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SECTION I
GENERAL INFORMATION

101, PURPOSE. In accordance with references (a) through (e), these instructions constitute a progrem for property/
equipment control and accountability.

102, OBJECTIVES

1. Provide for the efficient control and accountability of all garrison property/equipment and plant account equip=
ment within the Base Maintenance Department.

2, Control all equipment and property in such a manner as to obtain the most efficient use of equipment, material
and money.

3. Insure a maintenance management program which will enhance the life and use of property and equipment.

103. GENIRAL PROCEDURES

1. Effective immediately a system of sub-accounts will be established within the Base Maintenance Department. A
list of subwaccounts is contained in appendix (A).

2., Each sub-account will have a Responsible Officer designated to maintain and account for perty and equipment

in the sub=account. Personnel designated as Responsible Officers are contained in appendix (1), Specific require-
ments of designated Responeible Officers are contained in subsequent paragraphs of this Order.

104. RESPONSIBILITIES

1. It is the responsibility of all personnel assigned to the Base Maintenance Department to assure that proper
measures are taken to protect, maintain and properly utilize govermment equipment and property under their control.

2. The Base Maintenance Officer has the overall responsibility for the control and accountability of garrison
equipnent/property and plant account equipment within the Base Maintenance Department.

3. The Base Maintenance Property Officer is responsible for:

a. Maintaining and safeguarding all records and documents pertaining to garrison property/equipment and plant
account equipment within the Base Maintenance Department.

b. Providing Responsible Officers with information and guidance regarding the control and accountability of
equipment and property with the sub-accounts.

c. Coordinating the issue, turn-in and disposition of garrison property/equipment and plant account equipment
between Responsible Officers and applicable outside agencies.

4. Responsible Officers.
a. Responsible and accountable for all property and equipment within their sub-account.

b. Insure the protection and security of all property and equipment under their supervision to prevent loss or
misuse.

c. Properly maintain items of equipment and property in accordance with current maintenance management
directives.

d. Initiate requests for issue, turn-in, purchase or exchange of sub-account property and equipment.
e. Insure that all property is properly inventoried and marked for identification and location.
f. Condition code all plant account equipment as required.

105. DEFINITIONS. The following definitions of terms used in these instructions are included to ensure complete
understanding of the property control procedures.

1. Adjustment Document. Utilized to adjust formal account property records to reflect gains and losses of non=—
expendable/controlled expendable property.

2. Garrison ngrbngu_iment. Those items intended for garrison use which are controlled for budgeting purposes,
e.g., water coolers, fans, office machines and equipment, heaters, window air conditioners.

3. [Expendable Garrison ngrtx[gu_ggent. All consumaoles and repair parts, regardless of price and other items
of supply having a unit value of $1000 or less except those items designated by the Commanding General as controlled
expendables.

4. Controlled able Garrison Propert ent. Serialized ordnance items, office machines and devices, items
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of a highly negotiable nature, controlled items end any item designated by the Commanding General. A complete list
of these items is contained in @ppendix A of reference (a). All items designated as controlled expendable require

the same control as non-expendable items. .

5 Non-eﬁndable Garrison Progngémment. Material and/or equipment except consumables and repair parts
having a t value in excess of $1000.

6. Pormal Account. Formal account records consist of the Equipment Custody Record Card (NAVMC-10359-SD) and files,
including all documents supporting transactions on all non-expendable and controlled expendable supplies.

7. Informal Account. Those records maihtained for the control of supplies on hand and the accumulation of usage
data for all expendable items except office supplies and blank forms. It will consist of the Stock Record and
Inventory Control Card (NAVMC-708-SD).

8. Plant Account Property Class ITI. Includes all Marine Corps and Navy owned property of a capital nature having
an estimated or actual Ef?ial ac&-uIsition cost of $1000 or more. . g

9. Plant Account Property Class IV. All industrial equipment with a unit cost of $1000 or more.

10. Responsible Officer. Any individual, either military or civilian, acting in a command or supervisory capacity
may be assigned as a responsible officer. Such individuals are responsible for all property issued to them,
whether for their own use or for the use of those under their control.

11. Consolidated Memorandum Receipt. The Consolidated Memorandum Receipt is a mechanized listing of all controlled
g son property and equipment. The CMR is provided quarterly or as required by the Base Property Officer to

account holders.

12, Garrison Mobile er ent (GMEE). All equipment that has been designed and integrally configured
(wheeled, tracked or sktdpmountedi To be operationally mobile, regardless of design (military or commercial), which
is used in performing the maintenance, weight~handling or railroad transport functions. When this term is used, it

encompasses all construction equipment, weight—handling equipment and railway equipment whose initial acquisition
cost is $1000 or greater. ) .

*13, Base Maintenance Property ©fficer. Incumbent Supply Technician GS~7 with responsibilities noted in paragraph
104.3 above.

*14. Non T/E Material. FExpendable equipment required for the day to day operations which do not have allowances
established by higher Headquarters and require special controls will be designated as controlled expendables and
allowances will be approved (in writing) by the Commanding Officer. All quantitative changes will be supported by
approved vouchers.

4 @
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SECTION II
INVENTORY & ACCOUNTABILITY OF PROPERTY & EQUIPMENT

201. Initial Receipt and Invento% Procedures. Individuals designated as Responsible Officers will immediately
contact the Maintenance Property Officer to effect receipt of property and equipment within their sub-account. The
Maifntenance Property Officer will prepare all documents necessary for the sub-account and a joint inventory will be
conducted by the Responsible Officer and the Maintenance Property Officer to insure the physical presence and
condition of the subeaccount property and equipment. Discrepancies will be immediately reconciled and the property/
equipment signed for by the Responsible Officer.

202, Relief/Transfer of Responsible Officers

1. Responsible Officers are responsible for notifying the Maintenance Property Officer of their relief or transfer.
A minimum of 30 days should be given to allow for the preparation of documents and to reconcile any outstanding
requisitions.

