving/Acceptance Report

page 1

wawf
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wawf

Example: WAWF Receiving/Acceptance Report

page 2
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Example: WAWF Receiving/Acceptance Report

page 3

wawf
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navmc 604/ 604b

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. 

22. NAVMC 604/ 604B: Combined Individual Cloth-
ing Requisition and Issue Slip Yes No N/A Comments

A22. Has the NAVMC 604/ 604B been fi lled out to 
accurately refl ect the item(s) and person ordering in 
accordance with MCBul 10120?
B22. Has the NAVMC 604/ 604B been signed and 
dated by the orderer’s CO? If it is signed by an “act-
ing” CO, is a copy of the delegation of authority letter 
attached, along with a copy of the DD 577 authorizing 
the “acting” CO to obligate government funds?
C22. Has the NAVMC 604/604B been annotated with 
the Functional Account Number (FAN)?
D22. Has the Approval Block been completed by the 
CO to refl ect the type of issue/sale (e.g. checkage)?
E22. Has the NAVMC 604/604B been signed and 
dated by the appropriate parties (person ordering and 
witness, when applicable)?
F22. Has the Supply Offi  cer logged into Wide Area 
Workfl ow Miscellaneous Payments (WAWF-MP) as 
an acceptor to ensure the proper SDN, FY, and Ac-
counting Classifi cation Reference Number (ACRN) 
are associated to the applicable FAN for each NAVMC 
604 form entered on the WAWF-MP Voucher?
G22. Has the Supply Offi  cer verifi ed that the payment 
amount in WAWF-MP matches the NAVMC 604 
form and the attached sales slip?
H22. Has the Supply Offi  cer accepted the miscella-
neous payment for the NAVMC 604 form in WAWF-
MP?

12.22 - NAVMC 604/ 604B: Combined Individual Clothing Requisition and 
Issue Slip
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Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

NAVMC 604/ 604B: Combined Individual Clothing Requisition and Issue Slip .... continued

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

navmc 604/ 604b
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

23. KSD: Money Value Gain/Loss (MVGL) Notice Yes No N/A Comments
A23. Do all gain/loss adjustments listed on the MVGL 
Notice correspond with pre-approval letters signed by 
the CO/AO?
B23. Is the TAMCN and item description for each 
gain/loss transaction recorded on the MVGL Notice?
C23. Is the proper AAC/Inventory Organization       
recorded on the MVGL Notice? 
D23. Do all item serial numbers listed on the MVGL 
Notice have corresponding supporting documenta-
tion?
E23. Has the MVGL Notice been signed and dated by 
the CO/AO?

12.23 - Money Value Gain/Loss (MVGL) Notice

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

mvgl
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mvgl

Example: Money Value Gain/Loss (MVGL) Notice
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

24. KSD: Total Life Cycle Management - Opera-
tional Support Tool (TLCM-OST) Serial Number 
Summary

Yes No N/A Comments

A24. Is the DoDACC annotated?

B24. Is the UIC annotated?

C24. Is the sub unit code annotated?

D24. Is the condition code annotated?

E24. Is the instance usage code annotated?

F24. Is the service request number annotated?

G24. Is the status of transaction annotated?

H24. Is the UIC annotated?

I24. Is the SR type annotated?

J24. Is Operational Status annotated?

K24. Is the asset description annotated?

L24. Is Days open and date closed annotated?

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

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

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

tlcm-ost
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

25. KSD: Army Teams Vehicle Birth Certifi cate Yes No N/A Comments
A25. Is the USMC number annotated?

B25. Is the Variant annotated?

C25. Is the GDLS Hull number annotated?

D25. Is the Hull type annotated?

E25. Is the original production date annotated?

F25. Is the original manufacturing age annotated?

G25. Is the last depot production date annotated?

H25. Is the last depot production age annotated?

I25. Is the TAMCN annotated?

J25. Is the NSN annotated?

K25. Is the owning unit organization information an-
notated?
L25. Is days open and date closed annotated?

M25. Is the asset location annotated?

N25. Is the asset condition code annotated?

O25. Is the asset status annotated?

12.25 - Army Teams Vehicle Birth Certifi cate

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

vehicle birth certifi cate
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Example: Army Teams Vehicle Birth Certifi cate

vehicle birth certifi cate
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

26. KSD: DD Form 448-2 Accpetance of Military 
Interdepartmental Purchase Request (MIPR) Yes No N/A Comments

A26. Is the requiring activity address annotated?

B26. Is the MIPR number annotated?

C26. Is the MIPR signature date annotated?

D26. Is the asset amount listed on the MIPR?

E26. Is the item number, quantity, estimated price, to-
tal estimated price to be provided through reimburse-
ment category I annotated?
F26. Is the item number, quantity, estimated price, to-
tal estimated price to be provided through reimburse-
ment category II annotated?
G26. Is the accepting activity code address annotated?

H26. Is the name and title, signature and date anno-
tated?

12.26 - DD Form 448-2 Acceptance of Military Interdepartmental Purchase 
Request (MIPR)

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

dd 448-2
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Example: DD Form 448-2 Acceptance of Military Interdepartmental Purchase Request (MIPR)

dd 448-2
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

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

27. KSD: TM 11063A–OI Components Inventory 
List Yes No N/A Comments

A27. Does the inventory list identify the entity?

B27. Is the TAMCN information available?

C27. Does the form indicate the source “Extract 
From”?
D27. Is the transaction date available?

E27. Is the serial number annotated?

F27. Is the item number, reference key, item identifi -
cation, item model, NSN, U/M, quantity, cage code 
annotated?

12.27 - TM 11063A–OI Components Inventory List

Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

tm 11063a-oi
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Example: TM 11063A–OI Components Inventory List

tm 11063 a-oi
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 176.

28. KSD: iRAPT Receiving Report Yes No N/A Comments
A28. Is the contract required type annotated?

B28. Is the contract number annotated?

C28. Is the delivery order annotated?

D28. Is the issue date annotated?

E28. Is the shipment date annotated?

F28. Is the item invoice annotated?

G28. Is the item invoice date annotated?

H28. Is the total ($) annotated?

I28. Is the item number, product service ID , qualifi er 
NSP, quantity shipped, unit of measurement, UofM 
code, unit price, quantity revived and accepted, total 
cost (amount), description and line item total ($) an-
notated?
J28. Is the item number, quantity shipped and quantity 
accepted annotated?
K28. Is the UII type, enterprise ID, agency code, 
original part number, warranty information, lot/batch, 
original manufacture code, original manufacture ID, 
Special Tooling or Test Equipment Status, UII num-
ber, serial number, annotated and acceptance/reject 
section completed?
L28. Is the prime contractor cage code, activity name, 
and address, annotated?
M28. Is ship from activity name, cage code and ad-
dress annotated?
N28. Is the administered by section completed with 
the following information: DoDAAC, activity name 
and address?

12.28 - iRAPT Receiving Report

irapt
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Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

28. KSD: iRAPT Receiving Report Yes No N/A Comments
O28. Is the inspected by section completed with the 
following information: DoDAAC, activity name and 
address?
P28. Is the ship to by section completed with the 
following information: DoDAAC, activity name and 
address?
Q28. Is the payment offi  cial completed with the fol-
lowing information: DoDAAC, activity name and 
address?
R28. Is the issued by completed with the following 
information: DoDAAC, activity name and address?
S28. Is the accepted completed with the following 
information: DoDAAC, activity name and address?
T28. Is the initiator name, action date, e-mail phone #, 
DSN and comment section completed?
U28. Is the inspector name, action date, e-mail phone 
#, DSN and comment section completed?
V28. Is the Action by section completed, inspection 
date annotated and the authorized government repre-
sentative signature annotated?

iRAPT Receiving Report .... continued

irapt
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Example: iRAPT Receiving Report

irapt

page 1
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Example: iRAPT Receiving Report

page 2

irapt
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Example: iRAPT Receiving Report

irapt

page 3
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United States Marine Corps (USMC) 
Key Supporting Documentation (KSD) Checklist

Please check whether the following elements are adequately addressed in the Key Supporting Documentation 
(KSD) and make comments, if necessary. For detailed instructions, see page 179.

29. KSD:  WAWF Invoice Yes No N/A Comments

A29. Is the contract number type annotated?

B29. Is the contract number annotated?

C29. Is the issue date annotated?

D29. Is the invoice number annotated?

E29. Is the invoice date annotated?

F29. Is this the fi nal invoice?

G29. Is the invoice received date annotated?

H29. Is the CLIN/SLIN annotated?

I29. Is the document total ($) annotated?

J29. Is the shipment number annotate?

K29. Is the shipment date annotate?

L29. Is the fi nal shipment?

M29. Is the item number, product service ID, quali-  
fi er, quantity shipped, unit of measure UofM code, 
unit cost, quantity accepted, amount, SDN, ACRN, 
PR number and line item total annotated?
N29. Is the prime contractor cage code, activity name, 
and address, annotated?
O29. Is the administered by section completed with 
the following information: DoDAAC, activity name 
and address?
P29. Is the ship to by section completed with the 
following information: DoDAAC, activity name and 
address?
Q29. Is the payment offi  cial completed with the fol-
lowing information: DoDAAC, activity name and 
address?

12.29 - WAWF Invoice

wawf invoice
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Preparer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

Reviewer Title: ___________________________________
Printed Name: ___________________________________

Signature: ___________________________________ Date: __________

29. KSD:  WAWF Invoice Yes No N/A Comments

R29. Is the issued by completed with the following 
information: DoDAAC, activity name and address?
S29. Is the accepted completed with the following 
information: DoDAAC, activity name and address?
T29. Is the initiator name, action date, e-mail phone #, 
DSN and comment section completed?
U29. Is the payment offi  cial name, action date, e-mail 
phone #, DSN, title, action(s), organization e-mail the 
action date completed?

WAWF Invoice .... continued

wawf invoice
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Example: WAWF Invoice

page 1

wawf invoice
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Example: WAWF Invoice

wawf invoice

page 2

Example: WAWF Invoice

wawf invoice

page 2
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Example: WAWF Invoice

page 3

wawf invoice
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Example: WAWF Invoice

wawf invoice

page 4
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Appendix A - List of Acronyms / Abbreviations

List of Acronyms / Abbreviations
AAC Activity Address Code
AA&E Arms, Ammunition, and Explosives
ACRN Accounting Classifi cation Reference Number
A&E Ammunition and Explosives 
A/I Accountable Item
AIS Automated Information System
AO Accountable Offi  cer
APO Accountable Property Offi  cer
APSR Accountable Property System of Record 
ASP Ammunition Supply Point 
AVO Audit and Verifi cation Offi  cer 
CAP Corrective Action Plan
CBL Carrier Bill of Lading 
CG Commanding General
CLIN Contract Line Item Number
CMR Consolidated Memorandum of Receipt
CO Commanding Offi  cer
CQA Contract Quality Assurance
COL Certifying Offi  cer Legislation 
COMSEC Communications Security 
COR Central Offi  ce of Record 
CMS Communications Security Material System
CUTOFF-DT Cutoff  Date
DIC Document Identifi er Code
DoD Department of Defense
DoDAAC Department of Defense Activity Address Code
DoDAAD Department of Defense Activity Address Directory
DPAS Defense Property Accountability System
DTR Daily Transaction Report 
E&C Existence and Completeness
EKMS Electronic Key Management System
FAN Functional Account Number
FIAR Financial Improvement and Audit Readiness
FIP Financial Improvement Plan
FMFIA Federal Manager’s Financial Integrity Act 
FO Fiscal Offi  cer 

appendix a
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appendix a

List of Acronyms / Abbreviations
FOB Freight on Board
FSMAO Field Supply and Maintenance Analysis Offi  ce 
GBL Government Bill of Lading
GCPC Government Commercial Purchase Card 
GCSS-MC Global Combat Support System-Marine Corps
HQMC Headquarters Marine Corp
IBER Internal Budget Execution Report
ICART Internal Controls and Audit Readiness Team
I&L Installation and Logistics
KSD Key Supporting Documentation
LE Local Element
LOA Letter of Appointment 
LOA Line of Accounting
LOE Letter of Explanation
Lot No Lot Number
MAL Mechanized Allowance List
MARFOR Marine Forces 
ME Military Equipment
MIC Managers’ Internal Control
MILSTRIP Military Standard Requisitioning and Issue Procedures
MIPR Military Interdepartmental Purchase Request
MIRR Material Inspection and Receiving Report
MLSR Missing, Lost, Stolen or Recovered 
MOA Memorandum of Appointment 
MVGL Money Value Gain/Loss
NKO Navy Knowledge Online
NSN National Stock Number
NSWC Naval Surface Warfare Center 
OIC Offi  cers in Charge 
OM&S Operating Materials & Supplies
OUSD Offi  ce of the Under Secretary of Defense
OUSD (C Offi  ce of the Under Secretary of Defense Comptroller
POAM Plan of Action and Milestones 
POC Point of Contact
PPM Personal Property Manager
PR Builder Purchase Request Builder
PSS Physical Security Survey
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appendix a

List of Acronyms / Abbreviations
QA Quality Assurance
QTY Quantity
REPORT-DT Report Date
RIC Routing Identifi er Code
RIP Reparable Issue Point
RO Responsible Offi  cer
SAAR System Authorization Access Request
SABRS Standard, Accounting, Budgeting and Reporting System 
SDR Supply Discrepancy Report
SE Supporting Establishment 
SECDEF Secretary of Defense
SF Standard Form
SMU Supply Management Unit
SOA Statement of Assurance
SOICP Supply Offi  cer’s Internal Control Program
SOP Standard Operating Procedures
SR Service Request 
SRRB Service Requirement Review Board 
STRATIS Storage Retrieval Automated Tracking Integrated System
SupO Supply Offi  cer
T/A Training Allowances 
TAC Transportation Account Code
TAMCN Table of Authorize Materiel Control Number
TAR Tri-Annual Review
TCN Tracking Control Number
T/E RQMT Table of Equipment Requirement
TIC Type Inventory Code
TLCM-OST Total Life Cycle Management - Operational Support Tool
UDO Undelivered Order 
UIC Unit Identifi er Code
UII Unique Item Identifi cation 
ULO Unliquidated Obligation 
USMC United States Marine Corps
UUAM Unit User Account Manager 
WAWF Wide Area Workfl ow
WAWF MP Wide Area Workfl ow Miscellaneous Payments
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Appendix B - KSD Completion Instructions
Instructions: Award/Contract SF26

appendix b
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appendix b

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

page 1
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Instructions: Military Interdepartmental Purchase Request (MIPR) DD Form 448

page 2
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appendix b

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

page 3
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103

page 1
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appendix b

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

page 2



 Enclosure (1)140

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

page 3
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103

page 4
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103

page 5
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103

page 6
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103

page 7
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103

page 8
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103
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Instructions: U.S .Government Bill of Lading (GBL) SF 1103

page 13
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103
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Instructions: U.S. Government Bill of Lading (GBL) SF 1103

page 16
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250

page 1
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250

page 2
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250

page 3
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250

page 4
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250

page 5
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250

page 6
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250

page 7
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Instructions: Material Inspection and Receiving Report (MIRR) DD Form 250

page 8
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Instructions: Issue Release/Receipt Document DD Form 1348-1A

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

page 2
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Instructions: Issue Release/Receipt Document DD Form 1348-1A

page 3
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Instructions: Issue Release/Receipt Document DD Form 1348-1A

page 4
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Instructions: Requisition and Invoice/Shipping Document DD Form 1149

page 1
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Instructions: Requisition and Invoice/Shipping Document DD Form 1149

page 2
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Instructions: Requisition and Invoice/Shipping Document DD Form 1149
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Instructions: Requisition and Invoice/Shipping Document DD Form 1149

page 4

appendix b



 Enclosure (1)170

Instructions: DoD Property in the Custody of Contractors DD Form 1662
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Instructions: Consolidated Memorandum of Receipt (CMR)

page 1

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).

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 documents (KSDs). 

g. Immediately reporting all incidents involving lost, stolen, or
damaged government property to the CO/AO.

3. APPOINTMENT LETTERS

RO appointment letters and endorsements (RO acceptance letter)
will be maintained by the supply officer for a period of 2 years in 
the active file and an additional 5 years in the archive files after 
the RO ceases to serve. A sample RO appointment letter can be found on 
page 69 of this publication. 

a. Endorsement. The RO is required to formally accept their
CMR/sub-custody account by endorsing the appointment letter from the 
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CO/AO within fifteen (15) calendar days after being appointed. A 
sample RO Acceptance Endorsement can be found on page 73 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 11869 “Notice of 
Delegation of Authority” must be prepared by the RO and forwarded to 
the supply officer in accordance with Chapter 1, Paragraph 5f of MCO 
4400.150. The NAVMC 11869 must be updated and certified by the RO as 
changes occur. A sample Delegation of Authority letter can be found on 
page 75 of this publication.

4.  CMR/SUB-ACCOUNT INVENTORIES

    A physical inventory of accountable property managed by 
ROs/property custodians is required on a quarterly basis, or upon 
change of RO. Semi-annual vice quarterly inventories are authorized 
when approved in writing by the CO/AO. Physical inventories should be 
coordinated by the supply officer/accountable property officer. One of 
the quarterly inventories should coincide with the command-wide annual 
(wall-to-wall) physical inventory.

    a. CMR/Sub-Custody Account Reconciliations. Once an RO receives a 
copy of the 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 by initially the bottom of each page and signing and 
dating the last page. This will be accomplished within 15 calendar 
days from the date of the letter.

    b. CMR/Sub-Custody Account Discrepancies. RO’s will report all 
discrepancies, to include variances in NSN, quantity, or serial 
number, to the supply officer/accountable property officer via a 
Discrepancy Letter. The RO will attempt to resolve all discrepancies 
with the supply officer as follows: 

       (1) If the supply officer and the RO agree that the CMR/sub-
custody account is in error based on supporting documentation, the 
supply officer will make appropriate pen changes (NSN/NIIN, serial 
number, quantity) to the CMR/sub-custody account listing and both the 
supply officer and RO will initial the changes. The supply officer 
will then update the official CMR/sub-account property records 
accordingly.

