Storage and Distribution Branch

Handbook
History.  This handbook was originally established and printed on 1 January 1999. Since that time, this publication has been extensively revised therefore, changed portions have not been highlighted.

Summary. The policies and procedures in this handbook comply with those contained in references listed in appendix A. In certain procedures additional procedures have been added to allow successful accomplishment of state unique situations.   

Revisions/Suggested Improvements.  Revisions to this handbook will be published as required to comply with changes in referenced publications, and to improve customer support. Forward any recommended improvements to NMPF-LO-SDB (Attn: supervisor) for consideration.
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1-1 Purpose

This Handbook provides procedures for the Standard Army Retail Supply System, (SARSS-1) Class V Ammunition, Haz/Mat, and manual operations. To standardize normal operational policies, procedures and guidance to all personal operating (warehouse personnel) and /or submitting supply transactions (supported customers) through Storage and Distribution Branch  (SDB) systems: SARSS-1, Class V Ammunition, Hazardous Material (Haz/Mat), and manual procedures.

1-2 References

Required and related publications and prescribed and referenced forms are listed in appendix A.  

1-3 General. 

 SDB Operational Required Tasks/reports distribution and frequency are contained in Appendix (B). Icons for Basic procedural flowcharts can be viewed by clicking on that Icon. Flowcharts for hardcopy are in Appendix C. Figures are also located in Appendix C.
1-4 Safety/Fire

Safety and fire inspections are conducted periodically, annually at a minimum. Inspection results are submitted to SDB supervisor. All safety and fire issues are covered in Safety/Fire binder located in SDB supervisor’s office.

1-5 Mission

The Storage, and Distribution Branch is the first line Supply Support Activity (SSA) to all Units, and Activities in the New Mexico Army National Guard, for all Class of Supply except III, VI, and VIII.  SARSS-1 facilitates efficient supply operations, key personnel involved with SARSS-1, and employed at the SDB are assigned various responsibilities.

   a.   To properly store, secure and manage all equipment and supplies for which the USPFO is accountable.

   b.   Maintain correct accountability and location system for all items reflected on the Stock Record Account (SRA).

   c.    Provide technical/procedural assistance to supported customers in the proper storage and management of supplies and equipment.

1-6 Security

    The following Standard Operating Procedures (SOPs) are located in the Physical Security Binder (tab 2). Binder is secured in file cabinet located in pilferable caged section: Physical Security (to include annex A), Intrusion Detection System (IDS), Ammunition, and Law Enforcement Response to Intrusion Alarm. 

(General)

   Only authorized personnel have unaccompanied access to SDB warehouse, warehouse annex, and yards. Only assigned/authorized warehouse personnel, have access to bunkers, and vault.  Visitors/customers to SDB areas will be accompanied by SDB personnel at all times. Visitors/customer are required to sign the sign-in log located in the entryway of SDB main building. Privately owned vehicles (POV) are unauthorized in any of the SDB yards/annex (except commercial carriers). Visitor/customers-driving vehicle into any SDB yard is required to sign in immediately. Visitors/customers will not be left unattended at any time. No loitering will be permitted at any time within any area of SDB. Visitors/customers violating above policy are to be reported to SDB Supervisor/ Supply Management Officer immediately.

   a.   Due to Haz/Mat flammable material stored at the SDB, Designated non-smoking areas are posted and enforced (Violators are subject to a fine and/or disciplinary action).  

   b.   Physical Security Custodian/ Key Control Custodian will ensure that all keys, hasps, and locks are secured and controlled In Accordance With AR 190-11 using proper documentation.

   c.   Physical Security Custodian along with all SDB personal will ensure that all security measure requirements in AR 190-11 and AR 190-51 are enforced at all times. 

1-7 Accountability

 SARSS-1 Accountable Officer: The point of contact (POC) for problems with or changes to SARSS-1 hardware, or software, is SDB supervisor and Supply Systems Analyst.

   a.     The SDB Accountable Officer/System Administrator: SDB supervisor delegates authority and/or is responsible for the following.

   (1)    Maintains control of operations,  at SDB, and assigns tasks to all subordinates assigned to the SDB.

   (2)     Maintains control  of operating root passwords in SARSS-1. Assigns user IDs, and passwords for SARSS-1, keeping these system access codes in a secure place in sealed envelopes marked with the date issued, and the telephone number of the user.

   (3)     Acts to resolve reported operating problems, and SARSS-1 system problems in a timely manner. Reports to NGB help desk PEC, or USAISSDCL as needed.

   (4)     Ensures that data in the SARSS-1 parameter, and DODAAC files is correct.

   (5) Ensures that the SARSS-1 software is the correct version for current operations and that software change package/ interim change package (SCP/ICP), are loaded correctly.

   (6)
Ensures that all required regulations used in all SDB areas for daily operations are up to date, and on hand.

   (7)
Ensures all SSA performance standards are meet in accordance with DA Pam 710-2-2, table 1-2.

1-8 Input/Output Section

 Responsibilities for the processing of the following customer transactions, and system functions: 

   a.  SARSS-1 has the capability to track and manage customers DA Forms 1687s (notice of delegation of authority-receipt for supplies). Customers are required to submit a valid DA Form 1687 along with Commanders “Assumption of Command Letter”, I.A.W.  DA Pam 710-2-1, Para 2-32 (close emphasis should be placed on Para b (1) e, and f. Customers are required to present their Identification Card when attempting to conduct any type of supply transaction at SDB. After scanning card, the system will inform SDB representative if card is valid. Customer will not be allowed to conduct business at SDB without Customer Identification card. I/O personal will review filed customer DA Form 1687s monthly, and update SARSS-1 system as required.  

   b.  Customer Request: The SDB accepts requests for issue, modification, follow-up, and cancellation/cancellation follow-up from automated and non-automated customers. All request submitted by customers via magnetic media will be accompanied with a hard copy of contents that has the signature, and print of submitting individual for DA Form1687 verification in accordance with (I.A.W.) DA Pam 710-2-2 Chap 5.   To ensure timely receipt of requested transactions, customers should submit manual request only when unable to submit request through communication lines, and on magnetic media. 3 ½ high-density diskette, is the only floppy readable by SARSS-1 System. The DCSLOG CSSAMO, must first approve submission of manual transaction (via email or other official type message), before SDB can accept and process them. 

    (1)  Manually request are submitted I.A.W. DA Pam 710-2-1, Chap 2, on a DA Form 2765-1 (see figure 2-1 of same DA Pam). I/O personal will route edit request I.A.W DA Pam 710-2-2 Chap 5-5. Mandatory entries are: end item code (mandatory for SPBS-R), reference code, required delivery date (mandatory for NMCS/ANMCS), advise code, reparable code, and condition code required for DRMO, and post-post request).
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(Appendix C for hardcopy)

c.     Customer Receipts (D6S): Customers are required to send a hard copy of DA Form 1348 for items shipped directly to customer (regardless of automation capabilities). Due to Velocity Management requirements these receipts must be forwarded to SDB as soon as possible (do not allow DA Form 1348’s to accumulate).  I/O personnel will not use PDCD to process D6S receipt 

e.     Customer Reconciliation: Each quarter (monthly for Maintenance Activities) the I/O section provides a Customer Reconciliation Listing to each supported unit, and activity that have active due-outs in SARSS-1 activity file I.A.W. DA Pam 710-2-1 Chap 2-31, (i). Customers may receive the listing over Telecommunications, diskette, or hard copy (listing). This listing reflects the SARSS-1 Activity File record of all due-outs, and dedicated due-ins/outs for the customer. The customer compares these listings to the unit’s/activities document register, indicating discrepancies, and requesting cancellations by placing the appropriate code next to the affected document number as directed on cover letter (see Figure 4-1) sent with listing. Upon completion of this action, the customer returns the listing (by the suspense dated annotated on the cover letter) to the SDB I/O section where the data will be processed. I.A.W. DA Pam 710-2-1, Para 2-31, customers are required to work and return this listing. I/O personal will maintain a reconciliation log that list: dates list was sent, customer list was sent to, suspense date given, and date list was returned. I/O personal will provide SDB supervisor a list of customers who have not returned worked list. SDB supervisor will then direct I/O personal to take appropriate action I.A.W. DA Pam 710-2-1 Para 2-31 (L), and DA Pam 710-2, Para 3-25, Chap 6 (e) (Warning letter fig 4-2). Possible action is to freeze customer account (SARSS-1 will not process any transaction for specific DODDAC) until customer performs a satisfactory face-to-face reconciliation with SDB I/O section. Account will be frozen. It is recommended that customer request a face-to-face reconciliation with SDB I/O section, should they continue to encounter discrepancies with their records and SDB’s reconciliation. 

e.     Overdue Shipments: Customers are responsible for managing their DODAAC’s overdue (non-receipt) shipments I.A.W. AR 735-11, Chap 10, and AR 735-5, Chap 16. A SF 364 (Report of Discrepancy) should not be submitted for non-receipt of shipments that are shipped by traceable means: e.g. Government Bill of Lading (GBL), unless it is determined that the non-receipt is not due to a transportation type discrepancy. A SF 361 (Transportation Discrepancy Report) should be submitted for transportation discrepancies. Transactions on Reconciliation Listing with ship flag of  (1) should have a ROD prepared and forwarded to appropriate Source of Supply, and a copy attached to SDB’s copy of Reconciliation Listing.  Since SDB does not have an ASL, there is seldom an overdue shipment situation. SDB supervisor or assigned individual will work these overdue shipments as required.  Occasionally a Pseudo Receipt is produced through SARSS1. All Pseudo Receipts and pertaining Inventories and Inventory Adjustment Reports (IARs) will be forwarded to the SDB Supervisor.      
f.    Input/Output Internal Functions: Continuous flow of data through the SARSS system is essential to ensure efficient supply operations and support. The Input/Output operator according to established guidance will process incoming and out-going SARSS-1 transactions.