2. The Maintenance Property Officer will make arrangements with the appropriate division to obtain the name of the
individual designated as the new Responsible Officer and prepare the proper documents for the transfer.

3. The old and new Responsible Officers will conduct a joint inventory of all property and equipment within the
sub-account. Hand receipts issued to other individuals will be verified to insure that they are current and valid.
Any discrepancies will be reported to the Maintenance Property Officer for adjustment. Upon completion of the
inventory and reconciliation of records, the Responsible Officer being relieved will prepare and sign a certificate
stating that the inventory and reconciliation has been completed. He will furnish a signed copy of the certificate
(dated as of the day of relief) to the new Responsible Officer.

4. In the event a Responsible Officer is detached from his position for a period in excess of 30 days (e.g., TAD,
extended sick leave), he will appoint an interim Responsible Officer to assume responsibility for the sub-account.
The procedures in paragraph 3 above will apply.

5. If a new Responsible Officer has not been designated but a designation is expected to be made within 30 days
the Property Maintenance Officer may elect to clear the sub-account of the old Responsible Officer or require the
appointment of a temporary Responsible Officer to assume custodianship of the property and equipment in the sub-
account. Upon the arrival or designation of a new Responsible Officer, the procedures in paragraph 201 above

apply.

6. If a new Responsible Officer is not expected to be designated within 30 days, a temporary Responsible Officer
will be appointed to assume control and accountability of property end equipment in the sub-account.

203. Inventory Requirements

1. Responsible Officers are required to conduct a complete physical inventory of all items of property and equip-
ment at least once each year, at which time all custody records will be reconciled. Each article will be sighted
and inspected for serviceability by the Responsible Officer. Any discrepancies will be reported to the Maintenance
Property Officer who will make determination as to the proper action to be taken to correct the deficiency.

2. It is recommended that Responsible Officers periodically inventory items of property and equipment of a highly
negotiable nature to insure proper control over these .tems.

5. Consolidated Memorandum Receipts will be forwarded tc each sub—account holder on an annual basis. Responsible
Officers will verify the CMR against their records to insure that item name, quantity and serial number is correct.
Any discrepancies will be reported to the Maintenance Property Officer for necessary adjustments.

~. The Maintenance Property Officer is available to assist Responsible Officers in conducting annual inventories
of sub=accounts. The Maintenance Property Officer is ilso required to conduct an annual inventory of all Base
Maintenance garrison property/equipment and plant account equipment. This inventory will be done by sub-account
during the months indicated in appendix B. Results of theSe inventories will be forwarded to the Base Maintenance
Officer.

5. Unannounced spot inventories by the Maintenance Property Officer may be made at any time.

204. Sub=Custody Accounts

1. Responsible Officers are authorized and encouraged to further account for property and equipment by requiring
shop personnel to receipt for items under their use.

2. If a sub-custody account is established the Responsible Officer will have shop personnel receipt for equipment
items on the Equipment Custody Record card.

205. Transfer of Progrtx[ggg:_tment Between ,Sub-Accounts

1. Temporary receipt of property/equipment for 90 days or less is authorized between sub-account holders. The
Responsible Jfficer accountable for the property will annotate on the Equipment Custody Record card the location
of the item(s: and obtain the signature of the user.

2. Under nc circumstances will garrison property/equipment or plant account equipment be transferred between sub-
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a'gggunts for a period exceeding 90 days without the approval of the Maintenance Property Officer.

206. Records
1. Responsible Officers will be required to maintain the following records:

a. Consolidated Memorandum Receipt. Used to identify all property and equipment signed for by the Base
Maintenance Property Officer. 1The CMR should be carefully reviewed upon receipt to insure that it contains all

items in the sub-account.

b. Equipment Custog Record Cards. Used as a reference document to indicate the location of the property/
equipment within the sub-account. The Equipment Custody Record card will also contain signatures of user personnel
(reference paragraph 204 above).

¢. Debit—Credit Memorandum. Used to supplement the CMR. The Base Maintenance Property Officer will retain the
Debit-Credit Memorandum until the next CMR reflects the issue or turn~in of the item(s) annotated on the Debit-
Credit Memorandum.

d. Equipment Jackets. Used to provide maintenance instructions and other pertinent information on selected
items of equipment. The Jackets should be accessible to users to insure that required operator inspection and
servicing is performed.

2. Base Maintenance Property Officer will provide Responsible Officers with information and guidance for the
maintenance and disposition of records.

%3, Non T/E items will be maintained and accounted for in the same mammer as Plant Account/Base Property equipment.

*207. Accounting for Chests, Kits and Sets

1. General. Chests, kits and sets so identified on the Consolidated Memorandum Receipt or by the Base Maintenance
Property Officer are required to have a stocklist or extract denoting component parts of chests, kits or sets.

2. Procedures. Responsible Officers will be required to maintain a stocklist or extract within each chest, kit or
set and conduct inventories as noted in paragraph 3 below. The stocklist or extract will contain a listing of all
component parts of the chest, kit or set and will be affixed to the carrying case or chest. An example extract is
contained in appendix C.

3. Inventory Requirements.
a. Inventories will be conducted as follows:
(1) Tool kits, sets, or chests that are not issued and are securely stored - annually.

(2) Tool kits, sets, or chests that are issued to and used by the same individual where locks and a secure
storage area are provided = quarterly.

(3) A1l other tool kits, sets, or chests - monthly.

b. Inventories will be conducted by the immediate supervisor of the individusl to whom the equipment is issued
or by an individual designated by the Responsible Officer.

L. Reporting/Replacing Missing Components.

a. Expendable components. Unserviceable or missing expendable components do not require investigative action
unless fault or negligence is suspected or known. Unserviceable expendable components will be disposed of to the
best interest of the government. Replacement of expendable components is discretionary depending on cost effective-
ness of individual component replacement or entire list replacement. Generally, individual component replacement is
recommended to ensure that the worker has required tools to perform required functions.

b. Non-expendable components that become unserviceable, lost, or damaged will be reported to the Base Main-
tenance Property Officer for action.
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ISSUE, TURN-IN AND DISPOSITION OF PROPERTY AND EQUIPMENT .

