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FOREWORD

The purpose of this reference guide is to provide recipients with information and
guidelines for the initiation of Supply Discrepancy Reports. It contains definitions and
explanations of the most frequently asked questions concerning SDR preparation, and
will provide personnel involved in the SDR process with an understanding of how the
process works and what is necessary to make it work.

As an [SO 9002 certified unit, the General Support Center — Europe holds to the
principle that training is a keystone of Quality Management and, as such, this reference
guide is provided as a training aid, but can also serve as a reference and a basis for
establishing local procedures. It must be noted that, although all care has been taken to
provide correct and up-to-date information, the responsibility for complying with official
regulations and procedures takes precedence.

The correct and timely submission of SDRs is an important, integral part of the
US Army Supply System. These reports provide suppliers and shippers the opportunity
of correcting deficiencies within the system, and help to improve the overall mission
posture of the US Army.

The GSC-E Team remains committed to improving Operational Quality and
providing the best possible support to the soldier.

AT

General Manager



Frequently Asked Questions
Cenceming Initiated SDRs/RODs

Standard Form 364

February 2001

Question:

Answer:

1. What ig the difference betwaen an
5DR and a ROD?

Mone at the moment, The term ‘SDR' ie an abbraviation for ‘Supply
Discrepancy Report’ and will replace the tarm ‘ROD’ {Repori of
Discrepancy) by FY0Z. SDAs/AODe are 2-page forms used (o report
discrepanches on received materiel that are atiributable 1o 1he
shipping activity. The identification numbar for the form is ‘Standard
Form 384" (SF 364). The larm ROD is ¢urrently found in some
regulations and on forms. The prescriptive Amy Regulation for
submission of SDRARODs ls AR 735-11-2. Electronic data
intgrchange and automated sysiems are how authorized for SDR
submission. A hard copy SDR should not be forwarded if an EDI
transmiggion has bean submilied,

2. Why do | need to submit an SDR?

An SDA is a mathod of rectaiming money that your unit hag paid out
for material that is discrepant. |n other words you, as a customar, did
net recgive what you paid for or it wae in ah inappropraie condition,
A correctly submitied SDA will enable your unit to claim part or all of
its money back to balance its budget. As far as the shipping activity
is concemed, it gives them an opportunity to dedermine the cause of
the discrapancy, take comective action and prevent recurrences.
However, should the shipment be a local basa/station delivery to, or
return from, an internal or satellite agtivity, then an SDR will not be
submilted. |n this case, use guidanca from appropriate local
procedures. Funds expended In reclifying packaging discrepancies in
material retums or DAMO tum-ing, may ba reclaimed from the
shipping unit.

3. What sorts of discrapancies requirg
that | submit an SDRT

There are two classifications of discrepancy; Shipping & Packaging.
Ensura thai tha corraet box is checked on the SDR Form.

Submit & Shipping SDR for the foliowing reasons:

Youl receive an incorrect item or a subsfitute that doesn’t, cannot
or won't fil or work.

» You receive fawer, or more, items than requested (unless an A6
denial ig posted and acknowledged). For sensitive, classified or
controlled inventory items, an SDR must be submiliad.

Tha ttem hasg missing or incorrect data markings.

An ilem is receivad with an axplred shelf lifa or Inspection date.
You receive gn itam after it has been cancelled and a staius
card has verifled the cancellation. A copy of the statug card
should accompany the SDR.

A duplicata shipmant is receivad.

Yo receive @ stalus card infamming you that an ilem will be




shipped by parcel post and it gither doasn't amive or amves
damagad.

The supply paperwork is either incomect or missing.

The condition cods on the shipping document is incomect.
A recuming error is received.

Submit & Packaging SOR for the foliowing reasons:

v You receive damaged materiel (due fo bad packaging) that may
endanger life ar hinder combat or deployment. Contact the
shipper immediately and follow up with an SDR within 24 hours
of raceipt.

You receive Improperly packed hazardous matetial.

You received a package that failed to protect the item. Itwas
damaged, lost or parts of it were lost, and repairing it or
replacing missing parts would cost more than $1002, [f the item,
shipment or package costs mora than $2,5000, submit an SOR
regardless of the repairfreplacement cost.