       (2) If after exhaustive causative research, the supply officer 
and RO are unable to resolve CMR/sub-custody account errors as 
identified in the RO Discrepancy Letter, the RO will still sign the 
CMR/sub-custody account listing. All unresolved discrepancies will 
then be submitted from the RO to the CO/AO, via the supply officer, as 
a Request for Investigation.
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c. Supply Officer Endorsement/Recommendation. Within five calendar
days, the supply officer will complete an endorsement on the RO’s 
Request for Investigation. The supply officer will provide amplifying 
details and recommend to the CO/AO whether a formal investigation is 
warranted. (Ref: MCO 4400.150, Chapter 2, Paragraph 11.b.(3)). 

d. CO/AO Review of Requests for Investigation. The CO/AO must make
a determination concerning the need for further investigation. If the 
CO/AO feels that an investigation would have little or no chance of 
recovering missing items, the CO/AO may direct the supply officer to 
adjust the accountable records accordingly. If negligence or 
misconduct is involved in the loss or damage of property, the CO/AO 
may decide to initiate a formal investigation. The CO/AO will notify 
the supply officer of all required actions via an endorsement to the 
Request for Investigation. In cases of formal investigations, the 
completed investigation and all supporting documents will constitute 
authority for the supply officer to adjust the accountable property 
records.

5. KEY SUPPORTING DOCUMENTS

ROs/property custodians having custodial responsibility for the
management of property must maintain key supporting documents (KSDs) 
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. Once the new CMR/sub-custody account has been reconciled, the
old copy with all adjustment transaction documents must be retained on 
file for 7 years. 

c. Manufacturer/USMC serial numbers will be recorded on all copies
of the CMR/sub-custody accounts. 

d. A CMR/sub-custody account pending file must be maintained that
contains all adjustment transactions which have not yet processed. 
Every change to the accountable records must have supporting 
documentation.

e. Per chapter 2, paragraph 11i of MCO 4400.150, all original RO
Appointment Letters, RO Acceptance Endorsements, Delegation of 
Authority Letters and NAVMC 11869s, Requests for Investigation with 
all supporting documents, and all voucher files will be retained on 
file by the supply officer for a period of 2 years in the active file 
and additional 5 years in the archive files. 
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REFERENCES:

DoD Supply Chain Materiel Management Policy DoDM 4140.01 

DoD Financial Management Regulations DoD 7000.14-R 

Consumer-Level Supply Policy Manual MCO 4400.150 

GCSS-Marine Corps User’s Manual UM 4000-125 
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Prescription:  Include the following clause in Section G of all solicitations and contracts (both services 
and supplies) to mandate invoicing in Invoicing, Receipt, Acceptance, and Property Transfer (iRAPT),
formally Wide Area Work Flow (WAWF).

252.232-9012 - Invoicing, Receipt, Acceptance, and Property Transfer (iRAPT) formally 
(WAWF) – RECEIPT AND ACCEPTANCE (RA) INSTRUCTIONS (JUN 2015)

(a) As prescribed in DFARS clause 252.232-7003 Electronic Submission of Payment Requests 
(Jun 2012), Contractors must submit payment requests in electronic form.  Paper copies will no 
longer be accepted or processed for payment unless the conditions of DFARS clause 252.232-
7003(c) apply.  To facilitate this electronic submission, the Defense Threat Reduction Agency 
(DTRA) has implemented the DoD sanctioned Invoicing, Receipt, Acceptance, and Property 
Transfer (iRAPT) for contractors to submit electronic payment requests and receiving reports.  
The contractor shall submit electronic payment requests and receiving reports via (iRAPT).
Vendors shall send an email notification to the Contracting Officer Representative (COR), 
Program/Project Manager or other government acceptance official identified in the 
contract by clicking on the Send Additional Email Notifications link upon every submission 
of an invoice/cost voucher in iRAPT. To access (iRAPT), go to https://wawf.eb.mil.

** For questions, contact the DTRA iRAPT Team at dtra.belvoir.J4-8C.mbx.dtra-wawf-
help@mail.mil.

(b) Definitions:

Acceptor: Contracting Officer’s Representative, Program/Project Manager, or other 
government acceptance official as identified in the contract/order.

Pay Official: Defense Finance and Accounting Service (DFAS) payment office identified in the 
contract/order.

SHIP To/Service Acceptor DoDAAC: Acceptor DoDAAC or DCMA DoDAAC (as specified 
in the contract/order).

DCAA Auditor DoDAAC: Needed when invoicing on cost-reimbursable contracts.  (Go to 
www.dcaa.mil and click on the appropriate link under Locator to search for your DCAA 
DoDAAC.)

>>>>> For contracts that are administered by the Office of Naval Research (ONR): <<<<< 
Enter the ONR DoDAAC in the DCAA Auditor and Service Approver DoDAAC 
field in iRAPT.

(c) iRAPT Contractor Input Information:

The contractor shall use the following information in creating electronic payment requests in 
(iRAPT):

Invoice Type in iRAPT:

If billing for Cost Type/Reimbursable contracts (including T&M and LH), select “Cost 
Voucher”

If billing for Firm-Fixed Price (FFP) Materials Only, select “Combo”
If billing for FFP Materials and Service, select “Combo”
If billing for FFP Services Only, select “2-n-1 (Services Only)”

1

appendix b



 Enclosure (1)177

Instructions: iRAPT Receiving Report

page 2

** If the contract contains both FFP and Cost Type (including T&M and LH) line items, 
they must be invoiced separately on appropriate types mentioned above.  Upon the written 
approval of the Project Manager or Contracting Officer’s Representative, the contractor may 
invoice both line items in one type of invoice.

For iRAPT Routing Information, See Table Below:

Description SF 26 SF 33 SF 1449    DD 1155
Located in Block/Section

Contract Number 2 2 2 1
Delivery Order See Individual Order 4 2
CAGE Code 7 15a 17a 9
Pay DoDAAC 12 25 18a 15

Inspection Section E (except SF 1449, See Entitled):             
INSPECTION AND ACCEPTANCE

Acceptance Section E (except SF 1449, See Entitled):
INSPECTION AND ACCEPTANCE

Issue Date 3 5 3 3
Issue By DoDAAC 5 7 9 6
Admin DoDAAC 6 24 16 7
Ship To / Service
Acceptor DoDAAC 6 24 16 7
Ship to Extension Do Not Fill In

Services or Supplies Based on majority of requirement as determined 
by monetary value

Final Invoice?
Do not change “N” (no) to “Y” (yes) unless this 
is the last invoice and the contract is ready for 
closeout.

(d) Final Invoices/Vouchers -Final Payment shall be made in accordance with the Federal 
Acquisition Regulation (FAR) 52.216-7, entitled “Allowable Cost and Payment.” 

Invoices - Invoice 2-n-1 (Services Only) and Invoice and Receiving Report (Combo)
Select the “Y” selection from the “Final Invoice?” drop-down box when submitting the final 
invoice for payment for a contract. Upon successful submission of the final invoice, click on the 
Send Additional Email Notifications link to send an additional email notification to the 
Contracting Officer Representative (COR), Program/Project Manager or other government 
acceptance official identified in the contract.

Final Cost Vouchers - Once the final DCAA audit is complete for cost reimbursable 
contracts and authorization from DCAA is received, submit the final cost voucher to
dtra.belvoir.J4-8C.mbx.closeouts@mail.mil .

**DO NOT SUBMIT FINAL VOUCHERS (ENDING IN “Z”)  VIA  iRAPT, submit only 
to the e-mail listed above.

(e)  WAWF e-Business Suite Training may be accessed online at
https://wawftraining.eb.mil/wbt/. To practice creating documents in iRAPT, visit the practice 
site at https://wawftraining.eb.mil.  General DFAS information may be accessed using the DFAS 
website at http://www.dfas.mil/.  Payment status information may be accessed using the 

2

appendix b



 Enclosure (1)178

Instructions: iRAPT Receiving Report

page 3

myInvoice 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.

3
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Directions for vendors to create WAWF invoices. 
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NOTE:  On all the screens from this point forward the only blocks that are required to be filled in are 
the boxes with an * next to them.  Do not put anything in these other boxes unless you are instructed 

to do so by the contracting office. 
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The Pay DoDAAC should be F67100 
 

page 4

 
 
 
 

NOTE:  If you are not sure if your contract is a Service or for a Product, please contact the  
Contracting Office for further guidance. 
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NOTE:  The CLIN # that shows up here corresponds with what is referred to as the ITEM NO in the 
body of your contract. 

By clicking the populate button on the previous 
screen, the system knows how many CLINS that 
are on the contract, annotated here by 0001.  If 
you are invoicing for every CLIN on the contract, 

put a check mark in all the boxes.  If this is a partial 
invoice, DO NOT check the items that you don’t 
want to invoice for, you can do that at later time 

when those CLINS are complete. 
 

Click Continue 
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NOTE:  When inputting the Stock Part No, DO NOT include the – between the numbers like it shows 
on the contract, just string them all together. 
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At this point you can click Log Out. 
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Appendix C - Tier 2 KSDs

 Th e following are examples of alternative supporting documentation that may fulfi ll fi nancial 
statement assertions:

• Contract modifi cations, or change orders
• Approved work order
• Approved last invoice  
• Signed lease for leased property
• Transfer letter and documents for transferred assets
• DoD Property in the Custody of Contractors (DD Form 1662)
• Selected Acquisition Report (SAR)
• Valuation Data Report with Program Listing
• Budget Item Justifi cation 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 KSDs are expected to be maintained just as Tier 1 KSDs to support a fi nancial statement audit. 
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Military Equipment 
1.0 Overview 

Per DoD 7000.14-R “Financial Management Regulation,” military equipment (ME) is a type of 
general equipment and includes weapon systems that can be used directly by the Armed Forces 
to carry out battlefield missions. The Marine Corps will assign a Table of Authorized Materiel 
Control Number (TAMCN) to all ME. Marine Corps examples include: combat vehicles, tanks, 
artillery and crew serve weapons. ME also includes Marine Corps procured research and 
development equipment (e.g. prototypes, test gear, Engineering Development Models). This 
narrative addresses ME held at activities using Global Combat Support System – Marine Corps 
(GCSS-MC) to manage their assets.   

Key ME lifecycle events included in this narrative include:  

Receipt
Placement in Service 
Preservation, Packaging and Packing (P3) 
Inventory Management (Annual Wall-to-Wall Inventory and Quarterly 
Consolidated Memorandum of Receipt (CMR) 
Maintenance
Disposal

The objective of this section is to document the business processes and internal controls 
associated with the key ME lifecycle events noted above. The subsequent narratives provide the 
business processes and internal controls within II Marine Expeditionary Force (MEF) which 
shares a similiar control environment with other Marine Corps activities utilizing GCSS-MC as 
their accountable property system of record (APSR). 

1.1 Receipt  
1.1.1 The Defense Logistics Agency (DLA) or a third party transportation company 

delivers ME to the Distribution Management Office (DMO) location. 

1.1.2 DLA or the third party transportation company provides the II MEF DMO 

General Equipment Inspector or Materiel Handler with a Commercial Bill of 

Lading (CBL) and additional supporting documentation (DD Form 1348, DD 

Form 1149, etc.) if available. 

1.1.3 The DMO General Equipment Inspector or Materiel Handler performs an initial 

verification of the ME (they review the stenciled serial # (s/n) on the exterior of 

the ME as well as data plate s/n, National Stock Number (NSN), nomenclature, 

quantity, obvious damage, etc.) to ensure the ME agrees with what is listed on the 
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CBL and supporting documentation if available. Is there a discrepancy or obvious 

damage to the ME? If yes, proceed to 1.1.4; If no proceed to 1.1.6.

1.1.4 The DMO General Equipment Inspector or Materiel Handler notifies the DMO 

Receiving Supervisor. 

1.1.5 The DMO Receiving Supervisor submits a Transportation Discrepancy Report 

(TDR) to the DoD Service Deployment Distribution Command (SDDC) and 

DLA/transportation company for remediation.  If no discrepancy or obvious 

damage is noted, DMO proceeds to step 1.1.6, if discrepancy is noted proceed to 

1.1.4.?

1.1.6 The DMO General Equipment Inspector or Materiel Handler signs CBL and Key 

Supporting documents, acknowledging receipt/acceptance and Proof of Delivery 

(POD). After verifying the ME received matches the Commercial Bill of Lading 

(CBL) and supporting documentation (if available); the DMO General Equipment 

Inspector or Materiel Handler signs the CBL and supporting documentation to 

release the carrier of liability, acknowledge receipt/acceptance, and provide proof 

of delivery (Internal Control). 

1.1.7 The DMO General Equipment Inspector or Materiel Handler enters the ME-

related information such as CBL #, Transportation Control Number (TCN), date 

received, s/n, location, destination (Initial Issue Provisioning (IIP)/Equipment 

Receiving Distribution Team (ERDT), Department of Defense Activity Address 

Code (DoDAAC) - MML151), etc. into the Automated Manifesting System 

(AMS) Tactical (TAC) Version, of the DMO receiving/distribution ledger. 

1.1.8 The input of CBL ME-related information into AMS TAC automatically 

generates a “Tally Report” that confirms the ME has been recorded in AMS TAC 

(Internal Control). 

1.1.9 The DMO General Equipment Inspector or Materiel Handler enters in the ME 

receipt information such as CBL #, date received, s/n, location and destination 

(IIP/ERDT DoDAAC- MML151), etc. into an excel spreadsheet titled “Daily Lot 

Report” which tracks all DMO ME receipts, ME needing issuance to IIP/ERDT, 

and ME that has been issued to IIP/ERDT.  
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1.1.10 The DMO General Equipment Inspector or Materiel Handler submits the “Daily 

Lot Report” to IIP/ERDT, II MEF and the G-4 Supply Office via email by noon 

of each day to provide notification of all ME receipts, ME needing issuance to 

IIP/ERDT, and ME that has been issued to IIP/ERDT.  

1.1.11 Within 14 days of initial receipt by DMO, IIP/ERDT personnel meet with the 

DMO General Equipment Inspector or Materiel Handler to initiate the transfer 

custody of ME from DMO to IIP/ERDT. 

1.1.12 IIP/ERDT personnel provide a Notice of Delegation of Authority (DOA): Navy 

Marine Corps (NAVMC) 11869 Form to DMO that has been reviewed/approved 

by the IIP/ERDT Supply Officer (SupO)/Officer in Charge (OIC) or DMO 

verifies IIP/ERDT has a valid NAVMC 11869. Is a valid NAVMC 11869 

submitted or a valid NAVMC 11869 is on file with DMO? If no proceed to 1.1.13; 

If yes proceed to 1.1.14.

Note: The responsible officer (RO) delegates Marines with the authority to receipt for ME via a 

NAVMC 11869. The individual who signs the key supporting documents (KSDs) (i.e. DD Form 

1348-1A, DD Form 1149, CBL, etc.) to receipt for the ME must be identified/delegated in 

writing as a "receiver” on the corresponding NAVMC 11869. NAVMC 11869s must be updated 

and resubmitted to DMO upon IIP/ERDT personnel changes or at least once a year.  

1.1.13 DMO rejects the ME transfer and instructs IIP/ERDT to obtain and provide a 

valid NAVMC 11869. Repeat step 1.1.12. 

1.1.14 The DMO General Equipment Inspector or Materiel Handler reviews the 

IIP/ERDT NAVMC 11869 and verifies the IIP/ERDT personnel 

receiving/accepting custody of the ME are identified on the NAVMC 11869 

(Internal Control).

1.1.15 IIP/ERDT personnel identified on the NAVMC 11869 sign the DMO tally sheet 

and CBL to accept custody of the ME from DMO (Internal Control). 

1.1.16 The DMO General Equipment Inspector or Materiel Handler provides a copy of 

the signed DMO tally sheet and CBL to IIP/ERDT personnel for document 

retention purposes. 

1.1.17 The DMO General Equipment Inspector or Materiel Handler removes the ME 

from AMS TAC records.  
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1.1.18 DMO shipping and receiving documentation are filed in the Proof of Delivery 

(POD) file and are retained for a period of ten years (three (3) years active, seven 

(7) years archived) in accordance with MARADMIN 417/15. (Internal Control).

End Process.

1.1.19 The IIP/ERDT Mechanized Allowance List (MAL) clerk receives the item and 

then processes the ME receipt transaction (D6T) in GCSS-MC which triggers an 

automated upload of the ME to the IIP/ERDT MAL and completes the transfer of 

custody from DMO to IIP/ERDT.

Note: GCSS-MC system access is granted by the IIP/ERDT SupO/OIC which is also the Unit 

User Account Manager (UUAM). IIP/ERDT personnel that require GCSS-MC system access 

must submit a System Access Authorization Request (SAAR) Form to the UUAM for review 

and approval. The UUAM reviews the reasonableness of the request based on the personnel’s 

roles and responsibilities and approves the SAAR. The UUAM then submits the approved SAAR 

to the II MEF S-2 (security) division who perform a final review (verify personnel have a valid 

background check on file) and approval.

1.1.20 IIP/ERDT personnel initiate the ME transfer process by submitting a Request for 

Distribution Instructions (RFDI) via email to the II MEF G-4 Supply Office. 

1.1.21 The II MEF G-4 Supply Office provides IIP/ERDT with distribution instructions 

via email which indicate the using unit who will receive the ME.  

1.1.22 IIP/ERDT notifies the using unit’s supply section that distribution instructions 

have been received from the II MEF G-4 Supply Office. 

1.1.23 Within 30 days of receiving distribution instructions, IIP/ERDT personnel 

schedules an appointment with the using unit’s supply section to pick up the ME. 

1.1.24 IIP/ERDT creates a DD Form 1348 for the ME in preparation for the ME pick up 

appointment.  

1.1.25 IIP/ERDT personnel meet with the using unit’s supply section personnel at the 

IIP/ERDT Warehouse at the scheduled time/date. 

1.1.26 The using unit’s supply section personnel provide a NAVMC 11869 to IIP/ERDT 

that has been reviewed/approved by the SupO, or IIP/ERDT verifies the using 

unit’s supply section has a valid NAVMC 11869 Form on file. Did the using 

unit’s supply section personnel submit a valid NAVMC 11869 or do they have a 
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valid NAVMC 11869 on file with IIP/ERDT? If no, proceed to step 1.1.27;  If yes 

proceed to 1.1.28

1.1.27 IIP/ERDT rejects the pick-up and instructs the using unit’s supply section 

personnel to obtain and provide a valid NAVMC 11869. 

Note: NAVMC 11869s must be updated and resubmitted to DMO upon IIP/ERDT personnel 

changes or at least once a year. 

1.1.28 IIP/ERDT personnel review the NAVMC 11869 and verify the using unit’s 

supply section personnel receiving/accepting custody of the ME are identified on 

the NAVMC 11869 (Internal Control).

1.1.29 IIP/ERDT personnel, in collaboration with the using unit supply section 

personnel, perform a limited technical inspection (LTI) of the ME to ensure it is 

free of obvious defects and to ensure the NSN, s/n, TAMCN, nomenclature, 

quantity, etc. listed on the ME data plate and DD Form 1348 are correct. Does the 

ME have obvious defects? If yes, proceed to 1.1.30; If no proceed to 1.1.32.

