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SECTION (A) GENERAL SUPPLY MANAGEMENT   

1.  Does the unit request clarification through command channels when regulatory guidance is not clear?  AR 710-2 (1-10a); AR 735-5 (1-7)

2.  Does the unit request formal approval from HQDA for deviation from supply policy?  AR 710-2 (1-10b); AR 735-5 (8-2)

3.  Has the unit identified and forwarded through command channels, any supply constraints currently in effect?  AR 710-2 (1-12); AR 725-50 (1-7)

SECTION (B) PROPERTY ACCOUNTABILITY  

1.  Has the accountable officer been properly appointed?

AR 710-2 (3-34b); AR 735-5 (2-10)
2. Is the statement of transfer of accountability on file at subordinate units?

AR 735-5 (5-2a)

3.  Is all property, except real property and contractor acquired property, processed 

through and accounted for on an SRA before issue? AR 710-2  (1-14b); AR 735-5 (2-2c&d)

4.  Does the Stock Record Officer have adequate procedures for processing property 

book items that require signature receipt and issue controls? AR 710-2 (1-14b); AR 735-5 (2-2c&d)

5.  Are all issues of army property or leased equipment being properly documented in the SRA? AR 710-2 (3-34 and 3-35)

6.  Is an audit trail maintained via a Transaction History File? AR 710-2 (3-35a)

SECTION (C) PERFORMANCE STANDARDS: 

 AR 710-2 Section IV (1-20a) and table 1-2
1.  Demand satisfaction (Objective 75%, Management Level 70-80%)

2. Zero balance with due outs (Objective 8%, Management Level 8-10%)

3.  Materiel release denial rate (Objective 1%, Management Level 0-3%) 

4.  Inventory Accuracy  (Objective 95%, Management Level 85%)

5.
Receipt processing (Objective 3 days, Management Level 5 days)

6.  Request processing (Objective 2 days, Management Level 4 days)

7.
Location survey (Objective 98%, Management Level 95%)

8. Excess Cycle (Objective reparable:  Daily; others monthly)

9.  Disposition excess indicator (10 days)

10.  Automated system cycles performance (Objective 1 every workday; Management Level 18 per month)

11.  SSSC/QSS zero balance (Objective 10%, Management Level 15%)

12.  Inventory adjustment rate (Objective 2.5% of RO dollar value)

SECTION (D) REQUISITIONING  

1.  Is an authorized customer support listing (AJT019) to include current assumption of Command and/or PBO appointment memorandum maintained by the SSA? AR 710-2 (3-30b); ADSM 18-L1Y-AJT-ZZZ-EM, (16.3.2) Pg 16-24; DA PAM 710-2-2 (10-8)

DA Form 5977 - DA PAM 710-2-1 (2-32), DA Form 1687 - AR 710-2-2 (10-8)

2.  Does the stock record officer notify customers when materiel is available for issue?

DA Pam 710-2-2, 10-7

3.  Do they maintain catalog files with item identification, interchange and substitute, 

packaging data, and freight information as defined in AR 708-1? AR 710-2, 3-35a(1)

4.  Does the Authorized Stockage Listing (ASL) files that identify required and 

authorized stock levels contain records with essential elements of information?

AR 710-2, 3-35a(2))

5.  Is the Availability Balance File (ABF) which identifies actual assets on hand?

AR 710-2, 3-35a(3))

6.  Are there due-in files to identify assets due in to the stock record account?

AR 710-2, 3-35a(4)

7.  Are there due-out files to identify unfilled customer requirements?

AR 710-2, 3-35a(5)

8.  Are demand history files maintained to record reoccurring requirements and do 

they contain essential information? AR 710-2, 3-35a(7)

SECTION (E) RECONCILIATION AND VALIDATION  

1.  Has the SSA established internal procedures to monitor and distribute the return of reconciliation listings provided to the customers? DA Pam 710-2-2, 19-4b(3)    

2.  Are all reconciliations being conducted with customer units? 

AR 710-2 (2-7d); DA Pam 710-2-2 (19-4)

3.  Are necessary actions taken on reconciliation mismatches?

DA Pam 710-2-2, (19-4b)

4.  Are the due-in files kept in synchronization with the due-out files?

AR 710-2 (3-25a-b)