» [mpropsry packed customer retumed material. Also,

transshiprnents.

Items with improper presenvation or improper unitization.

You receive an item without the proper, reusable container.

You receive an impropedy Mentified container.

Excessive packaging by contractors resulting in additional costs

to the Government,

s [iscrapancies in DRMC shipments.

4. Are these the only imes | fili out an
S0R7

Mo,

There ara various instances when an SDR is submitted. For
example, should your unit receive an item for transshipment to
another activity, the final receiver will bill you for any visible shipping
discrepancy unless you have already reported the discrepancy
yourself. Also, should your unit receive an item of equipment to repair
or modify and place hack into stock, then an SDR must be submitted
for shortages, missing (non-expendable) Basic |ssue Items (BID or
components, missing technical data, stc., or your unit will have to
pick up the axtra replacement costs. Tha tum-in autherization will tell
the unit what BilfComponents must accompany the tum-in, andfor
authorize their retention by the unit.

Read AR 735-11-2, §IC and V1 for further information.

5. Do | submit an S0R for a missing
shipment?

Not necessarily.

An SDR should not be submitted for a missing shipment if that
shipment was made using traceahle means {9.9., Government or
Commercial Bill of Lading; GBL/CBL}, unbess you tan determing that
it is not a transportation-type discrepancy. |f the transportation
activity has not picked up the shipment for delivery, then submit an
SOR {uniess an A6 deniat has been posted).

&. Should | submit an SOR fora
damagad shipment?

Again, not necessarily.

An SDR will be submitted if the damage is a shipper-type deficiency,
i.e., damage that is only noticeable after the undamaged freight or
outer container has been opened. Annotate a statement on your
SDR describing the damage and how it was found. Also, submit




photes or any other avidance with the SOR. This will make it easier
for the: shipper to investigate the cause and help prevent contested
S0Rs,

Should the frelght or outer contalner be damaged (s well as part or
all of the contents), then this will be a transportation type discrepancy
and will not be reported on an SDR.

7. What are transportation type
discrepancies and how do | report them?

Thesa discrapancies includs shipmants that are asiray, shortage of
all or part of a shipment {assuming it has [eft the shipping activity),
piferage, theft, damage, vandalism, etc, These will be reported on
SF 361, Transportation Discrepancy Report (TOR), IAW Append(x E
of AR 55-38. Motify the appropriate autharities LAWY this reference:
and distribute the TDRs within the time frames listed in Chapters 2
and 3. Submit all avaitable evidence.

Should the affected items be Classified, Sensitive or Controlled, then
report discrepancies on OO Form 173/2, Joint Message Form (AW
AR 55-38,

Shipments made by the US Postal Service that either do not arive or
amive in & damaged condition, will be reperied by SCR and not by
TDR.

8. How do | know which blocks to fill out
on & SOR and what information s
required?

Mast of the blocks on the SF 364 are self-explanatory, However, a
good place to look to be 106% sure is in Defense Loglstics Agancy
Instruction (DLAY 4140.55. An extract from the: instruction has been
appended to this list

It is important o put a Report Control Mumber in column 2 of
5F 364, This will assist all persons involved in the processing of
3DRs in keeping track of each individual form. Mumbers are
assignad lcally and should inchwde at least the FY and a sequential
numenical number.

Remember to include all available informatian in block 12 of
the SDR a5 well as requesting information. For example:

» [Camaged shipments. Describe the damage and how it was
found (e.g., after opening a container), Say why it can not be
transportation related.

= Missing shipment. Say whether a shipment status has been
posted to the DHF,

«  Missing components/BIL Tedl the unit how and where to send
the missing items. Include any requined annotations on the
shipplng documents. They must have authorization from the
inventory manager to retain items.

»  Tell the shipper that you have no requirement for the incomect or
damaged item when you are requesting disposition instrustions.

¢ Request dispasition of shal-lifa expired Herns, an extenskn may
have been provided.

2. What do | do with the discrepant
matetial after | have submitted an SDR?

Paragraph 16-52a{1) of AR 735-5 sfates:

“When submitted, 2 ROD (SDR) serves to suspense raceived
averages, shotages and damaged Government property until
disposed of or taking authorized adjustment action™,

In other words, tag the material and set to one side awaiting
disposition instructions from the shipper or any other form of
authorized disposal action. Follow authorized storage practices,




ezpecially for hazardous material.

