Headquarters, U.S. MCO P4400.150E
Marine Corps PCN 10205247400

CONSUMER- LEVEL
SUPPLY POLICY
MANUAL

DISTRIBUTION STATEMENT A: Approved for public release; distribution is unlimited




DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
2 NAVY ANNEX
WASHINGTON, DC 20380-1775

MCO P4400.150E
LPP-2
21 Jun 99

MARINE CORPS ORDER P4400.150E W/ERRATUM CH 1-2

From: Commandant of the Marine Corps
To: Distribution List

Subj: CONSUMER-LEVEL SUPPLY POLICY MANUAL

Ref: (a) UM 4400-15
(b) UM 4400-124

Encl: (1) LOCATOR SHEET
1. Purpose. To provide policy for consumer-level supply activities.
2. Cancellation. MCO P4400.150D.

3. Information. Significant revisions have been made to this Manual and
it should be reviewed in its entirety.

4. Recommendations. Recommendations concerning the Consumer- Level
Supply Policy Manual are invited and should be submitted to the Commandant
of the Marine Corps ((CMC) (LPP-2)) via the appropriate chain of command.

5. Action. Commanders shall ensure that their consumer-level inventory
is managed within the policy of this Manual and under the supply system
procedures cited in the applicable users manual. This Manual takes
precedence over the information contained in references (a) and (b).

6. Reserve Applicability. This Manual is applicable to the Marine Corps

Reserve.

DISTRIBUTION STATEMENT A: Approved for public release; distribution is
unlimited.


Michael D Frawley



MCO P4400.150E
21 Jun 99

7. Certification. Reviewed and approved this date.

G. B. HIGGINBOTHAM
Deputy Chief of Staff

CR I

DISTRIBUTION: PCN 1025247400

Copy to: 7000110 (55)
7000153 (30)
8145005 (2)
7000099, 144/8145001 (1)



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
2 NAVY ANNEX
WASHINGTON, DC 20380-1775

MCO P4400.150E Ch 1
LPC-3
23 Jul 01

MARINE CORPS ORDER P4400.150E Ch 1

From: Commandant of the Marine Corps

To:

Distribution List

Subj: CONSUMER-LEVEL SUPPLY POLICY MANUAL

Encl: (1) New page inserts to MCO P4400.150E
1. Purpose. To transmit new page inserts to the basic Manual.

2.

Action
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MARINE CORPS ORDER P4400.150E CH 2
From: Commandant of the Marine Corps
To: Distribution List
Subj: CONSUMER-LEVEL SUPPLY POLICY MANUAL
Encl: (1) New page inserts to MCO P4400.150E
1. Purpose. To transmit new page inserts and direct pen

changes to the Manual.
2. Action

a. Remove present page iii, and replace with new page
contained in the enclosure.

b. Remove present chapter 1 and replace with new chapter 1
contained in the enclosure.

c. Remove present chapter 2 and replace with new chapter 2
contained in the enclosure.

d. Remove present chapters 8 and 9 and replace with chapter
8 contained in the enclosure. (New chapter 8 is renumbered old
chapter 9 with current changes.)

e. Remove appendixes C and D.

f. Remove present Index pages, INDEX 1, 2, 5, and 6 and
replace with new pages contained in the enclosure.

g. Chapter 3, paragraph 3001.7 and 3001.8, page 3-5, change
"NAVCOMPMAN" to read "FMR"

h. Chapter 5, paragraph 5007.8, page 5-9, change last
sentence to read "The item will be accounted for on the property

records; i.e., SASSY, ATLAS, DPAS, etc.)."
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i. Chapter 5, paragraph 5019.12, page 5-20, first sentence,
change "NavCompt Manual" to read "FMR", additionally, change
" (See the NavCompt Manual, paragraph 043003.)" to read " (See
FMR, chapter 10.)"

j. Chapter 5, paragraph 5019.12, page 5-20, change last
sentence to read "A Cash Collection Voucher (DD Form 1131) will
accompany each deposit made with a Government depository."

k. Chapter 6, paragraph 6000.5, page 6-4, change paragraph

to read:

"3. Indebtedness. The provisions of the Judge
Advocate General (JAG) Manual,section 0167, or the
base/station's union contracts may establish indebtedness. When
a person is found guilty by court-martial of one of the offenses
listed in the JAG Manual, section 0167, establishing
indebtedness will be a separate action of the convening
authority, or the appropriate human resources office for
civilian personnel. Indebtedness established under either of
these conditions may be liquidated by a voluntary reimbursement
by the individual concerned. Imposing nonjudicial punishment
does not prove indebtedness."