5.  Are supported units provided a copy of the due out listing monthly for 

validation and reconciliation of records? AR 710-2, 3-25c(1)

6.  Is an item-by-item review conducted with the requester quarterly to validate

the continued need for an item? AR 710-2, 3-25c(1)

7.  Are cancellation actions initiated for requisitions not reconciled by the requesting

activity for two consecutive SAVAR cycles? AR 710-2, (3-25e)

SECTION (F) RECEIPT PROCESSING  

1.  After the receipt of an item are receipt documents forwarded to the stock control 

section within one or two days depending on the priority designator or the class of supply? AR 710-2, 3-26a and AR 725-50, 5-2

2.  Are receipts of shipment from the wholesale level reported and stock records updated? AR 710-2, 3-26c

3.  When documentation for receipts are missing do the supply receiving personnel

complete the necessary documents to process the receipt to the stock record account?

AR 710-2, (3-26a)

4.  Are report discrepancies discovered during the receipt of materiel?

AR 710-2, (3-26a)

5.  Are supplies actually received verified against the receipt documentation 

(verify stock number, quantity, condition of the item, and serial/registration 

number when applicable)? DA Pam 710-2-2, (8-3b)

SECTION (G) STOCKAGE CONTROL  

1.  Are only repair parts with the appropriate essentiality codes selected for ASL 

stockage? AR 710-2 (1-22c and  3-8a)

2.  Are all items to include ASL and NSL items being identified by the appropriate 

stockage list code (SLC)? AR 710-2 (3-8b) and DA Pam 710-2-2 (4-4)

3.  To assist in the management of the ASL, is a review board appointed to meet annually as a minimum? AR 710-2 (3-9j)

4.  Are ASL reviews being maintained for 1 year to include all supporting documents? 

AR 710-2 (3-8, b / 2&3)

5.  Are minutes of each ASL review board approved and signed by the commander or 

his designated representative? AR 710-2 (3-9j)

6.  Does the SSA have Demand History Files for the most recent 12-month period?

AR 710-2 (3-8a)

7.  Does each item on the ASL have an established RO? AR 710-2 (3-9)

8.  Do EC and mobility limit the ASL? AR 710-2 (1-19d and 3-8a)

9.  Is  DA Form 272 (Register of Vouchers to Stock Record Account) or a document 

number control register established and maintained properly? DA Pam 710-2-2, (3-15)

10.  Are vouchers being annotated correctly to document adjustments, issues, shipments, turn in or receipts? DA PAM 710-202 (3-17)

11.  Is causative research conducted for inventory discrepancies involving 

sensitive items or adjustments over $500 in extended line item value?

DA Pam 710-2-2 (9-13a)

12.  Is causative research being completed within 30 calendar days following 

completion of an inventory? DA Pam 710-2-2 (9-13(9)

13.  Does the Stock Record Officer file the completed DA Form 444 (Inventory Adjustment Record) in the completed voucher file? DA Pam 710-2-2 9-14c(2)

14.  Are excess items being properly identified? DA Pam 710-2-2 (15-5)

SECTION (H) STORAGE OPERATIONS  

9. When material is received without documentation, does the receiving personnel 

prepare documents needed to process the receipt to the stock record account?

AR 710-2, 3-26 a(3)


10. Are government supplies and equipment properly protected against pilferage or 

major thefts? DOD 4145.19-R-1, chap 3, section 8, para 3-803 (Pg 3-75);

FM 10-15, chap 3 (Pg 3-16)    

3.  Is a secured area being maintained for all sensitive and pilferable items?

DOD 4145.19-R-1, chap 3, section 8 para 3-805 (Pg 3-76)

4.  Are planographs being located in prominent or focal points of activity in each storage area? DOD 4145.19-R-1, chap 3, section 3, para 3-303.a (Pg 3-16).

5.  Has a five digit location system (SSAs) or a nine digit location system (RSAs) been assigned to all locations? FM 10-15, chap 6(Pg 6-1 thru 6-13); TM 743-200-1, chap 3,

(Pg 33-1 thru 33-10).



6.  Is the warehouse setup efficient and does the layout reduce the possibility of theft?
           
FM 10-15, chap 5, section 2(Pg 5-1 thru 5-17); DOD 4145.19-R-1, chap 2, section 3 (Pg 2-23 thru 2-40).