By the way, do not farget to request dispesition instructions from the
shipper, sspeclally for items that you cannot use or would be excess
to your requirsments.

10.
a. Whatdol do if | find & shipping type
discrepancy on material in storage?

b. What should | do if my SBA issuss
me material with a shipping type
discrepancy.

a. Normally an adjustment action is called for. However, should the
discrepancy be a short shipment or a wrong item discrepancy
discoversd upon opening & sealed vandor's pack, then you can
subrmit an SOR. Thers is no time frame limit for the submission of
this type of SDR. The reason for the delay must be entered in block
12 to inform the vendorshipper. Also, the contract number from the
packaging must be annotated, along with lof number and original
document number {can be constructed if original is not traceable).

b. Shouk! your unit b issued 3 gealed vendor pack as a customsr
and a short shipmentfwrong tem discrepancy be discoveted upon
opening it, then your claim shoukl be directed to the vendor rather
than the issulng activity. Claims for other fypes of shipping
discrepancigs shoukl be made |AW authorized local procedurss.

11. What are the time frame limits for
submitting SDRs?

They vary depending on the type of shipment and shipper. The
official limits are listed in AR 733-11-2, § VIB. The best thing to do
though is to submit as soon as possible after the discovery of the
deficiency. As aquick check, use the following:

GSA Shipmants: Within 225 calendar days of the date of shipment,
CONUS Shipments: Within 105 calendar days from shipplng date.
USAREUR. Within 60 calendar days of the date of shipment,
Sealed vendor pack: No time limit.

Time limits for reperting discrepancies relating t contractor
warranfies are prescribed |n individual waranty clauses andfor
contracts.

12. What should | do if | unpack an item
and it is wet or rusty for example, or it is
unserviceable or doesn't operate the way
it is supposed to?

For the first part of the guestion, then all Presenvation, Packaging
and Marking deficiencies will be reported by SOR (SF 364).

For the second part of the question, then all Product Quality
Deficiencies discovensd on new or newly reworked Govemment
owned property that fall under the provisions of AR 702-7-1 and
DLAR 4155.28, will be reported on a PQDR {SF 368).

Within the USARELUR theater, shoukl you find a quality deficiancy or
even have a question about them, then call the below listed:
GEC-E

Customer Complalint Team

DSN: 483-2323

FAX: 483-3303

EMAIL:  cct@gsce.21tsc.amy.mil

13. Are there dollar limitaticns on items
that | submit SDRx for?

Yes there are and they fall mainly under two (2) categenies, Shipping
and Packaging SDRs. The dollar values for packaging SDRs were
addressad in Question 3 of this list, The shipping SDRs can
genarally be split Into two calegories also; those with a line item
value in excass of $100™ and those in excess of $0%{ in other
words, there is no lower limit). A quick breakdown would be;

Submit SDRs regardless of dollar value for:
« Shipments from confractors, manufaciurers and vendors.
» Classified, sansitive or contmlled inventory items.




» [uplicate shipments; enonesus or misidentified materiel;
unaceepisble substindes.

Material shipped to the wrong activity.

tem technical data markings are missing and/or incomplete.
Supply decurnentation is missing or improperly prepared,
Repetitive discrepancies.

Shortages and wrong itemn discrepancies discovared while
opening a sealed vendor pack.

* & & & &

» ltems received with expired shelf-life.
= ltems received from GSA or from DLA {opffonaf).

Submit SDRs for items with line value in excess of $100%
when:

= They ame shorlages or ovorages.

«  Materel is received for canceliad (confirmed anhy) requisitions.

= The condition of a neceived item is other than that shown on the
shipping document.

+ Materiel reported shipped by parcel post that either is not
recelved or ks received In a damaged condition.

It is sometimes expeditious to submit an SDR regardless of value.