301. Requisitio: of Property and ent

1. All requisition forms (MCBCL 110110/2) for equipment will be prepared by Responsible Officers and submitted to
the Maintenance Property Officer via the appropriate Division Director. The Maintenance Property Officer will pro-—
vide assistance to Responsible Officers in the completion of requisition forms.

2. Initial requirements for equipment will require a complete justification for purchase or issue.

3. Initial requests for property not included in the annual budget require complete justification. These requi-
sitions must be signed by the Base Maintenance Officer or his authorized representative.

L. Replacement requisitions for plant account property and station non-expendable items must be supported by a
reference to the Consolidated Memorandum Receipt by plant account identification number.

5. Requests for property and equipment with a unit cost of $200 or more must be approved by the Assistant Base
Maintenance Officer. Requests will contain complete justification for the purchase and be forwarded through the
appropriate Division Director.

302. Issue of ProErf% and ;E%Eent. The Base Maintenance Property Officer will notify Responsible Officers when—
ever property/equipment is received for issue. The Responsible Officer or his designated representative will
receipt for non—expendable/contro].led expendable item(s) on DD Form 1348-1 or the purchase order from the Property
Officer. Names and sample signatures of designees must be on file in the Property Office (see appendix D). The

DD 1348-1 (or purchase order) is then forwarded to the Base Property Officer and a Debit Memorandum should be
reconciled against the appropriate sub-account Equipment Custody Record Card.

303. [Turn-in Procedures for Property and Equipment.

1. Responsible Officers will notify the Base Maintenance Property Officer whenever they have equipment for turn-in.
The Property Officer will complete all required documents necessary for turn-in except for the Limited Technical

Inspection Report.

2. The Responsible Officer is responsible for insuring that a Limited Technical Inspection is performed on all
equipment with electrical components prior to turn-in.

3. The Responsible Officer will be informed by the Base Maintenance Property Officer when the necessary documents
are complete. The Responsible Officer will then take the following actions:

a. If the item(s) are controlled by Base Property, the Responsible Officer will take the items to Base
Property for disposition. Upon turn-in, the Responsible Officer will receive a signed receipt which should be
returned to the Base Maintenance Property Officer in order to receive credit for turn-in.

b. If the item(s) are controlled by Base Maintenance, the Responsible Officer will take the item(s) directly
to the Defense Property Disposal Office (DPDO) for turn-in. The Responsible Officer will receive a signed receipt
which should be returned to the Base Maintenance Property Officer in order to receive credit for turn-in.

L. Property and/or equipment determined to be excess by Responsible Officers will be reported to the Base
Maintenance Property Officer for turn-in.

3-1
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SECTION IV MAR 2 .3 1981
CONTROL AND SECURITY OF PROPERTY AND BQUIPMENT

401. Control Procedures

1. It is the responsibility of the Responsible Officer to ensure that adequate measures are established to provide
for the control and accountability of property and equipment within the sub-account.

T2, Reapohsd.ble Officers will use the following pi'ocedures to ensure proper control and accountability of property

and equipment. g

a. Periodic inventory of selected items of property and equipment.

b. Centralized storage and user areas whenever possible.

c. Use of sub-custody accounts.

d. Receipt of property and equipment by users. ;
402, Security of Property and ent

1. It is the responsibility of all employees to provide for the security and safeguarding of property and equipment
under their use.

2. Buployees should be aware that they may be held liable for property and equipment which is lost, stolen or
damaged due to their misuse or negligence.

3. Supervisors will implement procedures whereby property and equipment subject to theft or pilferage will be
properly safeguarded.

403. Procedures for Missing, Lost, Stolen or Recovered Property and Equipment

1. Actions by Respan sible Officers
a. In the case of missing, lost or stolen items, the Responsible Officer will:

(1) Immediately conduct a thorough search of the immediate area and query personnel to ascertain that the
item has not been moved to another location. If there is evidence of a break-in, the Responsible Officer should
secure the area pending arrival of Military Police personnel.

(2) Notify the Base Provost Marshall by telephone, extension 2555.

(3) Conduct an investigation using the M-L-S-R Worksheet (appendix E). All portions will be completed by
the Responsible Officer in coordination with the Property Officer and forwarded to the Property Office within 48
hours of the discovered loss.

b. Recovered property previously reported as missing, lost or stolen will be immediately reported to the Base
Maintenance Property Office for action. :

2. Actions by Base Maintenance Property Officer

a. Upon notification of missing, lost or stolen property, assist the Responsible Officer in the identification
of the item, verification of serial number, etc.

b. Determine if the item is of significant priority to initiate an Initial M~L~S-R prior to receipt of the
M-L~S-R Worksheet.

c. Upon receipt, review the M-L-S-R Worksheet adding necessary information as required. Prepare a draft M-L-
S-R and forward to the Base Maintenance Officer within 24 hours for review and comment.

d. Upon return of the draft M-L-S-R, prepare a M-L-S-R for release. M-L-S-R's on non-CMR items will be typed
on Message Form (DD 172/2) using OCR type. M-L-S-R's on CMR items will be typed in accordance with BO P4400.5D .
with appropriate cover letter to Assistant Chief of Staff, Logistics. Whenever possible, M~L-S-R's will be sub=—
mitted within five working days of the loss.

e. When in the opinion of the Base Maintenance Officer, further formal investigation is required for non-CMR
items, a letter will be initiated to Commanding Officer, Support Battalion, Marine Corps Base, requesting appoint~
ment of an Investigating Officer. Formal investigation of CMR items will be governed by the provisions of BO
PL400. 5D,

f. Property and equipment reported by Responsible Officers as recovered will be reported in accordance with
BO P4400.5D.
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SECTION V
SPECIAL INSTRUCTIONS AND PROCEDURES
FOR THE BASE MAINTENANCE PROPERTY OFFICER

501. The Base Maintenance Property Officer is responsible for insuring that the control and accountability of
Base Maintenance property and equipment is in accordance with applicable orders and regulations.