7.  Does the storage facility meet the criteria established IAW: 

DOD 4140.27-M, chap 5-401 (Pg 5-50)

8.  Is only one stock numbered item with one condition code placed in a single

location? FM 10-15, chap 6 (Pag 6-9); TM 743-200-1, para 3.3.2.3, change 24



(Pg 33-2).


9.  Do all Material Release Orders (MROs), forwarded with the items to the

customer pickup point, show the julian date and initials of the person making

the supplies available for issue? DA Pam 710-2-2, 10-3(b)


10.  If supplies are not available in the quantity and condition shown on the

MRO, is the stock control section being notified immediately of the warehouse

denial and is the receiving section directed to freeze receipts of the stock items involved? FM 10-15, chap 8, section 3 (8-19)

11.  Are reusable shipping containers used to ship items, if possible, to reduce costs?

FM 10-15, chap 9


12.  Do issue and shipping personnel verify item quantity, condition code, and destination of the supplies as shown on the accompanying documents?

DOD 4145.19-R-1, chap 3, section 2, para 3-205 (pg 3-15); FM 10-15, chap 9,

section 2, (9-2)

13.  Does the unit have appropriate material handling equipment to unload

ALOC cargo and are aisle widths adequate? DOD 4145.19-R-1, chap 3, section 1,

(3-104)


14.  Are procedures and controls properly established for the turn-in of Air Force 463L

pallets and cargo nets?



  

15.  Is a Transportation Control and Movement Document prepared for movement

of pallets, nets, associated equipment, and dunnage? (Local SOP)

16.  Are all materials stored with a clearance of 18 inches around light or

heating fixtures? DOD 4145.19-R-1, chap 6, section 1,  (6-110.b(4) 



17.  Are stocks stored and secured properly? AR 710-2, chap 3-28 (Pg 51)



18.  Are tires properly stored? TM 743-200-1, change 17, chap 5,




para 5.6.17 (Pg 56-2.1 thru 56-2.10)

19.  Are good housekeeping procedures/practices being utilized in all areas?

DOD 4145.19-R-1, chap 6, para 6-108(pg 6-14 thru 6-18)



20.  Do storage personnel ensure that no more than one open box exists,

per item, in a loose issue or bulk location? TM 743-200-1, change 24, chap 3,

3.3.5.1.6 (pg 33-14)

21.  Are occupied or reserved locations identified and appropriately labeled

(LOGMARS, DA Label 3778 or 3778-1)? FM 10-15, chap 6 (Pg 6-12)




22.  Does the receiving activity report shipping type (item) or packaging

discrepancies on SF 364 (Shipment Discrepancy Report - SDR) for shipments from

contractors, manufacturers, vendors, DOD activities, and from GSC supply

distribution facilities IAW the following publication? AR 735-5, chap 16


(pg 97 thru 112); DOD 4145.19-R-1, chap 3, section 1 para 3-105 (pg 3-3)



23.  Are follow-ups, changes, and cancellations initiated on SF 364, IAW

the following publication? AR 735-5, (16-56) 



24.  Is SF 361 (Transportation Discrepancy Report) being submitted for all

transportation discrepancies and for supporting a claim against a carrier or a

contractor? AR 735-5, chap 16-9 thru 16-51(pg 98 thru 104)


25.  Are referrals/excess MROs produced/pulled daily?



26.  Are referrals/excess MROs properly packed daily?



27.  Are referrals/excess MROs confirmed/shipped daily?



28.  Are shipments dated and staged properly?



29.  Are items in litigation properly managed?



AR 725-50, table C-28 (pg 280).