14, |5 a PseudoReceipt the same as an
SOR7

Mot in wholesale supply afthough retrograde shipments are handled
differently. AR 710-2, § 3-27, 4-32 and Table B-5 F7 explain how to
process a PseudoRecsipt. A PseudoReceipt will not be processed
for nonexpendable Iterns and various controlled items. Ono will be
processed if tha fallowing conditions ane met:

= There is an outstanding due-In/due-out recorded on the
document history file {(DHF).
Shipment status has bean posted to the DHF.
Materiel has not been received.
Suffietent time has elapsed for delivery.
The required number of foliow-ups has baen made {in
QCONUS, three follow-Ups; the first not less than 30 days after
posting of shipmant status and all three not less than 45 days
after the posting).
However, should the PseudoReceipt ba an automatic, digitized
version produced by SARSS, then the first two conditions above
have already been fulfiled, Check whether the materiel has been
recelved but the receipt not posted. Chack also that the recsipt has
not been posted to anincorrect RIC. To ensure sufficlent time has
elapsed for delivery, and if the prionty is not high, a further waiting
pericd of up to 30 days can be made. Otherwise, inifiate a
transportation tracer action.

15. If | receive an incomect item, should 1
immediataly submit an S0R?

Only if the item is cbvicusly incomect, £.g., a fire instead of 2 brake
pad. If the item is similar but not sxactly what was requested (e.g., a
plastic seal in place of a rubber seal}, then the item might be an
authorized substitute. This should ba ehackad firgt in the appropriate
technical manuals andfor FEDLOG program. When the substitute is
nat authotzed, then submlt an SOR.

It is also possible that a different NSN has been received but anly the
Unit of kssue (U1 ks different (e.q., gallon in lieu of pint). in this case,
an SDR need not be submitted. However, shoukd a sealed pack ba




marked with one Ul and contains a different U, then submit an SDR.
Should a customer use the appropriste cods on the requisition
reqquesting NO substitule or quantity adjustment, than submission of
an SDR is valid.

16. When should | send a follow-up to my
SDR?

If you submitted wour SOR through the below listed office as is
officially required, or fumnished & copy to them at time of submissicn,
then your follow-up will be performed for you;

2001 TSC MMC, SDR Saction
Unit 23203, ATTN: AERLA-MMC-CAV
APO AE 09263

If you submittad anly a copy to the $SSA/Shipper, then a follow-up
should be sent 30 days later if no reply has been received.

17. What if | don't get any reply from the
shipping activity?

Submit copies of all documeantation to the above office marked as an
‘Unresolved Report’. Sheuld a reply not be received to a follow-up
within 15 days, the above Section will forward copies to the shippar's
focal point office requesting action.

18. How about if | don't agree with the
shipper's findings?

This is called a contested SDR and will also be submitted to the
gbove focal point office.  This activity, in cooperation with the
shipper's focal point offica, will arbitrate the final decksion regarding
the claim.

By the way, an DR onginater can comact, modify or cancel any
discrepancy repart by submitting a new one. The second report must
be clearly marked with the original report number, action required,
and the reasen(s) for the action. Cancel any report that is later found
to be not valid.

19, Is the above office the only place that
| should send a xemgraphic copy of my
SDR to?

Ne. If your activity is part of a sateliite unit of the General Support
Centor — Eurgpe (GSC-E}, then a copy (front page only) should be
sentto

General Support Center — Europe

ATTN: AERSC-0A (CCT; SDR Saction)

CMR 429

APG AE 00084 (by mail or courer as appropriate).

20. Will the introduction of the Single
Stock Fund {$SF) affect my submission of
SDRs?

The introduction of the 3SF will not affect your submission of SF 364,
&t least, not for the foresesable future. You will probably find that,
due to a heightened fiscal overview, more precedence will be given
to the submission, research and processing of all deficiency reports.
Units will still be operating under a budget parameter.

21, How can | keep track of all my SDRs?

Apant from maintaining a manual file for the storage of SDR refated
documentation, a digitized database (based on the current fiscal
year) shoukd be used for managing SCRs. Both EXCEL and
ACCESS are suitable for establishing such a base, The base will
also enable a control of your local Repert Confrol Numbers. Closing
actions must ba included in the database. A suspanse file for al
subrmtted SCRs must be established and maintained.

Hote; Alhough all care has baan taken to provide comect and up-to-date Information in the abova list, the
respons bility for complying with the official regulations and proceduras remains with the Individual.




