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CHAPTER 1

GENERAL INFORMATION

1000, MISSION. The mission of Support Battalion Supply is to provide
the necessary supplies and equipment, and perform supply management to
enable the Commanding Officer (CO) to accomplish his mission. Addi-
tionally, a collateral mission is to provide supply support to desig-
nated sub-departments of the Assistant Chief of Staff, Logistics
(AC/S, Log) and the Natural Resources and Environmental Affairs Divi-
sion (NREAD).

1001, SUPPLY FUNCTIONS

1. Requisitioning, warehousing, and issuing of all equipment, mate-
rial, and supplies for Support Battalion and the designated sub-
departments of AC/S, Log and NREAD.

2. Accounting for all garrison property and Table of Equipment (T/E)
items for Support Battalion and designated sub-departments of AC/S,
Log and NREAD.

»

3. Implementing supply directives originating from higher headquar-
ters.

4, Requisitioning and issuing publications for Support Battalion
headquarters. ¢

5. Receiving, storing, shipping, and re-issuing of personal effects
in accordance with reference (c), for Support Battalion personnel.

1002, RESPONSIBILITY

1. Commanding Officer., The CO shall appoint a Supply Officer to
perform the functions of stock record management and the administra-
tion of property control. Additionally, the CO will appoint respon-
sible officers to control property at the company/section level.

2. Supply Officer. The Supply Officer is directly responsible to the
CO for efficient and .effective supply operations. In addition, he is
responsible for the administration of the supply training program, to
include periodic instruction, the utilization of appropriate Marine
Corps Institute Courses (MCI“s), and enrollment in available for-
mal/informal supply schools.

3. Responsible Officer. A Responsible Officer (RO) may be any per-
son, military or civilian, acting in a commanding or supervisory
capacity. The CO.will appoint RO“s for the purpose of controlling
propérty issued to the staff sections, companies, and designated sub-
departments of the AC/S, Log and NREAD. Chapter five of this Order
addresses in detail the duties and responsibilities of the RO.
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1003. SUPPLY OFFICE AND ISSUE POINT

1. The supply office and issue point is located in Building #1}17.

2. The following issue point operating schedule is in effect for
individual equipment issues and turn-ins, Monday thru Friday:

a. Sergeants and below: 1000-1130
1430-1630

b. Staff noncommissioned officers (SNCO“s) .and officers can
receive issues and make turn-ins at anytime.

c. Detail or group issues will be coordinated through the Supply
Chief.

1004, REQUISITIONS SUPPORT. RO“s are the only authbrized requisi-
tioners. Personnel requiring requisitioning support will initiate
such action through their respective RO,

1005. PUBLICATIONS

l. Requests for specific directives/orders will be forwarded to the
Adjutant for approval/disapproval. Requisitions will be initiated
upon approval.

2. Requisitions for commercial publications must be justified as
being mission essential. Requisitions will be submitted as depicted
in Figure 5-2 via the designated'RO.

1006. CUSTODY AND SECURITY OF PUBLIC FUNDS

| B General

a. If there is a necessity for the collection of public funds,
the section Officer in Charge/Staff Noncommissioned Officer in Charge
(0OIC/SNCOIC) requiring such services will forward their requests for
an authorized custodian of such funds to the CO via the Supply Offi-
cer.,

b. The only authorized custodians of Support Battalion are
assigned to Battalion Supply and the Mess Hall (Building #1209).

2, Duties of the Authorized Custodian. Custodial duties, with the
exception of those of the Mess Hall Custodian,are addressed in Chapter
Four of reference (g). The Mess Hall Custodian will accomplish duties
as directed in the current versions of references (h) and (1i).
Appointed custodians will thoroughly familiarize themselves and comply
with the applicable orders.

1-4




STANDING OPERATING PROCEDURES FOR SUPPLY 1006

3. Audit Verification Officer

a. To ensure the proper management and accountability of the
collected funds, an audit verification officer will be appointed by
the CO to oversee the authorized custodian.

b. The audit verification officers will thoroughly familiarize
themselves and accomplish their duties as addressed in paragraph 6113
of reference (e).
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CHAPTER 2

COMMAND ING OFF ICER

2000. RELIEF OF COMMANDING OFFICER. Prior to relief, the CO will
provide a letter of certification to the relieving CO indicating the
status of supply operations within the Command. The relieving CO will
prepare, within 30 days after command assumption, an endorsement to
the outgoing CO“s letter of certification. The original will be
maintained by the Supply Officer.

2001. RELIEF OF SUPPLY OFFICER. Within 15 days after assuming res-
ponsibility of the property account, the relieving Supply Officer will
submit to the CO an evaluation of the account. Extension requests
should normally be approved for one 15 day period only.

2002, ITEMS FOR THE CO“S SIGNATURE, The following are supply docu-
ments or transactions which require the CO“s review, approval, and
signature.

1. Reimbursement Checkages. These checkages are initiated to effect
payment for missing, lost, stolen, or damaged government property for
a Marine who does not desire to pay cash. A NAVMC 6, Cash Sales and
Checkage Form, will be used. The doc¢ument will be submitted to the CO
in duplicate. An original signature is required on both copies.

2. On-hand Adjustment Transactions. These transactions are identi-
fied by a D8 or D9 document identifier code prefix. These transac-
tions are initiated to effect on—-hand adjustments to the Mechanized
Allowance Listing (MAL). These adjustments are not routine in nature.
The CO°s review, approval, and signature are required for adjustments
of more than $800.00 for noncontrolled, unserialized items; $250.00 or
more for noncontrolled serialized items; and all -controlled' serialized
items.