  

30.  Does the storage section have a copy of the locator list (COOP) PCN AJT013?

ADSM 18-L1Y-AJT-ZZZ-UM, Section 2.8.2.i(Pg 2-8)



31.  Is the COOP PCN AJT013 not older than 4 weeks? ADSM 18-L1Y-AJT-ZZZ-UM,



Section 2.7.2.m(Pg 2-10)

32.  Are MROCs being used to control MROs? ADSM 18-L1Y-AJT-ZZZ-UM,



Section 2.2.1(Pg 2-3)

33.  Are there separate holding areas established for NOLOC/Litigation/Referrals/

frustrated cargo? FM 10-15, chap 5, section 2 (Pg 5-2)



34.  Is the unknown location list (PCN AJT-026) being used as a management tool?

ADSM 18-L1Y-AJT-ZZZ-UM, Section 2.7.2.aa (Pg 2-11)



35.  Is there a customer notification log and are customers notified promptly when

supplies requested on PD 01-03 are available for issue? FM 10-15, chap 9, section 2,

(Pg 9-2 & 9-3)



36.  Are proper actions being taken to manage frustrated cargo?

Da Pam 710-2-2, chap 8-2, para c, (Pg 53) & chap 8-6 (Pg 54)

37.  What is the oldest referral waiting shipment? ______

38.  Once an FTR (Reply for Disposition) is received at the SSA, are excess items shipped correctly within10 working days? AR 710-2, chap 3-31, para a (1) (Pg 54)

39.  Have controls been established to ensure all recycles are collected and turned in

through the proper channels? (Local SOP)

SECTION (I) INVENTORIES AND INVENTORY ADJUSTMENTS  

11. Does the battalion require wall to wall inventories?
      DA PAM 710-2-2 (9-7)
2.  Is an inventory schedule published and are supported units informed and advised

of the type and method of inventory and the transactions that will or will not be 

processed during the inventory period, which will not exceed 5 working days?

DA PAM 710-2-2 (9-8b)

3.  Is the SSA normally closed for not more than five working days to conduct the 

count?  DA PAM 710-2-2 (9-7a)

4.  Are location surveys being conducted? AR 710-2 (6-14g) and DA Pam 710-2-2 (9-7)

a.   Total number of  Lines:_____________

b.   Number of lines checked:____________

c.   Number of lines correct:_____________

d.   Percentage of accuracy:_______________ 

5.  Has the SSA met the requirement of the performance standards?

AR 710-2, Table 1-2

6.  Are cyclic inventories being conducted?  DA PAM 710-2-2 (9-7a)

7.  Is MROC being used to perform inventories? ADSM 18-L1Y-AJT-ZZZ-EM (Pg 8-65)

8.  When MROC is not utilized, are appropriate inventory count control documents prepared?  DA PAM 710-2-2 (9-8g) and 9-11a & b)

9.
Are appropriate inventory count control documents prepared and maintained until the next inventory? DA Pam 710-2-2 (9)

10.
Results of Inventory Accuracy check of _________ items inventoried.

(Objective 95%; Management level 85%) (AR 710-2, Table 1-2)


a.

Percent of accuracy:___________


b.
Lines correct:________________


c.

Lines incorrect:______________

11.  Under SARSS-O procedures are adequate safe guards in place to ensure all generated IARs are properly processed to the appropriate approving authority?  AR 735-5 (14-29) DA PAM 710-2-2, (9-14)

12.  If an adjustment is IAW DA PAM 710-2-2, para 9-10c, is the item being recounted by an inventory team other than the one that made the original count?  DA PAM 710-2-2, (9-10c)

13.  Are original and first copy of inventory adjustment reports (IAR), DA Form 444, 

forwarded to the approving authority within 5 work days (suspense file) after adjustments are posted to the accounting record?  DA PAM 710-2-2 (9-14a)

14.  Does the SRO conduct causative research on IARs when adjustments are IAW following reference?  DA PAM 710-2-2 (9-13a)   

15.  When causative research shows negligence was a cause, or for which no cause could be found, are adjustments supported by required action under 15-6?  DA PAM 710-2-2 (9-13b)

16.  Is causative research being completed within 30 calendar days following completion of the inventory? DA PAM 710-2-2 (9-13e, 9)

17.  Does the SRO file the approved original IARs in the completed voucher file?

DA PAM 710-2-2 (9-14c, 2)

18.  Once the actual total adjustments for fiscal year exceed 2.5% of the total  dollar value of the RO, are all IARs signed by the approving authority either in the grade of an 0-6 or higher? AR 710-2, Table 1-2 /AR 735-5 (14-28j) 

