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F401

STUDENT OUTLI NE

SUPPLY PROCEDURES

LEARNI NG OBJECTI VES

1. Termnal Learning Cbjective: Gven the billet of

mai nt enance nmanagenent chief, Daily Process Report (DPR), Daily
Transaction Listing (DTL), Additional Denmands List (ADL), and
the references, identify the procedures for validation and
reconciliation of Marine Corps |ntegrated M ntenance Managenent
System (M MV5) requirenents, to ensure mai ntenance actions are
properly recorded and repair parts/secondary reparables are
received within the established tinme franme per the references.

2. Enabling Learning Objective: Gven the billet of

mai nt enance managenent chief, supply output reports, and the
references, identify selected information from supply out put
reports, per the references.

QUTLI NE

1. ORGANI ZATI ON ELEMENT. The Marine Corps Supply System
consists of three essential elenents: HOMC, In Store El enent,
and Qut of Store Element. The Marine Corps Supply System

ext ends from HQMC down to the user.

a. HOMC. Commandant is directly responsible for the total
performance of the Marine Corps and as such the Commandant
enconpasses planning and determ ning the support needs of the
Mari ne Cor ps.

b. In Store Elenent. The In Store elenent is nanaged under
the MCUMWNS. The In Store elenent consists of the follow ng
or gani zati onal conponents: Inventory Control Point (1CP), MCLB,

Al bany, Renpte Storage Activities (RSA's) and Direct Support
St ock Control (DSSC)
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c. Qut of Store Elenent. Qut of Store el enent consists of
assets held by units in the FMF, post, stations, and Marine
Corps Recruiting/ Reserve Districts.

2. REQUI SI TI ONS

a. Ceneral. Requisitions are the supply lifeline for al
Marine Corps units. Requisitions nmust be prepared, subnitted,
and mai ntai ned pronptly and accurately for continuous supply
support of unit operations.

b. Additional Demand. An additional demand is a
requi rement for parts and equi pment that an organi zati on needs
in order to performits mssion. An additional demand that
cannot be filled within the organization will be forwarded to
t he next higher support elenent (e.g., |SSA/SMJ, DLA, or GSA).

c. Types of Additional Denand. Their are various types of
addi ti onal demands, and way to subnit them but we will touch on
three types:

(1) Non-Systemltens. Are itens that do not have an
established NSN in the supply system

(2) Not M ssion Capable Supply (NMCS). Wen the
equi pnent or systemis not capable of performng its assigned
m ssi on because of work stoppage or supply shortages.

(3) High Priority Denands. Are assigned by the units
Commandi ng OFficer, He is responsible for the accurate
assi gnnment of priority designators consistent with
Force/ Activity Designators.

3. REQUESTS FOR MATERI AL FROM RESPONSI BLE UNI T ( RU)

a. GCeneral. Wen the RUis requesting material they are
responsible to provide certain information to expedite the
request. RU nust al so use the proper fornms in their subm ssion
of request. At a mnimumthe RUw Il provide the follow ng
i nformation:

b. Form Types

(1) NAVMC 10694: Used when requesting non-nmai ntenance
type itens that are on the ROs, CVR and avail able for issue via
SMJ, SCS.
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(2) NAVMC 10925: Used for requests of parts or
materials required for the performance of equi pnent maintenance.

c. Submission: At a mninumthe RUw II provide the
foll owi ng information:

(1) NSN

(2) ERO Number

(3) Demand Code

(4) Source of Supply
(5) Priority

4. DUE AND STATUS FILE (DASF). The purpose of the Due and
Status File (DASF) is to provide the using unit with |ists that
di spl ay:

a. Current status of all outstandi ng denmands.

b. On hand substitute assets when avail abl e, which could be
i ssued to satisfy a denand.