3. Priority 07 Requisitions. Customers may request an assignment of
a priority 07 for their requisitions which require immediate process-
ing. The justification stated on the requisition must provide an
urgent need of the requested items which are mission essential.
Priority 07°s can only be assigned and approved by the CO.

4, Money Value Gain Loss Notices. This is a computer generated
report which summarizes those adjustment transactions which were
recently inducted. The CO will ensure that all adjustment transac-
tions which required his approval were approved by himself. After
verifying the transactions, the CO will affix his signature below the
following statement on the report:

"I have reviewed the circumstances of all gains/losses on this
notice except for noncontrolled, unserialized items with a value
of $800.00 or less and noncontrolled serialized items of less than
$250.00. I have directed the Supply Officer in writing to process
these gains and losses."

2-3
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5. Investigation Requests

a. The CO has the responsibility of determining whether an
investigation should be conducted. An investigation should be con-
ducted to accomplish one or more of the following:

(1) Determine the facts related to the loss, damage or
destruction of government property.

(2) Determine the condition of damaged property, or property
suspected to be damaged.

(3) Inquire into the circumstances surrounding a possible
claim against the government.

(4) Make recommendations concerning the disposition, reten-
tion, and further accountability of lost, damaged, or destroyed pro-
perty.

(5) Determine responsibility and extent of responsibility for
the loss or damage of government property.

b. Supply investigations are not required when any of the fol-
lowing apply:

(1) All information listed in paragraph 5a are already known
or are not required.

(2) The CO is of the opinion that no fault or negligence is
indicated, or that fault or negligence might have occurred but there
are insufficient facts to ascertain responsibility.

(3) Property damage occurred through normal wear and tear.

(4) An individual accepts responsibility for the loss/damage
and voluntarily offers to reimburse the government, providing the CO
is reasonably sure that the motives of the individual are not suspect
(e.g. The CO feels the individual is not absconding with government
property for his own use or subsequent resale).

(5) A motor vehicle accident has occurred in which there was
no death or injury, the total property damage did not exceed
$2,000.00, and a probable claim against the government was not filed.
(The Motor Vehicle Accident Report (SF91A) should preclude the neces-
sity for an investigation if it readily identifies fault or negli-
gence).

5., Missing Gear Statements. This document is initiated by a Marine,
via the company commander, for lost or damaged individual equipment
when the Marine does not desire to reimburse the government due to
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mitigating circumstances. The CO”s endorsement is required for drop-
ping designated lost or damaged equipment and initiating reimbursement
action, if so desired.

6., Crane Reports. These reports document the receipt of newly
acquired weapons and the annual verification by serial number of all
weapons on hand in Support Battalion as contained in the accounting
records of the Naval Weapons Support Center (NWSC), Crane, Indiana.
The CO will review, approve, and sign the reports.

2003, C€CO”S ALLOWANCE LIST., This allowance listing comprises a list
of equipment or supplies which are regarded as mission essential, but
do not require an allowance approval by higher headquarters. The
listing will be reviewed annually and it includes, but is not limited
to the following;

l. Disaster control equipment.

2. Tools and equipment utilized for grounds care and building
maintenance.

3. Guideons and staffs.

4, SL-3 equipment for weapons maintained in the armory.
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CHAPTER 3

STAFF SECTIONS

3000. PERSONNEL OFFICER

1. Check-in/Check-out Procedures

a. The Personnel Officer will direct all incoming personnel to
check in with the Supply Officer regardless of whether an issue of
individual equipment is required. This procedure affords the Supply
Officer an opportunity to maintain a current alpha roster,

b. All Marines being detached will check out with the Supply
Officer prior to being released from the Battalion. In an effort to
preclude individuals from leaving without returning all items of
individual/organizational equipment belonging to the Battalion, no
individual will be released unless the check out sheet reflects the
Battalion Supply stamp as depicted below and contains the Supply
Officer“s or Chief”s signature.

BN SUPPLY
The above individual has checked

IN/OUT INT.

SIGN DATE

2., Morning Reports. The Personnel Officer shall provide the Supply
Officer with a copy of the Battalion morning report in order to verify
personal effects inventory requirements. i

3. Name Change. Upon approval for an individual to assume a differ-
ent name than that initially used when joining the Battalion, the
Personnel Officer will notify the Supply Officer by memorandum, or by
forwarding a copy of the authorization, and will direct the individual
to report to the Supply Officer for updating of the supply files.

4, Alpha Roster. The Sﬁpply Officer will be provided with a current
alpha roster on a monthly basis to ensure personnel are not detached
prior to returning any individual/organizational equipment.

3001. S-3 OFFICER

) IS Ammunition

a. Ammunition requirements for funeral details or rehearsals will
be provided to the Supply Officer no later than one day in advance and
will be submitted utilizing the format depicted in Figure 3-1.
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b. All other requisitions for ammunition will be submitted to the
Supply Officer at least seven working days in advance.

c. In the event ammunition for a detail is pre-staged at the
Ammunition Supply Point (ASP), the detail OIC/NCOIC will sign the
expenditure voucher daily at Battalion Supply, citing the actual
quantity of rounds expended.

2. Miscellaneous Details. The S-3 Officer will provide the Supply
Officer with a list of individuals assigned to various details, such
as the rifle range, pistol range, funeral details, etc., to include
the individual equipment required and the inclusive dates of the
details.

3002. S-4 OFFICER

. Ammunition. The S-4 Officer will compile the annual ammunition
requirements based on input from the S-3 Officer and the ASP Guard
Chief, and submit these requirements to the 0IC, ASP, with a copy
forwarded to the Supply Officer.