(1)     Closeouts will be run once a day to produce output for the supporting SARSS2A and all internal system requirements. This process will be started at 1530 on normal workdays, and at 1430 on the assigned I/O operators flex schedule Friday.

(2) Customer-out (SNR) will be run every Tuesday, and Thursday (additional day will be scheduled when required) to produce available output (status) for all supported customer. This process executes automatically after customers who communicate with SARSS-1 via telecommunication point-to-point (PTP), transfer their supply transaction. An Output Log will be maintained. System generated output log is authorized provided that minor additions and annotations are included to improve audit trail. 

(3)     Transaction-out will be run at a minimum twice a day before noon, and before the close-out process. This produces output for other SARSS-1s, SARSS2A, SARSS2AC/b, and other higher sources of supply.

(4)     Transactions-In will be preformed as often as needed, and before the close-out process to make use of data received from other SARSS activities, and higher sources of supply.

(5)     Customer-In will be performed when customer Transaction diskettes are received to take action on input from customers. An Input Log will be maintained. System generated output log is authorized provided that minor additions and annotations are included to improve audit trail.

(6)     Manual Customer Supply transactions will be processed as they are received from the customer, or the storage activity, and posted in input log.

g.      Diskettes/ Tapes Marking and Accountability: When output is produced on diskette or tape, each must be labeled clearly to indicate the contents and/or the intended destination. 

(1)     All diskettes and tapes entering the I/O section will be logged in. The entry in the logbook will indicate the type of media received the date/time received, and the source and destination RIC.

(2)     All diskettes, and tapes leaving the I/O section will be logged out. The entry in the Log book will indicate the type of media sent, the date and time sent, and the source, and destination RICs.

h.      All reports (automatic or requested output) frequencies, and requirements are listed in Appendix (B).

i.   All I/O process, frequencies, and step by step procedures are filed in I/O run book (located in I/O library).  Mandatory processes are annotated on yearly calendar located in I/O section.  I/O personnel are required to review this board daily, to ensure process/reports are run on their scheduled date, or preparation are made for processes or reports that are coming up.

1-9    Customer Turn-In Process : Turn-ins from customer are processed I.A.W. DA Pam 710-2-2 Chap (14).  The following Turn-in checklist contains detailed instructions and additions to requirements due to automation and other unique situations.  SDB personnel use this checklist when processing all turn-ins to ensure all requirements are checked/accomplished. Suggest unit/activities use this same checklist when preparing turn-ins for SDB (may prevent delays and rejects from SDB). Checklist will be signed and dated by both parties and filed according to instruction stated on form. Customers are advised to be present during the processing of turn-ins. SDB is not accountable for items left behind by customer for processing.  Customers are not allowed to leave items at SDB without paperwork, exception is rolling stock that can be kept in 15 day hold area for no more then 15 days.  MACOMS/activity command will be notified on items that exceed the 15 day limit.  Customers must understand that equipment that is in 15 day hold area have not yet been turned-in (not on USP&FO Stock Record Account), unit/activity is still accountable for this equipment.  SDB is only safeguarding this equipment. Items not meeting requirements will be returned to/with customer.  Reason for rejection will be annotated on checklist.
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Turn-in Checklist (Appendix C for hardcopy)
a.     Excess serviceable equipment being turned-in will be tagged with a properly filled Serviceability Tag (DD Form 1574, 1577-1, or 1577-2) containing the signature and printed name of a certified inspector, or PBO. The equipment should be complete with all components and Basic Issue Items (BII). If not complete a shortage list signed by either the unit commander or Property Book Officer (PBO). Along with all other documentation required as specified in DA Pam 710-2-1, section II (special turn-in instructions), DA Pam 710-2-2, Chap 14, and AR 710-2 section III (COMSEC Equipment).

b.   Organizational level maintenance activities must submit all unserviceable/repairable Class 9 items to Direct Support level maintenance activities (DCSLOG maintenance policy).  SDB will only accept serviceable or unserviceable condemned repair parts from organizational level customers. Class 9 repair part being turned-ins must be cleaned to the best of customer’s ability. 

c.  Unserviceable equipment that is found to be non-repairable by support maintenance, will be turned in tagged with a properly filled DD Form1577-1 (Unserviceable, Condemned Material, Tag), attach all other documentation required as specified in DA Pam 710-2-1 to the DA Form 2765-1 turn-in document.                                        
d.  It is the DCSLOG’s discretion as to what level of maintenance will prepare DA Form 461-5 and allow turn-in of Depot Level Repairable (DLR) items. It is highly encouraged that requirements within AR 750-1 and other maintenance regulations are meet. Special attention should be made to the recoverable item and repair procedures within maintenance to ensure operations such as the Integrated Family of Test Equipment (IFTE) are not by-passed.  DLR items must be turned-in condition code “F”, and items must be cleaned to the best of customers ability, contain a properly filled DD Form 1577-1, and a properly filled DA Form 2404.  Unserviceable repairable items, listed on the Repairable Exchange List, will be drained, clean, and tagged with a properly filled DD Form 1577-2 (Unserviceable, Repairable Material, Tag) along with the turn-in document automated produced or DA Form 2765-1 turn-in document. 

d. When turning in Federal Supply Group (FSG) 23 (Ground Effect Vehicles, Motor Vehicles, and Trailers), two (2) copies of DA Form 461-5 (Vehicle Classification Inspection) along with all other documentation required will be attached to the turn-in document. Upon turn-in, some property book items require submission of DA Form 2408-9 (Equipment Control Record). See DA Pam 738-750, chapter 5.  Basic Issue Items (BII) will be inventoried before turn-in for preparation of shortage annex.  BII will be inventoried during turn-in so that SDB representative can verify shortage annex.

 f.     The exceptions are those items that are listed on the ADL. These items will be turned in “as is” (must include a DA Form 2404). The ADL identifies equipment which can be turned in to the Defense Reutilization Marketing Office (DRMO) automatically, without obtaining prior approval from the National Inventory Control Point (NICP) or the National Guard Bureau (NGB). Units/Activities are not authorized to turn-in property directly to the DRMO without prior approval, and coordination with the USP&FO.               

g.     All sets, kits, and outfits (SKO’s) will be turned in with appropriate TM/SC.  Customer/Material Handler (MH) will inventory these items to ensure completeness before process of turn-in. Customer will submit a properly filled shortage annex, for all accessory shortages.  SKO’s short a component, and/or obvious negligent damage must include a statement from Commander or Property Book Officer explaining deficiency.  All Items will have appropriate tag attached, and signed by a certified inspector. Customer will be present during processing of these types of turn-ins.  Certified Inspector is held liable for items that are found not to be in Condition Code submitted. RODs resulting to such errors will be forwarded to the Command Logistics Officer (CLO).

h.   All special turn-ins such as: HAZ/MAT, Precious metals, sensitive, or any special handling/turn-in procedures, unique to the item being turned-in, is the responsibility of the generating customer.     

1-9a Scrap Metal Turn-in Process

     Scrap metals that meet the criteria described in the Qualified Recycle Program SOP, can be turned-in directly to the QRP Manager without documentation. All other scrap metal must be turned-in I.A.W. requirements described in Paragraph 1-9 above to SDB.