502. Inspections and Inventories
1. The Property Officer is authorized to conduct inspections and inventories of all sub-account holders.

2. A record will be maintained on all sub-account inspections and inventories noting deficiencies and corrective
action taken by Responsible Officers.

3. The Property Officer will report any major deficiencies including observances of carelessness and neglect of
property and equipment to the Director, Administrative Division.

503. Adjustments. The Director, Administrative Division, will be informed of any adjustments as a result of
equipment or property determined to be missing, lost or stolen.

504. Records and Files. The Maintenance Property Officer will maintain records and files as outlined in Chapter
IIT of MCO P4400.15 . In addition, the Maintenance Property Officer will maintain files related to Garrison
Mobile Equipment as required by MCO A4440.27 _ and MCO 11260.3__ .

51
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SECTION VI MAR 2 3 1981
MAINTENANCE MANAGEMENT

601, General

1. Maintenance is the care exercised and work performed to keep vehicles and equipment in safe, serviceable,
economical and efficient operating condition.

2. An effective maintenance program is dependent upon the participation and cooperation of user-operators and
supervisory personnel to aggressively pursue maintenance policies which will ensure the highest state of service-
ability for vehicles and equipment.

602, Maintenance Program Policy. Maintenance management shall be governed by the policies and procedures set
forth herein and in appmiu'x:[ate Marine Corps Orders. Actual performance of maintenance shall be guided by appli-

cable manufacturers' repair manuals or Marine Corps technical publications, as appropriate.

603. Responsibilities

1. The diverse nature of property and equipment within each sub-account necessitates that each Responsible Officer
institute a maintenance program compatible with the types of equipment within their area of responsibility.

2., User-operator personnel will be responsible for ensuring that equipment that they operate is maintained and
serviced in accordance with applicable publications.

604. Records and Publications

1. Responsible Officers will ensure that equipment jackets and records for garrison mobile engineer equipment and
applicable plant account equipment are maintained as required.

2. Responsible Officers will also ensure that the appropriate repair manuals and technical publications are avail-
able and used by operator personnel.

605. Preventive Maintenance and Servicing

1. Users and operators should be sufficiently trained to perform PM services. This includes visual inspection of
external and other easily accessible components, lubrication, cleaning, preserving, tightening and minor adjust-
ments to easily accessible mechanical, electrical, hydraulic and pneumatic systems. Personnel will be guided by
appropriate manufacturers' manuals and Marine Corps technical publications when performing PM services.

2. Equipment will also be inspected and serviced in accordance with the time intervals prescribed in the appli-
cable manufacturers' service and repair manual.

3. Repair of inoperative components of equipment should be accomplished as soon as practical to preclude further
damage to the component. Equipment will not be used when inoperative components create a safety hazard or would
result in further damage to the vehicle or equipment.

L. Under no circumstances will user-operator attempt to repair equipment which is beyond the capability of the
user to perform. i :

606. Safety. Responsible Officers will conduct periodic inspections of equipment to ensure that all safety
features or devices on the equipment are present and in working order.
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SUB=-ACCOUNT

200
201
202
203
20k

205

206,

207

208
209
210

211

212

APPENDIX &
LIST OF SUB-ACCOUNTS

DIVISION H/SHOP
Administrative Division
Operations Division
Telephone Division
Utilities Division

Carpentry Shop

Electric Shop

General Services Branch

Emergency Service Branch

Maintenance and Repair Division
Natural Resources Division

Paint Shop

Machine Shop

Plumbing Shop

RESPONSIBLE
OFFICER

Div Dir
Div Dir
Div Dir
Div Dir

Carp Shop
Gen Fore

Elec Shop
Gen Fore

Gen Serv
Branch Head

Emer Serv Shop
Gen Fore

Div Dir
Div Dir

Carp Shop
Gen Fore

Metalworking
Shop Gen Fore

Pipefitting
Shop Gen Fore






MONTH

January

February

March

April

APPENDIX B
ANNUAL INVENTORY SCHEDULE

B-1

SUB-ACCOUNT

200, 201, 211, 212

204, 205, 208, 210

203, 206

207, 209, 202






APPENDIX C
PARTS EXTRACT (EXAMPLE - BOCKET SET)

Initial Ad justment
Component, _Quantity Last Inventory
Socket _Wrench : 1 /
Wrench Extension ; : 1 I
|__Sockets
1 ) 7
15/16" _ 1 /
e _ . £
13/16" : 1 /
3/u" 2 r A
1/2n 1 /
1/L" 1 /
INVENTORY RECORD
Date ‘[x'lit'.i.a_l_s1 ¢ cmem Date Init_ial_s_ _Comment, Date Initials Comment

fifal FRS | Pk
/iyl 7BS | ok

B '/a. *eveike

%/Iz.jﬂ TBS Lnotoome
[7 PEB| pk
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APPENDIX D
BASE MATINTENANCE DEPARTMENT
MARINE CORPS BASE
CAMP LEJEUNE, NORTH CAROLINA 28542

Date:
MEMORANDUM

From: Responsible Officer Sub-account 999

Tos Maintenance Property Officer

Subj: Authorization to receipt for property

1. The below listed individuals are aut?xorized to receipt for property from the Property Office.
2. Sample signatures:

Supervisor's Signature
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APPENDIX E
M~L~-S-R WORKSHEET

1. Type of Property:

2. Brand Name, Model No.

3. Stock Number:

L. Serial Number:

5. Date Reported Missing:

6. Date Reported to PMO:

7. Results of PMO Investigation:

8. Investigation by RO:

a. Date Item Last Seen:

b Location of Item:

c. Was Item Secured (Explain):

d. Details of Loss:

Responsible Officer

PROPERTY OFFICE USE

l. CMR Item

Non T/E Item

2, Estimated/Actual Cost:

3. Remarks:




Wi,

BASE MAINTENANCE OFFICER

1. Request Formal Investigation: Yes No
2. Remarks:
o
-
PROPERTY OFFICE USE

1. Date M-L-S-R Initiated:
2. Type M-I-S-R:
3. Follow-up Action (As required)s '

.g

o
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UNITED STATES MARINE CORPS
MARINE CORPS BASE
CAMP LEJEUNE, NORTH CAROLINA 28542

MO P4L00.2
MAIN/RES/sk
22 Jul 1981
MAINTENANCE ORDER P4L00.2

From: Base Maintenance Officer
To: Distribution List

Subj: Standing Operating Procedures for Maintenance Material Management

Ref: a) MCO P11000.7A
b) MCO 11260.3C
c) MCO P4400.15H
d) MCO 4400.16E

Encl: (1) Locator Sheet

1. Purpose. To establish procedures.for the implementation of a material management system for the Base Maintenance
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SOP FOR MAINTENANCE MATERIAL MANAGEMENT 103.10

SECTION I
GENERAL
101. Policy. It is the policy of this Department to establish and enforce a comprehensive program for material

management. These instructions constitute procedures for the control and accountability of material. Compliance
by all employees is mandated.

102. Responsibilities.

1. The Base Maintenance Officer is responsible for the establishment and enforcement of programs and procedures for
material management within the Base Maintenance Department.

2. The Director, Operations Division, is responsible for the overall management of material used in the maintenance
and repair of facilities through:

a. Efficient and economical planning and estimating of projects.
b. Effective reuse of surplus material.
¢. Accountability of material in‘ stock.
d. Review of material authorized for use in self-help projects.
3. Supervisors at all levels are responsible for ensuring compliance with established procedures through:
a., Audit and monitoring of established inventories.
b. Proper disposition of excess material.
c. Review of material usage to preclude waste and/or misappropriation.

d. Provisions for adequate and secure storage areas for bin stock, inventories and insurance items under their
Jurisdiction.

4. Bmployees at every level are responsible to ensure they understand and observe the procedures for material pur-
chase, use and disposition. All employees are responsible for employing the most efficient and economical use of
material and for reporting any misuse of government material. BEmployees entrusted with maintaining and using govern—
ment material in their trade are responsible for providing reasonable care and security for such material while under
their: care. :

103. Definitions.

1. Insurance Item (IP-88). Slow moving material that involves a long lead time and is vital to the continuous
operation of a facility. Items are stocked in Shop Stores based on requirements provided by the work center.

2. Insurance Item (Shop Maintained). Component parts stocked in the work centers to provide instantaneous
repair to essential items of equipment or obsolete equipment for which component parts are not readily available.
Authorization must be approved by the Base Maintenance Officer.

3. Inventory Level. Material limits authorized to be on-hand in the shops, utility plants and/or vehicles. Each
item will have a minimum level to preclude "running out" and a maximum level not to exceed two weeks stockage.

L. Special Operating Stock. Fast moving items authorized for stockage by the shops, utility plants and/or vehicles
that cannot be defined a Pre-expended Bin due to cost. Authorization and inventory level to be approved by the
Base Maintenance Officer.

5. Non—stocked Material. Material not stocked by the Shop Stores Issue Points. There are tow types of non-stocked

items: Oystems and non-systems items. Systems items can be identified through their assignment of National Stock
Numbers (NSN's). i

6. Pre—expended Bin Stock (PEB). Low cost, fast moving, expendable items maintained by the shops, utility plants
and/or vehicles to accomplish work authorized by standing job orders. The cost cannot exceed $25 for an item with

a unit of issue of pair or each, and $50 for all other units of issue.

7. Specific Job Orders. A specific job order is one that is issued to provide for the accomplishment of a speci-
fied job or parcel of work, and to which a summarization of all costs is desired. It is used when a project is
required to be performed within e dollar amount which may not be exceeded.

8. Standing Job Order. A standing job order is issued to provide for the performance of work or the furnishing of
services during a specified period, usually a fiscal year, in connection with routine and recurring operations and
maintenance.

9. Special Allowance List. Specific authorization by the Maintenance Otfficer which allows _work centers to maintain
an amount of special operating stock and/or insurance items

10. Stocked Material. Items stocked and issued by the Shop Stores Issue Point. Material may be system or non-system
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104.11 SOP FOR MAINTENANCE MATERIAL MANAGEMENT
items. Non-system items can be identified by the —COO- designation within the locally established stock number.

11. Truck Stocks. ' Cohsists of Pre-expended Bin stocks and special operating stocks authorized for stockage on
maintenance vehicles.

104. Sources of Material.

1. The Base Maintenance Department relies on the following three sources of obtaining material for the maintenance
and repair of facilities.

a. Self-Service Center — Issues are normally in support of administrative and housekeeping requirements.
Material drawn is normally charged to shop overhead job orders.

b. Shop Stores Issue Point - the vast majority of material utilized by the work centers is drawn from this
source. Issues are accomplished using the Base Maintenance Credit Card or by Bill of Material (BOM).

c. Open Purchase — Limited to required items normally not stocked by the Shop Stores Issue Point. Requirements
for material to be obtained on Open Purchase must be submitted on MCBCL 1104/2 (Requisition - Data — Maintenance)
for items purchased through BPA or on DD 1348 for items purchased through P & C. &

2. Items are initially stocked in Shop Stores at the request of the Base Maintenance Officer. Although there are
responsibilities at all levels of management to identify items needed to accomplish standing job orders, it is the
responsibility of the work center supervisors and shop plammers to inform the Base Maintenance Officer (Attn: Dir,
Opns Div) when there is a requirement to stock (or discontinue) an item at DSSC Shop Stores. The information will
be submitted on MCBCL 4400 (Rev. 2-80) New Item/Delete Notice (See example Appendix A) and will be reviewed by the
Work Management Branch and forwarded to the 0IC, DSSC for action.
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SOP FOR MAINTENANCE MATERIAL MANAGEMENT 203.4
SECTION II
REQUISITION OF MATERIAL

201. General. The Direct Support Stock Control (DSSC) Division through its subordinate supply sources is tasked
to provide material support to the Base Maintenance Division. In most instances, this support is dependent upon
an automated system for the adequate stocking and replenishment of material. Although, in the past, this system
has been blamed for the unavailability of material, employees are directed to follow the procedures set forth
herein.