IACTIVITY  MXXXXX TOTAL GENERAL ACCOUNT DASF LIST - BY DOC PAGE 1 10/17/01 0276
ODOCUMENT  NO. PFSN RU ERO PC U BOQTY DUEIN REC-D PRI u P SAC PRQJ CODE SIGNAL ADV  RFSN
DIC RIC SUF QTY U STAT DTSTAT DTSH P DOC/ TCN FSN M DATE DIC RIC SUF QTY U STAT DTSTAT DTSH P DOC/ TCN FSN M DATE
MXXXXX0207G003 5830010304220  A1305 C EA 00000 00001 00000 05 0001303.00 3 w 4B 5830010304220
Z01 00001 EA 0207 0000 5830010304220 AE1 MRL 00001 EA BMWPB 0207 0207 5830010304220
AE1 MPB 00001 EA BD 0213 0209 5830010304220 AE1 MPB 00001 EA BB 0221 1211 5830010304220
AN1 MPB 00001 EA BB 0297 0000 5830010304220 AP1 00001 EA 0297 0000 5830010304220
AE1 MPB 00001 EA BB 1011 1365 5830010304220 AN1 MPB 00001 EA BB 1022 0000 5830010304220
AP1 00001 EA 1022 0000 5830010304220 AN1 MPB 00001 EA BB 1113 0000 5830010304220
APL 00001 EA 1113 0000 5830010304220 AN1 MPB 00001 EA BB 1204 0000 5830010304220
AP1 00001 EA 1204 0000 5830010304220 ZCl 00001 EA 1232 0000 5830010304220
ZC1 00001 EA 1250 0000 5830010304220
MXXXXX0207@017 4110011079078 B1710 C EA 00001 00001 00000 05 0006387.00 3 w 4A 4110011079078
Z01 00001 EA 0208 0000 4110011079078 AE1 MRL 00001 EA BMWPB 0208 0208 4110011079078
AE1 MPB 00001 EA BD 0213 0209 4110011079078 AE1 MPB 00001 EA BB 0228 1218 4110011079078
AN1 MPB 00001 EA BB 0297 0000 4110011079078 AP1 00001 EA 0297 0000 4110011079078
AN1 MPB 00001 EA BB 1022 0000 4110011079078 APL 00001 EA 1022 0000 4110011079078
AN1 MPB 00001 EA BB 1113 0000 4110011079078 AP1 00001 EA 1113 0000 4110011079078
ANL MPB 00001 EA BB 1204 0000 4110011079078 AP1 00001 EA 1204 0000 4110011079078
AE1 MPB 00001 EA BB 1232 2223 4110011079078
MXXXXX0207G022 5855012449784 E1947 C SE 00001 00001 00000 05 0028000.00 3 w 4A 5855012449784
701 00001 SE 0208 0000 5855012449784 AE1 MR1 00001 SE BMWPB 0208 0208 5855012449784
AE1 MPB 00001 SE BB 0213 1204 5855012449784 AN1 MPB 00001 SE BB 0297 0000 5855012449784
AP1 00001 SE 0297 0000 5855012449784 AE1 MPB 00001 SE BB 0322 0366 5855012449784
AE1 MPB 00001 SE BB 1004 1362 5855012449784 AN1 MPB 00001 SE BB 1022 0000 5855012449784
AP1 00001 SE 1022 0000 5855012449784 AN1 MPB 00001 SE BB 1113 0000 5855012449784
AP1 00001 SE 1113 0000 5855012449784 AN1 MPB 00001 SE BB 1204 0000 5855012449784
AP1 00001 SE 1204 0000 5855012449784
MXXXXX02140400 6545010948412 C3150 C EA 00000 00039 00000 02 0000407.93 1 A 2L 6545010948412
Z01 00039 EA 0216 0000 6545010948412 AE1 MRL 00039 EA BMSOM 0216 0216 6545010948412
AE1 S9M 00039 EA BD 0220 0226 6545010948412 AE1 S9M 00039 EA BB 0221 0246 6545010948412
AE1 S9M 00039 EA BB 0251 0278 6545010948412 AE1 SOM 00039 EA BB 0283 0308 6545010948412
AE1 S9M 00039 EA BB 0312 0339 6545010948412 M 00000 0326 0000 6545010948412
AE1 SOM 00039 EA BB 0342 1003 6545010948412 AE1 S9M 00039 EA BB 0353 1012 6545010948412
AE1 S9M 00039 EA BB 1017 1043 6545010948412 AE1 S9M 00039 EA BB 1039 1066 6545010948412

5. DEMAND LI ST. Wrking the demand list is an essenti al
function in the operation of the supply account. Cogni zant
personnel nust ensure that the demand list is used for the
pur pose for which it was designed. The demand |ist can be
printed in four different sequences.
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a. NSN This list displays the demand that the unit has on

backorder resident on the DASF.

b. ERO Nunber: This is a list, which displays the denmands
on the DASF that contains ERO nunbers.

c. RU  This list displays to the custoner all the denmands
that are on backorder on the DASF, which contains ERO nunbers.
The RU demand list is provided to reconcile all outstanding
demands. By reconciling the RU demand list with the nmai ntenance
shop, a continuous backorder validation is in process.

d. Docunent Nunber: This |list displays the demands that
the unit has on backorder which are resident on the DASF.

