dd 557

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

18. KSD: DD Form 577 Appointment/Termination Yes No N/A Comments

Record-Authorized Signature

P18. Did the Appointee print their name in the
Appointment Acknowledge section?

Q6. If applicable, is the Order Number provided?

R18. Was the date recorded upon the termination of
the appointment?

S18. Did the Appointee record his initials on the
Appointment/Termination Record upon the termina-
tion of the appointment?

T18. Did the Appointing Authority print their name
on the Appointment/Termination Record upon the
termination of the appointment?

U18. Did the Appointing Authority record their title
on the Appointment/Termination Record upon the
termination of the appointment?

V18. Did the Appointing Authority record their
signature on the Appointment/Termination Record
upon the termination of the appointment?

Preparer Title:
Printed Name:

Signature: Date:
Reviewer Title:

Printed Name:

Signature: Date:
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dd 577

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

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

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

11.19 - Physical Inventory Certificate of Results

19. KSD: Physical Inventory Certificate of Results Yes No N/A Comments

A13. Does certificate consist of current date?

B13. Is the dollar value prior to inventory provided?

C13. Is the net loss variance provided and accurately
calculated?

D13. Is the net gain variance provided and accurately
calculated?

E13. Has the percentage of administrative gains and
losses been provided and accurately calculated?

F13. Has an opinion been provided for gains and loss
es for which causative research was not conclusive?

G13. Have corrective actions been identified that are
appropriate based on results of causative research?

H13. Does the certification contain the signature of

the supply officer?
Preparer Title:
Printed Name:
Signature: Date:
Reviewer Title:

Printed Name:

Signature: Date:
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inventory certification

Example: Physical Inventory Certificate of Results
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inventory results

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

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

11.20 - Annual Physical Inventory Results

20. Annual Physical Inventory Results Yes No N/A Comments

A14. Has the AAC and unit roll up UIC been pro-
vided ?

B14. Is the date of inventory completion provided?

C14. Is the dollar value prior to inventory provided?

D14. Has the specific gain/loss item been identified by
listing the TAMCN, NSN, Nomenclature and Docu-
ment Number?

E14. Has the type of adjustment (gain/loss) been
properly identified by the DIC Code?

F14. Have the reported quantity, quantity per inven-
tory, and discrepancy (gain/loss) been accurately
identified?

G14. Have the unit price and extended price of the in-
dividual items gained or lost been provided/accurately

calculated?
Preparer Title:
Printed Name:
Signature: Date:
Reviewer Title:

Printed Name:

Signature: Date:
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inventory results

Example: Annual Physical Inventory Results/Spreadsheet

89 Enclosure (1)



commander’s certification

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

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

11.21 - Commander’s Annual Physical Inventory Certification

21. Commander’s Annual Physical Inventory

Yes No N/A Comments

Certification

A15. Does certification consist of current date?

B15. Has the date of inventory completion been
identified?

C15. Does the certification state that all discrepancies
have been reviewed and gain and loss transactions
have been approved?

D15. Does the certification state that the com-
mander has reviewed internal controls and directed
appropriate corrective actions to be taken?

E15. Does the certification state that the inventory
results and endorsement will be maintained for two

years?
F15. Does the certification contain the signature of the
Commander?
Preparer Title:
Printed Name:
Signature: Date:
Reviewer Title:

Printed Name:

Signature: Date:
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commander’s certification

Example: Commander’s Annual Physical Inventory Certification
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navmc 11869

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.

11.22 - NAVMC 11869: Notice of Delegation of Authority

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

Authority

A16. Does the notice contain the current date?

B16. Has the name of the unit and the installation
where the unit is located been identified?

C16. Has the need to request, receive and turn in
supplies been complete as yes or no for each autho-
rized representative listed?

D16. Has the signature and initials been provided for
each authorized representative listed?

E16. Has the appropriate box “Delegates to” or
“Withdraws from” been checked and the specific class
of supplies been identified?

F16. Has the UIC and DoDAAC been identified?

G16. Has the responsible officer been identified along
with his rank/grade and telephone no. and has the
expiration date of card been identified?