1-10 Steps for Customer Turn-In Process 

     a.     SDB Material Handler (MH) visually inspects and inventories turn-in items if required (SKO’s), and documentation for completeness. Questionable items will be doubled checked using FEDLOG, ABC. If criteria is missing customer is given opportunity to correct on spot. If customer is unable to correct deficiency, or customer is not present, items are returned with reason for rejection.

     b.     MH processes turn-in individually by inspecting item for correct National Stock Number (NSN), nomenclature, quantity, and serviceability.

     c.     MH enters information into SARSS-1 system.

     d.     Items needing Catalog build will be stored in designated area with all documentation in packing slip attached to item.

     e.     MRO’s that are produced during turn-in process will be given to MROCM, and item will be stored in location annotated on MRO given to MROCM. A Copy of the Bin Ticket, and any other identifying documentation will be placed in a packing slip, and packing slip will be attached to item.  

     f.     An assigned location is annotated on Bin ticket for items stored at SDB, and a MLOC is performed to add location, and produced bin label is placed on bin where item is stored., any documentation pertaining to item is placed in a packing slip, and packing slip is attached to item.  Ensure Items such as: DLR, ARI, CATB, CIIC, and Pilferable are stored in designated areas.  

     g.     When all above procedures are complete, MH signs the turn-in document, a copy is given, or sent to customer, SDB copy is filed according to MARKS.

a. The SARSS-1 (command) procedures required to accomplish the turn-in process are: SMM, STO, REC, D6A 
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(Appendix C for hardcopy)

1-11 Material Release Order Process (MROP):  

When a customer request has been processed, and item requested is in stock, SARSS2 sends disposition for stock item reported excess, or immediate Material Release Order (MRO) is generated during the turn-in process, The SARSS-1 system generates an MRO. This document is used to direct both stock picking, and issuing of stock to customer.   MRO Control Manager (MROCM), or designee is the only individual authorized to print MRO’s, and any documentation pertaining to MRO Management.  Pickers (Material Handlers/ Material Examiners/Identifiers) will process MRO’s within five, working days.  Picker will inform MROCM of any MROS that he/she can not complete in the required time for possible reassignment, or research.

1-12 Steps for Material Release Process:
     a.     System sends MRO’s to a holding file to await printing, or output to a PDCD.

     b.     MROCM enter MROC on action line, and selects MRO management option.

     c.     MROCM selects “Assign MRO’s to Picker”, enters “All” in DODAAC field and selects F5 “All Unassigned MRO’s”, and prints this report.

     d.     MROCM assigns MRO’s on list to appropriate picker (MH/MIE), and annotates it on list.

     e.     MROCM again selects “MRO Management” option in MROC menu. Selects “Print of MRO’s”. Enter “ALL” to print all MRO’s. (Insure MRO’s are printed on Intermec printer and in Six parts).

     f.     MROCM will inventory MRO’s printed with list, and file list in a suspense file.

     g.     No more than Five days after MRO was given to picker, MROCM will follow-up on status of MRO’s.

     h.     Pickers will return One copy of MRO signed by Picker, and receiving customer to MROCM, and MROCM will ensure all process involved have been accomplished (MLOC, Shipping Confirmation, or Issue/Shipping list in place of MRO if customer is out-of-state). MROCM will file all documentation according to MARKS.

     i.      MROCM will work the Unconfirmed listing and Material Release Denial Requiring Report, on a weekly basis, and file completed reports according to MARKS. 

j. MROCM will maintain a MRO processing performance board for all SDB personnel, and submit a monthly performance report for all SDB personnel to SDB supervisor..
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(Appendix C for hardcopy)

1-13 Shipping Procedures:  

Outgoing shipments to other activities, NICP, OSCAR, etc. Under normal circumstances, the PDCD will be used to verify issue of items to customer. However, when MROC equipment is not functioning, it may be necessary to use manual procedures for verifying that stock has been shipped to the customer. This job aid provides the steps followed in either case when preparing stock for shipment to a customer. 

1-14 Steps for Shipping Procedures: 
     a.     Assigned Picker will pull Item(s) and assembles all items in the designated staging area of the SDB. Picker will ensure all information such as: National Stock Number (NSN), Quantity, Condition Code, and Unit of Issue correspond with MRO.

b.     Shipping Material Handler (MH) will determine if item (s) can be shipped via FEDEX/UPS (Class IX, under 150lbs, High Priority, non-sensitive), or if item(s) will be shipped by Government Bill of Lading (GBL).

     c.     After mode of shipment is determined, IAW the Shipping (MH), will properly pack, crate, mark, label for shipment, (if more than one shipping container is required, each container used in packing the shipment will be numbered 1/6, 2/6, etc.), weigh container, and measure for cubic feet. A request form (GBL/FEDEX) will be completed by entering all required information to include unit item/s was initial turned-in by. Storage and Distribution Branch Supervisor will review, and sign GBL/FEDEX request. Shipping MH will make a suspense copy before submitting original to Transportation Office for processing. MH will file suspense copy in appropriate MARKS file until carrier reports for pick-up.

     d.     Parcel Post: Items sent via parcel post will be listed on Parcel Post Register, by filling all blocks on register, and listing all MRO’s being sent. Parcel Post shipped will be annotated on SDB copy of MRO before filing SDB copy in appropriate MARKS file. 

     e.     Mailroom representative will sign Parcel Post Register before removing items from SDB. Parcel Post Register will be filed in appropriate MARKS file

     f.     No issues or shipments are to be made from SDB without the item being doubled checked. Each issue document must indicate the initials of the MH filing the order, and the initials of the MH checking the order before packing (this is done by two different MH’s).

     g.     Upon arrival of carrier, Shipping MH will verify shipment, print shipping list. Secure a copy of GBL, and MRO to shipping list, and annotate GBL/FEDEX number on shipping list.

     h.     HAZ/MAT MRO’s will be given to HAZ/MAT Material Examiner/Identifier (MHE) for proper packaging and documentation I.A.W. CFR 49/IATA, and certification. Shipping MH will then follow above procedures upon return of documentation from MHE.

     i.     MH will complete the process by Confirming shipment through SARSS-1, secure copy of FedEx air bill to SDB copy, and file SDB copies of transaction (MRO/GBL list) in appropriate MARKS file.                     

j.   Any discrepancies in the processing/shipping of Material Release Orders such as shortages will be brought to SDB Supervisor.  SDB supervisor is the only one authorized to process warehouse denial through SARSS-1.
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1-15 Personal Clothing Turn-in/Clothing Issue Point (CIP): 

 SDB no longer manages a Clothing Issue Point (CIP). All requests for clothing are processed through CCDF Kentucky. Question regarding procurement of personal clothing can be directed to the DCSLOG. 

 a.     Recoverable clothing will be turned-in to SDB Warehouse I.A.W. AR 700-84, para 15-8, and AGONM 700-84, using DA Form 3161 in 4 copies.  All patches attached to personal clothing will be removed prior to turn-in. Uniforms must be inspected by an active duty officer (annotating reviewed by; and date on last available line of DA Form 3161) before turn-in to SDB. Unit Supply SGT lists all items on a DA Form 3161 per soldier, and serviceability, assigns a document number. Block 4, Number, will consist of soldiers first 4 four of last name, and last 4 of social security number, Block 10, publication, will list “para 15-7 AR 700-84”. The signature block 13, 14, 15 will contain the soldier, the unit rep, and the SDB Material Handler (MH) respectively. The serviceability code will be noted in the Item Description Column after the last entry for each page. Unit commander may not convert used personal clothing to rags. 

b.   IAW AR 700-84 Paragraph 15.8 (d), Items which are unserviceable for reason other then fair wear and tear, will be accounted for on an appropriate adjustment document number (AR 735-50). The entry: “Trousers, Utility—See Statement of Charges (S/C) Voucher Number” will be entered in the description block. Items delivered to the SDB which are unserviceable for reasons other then fair wear and tear which are not accounted for as indicated above, will not be accepted by SDB.

c.   The following items are non-recoverable, and are not accounted for upon discharge of an IDT enlisted soldier: 

     Badges/Bars.

     Belt (trouser/ Web).

     Boots (combat/ safety).

     Buckle.

     Cap (garrison/BDU).

     Drawers (cotton/wool).

     Gloves (dress/shell) w/ insert.

     Handbag.

     Handkerchief.

     Headband (kevlar helmet).

     Necktie.

     Shoes (dress/safety).

     Socks (dress/BDU).

     Sweat pants.

     Trunk (PT).

     Towel (face/bath).

     Undershirt.

1-16 Receiving Procedures:  

Freights received by commercial carrier will have a Government Bill of Lading (GBL). Freight without a GBL will not be accepted at SDB. If not available, driver can contact home office for a faxed copy. 

          (1) EXCEPTION: Freight delivered by FEDEX,UPS, RSP, will be received with documentation provided by driver. Providing, MH can perform a satisfactory inventory, and is comfortable with shipment.

     a.     The address label of each box will be checked during unloading to ensure the material is being delivered to the correct address. No freight will be accepted that is not addressed to the USP&FO. Carrier representative will be directed to correct building. 