6. DEMAND LI ST RECONCI LI ATION. The DASF will be reconciled
with the RU s and mai ntenance shop every two weeks. The ERO
demand list will be used during the reconciliation.

a. Upon conpletion of the validation, a copy of the demand
l[ist, with the require action noted and signature of the

personnel performng the validation will certify the
reconciliation was acconplished. This will be filed in supply
for 30 days.

b. Following the reconciliation all transactions will be

processed into the next update.

c. The following records are required to be on hand and
revi ewed during a reconciliation:

(1) RU SHOP/ COMMODI TY MANAGER

(a) Open ERO

(b) ERO Shoppi ng List (NAVMC 10925)
(c) MMV Daily Process Report (DPR)
(d) Demand List (ERQ RU)

(2) SUPPLY OFFI CER

(a) ERO Shoppi ng List (NAVMC 10925)
(b) Demand List (DASF)
(c) Pending demand file

7. EDI T ERRORS
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a. Ceneral. Wen SASSY transactions are processed they
must pass through a nmaster edit validation. Each error is
assigned a one-digit code. The code may either contain an
al pha, nuneric, or a special indicator. An error is produced
when there is a discrepancy with input data of a transaction.
These errors are identified either as edit errors or unmatched
NSNs.

(1) Edit Error Listings. This lists all edit errors
with the exception of edit error code “A".

ACTIVITY MXXXXX EDI T ERRORS DATE 02/ 25/ 9*
RFSN RUI' EDIT ERROR SUSPENSE NUM
ZQIML1 M21810MML 90032275959DS1 RETURN TO FISCAL H 8421500010500
DICCOUNT 1
4720002032668 D6TSIC 4720002032668 FT00025M21810%167089 A421 421 NONTRACER H 8421500020500
DICCOUNT 1
4710002370624 DOLML1 4710002370624 FT 05M21810*091547 LOST SHIP  AA FT c 8421500120500

(2) Unmatched NSN. This lists all edit error code “A’
transacti ons. These transactions fail ed because the NSN used
was not resident on the MH F.

ACTIVITY M21810 UNMATCHED NSN DATE 02/25/¢
RNSN RUI EDIT ERROR SUSPENSENUM
5820008681979 YMF 5820008681979 U MMFAM6 030000001  PAFRHH00000000 A
5820000834103 YMF 5820009834103 UA MMFAMG6 (030000001  PAFRZ000000000 A
5840009509353 AS1FFZS5840009509353 EAO0001MMFAM 641570019 CC 706MFAM641570019XXG A

b. Action. Required action to correct a particular edit
error will depend on the reason for the edit. This is done by
exam ning the edit error code assigned and follow ng the
corrective action.

8. DASE EXCEPTI ONS

a. General. An exception and the associ ated code
identifies that an exceptional condition existed at the tine the
transaction was processed. Exceptions may require that
managenent and corrective action be taken. The following is
exception identifications:

(1) Codes. Exception Codes contain three characters,
al pha and nuneric. The first character (alpha) identifies the
file the exception pertains to. “B” is for the Retail Afile
and “D’ is for the Docunent Control Report. The renmining
characters (nuneric) identify the specific type of exception.
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(2) In-the-Clear. This type of exception is printed as
a narrative and no codes are used.

b. Docunent Control Report Exceptions

9. CONSOLI DATI ON MEMORANDUM RECEI PT ( CVR)

a. Purpose. The CMRis a listing of authorized all owance
items in the hands of responsible units (mintenance shop, truck
pl at oon, conmuni cati ons section).

(1) The CVMR is provided in Activity Address/ Responsi bl e
Unit Code/ TAM Control Nunber (AAC/ RU TAMCN) sequence.