H16. Does the certification contain the signature of
the responsible officer?

Preparer Title:

Printed Name:

Signature: Date:

Reviewer Title:
Printed Name:
Signature: Date:
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navmc 11869

Example: NAVMC 11869: Notice of Delegation of Authority
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wawf

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.

11.23 - WAWF Receiving/Acceptance Report

18. KSD: WAWF Receiving/Acceptance Report

A22.Is the Contract number recorded on the report
and does it agree to the SF26 contract number?

Yes No N/A Comments

B22. Is the Issue Date recorded on the report?

C22. Is the shipment number and shipment date re-
corded on the report?

D22. Is the Freight on Board type (Shipping Point or
Destination) recorded on the report?

E22. Is the dollar amount/total dollar amount record-
ed on the report?

F22. Is the Prime Contractor information including
Cage Code and Name recorded on the report?

G22. Is the Ship To information including DODAAC
and Name recorded on the report?

H22. Is the Administered By information including
Code and Name recorded on the report?

122. Is the Payment Official information including
DODAAC and Name recorded on the report?

J22. Is the Stock Number and Stock Type recorded on
the report?

K22. Is the Quantity Shipped recorded on the report?

L22. Is the item Description recorded on the report?

M22. Is the Initiator information including Name,
Phone Number and Email recorded on the report?

N22. Is the Initiator Date of Action and Action re-
corded on the report?

022. Is the Acceptor information including Name,
Phone Number and Email recorded on the report?

P22. Is the Acceptor Date of Action and Action re-

corded on the report?
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wawf

WAWTF 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

RECEIVING REPORT

{Pleage look in WAWF for signed copy)

Summary of Detail Level Information
1 GLIN/SLINELINGS)

Cantract Number Delivery Order Issue Date a".j' Supplies
Services
W1BQKNOSC1173 2005/03/22
Shipment Number Shipment Final Inspection Acceptance  Estimated
Date Shipment Point Point Dolivery Date
@ RDE0378 Z008/04(21 N o 0
B/L Number TCN First Line Hau!  Gross Weight FOB

Moda

Total
$0.00

Routing Information

Prime Gontractor
CAGE Code: KB237
Name: BAE SYSTEMS LAND SYSTEMS (WEAPCONS & VEHICLES)

LTD
APF BUILIDING C10 BAE SYSTEMS
BARROW-IN-FURNESS LA14 1AF GBR

Administered By
Code: SUK12A
Nama: DCMA NORTHERN EUROPE UNITED KINGDOM

ED

Ship To @

DoDAAC; AC1793

Mame: XU CDR, US ARMY YUMA PROVING GROUND
ATTN: CETE-DTC-YP-YT-AY

301 C S1REET (BLDG 3017)

YUMA AZ 85365

Payment Official
DoDAAG: HQO339
Name: DFAS - COLUMBUS CENTER,

: @
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Example: WAWF Receiving/Acceptance Report

RECEIVING REPORT

- CONTINUATION SHEET, LINE ITEM DETAILS -
(Please look in WAWF for signed copy)

e

Contract Number @ Delivery Order
W15QKNOSG1173
Shipment Number Invoice Number
ROBO37S @
Amount
Item No  Stock Ne Unit Price  Unitof Qty Shipped
Issue

0005 LW0354 $0.00 EA 1 $o.00

Stock Type AAA ACRN GFE

SN BY N

Description
LW155, M777 Howitzer SN LWGQ354 - forms part of milestone 30,

TOTAL: $0.o

ACCEPTED IN WAWF
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Example: WAWF Receiving/Acceptance Report

RECEIVING REPORT

(Please look In WAWF for signed capy)

— CONTINUATION SHEET, MISCELLANEOUS INFORMATION --

Contract Number (A22 )
W15QKNDSC1173

Shipment Number,
RDBO373

Dalivery Order

Invoice Number

Initlator Informatian
Name: Kay Bradgate
Title: Mrs

Phane #: +44 1229 §73356
DEN:

@

Ema]-l : rodfaspayments@baesystems. com
Org Emall: Simen.riley@baesystems.com

Comments:
MarkFor Representative:
MarkFor Secondary:

Attachment(s):

Date of Action; 2008/04/21 0210 MDT
Action{s): Submiltad Web, Stand Alone

Agcceptor Information
@ Name: Christopher Hatch

Title: Product and Process Mngr

Phone #: {(373) 724-2541

D&N:

Emafl: chatch@pica.amy.mil
Org Email:

Comments:
MarkFor Representative:
MarkFar Secondary:

Attachment{s):

Date of Action: 2008/04/22 1121 MDT
Action(s); Acceptad Processed via EDI

ACCEPTED IN WAWF
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appendix a

Appendix A - List of Acronyms / Abbreviations

List of Acronyms / Abbreviations

AAC Activity Address Code

ACO Administrative Contracting Officer

ACRN Accounting Classification Reference Number
AO Accountable Officer

B/L Bill of Lading

CMR Consolidated Memorandum of Receipt

CcO Commanding Officer

CON CODE Condition Code

CQA Contract Quality Assurance

CUTOFF-DT Cutoff Date

DIST Distribution

DOC IDENT Document Identifier

DOD Department of Defense

DODAAD Department of Defense Activity Address Directory
DoN Department of the Navy

E&C Existence and Completeness

FIAR Financial Improvement and Audit Readiness
FIP Financial Improvement Plan

FOB Freight on Board

FSC Federal Supply Classification

GBL Government Bill of Lading

ISS Issued

KSD Key Supporting Documentation

LOA Letter of Authorization

LOC CODE Location Code

LOT NO Lot Number

MAL Mechanized Allowance List

ME Military Equipment

MIPR Military Interdepartmental Purchase Request
MIRR Material Inspection and Receiving Report
NMEC National Motor Freight Classification Commodity Number
NO CONT Number of Containers

NSN National Stock Number

ocC Operation Code
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appendix a

List of Acronyms / Abbreviations

OUSD Office of the Under Secretary of Defense
OUSD (AT&L) Office of the Under Secretary of Defense for Acquisitions, Technology and Logistics
PCO Procuring Cract Ofontficer

QTY Quantity

RIC Routing Identifier Code

RO Responsible Officer

SCAC Standard Carrier Alpha Code

SecDef Secretary of Defense

SF Standard Form

STK LEV Stock Level

TAC Transportation Account Code

TAMCN Table of Authorize Materiel Control Number
TCN Tracking Control Number

TCO Terminating Contracting Officer

T/E RQMT Table of Equipment Requirement

TIC Type Inventory Code

TPC Type Pack Code

UI Unit of Issue

UIC Unique Identifier Code

UP Unit Pack

USMC United States Marine Corps

WT Weight
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appendix b

Appendix B - KSD Completion Instructions

Instructions: Award/Contract SF26
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appendix b

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

page 1
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appendix b

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

page 2

103 Enclosure (1)



appendix b

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

page 3
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appendix b

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
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appendix b

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

page 3
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appendix b

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

page 4
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appendix b

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

page 5
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appendix b

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

page 6
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appendix b

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

page 7
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appendix b

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

page 8
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appendix b

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

page 9
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appendix b

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

page 10
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appendix b

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

page 11
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appendix b

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

page 12
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appendix b

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

page 13
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appendix b

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

page 14
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appendix b

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

page 15
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appendix b

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

page 16
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appendix b

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

page 1
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appendix b

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

page 2
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appendix b

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

page 3
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appendix b

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

page 4
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appendix b

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

page 5
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appendix b

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

page 6
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appendix b

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

page 7
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appendix b

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

page 8
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appendix b

Instructions: Issue Release/Receipt Document DD Form 1348

page 1

DD FORM 134814
ISSUE RELEASE/RECEIPT DOCUMENT FORMAT INSTRUCTIONS

FIELD RECORD

LEGEND POSITION(s) ENTRY AND INSTRUCTIONS

Document Ideniifier 1-3 Ferpetuate from requisition of
source document umless otherwise
indicated.

Routing |dentifier (From ) 4-6 Enter the Rl code of the shipping
activity.

Media and Status T Enter the M&S code assigned to the
requIsiion of source document.