2. Request for Temporary Loans. A request for the temporary loan of
equipment to other organizations will be reviewed and approved/dis-
approved by the S-4 Officer. The request must be in writing and con-
tain an endorsement from the S-4 Officer prior to Supply initiating
any action. :

3003. ADJUTANT

l. The Adjutant will ensure coplies of all investigations for property
on charge to this Battalion are provided to the Supply Officer.

2. Publication requests will be submitted by memorandum to effect
requisitioning action.

3-4






OPNAV 5216/144A (Rev.8-81) DEPARTMENT OF THE NAVY

S/N 0107-LF-052-2320

Memorandum ®
DATE:
FROM:  §5-3 Officer, Support Battalion, Marine Corps Base,

Camp Lejeune
TO: Supply Officer, Support Battalion, Marine Corps Base,

Camp Lejeune
susJ: AMMUNITION REQUEST FOR FUNERAL DETAIL

l. It is requested the below listed ammunition be made
avalilable for the indicated funeral detail.

TYPE DODIC QUANTITY PICK-UP TIME/DATE
5.56MM BLANK A080

2. The above listed ammunition will be expended by the burial
deta%l at on ) .

3. The SNCOIC of this detail 1is » and has

been instructed regarding security requirements.

4. Additional coordinating instructions are as follows:

FIRST ENDORSEMENT

From: Supply Officer, Support Battalion, Marine Corps Base,
Camp Lejeune
To: Requisitions Clerk

1. The above ammunition request is approved. Establish liaison
with the Battalion Armory and prepare the appropriate B7A issue
document to effect this issue. Annotate the B7A document

number and file this request in the supply
files. Lot number will be utilized.
(Signature)

Figure 3-1.- Ammunition Request Memorandum.

3-6
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CHAPTER 4
COMPANY COMMANDERS

4000, REQUISITION SUPPORT. Requisition support is afforded only to
the Support and Logistic Company Commanders. Brig Company is sup-
ported by it“s own independent supply section. Material and equipment
necessities requiring initiation of a requisition will be brought to
the attention of the designated RO.

4001. PERSONAL EFFECTS

1. General

a. A personal effects inventory will be conducted within 24 hours
after receipt of information that a member of this Command has entered
one of the following categories:

(1) Deceased

(2) Missing

(3) Hospitalized )

(4) Incarcerated/Confined

(5) Unauthorized Absence/Desertion

(6) Separated from gear for any reason (TAD, extended leave,
Correctional Custody, etc.).

b. Service members jointly occupying quarters with their next of
kin need not have personal effects inventoried. However, the next of
kin shall be requested to promptly return to the appointed personal
effects inventory officer any government. property (individual equip-
ment, linen, serialized government equipment, etc.). The inventory
officer will return such property to Battalion Supply and obtain an
Individual Memorandum Receipt (IMR) in duplicate. The original copy
will be attached to the Certificate of Non-Inventory (Figure 4-1) and
submitted to the Supply Officer for filing.

Ce In the event that no article of personal property/government
property was left behind by the member concerned or the whereabouts of
such property are not known, a Certificate of Non-Inventory (Figure
4-1) will be completed and forwarded to the Supply Officer.
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2. Inventory Board

a. Whenever it is necessary to conduct a personal effects inven-
tory, the company commander shall appoint a board in writing (Figure
4-2) consisting of one or more officers or SNCO“s. When the effects
of a commissioned officer or warrant officer requires an inventory,
the inventory must be conducted by a commissioned officer.

b. The appointed inventory board member/members should be, whe-
never possible, the OIC/SNCOIC of the Marine requiring the inventory.
The OIC/SNCOIC would be most familiar with the location of the
Marines” personal effects (locker, quarters, etc.)s This familiariza-
tion should expedite the inventory process.

3. Inventory. The personal effects inventory will be conducted in
accordance with reference (c). The inventory board member/members
will familiarize themselves with the applicable chapters of reference
(¢c) addressing their particular situation. The board member/members
will utilize enclosure (1) of their inventory appointment letter
(Figure 4-2) as a guide to conducting a proper inventory. It will be
completed and turned into the Supply Officer along with the inventory
results.

4, Miscellaneous

a. Long Term Prisoners” Personal Effects Disposition. The per-
sonal effects of long term prisoners who are members of this Command
will be processed in accordance with Chapter Five of reference Ce)'s

b. Extended Leave or TAD. K Personnel who take leave or are
assigned TAD in excess of seven days and are separated from their
personal effects will be afforded an opportunity to turn-in personal
effects to Battalion Supply for safekeeping. Marines who desires to
exercise this opportunity must have a SNCO or NCO (Supply Chief
excluded) accompany them as a witness to the turn-in of personal
effects.

c. Marines Assigned to Correctional Custody. Prior to the
departure of the Marine to Correctional Custody, all personal
effects/government personal property must be turned-in to Battalion
Supply for safekeeping. A SNCO/NCO (Supply Chief excluded) must
accompany the Marine as a witness to the personal effects turn-in. If
applicable, a Certificate of Non-Inventory (Figure 4-1) will be sub-
mitted to the Supply Officer.

d. Personal Effects Shipment Received from a Commercial Carrier.
Battalion Supply will notify the company upon receipt of personal
effects of Command personnel which require an inventory if the desig-
nated owner is not immediately available within 24 hours to sign a
receipt for gear. An inventory board must be appointed to conduct the
inventory.
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e, Disposition Instructions. The company will be notified by the
Supply Officer concerning additional disposition instructions which
may require letters to the next of kin of Marines having personal
effects maintained in Battalion Supply when storage expiration dates
have been met.

f. Access to and Return of Stored Personal Effects. Access to
and return of personal effects is limited to company designated per-
sonnel, the owner, and personnel designated in writing by the owner of
the effects.