1.1.30 IIP/ERDT processes a request for disposition instructions to the Marine Corps 

Logistics Command (MARCORLOGCOM) Item Manager (IM)/Marine Corps 

Systems Command (MARCORSYSCOM) Program Manager (PM).  

1.1.31 The IM/PM responds with disposition instructions back to IIP/ERDT to ship the 

ME to MARCORLOGCOM or the vendor for remediation.  

1.1.32 Upon completion of the LTI, the using unit’s supply section personnel identified 

on the NAVMC 11869 sign the DD Form 1348 to receive/accept custody of the 

ME from IIP/ERDT (Internal Control).

1.1.33 IIP/ERDT personnel execute a “Mass Edit Process” (D6T) transaction in GCSS-

MC which drops the ME off IIP/ERDT custody records, uploads the ME to the 

using unit’s MAL, and transfers custody of the ME to the using unit’s CMR.  

1.1.34 The IIP/ERDT personnel provide a copy of the signed DD Form 1348 to using 

unit’s supply section personnel for document retention purposes and proof of 

receipt. Additionally The IIP/ERDT personnel provide a copy of the signed DD 

Form 1348 to the corresponding MARCORSYSCOM PM/MARCORLOGCOM 

IM via email for notification purposes. 
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1.1.35 IIP/ERDT personnel file all documentation for ME received and issued by 

IIP/ERDT in a POD file and maintain at the IIP/ERDT Office for a period of ten 

years (three (3) years active, seven (7) years archived) in accordance with 

MARADMIN 417/15. End Process.

1.2 Annual 100% Wall-to-Wall Inventory 
Note: In accordance with MCO 4400.150, the SupO/OIC is required to complete an annual 

100% wall-to-wall inventory.

1.2.1 Before relief, the outgoing commanding officer (CO)/accountable officer (AO) 

provides a Certification of Relief letter to the relieving CO/AO which indicates 

the status of supply operations within the command including an inventory 

summary; fiscal overview; status of existing temporary loans; status of pending 

investigations; Request for Investigations (RFIs); status of garrison property 

accounts; and NAVMC 11867 - Roles and Responsibilities, identifying the 

appointed individuals within the command. 

1.2.2 CO/AO conduct supply inspection within 30 calendar days after assuming the 

command endorses the outgoing CO’s Certification of Relief Letter. 

1.2.3 In accordance with MCO 4400.150, the CO/AO appoints the SupO/OIC, in 

writing via a SupO/OIC appointment letter and a DD Form 577 

(Appointment/Termination Record - Authorized Signature) (Internal Control).

1.2.4 The SupO/OIC accepts their appointment via their signature on the SupO/OIC 

acceptance letter and their signature/date on the DD Form 577.  

1.2.5 IIP/ERDT personnel maintains and updates an excel spreadsheet titled “Record 

Locator/Internal Locator Deck” on a daily basis to track all ME that IIP/ERDT 

has received, issued and currently has on hand per location. 

1.2.6 Using the record locator/internal locator deck, IIP/ERDT personnel generate 

inventory count cards that contain the NSN, nomenclature and location of the ME 

and provide them to the IIP/ERDT SupO/OIC. 
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1.2.7 The IIP/ERDT SupO/OIC performs the inventory noting the on hand quantity of 

each NSN/ nomenclature at each location and reports the on hand quantities to 

IIP/ERDT personnel (Internal Control).

1.2.8 IIP/ERDT personnel reconciles the IIP/ERDT SupO/OIC inventory counts against 

the record locator/internal locator deck and MAL quantities (Internal Control).

Are there any discrepancies? If yes proceed to 1.2.9; If no proceed to 1.2.18. 

1.2.9 The IIP/ERDT SupO/OIC re-performs the inventory count to ensure the initial 

count was accurate.

1.2.10 IIP/ERDT personnel perform causative research for any discrepancies still noted 

after the second inventory count to identify the cause of the discrepancy (Internal 

Control). Can the discrepancy be explained through causative research? If no 

proceed to 1.2.11; If yes proceed to 1.2.17 and follow steps 2.1.18 to 1.2.20. 

1.2.11  IIP/ERDT submits an RFI to the CO/AO.  

1.2.12 The CO/AO assigns an investigating officer. 

1.2.13 The investigating officer performs additional causative research. 

1.2.14 The investigating officer reports their findings to the CO/AO.

1.2.15 The CO/AO reviews the findings and provides the course of action and required 

adjustments to the SupO. Is theft/misappropriation of ME is the cause for 

discrepancies? If yes proceed to 1.2.16; If no proceed to 1.2.17. 

1.2.16 CO/AO may decide to take a legal action. Follow 1.2.17 process, regardless of 

legal action decision.

1.2.17 The IIP/ERDT personnel makes the required adjustments to the GCSS-MC 

records to accurately reflect the ME quantities on hand.

1.2.18  Upon completion of the adjustment IIP/ERDT personnel generate Money 

Value/gain/Loss (MVGL) report from GCSS-MC and submit to CO/AO. 

1.2.19 The CO/AO reviews MVGL Report for accuracy and approves the report.

(Internal Control).
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1.2.20 The IIP/ERDT SupO/OIC submits a signed “Letter of Acceptance” via email to 

the CO/AO certifying the ME listed on their MAL has been reconciled against on 

hand quantities, and is accurate (Internal Control). End Process.

Note: Examples of causative research include verifying if incorrect quantities were entered into 

GCSS-MC records during the ME receipt process; verifying if ME has been relocated without 

updating the record locator/internal locator deck; verifying if ME was issued to using units in 

GCSS-MC correctly; etc. 

1.3 Quarterly Consolidated Memorandum of Receipt (CMR) Reconciliation 

1.3.1 In accordance with MCO 4400.150, the CO/AO appoints the RO via an RO 

appointment letter (Internal Control).

1.3.2 The RO accepts their appointment via an RO acceptance letter.  

Note: ROs may appoint Responsible Individuals (RI) to assist in their property accountability 

Responsibilities. RIs are appointed in writing by the RO via an RI appointment letter and the 

RI accepts their appointment via an RI acceptance letter. The RI serves as sub-custody holders of 

accountable ME, originally signed for by the RO.

1.3.3 Per MCO 4400.150, on a quarterly basis the RO/RI conducts a physical inventory 

of all ME assets (100%) listed on the RO’s CMR. 

1.3.4 The RO/RI verifies equipment identification plate (i.e. data plate) attributes such 

as s/n, NSN, nomenclature, etc. and compares it to the equipment attributes listed 

on the CMR to ensure its accuracy (Internal Control).

1.3.5 Causative research is performed for any discrepancies noted during the inventory 

(Internal Control). Can the discrepancy be explained through causative 

research? If yes proceed to 1.3.6; If no proceed to 3.1.11

1.3.6 The RO/RI notifies SupO of the discrepancies and provided recommended 

action/s. 

1.3.7 The SupO performs adjustments to reconcile the equipment on hand to the      

equipment listed on the CMR.  
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1.3.8 Once all adjustments have been made, the SupO generates a MVGL Report from 

GCSS-MC that identifies the NSN and the respective value of the ME added 

(gained) or dropped (loss) off GCSS-MC records as a result of the inventory 

count.

Note: Examples of causative research include verifying if incorrect quantities were entered into 

GCSS-MC records during the ME receipt process; verifying if ME has been relocated without 

updating the record locator/internal locator deck; verifying if ME was issued to using units in 

GCSS-MC correctly; etc. 

1.3.9 The CO/AO reviews MVGL report for accuracy and approves the MVGL report 

with signature and date (Internal Control).

1.3.10 RO/RI reviews the approved quarterly CMR and initials each page and signs the 

last page of the CMR. Submits the signed CMR and Updated Letter to SupO 

(Internal Control).  

1.3.11 The RO/RI submits an RFI and/or a Discrepancy Letter to the SupO who 

conducts additional causative research. All unresolved discrepancies or known 

losses of property are submitted to the SupO as an RFI.

1.3.12 SupO forwards the information the CO/AO for review within 5 calendar days of 

receipt. 

1.3.13 If warranted, the CO/AO assigns an investigating officer.

1.3.14 The investigating officer investigates the incident.

1.3.15 The investigating officer reports their findings to the CO/AO. 

1.3.16 The CO/AO reviews the findings and provides the course of action and required 

adjustments to the SupO. Is theft/misappropriation of ME is the cause for 

discrepancies? If yes proceed to 1.3.17; If no proceed to 1.3.18.

1.3.17 CO/AO may decide to take a legal action. Follow 1.2.17 to 1.2.20 processes to 

end process.

1.3.18 The SupO makes the required adjustments to the GCSS-MC records to accurately 

reflect the ME quantities on hand. 
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1.3.19 Upon completion of the adjustments SupO generates MVGL report from GCSS-

MC. To complete the process please refer to 1.2.17 to 1.2.20 (Internal Control).

1.4 Preservation, Packaging and Packing (P3)  

1.4.1 The using unit calls the P3 team to schedule an appointment to turn in the ME. 

1.4.2 The using unit accesses the II MEF Marine Logistics Group (MLG) share drive or 

contacts P3 to obtain a DD Form 1149. 

1.4.3 The using unit completes the ME-related information on the DD Form 1149.  

1.4.4 The using unit personnel arrive at P3 with the ME and completed DD 1149 and 

meets with the P3 receiving section at the scheduled date and time. 

1.4.5 The using unit personnel provide a NAVMC 11869 to P3 that has been 

reviewed/approved by the using unit SupO, or P3 verifies the using unit has a 

valid NAVMC 11869 on file. Did the using unit submit a valid NAVMC 11869 or 

do they have a valid NAVMC 11869 on file with P3? If no proceed to 1.4.6; If yes 

proceed to 1.4.7.

1.4.6 P3 receiving section personnel rejects the ME drop off and instructs the using unit 

to obtain and provide a valid NAVMC 11869. 

Note: NAVMC 11869s must be updated and resubmitted to P3 upon the using unit’s personnel 

changes or at least once a year. 

1.4.7 The P3 receiving section personnel reviews the using unit’s NAVMC 11869 and 

verifies the using unit’s personnel turning in the ME are identified on the 

NAVMC 11869 (Internal Control).

1.4.8 The P3 receiving section personnel perform a quality assurance (QA) inspection 

to verify the ME s/n, NSN, nomenclature, quantity, TAC, etc. on the DD Form 

1149 are accurate (Internal Control).

1.4.9 Upon completion of the QA inspection, the P3 receiving section personnel sign 

the DD Form 1149 and provide a copy to the using unit personnel (Internal

Control).

1.4.10 The P3 receiving section personnel enter the ME related information into a hard 

copy “Box Request,” or “CIS” Logbook to track ME received. 
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1.3.8 Once all adjustments have been made, the SupO generates a MVGL Report from 

GCSS-MC that identifies the NSN and the respective value of the ME added 

(gained) or dropped (loss) off GCSS-MC records as a result of the inventory 

count.

Note: Examples of causative research include verifying if incorrect quantities were entered into 

GCSS-MC records during the ME receipt process; verifying if ME has been relocated without 

updating the record locator/internal locator deck; verifying if ME was issued to using units in 

GCSS-MC correctly; etc. 

1.3.9 The CO/AO reviews MVGL report for accuracy and approves the MVGL report 

with signature and date (Internal Control).

1.3.10 RO/RI reviews the approved quarterly CMR and initials each page and signs the 

last page of the CMR. Submits the signed CMR and Updated Letter to SupO 

(Internal Control).  

1.3.11 The RO/RI submits an RFI and/or a Discrepancy Letter to the SupO who 

conducts additional causative research. All unresolved discrepancies or known 

losses of property are submitted to the SupO as an RFI.

1.3.12 SupO forwards the information the CO/AO for review within 5 calendar days of 

receipt. 

1.3.13 If warranted, the CO/AO assigns an investigating officer.

1.3.14 The investigating officer investigates the incident.

1.3.15 The investigating officer reports their findings to the CO/AO. 

1.3.16 The CO/AO reviews the findings and provides the course of action and required 

adjustments to the SupO. Is theft/misappropriation of ME is the cause for 

discrepancies? If yes proceed to 1.3.17; If no proceed to 1.3.18.

1.3.17 CO/AO may decide to take a legal action. Follow 1.2.17 to 1.2.20 processes to 

end process.

1.3.18 The SupO makes the required adjustments to the GCSS-MC records to accurately 

reflect the ME quantities on hand. 
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submit a valid NAVMC 11869 or do they have a valid NAVMC 11869 on file with 

the maintenance facility? If no proceed to 1.5.6; If yes proceed to 1.5.7.

1.5.6 The maintenance facility personnel reject the ME delivery and instruct the using 

unit to obtain and provide a valid NAVMC 11869. 

Note: NAVMC 11869s must be updated and resubmitted to the maintenance facility upon using 

unit personnel changes or at least once a year. 

1.5.7 Maintenance facility personnel review the NAVMC 11869 and verify the using 

unit’s supply section personnel delivering the ME are identified on the NAVMC 

11869 (Internal Control).

1.5.8 Maintenance facility personnel, in collaboration with the using unit supply section 

personnel, perform a QA inspection of the ME to ensure the TAMCN, NSN, s/n, 

nomenclature, quantity, etc. listed on the ME data plate and GCSS-MC service 

request are accurate (Internal Control).

1.5.9 Maintenance facility personnel access GCSS-MC and generate a “Transfer of 

Custody Document” which contains the ME TAMCN, NSN, s/n, nomenclature, 

quantity, status, problem summary,  etc. 

1.5.10 Maintenance facility personnel and the using unit supply section personnel sign 

and date the transfer of custody document which transfers physical custody and 

responsibility of the ME to the maintenance facility (Internal Control).

1.5.11 Maintenance facility personnel provide the using unit supply section personnel a 

copy of the signed and dated transfer of custody document for record retention 

purposes.

1.5.12 Maintenance facility personnel file the transfer of custody document in their POD 

file and maintain for a period of ten years (three (3) years active, seven (7) years 

archived) in accordance with MARADMIN 417/15. 

1.5.13 Maintenance facility personnel perform all necessary maintenance/repairs. Is the 

ME damaged beyond repair or has the ME reached the end of its service life? If 

yes proceed to 5.1.14; If no procced to 5.1.15

1.5.14 The IMA initiates the disposal process via Defense Logistics Agency Disposition 

Service (DLA-DS).
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1.5.15 Upon completion of the maintenance/repairs, maintenance facility personnel 

notify the using unit’s supply section personnel via phone call, email, etc.; that the 

ME is ready for pickup. 

1.5.16 The using unit’s supply section personnel checks the maintenance facility 

personnel task comments under the GCSS-MC service request to verify the ME is 

ready for pickup. 

1.5.17 The using unit’s supply section personnel arrive at the maintenance facility to 

pick up the ME.

1.5.18 The using unit’s supply section personnel provide a NAVMC 11869 to the 

maintenance facility personnel that has been reviewed/approved by the SupO; or 

the maintenance facility personnel verify the using unit’s supply section has a 

valid NAVMC 11869 on file. Did the using unit’s supply section personnel

submit a valid NAVMC 11869 or do they have a valid NAVMC 11869 on file with 

the maintenance facility? If no proceed to 1.5.19; If yes proceed to 1.5.20.

1.5.19 The maintenance facility personnel reject the ME pick up and instruct the using 

unit’s supply section personnel to obtain and provide a valid NAVMC 11869. 

1.5.20 Maintenance facility personnel review the NAVMC 11869 and verify the using 

unit’s supply section personnel receiving the ME are identified on the NAVMC 

11869 (Internal Control).

1.5.21 Maintenance facility personnel access GCSS-MC and generate a transfer of 

custody document which contains the ME TAMCN, NSN, s/n, nomenclature, 

quantity, completed status, etc. 

1.5.22 Maintenance facility personnel and the using unit supply section personnel sign 

and date the transfer of custody document as well as the maintenance logbook 

which transfers physical custody and responsibility of the ME back to the using 

unit supply section personnel (Internal Control).

1.5.23 Maintenance facility personnel provide the using unit supply section personnel a 

copy of the signed and dated transfer of custody document for record retention 

purposes.
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1.5.24 Maintenance facility personnel file the transfer of custody document in their POD 

file and maintain for a period of ten years (three (3) years active, seven (7) years 

archived) in accordance with MARADMIN 417/15. 

1.5.25 Using unit supply section personnel take the ME with them and close the service 

request in GCSS-MC. End Process.

1.6 Disposal
Turn-In of Materiel from Owning Organization to Defense Logistics Agency Disposition 
Services (DLA-DS).  
Per naval message “Turn-In of Materiel to DLA-DS DTG: 042121Z SEP 15, the disposal 
process is as follows: 

1.6.1 Owning organization personnel request disposition instructions from   

MARCORLOGCOM via a GCSS-MC service request. 

Note: Secondary Reparable (SECREP) requests for disposition are conducted via GCSS-MC 

Materiel Return Program (MRP). 

1.6.2 Owning organization personnel receive disposition instructions from 

MARCORLOGCOM via the GCSS-MC service request. The disposition 

instructions will indicate whether the item can be disposed of locally, or if 

commercial transportation must be arranged for a non-local turn in to DLA-DS. 

1.6.3 Owning organization personnel prepare the item for disposition (transfer process) 

per disposition instructions. (Internal Control).

1.6.4 Owning organization personnel begin the transfer process by utilizing the 

Materiel Redistribution Form in GCSS-MC. 

1.6.5 As a result of above action, a DD Form 1348-1A shipping document is generated. 

1.6.6 Within three days, owning organization personnel must access the Transportation 

Scheduler application within the DLA-DS website to request a turn in 

appointment at a local DLA-DS field office, or a pick-up date for deliveries to a 

non-local site. Is it a local disposition? If no proceed to 1.6.7; If yes Is the 

Transportation Scheduler application available? If yes procced to 1.6.19; If no 

proceed to 1.6.7

1.6.7 Prior to accessing Transportation Scheduler, the owning organization must 

contact the local DLA-DS field office for an inspection. 
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1.6.8 Local DLA-DS representative inspects the asset at the owning organization

location.

1.6.9 Owning organization Access DLA-DS Transportation scheduler and schedule a 

commercial pick up. 

1.6.10 Owning organization personnel receive a Commercial or Government Bill of 

Lading (CBL/GBL) prior to the pick-up date. (Internal Control).