          (1) Exception: Receipt of freight addressed to a different building will be reviewed by SDB Supervisor according to situation, and will be approved or disapproved by discretion

     a.     Freight received will be given a visual inspection for damage. When damages are found, they will be noted on the GBL/Freight Bill and signed by both the SDB MH, and the carrier representative.

     b.     The number of boxes/cartons, etc. will be checked against the GBL/Freight Bill to ensure no shortages or overages are received. Discrepancies will be noted on GBL/Freight Bill, and signed by both the SDB MH, and the carrier representative.

     d.     Report of discrepancy (ROD) responsibilities: Transportation Office Any Transportation Discrepancy (Damages, Shortages), Unit  Any supply discrepancies for shipments received for a unit, SDB any supply discrepancies for shipments received for warehouse stocks to include OSCAR.

     e.     It is the responsible of the MH signing carrier documentation to insure that all items are properly located according to physical security, and safety (cage, vault).

     f.     When receipt process is complete MH will retrieve advanced copy of GBL (if available) and forward with original documentation signed to the Transportation Manager. If shipment is receipt for other than SDB, gaining activity is responsible for forwarding copies of shipping documentation to Transportation Office.

 1-17 Customer Pick-Up: 

 Items that are waiting pickup from local customer will be placed in customer bin or secured area depending on item/s. Customers are required to retrieve or contact SDB to set an appointment to retrieve their issues within 15 workdays. SDB will notify Customers command of items exceeding 15 workdays, and then return items to stock.  When customer arrives to retrieve items, they will be required to contact an SDB representative.  SDB representative and customer will inventory items according to Customer Pickup list provided by SDB representative, and filled by SDB Representative and customer. Customer is required to sign list and any other documentation when required (DA Form’s 1155, 3161) before removing items from SDB area. 

1-18 Ammunition Supply Point (ASP): 

 All customers conducting business with SDB regarding ammunitions must be on updated DA Form 1687 (E7 or above request, E6 or above retrieve cat I/II) (E6 or above request, and authorized individual retrieve cat III/IV). Commander’s Assumption of Command letter will be attached to DA Form 1687.  . Request for Ammunition will be processed using DA Form 581, and submitted to NMAG-APO-TR (see handbook for SARSS2AC/B Chap 2-6 para b).  Preparation of ammunition issues will be performed at bunkers by Material Examiner/Identifier (Haz/Mat qualified) individual with authorized access to bunkers, and issues/turn-in to/from customers will be performed in controlled access (caged) area at warehouse. SDB Supervisor or representative must approve exception to this policy. MEI will issue exact quantity, and from lot assigned by Material Management Brach (MMB) representative. Modifying of DA Form 581 by MEI is unauthorized.  

     a.     NMPF-LO-MMB will forward customer request (581) to SDB (NMPF-LO-SDB) at that time SDB HAZ/MAT Material Examiner/Identifier (MEI) will contact customer to schedule pick-up/issue. 

     b.     Customer receiving ammunition will be required to provide proof of Hazardous Material Handling familiarization. MEI will conduct a visual inspection of vehicle transporting ammunition for customer using DD Form 626 (Motor Vehicle Inspection Transporting Hazardous Materials).

     c.     All turn-ins will be processed in accordance with policies stated in this handbook Chap 4-3. DA Form 581 will be filled correctly blank blocks such as: quantities for amnesty turn-in, totals are unauthorized. Customer will be present during the processing of turn-ins (no exceptions).  

d. Amnesty program will be handled IAW DA PAM 710-2-2.

e. Under no exception will spent ammo casings/residue brass our brass gleaned from a range, be turned-in directly to the Qualified Recycle Program Coordinator (QRPC). Spent ammo casings/residue brass and any brass gleaned from a range, will be turned into the ASP, who will in turn, turn it over to the QRPC.

    f.   Safety procedures concerning Ammunition and explosives are included in Safety Binder located in SDB supervisor’s office.  In general, in the event of an electrical storm, all work in the handling of ammunition and explosive will seize immediately, bunkers will be secured, and all personal will leave the storage area. If work is being performed at warehouse, ammunition will be stored in vault immediately, and vault will be secured. 

   g.    A QASAS inspection will be requested annually.

h.   Inventories: Combined process SCB (SAAS4) Manager: Monthly informal visual inventory. Quarterly physical inventory by disinterested party.

i.  A more detailed ASP operating procedure is located in the SDB Security Binder (tab2), located in a secured file cabinet in the controlled (caged) area of the warehouse. 

1-19 Haz/Mat Procedures: 

a.  The USP&FO Storage and Distribution Branch is responsible for disposing of all hazardous waste turn-ins to the DRMO, for waste generated by local (Onate Complex) customer and that generated by the SDB itself. Special attention is paid to the limit received and stored by SDB to ensure we do not meet or exceed Small Quantity and Large Quantity Generator site amount for which we are not licensed for and could receive enormous fines if these quantities are meet and/or exceeded.  There may be times that we may have to assist customers in finding another means for their waste, should we find ourselves close to these quantities. SDB is strictly abide to guidelines on the procedures for receipt storage and turn-in for all hazardous waste/materials through Defense Reutilization and Marketing Office (DRMO). 

b.  I.A.W. All States Letter (Log Number P02-0060), States must follow local, state and federal laws (DOT) and policies on the transportation of hazardous material. The specifics are within the quantity hazardous waste and the certification of the motor vehicle operator, over public roads.

            a.   Locally supported activities will turn-in hazardous waste using DA Form 2765-1, to the USP&FO Storage and Distribution Branch.

            b.  Generating Activities will hold hazardous waste on site until final disposition and instructions for disposal are given.

            c.  Hazardous waste pick-up locations are:

                 (1) USP&FO Storage and Distribution Branch, Santa Fe, NM.

(2) AASF, Santa Fe, NM.

(3) CSMS, Santa Fe, NM.

(4)  MATES, Chaparral, NM.

(5)  OMS #1, Roswell, NM.

(6)  OMS #2, Las Cruces, NM.

(7)   OMS #3, Albuquerque, NM.

(8)    OMS # 4, Clovis, NM.

(9)     OMS #5, Springer, NM.

                  (10)    OMS #6, Santa Fe, NM.

                   (11)    OMS #7, Rio Rancho, NM.

            d.  Storage of hazardous waste products will be stored in a designated storage area specified by Storage and Distribution Branch Supervisor.

e. Hazardous waste material will not be mixed together in same container.

            f.     Hazardous waste container will be inspected each week for leaks, damage, or deterioration. The recommended storage time is no longer than 30 days, but the requirement to store in place could be extended for a longer period of time.

            g.     All hazardous waste stored outside will be covered with a plastic cover.

            h.     Hazardous waste containers will be over packed if there is any sign of deterioration.

i.  Hazardous waste storage area will be properly marked
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f. AR 380-5, Department of the Army Information Security Program

g. AR 55-38, Reporting of Transportation Discrepancies in Shipments
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(Required Tasks)

1 REPORTS

a.   Customer Reconciliation Listing (PCN AJT-028):  Run, distributed, and processed by I/O section personnel. Monthly for Maintenance activity customers, and quarterly for all other customers.

b.   Depot Level Reparable Reconciliation Listing (PCN AJT-030): I/O personnel run Monthly and send to ALO representative with DA 200. This listing is not sent to customers, since AJT-028 contains the same records. 

c.   Due-ins from Maintenance (PCN AJT-029):  I/O personnel run process weekly, if a report is generated, it is forwarded to SDB supervisor to be worked.   

d.   Input Log (PCN AJT-032): Automatically produced during Close-out process. I/o personnel annotate required information on report and then file as required.  

e.   Inventory Adjustment Report (IAR): Report is sent to RSEL when a transaction such as a warehouse denial is processed. I/O personnel forward report to SDB Supervisor. SDB supervisor performs or assigns an individual to perform research. Supervisor then completes report, forwards for signature, and files as required by regulation. 

f.   Location Add/Change/Delete Notice (PCN AJT-006):  Produced during Close-out. I/O personnel forwards report to SDB supervisor to work, or assign an individual to work using instructions provided. SDB supervisor then reviews and file as required.

g.   Location List (COOP): I/O personnel produce this report weekly and forward to SDB supervisor for filing. List is kept in the event that the automated system goes down, SDB must resort to manual operations.

h.   Location Survey/Accuracy Exception Report (PCN AJT-009): Produced by I/O section (specific locations 10%) monthly and forwarded to SDB Supervisor. SDB supervisor assigns a individual to perform location survey accuracy and return work list. 

i.   Manager Error Listing (PCN AJT-015):  Produced during Close-out. I/O personnel forward to SDB Supervisor to worked and filed as required.

j.   MRO’s Requiring Confirmation Report (PCN AJT-057): MROCM runs report weekly and works according to picker’s suspense report. SDB Supervisor is informed of any problems such as pickers exceeding 5 workday limit.

k.   MRO’s Requiring Denial Report (PCN AJT-057): I/O personnel execute process weekly, and if a report is generated, forward to supervisor for research, report, and filing as required.

l.   Multiple Location Report (PCN AJT-018): Storage and Distribution Branch

Handbook
History.  This handbook was originally established and printed on 1 January 1999. Since that time, this publication has been extensively revised therefore, changed portions have not been highlighted.