4002, MISSING GEAR STATEMENTS. This document is initiated by the
individual Marine who has lost or damaged individual equipment and
does not desire to reimburse the government due to mitigating circum-
stances. The company commander will endorse the correspondence with
an appropriate recommendation and forward it to the CO for approval.

4003. PURCHASE OF INSIGNIA, CHEVRONS, AND MARKSMANSHIP QUALIFICATION
BADGES

l. Insignia and chevrons are authorized for initial issue to appro-
priate personnel at government expense for the minimum issue of uni-
forms and for supplemental issues when applicable. As required, the
Supply Officer will be provided a memorandum addressing requirements.
The requisitioning document (DD1149) will be completed by the requi-
sition clerk. The company representative will pick up the document,
have the fiscal clerk initial on the DD1149, and pick-up requirements
from cash sales. Upon return, the company representative will give a
copy of the completed DD1149 to the requisitions clerk and fiscal
clerk.

2, Issue and Replacement of Badges and Requalification Bars. When a
Marine qualifies with an assigned weapon, the appropriate badge or
expert requalification bar will be furnished aq-governmentzexpense.
Badges and expert requalification bars are available at self-service.

3. Accountability. A logbook will be used to account for the insig-
nias, cheverons, marksmanship badges, and requalification bars. Fig-
ure 4-3 will be the format used.

4004. TAILORING OF UNIFORMS AT GOVERNMENT EXPENSE

1. Uniforms purchased through the Marine Corps Exchange by all mem-
bers of this Command may be tailored at government expense except for
items purchased at reduced cost and enlisted uniforms purchased by
officers as authorized for wear in accordance with reference (e).
Tailoring of uniforms does not include the sewing of rank insig-
nias/service stripes or cleaning/pressing costs.

2., Personnel for which uniforms were improperly tailored or have had
an unusual change in body weight or configuration since recruit
training may also have their uniforms tailored at government expense,
provided that no more than 180 days have lapsed since entering active
duty and weight changes are within the current Marine Corps standards.,

4-5
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If the cost of additional tailoring exceeds 50%Z of the cost of new
uniforms, the tailoring will not be accomplished. The individual will
be reissued new uniforms on a one for one basis.

4005, CLEANING OF MATTRESSES, DRAPES, CARPETS, AND FLAGS

1. Memorandum Requests for the cleaning or Limited Technical Inspec-
tion (LTI) of mattresses will be submitted in triplicate to the Supply
Officer stating the number of mattresses, location, and point of con-
tact. The Supply Officer will forward the request to the Base Laun-
dry. Upon notification from the Laundry, the RO will be required to
provide a working party of at least two Marines to assist the laundry
personnel in the cleaning of the mattresses.

2. Requests for the cleaning of carpets in living or administrative
spaces will be submitted to the Supply Officer.

3. Drapes/curtains and flags will be cleaned by the Base Laundry
utilizing the NAVMC 10192, Consolidated Work Request and Receipt. The
section desiring the items to be cleaned will submit the work request
directly to the Base Laundry. NAVMC 10192°s are available at self-
service. ;

4006, INDIVIDUAL EQUIPMENT

1. The company commander will ensure personnel are advised to return
all items of individual equipment to the Supply Officer immediately

after the requirement for that equipment expires. Upon notification

of delinquent turn-ins from the Supply Officer, the company commander

will provide assistance as requested to ensure the timely return of
equipment. ;

2. Loss/Damage of Individual Equipment. Members losing/destroying an
item of individual equipment may purchase the item from self-service.
This procedure should be utilized whenever possible in lieu of
cash/checkage sales procedures.,

4007, PERSONNEL SUPPORT EQUIPMENT

1. A RO is assigned to manage and account for personnel support
equipment (PSE) issued for Bachelor”s Enlisted Quarters (BEQ) 1340.
The RO will ensure that the PSE utilized by the individual Marine is
accounted for in accordance with the current version of reference (j).

2. Marines will be individually responsible for the property in their
rooms. When a situation arises in which one member or guest of a
member destroys an item of government property, it is that member”s
responsibility to report the incident to the company commander imme-
diately.
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3. PSE which has been damaged beyond that expected of normal use will
not be accepted for turn-in unless it 1is accompanied by a statement
from the cognizant company commander to the CO. The statement will
address the circumstance”s surrounding the damaged PSE, the discipli-
nary action taken toward the person/persons who were identified to be
at fault, and if applicable, corrective action initiated to prevent
further incidents of this nature.
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CERTIFICATE OF NON-INVENTORY

4050
CODE
DATE
From:
To: Supply Officer, Support Battalion, Marine Corps Base,

Camp Lejeune, North Carolina 28542-5021

Subj: CERTIFICATE OF NON-INVENTORY; CASE OF:

Ref: (a) MCO P4050.38__

1. The subject named Marine has entered the following status
as of

2. In accordance with the reference, this certificate of non-
inventory is submitted for the following reason:

No articles of personal effects/government property were
left behind.

After an extensive search, whereabouts of personal
effects7government property could not be determined.

The individual resides jointly in quarters with a next of

kin. All government property has been returned. Individual Memoran-
dum Receipt for retained equipment is attached.