202. Authorization to Requisition Materials/Repair Parts/Supplies

1. Financial constraints must be adhered to when requisitioning materials, parts and supplies in order to preclude
an overcommitment of funds. Strict compliance with the job order system is required prior to issuing a requisition.
Requisitions which cite standing job orders for emergency or service work will not exceed criteria established

in reference (a), i.e., the total cost of labor and material will not exceed $400 for a single job. Requisitions
which do not meet the above criteria must be authorized by a specific or cyclic/preventive maintenance job order
issued by the Operations Branch. Exceptions to the above are provided below:

a. Consumable supplies such as lime, coal, chemicals, etc., used in routine production processes may be
charged to standing job orders.

b. Repair parts for Garrison Mobile Engineering Equipment procured by the Heavy Equipment Unit may be charged
to standing job orders in accordance with reference (b).

c. The total cost of labor and material will not exceed $600 for a single repair to utilities equipment
maintained by the Utilities Branch.

Further exceptions to the above policy must be approved by the Base Maintenance Officer. :

2. The procedures for the storage and handling of spare parts in support of vehicle maintenance by the Heavy
Equipment Unit are contained in MO P4790.1. .

3. Copies of requisitions will be maintained in accordance with procedures established by the cognizant Branch
Director. As a minimum, a central file will be maintained in each branch and information recorded to show when
received and by whom.

203. Self-Service Center. The Self-Service Center stocks small items in consistently high demand and provides

a means of quickly procuring routine administrative and housekeeping supplies. Because of its limited inventory,
the Self-Service Center does not extensively support the maintenance and repair function of the Division.
However, because of previous abuses, high dollar expenditures, and the Center's limited support, it is included
within the scope of this regulation.

1. The Base Maintenance Property Officer is responsible for monitoring and revieﬁing purchases from the Self-
Service Center. Excessive purchases or abuses by work centers will be reported to the Base Maintenance Officer.

2. Authority to purchase items is delegated to all Responsible Officers as defined in MO 4400.1. Each Responsible
Officer will be issued a credit card annually by the Base Maintenance Property Officer. Additionally, each
Responsible Officer will submit to the Base Maintenace Property Officer a list of personnel to be issued a SSC
Authorization Card (MCBCL 4404/5). (Note: This list should be very restrictive as to the number of individuals).
The authorization card will be prepared by the Property Officer, annotated with an expiration date of not more

than two years and forwarded to the Responsible Officer. The credit card will be retained by the Responsible
Officer. The authorization cards will be retained by the Work Center/Section Head.

3. The following limitations are in effect on purchases from the Self-Service Center:
a. Work centers may not retain more than a 14-day supply of items from the Self-Service Center.

b. Purchases are restricted to only those items required to perform the section's mission. "Nice to have"
items will not be purchased just because they are to be stocked by the Center.

c. Purchases will be approved in advance by the General Foreman (Branch Directors in the case of hand tools)
and so annotated on the Self-Service Center Shopping List (4404).

4. Procedures

a. Work centers/sections requiring supplies from Self-Service must 1list items on the Self-Service Center
Shopping List (4404), NAVMC 10700 (2-66). The list must be approved by the General Foreman who will ensure that
the items are required and that the quantities requested are not excessive. The General Foreman will annotate
the Shopping List by writing "Last Item" in the next blank line, drawing a diagonal line through the remaining
blank lines and sign the list (see appendix F) for example. Requests for hand tools will be submitted on a
separate list to be approved by the Branch Director prior to purchase.
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*b. Supervisors will not issue replacement items of personal equipment such as safety goggles, gloves, batter-
jes, flashlights, boots, foul weather gear, etc until a 1ike item, worn out, is turned in by the employee. Worn
out items will be deposited in a container solely for that purpose and disposed of pe 1ly.

c. Purchases are processed at the Self-Service Center on‘a "fill or kil1" basis.
d. Upon return from the Self-Service Center, the following actions will be accomplished:

(1) The credit card and a copy of the shopping 1ist will be returned to the Responsible Officer who, after
review, will forward the shopping 1ist to the Base Maintenance Property Officer for filing.

(2) The authorization card will be returned to the work center/section head.

*5. Self Service Credit cards will be secured by the Responsible Officer in a manner sufficient to preclude
unauthorized access or use.

204. Shop Stores Issue Points. Purchases of material from the Shop Stores Issue Points can be made only through
"across the counter” ﬁgrch?ses using the Base Maintenance Credit Card or withdrawal of project material previously
ordered on a Bill of Material.

205. Across the Counter Purchases. The credit card may be used to draw material "across the counter" to:

1. Replace Pre-expended Bin (PEB) or special allowance stock.

2. Withdraw insurance items (see paragraph 207.5 below for further information).

3. Support standing job orders when project material has not been staged (i.e. PM's, etc.).
4, Minor specific job orders only when material has not been previously staged for use.

. Major specific job orders only when it does not exceed the miscellaneous material estimate noted on the
material 1ist. A1l other purchases must be approved by the Operations Branch.

206. Project Material

1. Material for specific job orders will be ordered from the Shop Stores by submitting an itemized NAVFAC 9-11014/8,
commonly called a Bill of Material (BOM). The Work Management Section prepares the BOM based on material estimates
required to complete the project and establishes a priority based on the Required Delivery Date (RDD).

2. The BOM is forwarded to Shop Stores where the material is obtained through Shop Stores stocks or Open Purchase.
As the material is received, it is segregated by JON and prepositioned in project bins maintained by Shop Stores.
ShopiStgres personnel are responsible for informing the Work Management Section when all project material has been
received.