19.  Present actual inventory adjustment rate:______________________

SECTION (J) ASSET REPORTING 

AR 710-3/AR725-50/DA PAM 710-2-2

1.  Are the proper logistics systems being updated when needed? (CC change, losses or gains) AR 710-2 (3-36)

12. How often is the ABF UP process run?  
      ADSM 18-L1Y-AJT-ZZZ-UM pg 5-95
SECTION (K) ISSUES  
1.  Number of supported customers:                                                             ______

2.  Number of automated customers:                                                            ______

3.  Number of DA Forms 1687 improperly  

prepared or missing:                                                                                      ______

4.  Number of duty appointment orders/ assumption of command orders

improperly prepared or missing:                                                                   ______

5.  Are storage personnel familiar with the progressive (first in/first out) and the selective(oldest items first) stock selection method and is the correct method used

as required? DA Pam 710-2-2, 10-6a & b
 

6.  Are issue areas provided for supported customers? FM 10-15



chap 9, section 2 (Pg 9-12)

7.  Are items released for issue made available for pickup by the requester within

the prescribed time frame? DA Pam 710-2-2, chap 16-3



8.  Is a log maintained to record the unit, date, time, and individual notified concerning supplies that have not been picked-up within five days? FM 10-15, chap 9,



section 2 (Pg 9-2)

  

9.  Are supplies held at the customer pick-up point for 15 calendar days being

returned to storage? AR 710-2, 3-26 a(5) 



SECTION (L) MATERIEL RETURNS MANAGEMENT  

1.  When net asset position exceeds the Requisition Objective (RO) are excess

due-ins canceled? AR 710-2, 3-31a

2.  Are periodic excess reviews being conducted? AR 710-2, 3-31a

3.  Are disposition actions initiated as outlined in AR 710-2, Tables 4-1 and 4-2, 

in order to purge the supply system of excess or condemned materiel?

AR 710-2, 3-31a (1) and AR 725-50, 7-9a

4.  Are excess stocks processed for turn in within 10 working days after the 

excess determination is made? AR 710-2, 3-31(a1)

5.  Are required disposition instructions for NSL items (retention limit 0) being 

obtained? AR 710-2, 3-31(b3)
6.  Is the SSA using DRMO to purge the supply system of materiel classified as scrap, 

condemned, or uneconomically repairable? AR 710-2, 3-31a (3b)

7.  All CCI items are considered ARI.  Are excess CCI serviceable and unserviceable 

items being shipped to Commander, Tobyhanna Army Depot, ATTN:  W81U11?

AR 710-2, 3-31d

8.  When applicable, are shipping documents and containers marked “ARI” and 

segregated from other items in a shipment? AR 710-2, 3-32d

9. Does all Release Orders contain the following (if applicable):  identification of

ARI, CCI, serial/registration numbers and/or hazardous materiel identification?

AR 710-2, 3-32e

SECTION (M) EVACUATION/RETROGRADE  

1.  Are reparable assets with Recoverability Codes (RC) D, F, H, and L being 

maintained as ASL stockage? AR 710-2, (3-18) and DA Pam 710-2-2, (11-1)

2.  Are reparable assets being identified by the appropriate SLC codes and DSC codes?

AR 710-2, (3-8) and DA Pam 710-2-2, (4-4)

3.  Does the SSA ensure that unserviceable turn-ins are clean and complete before accepting them? DA Pam 710-2-2, (11-3)

4.  Are statements for lost or destroyed items being signed by the commander, PBO, or the maintenance officer? DA Pam 710-2-2 (11-3f)

5.  Are statements being prepared on items that are classified as unserviceable through other than Fair Wear & Tear (FTW) and signed by the customers commanders? AR 735-5, (5-3) and DA Pam 710-2-2, (11-3g)

6.  Are recorded quantities on RX stock records in agreement with quantities on hand in 

the location or job order? DA Pam 710-2-2, (11-3)

7.  Are unserviceable items received by the RX Activity being turned over to the 

maintenance shop for repair within three working days of receipt?