(Signature)

Figure 4-1.,--Certificate of Non-Inventory.
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PERSONAL EFFECTS INVENTORY APPOINTMENT LETTER

4050
CODE
DATE

From: Commanding Officer, Company, Support Battalion,
Marine Corps Base, Camp Lejeune, North Carolina 28542-5021

To:

Subj: PERSONAL EFFECTS INVENTORY OFFICER FOR THE CASE OF:

D e

Ref: (a) MCO P4050.38__
Encl: (1) Inventory Officers Checklist

1. The subject named Marine has entered status
as of x) « In accordance with the reference, you
are appointed to conduct an inventory of this Marines personal effects
no later than ' .

reference and any other chapters which may apply to your situation.
Additional guidance may be obtained from the Supply Officer as well as
the materials necessary to conduct the inventory.

2. You will thoroughly familiarize yourself with Chapter 9 of the ‘

3. The enclosure will guide you through the steps necessary to con-
duct a proper inventory. The enclosure will be turned into the Supply
Officer along with the inventory results.

(Signature)

Figure 4-2.,--Personal Effects Inventory Appointment Letter. ‘

4-10
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‘ INVENTORY OFFICERS CHECKLIST
INITIAL

Have determined that inventory is necessary.

If the inventory was not necessary, a Certificate of Non-
inventory was submitted along with the original of the
Individual Memorandum Receipt to the Supply Officer.

Have reviewed Chapter 9 of MCO P4050.38__, Personal Effects
and Baggage Manual (PEBM), and applicable chapters.

Have reported to Battalion Supply for additional guidance and
obtained necessary materials to conduct the inventory.

Inventory is conducted as addressed in paragraphs 0902 and
0903 of the PEBM.

Military ID Card and Meal Card were removed and returned to
the Personnel Officer. The inventory report was appropriately
annotated.

Personal effects collected were boxed up, properly sealed and
turned into Battalion Supply.

Inventory Report was properly signed in accordance with para-
. graph 0904 of the PEBM.

Inventory report and copies were properly distributed in
accordance with paragraph 0905 of the PEBM.

(Signature)

Enclosure (1)

Figure 4-2,--Personal Effects Inventory Appointment Letter--
. : continued.
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LOGBOOK FORMAT

Item: (The logbook will have a separate section for the insignias,
chevrons, marksmanship badges, and expert requalification
bars, respectively.)

DATE TYPE OF ENTRY ISSUED/RETURNED TO ON-HAND

1. Inventory
2. Issue

3. Receipt from
requisition

4, Returned

Figure 4-3,--Insignia, Chevron, Marksmanship Badges, and
Requalification Bars Logbook.



STAND ING OPERATING PROCEDURES FOR SUPPLY
CHAPTER 5

RESPONSIBLE OFFICERS

PARAGRAPH PAGE

GERERAE s o o 5. 0s0ss oMl ahdin MM Ggs6er oo ssseevsuddar:H000 5-3
REQUISITION -PROCEDURES s o at eiitseascccoasssntnean = 3001 5-3
REQUISTITION SUBMISSTONS Lol e ss »oocsovstovsnins  HDO2 5-4
OB TCE MACHINE REP AT e s s s e s s os i s sl iae 5003 5-4
TRENSING . o oo 0 0io's s sl s W R SRR, o o oo o 0 00 v.0564s viig 2006 5-5
RELIEF OF RESPONSIBLE OFFICER...cessscscccsssssss 5005 5-5
PREPERTY CONTROL: oo nn R s & o o c 000 posnobbah & 900K 5-5
REGETPT OF GEARq o et MR s v oo 0 00 000 v'sinsaneniin 5007 5-5
SELF-SERVICE SHOPPING PROCEDURES (BATTALION

SERFE. RO”S ONLY) . oo B I I e i ccccsesonasds 3OS 5-6
FI8CAL (BATTALION STARRROTEONLY)..cccocoeosnns 5009 5-6

FIGURE

5-1 WALK THROUGH REQUISITIONING PROCEDURES.... 5-8
SR 7 ASYSTEM ITEM -RROIEREERING o« « c 000 00 o0 sits np 1 5-9
53 7 BASE PROPERTY BEOUISETION....cccovosvsosns 5-10
5-4  NON-SYSTEM ITEM REQUISITION.:.ueossoennsnss 5-11
LR HERD 5 g d SR RN g R oh e e e R R o 5-12







STAND ING OPERATING PROCEDURES FOR SUPPLY
CHAPTER 5
RESPONSIBLE OFF ICERS

5000. GENERAL

1. A Responsible Officer (RO) is appointed by the CO for the purpose
of controlling property. The importance of strict property control
cannot be overemphasized. A lack of property control leads to
unwanted fraud, waste, and the abuse of government funds and assets.

2. RO”s are directly responsible for all government property which
has been entrusted to their care and safekeeping. They will use every
reasonable precaution to prevent loss, theft, or damage to the prop-
erty. When it is impractical for individuals having direct responsi-
bility to personally supervise issues or other transactions, they will
choose with care the person to whom this duty will be delegated. The
keys to storerooms, chests, vehicles, and other public property will
not be entrusted to subordinates without exercising supervisory and/or
advisory measures by the person having direct responsibility. The
direct responsibility of individuals acting in a supervisory capacity
is not terminated by reason of delegation of duties or internal
assignment of responsibilities to subordinate personnel. In case of
loss, damage, or destruction of government property, the person
responsible for property will be held liable when it is determined
that negligence was involved.

5001. REQUISITIONING PROCEDURES

l. Requisitions for all equipment and supplies/services, with the
exception of admin/housekeeping supplies available at self-service,
will be submitted to the Supply Officer by the, RO in accordance with
the following instructions:

a. Prior to submission of the requisition to the Supply Officer,
the RO will route the requisition through the appropriate Fund Admin-
istrator, who will initial the requisition.

b. In the event the requested items are urgently required, the RO
will submit a written justification substantiating the urgency.
Additionally, an impact statement explaining how or why the lack of
the requested material is precluding accomplishment of the mission
will be submitted to the Supply Officer for all requisitions in which
the assignment of priority 07 is requested.

