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STUDENT OUTLI NE

LOG STI CS REPORTS AND FORMS

LEARNI NG OBJECTI VES

a. Termnal Learning Objective: G ven the operations
order or local SOP ensure logistics related reports and
forms are accurately prepared and mai ntai ned per MCWP 4-1,
FMFM 3-1, MCO 5102.1, MCO 8000.1C. (0431.01.13)

b. Enabling Learning Objectives: Gven the operations
order or local SOP ensure logistics related reports and
forms are accurately prepared and nai ntai ned per MCWP 4-1 ,
FMFM 3-1, MCO 5102.1, MCO 8000.1C by identifying
(0431.01. 13)

1. The definition of Recurring Reports.

2. The definition of As required Reports.

3. The definition of As of Tine.

4. The definition of Tinme Due.
5. The Characteristic of the foll owi ng Reports and Forns.
a. Situation Report
b. Logistics Summery Report
c. Dunp Status Report
d. Equi pment Status Report
e. Supplies Landi ng Report

f. Occupancy Report



g. M shap Report
h. Rapid Request Form

i. Work Request Form

OUTLI NE

1. Definitions:

a. Recurring Reports. Reports covering a specific
period, with a set reporting tinme, and conveying historical
i nformation.

b. As Required Reports. Reports nade immedi ately
after the reportable event.

c. As O, Tine. Atinme used to indicate the currency
of the information contained in a report. Unless specified
ot herwise, the As Of, tine of recurring reports is
considered to be the end tinme of the reporting period. The
As O, tinme of as required reports is considered to be the
date-tinme group the report was signed or rel eased.

d. Time due. The tinme the report nust arrive at the
echelon requiring the report.

e. United States Message Text Format (USMIF). A
st andardi zed system of formats for selected nessages used
in joint operational environment.

2. Reporting

a. Tinmeliness and Clarity are nore inportant than
format.
I n accordance with |local SOP nobst reports can be submtted
by courier or electronic nedium

3. Situation Report

a. The SITREP is a classified report which reflect all
aspects of the situation affecting the unit are terned
situation reports and are conpiled under the direction of
the chief of staff or executive officer from data obtained
fromthe staff sections. The SITREP lists in sunmari zed



formthose itens which are of special interest to higher
authority. Specifically, they indicate the changes
occurring during the period and the conditions, real or
antici pated, which affect the operations of the unit
submtting the reports.

(1) Logistics Sunmmary: Ceneral statenment of
| ogistics activity during the reporting period.

(2) Equi pnent Readi ness: The overall conmand
r eadi ness
fromthe LM report.

(3) Ground Equi pnent Readi ness: The overal
ground equi pnment Aut hori zed/ Possessi on, Deadline and
percent age of readiness from LM report

(4) Mares or Pacing Itens: M ssion essenti al
items readi ness

(5) 2d Echel on Deadline Equipnment: Itenms listed
by TAMCN from LM2 report.

(6) 3d Echelon Deadlining Parts on order: Status
fromthe DPR/LM2 report.

(7) Supply Bl ock Support Report Quantities in DOS
recei ved, issued and on hand for all classes of supply.

(8) Future Events: Upcom ng |ogistical
requi renment projected during the upcom ng reporting
peri ods.

(9) Commanders Comments: Any statenent the
Commandi ng Officer wants to add to the report.

4. Logistics Summary Report

a. The first paragraph of the |logistics sunmary report
provi des a periodic update of quantities of supply
(DOs/ DOA) on hand by class of supply. The second paragraph
will reflect equipnent densities (major end itens),
Si gni ficant equi pment shortages, and any mai ntenance
deficiencies that can not be resolved with the unit’s
avail abl e resources. The final paragraph is a statenment
deficiencies which could effect the unit’s acconplishnment



to the mssion. The logistics summary report is nornmally
prepared and submtted by S-4/ G 4 every 24 hours.

5. Supplies Landi ng Report

a. Reflects the quantity and serial nunber of the
equi pnment
that | anded on a nunbered beach. It also identifies the
craft that brought it shore, and the tine it |anded. The
supplies landing report is maintained on a continuous basis
by shore party personnel, and is forwarded to the TACLOG

6. Dunmp Status Report

a. Reflects the quantity of supplies received, issued,
and on hand as of a specified tine. The dunp status report
is maintained on a continuous basis by shore party
personnel, and is forwarded to the TACLOG.

7. OCCUPANCY REPORT

a. A requirenent exists for to nonitor the billeting
status in order to coordinate normal billeting
requi renments and for the billeting of visiting units on a
tenporary basis. This requirenment necessitates the
conpilation of current information on existing and
projected billeting loads in all Bachelor Enlisted Quarters

( BEQ) .

b. Instructions for conpl etion

(1) Colums 1-5 wll contain data on all
bui I dings currently assigned. Figures entered under col umm
5 will represent the maxi mum | oad capacity for short-term
crowdi ng requirenents, and once established will not be
exceeded wi thout prior authorization.

(2) Colum 6 will reflect the actual occupancy by
grade as of the reporting date.

(3) Colum 7 will list the unit that occupies or
has possession of the building.

(4) Colum 8 will be utilized to clarify any
i nformation contained in colums 6 and 7 including the
nunber and rank of TAD occupants in excess of 60 days.



8. Mshap Summary Report

a. Mshap Sunmaries serve two purposes: They provide
conmanders with snapshot of the command’ s m shap
experience, and they are used by the CMC to coll ect
statistical information about recordable m shaps. The
exposure data is used to prepare feedback reports
contai ning m shap rates.

9. Rapid Request Form

a. Rapid Requests are submtted to the CSSE for
| ogi stics support or for supply classes 1-10.

10. Work Request Form

a. Witten Wrk request fornms nust be submtted for
services other than those categorized as energency/service
type work nust be submtted on a NAVFAC 9-11014/20, work
request ( Mai ntenance Managenent).

b. Witten work request w Il be submtted by the unit
G 4/ S-4 or designated mai ntenance representati ve.
Aut hori zed signature lists should be limted to S-4
personnel who are famliar with all maintenance, repair,
and new work request procedures.

c. The exanple of a conpleted work request encl osed.
In addition to the standard information described on the
form the follow ng additional notations are required:

(1) Item2. WIIl contain the unit’s requester
code

(2) Item8. Denote the building or structure
nunmber . Descri be the work to be perforned. Indicate the
specific location within the building.

(3) Item9. Custoners requesting services for
whi ch rei mbursenent is required will conplete the
information in this colum.

St udent References

1. FMFM 0-3 Doctrinal Publications Guide
2. FMFM 3-1 Command and St aff
3. FMFM 4-3 Landi ng Support Operation



4.

MCO 5102.1 M shap Reporting