DA Pam 710-2-2, (15-5)

8.  Are requests for issue of reparable components being accepted only when:

DA Pam 710-2-2, (11-3f)

a.  An unserviceable is turned in for each one requested or the unserviceable is 

            accounted for as a loss?
b.   An initial requirement for a serviceable is established or other arrangements have  

           been made?
9.  Does the SSA determine the quickest means to satisfy the demand when no stock is 

on hand and returns from repair or dues-in won’t meet the customers RDD from NMCS request? DA Pam 710-2-2 (11-3e)

10.  When stocks exceed the RL are all stocks above the RO being retrograded within 

10 days? DA PAM 710-2-2 (11-5)

11.  Is the RX section enforcing the use of reparable codes on supply request as outlined IAW;  ADSM 18-L1Y-AJT-ZZZ-EM (Pg B-17)

12.  Does the RX activity maintain an active maintenance request file and does the file contain a copy of DA Form 2407 (Maintenance Request) for items being repaired? DA Pam 710-2-2 (11-3) 

SECTION (N) DISPOSAL  

1.  Does the accountable activity prepare the necessary inventory adjustment transactions to change the condition code as required? DA Pam 710-2-2, chap 18-4a (1)

2.  Is a DA Form 2408-9 (Equipment Control Record) transferred with the item?

DA Pam 710-2-2, chap18-2, (pg. 118).

  

3.  Does the CP keep a file folder on all end items?
DA Pam 710-2-2, chap 18-2d

4.  Does the file folder mentioned in question #3 above contain the following documents: DA Pam 710-2-2, chap 18-2d


a. The DD Form 1348-1(Single Line Item Release/Receipt Document) and DA 
                Form 2408-9 (Equipment Control Record) that transferred the item into the CP?



b.  A copy of DA Form 2765-1 (Request for Issue or Turn-In) or DA Form 
                 1348-6 (DOD Single Line Item Requisition System Document) for each repair
                 part, component, or assembly removed and issued from the end item?


             c. The DD Form 1348-1(Single Line Item Release/Receipt Document) that 
           transferred the cannibalized end item to DRMO?



d.  A copy of the DA Form 3590 (Request for


     Disposition or Waiver) or DA Form 461-5 (Vehicle


     Classification Inspection), when required by the


     commander authorized to set up a CP?

5.  If items loose their identification through cannibalization:

DA Pam 710-2-2, chap 18-4a (2)


a.  Are they turned-in to DRMO as scrap?



b.  Is the DD Form 1348-1 annotated as “SCRAP, end


      item has lost its identity through authorized disassembly”?


6.  Are repair parts, components, and subassemblies removed as a result of pre-disassembly, posted to the SSAs SRA as a debit, using DA Form 444?


DA Pam 710-2-2, chap 18-2(b)

7.  Does the CP require a DA Form 1687 (Delegation of Authority) or DA Form 5977 (Authorization Card) from the SSA and their authorized agents, signed by the SSA SRO?
DA Pam 710-2-2, chap 18-3a

8.  Upon completion of the issue transaction, are documents being forwarded to the SSA at least on a weekly basis? DA Pam 710-2-2, chap 18-3, para c (3)

SECTION (O) ADJUSTMENTS FOR LOST, DAMAGED, OR DESTROYED PROPERTY  

1.  Is causative research on IARs being forwarded to the appropriate authority within the required time frame? AR 735-5 (14-28), DA PAM 710-2-2 (9-13, 9-14)

13. Are losses of sensitive items and losses of items that cannot be attributed to normal 

operations or administrative errors, adjusted by use of a report of survey or AR 15-6 investigation?  DA PAM 710-2-2 (9-14), AR 710-2 (3-28)

3.  Are IARs being forwarded to the appropriate approving authority within the required time frame?  AR 735-5 (14-28), DA PAM 710-2-2 (9-13, 9-14)

4.  Are  all IARs and supporting documentation filed IAW AR 710-2 (1-12), DA PAM 710-2-2, (1-11 & 9-14), AR 25-400-2, DA PAM 25-400-2 and the TM 38 series?

SECTION (P) PUBLICATIONS:  

1.  Are the following publications on hand and current:


a.  
AR 25-400-2, Modern Army Record Keeping System? 16.5.1994

b.   AR 55-38, Reporting of Transportation Discrepancies in Shipment? 31.8.1992

c.   AR 380-5, Department of the Army Information Security Program?

     d.  AR 708-1 Cataloging and Supply Management Data? 20.7.1994

     e.  AR 710-2 Inventory Management Supply Policy Below the wholesale level?