2. In the event a priority 07 walk-through requisition is approved,
the RO will provide an individual to walk the requisition through the
appropriate channels in accordance with the procedures contained in
Figure 5-1.
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5002, REQUISITION SUBMISSION

1. Requisitions to Sources of Supply Other Than The Base Property
Control Office (BPCO). When requesting material/services from sources
other than BPCO, the DD Form 1348-6 will be utilized and prepared by
the requesting RO in the format depicted by Figure 5-2 for items not
having an NSN., For items having an NSN, requisitions as depicted in
Figure 5-3 will be submitted.

2., Requisitions for Base Property Items. Items having a NSN resident
on the BPCO Master Header Information File will be requisitioned using
a DD Form 1348 in the format of Figure 5-4., When requisitioning gar-
rison property items, color and name brand will not be considered.

The items received will be in a serviceable condition. However, they
may not necessarily be new. Priority 14 is the only priority desig-
nator that will be utilized for BPCO requisitions.

3. Requisitions for Rubber Stamps. Rubber Stamps and facsimile
stamps are manufactured commercially and procured locally through the
Imprest Fund. Two copies of the desired stamp, to include the size,
style, and type of'letters in accordance with the chart depicted by
Figure 5-5, must be submitted on white bond paper with the requisi-
tion. When requesting facsimile stamps, three signatures will be
provided, written in black ink on 8 1/2" X 11" white bond paper.

4, Curtains/Drapes. Requests from RO“s for curtains/drapes will be
in letter format stating the amount required and providing justifica-
tion. Upon receipt of the letter, the Supply Officer will forward the
letter to BPCO. When notified by BPCO, the RO will go to BPCO and
review the samples of materials available and obtain a list of ven-
dors. The RO will then contact the vendors to measure the windows and
provide an estimated price.

5. Requests for Air Conditioners/Heaters. RO“s requesting initial
installation of an air conditioner will submit a work request via the
S-4 Officer (for Battalion staff only) to the AC/S, Facilities, Main-
tenance Section for approval. Upon approval, the results will be
provided to the Supply Officer .along with the request for the air
conditioner. Replacement requests will be honored only if the request
is accompanied by a LTI designating the air conditioner as unservi-
ceable. Requests for LTI”s will be forwarded via the S-4 to the AC/S,
Facilities, Maintenance Section.

5003, OFFICE MACHINE REPAIR., Maintenance and repair of most office
machines may be obtained by calling the repair service within BPCO at
extension 1944, When calling for repair of these items, be prepared
to furnish the nomenclature, serial number, building number, location
within the building, point of contact, and brief description of the
problem. Items that cannot be repaired through this service will be
turned in to the Supply Officer in accordance with the instructions
below.
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5004, TURN-INS. RO“s desiring to turn-in property will submit a
memorandum describing the item to the Supply Officer. The property
records clerk will notify the RO and make an appointment for the
turn-in and appropriate records adjustments.

5005. RELIEF OF RESPONSIBLE OFFICER

1. The RO to be relieved will contact the supply property clerk. The
property clerk will require the following information:

a. Date of relief

b. Relief”s name, rank (military only), social security number,
MOS (military only), billet, and immediate supervisor (civilian only).

2, The outgoing RO must inform the property clerk at least seven
working days in advance of relief.: This will ensure that all pending
transactions are processed and an updated Consolidated Memorandum
Receipt (CMR) is provided.

3. Prior to assuming responsibility, the incoming and outgoing RO
will conduct a joint physical inventory utilizing a new CMR. Within
15 days after appointment, the incoming RO will sign the original CMR
maintained by the property clerk. The incoming RO will notify the
Supply Officer at that time of any raccount discrepancies.

5006. PROPERTY CONTROL. Effective property control will be accom-
plished by taking the following action:

1. Marking all equipment issued with RO“s account number.

2, Conducting a physical inventory of all equipment during each
quarterly CMR verification. :

3. Reporting losses within 24 hours, after confirming that they are
valid losses, to the Supply Officer by memorandum.

4, 1If equipment is not physically within your immediate area, have
equipment signed for by the senior person in the area in which it is
being utilized.

5. If RO is to be absent in excess of 30 days, the respective 0IC
must be informed so that a new RO can be appointed.

5007, RECEIPT OF GEAR. Within five working days after notification
of recently received equipment, the RO will ensure pick-up is made.
If equipment was picked up by an authorized representative, the RO
will report to the Supply Officer within 10 working days after the
pick-up date to formally sign for newly received gear. If the above
mentioned actions are not complied with and the Supply Officer is not
informed of any extenuating circumstances, the Supply Officer will
freeze the account and will not process any requisitions until such
action is completed.
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5008, SELF-SERVICE SHOPPING PROCEDURES., (Applies only to RO“s who
are fiscally supported by the Battalion). All RO“s will complete the
description, unit of issue, and quantity blocks of the self-service
shopping list prior to submission or approval of the lists by the
fiscal clerk. The fiscal clerk is located in the S-4 office. Previ-
ous self-service shopping lists should contain much of the required
information. Each list will be initialed by the respective OIC or
SNCOIC at the top of each listing. Shoppers are prohibited from
adding to the list or increasing initially stated quantities unless
there was an error with the assigned unit of issue. After returning
from self-service, the self-service card and a copy of the receipts
will be returned immediately to the fiscal clerk.