1. Chapter 6, paragraph 6001.1d(1), page 6-6, change
paragraph to read "Proceeds of sales of property or services not
yet deposited with a DoD disbursing officer are considered
accountable property and regquire an investigation to be
conducted per chapter 7 of the FMR."

m. Chapter 6, paragraph 6001.1d(2), page 6-6, delete entire
paragraph and renumber current subparagraph 6001.1d(3) to
6001.1d(2)

n. Chapter 7, paragraph 7001.2, page 7-3, change last
sentence to read "MCO 8011.4 and a Marine Corps bulletin in the
8011 series covers training allowances."

o. Chapter 7, paragraph 7002.4n, page 7-6, at the end of
the second sentence add "within 15 days of the end of the
quarter.”
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p. Chapter 7, paragraph 7002.6f, page 7-7, delete entire
paragraph and renumber remaining subparagraphs.

g. Chapter 7, paragraph 7005.1, page 7-10, first sentence,
delete word "and", add "and Javelin" after TOW.

r. Chapter 7, paragraph 7005.2, page 7-10, change "MARINE
CORPS PROGRAMS FALLBROK CA (40933)" to read
"DOD/ORGANIZATIONS/USMC/ORGANIZATIONS/CAMP PENDLETON/MCB/MCPD
FALLBROOK CA™"

s. Chapter 7, paragraph 7005.5b, page 7-12, change "MSL
LOT# ACB76Cl34-27 and AEB64C58-87" to read "FFV87E001-007 and
HAQ-124-3" respectively.

t. Chapter 7, paragraph 7007.2, page 7-12, insert "NAVSEA
SW020-AG-SAF-010" before "and NAVSEA..". Change "NAVSEA OP 2239"
to read "NAVSEA SW23-AG-WHM-010".

3. Summary of Changes. The above changes reflect policy
clarifications.
4. Change Notation. Paragraphs denoted by an arrow (" symbol

contain changes not previously published.

5. Filing Instructions. File this Change transmittal
immediately behind the signature page of the basic Manual.

7
Ju‘/ f ,J”/’-'
G. S. MCKISSOCK
Deputy Commandant
Installations and Logistics

DISTRIBUTION: PCN 10205247401

Copy to: 7000110 (55)
7000153 (30)
8145005 (2)
7000099, 144/8145001 (1)



MCO P4400.150E
21 Jun 99

LOCATOR SHEET

Subj: CONSUMER-LEVEL SUPPLY POLICY MANUAL

Location:

(Indicate the location(s) of the copy(ies) of this
Manual)

ENCLOSURE (1)



CONSUMER-LEVEL SUPPLY POLICY MANUAL

RECORD OF CHANGES

Log complete change action as indicated.

Signature of Person
Incorporated Change







CHAPTER
» 1
» o
3
4
5
6
7
» s
PAPPENDIX
A
B
® INDEX

CONSUMER-LEVEL SUPPLY POLICY MANUAL

CONTENTS

CONCEPTS OF CONSUMER-LEVEL SUPPLY

INVENTORY CONTROL POLICY

REQUISITIONING POLICY FOR CONSUMER-LEVEL RETAIL
STOCKS

STORAGE POLICY
MISCELLANEOUS ACCOUNTING POLICY
INVESTIGATIONS

AMMUNITION AND EXPLOSIVES (A&E)ACCOUNTING PROCEDURES

USE OF TABLE OF AUTHORIZED MATERIEL,
TABLE OF EQUIPMENT, AND ITEM DATA FILE

GLOSSARY OF TERMS

ABBREVIATIONS AND DEFINITIONS

iii
Ch 2



CONSUMER-LEVEL SUPPLY POLICY MANUAL

BPCHAPTER 1

CONCEPTS OF CONSUMER-LEVEL SUPPLY

PURPOSE

COMPONENTS OF SUPPLY SUPPORT
B INVENTORY LEVELS OF SUPPLY
PACCOUNTABILITY AND RESPONSIBILITY
BPCONFLICTS OF INTEREST
PTYPES OF MATERIEL

PDIRECTIVES AND PUBLICATIONS
STANDING OPERATING PROCEDURES (SOP)
DESKTOP PROCEDURES AND TURNOVER FOLDERS

RECORDS INSPECTION

®POLICY WAIVERS

TRAINING

PARAGRAPH

1000

1001

1002

1003

1004

1005

1006

1007

1008

1009

1010

1011

Ch

2



CONSUMER-LEVEL SUPPLY POLICY MANUAL

»CHAPTER 1

CONCEPTS OF CONSUMER-LEVEL SUPPLY

1000. PURPOSE. This Manual establishes the supply policies for
use in the effective control of equipment and materiel processed
through Marine Corps consumer-level supply organizations.
Understanding and execution of these supply policies are
essential for effective materiel management required to ensure
mission accomplishment. See appendixes A and B for references.