3. The Supervisor, Work Management Section, and the OIC, Shop Stores, will coordinate the status of project
material to ensure that delays are minimized and that jobs are scheduled as soon as possible after all materials
are on hand to preclude excessive inventories.

4. Project material may be withdrawn from the Shop Stores project bin by one of the following methods:

a. The entire project material may be withdrawn at the same time and "staged" by a Shop Planner within one or
more of the work centers. Normally this procedure is followed for small projects that can be accomplished within
a short period of time.

b. The material for a specific work center may be withdrawn by that work center at the time the work is to be
performed. Normally this procedure will be followed for large projects that may have different start and completion
dates for each work center. Prior to drawing the material the work center must obtain an approval slip to withdraw
the material from Shop Stores.

5. Material for specific job orders in support of utility operations will be obtained using current procedures.
If the material is available in Shop Stores, it is drawn by credit card. If not stocked, procurement documents are
prepared and submitted for purchase of the material through appropriate sources.

6. Material will not be "borrowed" from one project for use on another without an approved amendment to the specific
Jjob order and must be coordinated with the Supervisor, Work Management Section or Director, Utilities Branch as
appropriate.

207. Insurance Items (1P-88 Stocked)

1. Identified as slow moving items, involving long lead times, that are vital to the continuous operation of a
facility. Due to low demand history, these items would not noramally be available from Shop Stores.

2. The Base Maintenance Officer is responsible for establishing the type and amount of material to be considered as
an insurance item and providing the DSSC Shop Stores with requirements. The New Item/Delete Notice (Appendix A)
will be used. Shop/utility plant requirements submitted by supervisors will be reviewed by the Work Management
Section or Director, Utilities Branch as appropriate. Items will be identified by NSN, description, unit of issue,
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207.3

price, and required level of stockage. Items not carried in the Federal Supply Systen will be identified by
manufacturer, part number, unit price, and required level of stockage.

3. The items will then be phrchased by Shop Stores utilizing Base Maintenance funds but will remain under the
inventory of Shop Stores until issued for use. DD 1348's will be prepared by the Base Maintenance Division.

4. Annually, the DSSC Shop Stores will provide a 1isting to the Work Management Branch indicating the status of
all insurance items. The Work Management Section, the Utilities Branch and the work center supervisors will
review the 1isting and make any adjustments required. The Base Maintenance Officer will then validate the listing
and forward it to the 0IC, DSSC.

5. When it becomes necessary for an insurance item to be used, the work center can retrieve the item directly
from Issue Point 88. It is imperative that the work center supervisor notify the Work Management Section, or
Director, Utilities Branch of the withdrawal in order that a requisition can be submitted to replace the item.
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SECTION III

BASE MAINTENANCE CREDIT CARD SYSTEM

301. General. The credit card system has been implemented to ensure that Shop Stores items purchased by Base Main-
tenance employees are properly recorded and charged to appropriate job orders. Initially, credit cards will be used
for "across the counter" purchases only. The system may be expanded at a later date to include other material pur-
chases such as project material, BPA's, etc. Additionally, the system will allow for a review of purchases material
by shop or stock number to assist in better management of resources.

302. 1Issue of Credit Cards.

1. All Base Maintenance personnel authorized to make purchases at Shop Stores will be issued a credit card.

2. Cards will be reissued annually at the beginning of each fiscal year and will be imprinted with the following
information:

a. Work Center code number (alphabet designator) and assigned employee number (01-99). Appendix B lists the
current work center code numbers.

b. Job Order Number minus the JOS number.

c. Employee's name.
3. Each year prior to the reissue of cards, the Base Maintenance Property Officer will forward a listing of current
card holders to each supervisor for review. The supervisor will make any additions or deletions and return the
listing to the Property Officer who will arrange for the issue of cards. The Property Officer will maintain a
master copy of all card holders for reference.

4. Requests for cards for new employees, transferees, etc. made be made at any time by the supervisor to the Proper—
ty Officer.

303. Purchase Procedures.

1. Bmployees making purchases at Shop Stores will present their credit card and material authorization (E/S ticket
or specific work order) to Shop Stores personnel. Shop Stores personnel will prepare a Shop Stores Issue List and
annotate the JOS number in the appropriate spaces.

2. The employee will verify the JOS and material quantity and type before signing the Issue List. One copy of the
Issue List will be given to the employee which will be returned to the shop supervisor for review and filing.

3. Supervisors will review the Issue List for excess or unauthorized purchases, file the Lists by credit card
number and retain for one year.

304. Credit Card Review and Inquiry.

1. A monthly computerized credit card report will be provided to the shop supervisor indicating the total materials
purchased by each credit card holder, type and quantity by NSN, and total expenditures by each shop.

2. Each supervisor will review the Credit Card Report to ensure that purchased materials are used as intended.
Supervisors will accomplish at least one in-depth audit of a single credit holder each month. The audit will include
a comparison of the Shop Stores Issue List against the credit card report. Any discrepancies will be noted and in-
vestigated by the supervisor. Upon completion of the audit the supervisor will annotate on the credit card report
which card number was audited and file the report for one year.

3. The credit card report has an inquiry capability which provides additional information on credit card purchases.
The inquiry will list the NSN, document number, credit card purchaser, JON and quantity purchased for the previous
12 months. Supervisors and/or managers are encouraged to use the inquiry capability when questionable purchases are
noted or as a management tool. An inquiry report may be obtained by notifying the Administrative Division indicat-
ing the NSN's in question. ]

305. Security of Cards.

1. Supervision may determine if cards are to be issued to employees and retained in their possession or retained by
the supervisor and issued as required.

2. Lost cards will be reported immediately to the Base Maintenance Property Officer.

3. Supervisors are responsible for retrieving cards from employees leaving his or her work center. Cards will be
forwarded to the Property Officer for disposal.

306. Unauthorized Use of Credit Cards. Bmployees are to be informed that the unauthorized use of credit cards for
purchases and unauthorized adjustments to material lists, tickets or Issue Lists may result in disciplinary action
or dismissal.