Summary. The policies and procedures in this handbook comply with those contained in references listed in appendix A. In certain procedures additional procedures have been added to allow successful accomplishment of state unique situations.   

Revisions/Suggested Improvements.  Revisions to this handbook will be published as required to comply with changes in referenced publications, and to improve customer support. Forward any recommended improvements to NMPF-LO-SDB (Attn: supervisor) for consideration.
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1-3 Purpose

This Handbook provides procedures for the Standard Army Retail Supply System, (SARSS-1) Class V Ammunition, Haz/Mat, and manual operations. To standardize normal operational policies, procedures and guidance to all personal operating (warehouse personnel) and /or submitting supply transactions (supported customers) through Storage and Distribution Branch  (SDB) systems: SARSS-1, Class V Ammunition, Hazardous Material (Haz/Mat), and manual procedures.

1-4 References

Required and related publications and prescribed and referenced forms are listed in appendix A.  

1-3 General. 

 SDB Operational Required Tasks/reports distribution and frequency are contained in Appendix (B). Icons for Basic procedural flowcharts can be viewed by clicking on that Icon. Flowcharts for hardcopy are in Appendix C. Figures are also located in Appendix C.
1-5 Safety/Fire

Safety and fire inspections are conducted periodically, annually at a minimum. Inspection results are submitted to SDB supervisor. All safety and fire issues are covered in Safety/Fire binder located in SDB supervisor’s office.

1-5 Mission

The Storage, and Distribution Branch is the first line Supply Support Activity (SSA) to all Units, and Activities in the New Mexico Army National Guard, for all Class of Supply except III, VI, and VIII.  SARSS-1 facilitates efficient supply operations, key personnel involved with SARSS-1, and employed at the SDB are assigned various responsibilities.

   a.   To properly store, secure and manage all equipment and supplies for which the USPFO is accountable.

   b.   Maintain correct accountability and location system for all items reflected on the Stock Record Account (SRA).

   c.    Provide technical/procedural assistance to supported customers in the proper storage and management of supplies and equipment.

1-7 Security

    The following Standard Operating Procedures (SOPs) are located in the Physical Security Binder (tab 2). Binder is secured in file cabinet located in pilferable caged section: Physical Security (to include annex A), Intrusion Detection System (IDS), Ammunition, and Law Enforcement Response to Intrusion Alarm. 

(General)

   Only authorized personnel have unaccompanied access to SDB warehouse, warehouse annex, and yards. Only assigned/authorized warehouse personnel, have access to bunkers, and vault.  Visitors/customers to SDB areas will be accompanied by SDB personnel at all times. Visitors/customer are required to sign the sign-in log located in the entryway of SDB main building. Privately owned vehicles (POV) are unauthorized in any of the SDB yards/annex (except commercial carriers). Visitor/customers-driving vehicle into any SDB yard is required to sign in immediately. Visitors/customers will not be left unattended at any time. No loitering will be permitted at any time within any area of SDB. Visitors/customers violating above policy are to be reported to SDB Supervisor/ Supply Management Officer immediately.

   a.   Due to Haz/Mat flammable material stored at the SDB, Designated non-smoking areas are posted and enforced (Violators are subject to a fine and/or disciplinary action).  

   b.   Physical Security Custodian/ Key Control Custodian will ensure that all keys, hasps, and locks are secured and controlled In Accordance With AR 190-11 using proper documentation.

   c.   Physical Security Custodian along with all SDB personal will ensure that all security measure requirements in AR 190-11 and AR 190-51 are enforced at all times. 

1-7 Accountability

 SARSS-1 Accountable Officer: The point of contact (POC) for problems with or changes to SARSS-1 hardware, or software, is SDB supervisor and Supply Systems Analyst.

   a.     The SDB Accountable Officer/System Administrator: SDB supervisor delegates authority and/or is responsible for the following.

   (1)    Maintains control of operations,  at SDB, and assigns tasks to all subordinates assigned to the SDB.

   (2)     Maintains control  of operating root passwords in SARSS-1. Assigns user IDs, and passwords for SARSS-1, keeping these system access codes in a secure place in sealed envelopes marked with the date issued, and the telephone number of the user.

   (3)     Acts to resolve reported operating problems, and SARSS-1 system problems in a timely manner. Reports to NGB help desk PEC, or USAISSDCL as needed.

   (4)     Ensures that data in the SARSS-1 parameter, and DODAAC files is correct.

   (5) Ensures that the SARSS-1 software is the correct version for current operations and that software change package/ interim change package (SCP/ICP), are loaded correctly.

   (6)
Ensures that all required regulations used in all SDB areas for daily operations are up to date, and on hand.

   (7)
Ensures all SSA performance standards are meet in accordance with DA Pam 710-2-2, table 1-2.

1-8 Input/Output Section

 Responsibilities for the processing of the following customer transactions, and system functions: 

   a.  SARSS-1 has the capability to track and manage customers DA Forms 1687s (notice of delegation of authority-receipt for supplies). Customers are required to submit a valid DA Form 1687 along with Commanders “Assumption of Command Letter”, I.A.W.  DA Pam 710-2-1, Para 2-32 (close emphasis should be placed on Para b (1) e, and f. Customers are required to present their Identification Card when attempting to conduct any type of supply transaction at SDB. After scanning card, the system will inform SDB representative if card is valid. Customer will not be allowed to conduct business at SDB without Customer Identification card. I/O personal will review filed customer DA Form 1687s monthly, and update SARSS-1 system as required.  

   b.  Customer Request: The SDB accepts requests for issue, modification, follow-up, and cancellation/cancellation follow-up from automated and non-automated customers. All request submitted by customers via magnetic media will be accompanied with a hard copy of contents that has the signature, and print of submitting individual for DA Form1687 verification in accordance with (I.A.W.) DA Pam 710-2-2 Chap 5.   To ensure timely receipt of requested transactions, customers should submit manual request only when unable to submit request through communication lines, and on magnetic media. 3 ½ high-density diskette, is the only floppy readable by SARSS-1 System. The DCSLOG CSSAMO, must first approve submission of manual transaction (via email or other official type message), before SDB can accept and process them. 

    (1)  Manually request are submitted I.A.W. DA Pam 710-2-1, Chap 2, on a DA Form 2765-1 (see figure 2-1 of same DA Pam). I/O personal will route edit request I.A.W DA Pam 710-2-2 Chap 5-5. Mandatory entries are: end item code (mandatory for SPBS-R), reference code, required delivery date (mandatory for NMCS/ANMCS), advise code, reparable code, and condition code required for DRMO, and post-post request).
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(Appendix C for hardcopy)

c.     Customer Receipts (D6S): Customers are required to send a hard copy of DA Form 1348 for items shipped directly to customer (regardless of automation capabilities). Due to Velocity Management requirements these receipts must be forwarded to SDB as soon as possible (do not allow DA Form 1348’s to accumulate).  I/O personnel will not use PDCD to process D6S receipt 

e.     Customer Reconciliation: Each quarter (monthly for Maintenance Activities) the I/O section provides a Customer Reconciliation Listing to each supported unit, and activity that have active due-outs in SARSS-1 activity file I.A.W. DA Pam 710-2-1 Chap 2-31, (i). Customers may receive the listing over Telecommunications, diskette, or hard copy (listing). This listing reflects the SARSS-1 Activity File record of all due-outs, and dedicated due-ins/outs for the customer. The customer compares these listings to the unit’s/activities document register, indicating discrepancies, and requesting cancellations by placing the appropriate code next to the affected document number as directed on cover letter (see Figure 4-1) sent with listing. Upon completion of this action, the customer returns the listing (by the suspense dated annotated on the cover letter) to the SDB I/O section where the data will be processed. I.A.W. DA Pam 710-2-1, Para 2-31, customers are required to work and return this listing. I/O personal will maintain a reconciliation log that list: dates list was sent, customer list was sent to, suspense date given, and date list was returned. I/O personal will provide SDB supervisor a list of customers who have not returned worked list. SDB supervisor will then direct I/O personal to take appropriate action I.A.W. DA Pam 710-2-1 Para 2-31 (L), and DA Pam 710-2, Para 3-25, Chap 6 (e) (Warning letter fig 4-2). Possible action is to freeze customer account (SARSS-1 will not process any transaction for specific DODDAC) until customer performs a satisfactory face-to-face reconciliation with SDB I/O section. Account will be frozen. It is recommended that customer request a face-to-face reconciliation with SDB I/O section, should they continue to encounter discrepancies with their records and SDB’s reconciliation. 