Cuestiong conceming the submission of SDRs can be addressed t¢ the last above address, or by calling;
GSC-E Customer Complaint Team

DSM: 483-3333

FAX: 483-3303

Rafaerences:

1. Defense Logistics Agency Instruction (DLAI) 4140.55 Reporting of Supply Discrepancias

2. Depariment of Defense (DD} Publication 4000.25-4, Chapter 18 Material and Transporiation Discrepancies
3. Ammy Regulation (AR) 735-11-2 Reparling of ltem and Packaging Dlscrepancies

4. Amy Regulation (AR) 710-2 Inventory Management Supply Policy Below the Wholesalks Level

5. Ammy Regulation {(AR) 735-5 Policies and Procedures far Property Accountability

6. Amy Regulation (AR} 55-38 Reporting of Transportation Discrepancies In Shipments

7. Army Regulation {(AR) ¥02-7-1 Reporting of Product Quality Deficlencles Within the US Army
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PREPARATION OF STANDARD FORM (SF) 364.

Indicate whether shipping discrepancy or packaging discrepancy by placing an *X" In
appropriate box{es) at top of form.

ltam 1. Date of Preparation: Use rmonth, day, and four-position year format.
ltem 2. Raport Number: Use the locally assigned report number.

tem 3. To: In-the-clear name, address, ZIP cods and Dol Activity Address Code
{DoDAAC) and/or Routing ldentifier Code {RIC) (if assigned), and attention symbol/icode of
action activity.

tem 4. From: DoDAAC andfer RIC {if assigned), name, address and ZIP code of the
reporting activity (consignes). Enter the in-the-clear address.

ltem Sa. Shipper's Name: Enler name, DoDAAC andfor RIC, and address of shipper
{consignor} when different from item 3.

ltem Sb. Number and Date of Invoice: Enter number and date of vendor's invoice or
shipper's bill number. Aftach copy of invoice to SF 364. (Not applicable to packaging
discrepancies).

ltern 6. Transportation Documeant: Enter the type of transportation document, GBL, CBL,
manifest, waybill, insured/cerified US Posial Service, or transportation control and
maovement document (TCME) and the identifying number assigned to such a document. This
is a mandatory entry when shipment received was made by traceable means, e.g., GBL,
CBL. Furiher for U8 SDRs, for discrepancies invelving shortages, include the following
statement in item 12 - "Shortage has been verifiec as not belng transporiation related’.

ltem 7a. Shipper's Numbaer: Enter shipment number (when more than one shipment is
made under a contract or requisition) and contract or document number (e.Q., contract,
purchase order, etc.).

ltem ¥b. Office Administaring Confract: Name, address, and ZIP code of the Contract
Administration Office (CAQ activity which directedfamranged shipment).

ltem 3. Requlisitioner's Number: Enter the requisitioning activity's number, 6.q..
requisiticn, purchase raquest, and suffix code If applicable. Entry of the applicable
requisition document number is mandatory in all instances, even thaugh a contract/purchase
is invoclved. Only one document number will ba included on gach SF 364.

tem 9a. NSN/Part Number and Nomenclature: i item received is different from item
shown on shipping documents, or different from item orderad, show each item on a separate
line. For serial numbared principal items, sets, kits and ouffits, list the item individual serial
numbser first, followed by the discrepancies applicable to that serial number. NOTE: Sets,
kits and outfits showing an assembly crder number, ths assembly order number should also
be listed.

ltem 9b. Unif of Issue: Enter unit of issue as billed or indicated on shipping document for
each item listed in 3a. Not applicable to packaging discrepancies.



Item 9¢. Quantity Shipped/Bifted: Enter quantity of item shipped or billed. When code Clis
applicable, enter the quantity and the supply condition code of the itern when shipped (e.q.,
9B0A).

ltem 9d. Quantily Received: Enter the quantity of item received.

ltem 10a. Discrepancy Quantity: Enter the discrepant quantity. If code C1 is applicabla,
enter the quantity and the supply condition code of the item received, If total quantity
received is classified under more than one cendition code, enter separataly sach parfial
quantity so classified, followed by thee applicable condition code, e.g., 960A, 20F.

ltem 10b. Discrepancy Unif Price: Enter the unit prica as billsd or shown ¢n shipping
gocument.