(2) The CVR is generated fromthe Reporting Unit

Al l owance File (RUAF) and will resenble the Mechani zed Al | owance
List (MAL) printout, except that it will be in RU sequence and
have the USMCZ serial nunber of all on-hand all owance-type itens.
The CMR will contain the follow ng information:

(a) Activity Address code (AAC) of the unit

(b) CMR date

(c) Type Property Code:

1. Code III," Type I item
2. Code 112,” Type 2 item

(d) Report nunber

(e) Table of Authorized Material (TAMCN)
(f) Stock number (NSN) of the item

(g) Itemdescription (Nonencl ature)

(h) Unit of issue (UI)

(i) On-hand quantity (OH QrY)

(j) Authorized (AUTH) all owance qty rated by the
unit.

(k) Stores Account Code (SAC). The SACis used to
differentiate between itens (secondary and principal) in the
stock fund and the appropriation stores accounts.
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(1) Controlled Itens Code (CIC). The CICis used to
identify itenms that require specific reporting and requirenents
control per UM 4400-124.

(m Serial nunbers (SER #) of the on-hand qty.

b. The CVMR will |ist both expendabl e and nonexpendabl e
al | owance itemns.

(1) Nonexpendable itens: Are all serialized ordnance
items, office machines, and devices with a unit value of over
one- hundred dollars; itemof a highly negotiable nature;
controlled itens; itemdesignated in witing (listing) by the
| ocal commander as requiring special control; and all other
itens having a unit value of over eight-hundred dollars except
consunabl e and repair parts.

(2) Expendable item Are consuned in use, such as
anmuni tion or fuel, or which lose their identity, such as repair
parts, or which are of lowintrinsic value, unworthy of ful
accounting procedures. Wen issued to end user, expendable
supplies are dropped fromthe accounting records.

(3) Consunable supplies: Are articles in which, after
issue, are chemcally or physically altered to the extent they
cannot be economically reused for their original purpose.
Consumabl e itens are either consunmed in use or lose their
identity in the process of work or performance of service. They
i ncl ude such itens as office supplies, petroleum oil, [ubricant
products, lunber, et cetera. Consumable are normally expended
upon i ssue.

(4) Regulated/Controlled: Itemare those principal end
itens and secondary item (reparable) which are reportable and
requi re Marine Corps-wi de i n-use asset know edge for requirenent
conput ations, control of issues, and determ nation of
di sposition.

(5) Allowance: Are the itens in the hands of the
Subordi nate Unit.

10. ACTI ON OF USI NG UNI T

a. The unit Supply Oficer will maintain the signed copy of
the CMR for each responsible unit (RU together with all pending
adj ust nment transactions (receipts, issues, and inventory
adj ustnents) in TAM sequence.
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b. Quarterly, or upon change of COVWANDI NG OFFI CER, or
Responsible O ficer (RO, supply office will prepare a cover
| etter and encl ose two copies of the CMR to be forwarded to the
RU.

c. Upon receipt of the signed copy of CVMR from supply the
RO, nmust verify the old CVR, with the new, and reconcile any
difference that nay exist. Once the new CVR has been
reconcil ed, ensure any and all adjustnents are noted for
reconciliation with Supply O ficer. The old copy with
adj ust rent transacti on docunents nust be retained for (1) year.

d. The USMZ serial nunbers, for which the ROis
responsi ble, will be recorded on all copies of the CVR S.

11. ACTI ON OF RESPONSI BLE CFFI CER ( RO

a. Quarterly, and/or with change of responsible officer,
the ROwW Il receive two copies of the CVR fromthe supply
officer. If the CMR inventory is being perforned because of
change in RO if circunstances permt, the old and new RO shoul d
conduct a joint inventory.

b. Wen the RO receives a new CMR, the On-hand bal ance and
USMC/ serial nunbers will be verified and a signed copy returned
to the supply officer with the bottom of each page initialed by
the RO. |If discrepancies are noted by the RO, they nust
reconcile with the SupO any differences which nmay exist by
provi di ng supporting source docunents. This action will be
conpleted within fifteen days fromthe day of receipt of the
CVR.

(1) If the SupO and the RO, agree that the CMR is in
error, the SupO wll pen change the erroneous quantities, and
both SupO and the ROw Il initial the changes.