1.6.11 Asset is picked up by the commercial carrier. 

1.6.12 Owning organization personnel place the Transportation Scheduler print-out, the 

CBL/GBL, and the DD Form 1348-1A in the DLA-DS pending file. 

1.6.13 After seven (7) days, owning organization personnel check the Electronic 

Documents (EDOCS) site on the DLA-DS webpage to see if the CBL/GBL and a 

signed copy of the DD Form 1348-1A has been posted within EDOCS. Is it in 

EDOCS Suite? If yes proceed 1.6.14; If no is the GBL or DD Form 1348-1A 

located EDOCS? If yes procced to 1.6.14; If no procced to 1.6.16.

1.6.14 The owning organization print the GBL and the signed DD Form 1348-1A from 

the pending file and maintain in the voucher file. 

1.6.15 The owning organization upload and attach the DD Form 1348-1A and the GBL 

to the original service request. (Internal Control). End Process. 

1.6.16 The owning organization notify DLA-DS. Can the GBL or DD Form 1348-1A be 

located? If yes proceed to 1.6.15; If no proceed to 1.6.7. 

1.6.17 Owning organization annotate “Conditional Acceptance” on DD Form 1348-1A 

and uses the form as the voucherable document. To complete the process, procced 

to 1.6.15 and follow to steps to end process.

1.6.18 The owning organization contact DLA-DS field office to schedule Turn-In 

appointment. Upon setting an appointment access DLA-DS Transportation 

Scheduler (step 1.6.19). 

1.6.19 The owning unit access DLA-DS Transportation Scheduler and schedule a 

disposal Turn-In Appointment. 

1.6.20 The owning organization deliver asset to the local DLA-DS field office. 

1.6.21 The owning organization obtain a conditional receipt stamp or DLA-DS initials 

on the DD Form 1348-1AOwning organization personnel maintain the DD Form 
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1348-1A and the Transportation Scheduler printout within the DLA-DS pending 

file. 

1.6.22 The owning organization maintain DD Form 1348-1A and Transportation 

Scheduler print-out within DLA-DS pending file. 

1.6.23 After seven (7) days, owning organization personnel will check the EDOCS Suite 

to see if a signed DD Form 1348-1A has been uploaded within EDOCS. Is the 

information in the EDOCS Suite? If yes procced to 1.6.24; If no Is the signed DD 

Form 1348-1A located in EDOCS within 30 days?  If yes procced to 1.6.24; If no 

proceed to 1.6.27. 

1.6.24 The owning organization personnel  print the signed DD Form 1348-1A from the 

EDOCS Suite, 

1.6.25 The owning organization staple the printed DD Form 1348-1A with the 

conditional acceptance from the pending file and maintain the document in the 

voucher file. 

1.6.26  Upload and attach the signed DD Form 1348-1A to the original service request. 

(Internal Control). End Process.

1.6.27  The owning organization notify DLA-DS, The owning organization notify DLA-

DS. Can the GBL or DD Form 1348-1A be located? If yes proceed to 1.6.25; If 

no proceed to 1.6.28. 

1.6.28 Owning organization annotate “Conditional Acceptance” on DD Form 1348-1A 

and uses the form as the voucherable document. To complete the process, procced 

to 1.6.25 and follow to steps to end process.

1.6.29 DLA-DS field office personnel perform reconciliation between DD Form 1348-

1A and what was delivered. Is there a discrepancy? If no proceed to 6.1.30; If yes 

proceed to 6.1.31. 

1.6.30 DLA-DS field office personnel upload signed DD Form 1348-1A into EDOCS 

Suite. End Process.  

1.6.31  DLA-DS field office personnel provide a Supply Discrepancy Report (SDR) via 

PDREP to the owning organization. Is there a SDR within PDREP? If yes 

proceed to 6.1.32; If no No Action is required. 
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1.6.32 The owning organization perform causative research and deliver the missing 

quantities.

1.6.33 The owning organization perform disposal transaction in GCSS-MC

1.6.34 The owning organization adjust property records and provide KSDs to support the 

adjustment/s. End Process. 

1.7 Intermediate Maintenance Activity (IMA) Disposal Process 
1.7.1   Owning organization personnel initiate a maintenance service request via GCSS- 

MC.

1.7.2   Owning organization personnel deliver item to the IMA. Is the Class VII item 
reparable? If yes proceed to 7.1.3; If no proceed to 7.1.4.

1.7.3  IMA personnel repair the item. End Process.

1.7.4 IMA personnel create a return type service request in GCSS-MC. 

1.7.5  IMA personnel request disposition instructions from MARCORLOGCOM. 

1.7.6  MARCORLOGCOM approve and provide disposition instructions to the IMA 
via GCSS-MC. (Internal Control).

1.7.7  IMA personnel prepare the item for disposition.

1.7.8  IMA personnel will attach the signed DD Form 1348-1A and CBL/GBL to the 
original return service request and reassign the item to the owning organization. 

1.7.9  Owning organization personnel will utilize the Materiel Redistribution Form in 
GSCC-MC to generate a shipping document. 

1.7.10  As a result of above action, a DD Form 1348-1A shipping document is generated 
for disposal. Is the item to be disposed of locally? If no proceed to 1.7.15; If yes is 
the Transportation Scheduler application available? If yes, proceed to 7.1.11; If no 
contact local DLA-DS field office to schedule Turn-In appointment, then follow 
processes 1.7.12 to 1.7.14 to end process. 

1.7.11 IMA personnel will access DLA-DS Transportation Scheduler and schedule a 
disposal turn-in appointment.  

1.7.12 Deliver asset to the local DLA-DS field office. 

1.7.13 The IMA obtain a conditional acceptance receipt stamp or DLA-DS initials on the 
DD Form 1348-1A (Internal Control).

1.7.14 The IMA attach conditional acceptance receipt to the original service request. 
(Internal Control). End Process.
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1.7.15  For Turn-In process that is not local, IMA personnel will contact local DLA-DS 
for an inspection, prior to accessing the Transportation Scheduler website.

1.7.16  Local DLA-DS representative inspects the asset at the IMA location.

1.7.17 For commercial transportation, a CBL/GBL will be provided prior to the pickup 
date.

1.7.18 Asset is picked up by the commercial carrier.

1.7.19 GBL will be attached to the original service request.

1.7.20 The owning organization access service request in GCSS-MC (Internal Control).

1.7.21 The owning organization print-out conditional acceptance receipt and GBL.

1.7.22 The owning organization place the DD Form 1348-1A and/or GBL in the DLA-
DS pending file.

1.7.23 After seven (7) days, owning organization personnel check to see if the signed 
DD Form 1348-1A has been posted in EDOCS. Are the documents in the EDOCS 
Suite? If no is there signed DD Form 1348-1A located in EDCS within 30 days? If 
no notify DLA-DS to see if singed DD Form 1348-1A or GBL can be located; If 
no proceed to process 1.7.24. For situations that documents are in EDCS and 
signed DD Form 1348-1A or GBL can be located proceed to 1.7.25. 

1.7.24 The owning organization use condition acceptance, typically by annotating use 
“Condition Acceptance" on DD Form 1348-1A

1.7.25 The owning organization print the signed DD Form 1348-1A and the GBL from 
the EDOCS Suite. 

1.7.26 The owning organization staples the printed DD Form 1348-1A and GBL with the 
1348-1A within the pending file and maintain it in the voucher file. 

1.7.27 The owning organization upload and attaché the signed DD Form 1348-1Aand 
GBL and to the original service request in GCSS-MC. 

1.7.28 The owning organization assign a disposition task to Marine Corps Logistics 
Command (LOGCOM) Inventory Manager (IM) and reassign Service Request 
(SR) to Weapons Systems Management Center (WSMC). 

1.7.29 MARCORLOGCOM (WSMC) personnel close the return service request in 
GCSS-MC. (Internal Control). End Process.

1.7.30 DLA-DS field office personnel perform a reconciliation between the original DD 
Form 1348-1A and what was delivered. (Internal Control). Is there a 
discrepancy? If no proceed to 1.7.31; If yes proceed to 1.7.32.

1.7.31 DLA-DS personnel will upload the signed DD Form 1348-1A to EDOCS. End 
Process.   
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1.7.32 DLA-DS field office personnel will provide an SDR via PDREP. Is there an SDR 
within PDREP? If no, No action is required; If yes proceed to 1.7.33.

1.7.33 Owning organization personnel will perform disposal transactions in GCSS-MC.

1.7.34 Owning organization personnel will adjust property records in GCSS-MC and 
update KSDs. End Process. 

1.8 MARCORLOGCOM Disposal Process 
1.8.1 MARCORLOGCOM IMs, induct transactions within the Stock Control System 

(SCS) to dispose of an asset.

1.8.2 IMs contact DLA-DS for a receipt-in-place appointment.

1.8.3 IMs obtain a conditional acceptance receipt stamp or DLA-DS initials on the   DD 
Form 1348-1A shipping document. (Internal Control). End Process.

1.9 Marine Corps Systems Command (MARCORSYSCOM) Disposal Process 
1.9.1 MARCORSYSCOM PMs issue disposal plans for legacy assets. 

1.9.2 MARCORSYSCOM PMs ensure to obtain KSDs and GCSS-MC retirement 
archive confirmation once assets have been disposed of. (Internal Control).

1.9.3 MARCORSYSCOM PMs update the Marine Corps Item Unique Identification 
(IUID) Registry Temporary Data Storage (TDS). (Internal Control).

1.9.4 MARCORSYSCOM PMs update the IUID Registry with lifecycle event (transfer 
to DLA-DS). (Internal Control).

1.9.5 MARCORSYSCOM PMs provide an IUID Registry Update Statement Letter to 
Acquisition Logistics & Product Support (ALPS) for military equipment 
valuation (MEV) follow on action. (Internal Control). End Process.

appendix d



 Enclosure (1)208

1.1 Marine Expeditionary Force (MEF) Military Equipment (ME) Processes and Internal Controls (IC)
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1.1 MEF Military Equipment (ME) Processes and Internal Control
Draft ME Receipt Process Continued
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Di
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n

Te
am

(E
RD

T)
Pe

rs
on

ne
l

NAVMC
11869

DMO Receiving
distribution

ledgerSigned CBL

Signed Tally
and CBL

Daily Lot
Report

Tally Report

1.1.7
Enter CBL ME

information into
Automated

Manifesting Systems
(AMS)

Tactical (TAC)

A

1.1.8
“Tally Report” is

generated
which confirms ME is
recorded in AMS TAC

1.1.9
Enter ME receipt
information into

MS Excel “Daily Lot
Report” spreadsheet

1.1.11
Meet with DMO General
Equipment Inspector/

Material Handler within
14 days of acceptance by

DMO

1.1.12
Provides Navy Marine
Corps (NAVMC) 11869
(Notice of Delegation of
Authority (DOA)) to DMO
that was reviewed and

approved by the IIP/ERDT
Supply Officer (SupO)/
Officer in Charge (OIC)

Is submitted NAVMC
11869 valid?

Yes

1.1.14
Review NAVMC 11869

and verify person
receiving/accepting ME is
authorized and identified

on NAVMC 11869

1.1.16
Provides a copy of
signed DMO Tally
Report and CBL to
IIP/ERDT personnel

1.1.17
Removes ME from
AMS TAC records

End Process

1.1.18
All shipping and receiving
documents are filed in
Proof of Delivery (POD)
and are retained for 10
years (3 years active, 7

years archived)

1.1.10
Submit Daily lot Report via

e mail to IIP/ERDT, II
Marine Expeditionary
Force (MEF) and G 4

Supply Office

1.1.13
DMO rejects ME

transfer and instruct
IIP/ERDT to obtain a
valid NAVMC 11869

No

1.1.15
Personnel on

NAVMC 11869 signs
DMO Tally Sheet and

CBL to accept
custody of ME

AMS TAC

AMS TAC

IC

IC

Note: The Responsible Office (RO)/
Responsible Individual (RI) delegates
Marines with the authority to receipt

for ME via a NAVMC 11869. The
individual who signs the KSDs to

receipt for the ME must be identified/
delegated in writing as a "receiver' on
the corresponding NAVMC 11869.

1.1.6
After verifying

records, signs the
CBL and supporting

documents to
release the carrier of

liabilities

IC

IC IC
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1.1 MEF Military Equipment (ME) Processes and Internal Control
Draft ME Receipt/Placement In Service Process
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up
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Se
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n

Pe
rs
on

ne
l

NAVMC
11869

DD Form 1348

1.1.19
Processes ME receipt
transaction (D6T) in

Global Combat Support
Systems Marine Corps

(GCSS MC)

1.1.20
Initiate the ME transfer process
by submitting a Request for

Distribution Instructions (RFDI)
via email to the II MEF G 4

Supply Office

C

1.1.21
Provides Distribution
Instructions via e
mail notification

1.1.22
Notify the using unit
supply section that

Distribution
Instructions have
been received from
G 4 Supply Office

1.1.23
Schedule an

appointment with
the using unit's
supply section to
pick up the ME
within 30 days

1.1.24
Creates DD Form

1348 in preparation
for ME pick up
appointment

1.1.25
Meet the using unit’s

supply section
personnel at IIP/ERDT
Warehouse on the
scheduled time/date

1.1.26
Provides a NAVMC
11869 that has been
approved by the

responsible Officer
(RO)

Note: This action triggers automated
upload of ME to IIP/ERDT MAL and
completes transfer of custody from

DMO to IIP/ERDT

GCSS MC

IC

IC

Start
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1.1 MEF Military Equipment (ME) Processes and Internal Control
Draft ME Placement In Service Process Continued
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(IM
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M
AR

CO
RS
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CO

M
Pr
og
ra
m

M
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er

(P
M
)

DD Form 1348

DD Form 1348

C

1.1.28
Review NAVMC 11869

and verify person
receiving/accepting ME is
authorized and identified

on NAVMC 11869

1.1.29
In collaboration with the
using unit supply section
personnel perform a
Limited Technical
Inspection (LTI)

Is submitted NAVMC
11869 valid?

Yes

No

1.1.27
Pick up is rejected

and
Using unit supply
section personnel
needs to obtain a
valid NAVMC 11869

1.1.32
Upon completion of
LTI, accepts custody
by signing DD From

1348

1.1.33
Execute a “Mass Edit

Process” (D6T
transaction in GCSS

MC

Note: This action drops the ME from
IIP/ERDT custody record and uploads
the record into the using unit’s MAL

and transfers custody of the ME to the
using unit’s Consolidated

Memorandum of Receipt (CMR) and
associated Reporting Unit Code (RUC)

1.1.34
Provides a signed copy of DD
1348 to using unit’s supply
section and corresponding
MARCORSYSCOM PM/

LOGCOM IM

1.1.35
Files all the supporting

documents in a POD file and
retained for 10 years (3 years

active, 7 years archived)

End Process

Does ME have obvious
defects?

1.1.30
Process a request for disposition
instructions to MARCORLOGCOM
IM/ MARCORSYSCOM PM) via

GCSS MC

Yes

No

1.1.31
Responds with disposition

instructions via GCSS MC to ship
the ME to MARCORLOGCOM or

vendor for remediation

GCSS MC

IC

IC

End Process

IC

GCSS MC

GCSS MC
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Appointment
Letter/DD
Form 577

Acceptance
Letter/DD
Form 577

1.2 MEF Military Equipment (ME) Processes and Internal Control
Draft Annual Inventory

IIP
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Su
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er
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(O
IC
)

Co
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di
ng

O
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er

(C
O
)/

Ac
co
un

ta
bl
e
O
ff
ic
er

(A
O
)

Record
Locator

1.2.6
Using “Record Locator/
Internal Locator Deck”,
generate inventory count
cards for IIP/ERDT SupO/

OIC

Note: In accordance with Marine Corps Order
(MCO) 4400.150 SupO/OIC is required to

complete an annual 100% wall to wall inventory.

Note: Inventory count
card consists of NSN,
nomenclature and
location of the ME

1.2.8
Reconcile IIP/ERDT SupO/
OIC count against “Record
Locator/Internal Control
Deck” and MAL quantities

A

1.2.1
Provide a

Certification of Relief
Letter to the

relieving CO/AO

1.2.4
Accepts appointment

via Acceptance
Letter and signature
and date on DD Form

577

1.2.3
Appoints the SupO/OIC via
appointment letter and

DD Form 577
(Appointment/

Termination Record
Authorized Signature)

IC

Start

IC

1.2.5
Maintain and update a MS
Excel “Record Locator/

Internal Locator Deck ”on
a daily basis to track IIP/

ERDT activities

IC

1.2.7
Performs inventory noting
on hand quantities, NSN,
nomenclature at each
location and reports the

results

1.2.2
Conduct supply inspection
within 30 calendar days
after assuming the
command endorses

outgoing CO’s Certification
of Relief Letter

IC

IC
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1.2 MEF Military Equipment (ME) Processes and Internal Control
Draft Annual Inventory Continued

IIP
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T
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/O
IC

CO
/A
O

In
ve
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O
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er

MVGL

Record Locator/
Internal Control

Deck

GCSS MC

1.2.17
Perform adjustments to
Record Locator/Internal
Control Deck” and GCSS
MC MAL to accurately
reflect ME on hand

quantities

1.2.19
Reviews MVGL

report for accuracy
and approves with

signature

1.2.18
Upon completion of the
adjustments, generate
Money Value Gain/Loss
(MVGL) form GCSS MC

GCSS MC

Can it be explained? Yes

1.2.11
Submits a Request
for Investigation
(RFI) to CO/AO

No

No

IC

IC
1.2.12

Assigns an
investigating officer
to perform causative
research to report

results

Is theft/
misappropriation of
ME the cause for
discrepancy?

1.2.16
Legal actions may be

taken against
individual involved

A

1.2.13
Performs

investigation and
causative research

1.2.14
Documents the

findings and submits
to CO/AO

1.2.15
Reviews the findings and
provides the course of
action and required

adjustments to the SupO

No

Yes

IC

Are there
discrepancies?