1001. COMPONENTS OF SUPPLY SUPPORT

1. Although the flow of supply support is normally considered
to end with issue of required materiel to the user, whatever
supply support is required to satisfy the user's requirements
must continue. Command advocacy and awareness are primary
requirements for effective supply support.

2. Functions ensuring sufficient supply support are:

a. Computing materiel requirements.

b. Procuring, requisitioning, receipting, warehousing,
distributing, shipping, issuing, selling, and controlling of all
equipment, materiel, and supplies for a Marine Corps consumer-
level inventory.

c¢. Enhancing accumulation of data for supply support,
analysis, and action by participating in accounting and
reporting systems.

d. Disposing of surplus property.

e. Participating in supply support projects under the
cognizance of the Department of Defense (DoD).

f. Implementing directives concerning the Marine Corps
consumer-level inventory that emanate from higher headquarters.
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1002 CONSUMER-LEVEL SUPPLY POLICY MANUAL

1002. INVENTORY LEVELS OF SUPPLY. There are two inventory
levels of supply within the Marine Corps: wholesale and retail.

1. Wholesale Inventory. An inventory over which a manager at
the national level has asset knowledge and exercises
unrestricted asset control supporting worldwide inventory
responsibilities. Wholesale supplies within the Marine Corps
are managed by the Commander, Marine Corps Logistics Bases
(COMMARCORLOGBASES) .

2. Retail Inventory. Retail inventory consists of consumer and
intermediate level supplies.

a. Consumer Inventory. An inventory usually of limited
range and depth, held by the final element in an established
supply distribution system for the sole purpose of internal
consumption within that final element.

b. Intermediate Inventory. An inventory required between
the consumer and wholesale levels of inventory for support of a
defined geographic area or for tailored support of specific
organizations or activities.

$1003. ACCOUNTABILITY AND RESPONSIBILITY

1. Accountability. The obligation imposed by law or lawful
order or regulation on an officer or other person for keeping
accurate record of property, documents, or funds. The person
having this obligation may or may not have actual possession of
the property, documents, or funds. Accountability is concerned
primarily with records, while responsibility is concerned
primarily with custody, card, and safekeeping.

a. CMC. The CMC provides policy and procedures through
various directives, to include this Manual, for consumer-level
supply management. Further, the CMC provides resources, and a
basic organizational structure, with which to discharge the
supply management duties of commanders, at various echelons.
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CONSUMER-LEVEL SUPPLY POLICY MANUAL 1003

b. Commanding Officers (CO). CO's, commanders,
Inspector/Instructors (I&I), and officers in charge (0IC),
for the purpose of this Manual, are synonymous terms.
Accountability is inherent to the command. The CO of a unit
having a consumer-level supply account is accountable by virtue
of acceptance of command. Due to certain unique command
structures, general officers may be responsible for those
tasks/duties that are normally inherent to the billet of CO.
There are also chain-of-command peculiarities associated with
certain command elements; i.e., the headquarters company of an
infantry regiment. Accountability is inherent to the billet of
the headquarters company commander. If the accountable officer
is prohibited from performing certain duties associated with
supply procedures (i.e., convening an investigation), the action
will be referred to the next level in the chain-of-command which
has the appropriate authority.

(1) The CO shall designate, in writing, a unit supply
officer to perform supply functions for the command. The supply
officer will serve as a special staff officer reporting directly
to the CO.

(2) Additionally, the CO will appoint, in writing,
Responsible Officers (RO) to assume responsibility for assets
within the command. These assets are issued from the supply
office in performance of the RO's regular duties and will be
properly accounted for within their span of control. If RO
anticipates being separated from the assets for 60 days or more,
a new RO will be appointed and a joint inventory conducted.

(3) The supply officers and RO's appointment letters
will be signed by the CO; the only exception to this rule is
when an officer is responsible for those supply responsibilities
inherent to the billet of CO. 1In these units, the individual
authorized to certify vouchers will also be authorized to
appoint the supply officer/RO. A record of appointment letters
will be maintained for 5 years following the date the supply
officer is relieved or ceases to serve and 1 year in the case of
RO’'s.
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(4) Delegation of accounting responsibilities to the
supply officer and RO's does not relieve the commander of
accountability.