(2) If the SupO does not agree with the RO where CMVR
gquantities are disputed, the ROw Il report the discrepancies in
accordance with | ocal procedures, and report the m ssing or
damaged property by letter to the Conmanding Oficer via the
SupO. The letter, Request for Investigation, submtted by the RO
shoul d contain the |listed essential features:

(a) The property item zed and its condition
descri bed (m ssing or damaged).

(b) A statenent of whether or not you (RO accept
the responsibility for the condition of the property.
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(c) A statenent of whether or not you (RO want to
voluntarily reinburse the governnent.

(d) A statenent briefly describing the circunstances
surroundi ng the | oss or danage of the property if the ROis
aware of them

(3) Even though the RO disputes the quantities on the
CVR, the RO MUST STILL SIGN the endorsenent of the CVR update
letter certifying the CVMR to be correct. However, since the RO
will be simultaneously submtting a letter to the SupQ, pointing
out the discrepancies in the account, it will be this letter
that will docunment the RO s position an disputed quantities.

c. RO s nmust nmake sure that their records are maintained
currently on a daily basis. Only when these records are current
can the RO assist the Conmanding O ficer, in conbat-readi ness
and guard agai nst shortage.

12. MECHANI ZED ALLOMNCE LI ST (MVAL) OVER/ SHORT REPORT

a. Purpose. The information contained in the MAL is used
to control Table of Equiprment (T/E), and command adj ustnents
within the command. It also provides the commander with a tool
t o manage excesses and defici encies through the MAL Over/ Short
Report.

b. Information. The MAL contains information that you
shoul d already be famliar with, but for managenent purposes we
will look at the Iast colum, which is the over/short col um.

Thi s colum displays the TAMCNs excess/deficiency posture.

1 ACTIVITY MXXXXX MECHANI ZED ALLOMANCE LI ST AND OVER/ SHORT REPORT  PART 1 DATE 17/10/ 1 PAGE 1 0160
HQVC VD TOTAL s T C
AUTH ADJUST  AUTH UNT A P | + OVER
TAM FSN | TEM NAME U ON HAND qQqry qQry qQry PRRCE C C C DUE-IN - SHORT
A00047 5999010321692 PARTS KI T, ELECTRONI EA 2 1 3900.00 3 1 A
TOTAL FOR TAM A00047 2 1 0 1 1
A00147 5895011471727 CONVERTER, AC POVER EA 1 1 4800.00 3 1 A
TOTAL FOR TAM A00147 1 1 0 1
A00177 5895011466739  CONVERTER, DC POAER EA 1 1 3241.00 3 1 A
TOTAL FOR TAM A00177 1 1 0 1
A00597 5985010631574  ANTENNA ELEVATOR GR EA 13 11 405.00 3 1 A
TOTAL FOR TAM A00597 13 11 0 11 2
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A02997 7490014759671 PRI NTI NG MACHI NE, LA EA 1 2 660.00 3 1

TOTAL FOR TAM A02997 1 2 0 2 1-

A03007 7490014759554 PRI NTI NG MACHI NE, LA EA 1 2 1249.00 3 1
TOTAL FOR TAM A03007 _1 _2 ""0 2 1-
A04987 5895013398341 EM DI G TAL MESSAGE EA 6 12 22100.00 3 1 A
5895012580466 DI G TAL COMMUNI CATI EA 6 44009.00 2 1 A
TOTAL FOR TAM A04987 _12 N 1—2 ""0 N 12
c. Excesses. If an overage is reflected for an all owance
itemwith a Controlled Item Code (CIC) of A through I, the unit
wi |l request disposition instructions per |ocal conmand Standing
Operating Procedures (SOP). |If the excess is for a consumabl e

item a purpose code transfer will be inducted to transfer the
itemto Purpose Code A so the itens can be rolled back to the
supporting CGeneral Account. Wen disposition instructions are
received to distribute assets to or wwthin the maj or conmand,
action wll be taken as directed. |If the excess assets cannot
be redistributed within the major command, the using unit wll
submt a Recoverable Item Report to MCLB, Al bany.

d. Excess Dues. In a case where the MAL Over/ Short Report
reflects an Excess Quantity Due, the unit will request
instructions in accordance with I ocal SOP. The |ocal SOP should
take into consideration supply or shipping status, |ast status
recei ved and command requirenents. |If the requisition has
status indicating that the item has been rel eased for shipnent
or is already in the shipping cycle, the |ocal conmand w ||
determne if shortages exist wwthin the major command. |If the
| ast status received indicates that the item has not been
rel eased for shipnment the unit should submt a request for
cancel lation of the requirenent to the source of supply.