1.2.10
Perform causative
research for any
discrepancies still
noted after second
inventory count

1.2.9
Re perform

inventory count to
ensure initial count

was accurate

Yes

1.2.20
Submits a signed “Letter of
Acceptance” via e mail to the
CO/AO certifying the ME

listed on their MAL has been
reconciled against on hand
quantities and is accurate

ICIC

Signed Letter
of Acceptance

En
d
Pr
oc
es
s

A
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1.3 MEF Military Equipment (ME) Processes and Internal Control
Draft Quarterly Consolidated Memorandum Receipt (CMR)

RO
/R
I

Su
pO

/O
IC

CO
/A
O

Quarterly
CMR Update

Letter

1.3.7
Performs

adjustments to
reconcile equipment

on hand to
equipment listed on

CMR

1.3.6
Notifies the SupO

findings/
recommendations

Yes

1.3.1
Appoints RO via RO
Appointment Letter

1.3.2
Accepts appointment
via RO Acceptance

Letter

1.3.4
Verify and compare

equipment
identification plate
attributes against

CMR

1.3.3
Conduct a physical
inventory of all ME
assets (100%) listed
on ROs CMR on a
quarterly basis

Note: ROs may appoint RI to assist in their property
accountability responsibilities. RIs are appointed in

writing by the RO via an RI Appointment Letter and the
RI accepts their appointment via an RI Acceptance Letter.
The RI serves as sub custody holders of accountable ME,

originally signed for by the RO.

Can it be explained?

1.3.5
Perform causative
research for any
discrepancies

Note: Examples of causative research include
verifying if incorrect quantities were entered into
GCSS MC records during the ME receipt process,

verifying if ME has been relocated without updating
location records, verifying if ME was issued in GCSS

MC correctly, etc.

1.3..11
Submit RFI and/or

Discrepancy Letter to
SupO

No

1.3.12
Forward Discrepancy
Letter to CO/AO for
review within 5
calendar days of

receipt

1.3.8
Upon completion of

adjustments,
generate MVGL from

GCSS MC

GCSS MC

MVGL

A

1.3.9
Review MVGL report
for accuracy and

approve MVGL with
signature and date

1.3.10
Review and approve

quarterly CMR with initials on
each page and signature on
last page of CMR and submit
signed CMR Update Letter to

SupO

End Process

MVGL

Start

B

IC

IC IC

IC

IC

IC

Appointment
Letter/DD
Form 577

A
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1.3 MEF Military Equipment (ME) Processes and Internal Control
Draft Quarterly Consolidated Memorandum Receipt (CMR)

Su
pO

/O
IC

CO
/A
O
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g
O
ff
ic
er

1.3.13
Assigns an

investigating officer
to perform causative
research to report

results

A
Is theft/

misappropriation of
ME the cause for
discrepancy?

1.3.17
Legal actions may be
perused against

individual involved

Yes

No

1.3.14
Performs

investigation and
causative research

1.3.15
Documents the

findings and submits
to CO/AO

1.3.16
Reviews the findings and
provides the course of
action and required

adjustments to the SupO

IC

1.3.18
Make the adjustment to

GCSS_MC records

GCSS MC

1.3.19
Upon completion of

adjustments,
generate MVGL from

GCSS MC
MVGL

A

AIC
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1.4 MEF Military Equipment (ME) Processes and Internal Control
Draft Preservation, Packaging and Packing (P3)

U
si
ng

U
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t

P3
Re
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g
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ct
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n

Pe
rs
on

ne
l

1.4.1
Using unit calls P3 to

schedule an
appointment to turn

in the ME

1.4.2
Accesses II MEF
Marine Logistics

(MLG) share drive or
contacts P3 to obtain

DD Form 1149

1.4.3
Completes ME

related information
on DD Form 1149

1.4.4
Using unit personnel
arrive at P3 with ME
and completed DD
Form 1149 on the
scheduled date and

time

1.4.5
Provide NAVMC

11869 to P3 that has
been reviewed and
approved by the RO

Is submitted NAVMC
11869 valid? No

1.4.6
P3 reject the ME

drop off and instruct
the using unit to

obtain and provide a
valid NAVMC 11869

Yes

1.4.8
Perform a Quality
Assurance (QA)

inspection

1.4.9
Upon completion of
QA sign the DD Form
1149 and provide a
copy to using unit

personnel

1.4.11
Perform all
preservation,
packaging and

packing activities
necessary for
shipment of ME

A

DD Form 1149 Completed
DD Form 1149

NAVMC
11869

1.4.7
Review NAVMC 11869
and verify using unit’s
personnel turning in ME
are identified on NAVMC

11869

1.4.10
Enter the ME related
information into a
hard copy “Box
Request” or “CIS”

logbook to track ME
received

MLG Share
Drive

IC IC

Start

IC

IC
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1.4 MEF Military Equipment (ME) Processes and Internal Control
Draft Preservation, Packaging and Packing (P3)

D
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P3

Re
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g
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ne
l

A

1.4.12
Arrives at P3 2 times
a day to pick up ME
that is ready for

shipment

1.4.13
Performs QA

inspection of ME and
verifies the

information on DD
Form 1149 are

correct

1.4.14
Signs DD Form 1149
and obtains a copy

from P3 upon
completion of QA

1.4.15
Takes the ME with
them for shipment/

delivery

1.4.16
Update the Shipping
Logbook to reflect
ME’s transfer to

DMO

1.4.17
Files receipt and

issuing documents in
a POD file to be

retained for 10 years
(3 years active, 7
years archived)

End Process

Signed DD
Form 1149

IC

DD Form 1149

IC
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1.5  MEF Military Equipment (ME) Processes and Internal Control
Draft Maintenance
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M
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 F
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 P
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1.5.1
Identify a need for 
maintenance/repair 

1.5.2
Submit a Service 

Request Ticket to the 
maintenance facility 

via GCSS-MC

1.5.3
Make an appointment 
with the maintenance 
facility to deliver the 

ME

1.5.4
Bring the ME to the 
maintenance facility 
at the scheduled date 

and time 

1.5.7
Review and verify 

the NAVMC 11869

1.5.8
In collaboration with 
the using unit supply 

section personnel 
perform QA 
inspection

A

1.5.5
Provide a NAVMC 

11869 to the 
maintenance facility 

personnel 

Is submitted 
NAVMC 11869 

valid?

Yes

1.5.6
Maintenance facility 
personnel  reject the 

ME delivery and 
instruct the using unit 

to obtain and provide a 
valid NAVMC 11869

No

1.5.9
Access GCSS-MC 

and generate a 
Transfer of Custody 

Document

1.5.11
Provides the using 

unit supply personnel 
with a signed copy

1.5.12
File the all related 
documents in their 

POD file and 
retained for 10 years 

(3 years active, 7 
years archived)

 NAVMC 
11869

1.5.10
Sign Transfer of 

Custody Document 
with using supply 
section personnel

Transfer of 
Custody

GCSS-
MC

GCSS-
MC

Transfer of 
Custody

IC

Start

IC

IC

IC
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1.5 MEF Military Equipment (ME) Processes and Internal Control
Draft Maintenance Continued
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Pe
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l

GCSS-
MC

A 1.5.13
Perform all necessary 

maintenance/repair

Yes

No
Is ME damaged beyond 

repair/reached end of 
service life?

1.5.14
Item Manager /

Inventory Manager 
(IM) initiates the 

disposal process via 
DLA-DS 

1.5.15
Upon completion of 

the maintenance/
repairs. the using unit 

supply section is 
notified

1.5.16
Checks task 

comments under 
GCSS-MC Service 
Request Ticket to 
verify the ME is 
ready for pickup

1.5.17
Arrive at the 

maintenance facility 
to pickup the ME

No

1.5.18
Provide a NAVMC 

11869 to the 
maintenance facility 

personnel 

Is submitted 
NAVMC 11869 

valid?
Yes

1.5.20
Review and verify 

the NAVMC 11869

1.5.19
Maintenance facility 

personnel reject the ME 
delivery and instruct the 
using unit to obtain and 

provide a valid NAVMC 
11869

1.5.21
Access GCSS-MC 

and generate a 
”Transfer of Custody 

Document

1.5.23
Provides the using 

unit supply personnel 
with a signed copy

1.5.24
File the all related 

documents in their POD file 
and retained for 10 years (3 

years active, 7 years 
archived)

End Process

NAVMC 
11869

1.5.22
Sign Transfer of 

Custody Document 
with using supply 
section personnelTransfer of 

Custody

1.5.25
Take ME with them 
and close the Service 

Ticket Request in 
GCSS-MC

GCSS-
MC

GCSS-
MC

Transfer of 
Custody

IC

IC

IC
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1.6 Turn-In of Materiel from Owning Organization to Defense Logistics Agency Disposition Services

1.6.6
Within Three days 

access 
Transportation 

Scheduler within 
DLA website

O
w

ni
ng

 O
rg

an
iz

at
io

n

1.6.2
Receive disposition 
instructions  from 

LOGCOM via GCSS-MC 
service request

1.6.3
Begin in transfer 

process 

1.6.4
Utilize Materiel 
Redistribution 

Form

Once the materiel redistribution form has been 
inducted, GCSS-MC will auto-generate a document 
number and a DD Form 1348-1A shipping document. 
The owning organization must ensure that serial 
numbers for all disposal assets are listed on the 
GCSS-MC generated DD Form 1348-1A and the 
GCSS-MC generated document number is used for 
making the appointment within Transportation 
Scheduler.

Is Transportation 
Scheduler application 

available?

1.6.18
Contact local DLA-
DS field office to 
schedule Turn-In 

appointment1.6.9
Access DLA-DS 

Transportation Scheduler 
and schedule a 

commercial pick up date 

1.6.8
Local DLA-DS 
representative 

inspects the asset at 
the owning 

organization location

Is it local? Yes

No

1.6.19
Access DLA-DS 
Transportation 
Scheduler and 

schedule a disposal 
Turn-In appointment 

1.6.7
Prior to accessing 

Transportation 
scheduler website 

contact local DLA-
DS for inspection

Yes

No

1.6.10
Receive Commercial 
or Government Bill 

of Lading (CBL/
GBL) from 

commercial carrier 

1.6.11
Asset is picked up 
by the commercial 

carrier 

1.6.12
Place Transportation 

Scheduler printout, GBL, 
and 1348-1A in a DLA-

DS pending file

1.6.13
After 7 days check 
for GBL and 1348-

1A to post within the 
EDOCS Suite

Is it in the 
EDOCS Suite?

A

B

1.6.1
Request  disposition 

instructions from 
LOGCOM via 

GCSS-MC

Start
1.6.5

Generate DD Form 
1348-1A 

SECREP requests for disposition 
are conducted via GCSS-MC 
Materiel Return Program (MRP)

GCSS-
MC

IC

IC

IC

IC
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1.6 Turn In of Materiel from Owning Organization to Defense Logistics Agency Disposition Services
Disposal Process Continued

O
w
ni
ng

O
rg
an
iza

tio
n

1.6.14
Print the GBL and
the signed DD Form
1348 1A from the
pending file and
maintain it in the

voucher file

A Yes

File retention is 10 years 
(3years in an  active file and 
7 years in an archived file)

End Process

No

1.6.15
Upload and attach
the DD Form 1348
1A and the GBL to
the original service

request

Is the GBL or DD Form 1348
1A located in EDOCS within 30

days?

Yes

No

1.6.16
Notify DLA DS

Can the GBL or 1348
be located?

Yes

1.6.17
Use “Conditional
Acceptance” DD

Form 1348 1A as the
voucherable
document

No

B
1.6.20

Deliver asset to the
local DLA DS field

office

1.6.21
Obtain a conditional
receipt stamp or
DLA DS initials on
the DD Form 1348

1A

This represents 
“Conditional Acceptance”

1.6.22
Maintain DD Form
1348 1A and the
Transportation

Scheduler printout
within DLA DS
pending file

1.6..23
After 7 days check
for DD Form 1348
1A to post within
EDOCS Suite

Is it in the EDOCS
Suite?

CD

GCSS MC

IC

IC

IC
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1.6 Turn In of Materiel from Owning Organization to Defense Logistics Agency Disposition Services
Disposal Process Continued

O
w
ni
ng

O
rg
an
iza

tio
n

DL
A
DS

Fi
el
d
O
ffi
ce

1.6.25
Staple the printed
DD Form 1348 1A
with the 1348 1A
within the pending
file and maintain it
in the voucher file

1.6.24
Print the signed DD
Form 1348 1A from

EDOCS Suite

C Yes

File retention is 10 years (3 
years in an  active file and 7 
years in an archived file)

No

1.6.26
Upload and attach
the signed DD Form
1348 1A and CBL/
GBL to the original
service request

Is the signed DD
Form 1348 1A located in
EDOCS within 30 days?

Yes

No

1.6.27
Notify DLA DS

Can the DD Form
1348 1A be located

Yes

1.6.28
Use “Conditional
Acceptance” DD
1348 1A as the
voucherable
document

No

1.6.29
Perform a

reconciliation
between DD Form
1348 1A and what
was delivered

D

End Process

Is there a
discrepancy? Yes

e.g., quantity mismatches, 
or incorrect condition codes

1.6.31
Provide a Supply

Discrepancy Report
(SDR) via the PDREP

to the owning
organization

No

1.6.30
Upload signed DD
Form 1348 1A into

EDOCS Suite

End Process

Is there a SDR
within PDREP?

During the  30 day period 
after the disposal turn-in 
owning organizations must 
screen the “Reporting 
Tools” functionality within 
PDREP on a weekly basis 
for SDRs requiring actions

NoNo Action is
required Yes

1.6.32
Perform causative
research and deliver
missing quantities

1.6.33
perform disposal

transaction in GCSS
MC

16..34
Adjust property
records and KSDs

End Process

GCSS MC

IC

IC

PDREP

IC

IC IC

IC
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1.7 Intermediate Maintenance Activity (IMA) Disposal Process
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1.7 Intermediate Maintenance Activity (IMA) Disposal Process
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1.7 Intermediate Maintenance Activity (IMA) Disposal Process
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1.7 MARCORLOGCOM Disposition Process
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1.7 MARCORLOGCOM Disposition Process
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1.8 MARCORLOGCOM Disposal Process
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Ammunition
2.0  Overview 
The ammunition business process enables the Marine Corps to focus on the Procurement, 
Receipt, Acceptance, Inventory Management, Consumption, Transfer, and Disposition Business 
Cycle events of the Ammunition assessable sub-unit lifecycle. Ammunition accounts for the 
majority of OM&S financially reported. The Ammunition assessable sub unit for the Marine 
Corps consists of conventional ground Ammunition Class V(W) in support Marine Corps’ 
operations. Class V(W) conventional ground ammunition consists of ammunition and explosives 
such as small arms ammunitions, medium caliber ammunition, ammunition for mortars and 
tanks, artillery, pyrotechnics, demolition, and rockets and missiles.  

The majority of Marine Corps’ owned ammunition is stored at either the Army or Navy depots. 
Ammunition is transferred from the depots to Marine Corps’ Ammunition Supply Points (ASPs) 
where it is until issued to using units. ASPs are centralized and are mainly responsible for 
geographic regions. Each ASP utilizes the Ordnance Information System – Retail (OIS-R) as 
their APSR which feeds the Ordnance Information System – Marine Corps (OIS-MC) as the 
ammunition enterprise-level APSR. The majority of Marine Corps’ owned ammunition is held 
and managed at depots that are run by both the Army and Navy. 

The key lifecycle events of ammunition include: 

Acquisition (Procurement, and Receipt & Acceptance) 
Inventory Management (Physical Inventories, Location Surveys, 
Cross-Leveling, Cross-Servicing) 
Issue, Transfer, and Disposition 

2.1  Acquisition
The acquisition process for ammunition encompasses any practice employed to obtain or control 
ammunition and place it in a ready-to-use state. Procurement is the method by which 
ammunition is acquired. Receipt of ammunition at the depot and the ASP are included in the 
acquisition process. 

Procurement
When a need for ammunition is identified, the Marine Corps may determine that procurement is 
the best method to acquire the ammunition. Certain processes and procedures are followed to 
identify the method of procurement and the source of the funding and contract that will be used. 
Funding sources include Procurement of Ammunition, Navy and Marine Corps (PANMC); 
Procurement, Marine Corps (PMC); Operations & Maintenance (O&M); and Research, 
Development, Test, and Evaluation, Navy (RDT&E, N). 

The process of acquiring ammunition begins when a requirement for ammunition is generated. 
PM Ammo develops an ammunition inventory benchmark report based off of the year end value 
of ammunition on hand. The on hand values are compared to the Total Munitions Requirement 
(TMR) to determine quarterly ammunition requirements. The TMR is the single-source Marine 
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Corps Class V (W) munitions requirement document that provides the basis for procurement of 
munitions and is comprised of training, war reserve, and testing ammunition requirements. The 
ammunition inventory benchmark report is then used to develop a Funding Action Request 
(FAR).

The budget analyst within PM Ammo reviews the requirement and determines whether the 
requirement is authorized, valid, and if funding is available through the TMR. Prior to procuring 
ammunition, a budget analyst initiates the request by routing the FAR for approval via the 
Marine Corps’ Enterprise Technology Services (MCEITS) system. The FAR is reviewed and 
approved by the product manager within PM Ammo and is returned to the budget analyst for 
processing.

After approval, there are two main ways that the Marine Corps procures ammunition; either 
through the SMCA via a Military Interdepartmental Purchase Request (MIPR) or through the 
submission of a contract via MARCORSYSCOM.  

Ammunition acquired through SMCA is initiated by a budget analyst at PM Ammo via Navy 
Headquarters System (NHS) to establish a requirement and a document number. The budget 
analyst takes the document number and creates a purchase request in PR Builder with the 
approved FAR as an attachment. The budget analyst also creates a Military Interdepartmental 
Purchase Request (MIPR) via electronic-MIPR (E-MIPR) to route, along with the purchase 
request, to the accounting officer for review and approval. The accounting officer will review 
and approve the request via PR Builder and sign the MIPR via E-MIPR. The MIPR is then sent 
to SMCA for review and acceptance on behalf of the Marine Corps at the depot or manufacturer 
through E-MIPR. 

Ammunition acquired through a contract is processed via NHS and PR Builder similar to the 
MIPR process noted in the above paragraph. The requirement is routed and approved by the 
contracting officer (KO) and accounting officer at PM Ammo.  After the accounting officer 
approves the request, it is routed to MARCORSYSCOM to begin the contracting process. The 
MARCORSYSCOM KO will assign a contract number, and a finalized copy of the contract will 
be sent to PM Ammo. Key supporting documents (KSDs) are maintained electronically within 
the Wide Area Work Flow (WAWF) system under Electronic Document Access (EDA). 

2.1.1 DC, CD&I determines ammunition requirement. 

2.1.2 PM AMMO Project Officer (PO) initiates a requisition based on the TMR 

for procurement via a FAR. 

2.1.3 PM AMMO Budget Analyst validates that the requirement is authorized 

through the TMR. 

2.1.4 The Product Manager (PdM) reviews the FAR, requests from the Budget 

Analyst.