5009. FISCAL. (Applies only to RO“s who are fiscally supported by
the Battalion). RO“s will maintain on file all fiscal memorandums
addressing fiscal expenditures and available balances. Budgeted dol-
lars are to be spent wisely and not to be used to stockpile unneces-
sary amounts of self-service items. At the end of the second quarter,
a fiscal review will be conducted. RO“s who have funds left over from
the first and second quarter allocations will have those funds deleted
from their accounts. If additional funds are required, a request by
memorandum will be forwarded to the Supply Officer for an increase in
allocations. Deleted funds will be utilized to procure required T/E
equipment, mission essential items, or office furniture that is
determined to be necessary and not to be procured by Base Property in
the immediate future,
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Memorandum

DATE:

rrom: Supply Officer, Support Battalion, Marine Corps
Base, Camp Lejeune
Responsible Officer, Account

TO:

WALK THROUGH REQUISITIONING PROCEDURES
SUB)J:
Ref: (a) Document M93170- -

1. In accordance with current policies, the following procedures
will be followed to effect processing of the referenced document.

a. The attached document will be taken to the Customer
Services Section, DSSC, located on the first deck, building
1011, They will stamp the requisition and sign a copy.

b. The next step is to take the requisition to T&R, located
directly across the hall from Customer Services. This section
will research the requisition, assign an NSN, and retain the pink

copy.

c. Upon completion of the research, you will be directed
back to the Customer Services Section for their final processing
action.

d. From Customer Services, you will go to Purchasing and
Contracting, located on the second deck of building 1211.
Further instructions will be provided at that time depending on
the purchase method.

2. At the completion of the above steps, all remaining copies
will be returned to the Battalion Supply Office. Additionally,
if the item/services was procured during this process, a copy of
all receipt documentation will be provided to the Battalion
Supply Office.

3. In the event the item purchased is required to be carried on
the property records, an interim receipt will be prepared at that
time. An appointment will be made with the RO for the
appropriate record adjustments.

(Signature)

Figure 5-1. Walk Through Requisitioning Procedures.
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Figure 5-2.--System Item Requisition.
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¥SC GROUP 75 SN
\

ABCOEFGHI IKLMNOPQRSTUYWXYZ1234587

12 1/16" 17 LPI=

-------- 1234867890abe

13 116" ©  21LPI
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*LPI - - LETTERS PER INCH
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Figure 5-5.--Letter Styles
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CHAPTER 6
SUPPLY OFFICE ORGANIZATION AND REPORTS

6000, ORGANIZATION

1. The supply office consists of the following billets as provided by
T/O L5351

T/0 LINE# BILLET GRADE MOS OFF ENL

1386 Supply Officer Lt 3002 1

1389 Supply Chief GySgt 3043 1

1390 Warehouse Clk Sgt 3051 1

1394 Supply Clk Sgt 3043 1

1396 Supply Clk PFC 3043 2

2., The supply office is divided into four sections: requisitions,
property control, publications, and the warehouse. One clerk is
assigned to each section as a primary duty. All clerks are also
assigned to a section other than their primary as a secondary func-
tion.

3. The following is a list of duties and responsibilities of each
section:

a. Requisitions

(1) Prepares supply requisitions.

(2) Maintains a pending and completed file of requisitions
received. : 4

(3) Conducts reconciliations with customers and provides
updated status concerning their pending»requisitions.

(4) Monitors computer system reports to ensure requisitions
submitted are accepted. Those that are rejected are corrected and
promptly resubmitted.

(5) Properly maintains maintenance service agreements by pro-
cessing invoices to ensure timely payment of the contracted vendors
and accounting for the funds expended.

(6) Processes receipt transactions for equipment received.

b. Property Control

(1) Maintains a direct liaison with the warehouse personnel in
processing receipts and issues of supplies and equipment to ensure
property records reflect actual equipment on hand.
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(2) Maintains a direct liaison with the requisitions clerk to
ensure that specified allowances are maintained and not exceeded.

(3) Conducts a quarterly reconciliation with RO%s to verify
on-hand quantities listed on their respective Consolidated Memorandum
Receipts (CMR).

(4) Maintains property accounting records for the following:

(a) All Table of Equipment items as specified by higher
headquarters.

(b) All items as specified by the CO”“s Allowance listing.
(c) Garrison property equipment.
(d) Plant property equipment.

(e) Training and Audiovisual Support Center (TAVSC)
equipment.

(f) Ammunition.

Coe Publications

(1) Requisitions and issues all directives required by the
Support Battalion headquarters.

(2) Maintains a pending and completed file of requisitions
received. '

(3) Monitors computer system reports to ensure requisitions
are accepted. Those that are rejected are corrected and promptly
resubmitted.

(4) Maintains and upkeeps the supply publication library.

(5) Prepares routine correspondence and reports relating to
supply operations.

d. Warehouse
(1) Receives, locates, and issues supplies and equipment.
(2) Maintains a manual locator system for stocks on hand.

(3) Issues equipment as authorized on a temporary loan basis

utilizing Individual Memorandum Receipts (IMR) or Equipment Custody
Records (ECR).

(4) Conducts monthly alpha roster and IMR reconciliations to
ensure personnel who detach from the Battalion return all equipment.
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(5) Assists in taking inventory of supplies and equipment.

(6) Maintains close liaison with the property control clerk to
ensure stock on-hand equals quantities reflected on property records.

(7) Receives, stores, ships, and re-issues all personal
effects.

(8) Ensures that all equipment maintained for issue is servi-
ceable.

(9) Conducts laundry turn—-ins for linen and other equipment
that can be laundered.

6001. MANAGEMENT REPORTS. The following are the major management
reports listed by section which are monitored by the supply office.