307. Self-Help Program.

1. The Operations Division will maintain a series of credit cards for each major unit assigned to the Marine Corps
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307.2 SOP FOR MAINTENANCE MATERIAL MANAGEMENT

Base to include the Air Station. Unit representatives requiring self-help material will process their requests
through the Operations Division.

2. Upon approval of the request, a Shop Stores Issue List will be prepared by the Operations Division denoting the
material to be issued. The appropriate credit card will be imprinted on the List and the JOS noted.

3. The Issue List will then be given to the unit representative who may use the List as authority to draw material.
After drawing material from Shop Stores, tke representative returns one copy of the Issue List signed by the Shop
Stories Issue Point to the Operations Division for filing.
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SECTION IV

SHOP_INVENTORY AND CONTROL PROCEDURES

LOl. General. Work centers are authorized to maintain within the shop, utility plant and/or assigned vehicles an
inventory of stock defined as either Pre-expended Bin(PEB), Special Operating Stock, or Insurance Items (Shop Main-
tained).

402. Pre-expended Bin.
1. Each work shop, utility plant and vehicle is authorized to establish a PEB (as defined in paragraph 103.6 above).

2. Supervisors will determine items to be stocked based on work requirements.

3. PEB may be stocked in quantities not to exceed a total dollar value of $50 for each line item. It is recommended,
however, that shops maintain only that amount of PEB which can be used within a two week period.

L. Paragraph 03005.1a(2) of reference (c) requires the Base Maintenance Officer to approve in writing those items
selected for inclusion in a PEB. Lists of proposed items will be compiled by the work center/shop supervisor for
each PEB using the criteria above and submitted to the Base Maintenance Officer in the format show in Appendix C for
approval. Once approved, the authorization list will be returned to the Work Center/Shop. The authorization list
will be reviewed annually (in June) and changes submitted to the Base Maintenance Officer for approval.

5. Each shop/plant will return the current approved authorization list(s). A Stock Record Card (Appendix D) will
then be prepared for each PEB item on the authorization list and will be located with the PEB in the shop, plant or
vehicle. Only the first four lines of the Stock Record Card are required to be completed for PEB (Use of the remain-
ing portion of the card is optional for PEB). Supervisors will ensure that individuals assigned responsibility for
PEB review the cards quarterly. Quantities should be adjusted as usage dictates. Too few of an item will result in
habitual shortages, while too many will result in excesses and inhibit the accumulation of proper data needed by

DSSC for the proper support of the Maintenance Department. g

6. Supervisors may delete items no longer required at any time without further authorization by lining through the
item on the Authorization List and dating it. Additions to the Authorization List must be submitted to the Base
Maintenance Officer for approval using the format contained in Appendix E.

403. Special Operating Stock.

1. Each work center/shop and vehicle is authorized to establish a Special Operating Stock as defined in paragraph
103.4 of this order. There are certain items which must be carried by the Maintenance Department which. are not en—
tirely compatible with the criteria for Pre-expended Bin or Insurance Items. For instance, the plumbing shop must
carry a thermostat that, at a value of $86.75, does not meet the criteria of a Pre-expended Bin item, since the
dollar value exceeds the maximum cost established for a Pre—expended Bin item. Nor, on the other hand, does it meet
the criteria of an Insurance Item; neither slow moving nor does replenishment involve a long lead time. The reten—
tion of such an item is appropriate through the use of a special operating stock.

2. Supervisors will determine material to be identified as Special Operating Stock and stocked in the shop and/or
vehicle based on usage and demand and determine the minimum and maximum inventory level for each item. Inventory
limits will not exceed a 30 day stock level. A listing will be prepared (Appendix C) and submitted through the
appropriate Division Director to the Base Maintenance Officer for approval.

3. The approved authorization list will be returned to the supervisor where a stock record card (Appendix D) will be
prepared for each item. The stock record will be located with the item(s) in the shop or on the vehicle.

L. Annually, during the month of June, supervisors will review the inventory listings, make adjustments and resubmit
the authorization list to the Base Maintenance Officer for recertification.

5. The following procedures apply for making changes to the authorization list or Stock Record Card.

a. Supervisors are authorized to increase or reduce the minimum inventory levels and reduce the maximum inven—
tory level of any approved item. 3

b. Additions or increases to the maximum inventory level must be submitted to the Base Maintenance Officer for
approval using the format outlined in Appendix E.

6. TItems inciuded in the Special Operating Stock will be limited to those items not classified as PEB or Insurance
Items.

LO4. - Insurance Items QShop Maintained).

1. Each shop will be authorized to maintain an inventory of Insurance Items as defined by paragraph 103.2 above. It
is expected that this authorization be extremely limited and is to be used only when the item cannot be maintained in
IP-88 because of the requirement for instantaneous need.

2. The Work Center Supervisor is responsible for determining Insurance Item requirements that are to be maintained
by the shop or utility plant. A listing will be prepared (Appendix C) and submitted through the appropriate Division
Director to the Base Maintenance Officer for approval.

3. The approved authorization list will be returned to the supervisor where a stock record card will be prepared on
each item. The insurance item inventory will be limited to the absolute minimum necessary to maintain essential
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operations. (Note: Upon initial implementation of these procedures, shops may have excess material which can be
identified as Insurance Items. These items may be retained for 12 months in the event excess inventories can be
used. Twelve months from the date of this order any remaining excesses will be turned in.)

L05. Inventory Procedures.

1. Each supervisor will determine PEB and Special Operating Stock Inventory requirements for each shop and vehicle
based on needs and work performed and establish minimum and maximum levels of stockage. It is intended that the in-
ventory amount for each item fluctuate between the minimum level (when requirements and demand are low) and the maxi-
mum level (when seasonal requirements and demands are high) to preclude excess inventories, waste and deterioration.
The stock record card will be used to record amounts received from Shop Stores as well as the quantity expended in
support of Standing Job Orders.

1406. Use of Excess Material. The use of excess project material or surplus material obtained from Contractors or
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