2.1.5 If the FAR is not approved, the FAR is rejected to the PO for corrections. 
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2.1.6 If the FAR is approved, the PdM approves FAR and returns to the Budget 

Analyst. If the ammunition will be procured through the SMCA, go to step 

2.1.7. If the ammunition will be procured via a contract, go to step 2.1.11. 

(Internal Control). 

2.1.7 The Budget Analyst processes the funding document through NHS and E-

MIPR.

2.1.8 The Accounting Officer reviews the funding package and associated 

MIPR.

2.1.9 The Accounting Officer approves the requisition via PR-Builder and signs 

the MIPR in E-MIRP (Internal Control). 

2.1.10 The MIPR is routed to SMCA via E-MIPR. 

2.1.11 If the ammunition is being procured via a contract, the Budget Analyst 

obtains a document number from NHS and processes the funding 

document through PR Builder. 

2.1.12 The Contract Officer reviews the funding package. 

2.1.13 The Accounting Officer reviews funding package. 

2.1.14 The Accounting Officer approves the request via PR-Builder (Internal

Control). 

2.1.15 The SYSCOM CO receives the contract request via PR Builder and 

processes the request. 

2.1.16 The SYSCOM CO sends the contract to PM AMMO. 

Receipt & Acceptance 
Ammunition receipt and acceptance occurs either at the depot or at the manufacturer by a 
Defense Contract Management Agency (DCMA) representative. The DCMA representative is 
responsible for ensuring that all ammunition is in compliance with contract terms. The ASP 
receipts for ammunition sent from depots or from using units if using units have remaining 
unused ammunition at the completion of their training event. 

When ammunition is received at the depot, the shipment is reviewed and input into Smart Chain 
(SC), which interfaces with the Logistics Modernization Program (LMP). The segregations clerk 
(depot employee) at the depot receives and reviews the shipment and signs the DD Form 1348-
1A after assuring the ammunition received is correct. An inventory manager at PM Ammo 
performs reconciliations to ensure that transactions in LMP match OIS-MC to verify shipment 
receipt and data accuracy. The reconciliation process between LMP and OIS-MC occurs via the 
‘DZA’ process. The depot runs the ‘DZA’ mismatch report which specifies the total amount of 
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ammunition on hand and identifies any discrepancies. The Marine Corps has a liaison at each 
depot that can conduct inventories and causative research if discrepancies exist.

When ammunition is received at the ASP, the segregations clerk receives the shipment and signs 
the DD Form 1348-1A. An ASP clerk conducts an inventory of the shipment and inserts the 
counts on an inventory sheet and submits it to the records clerk. To determine the accuracy of the 
receipt of the shipment, the records clerk validates that the resulting inventory sheet matches the 
DD Form 1348-1A. If the inventory sheet does not match the DD Form 1348-1A, then causative 
research is performed to resolve discrepancies. If the shipment is incorrect, a Record of 
Discrepancy (ROD) is generated and sent to the shipper for corrective action. The ammunition is 
moved to its storage location where the storage clerk performs a count of the ammunition that is 
currently on hand at that location to get the Before Balance On-Hand (BBOH). Then the clerk 
counts the new ammunition that will be added to the storage and adds it to the BBOH in order to 
derive the After Balance On-Hand (ABOH). The storage clerk annotates both the BBOH and 
ABOH on the DD Form 1348-1A and submits it to the records clerk. The records clerk validates 
that the BBOH and ABOH on the DD Form 1348-1A matches OIS-R. 

Ammunition can also be received if, after training, the using unit returns unused ammunition. 

2.2  Receipt at the Depot 
2.2.1 The shipment arrives at Depot. 

2.2.2 The Segregations Clerk receives and reviews the shipment and signs the 

DD 1348-1A. 

2.2.3 The Segregations Clerk inventories ammunition received against DD 

1348-1A.

2.2.4 The Inventory Accuracy Clerk and Storage Clerk matches inventory 

against DD 1348-1A. 

2.2.5 The Records Clerk inputs data into SC/LMP which interfaces with OIS-

MC.

2.2.6 The Inventory Manager validates that LMP on hand matches OIS-MC 

(Internal Control). 

2.2.7 If a decency exists between LMP and OIS-MC, the Marine Corps Depot 

Liaison to conduct inventory/causative research. 

2.3  Receipt at the ASP 
2.3.1 The Segregations Clerk receives ammo and signs the DD1348-1A. 

2.3.2 The ASP Clerk conducts an inventory. 
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2.3.3 The Records Clerk validates inventory sheet with the DD1348-1A 

(Internal Control). 

2.3.4 If a discrepancy is found, with the shipment, research and resolve issues as 

required.

2.3.5 If the shipment is found incorrect, a Record of Discrepancy (ROD) is 

completed and sent to the shipper for corrective action. 

2.3.6 If a discrepancy is not found, the ASP Clerk distributes copies of the DD 

1348-1A to storage locations. 

2.3.7 The Storage Clerk determines the BBOH and ABOH and send the count to 

Records. 

2.3.8 The Records Clerk matches the BBOH and ABOH with OIS-R (Internal

Control). 

2.3.9 The Inventory Accuracy Clerk performs a daily validation between the 

DD 1348-1As and the DTR in OIS-R. 

Inventory Management 
Inventory management is a thorough, recurring process throughout the ammunition lifecycle. 
Conducting physical inventories is the primary method used to maintain the accountability of 
ammunition. Location surveys are also performed to supplement physical inventories in 
accordance with the PICP.  Cross-leveling and cross-servicing are both business processes that 
enable the Marine Corps to manage inventory excesses and shortfalls. 

Storage
The ASP is responsible for the safekeeping of ammunition in the custody of the Marine Corps to 
ensure that it remains in a ready-for-issue condition until distributed.  The storage function 
includes receipt for ammunition from the source and maintaining accurate inventory controls; 
and supporting training and warfighting capabilities.

2.4  Physical Inventories 
Physical inventories occur on a weekly, monthly, semi-annual, and annual basis as required by 
the Marine Corps’ Class V (W) PICP. Physical inventories consist of verifying each line item’s 
identifying attributes: NSN, Department of Defense Identification Code (DoDIC), lot number, 
serial number, condition code, quantity, and location. For weekly inventories, a random sample 
of the population is selected and inventoried. For semi-annually conducted inventories, all 
Category I and II ammunition and specific controlled inventory are reviewed. A complete 100 
percent physical inventory must be performed annually or if a change of the officer in charge 
(OIC) has occurred within the last 30 days. If discrepancies are noted during a physical 
inventory, then causative research actions are taken and a Missing Lost Stolen Report (MLSR) is 
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generated to obtain authorization for any necessary adjustments. If the adjustment is below 
$2,500, the OIC (appointed in writing) validates and signs the inventory packages, which will 
include the causative research performed with any additional supporting documentation and a 
Certificate of Inventory Completion. Any adjustment greater than $2,500 must be validated and 
authorized by the battalion commanding officer/accountable officer (CO/AO) and include the 
causative research performed with supporting documentation and the certificate of inventory 
completion document.  

Documentation supporting inventories conducted, adjustments made, including the required 
causative research and the signed MLSR (if applicable), is detailed in the document matrix work 
product.

Additionally, a daily reconciliation is performed to verify transactions that have taken place at 
the ASP. The BBOH and ABOH of each DoDIC are determined and matched to OIS-R. To 
complete the reconciliation, a daily transaction report (DTR) is produced and reconciled with the 
DD Form 1348-1A received that day.  

2.4.1 The Records Clerk obtains an asset listing via OIS-R. 

2.4.2 If the inventory supports the weekly spot inventories than the Records 

Clerk generates a random sample via OIS-R. Go to step 2.4.5. to finalize 

the inventory process. 

2.4.3 If the inventory supports the semi-annual inventory, the Records Clerk 

runs a query to list all Category I and II ammunition, CIIC 1, 2, 5, 6, and 8 

ammunition via OIS-R. Go to step 2.4.5. to finalize the inventory process. 

2.4.4 If the inventory supports the annual inventory, the Records Clerk runs a 

query via OIS-R with all line items with the last date that precedes the 

current fiscal year. Go to step 2.4.5. to finalize the inventory process. 

2.4.5 The Inventory Accuracy Clerk locates the item based on the location in 

OIS-R.

2.4.6 If the item is found, the Inventory Accuracy Clerk performs the physical 

inventory count and updates the DOLI in OIS-R. If the item is not found, 

go to step 2.4.9. 

2.4.7 The IA Clerk compares line item count with asset records. 

2.4.8 The IA Clerk reconciles the inventory and asset records to determine if 

counts were done correctly. If not discrepancies are found, go to step 

2.4.12.
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2.4.9 If discrepancies are found during the inventory, causative research is 

performed and a Certificate of Research Completion NAVMC is signed by 

the OIC. 

2.4.10 The OIC/Battalion CO signs the MLSR to authorize adjustment (Internal

Control). 

2.4.11 The Records Clerk makes the necessary adjustments (Internal Control). 

2.4.12 The IA Clerk fills out Certificate of Inventory Completion. 

2.4.13 If the inventory is the annual inventory, the Inventory Accuracy Clerk fills 

out Certificate of Fiscal Year Inventory Completion (NAVMC 11848). 

2.4.14 The OIC validates and signs per proper authority documentation the 

weekly, monthly, semi-annual, and annual review packages. 

2.4.15 The NAVMC forms are filed. 

2.5  Location Surveys 
Location surveys are performed by identifying and recording attributes for the physical assets 
found in the storage locations by line item. The records clerk validates the location survey results 
against OIS-R to determine if discrepancies exist. The results are input into the PICP 
Management Reporting Tool to determine the inventory accuracy rating for the location surveys 
conducted.

2.5.1 The Inventory Accuracy Clerk identifies magazine to perform a Location 

Survey per the PICP annual physical inventory plan. 

2.5.2 The IA Clerk records the identifying attributes for the physical assets 

found in the storage location by line item. 

2.5.3 The IA Clerk reviews the ammunition magazine data card for accuracy 

and completeness. 

2.5.4 The Records Clerk validates the location survey against OIS-R (Internal

Control). 

2.5.5 If no discrepancies are found, The Records Clerk completes the Location 

Survey Process Data Collection Worksheet -NAVMC 11841. Go to step 

2.5.8.
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2.5.6 If discrepancies are found, the Records Clerk provides records 

discrepancies on a Location Survey Process Data Collection Worksheet -

NAVMC 11841. 

2.5.7 The Records Clerk completes causative research in order to correct 

identified errors. 

2.5.8 The Records Clerk inputs location survey results into the PICP 

Management Reporting Tool (MRT) to determine inventory accuracy 

rating.

2.5.9 The Records Clerk maintains all resulting NAVMC documentation as part 

of the PICP by fiscal year and location sequence. 

2.6  Cross-leveling 
Cross-leveling is the formal annual process of assessing ammunition inventory as of fiscal year-
end for potential shortages that may be satisfied by other military services long-supply stocks. 
Cross-leveling is defined as the transfer of ownership of retention and potential reutilization of 
assets between the military services (including the U.S. Coast Guard) for application against a 
total munitions requirement shortfall. Cross-leveling occurs prior to the Program Objective 
Memorandum (POM) budgeting process, but can also occur multiple times throughout the year. 
Stocks available for cross-leveling are received on a free issue basis and there are no 
transportation costs associated with cross-leveling. The purpose for cross-leveling is to optimize 
DoD ammunition posture, avoid unnecessary procurements, and minimize potential excess. 
Cross-leveling can be utilized to acquire ammunition as well as to trade ammunition. Transfer 
out by cross-leveling (cross-servicing) follows the issuance process section below.  

Acquiring ammunition through cross-leveling is initiated when the inventory management 
specialist (IMS) creates a stratification list specific to the Marine Corps. Each military service 
creates a stratification list annually (by fiscal year end) by reviewing ammunition requirements 
compared to current stockpiles to determine overages/shortages that may be fulfilled through 
cross-leveling. The executive director for conventional ammunition (EDCA) consolidates each 
military service’s annual stratification report. The consolidated stratification list is sent out to all 
the services and a cross-leveling meeting occurs where decisions on cross-leveling transfers are 
agreed upon. The EDCA consolidates the results and disseminates the transferring/receiving 
information to the services. The majority of transfers occur at the depot level. Once the request is 
approved, the IMS will receive an e-mail from the armed services coordinator. In the event that 
the Marine Corps is requesting ammunition from the SMCA at the Army, a Storage Location for 
Ownership Change Request Form (AR Form 740-3) is utilized. The IMS ensures that the items 
are entered correctly into OIS-MC by validating supporting documentation and daily reports. 

2.6.1 The Inventory Management Specialist (IMS) creates/updates a 

stratification list that identifies AMMO needs. 
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2.6.2 The IMS sends the stratification list to Executive Director for 

Conventional Ammunition. 

2.6.3 The Armed Services meet and finalize cross-leveling plans. 

2.6.4 The EDCA consolidates the final stratification list and sends to each 

service POC via e-mail. 

2.6.5 IMS inputs the cross leveled ammo data into OIS-MC. 

2.6.6 IMS ensures that items are entered correctly in OIS-MC by validating 

supporting documentation/Daily Reports (Internal Control). 

2.7  Cross-servicing 
Cross-servicing activities serve to off-set individual procurements of the military services and 
enable disposal and demilitarization of only those assets that are excess to all DoD requirements. 
Stocks available for cross-servicing are evaluated by the receiving military service for suitability 
as described in acquisition cross-leveling above. Cross-servicing differs from cross-leveling in 
that demands are unanticipated and that stocks are typically exchanged on an item-for-item or 
fiscal basis. The Total Army Ammunition Authorization and Allocation Conference (TA4C) is 
the main forum for coordinating cross-servicing stock exchanges. Cross-servicing is initiated 
when the armed services coordinator identifies a requirement and communicates that 
requirement to the IMS at PM Ammo. The IMS determines if the request is supportable and 
communicates back to the armed services coordinator. The IMS ensures that items to be cross-
serviced are correctly recorded in OIS-MC by validating supporting documentation and daily 
reports.

2.7.1 The Armed Services Coordinator identifies a requirement. 

2.7.2 The IMS receives the cross-servicing list and compare it against the TMR. 

2.7.3 2.7.3. The IMS provides notification of supportability via phone/e-mail to 

requestor. 

2.7.4 The Armed Services Coordinator receives e-mail. 

2.7.5 The Armed Services Coordinator provides follow on logistics instructions. 

2.7.6 The IMS validates that items to be cross-serviced are entered correctly in 

OIS-MC by validating supporting documentation/Daily Reports (Internal 

Control). 

Issuances
Issuances are based off of the Total Ammunition Management Information System (TAMIS) 
requests submitted by the using units for ammunition requirements. Disposal is the process of 
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eliminating excess, obsolete, surplus or unserviceable ammunition. The primary method for 
disposal occurs when using units request disposition instructions from PM Ammo to either send 
excess, obsolete, surplus, or unserviceable ammunition to the SMCA for demilitarization and 
disposal or to request disposal by utilizing it for ammunition tech training. PM Ammo can also 
identify the need for disposition. 

2.8  Consumption 
Consumption of ammunition is the process of utilizing ammunition through either training or 
combat. Ammunition is considered expended and inventories are adjusted when delivered to the 
training or combat unit. A using unit requests ammunition from the ASP via an E-581 through 
the TAMIS system. The records clerk receives the request and their Delegation of Authority 
(DOA). Once the DOA has been validated, the records clerk creates a reservation in OIS-R and a 
DD Form 1348-1A is created. The storage clerk pulls the ammunition from storage and conducts 
two counts to verify that the shipment amount is accurate. Upon issuance of the requested 
ammunition, the using unit and the ASP clerk validate that the shipment matches the DD Form 
1348-1A and both sign and date the DD Form 1348-1A. 

2.8.1 The Using Unit inputs a requisition (E581) is created through TAMIS. 

2.8.2 The Unit Approver receives the E581 via TAMIS. 

2.8.3 The Unit Approver approves the request and submit it to the ASP. 

2.8.4 The Records Clerk at the ASP receives and reviews the E581 along with 

the DOA and to see if stock is on hand. 

2.8.5 If the E581 is not accepted, the ASP Records Clerk rejects TAMIS 

request.

2.8.6 If the E581 is accepted, the Records Clerk creates reservation and a DD 

1348-1A is created. 

2.8.7 The Storage Clerk receives documentation and pulls requested 

ammunition.

2.8.8 The Storage Clerk conducts a re-count to ensure it matches the DD 1348-

1A.

2.8.9 The Records Clerk validates the BBOH/ABOH matches OIS-R. 

2.8.10 The Using Unit Receipt/Storage/Segregation/Issue (RSSI) Clerk loads the 

ammo for the customer and performs a count. 

2.8.11 The Using Unit and the ASP clerk sign and date the DD 1348-1A 

(Internal Control). 

2.8.12 The Records Clerk posts DD 1348-1A in OIS-R system (Internal

Control). 
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2.9  Disposition 
Disposal is the process of identifying ammunition for permanent removal from service that is not 
transferred to another entity for use. Disposal of ammunition occurs for many reasons, including: 
damaged ammunition, excess ammunition, or obsolete ammunition that is no longer used. It is 
important to note that if the ammunition is; excess, a single managed item, and in a serviceable 
condition then it would be cross-leveled. To correctly process disposals, a disposition need is 
identified by Designated Disposition Authority (DDA) within PM Ammo or a request is sent to 
the DDA by an ASP. The DDA reviews the disposition request and provides disposition 
instructions upon approval of the request.

If the disposition is required at the depot, the depot will execute an ownership code change and 
the inventory manager at PM Ammo will validate that the on hand balance in OIS-MC matches 
the on hand value in LMP. 

If disposition is required by the ASP, a DD Form 1348-1A is prepared, and the issue is processed 
by releasing the DD Form 1348-1A in OIS-R. The storage clerk pulls the ammunition from 
storage and conducts two counts to verify that the shipment amount is accurate and annotates the 
BBOH/ABOH and signs and dates the DD 1348-1A. Upon disposition of the ammunition, the 
records clerk validates that the BBOH/ABOH match OIS-R and posts the transaction. 

2.9.1 Ammunition for disposition is identified at the ASP or at PM AMMO.  

2.9.2 The ASP OIC checks to see if the ammunition can be disposed of locally 

(i.e Ammunition Tech Training). 

2.9.3 The OIC sends disposition request to DDA to include any 

recommendations for internal disposal. Go to step 2.9.5.  

2.9.4 PM AMMO identifies ammunition for disposition. 

2.9.5 The DDA at PM AMMO reviews the disposal request. 

2.9.6 The DDA approves the disposal request and provides disposition 

instructions (Internal Control). 