e. Deficiencies. The allowance quantities listed on Part 1
of the MAL are mandatory. The on hand and due-in nust equal the

al l owance. |If a deficiency occurs, the unit should prepare the
appropriate requisition for the deficient quantity. For SAC 1
itenms this will depend on the availability of funds and pendi ng

redi stribution's from another organi zation.

f. SASSY MAL Over/Short Summary. This summary is listed at
the end of each part of the MAL. It breaks down all overages
and shortages by the three different SACs. SAC 2 and 3 over and
short fields are key areas of managenent concern.

13. EXCESS MATERI AL
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a. Ceneral. Wen excesses are determ ned after conparison
of the EAF and MAL they nust be dealt with immedi ately. Loca
SOP will dictate how reporting excesses will be acconplished,
but this should be broken down into two categories; controlled
itenms and non-controlled itens.

b. Reporting. Al excesses will be reported to the MSC and
di sposition will be determ ned at that level. The MSCis
responsible for determning if the excesses can be redistributed
wWithin the command or if it is necessary to go outside the
command.

c. Redistributing Excess Al owance ltens. The MSC w ||
notify both the organi zation in possession of the excess and the
organi zation that will be receiving that excess itemthat
redi stribution has been directed. Appropriate action will be
taken per the redistribution instructions fromthe MSC.

d. No Redistribution Directed. If the MSC cannot identify
any ot her subordinate units within the command who have a need
for the excess item the action required will now depend upon
whet her the itemis controlled or non-controll ed.

e. Controlled Item Excesses. Controlled item excesses are
handl ed t hrough the Recoverable Itens Program This programis
outlined in the current edition of MCO P4400.82_ Chapter 5.
This program was established to provide policy, procedures, and
gui dance concerning the reporting of recoverable itens.

(1) Recoverable itemreports will be submtted on al
excesses at the command designator |evel. Reports wll not be
submtted until efforts to effect needed redistributions within
the maj or command are exhausted. Controlled item excesses are
reported via the subm ssion of a Recoverable Itens Report (DIC
WR).

14. ALLOWANCE DEFI Cl ENCI ES

a. General. The commander will have on hand or on order
(or identified as an unfunded deficiency) all quantities of
aut hori zed al l owance itens unless specifically directed by
hi gher authority. Just |like excesses it is inportant to
determine if the itemis controlled or non-controll ed.
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1 ACTIVITY  MXXXXX MECHANI ZED ALLOMNCE LI ST AND OVER/ SHORT REPORT  PART 1 DATE 17/10/ 1  PAGE 1 0160

0 HQVC CVD TOTAL s T C
AUTH ADJUST  AUTH UNT A P | + OVER
TAM FSN | TEM NAVE U ON HAND qQry qQry qQry PRRCE C C C DUE-IN - SHORT
A00047 5999010321692 PARTS KI T, ELECTRONI EA 2 1 3900.00 3 1 A
TOTAL FOR TAM A00047 2 1 0 1 1
A00147 5895011471727 CONVERTER, AC PONER EA 1 1 4800.00 3 1 A
TOTAL FOR TAM A00147 1 1 0 1
A00177 5895011466739 CONVERTER, DC PONER EA 1 1 3241.00 3 1 A
TOTAL FOR TAM A00177 1 1 0 1
A00597 5985010631574  ANTENNA ELEVATOR GR EA 13 11 405.00 3 1 A
TOTAL FOR TAM A00597 13 11 0 11 2
A02997 7490014759671 PRI NTI NG MACHI NE, LA EA 1 2 660.00 3 1
TOTAL FOR TAM A02997 1 2 0 2 1-
A03007 7490014759554 PRI NTI NG MACHI NE, LA EA 1 2 1249.00 3 1
TOTAL FOR TAM A03007 1 2 0 2 1-
A04987 5895013398341 EM DI G TAL MESSAGE EA 6 12 22100.00 3 1 A
5895012580466 DI G TAL COMMUNI CATI EA 6 44009.00 2 1 A
TOTAL FOR TAM A04987 12 12 0 12

1. UM 4400-124
2. MCO P4400. 150E
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