e.     Overdue Shipments: Customers are responsible for managing their DODAAC’s overdue (non-receipt) shipments I.A.W. AR 735-11, Chap 10, and AR 735-5, Chap 16. A SF 364 (Report of Discrepancy) should not be submitted for non-receipt of shipments that are shipped by traceable means: e.g. Government Bill of Lading (GBL), unless it is determined that the non-receipt is not due to a transportation type discrepancy. A SF 361 (Transportation Discrepancy Report) should be submitted for transportation discrepancies. Transactions on Reconciliation Listing with ship flag of  (1) should have a ROD prepared and forwarded to appropriate Source of Supply, and a copy attached to SDB’s copy of Reconciliation Listing.  Since SDB does not have an ASL, there is seldom an overdue shipment situation. SDB supervisor or assigned individual will work these overdue shipments as required.  Occasionally a Pseudo Receipt is produced through SARSS1. All Pseudo Receipts and pertaining Inventories and Inventory Adjustment Reports (IARs) will be forwarded to the SDB Supervisor.      
f.    Input/Output Internal Functions: Continuous flow of data through the SARSS system is essential to ensure efficient supply operations and support. The Input/Output operator according to established guidance will process incoming and out-going SARSS-1 transactions.

(1)     Closeouts will be run once a day to produce output for the supporting SARSS2A and all internal system requirements. This process will be started at 1530 on normal workdays, and at 1430 on the assigned I/O operators flex schedule Friday.

(2) Customer-out (SNR) will be run every Tuesday, and Thursday (additional day will be scheduled when required) to produce available output (status) for all supported customer. This process executes automatically after customers who communicate with SARSS-1 via telecommunication point-to-point (PTP), transfer their supply transaction. An Output Log will be maintained. System generated output log is authorized provided that minor additions and annotations are included to improve audit trail. 

(3)     Transaction-out will be run at a minimum twice a day before noon, and before the close-out process. This produces output for other SARSS-1s, SARSS2A, SARSS2AC/b, and other higher sources of supply.

(4)     Transactions-In will be preformed as often as needed, and before the close-out process to make use of data received from other SARSS activities, and higher sources of supply.

(5)     Customer-In will be performed when customer Transaction diskettes are received to take action on input from customers. An Input Log will be maintained. System generated output log is authorized provided that minor additions and annotations are included to improve audit trail.

(6)     Manual Customer Supply transactions will be processed as they are received from the customer, or the storage activity, and posted in input log.

g.      Diskettes/ Tapes Marking and Accountability: When output is produced on diskette or tape, each must be labeled clearly to indicate the contents and/or the intended destination. 

(1)     All diskettes and tapes entering the I/O section will be logged in. The entry in the logbook will indicate the type of media received the date/time received, and the source and destination RIC.

(2)     All diskettes, and tapes leaving the I/O section will be logged out. The entry in the Log book will indicate the type of media sent, the date and time sent, and the source, and destination RICs.

h.      All reports (automatic or requested output) frequencies, and requirements are listed in Appendix (B).

i.   All I/O process, frequencies, and step by step procedures are filed in I/O run book (located in I/O library).  Mandatory processes are annotated on yearly calendar located in I/O section.  I/O personnel are required to review this board daily, to ensure process/reports are run on their scheduled date, or preparation are made for processes or reports that are coming up.

1-9    Customer Turn-In Process : Turn-ins from customer are processed I.A.W. DA Pam 710-2-2 Chap (14).  The following Turn-in checklist contains detailed instructions and additions to requirements due to automation and other unique situations.  SDB personnel use this checklist when processing all turn-ins to ensure all requirements are checked/accomplished. Suggest unit/activities use this same checklist when preparing turn-ins for SDB (may prevent delays and rejects from SDB). Checklist will be signed and dated by both parties and filed according to instruction stated on form. Customers are advised to be present during the processing of turn-ins. SDB is not accountable for items left behind by customer for processing.  Customers are not allowed to leave items at SDB without paperwork, exception is rolling stock that can be kept in 15 day hold area for no more then 15 days.  MACOMS/activity command will be notified on items that exceed the 15 day limit.  Customers must understand that equipment that is in 15 day hold area have not yet been turned-in (not on USP&FO Stock Record Account), unit/activity is still accountable for this equipment.  SDB is only safeguarding this equipment. Items not meeting requirements will be returned to/with customer.  Reason for rejection will be annotated on checklist.
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Turn-in Checklist (Appendix C for hardcopy)
a.     Excess serviceable equipment being turned-in will be tagged with a properly filled Serviceability Tag (DD Form 1574, 1577-1, or 1577-2) containing the signature and printed name of a certified inspector, or PBO. The equipment should be complete with all components and Basic Issue Items (BII). If not complete a shortage list signed by either the unit commander or Property Book Officer (PBO). Along with all other documentation required as specified in DA Pam 710-2-1, section II (special turn-in instructions), DA Pam 710-2-2, Chap 14, and AR 710-2 section III (COMSEC Equipment).

b.   Organizational level maintenance activities must submit all unserviceable/repairable Class 9 items to Direct Support level maintenance activities (DCSLOG maintenance policy).  SDB will only accept serviceable or unserviceable condemned repair parts from organizational level customers. Class 9 repair part being turned-ins must be cleaned to the best of customer’s ability. 

c.  Unserviceable equipment that is found to be non-repairable by support maintenance, will be turned in tagged with a properly filled DD Form1577-1 (Unserviceable, Condemned Material, Tag), attach all other documentation required as specified in DA Pam 710-2-1 to the DA Form 2765-1 turn-in document.                                        
d.  It is the DCSLOG’s discretion as to what level of maintenance will prepare DA Form 461-5 and allow turn-in of Depot Level Repairable (DLR) items. It is highly encouraged that requirements within AR 750-1 and other maintenance regulations are meet. Special attention should be made to the recoverable item and repair procedures within maintenance to ensure operations such as the Integrated Family of Test Equipment (IFTE) are not by-passed.  DLR items must be turned-in condition code “F”, and items must be cleaned to the best of customers ability, contain a properly filled DD Form 1577-1, and a properly filled DA Form 2404.  Unserviceable repairable items, listed on the Repairable Exchange List, will be drained, clean, and tagged with a properly filled DD Form 1577-2 (Unserviceable, Repairable Material, Tag) along with the turn-in document automated produced or DA Form 2765-1 turn-in document. 

d. When turning in Federal Supply Group (FSG) 23 (Ground Effect Vehicles, Motor Vehicles, and Trailers), two (2) copies of DA Form 461-5 (Vehicle Classification Inspection) along with all other documentation required will be attached to the turn-in document. Upon turn-in, some property book items require submission of DA Form 2408-9 (Equipment Control Record). See DA Pam 738-750, chapter 5.  Basic Issue Items (BII) will be inventoried before turn-in for preparation of shortage annex.  BII will be inventoried during turn-in so that SDB representative can verify shortage annex.

 f.     The exceptions are those items that are listed on the ADL. These items will be turned in “as is” (must include a DA Form 2404). The ADL identifies equipment which can be turned in to the Defense Reutilization Marketing Office (DRMO) automatically, without obtaining prior approval from the National Inventory Control Point (NICP) or the National Guard Bureau (NGB). Units/Activities are not authorized to turn-in property directly to the DRMO without prior approval, and coordination with the USP&FO.               

g.     All sets, kits, and outfits (SKO’s) will be turned in with appropriate TM/SC.  Customer/Material Handler (MH) will inventory these items to ensure completeness before process of turn-in. Customer will submit a properly filled shortage annex, for all accessory shortages.  SKO’s short a component, and/or obvious negligent damage must include a statement from Commander or Property Book Officer explaining deficiency.  All Items will have appropriate tag attached, and signed by a certified inspector. Customer will be present during processing of these types of turn-ins.  Certified Inspector is held liable for items that are found not to be in Condition Code submitted. RODs resulting to such errors will be forwarded to the Command Logistics Officer (CLO).

h.   All special turn-ins such as: HAZ/MAT, Precious metals, sensitive, or any special handling/turn-in procedures, unique to the item being turned-in, is the responsibility of the generating customer.     

1-9a Scrap Metal Turn-in Process

     Scrap metals that meet the criteria described in the Qualified Recycle Program SOP, can be turned-in directly to the QRP Manager without documentation. All other scrap metal must be turned-in I.A.W. requirements described in Paragraph 1-9 above to SDB.