           31.10.1997


f.  AR 710-3, Asset and Transaction Reporting System?15.5.1992


g.  AR 725-50, Requisition, Receipt, and Issue System? 15.11.1995

      h.  AR 735-11-2, Reporting of Item and Packing Discrepancies? 6.12.1991

      i.  AR 740-1, Storage and Supply Activity Operations?

j.  AR 740-3, Care of Supplies in Storage? 26.2.1993 

k.   DA PAM 710-2-2,  Supply Support Activity Supply System:  Manual   

           Procedures? 30.09.1998

       l.  DA PAM 710-4, Management of Excess Material and Material Returns?

          13.2.1987

     m.  DOD 4140.27-M, Shelf Life Item Management Manual? 24.8.1990

      n.  FM 10-15, Basic Doctrine Manual for Supply and Storage? 12.12.1990 w/ch 1

 30.09.1993

o.   Physical Security Update 10-3? 30.9.1993

      p.  USAREUR REG 710-2, Supply Policy below the Wholesale Level? 21.06.2001 

     q.  ADSM 18-L1Y-AJT-ZZZ-EM?

r. ADSM 18-L1Y-AJT-ZZZ-UM? 
SECTION (Q) SUPPLY MANAGEMENT STANDING OPERATING PROCEDURES (SOP) 

1.  Has a current internal supply management SOP been published?

2.  Are internal supply management SOP procedures in sufficient detail available so that personnel can use the SOP as a working document?

a.   Duty hours?

b.   Operating hours?

c.   Responsibilities?

d.   Individual and collective training to include cross training?

e.   Reconciliation with supported units/activities?

f.   Processing material release denials?

g.   Processing material release orders (MRO)?

h.   Processing stock number changes?

i.   Reporting incorrect AMDF supply management data to the item manager?

j.   Control, receipt, and handling of ULLS/SAMS/SPBS-R discs?

k.   Material condition code changes?

l.   Inventories, type of inventory and inventory schedules?

m. Handle requests with exception data?

n.   Flow charts for processing documents and materiel for each major function?

o.   Library maintenance and upkeep responsibilities?

p.   Processing referrals?

q.   Operational readiness float (ORF)?
r.   Reparable management?
s.   Reparable exchange (RX)?

t.   Local purchase?

u.   Receipt, issue, and storage of pilferable, sensitive, and classified items?

v.   Turn-ins?

w. Security checks prior to close of business?
x.    Fire & safety instructions?

y.   Visitor control?

z.   Shelf-life?

aa. Command Supply Discipline Program (CSDP)?

ab.  Documentation to support training   

(1) Checks from higher headquarters

(2) Has the checklist been properly implemented

ac.  Procedures for reporting SARSS-1 downtime?

ad.  Procedures to ensure batches are in sequence?

ae.  Procedures about trans-in and trans-out?

3.  Are additional copies of the SOP on hand?

4.  Is a desktop SOP available for all sections within the SSA?

5.  Is the SOP bilingual, if necessary?

6.  Has a current external supply management SOP been published and distributed to customer units and are additional copies available?

7.  Has the unit commander signed the external SOP?

8. Are external supply management SOP procedures in sufficient detail so that personnel can use the SOP as a working document for:

a.   Operating hours?

b.   Location?

c.   Phone numbers (DSN and commercial exchange)?

d.   Available types of assistance and training?

e.   Responsibility of support to customers?

f.   Use of manual DA Form 2765 (Request for issue or turn-in)?
g.   Actions required by a unit on receipt of status?

h.   Turn-in?

i.   Follow-up?

j.   Self Service Supply Center (SSSC)?

k.   Samples of documents prepared correctly?

l.   Signature card requirement?

m. Procedures for submission of:

(1) High priority supply request?

(2) Routine supply request?

n.   Reconciliation process?

o.   Reparable item management?

p.   Local purchase?

q.   Defense Reutilization Marketing Office (DRMO) process?

r.   Cannibalization point process?

s.   Operations readiness float (ORF)?

t.   Receipt/handling control of ULLS/SAMS/SPBS-R discs? 