2.9.7 If the identified ammunition for disposition is located at the Depot. The 

Depot executes an ownership code change. If the ammunition identified 

for disposition is located at the ASP, go to step 2.9.10. 

2.9.8 The PM Ammo Inventory Manager validates that LMP on hand matches 

OIS-MC (Internal Control). 

2.9.9 The Marine Corps Depot Liaison to conduct inventory/causative research. 

The process for Depot disposition ends. 
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2.9.10 If the ammunition for disposition is located at the ASP, The ASP OIC 

receives the approved disposition instructions via email/Naval Message. 

2.9.11 If the ammunition can be disposed of locally, ASP personnel dispose of 

ammunition and OIS-R is adjusted accordingly. 

2.9.12 If the ammunition requires transportation, the Records Clerk creates 

reservation and a DD 1348-1A is created. 

2.9.13 The Storage Clerk receives documentation and pulls requested 

ammunition.

2.9.14 The Storage Clerk conducts a re-count to ensure it matches the DD 1348-

1A, annotates BBOH/ABOH and signs and dates the DD 1348-1A 

(Internal Control). 

2.9.15 The Records Clerk validates the BBOH/ABOH matches OIS-R. 

2.9.16 The Records Clerk posts DD 1348-1A in OIS-R system (Internal

Control). 
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2.1 Acquisition through Procurement
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2.1 Acquisition through Procurement (cont’d)
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2.2 Receipt of Ammunition at Depot
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2.3 Receipt of Ammunition at ASP
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2.4 Physical Inventory
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2.4 Physical Inventory (cont’d)
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2.5 Location Survey
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United States Marine Corps (USMC)
2.6 Cross Leveling (Stratification) Prior to Acquisition
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2.8 Ammunition Consumption
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United States Marine Corps (USMC)
2.9 Disposal of Ammunition
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United States Marine Corps (USMC)
2.9 Disposal of Ammunition (con’d)
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Reparable
3.0  Overview 

All materiel used or held by consumer level supply accounts can be classified into three general 
categories: nonexpendable/expendable, nonconsumable/consumable and principal/ . This 
narrative will address the reparable materiel category. As defined by the governing policy, 
Marine Corps Order 4400.150, reparable items of supply are those items that are not defined as 
principal items and includes reparable components, subsystems and assemblies, and consumable 
repair parts. 

Reparables are primarily managed at Reparable Issue Points (RIPs). RIPs are centralized and are 
mainly responsible for geographic regions. The RIP uses Global Combat Support System – 
Marine Corps (GCSS-MC) to manage its assets.   

The key lifecycle events of reparables include:

Acquisition (Requisition/Direct Exchange (Float), and Receipt & 
Acceptance)
Inventory Management 
Issue, Transfer, and Disposition 

The objective of this section is to document activities related to the business processes that 
enable the RIP to provide general support, intermediate ground supply support, and material 
distribution support to the Marine Expeditionary Forces (MEFs). 

3.1  Acquisition 
The lifecycle of a reparable item begins with the acquisition process, which involves the 
procurement, and receipt and acceptance of assets. The acquisition process involves the 
induction of assets into the inventory, either by a transfer in, an exchange of a non-operational 
part for a fully functioning one (commonly referred to as “floating”), or a requisition of a part 
from a source of supply (SoS). 

Procurement & Direct Exchange (Float) 
Procurement is the process of obtaining supplies for which a requirement has been determined. 
The main procurement method for reparable items occurs with a purchase from the selected SoS 
(e.g., Defense Logistics Agency (DLA)). Purchases are initiated using the MILSTRIP process. 
GCSS-MC is the primary requisitioning platform in the procurement process.  

The process of procuring reparable assets at the RIP is initiated when a requirement is identified. 
A requirement can arise when the RIP does not have an item on hand to replace the asset being 
turned-in for repair; or to maintain allowance allotments. Purchases are initiated using the 
MILSTRIP process. GCSS-MC is the primary requisitioning platform in the requisition process. 
After the RIP identifies a requirement, a purchase order is entered into GCSS-MC. GCSS-MC 
interfaces with Standard Accounting Budgeting and Reporting System (SABRS) to perform a 
funds check. If funds are available, GCSS-MC routes the Service Request (SR) to the supply 
officer (SupO)/accountable property officer (APO) for approval. The SupO will approve the 
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service request. Upon approval of the purchase order, a sales order is generated and an obligation 
is systematically posted to SABRS. GCSS-MC creates a due in for the receipt of items 
purchased.

The RIP can also receive assets through “floating” assets (a one-for-one exchange from using 
units). A one-for-one exchange occurs when using units turn-in unserviceable components to the 
RIP for Condition Code A (serviceable) stock. The unserviceable components exchanged are 
then either repaired or replaced. 

During the direct exchange float process, the SupO/APO will approve the service request and 
print the DD Form 1348-1A (Due Out), and ensure a 1018 Tag is prepared and attached to the 
item. The defected part is then transported to the RIP for exchange. If this action is not 
completed within 10 business days, the service request is automatically cancelled within GCSS-
MC.

3.1.1 The Using Unit identifies item that needs repair and creates a Service Request via 

GCSS-MC. 

3.1.2 The Maintenance Chief reviews the Service Request for accuracy and approves. 

3.1.3 The SupO/APO reviews the Service Request. 

3.1.4 If the Service Request is rejected, return request to End User for correction/ 

cancellation. 

3.1.5 The SupO/APO approves the Service Request prints DD1348-1A (Due Out), and 

ensures s a 1018 Tag is prepared. 

3.1.6 The defected part is transported to the RIP within 10 days or Service Request is 

cancelled. 

3.1.7 The RIP Supply Clerk reviews and verifies that the DD1348-1A and 1018 Tag 

match the item and signs and sends for repair (Internal Control). 

3.1.8 If the replacement part is not on hand, go step 3.1.17. If the replacement part is on 

hand at the RIP, the RIP Supply Clerk keys replacement part into GCSS-MC to 

generate DD 1348-1A. 

3.1.9 The Warehouse Clerk performs the pick, pack, and ship. 

3.1.10 The Supply Clerk reviews shipment against DD 1348-1A. 

3.1.11 If a discrepancy is identified, research is conducted and resolve issue as required.

3.1.12 The Supply Clerk signs, dates and annotates Qty on the DD1348-1A (Internal

Control). 

3.1.13 The Using Unit Supply Clerk signs, dates and annotates Qty on the DD1348-1A. 
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3.1.14 The RIP Records Clerk receives the signed DD 1348-1A with both the receiver 

and issuer’s signatures and posts the issue into GCSS-MC timely and accurately 

(Internal Control). 

3.1.15 The Maintenance Clerk closes the Service Request to debrief the item and drops 

the replacement part from GCSS-MC. 

3.1.16 The Supply Clerk files the DD 1348-1A in accordance with document retention 

policy.

Receipt and Acceptance
When receipting for assets, a supply clerk will perform an inspection to verify that the quantity, 
condition code, and National Stock Number (NSN) of the shipment match the DD Form 1348-
1A/shipping document. The supply clerk at the RIP then signs, dates and annotates the quantity 
on the DD Form 1348-1A/shipping document which provides evidence that the Marine Corps 
validated the shipment for accuracy and took ownership of the asset. The records clerk receives 
the signed DD 1348-1A and posts the receipt into GCSS-MC timely and accurately. 

Upon receipt of floated assets, the supply clerk will induct a ‘D6T/D6A’ (a D6A is a receipt not 
from due); however, a budgetary expense will not occur due to the transaction being internal to 
the Marine Corps. For items received for a one-for-one exchange, the supply clerk reviews and 
verifies that the using unit’s due out DD Form 1348-1A and 1018 Tag match the item received 
and the records clerk receives the signed DD 1348-1A with both the receiver and issuer’s 
signatures and posts the issue into GCSS-MC timely and accurately. Shipping documentation is 
retained for a period of ten years (three years active, seven years archived) in accordance with 
MARADMIN 417/15. 

Items may be shipped to the using unit, or picked up at the RIP. If the using unit picks up the 
item from the RIP, the supply clerk at the RIP receives the completed DD Form 1348-1A with 
the quantity annotated by the receiver, and both issuer and receiver signatures and date blocks 
filled out. If the item is shipped, the using unit reviews the shipping manifest and confirms the 
shipment by signing, dating, and annotating the quantity received. 

3.1.17 The RIP Requirement Clerk creates a Service Request in GCSS-MC to requisition 

an item. 

3.1.18 If funds are available, GCSS-MC routes Service Request to the Resource 

Manager for approval. 

3.1.19 If the Service Request is rejected, return request to End User for 

correction/cancellation. 

3.1.20 The SupO/APO approves the Service Request prints DD1348-1A (Internal 

Control). 

3.1.21 SABRS records Commitment/Obligation. 
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3.1.22 The SoS accepts the requisition request and generates a shipping status. 

3.1.23 The SoS fills requisition creates shipping document and ships to RIP. 

3.1.24 The Supply Clerk (receipt & acceptor) checks that the shipment matches the DD 

1348-1A (Internal Control). 

3.1.25 If a discrepancy is identified, research is conducted and resolve issue as required. 

3.1.26 The Records Clerk receives the signed DD 1348-1A and posts the receipt into 

GCSS-MC timely and accurately (Internal Control). 

3.1.27 The Supply Clerk files the DD 1348-1A in accordance with document retention 

policy.

3.2  Inventory Management 
Properly planned and executed physical inventories serve to continuously improve accountability 
and property record accuracy. The scheduling, method, and scope of the physical inventory 
process depends largely on the maintenance activity’s management expectations. 

Storage
The RIP is responsible for the safekeeping of supplies and equipment to ensure they remain in 
ready-for-issue condition until distributed.  The storage function includes receipt for supplies and 
equipment from the source; maintaining accurate inventory controls; and maintenance of 
equipment.  

Physical Inventory 
The RIP manages both sensitive and controlled items. Managing these items consists of 
conducting a 100 percent physical inventory annually to comply with DoD regulations. Physical 
inventories are facilitated by MARCORLOGCOM. MARCORLOGCOM works with the RIP 
clerks to conduct blind physical inventories; meaning personnel conducting physical counts have 
no prior knowledge or access to the on-hand quantity balance in GCSS-MC. Throughout the 
physical inventory process, the appropriate level of segregation of duties is applied in order to 
maintain the integrity of the physical inventory count. MARCORLOGCOM pulls the inventory 
report from GCSS-MC. Once the inventory report is pulled, the inventory is frozen to enable the 
execution of the physical inventory. The RIP inventory teams are given detailed instructions on 
inventory procedures and are supplied with inventory count sheets. Each inventory team 
physically verifies and records each asset and serial number on location. All containerized items 
are opened for physical verification. All count sheets are consolidated and analyzed to determine 
discrepancies. The inventory team will conduct a recount of all identified discrepancies. If 
discrepancies do not exist, the Commanding Officer (CO)/SupO/APO signs the Physical 
Inventory Certification Letter. If discrepancies are found, they are researched after an adjustment 
is made to inventory records. This is done so that operations to support the war fighter are not 
affected. All adjustments made to inventory records require a Money Value Gain Loss (MVGL) 
package, which includes the MVGL voucher, a description of the causative research actions 
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taken, and any resulting supporting documentation. The MVGL package is reviewed and signed 
by the CO to validate the adjustment.  The Physical Inventory Certification Package is then 
retained for a period of ten years (three years active, seven years archived) in accordance with 
MARADMIN 417/15.  

3.2.1 The RIP Data Clerk runs an inventory report in GCSS-MC and inventory is 

frozen.

3.2.2 The Physical inventory team is supplied with inventory count sheets. 

3.2.3 The Physical Inventory Team conducts 100% physical inventory (Internal

Control). 

3.2.4 Count sheets are consolidated to determine discrepancies. 

3.2.5 Do discrepancies exist? If yes, see step 3.2.8. If no, see step 3.2.6. 

3.2.6 The CO/SupP/APO signs Physical Inventory Certification letter (Internal

Control). 

3.2.7 File inventory documentation. 

3.2.8 The SuPO/APO conducts and documents pre-causative research. 

3.2.9 The SuPO/APO determines inventory adjustments. 

3.2.10 The Records Clerk posts adjustments in GCSS-MC (Internal Control). 

3.2.11 The SupO/APO conducts and documents causative research within 45 days. 

3.2.12 The SupO/APO Creates updates MVGL package. 

3.2.13 The CO/CG signs the MVGL. See step 3.2.6. and 3.2.7. to finish the process 

(Internal Control). 

3.3  Issuances
Issuances are based on service requests submitted by using units for assets to be repaired. 
Issuances also include the disposal of reparable assets to eliminate excess, obsolete, surplus or 
unserviceable assets. The primary methods of disposal occur through the MRP process or from 
disposing of items through DLA - Disposition Services (DLA-DS).  

Issuance & Direct Exchange (Float) 
The process starts with a using unit routing a service request to float an unserviceable item, or in 
some instances, request a new item. If the replacement part is in stock at the RIP, the RIP supply 
clerk will work with the using unit to obtain the unserviceable item. Once the supply clerk 
receives the unserviceable item, the float is initiated by transferring the unserviceable item into 
GCSS-MC and issuing the replacement item. This process generates two DD Form 1348-1As: a 
due in DD Form 1348-1A for the receipt of the unserviceable part; and a due out DD Form 1348-
1A for the part that is being issued to the using unit. The warehouse clerk receives the float 
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request via GCSS-MC and performs a pick, pack, and ship. The supply clerk performs an 
inspection to verify that the DD Form 1348-1A matches the shipment by validating the quantity, 
condition code, and NSN. Once the inspection is completed, the supply clerk signs, dates, and 
annotates the quantity on the issuer portion of both DD Form 1348-1As. The using unit receives 
the part and performs an inspection to verify that the DD Form 1348-1A matches the shipment 
by validating the quantity, condition code, and NSN and then will sign the receipt DD1348-1A. 
The records clerk at the RIP receives the signed DD 1348-1A with both the receiver and issuer’s 
signatures and posts the issue into GCSS-MC timely and accurately. 

The unserviceable assets that are turned-in to the RIP can be repaired internally by the Marine 
Corps or sent to a commercial vendor for repair. Both scenarios are executed by creating a 
service request in GCSS-MC which generates a DD Form 1348-1A. The supply clerk will notify 
the appropriate vendor. The warehouse clerk receives the issue request via GCSS-MC and 
performs a pick, pack, and ship. Upon shipment of the item to the appropriate vendor, the supply 
clerk will sign, date, and annotate the quantity being shipped on the DD Form 1348-1A. The 
records clerk receives the signed DD 1348-1A and posts the receipt into GCSS-MC timely and 
accurately. 

See steps 3.1.7. to 3.1.16 for the RIP issue process 

MRP & Disposition 
All reductions from Marine Corps’ ownership accounts must be accompanied by an 
independently verifiable disposition document signed by an authorized government 
representative.  The responsibility and authority for disposition of any item of property owned by 
the RIP is specifically assigned to the SupO/APO or his/her designee. It is standard procedure to 
go through the MRP process before disposal of an asset. The MRP process allows the 
opportunity to receive credit for items being discarded. There is no credit for packaging, crating, 
handling, or transportation of the items that are accepted by the MRP program. The RIP will 
evaluate the benefits of the credit to be received for an asset to determine if it is reasonable to 
accept. Assets are only shipped after the determination that a MRP credit will be awarded. When 
an asset is not accepted under the MRP program, disposal of the item occurs through the use of 
DLA-DS. Both processes are initiated with a service request within GCSS-MC which routes the 
request to the appropriate sources. Instructions from DLA-DS or the SoS are communicated to 
the RIP, identifying actions that need to be taken for disposition or transfer of assets accepted by 
DLA-DS or the MRP program through DLA-Transaction Services (DLA-TS). The warehouse 
clerk within the packing section performs the pack and ship, and creates the DD Form 1348-1A.  
The clerk verifies that the shipment matches the DD Form 1348-1A and signs, dates and 
annotates the quantity on the DD Form 1348-1A/shipping document. The records clerk reviews 
the signed DD 1348-1A and posts the transfer into GCSS-MC timely and accurately. The records 
clerk verifies receipt in DLA-TS matches GCSS-MC. Supporting documentation for receipt of 
the asset by DLA-DS can be retrieved from their Electronic Documents (EDOCs) online 
database. The supply clerk then files the DD Form 1348-1A and the receipt verification in 
accordance with MARADMIN 417/15. 

3.3.1 A need for disposition is identified. 
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3.3.2 If the item is a Depot Level Reparable see step 3.3.5. If it is a Field Level 

Reparable see step 3.3.3. 

3.3.3 The Supply Clerk checks for MRP credit availability. 

3.3.4 If MRP credit is available, go to steps in 3.5. Go to steps in 3.6. for disposition.  

3.3.5 The Supply Clerk requests disposition instructions from Source of Supply. 

3.3.6 If MRP credit is available, go to steps in 3.5. Go to steps in 3.6. for disposition. If 

the reparable can be fixed by a 3rd party logistics go to steps 3.4. 

3.4  3rd Party Logistics (3PL) 
3.4.1 The Supply Clerk verifies that the item is under contract to be fixed. 

3.4.2 The Supply Clerk creates a Service Request to 3PL in GCSS-MC to create DD 

1348-1A.

3.4.3 The Supply Clerk verifies shipment matches the DD1348-1A. 

3.4.4 If there is a discrepancy found with the shipment, The Supply Clerk will research 

and resolve issue. 

3.4.5 If no discrepancy is found with the shipment, The Supply Clerk signs, dates and 

annotates Qty on the DD1348-1A and sends item for repair (Internal Control). 

3.4.6 The Records Clerk receives the signed DD 1348-1A and posts the receipt into 

GCSS-MC timely and accurately (Internal Control). 

3.4.7 If the 3PL cannot fix the reparable, it will replace the item. 

3.4.8 If the 3PL can be fixed, the 3PL repairs item. 

3.4.9 The 3PL sends a shipping status per contractual requirements and creates a DD 

1348-1A.

3.4.10 The 3PL ships item to RIP with DD 1348-1A. 

3.4.11 The Supply Clerk checks shipment against the DD1348-1A. 

3.4.12 If there is a discrepancy found with the shipment, The Supply Clerk will research 

and resolve issue. 

3.4.13 If no discrepancy is found with the shipment, the Supply Clerk signs, dates, and 

annotates the quantity on the DD1348-1A (Internal Control). 

3.4.14 The Records Clerk closes the Service Request to debrief the item into GCSS-MC 

timely and accurately (Internal Control). 
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3.4.15 The Supply Clerk files the DD 1348-1A. 