Item 10c. Discrepancy Total Cost: For shipping discrepancies, enter the total cost of the
material {10a x 10b). For US SDR packaging deficiencies, enter total cost for corrective
packaging of all discrepant items. For SDRs reporting both a packaging and a shipping
discrepancy on the same item, enter on separate lines both the total value of the material
and the total cost of comrective packaging.

lterm 10d. Discrepancy Code: Nature of the discrepancy using the discrepancy codes listed
on the face of the form. If a condition exists that is not listed, use code Z1 and describe the
discrepancy in item 12, Remarks. When code C2, Expirad Shelf Life, is applicabla, enter the
following information under item 12, Remarks:

Manufacturer's name and CAGE Code (if available).

Contract/purchase order nurmber

Date manufactured, cured, assembled or packed as appropriate, and expiration
date for Type 1 {nonextendibie} shelf-life items and inspection or test date for Type
Il {extendible) sheif-life tems.

Lot'batch number.

Location of matenial.

Mame, address and telephone number of POC.

MNature of complaint stating in detail why material is unsatisfactory.

ol S

Nom R

Item 11. Action Code: Enter requested action/action taken by SDR initiator from codes
listed on the face of the form. If action is other than that covered by listed action codes, use
code 12 and explain action requested in item 12, Remarks. Action code 1D and 1F will not
be used on reparts prepared to cover GSA shipments; matarial required must ba ra-
raquisitioned.

ltem 12. Remarks: General condltions: Use for any supplemental information whean the
combination of discrepancy codes and action codes needs clarification; when discrepancies
naed axplanation; and when a breakdown of cost to report, in terms of labor man-hours and
materials, is required. Specific data such as appearance, lot/batch number, manufacture or
packaging dats, inspector number and inspestion dats, probable cause of improper
packaging, and suggested commective action should be entered here. Provide photos where it
would assist in determining the causefvalidity of the discrepancy/deficiency.




Packaging Discrepancies Noted at Defense Distribution Depaots: To ensure proper
billing, indicate if the materiel is a major item, i.e., ships, aircraft, missites, ammunition,
vehicles, eic., or secondary itern, i.e., any item that supperts a major ltem such as
reparables, consumables, assemblies, etc. Annotate projectad or actual costs for labor and
repackaging materials. If actual, indicate the date comective action was taken.

information Contact: Include name and communication nummbers, e.g., DSN and
commarcial telephona numbers, facsimile number, and E-mail address of the person to be
cantacted for additional information if different from that entered in item 14a.

For Dafanse Distribution Depots that mail hard copies: Indicate the type of receipt
involved, e.q., procurement, customer retumn, receipt for the retail supply account, stc.

Discrepancies in Sealed Vendor Packs: Enter, if available, the contract number and
lot number fram the item package and the words “concealed discrepancy found upon
opening of sealed vendor pack™.

Special Conditions: For shortages or nonrecaipt of G3A items shipped via US Postal
Service — cite whether all packages shown as shipped in item 5 of G3A or DD Form 1348-1A
were received. For dassified material — cite whether indications of container tampering were
evident or not; indicate whether a security deviation inquiry may be necessary at the origin.

ltem 13. Funding and Accounting Data:

For packaging discrepancies, the accountingfappropriation fund cite may be entered
in this block by the SDR initiator if reimbursement funds/cradits are expected for costs
incurred to correct reported deficiencies.

For shipping discrepancies, use to identify the eriginal requigition fund code to ba
credited when this information Is not otherwise available to the action office. When using a
constructed document number, use to identify the fund code and bill-tofcredit-ta DoDAAC, if
different from that in the decument number which is cited in block 8.

ltem 14a. Typed or Printed Name, Title and Phone Number of Preparing Official: Self-
gxplanatory, Include both commercial, DSN, and fagsimile communication numbers and E-
mail address, if available.

ltemn t4b. Signatpre: Self-explanatory.

item 15. Distribution Addresses for Copias: Enter other addrassees receiving coples of
the report.

NOTE: Partial extract from Defanss Logistics Agandy Instruction (DLAL) 4140.55 dated 21 Jan 85,
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