9.  Does the SOP reflect the supply system used at the installation?  (Applicable 

TM/FM, or User Manuals)

10.  Re assigned personnel familiar with the Internal and External SOP?

11.  Is the SOP bilingual, if necessary?

SECTION (R) TRAINING

10. Does the unit training program include year round individual training and 

evaluation for CMF 92 personnel?

(AR 350-41)

2.
Do supervisors maintain leader books?

(AR 350-41)

3.  Are Common Task Manuals available for assigned personnel?

4.  Are assigned personnel being cross-trained within the SSA?

5.
Does the unit training schedule reflect scheduled training for CMF 92 personnel?

SECTION (S) FILES MANAGEMENT  

1.  Are files set up under the Modern Army Record Keeping System (MARKS)?

AR 25-400-2, (1-7)

2.  Is a current list of file numbers used in the SSA on hand?

AR 25-400-2, (5-13)

3.  Has the SSA’s Information Manager reviewed each list or change and approved 

those that accurately identify the records of the office concerned? AR 25-400-2, (5-13)

4.  Are folders and containers labeled?

AR 25-400-2, (6-2a)

5.  Are labels for folders, drawers, binders, etc., prepared in accordance with 

AR 25-400-2, (Figure 6-4)

6.  Are records disposed of in accordance with MARKS disposition standards?

AR 25-400-2, (Table 7-1)

SECTION (T)  SARSS-1 ADMINISTRATION OPERATIONS  

1.  Is there a system administrator assigned to the SARSS-1 system?

ADSM 18-L1Y-AJT-ZZZ-UM, Section 1.4.1(Pg 1-1)

2.  Does the system administrator, accountable officer or supervisor assign user IDs and passwords? ADSM 18-L1Y-AJT-ZZZ-UM, Section 1.4.1(Pg 1-1)

3.  Is there a physical security plan established for the SARSS-1 server?

ADSM 18-L1Y-AJT-ZZZ-UM, Section 1.4.2(Pg 1-2)



4.  Does the internal SOP include a security plan?



ADSM 18-L1Y-AJT-ZZZ-UM, Section 1.4.2(Pg 1-2)

5.  Is the SARSS-1 equipment located in a controlled/

restricted access area? ADSM 18-L1Y-AJT-ZZZ-UM, Section 1.4.2 (Pg 1-2)



6.  Is there a log sheet present to record processes run and downtime?

7.  Is there an established input/output control procedure established at the SSA?

ADSM 18-L1Y-AJT-ZZZ-UM, Section 2.4.1(Pg 2-5)

8.  Is there a tape cartridge library maintained for backups?

Suggested minimum is a 5 day backup.



9.  Are procedures in place to draw a floating SARSS-1 Box upon System hardware

failure (COOP)?



10.  Are requisitions processed within a 2 day timeframe? If not, how many days?



AR 710-2, table 1-2 (Pg 10)                           

11.  Are MROCs being used? ADSM 18-L1Y-AJT-ZZZ-UM, Section 2.2.1(pg 2-3)


12.  Is the suspense file worked-out daily? ADSM 18-L1Y-AJT-ZZZ-UM, Section 3.2.3.c (pg 3-23)



13.  Are catalogs built daily? ADSM 18-L1Y-AJT-ZZZ-UM, Section 3.2.3.b (2)



(pg 3-23).

  

14.  What is the average wait time between available for issue and customer pick-up? MROC Report Selection.


  

SECTION (U) PHYSICAL SECURITY  

11. Is the physical security and key control SOP adequate? AR 190-11 (3-8), AR 380-5, 

USAREUR REG 190-11
12. Are access rosters posted?  AR 190-11 (3-8), AR 190—51 (3-12)

13. Is the IDS system required and if so, is it operational, and used properly?  AR 190-

11 (3-6), AR 190-51 (3-12)

4.  Are high security locks being used when required?  AR 190-11 (Chap 4-1), AR 190-51, (App C)

5.  Have key and lock custodians been appointed in writing? AR 190-11 (3-8), AR 190-51 (App C)

6.  Are inventories of locks and keys being conducted? AR 190-11 (3-8), AR 190-51 (App C)
7.  Are keys being properly secured when not in use?  AR 190-11 (3-8), ART 190-51 (App C)

8.  Are spare keys kept in a separate container from operational keys?  USAREUR Reg 190 11 (7e)