3.5  MRP
3.5.1 The Supply Clerk inputs the MRP request into GCSS-MC. 

3.5.2 GCSS-MC passes the MRP transaction via DLA-TS to MRP appropriate SoS. 

3.5.3 The SoS receives MRP request. 

3.5.4 The SoS generates a confirmation of receipt in local system. 

3.5.5 The SoS replies with credit decision and disposition instructions. 

3.5.6 If there is MRP credit the process ends. If credit is available, go to step 3.5.7. 

3.5.7 The Data Clerk generates DD 1348-1A via GCSS-MC. 

3.5.8 The Data Clerk prints DD 1348-1A with shipping information. 

3.5.9 The Warehouse Clerk initiates pick/pack and ship and GCSS-MC sends shipping 

status to SoS. 

3.5.10 The Supply Clerk checks  shipment against the DD1348-1A. 

3.5.11 If there is a discrepancy found with the shipment, The Supply Clerk will research 

and resolve issue. 

3.5.12 If no discrepancy is found with the shipment, the Supply Clerk signs, dates, and 

annotates the quantity on the DD1348-1A (Internal Control). 

3.5.13 The Records Clerk post the transfer into GCSS-MC timely and accurately 

(Internal Control). 

3.5.14 The Records Clerk verifies receipt in DLA-TS matches GCSS-MC (Internal

Control). 

3.5.15 The Records Clerk files the DD 1348-1A and Receipt Verification. 

3.6  Disposal 
3.6.1 The Supply Clerk inputs disposition transaction to DLA-DS  via GCSS-MC. 

3.6.2 GCSS-MC generates disposal/shipping DD 1348-1A. 

3.6.3 The Warehouse Clerk initiates pick/pack and ship. 

3.6.4 The Supply Clerk verifies shipment matches the DD1348-1A. 

3.6.5 If there is a discrepancy found with the shipment, The Supply Clerk will research 

and resolve issue. 
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3.6.6 If no discrepancy is found with the shipment, the Supply Clerk signs, dates, and 

annotates the quantity on the DD1348-1A (Internal Control). 

3.6.7 The Records Clerk post the transfer into GCSS-MC timely and accurately 

(Internal Control). 

3.6.8 The Records Clerk verifies receipt in DLA-TS matches GCSS-MC (Internal

Control). 

3.6.9 The Supply Clerk files the DD 1348-1A and receipt verification. 
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Consumable
4.0  Overview 
The consumable business process enables the Marine Corps to focus on the Requisition, Receipt, 
Acceptance, Inventory Management, Consumption, Transfer, and Disposition business cycle 
events of the consumable assessable sub-unit lifecycle. The consumable assessable sub unit for 
the Marine Corps consists of consumable supplies used to support Marine Corps’ operations. 
Consumable supplies are materiel which, after issued, is chemically or physically altered with 
use and cannot be economically reused for its original purpose and/or which is not normally 
returned for repair to a storage or industrial activity. Consumable supplies are either consumed in 
use or lose their identity in the work process or in rendering service. Consumable supplies are 
generally expended upon issue.

Consumables are primarily managed at Supply Management Units (SMUs). The mission of the 
SMU is to provide general support, intermediate ground supply support, and material distribution 
support to the Marine Expeditionary Forces (MEFs). The SMU provides intermediate ground 
supply support and centralized supply chain management for classes II, III (P), IV and IX in 
support of the MEF.  This includes procurement, inventory and asset location record 
maintenance, accounting and usage history maintenance to include management system 
interfaces, warehousing, storage, care-in-storage, materiel distribution and issue support. 

The key lifecycle events of reparables include:

Acquisition (Receipt & Acceptance) 
Inventory Management 
Issue, Transfer, and Disposition 

The objective of this section is to document activities related to the business processes that 
enable the SMU to provide general support, intermediate ground supply support, and material 
distribution support to the MEFs. 

4.1  Acquisition
The lifecycle begins with the acquisition which involves the determination of a requirement, 
procurement and receipt and acceptance of assets.  

Procurement
Procurement is the process of obtaining those supplies for which a requirement has been 
determined. The main procurement method for consumable items occurs with a purchase from 
the selected Source of Supply (SoS) (e.g., DLA). Purchases are initiated using the MILSTRIP 
process. Global Combat Support System – Marine Corps (GCSS-MC) is the primary 
requisitioning platform in the procurement process.  

The process of procuring consumable assets at the SMU is initiated when a requirement is 
identified. Purchases are initiated using the MILSTRIP process. GCSS-MC is the primary 
requisitioning platform in the requisition process. After the SMU identifies a requirement, a 
purchase order is entered into GCSS-MC. GCSS-MC interfaces with Standard Accounting 
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Budgeting and Reporting System (SABRS) to perform a funds check. If funds are available, 
GCSS-MC routes the Service Request (SR) to the supply officer (SupO)/accountable property 
officer (APO) for approval. The SupO/APO will approve the service request. Upon approval of 
the service request a sales order is generated and an obligation is systematically posted to 
SABRS. GCSS-MC creates a due in for the receipt of items purchased.   

4.1.1 The Requirements Clerk identifies a requisition requirement. 

4.1.2 The Requirements Clerk creates a Service Request to requisition approved 

buy list via GCSS-MC. 

4.1.3 GCSS-MC interfaces with SABRs to perform a funds check. 

4.1.4 If funds are available, GCSS-MC routes Service Request to the SupO/AO 

for approval. 

4.1.5 If the Service Request is not approved, the Service Request is sent back to 

the Requirements Clerk for correction/cancellation. 

4.1.6 The SupO/AO approves the Service Request (Internal Control). 

4.1.7 SABRS records Commitment/Obligation. 

4.1.8 The SoS accepts the requisition request and ultimately generates a 

shipping status. 

4.1.9 The SoS fills requisition creates shipping document. 

4.1.10 The SoS ships to the appropriate location. 

Receipt & Acceptance 
Upon receipt, the assets are scanned into Storage Retrieval Automated Tracking Integrated 
System (STRATIS). STRATIS sends GCSS-MC a D6T/D6A via the I-142 Report to upload the 
asset to GCSS-MC.  The D6T/D6A will trigger the expense in SABRS. When receipting for 
assets, a supply clerk will perform an inspection to verify that the quantity, condition code, and 
National Stock Number (NSN) of the shipment match the Department of Defense (DD)-1348-
1A/Shipping Documentation. The supply clerk at the SMU signs, dates and annotates the 
quantity on the DD1348-1A, which provides evidence of review, and that the Marine Corps 
validated the shipment for accuracy and took ownership of the asset. STRATIS compares the 
shipment quantity against on-hand quantity to determine if exceptions exist for further research. 
If no exceptions are noted, a confirmation of receipt and material receipt acknowledgement 
(DRA) is generated in GCSS-MC. If exceptions are noted, research is conducted to resolve issue. 
The DD-1348-1A is filed in accordance with current document retention policy. 

4.1.11 The Supply Clerk (receipt & acceptor) checks that the shipment matches 

the DD 1348-1A. 
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4.1.12 If a discrepancy is identified, go to step 4.1.13. If there is no discrepancy 

is identified, go to step 4.1.14. 

4.1.13 Research and resolve issue with SoS. 

4.1.14 The Supply Clerk signs, dates and annotates quantity on the DD1348-1A 

(Internal Control). 

4.1.15 STRATIS system creates a Stow label to initiate receipt transaction. 

4.1.16 The Warehouse Clerk stows shipment and scans stow label and location. 

4.1.17 STRATIS compares the shipment quantity against stowed quantity and 

exceptions are captured for further research (Internal Control). 

4.1.18 The Supply Clerk files the DD 1348-1A in accordance with document 

retention policy 

4.2  Inventory Management 
Physical inventories, proper storage, and daily reconciliation procedures are the methods used by 
the SMU to maintain accountability of inventory.  

Storage
The SMU is responsible for the safekeeping of supplies and equipment to ensure they remain in 
ready-for-issue condition until ready for distribution.  The storage function includes receipt for 
supplies and equipment from the source, maintaining accurate inventory controls, and 
maintenance of equipment.  

Daily Reconciliation 
The Reconciliation Report (obtained from STRATIS) and the I-142 Report (obtained from 
GCSS-MC) are initiated by the data clerk daily. The reports are run consecutively and compared 
and reviewed for discrepancies. Discrepancies are researched immediately, and any adjustments 
that may result from the research conducted are performed as noted within the physical inventory 
section. A daily Gain/Loss report is generated mid-day to facilitate any further research required. 
Physical Inventory documentation and documentation supporting adjustments are filed in 
accordance with current documentation retention policy.  

4.2.1 Data Clerk generates reconciliation reports for comparison and review. 

4.2.2 The SupO/AO identifies discrepancies by NSN and provides to storage for 

action.

4.2.3 The Supply Clerk conducts inventories. 

4.2.4 If the adjustment requires higher authority go to section 4.3. If the 

adjustment does not require a higher level approval go to step 4.2.5. 

appendix d



 Enclosure (1)272

4.0 Consumable: Process Narrative

page 4

 
 

4.2.5 The Data Clerk corrects any outstanding errors in STRATIS. 

4.2.6 The Data Clerk finalizes a GCSS-MC daily Gain/Loss report. 

4.2.7 Adjustment supporting documentation is filed. 

4.3  Physical Inventory 
Activities responsible for managing consumable items are responsible for ensuring that assets are 
cyclically inventoried, meaning 100 percent physically inventoried once every three years with 
the requirement of 1/3 of the inventory being inventoried on an annual basis.  A physical 
inventory is initiated when a random inventory list is generated from STRATIS. STRATIS 
freezes the block of NSN’s to ensure that no transactions take place during the physical 
inventory count. The supply clerk counts/scans inventory which enters count into STRATIS. 
Assets are scanned as they are physically located. All physical counts are blind counts; meaning 
personnel conducting physical counts will have no prior knowledge or access to the on hand 
quantity balance in STRATIS. Upon completion of the physical inventory count, the results are 
generated indicating any discrepancies between assets inventoried and system on hand balances. 
If a discrepancy exists a second count is performed. If discrepancies do not exist, the 
commanding officer (CO)/SupO/APO signs the Physical Inventory Certification Letter. If 
discrepancies are found, they are researched after an adjustment is made to inventory records. 
This is done so that operations to support the war fighter are not affected. 

All adjustments made to inventory records require a Money Value Gains/Losses (MVGL) 
package, which includes the MVGL voucher, a description of the causative research actions 
taken, and any resulting supporting documentation. The MVGL package is reviewed and signed 
by the SupO/APO or CO to validate the adjustment.  The appropriate signing authority is 
determined based off of criteria established in governing policy and is indicated in the SupO 
appointment letter. The Physical Inventory Certification Package is then retained for a period of 
ten years (three years active, seven years archived) in accordance with MARADMIN 417/15.  

4.3.1 The Data Clerk runs a program in STRATIS to generate inventory to be 

counted.

4.3.2 The Supply Clerk counts/scans inventory which enters count into 

STRATIS (Internal Control). 

4.3.3 If the count matches the STRATIS report, go to step 4.3.6. If the count 

does not match the STRATIS report, go to step 4.3.4. 

4.3.4 If additional couts have been conducted go to step 4.3.9. If additional 

counts have not been conducted go to step 4.3.5. 

4.3.5 A re-count is conducted. 

4.3.6 If the count matches STRATIS, STRATIS accepts the manual count entry. 
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4.3.7 The CO/SupP/APO signs Physical Inventory Certification letter (Internal

Control). 

4.3.8 The physical inventory documentation is filed. 

4.3.9 If discrepancies are found between the counts conducted and STRATIS, 

the SupO/AO instructs pre-causative research to be performed. 

4.3.10 The Data Clerk accepts adjustments via STRATIS. 

4.3.11 The SupO/AO conducts and documents causative research for items above 

dollar thresholds within 45 days. 

4.3.12 The SupO/AO or CG/CO signs MVGL per authority documentation 

(Internal Control). 

4.3.13 The adjustment causative research and supporting documentation is filed. 

4.4  Issuances
Issuances include issuances to Marine Corps activities and disposal of consumable inventory 
items.  Disposal is the process of eliminating excess, obsolete, surplus, or unserviceable property.
The primary methods of disposal occur through the MRP process or from requesting disposition 
instructions from Defense Logistics Agency - Disposition Services (DLA-DS).

Issuance
Items are considered consumed once a using unit receives a shipment or picks up items from the 
SMU. The Using Unit creates a requisition via GCSS-MC initiating a service request which is 
routed to the SMU. Upon receipt and review of the requisition, a sales order is creating triggering 
an automatic selection of assets from STRATIS. The warehouse clerk needs to log-in to his 
workstation to identify what is awaiting issue. The warehouse clerk within the packing section 
performs the pack and ship, and creates the DD 1348-1A.  The supply clerk verifies the shipment 
matches the DD 1348-1A and signs, dates and annotates the quantity on the DD1348-1A. The 
records clerk receives the signed DD 1348-1A and posts the issue into GCSS-MC timely and 
accurately. 

The Supply Clerk will ship the assets to the appropriate location. The records clerk verifies that 
the receipt from the receiving activity matches DD 1348-1A. The DD 1348-1A with is filed in 
accordance with current documentation retention policy. 

4.4.1 The Using Unit creates a Service Request via GCSS-MC and routes it to 

the SMU. 

4.4.2 If the part is not on hand at the SMU, go to section 4.1. If the asset is on 

hand at the SMU, go to step 4.4.3. 

4.4.3 GCSS-MC interfaces with STRATIS to initiate the Pick Pack and Ship. 
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4.4.4 The Warehouse Clerk initiates the pick. 

4.4.5 The Warehouse Clerk performs the pack and ship creating a DD 1348-1A. 

4.4.6 The Supply Clerk verifies shipment matches the DD 1348-1A. 

4.4.7 If the shipment matches the shipment, go to step 4.4.9. If the shipment 

does not match the DD 1348-1A, go to step 4.4.8. 

4.4.8 The Supply Clerk will research and resolve issue. 

4.4.9 If the shipment matches the DD 1348-1A, the Supply Clerk signs, dates 

and annotates quantity on the DD1348-1A (Internal Control). 

4.4.10 4.4.10. The Records Clerk receives the signed DD 1348-1A and posts the 

issue into GCSS-MC timely and accurately (Internal Control). 

4.4.11 The Records Clerk verifies that the receipt matches DD 1348-1A and files 

the DD 1348-1A (Internal Control).

MRP & Disposition 
All reductions from Marine Corps ownership accounts must be accompanied by an 
independently verifiable disposition document signed by an authorized government 
representative.  The responsibility and authority for disposition of any item of property owned by 
the SMU is specifically assigned to the SupO/APO or his/her designee. It is standard procedure 
to go through the MRP process before disposal of an asset. The MRP process allows the 
opportunity to receive credit for the items being discarded. MRP is on a case-by-case basis at the 
SMU and is rarely utilized due to a small percentage of items that receive a credit. Items are only 
shipped after the determination if a MRP credit will be awarded.  When an asset is not accepted 
under the MRP program, disposal of the item occurs through the use of DLA-DS. Both processes 
are initiated with a service request within GCSS-MC which routes the request to the appropriate 
sources.  Instructions from DLA or the SoS is communicated to the SMU identifying actions that 
need to be taken for disposition or transfer of assets accepted by DLA-DS or the MRP program 
through DLA-TS. The warehouse clerk within the Packing Section performs the pack and ship, 
and creates the DD 1348-1A.  The clerk verifies the shipment matches the DD 1348-1A and 
signs, dates and annotates the quantity on the DD1348-1A. The records clerk reviews the signed 
DD 1348-1A and posts the transfer into GCSS-MC timely and accurately. The records clerk 
verifies receipt in DLA-TS matches GCSS-MC. Supporting documentation for receipt of the 
asset by DLA-DS can be retrieved from their Electronic Documents (EDOCs) online database. 
The supply clerk then files the DD Form 1348-1A and the receipt verification in accordance with 
MARADMIN 417/15. 

4.5  Disposal 
4.5.1 A need for disposition is identified. 
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4.5.2 If a MRP credit is available go to section 4.6. If MRP credit is not 

available, go to step 4.5.3. 

4.5.3 The Supply Clerk inputs disposition transaction to DLA-DS via GCSS-

MC.

4.5.4 GCSS-MC generates disposal/shipping DD 1348-1A. 

4.5.5 The Warehouse Clerk initiates pick/pack and ship. 

4.5.6 The Supply Clerk verifies shipment matches the DD1348-1A. 

4.5.7 If the shipment does not match the DD 1348-1A, go to 4.5.8. If the 

shipment does match the DD 1348-1A, go to step 4.5.9. 

4.5.8 The Supply Clerk will research and resolve issue. 

4.5.9 The Supply Clerk signs, dates and annotates quantity on the DD1348-1A 

(Internal Control). 

4.5.10 The Records Clerk post the transfer into GCSS-MC timely and accurately 

(Internal Control). 

4.5.11 The Records Clerk verifies receipt matches DD 1348-1A (Internal

Control). 

4.5.12 The Supply Clerk files the DD 1348-1A and receipt verification. 

4.6  MRP 
4.6.1 The Supply Clerk inputs the MRP request into GCSS-MC. 

4.6.2 GCSS-MC passes the MRP transaction via DLA-TS to MRP appropriate 

SoS.

4.6.3 The SoS receives MRP request. 

4.6.4 The SoS generates a confirmation of receipt in local system. 

4.6.5 The SoS replies with credit decision and disposition instructions. 

4.6.6 The Supply Clerk accepts the credit. 

4.6.7 The Data Clerk generates DD 1348-1A via GCSS-MC for the shipment. 

4.6.8 The Data Clerk prints DD 1348-1A with shipping information. 

4.6.9 The Warehouse Clerk initiates pick/pack and ship and GCSS-MC sends 

shipping status to SoS. 

4.6.10 The Supply Clerk checks shipment against the DD1348-1A. 
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4.6.11 If the shipment does not match the DD 1348-1A, go to 4.6.12. If the 

shipment does match the DD 1348-1A, go to step 4.6.13. 

4.6.12 The Supply Clerk will research and resolve issue. 

4.6.13 If the shipment matches the DD 1348-1A, the Supply Clerk signs, dates 

and annotates Qty on the DD1348-1A (Internal Control). 

4.6.14 The Records Clerk post the transfer into GCSS-MC timely and accurately 

(Internal Control). 

4.6.15 The Records Clerk verifies receipt matches GCSS-MC (Internal

Control). 

4.6.16 The Supply Clerk files the DD 1348-1A and Receipt Verification 
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