Stock or Part Number §-22 Indicate the NSN or part number
heing released. See Block 25.

Unit of lssus 23-24 Indicate the W/ of the NSM or part
number being released.

Ciuantity 25-29 Indicate the guantity being released.
See Block 26.

Document Mumber 30-43 Enter the document number or
requisition. See Block 24.

Suffix Code 44 Leave blank if the document
represents releass of the fotal
quantity requisiioned._ Indicate the
appropriate suffix code assigned o
indicate a partial quantity release.
See Block 24.

Supplementary Address 45-50 Perpetuate from the original
requisition or source document. See
Block 26.

Signal 51 Perpetuate from the original
requisiiion or source document.

Fund 52-53 Ferpetuate from the ariginal
requisition or source document.

Distribution A4-56 Ferpetuate from the original
requisition or source document.

Froject Ai-a4 Ferpetuata trom me onginal
requisition or source document.

Pricrity 60-61 Perpetuate from the original
requisition or source document.

Required 62-64 Ferpeiuate from the original
requisition or source documsni.

Advice 65-66 Ferpetuata from the original
requisition or source document.

Routing |dentifier 67-69 Merpetuate from the original
requisition or source document.

Management T0-73 Perpetuate from the original
requisition or source document.

Unit Price T4-80 Indicate the unit price of item
heing released See Blinck 76

129

Enclosure (1)



appendix b

Instructions: Issue Release/Receipt Document DD Form 1348

page 2

BLOCK(S)
1

2

10
"
12
13
14

15

16
1w

18
19

20

ENTRIES
Total price.

DODAAC of shipping activityDRMO. If reduced print in
used, in-the-clear address may be entered in addition to
the DODAAC.

DODAAC of the activity to receive the shipment, if
applicable. If reduced print IS used, In-the-clear address
may e entered in addition to the DODAAC.

DODAAC of the MARK FOR recipient, if applicable. If
reduced print is used, in the-clear address may be entered
in addition to the DODAAC.

Document preparation date (enter numerical day of year).
Mational Motor Freight Classification Commuodity Mumber.
Freight rate for the shipment.

Type of cargo code {see DoD MILSTAMP, DoD 4500.32-
R. Vol 1).

Enter applicable controlled inventory item code which
describes the secunty/piferage classification of the
shipment from DoD 4100 38-M (FLIS Procedures Manual),
volurme 10, chapter 4. (Mandatory Entry)

Actual quantity received.

Linit pack of item shipped.

Unit weight of item shipped.

Unit cube of item shipped.

Uniform Freight Classification (LIFC) Commaodity Number.

Shelf life of item shipped. (Mandatory Eniry)

Freight classification nomenclature.
ltem nomenclature.

Type of container used for the shipment

MNumber of container that make up the shipment.

Total weight of all containers that make up the shipment.
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appendix b

Instructions: Issue Release/Receipt Document DD Form 1348

page 3
21 Total cube of all contginers that make up the shipment.
22 Received by, signature of receiver, or call sign/code if

individual authorized access to the automated file.

23 Date received, date shipment was received.
24 Diocument Number -The document number assigned to the
requisition. !

Sufiix Code - Blank if the document represents release of
the total quantity requisitioned. If partial shipment, the
appropriate suffix code assignad to indicate parial quantity
released.

25 Mational Stock Number - Enter the stock or part number
being released.

Add - For subsistence items, enter the type of pack code in
position 21.2

FOR OTHER THAN FMS SHIPMENTS
26 Routing Identifier - The RI codz of the shipping activity.

Lnit of Issue - The unit of issue of the stock or part number
being released.

Quantity - The guantity heing released.
1Cata will e prepared in two configurations; (1) three-of-nine bar cods
znd (2) in the-clear. \When prepared manually, bar code will not be
included.
2%z Footnote 1, above.

Condition Code - The supply condition code of materiel
being released.

Distribution - Perpetuate from record positions 55 and 56.
Unit Mrice - The unit price for the NSHN/part number being
released. 3

26 Unit of lesues - two positions - the unit of issus of the stock
or part number being released.

Quantity - five positions - the quantity heing released.