1-10 Steps for Customer Turn-In Process 

     a.     SDB Material Handler (MH) visually inspects and inventories turn-in items if required (SKO’s), and documentation for completeness. Questionable items will be doubled checked using FEDLOG, ABC. If criteria is missing customer is given opportunity to correct on spot. If customer is unable to correct deficiency, or customer is not present, items are returned with reason for rejection.

     b.     MH processes turn-in individually by inspecting item for correct National Stock Number (NSN), nomenclature, quantity, and serviceability.

     c.     MH enters information into SARSS-1 system.

     d.     Items needing Catalog build will be stored in designated area with all documentation in packing slip attached to item.

     e.     MRO’s that are produced during turn-in process will be given to MROCM, and item will be stored in location annotated on MRO given to MROCM. A Copy of the Bin Ticket, and any other identifying documentation will be placed in a packing slip, and packing slip will be attached to item.  

     f.     An assigned location is annotated on Bin ticket for items stored at SDB, and a MLOC is performed to add location, and produced bin label is placed on bin where item is stored., any documentation pertaining to item is placed in a packing slip, and packing slip is attached to item.  Ensure Items such as: DLR, ARI, CATB, CIIC, and Pilferable are stored in designated areas.  

     g.     When all above procedures are complete, MH signs the turn-in document, a copy is given, or sent to customer, SDB copy is filed according to MARKS.

b. The SARSS-1 (command) procedures required to accomplish the turn-in process are: SMM, STO, REC, D6A 
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(Appendix C for hardcopy)

1-11 Material Release Order Process (MROP):  

When a customer request has been processed, and item requested is in stock, SARSS2 sends disposition for stock item reported excess, or immediate Material Release Order (MRO) is generated during the turn-in process, The SARSS-1 system generates an MRO. This document is used to direct both stock picking, and issuing of stock to customer.   MRO Control Manager (MROCM), or designee is the only individual authorized to print MRO’s, and any documentation pertaining to MRO Management.  Pickers (Material Handlers/ Material Examiners/Identifiers) will process MRO’s within five, working days.  Picker will inform MROCM of any MROS that he/she can not complete in the required time for possible reassignment, or research.

1-12 Steps for Material Release Process:
     a.     System sends MRO’s to a holding file to await printing, or output to a PDCD.

     b.     MROCM enter MROC on action line, and selects MRO management option.

     c.     MROCM selects “Assign MRO’s to Picker”, enters “All” in DODAAC field and selects F5 “All Unassigned MRO’s”, and prints this report.

     d.     MROCM assigns MRO’s on list to appropriate picker (MH/MIE), and annotates it on list.

     e.     MROCM again selects “MRO Management” option in MROC menu. Selects “Print of MRO’s”. Enter “ALL” to print all MRO’s. (Insure MRO’s are printed on Intermec printer and in Six parts).

     f.     MROCM will inventory MRO’s printed with list, and file list in a suspense file.

     g.     No more than Five days after MRO was given to picker, MROCM will follow-up on status of MRO’s.

     h.     Pickers will return One copy of MRO signed by Picker, and receiving customer to MROCM, and MROCM will ensure all process involved have been accomplished (MLOC, Shipping Confirmation, or Issue/Shipping list in place of MRO if customer is out-of-state). MROCM will file all documentation according to MARKS.

     i.      MROCM will work the Unconfirmed listing and Material Release Denial Requiring Report, on a weekly basis, and file completed reports according to MARKS. 

k. MROCM will maintain a MRO processing performance board for all SDB personnel, and submit a monthly performance report for all SDB personnel to SDB supervisor..
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(Appendix C for hardcopy)

1-13 Shipping Procedures:  

Outgoing shipments to other activities, NICP, OSCAR, etc. Under normal circumstances, the PDCD will be used to verify issue of items to customer. However, when MROC equipment is not functioning, it may be necessary to use manual procedures for verifying that stock has been shipped to the customer. This job aid provides the steps followed in either case when preparing stock for shipment to a customer. 

1-14 Steps for Shipping Procedures: 
     a.     Assigned Picker will pull Item(s) and assembles all items in the designated staging area of the SDB. Picker will ensure all information such as: National Stock Number (NSN), Quantity, Condition Code, and Unit of Issue correspond with MRO.

b.     Shipping Material Handler (MH) will determine if item (s) can be shipped via FEDEX/UPS (Class IX, under 150lbs, High Priority, non-sensitive), or if item(s) will be shipped by Government Bill of Lading (GBL).

     c.     After mode of shipment is determined, IAW the Shipping (MH), will properly pack, crate, mark, label for shipment, (if more than one shipping container is required, each container used in packing the shipment will be numbered 1/6, 2/6, etc.), weigh container, and measure for cubic feet. A request form (GBL/FEDEX) will be completed by entering all required information to include unit item/s was initial turned-in by. Storage and Distribution Branch Supervisor will review, and sign GBL/FEDEX request. Shipping MH will make a suspense copy before submitting original to Transportation Office for processing. MH will file suspense copy in appropriate MARKS file until carrier reports for pick-up.

     d.     Parcel Post: Items sent via parcel post will be listed on Parcel Post Register, by filling all blocks on register, and listing all MRO’s being sent. Parcel Post shipped will be annotated on SDB copy of MRO before filing SDB copy in appropriate MARKS file. 

     e.     Mailroom representative will sign Parcel Post Register before removing items from SDB. Parcel Post Register will be filed in appropriate MARKS file

     f.     No issues or shipments are to be made from SDB without the item being doubled checked. Each issue document must indicate the initials of the MH filing the order, and the initials of the MH checking the order before packing (this is done by two different MH’s).

     g.     Upon arrival of carrier, Shipping MH will verify shipment, print shipping list. Secure a copy of GBL, and MRO to shipping list, and annotate GBL/FEDEX number on shipping list.

     h.     HAZ/MAT MRO’s will be given to HAZ/MAT Material Examiner/Identifier (MHE) for proper packaging and documentation I.A.W. CFR 49/IATA, and certification. Shipping MH will then follow above procedures upon return of documentation from MHE.

     i.     MH will complete the process by Confirming shipment through SARSS-1, secure copy of FedEx air bill to SDB copy, and file SDB copies of transaction (MRO/GBL list) in appropriate MARKS file.                     

j.   Any discrepancies in the processing/shipping of Material Release Orders such as shortages will be brought to SDB Supervisor.  SDB supervisor is the only one authorized to process warehouse denial through SARSS-1.
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1-15 Personal Clothing Turn-in/Clothing Issue Point (CIP): 

 SDB no longer manages a Clothing Issue Point (CIP). All requests for clothing are processed through CCDF Kentucky. Question regarding procurement of personal clothing can be directed to the DCSLOG. 

 a.     Recoverable clothing will be turned-in to SDB Warehouse I.A.W. AR 700-84, para 15-8, and AGONM 700-84, using DA Form 3161 in 4 copies.  All patches attached to personal clothing will be removed prior to turn-in. Uniforms must be inspected by an active duty officer (annotating reviewed by; and date on last available line of DA Form 3161) before turn-in to SDB. Unit Supply SGT lists all items on a DA Form 3161 per soldier, and serviceability, assigns a document number. Block 4, Number, will consist of soldiers first 4 four of last name, and last 4 of social security number, Block 10, publication, will list “para 15-7 AR 700-84”. The signature block 13, 14, 15 will contain the soldier, the unit rep, and the SDB Material Handler (MH) respectively. The serviceability code will be noted in the Item Description Column after the last entry for each page. Unit commander may not convert used personal clothing to rags. 

b.   IAW AR 700-84 Paragraph 15.8 (d), Items which are unserviceable for reason other then fair wear and tear, will be accounted for on an appropriate adjustment document number (AR 735-50). The entry: “Trousers, Utility—See Statement of Charges (S/C) Voucher Number” will be entered in the description block. Items delivered to the SDB which are unserviceable for reasons other then fair wear and tear which are not accounted for as indicated above, will not be accepted by SDB.

c.   The following items are non-recoverable, and are not accounted for upon discharge of an IDT enlisted soldier: 

     Badges/Bars.

     Belt (trouser/ Web).

     Boots (combat/ safety).

     Buckle.

     Cap (garrison/BDU).

     Drawers (cotton/wool).

     Gloves (dress/shell) w/ insert.

     Handbag.

     Handkerchief.

     Headband (kevlar helmet).

     Necktie.

     Shoes (dress/safety).

     Socks (dress/BDU).

     Sweat pants.

     Trunk (PT).

     Towel (face/bath).

     Undershirt.

1-16 Receiving Procedures:  

Freights received by commercial carrier will have a Government Bill of Lading (GBL). Freight without a GBL will not be accepted at SDB. If not available, driver can contact home office for a faxed copy. 