1. Requisitions

a. Daily History. A report used to monitor transactions sub-
mitted to the BPCO. The transactions are listed in National Stock
Number (NSN) sequence and reflect those most recently inducted. A new
report is received twice a week. It is primarily used by the requi-
sitions clerk to ensure that transactions submitted have been accepted
and to extract the latest status of pending requisitions.

b. EO7 File. A report used to monitor transactions submitted to
the Customer Service Section of Direct Support Stock Control (D8SC).
These transactions are for nonsystem or system items which are not
available at BPCO or self-service. The new report is received weekly
and is in document number sequence., Like the Daily History, the
report is primarily used by the requisitions clerk to ensure transac-
tions submitted have been accepted and to extract the latest status of
pending requisitions. ;

¢c. Edit Error Listing. A report which reflects those transac-
tions submitted to the BPCO that were not accepted. It is received
twice a week and is in NSN sequence. This listing is used by the
requisitions clerk to identify rejected transactions and correct them
for resubmission.

2. Property Control

a. Mechanized Allowance Listing (MAL) Over/Short Report., This
report is the primary property accounting record for the Battalion.
It lists all Table of Equipment (T/E) items as directed by higher
headquarters and all garrison property equipment to include office
machines, office furniture, PSE, etc.. The report is produced in
Table of Authorized Materials Control Number (TAMCN) sequence and a




6001 '~ STANDING OPERATING PROCEDURES FOR SUPPLY

new report is received quarterly or upon request. The property con-
trol clerk utilizes the report to ensure directed allowances are
maintained and not exceeded.

b. Master CMR., This report is similar to the MAL, but includes
information not listed by the MAL such as serial numbers and the
accounts for which equipment has been issued. It is produced quar-
terly and by TAMCN sequence. This report gives the property clerk
immediate information concerning the locations of T/E items and garri-
son property equipment.

c. Responsible Officer”“s CMR. This report lists equipment issued
to each RO. The report is produced in TAMCN sequence and new one is
received quarterly or upon request. Upon receipt of the new CMR, the
RO will verify on-hand quantities listed.

d. Plant Property CMR. This report lists plant property equip-
ment that has been issued to the Battalion. Plant property equipment
are those items costing more than $5,000.00. A new CMR is received
every six months and is in plant account number sequence. Upon
receipt of a new CMR, an inventory is done to verify the report and to
ensure that all plant property has been signed for by a RO.

e. Training Audiovisual Support Center (TAVSC) CMR. This report
lists TAVSC equipment such as projectors, screens, etc. that has been
issued to the Battalion. A new CMR is received quarterly or upon
request and is in TAMCN sequence. Upon receipt of a new CMR, an
inventory is done to verify the report and ensure all TAVSC equipment
have been signed for by a RO.

3% Publications

a. Data and Status Listing. This report reflects the latest
publication requisitions received by Marine Corps Logistics Base
(MCBL), Albany, Georgia, and the latest status of pending requisi-
tions. This report is received whenever new transactions are sub-
mitted. The publications clerk uses the report to ensure that requi-
sitions submitted have been received and extract the latest status of
pending requisitions. ‘

b. Backorder Validation (BOV) Listing. This report reflects all
pending publication requisitions. The report is received annually and
in Prefix Control Number (PCN) sequence. Upon receipt of the report,
it is submitted to the Adjutant to ensure that the pending requisi-
tions are still required.

4, Warehouse. The only computerized report utilized by the warehouse
clerk is the alpha roster. This report reflects all Marines currently
attached to the Battalion. It is in alphabetical sequence and is
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received monthly from the Personnel Officer. Upon receipt of a new
roster, the warehouse clerk will reconcile the roster with the indi-
vidual memorandum receipts on file to ensure that no Marine has
detached without returning issued equipment. Discrepancies found will
be immediately reported to the Supply Officer.
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APPENDIX A

DEFINITIONS

AUTHORIZED CUSTODIAN. Any Marine or civilian personnel appointed by
the CO for the purpose of collecting public funds not to exceed
$500.00.

CONSOLIDATED MEMORANDUM RECEIPT (CMR). A listing which serves as a
property control management tool. The CMR reflects material allow-
ances and on-hand quantities of issued equipment to the RO.

EQUIPMENT CUSTODY RECORD (ECR)., A form utilized for accountability of
temporary loan equipment.

GOVERNMENT PROPERTY. Government issued equipment to include but not
limited to individual equipment, organizational clothing (field
jacket, parka, etc.,), tools, and instruments identified by government
serial numbers.

INDIVIDUAL MEMORANDUM RECEIPTS (IMR). A form utilized for the issue
of individual equipment, organizational clothing, and linen for indi-
vidual Marine use. :

MECHANIZED ALLOWANCE LISTING (MAL). A listing which provides the
unit s material allowances and on-hand quantities.

MISSING, LOST, STOLEN, OR RECOVERED/GOVERNMENT PROPERTY REPORT (MLSR
REPORT). A report sent to Headquarters Marine Corps concerning miss-
ing, lost, stolen, or recovered government property which are of sig-
nificant value or strictly controlled. :

MONEY VALUE GAIN LOSS NOTICES (MVGLN). A computer generated report
summarizing recently inducted adjustment transactions which affect the
on-hand quantity for designated equipment on the MAL.

PERSONAL EFFECTS (PE), Items identified as belonging to a Marine.
Government issued property excluded.

PERSONNEL SUPPORT EQUIPMENT (PSE). PSE refers to the barracks furn-
ishings that are provided for the BEQ and utilized in quarters by the
individual Marine.

RESPONSIBLE OFFICER (RO). Any person, military or civilian, that has
been appointed by the CO for the purpose of controlling property
issued to the RO“s assigned section or work area.