Condition - one position - the supply condition code of
matarial being releasad.
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appendix b

Instructions: Issue Release/Receipt Document DD Form 1348

page 4

Linit Price - seven positions - the unit price for the NSNS
part numiber being released.

Supplementary Address - the first posiion and last three
positions of the supplementary address.

27 This block may contain additional data including bar coding
for internal use. Data enterad in this block is as required by
shipping activity by commodity. When data is entered in
thiz klock, it will be clearly identified.
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Instructions: Requisition and Invoice/Shipping Document DD Form 1149

page 1
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appendix b

Instructions: Requisition and Invoice/Shipping Document DD Form 1149

page 2
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appendix b

Instructions: Requisition and Invoice/Shipping Document DD Form 1149

page 3
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appendix b

Instructions: Requisition and Invoice/Shipping Document DD Form 1149

page 4
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appendix b

Instructions: DOD Property in the Custody of Contractors DD Form 1662
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appendix b

Instructions: Consolidated Memorandum of Receipt (CMR)

page 1
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Instructions: Consolidated Memorandum of Receipt (CMR)

(m) ALW. Allowance quantity by NSN for this
specific CMR account.

(n) UNIT PRICE. Provides the unit price for the
item listed.

(o) SAC. Stores Account Code.
(py CIC. Controlled Ttem Code (if applicable).

(g) Serial Number({s) Found. Number of serial
numbers and the actual serial numkber(s) for that item.

(ry TAM TOTAL. Relists the applicable TAMCN.

(s) OH TOT. Total gquantity on-hand for that
particular TAMCN.

(t) ALW TOT. Total allowance quantity for that
particular TAMCN.

2. RESPONSIBLE OFFICER (RO) .

a. The CO will appoint in writing an RGC to assume
regpongibility for assets within each SU/RU. The RO should be
an individual having administrative command and/or control over
all personnel who will use the assigned equipment. ROs will not
be assigned egquipment or supplies used outside their span of
control. If an RO 1s to be separated from the assets for 60
days or more, another RO must be appointed in writing for that
account.

b. Responsibilities. ROs are custody holders of
accountable assets. They are formally charged with the duty to
care for and control all assets within their custody. ROs will
ensure the following supply management principles are applied:

(1) Receipt for all on hand equipment.

(2) Maintain assigned equipment in a ready-for-use and
serviceable condition.

(3) Account for equipment issued or sub-custodial and
maintain a record of custody for such eguipment.
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appendix b

Instructions: Consolidated Memorandum of Receipt (CMR)

page 3
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appendix b

Instructions: Consolidated Memorandum of Receipt (CMR)

page 4
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appendix b

Instructions: Consolidated Memorandum of Receipt (CMR)

page 5
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appendix b

Instructions: Consolidated Memorandum of Receipt (CMR)

page 6
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appendix b

Instructions: Consolidated Memorandum of Receipt (CMR)

page 7
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appendix b

Instructions: Consolidated Memorandum of Receipt (CMR)

page 8
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appendix b

Instructions: DD Form 577 Appointment/Termination Record-Authorized Signature
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appendix c

Appendix C - Tier 2 KSDs

The following are examples of alternative supporting documentation that may fulfill financial
statement assertions:

» Contract modifications, or change orders

* Approved work order

* Approved last invoice

+ Signed lease for leased property

» Transfer letter and documents for transferred assets

* DoD Property in the Custody of Contractors (DD Form 1662)

» Selected Acquisition Report (SAR)

* Valuation Data Report with Program Listing

* Budget Item Justification Sheet (Exhibit P-40, DD Form 2454, Exhibit R-2)
*  Production Schedule (Exhibit P-21, DD Form 2445)

* Cost Analysis Worksheet (P-5)

* Budget Procurement History and Planning (Exhibit P-5a, DD Form 2446)
*  Procurement Program (Exhibit P-1)

* Appropriation Bill Report

* Extracts from Accounting Systems Supporting Data

Tier 2 KSDs are expected to be maintained just as Tier 1 KSDs to support a Financial statement audit.
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