          (1) EXCEPTION: Freight delivered by FEDEX,UPS, RSP, will be received with documentation provided by driver. Providing, MH can perform a satisfactory inventory, and is comfortable with shipment.

     a.     The address label of each box will be checked during unloading to ensure the material is being delivered to the correct address. No freight will be accepted that is not addressed to the USP&FO. Carrier representative will be directed to correct building. 

          (1) Exception: Receipt of freight addressed to a different building will be reviewed by SDB Supervisor according to situation, and will be approved or disapproved by discretion

     a.     Freight received will be given a visual inspection for damage. When damages are found, they will be noted on the GBL/Freight Bill and signed by both the SDB MH, and the carrier representative.

     b.     The number of boxes/cartons, etc. will be checked against the GBL/Freight Bill to ensure no shortages or overages are received. Discrepancies will be noted on GBL/Freight Bill, and signed by both the SDB MH, and the carrier representative.

     d.     Report of discrepancy (ROD) responsibilities: Transportation Office Any Transportation Discrepancy (Damages, Shortages), Unit  Any supply discrepancies for shipments received for a unit, SDB any supply discrepancies for shipments received for warehouse stocks to include OSCAR.

     e.     It is the responsible of the MH signing carrier documentation to insure that all items are properly located according to physical security, and safety (cage, vault).

     f.     When receipt process is complete MH will retrieve advanced copy of GBL (if available) and forward with original documentation signed to the Transportation Manager. If shipment is receipt for other than SDB, gaining activity is responsible for forwarding copies of shipping documentation to Transportation Office.

 1-17 Customer Pick-Up: 

 Items that are waiting pickup from local customer will be placed in customer bin or secured area depending on item/s. Customers are required to retrieve or contact SDB to set an appointment to retrieve their issues within 15 workdays. SDB will notify Customers command of items exceeding 15 workdays, and then return items to stock.  When customer arrives to retrieve items, they will be required to contact an SDB representative.  SDB representative and customer will inventory items according to Customer Pickup list provided by SDB representative, and filled by SDB Representative and customer. Customer is required to sign list and any other documentation when required (DA Form’s 1155, 3161) before removing items from SDB area. 

1-18 Ammunition Supply Point (ASP):

All customers conducting business with SDB regarding ammunition must be on a updated DA Form 1687.  Commanders authorize only officers, and SFC’s and above

 to sign requests for pick-up of ammunition.  Only persons in the rank equivalent of SSG and above are authorized to receipt for Category I and II arms, ammunition, and explosives as defined in AR 190-11/NGR 190-11.  Commanders designate a responsible person to receipt for category III and IV ammunition.  Commander’s Assumption of Command letter will be attached to DA Form 1687.  Request for Ammunition will be processed using DA Form 581 and submitted to NMAG-APO-TR (see handbook for SARSS2AC/B Chapter 2-6, paragraph b).  Preparation of ammunition issues will be     performed at the ammunition bunkers by the ammunition handler (qualified in handling Hazardous Materials), with authorized access to the bunkers.  All ammunition operations will be In Accordance With (IAW) to the ASP SOP (a copy of this SOP is at the SDB warehouse).  The ammunition handler will issue exact quantities, lot numbers, and condition codes assigned by the SAAS-MOD operator.  Modifying the DA Form 581 by the ammunition handler is unauthorized.

a. NMPF-LO-SC will forward customer request (DA Form 581 and DA Form 3151-R) to the SDB at that time.  The ammunition handler will contact the unit to verify the scheduled pick-up/issue date.  

b. Customer receiving ammunition will be required to provide proof of Hazardous Material Handling familiarization.  Ammunition handler will conduct a visual inspection of vehicle(s) transporting ammunition using a DD Form 626 (Motor Vehicle Inspection, Transporting Hazardous Materials).  A DD Form 836 (Dangerous Goods Shipping Paper/Declaration and Emergency Response Information for Hazardous Materials Transported by Government Vehicles/Containers or Vessel) will be prepared by a certified ammunition handler.  Copies of these forms will be given and explained to the unit.

c. All turn-ins will be processed IAW policies stated in this handbook (Chapter 4-3).  The DA Form 581 will be filled out correctly using DA PAM 710-2-1 (Using Unit Supply System, Manual Procedures), chapter 11, paragraph 11-16.  The customer will be present during the processing of turn-ins (no exception).

d. Amnesty program will be handled IAW DA PAM 710-2-1, chapter 11, paragraph 11-19.

e. Under no exceptions will spent ammunition residue be turned-in directly to the Qualified Recycling Program contractor.  All residue will be turned-in to the ASP.  

f. Safety procedures concerning ammunition and explosives are included in the safety binder, located at the SDB warehouse.  In general, in the event of an electrical storm, all work in the handling of ammunition and explosive will discontinue, immediately.  The ammunition bunkers will be secured and all personnel will leave the storage area.

g. A QASAS inspection will be requested annually.

h. Inventories will be conducted quarterly (by disinterested parties) or as needed.

i. A detailed ASP SOP is located in the security binder at the SDB.

1-19 Haz/Waste Procedures: 

a.  The USP&FO Storage and Distribution Branch is responsible for disposing of all hazardous waste turn-ins to the DRMO, for waste generated by the SDB itself. Special attention is paid to the limit stored by SDB to ensure we do not exceed Small Quantity Generator status for which we are not licensed for and could receive enormous fines if these quantities are meet and/or exceeded. SDB strictly abide to guidelines on the procedures for receipt storage and turn-in for all hazardous waste/materials through Defense Reutilization and Marketing Office (DRMO). 

b.  I.A.W. All States Letter (Log Number P02-0060), States must follow local, state and federal laws (DOT) and policies on the transportation of hazardous material and hazardous waste. The specifics are within the quantity hazardous waste and the certification of the motor vehicle operator, over public roads.

            b.  Hazardous Waste Generating Activities should coordinate the disposal of their waste through the NMARNG Environment Office. Many activities (specifically Maintenance) have a contract for service and waste set-up by the DCSLOG. 

            d.  Storage of hazardous waste products will be stored in a designated storage area specified by Storage and Distribution Branch Supervisor.

f. Hazardous waste material will not be mixed together in same container.

            f.     Hazardous waste container will be inspected each week for leaks, damage, or deterioration. The recommended storage time is no longer than 30 days, but the requirement to store in place could be extended for a longer period of time.

            g.     All hazardous waste stored outside will be covered with a plastic cover.

            h.     Hazardous waste containers will be over packed if there is any sign of deterioration.

j.  Hazardous waste storage area will be properly marked
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(Required Tasks)

1 REPORTS

a.   Customer Reconciliation Listing (PCN AJT-028):  Run, distributed, and processed by I/O section personnel. Monthly for Maintenance activity customers, and quarterly for all other customers.

b.   Depot Level Reparable Reconciliation Listing (PCN AJT-030): I/O personnel run Monthly and send to ALO representative with DA 200. This listing is not sent to customers, since AJT-028 contains the same records. 

c.   Due-ins from Maintenance (PCN AJT-029):  I/O personnel run process weekly, if a report is generated, it is forwarded to SDB supervisor to be worked.   

d.   Input Log (PCN AJT-032): Automatically produced during Close-out process. I/o personnel annotate required information on report and then file as required.  

e.   Inventory Adjustment Report (IAR): Report is sent to RSEL when a transaction such as a warehouse denial is processed. I/O personnel forward report to SDB Supervisor. SDB supervisor performs or assigns an individual to perform research. Supervisor then completes report, forwards for signature, and files as required by regulation. 

f.   Location Add/Change/Delete Notice (PCN AJT-006):  Produced during Close-out. I/O personnel forwards report to SDB supervisor to work, or assign an individual to work using instructions provided. SDB supervisor then reviews and file as required.

g.   Location List (COOP): I/O personnel produce this report weekly and forward to SDB supervisor for filing. List is kept in the event that the automated system goes down, SDB must resort to manual operations.

h.   Location Survey/Accuracy Exception Report (PCN AJT-009): Produced by I/O section (specific locations 10%) monthly and forwarded to SDB Supervisor. SDB supervisor assigns a individual to perform location survey accuracy and return work list. 

i.   Manager Error Listing (PCN AJT-015):  Produced during Close-out. I/O personnel forward to SDB Supervisor to worked and filed as required.

j.   MRO’s Requiring Confirmation Report (PCN AJT-057): MROCM runs report weekly and works according to picker’s suspense report. SDB Supervisor is informed of any problems such as pickers exceeding 5 workday limit.

k.   MRO’s Requiring Denial Report (PCN AJT-057): I/O personnel execute process weekly, and if a report is generated, forward to supervisor for research, report, and filing as required.

l.   Multiple Location Report (PCN AJT-018):
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