2. Responsibility. The obligation for the proper custody,
care, and safekeeping of property or funds entrusted to the
possession or supervision of an individual. Any person having
public property in their custody or under their supervision
assumes a public trust that the property will be used only for
its intended purpose and as authorized by law or regulations.

a. Supply Officer. The supply officer is a special staff
officer and a member of the CO's staff and, as such, is
responsible for ensuring that the CO is made fully aware of the
unit's current supply posture. Supply officers will recommend
corrective procedural changes to the CO, so that detrimental
supply situations may be prevented or corrected.

b. RO's. The RO's are custody holders of accountable
supplies who account for and use supplies on behalf of an
organization. RO's will be formally charged with the duty to
care for and control all supplies within their custody.
Additionally, a new RO will be appointed, in writing, by the CO
when the RO is separated from assets for more than 60 days.

c. Responsible Individuals (RI). RI's are subcustody
holders of accountable supplies who perform that function on
behalf of an RO. RI's will be formally charged, in writing,
with the duty to care and control all supplies within their
subcustody.

3. Indebtedness. The provisions of the Judge Advocate General
(JAG) Manual, Section 0167, or the base/station's union
contracts may establish indebtedness. When a person is found
guilty by court-martial of one of the offenses listed in the JAG
Manual, Section 0167, establishing indebtedness will be a
separate action of the convening authority, or the appropriate
human resources office for civilian personnel. Indebtedness
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established under either of these conditions may be liquidated
by a voluntary reimbursement by the individual concerned.
Imposing nonjudicial punishment does not prove indebtedness.

$1004. CONFLICTS OF INTEREST. The CO's shall ensure supply
officers/chiefs and RO's are not assigned duties which conflict
with their supply management responsibilities.

1. Supply personnel will not be appointed as investigating
officers for any supply property accountability related
investigations. Additionally, RO's will not be appointed as
investigating officers for property under their charge.

2. Supply personnel will not be appointed as a RO for any
property that is internal to the command (i.e., Communications

Security Materiel System [CMS] custodian). However, the supply
officer and supply chief should serve as the RO for loans from
external commands (i.e., garrison property, historic items,
etc.) .

3. Supply personnel will not be assigned duties that could
conflict with their responsibility to maintain sound accountable
records or influence/ manipulate the accountability process.

$1005. TYPES OF MATERIEL. All materiel used or held by consumer-
level supply accounts can be classified into three general
categories; nonexpendable/ expendable, nonconsumable/consumable,
and principal/secondary. The following definitions take
precedence over those contained in UM 4400-15, UM 4400-124, and
UM 4400-71, and will be used in all consumer-level accounts.

1. ©Nonexpendable/Expendable. The accounting required for a
particular item is determined by it's expendability.

a. Nonexpendable Supplies. Nonexpendable supplies continue
to be accounted for when issued to the final user. They are
accounted for through subcustody procedures. In most instances,
nonexpendable items are nonconsumables and therefore
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recoverable. Accordingly, they are only issued on a subcustody
basis and accounted for through allowance accounting policies.
However, certain sensitive items, such as ammunition, and
controlled medical supplies are accounted for as nonexpendable
items although they are consumables. Therefore, nonexpendable
items are initially issued to the final user on a subcustody
basis. They are then removed from the accounting records
incident to actual consumption.

(1) Controlled items are a subset of nonexpendable
supplies. Those items designated as having characteristics that
require that they be identified, accounted for, secured,
segregated, or handled in a special manner to ensure their
security and integrity. Controlled items normally fall into the
category of classified, sensitive, or pilferable.

(2) The CMC (or higher authority) exercises close
supervision of controlled items because such items are scarce,
costly, or of a highly technical or hazardous nature.

b. Expendable Supplies. Items which are no longer
accounted for when issued to the final user. Most consumables
and repair parts, regardless of price, are treated as expendable
for accounting purposes. However, there may be instances where
expendable items are held on hand and accounting procedures are
required at the commodity level such as Pre-Expended Bins (PEB)
items and Purpose Code A stock.

2. Nonconsumable/Consumable Supplies. While expendability
determines the accounting required, consumability relates
whether or not the supply is actually consumed.

a. Nonconsumable. An item of supply that remains intact
after its intended use.

b. Consumable Supplies. An item of supply (except
explosive ordnance and major end items of equipment) that is
normally expended or used up beyond recovery in the use for
which it is designed or intended.

Ch 2
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3. Principal/Secondary Items

a. Principal items. End items and replacement assemblies
of such importance that management techniques require
centralized individual item management throughout the supply
system to include items stocked at depot level, base level, and
using unit level. Specifically, these include items
of which, in the judgment of the Marine Corps, there is a need
for central inventory control, including centralized computation
of requirements, central direction of Initial Issue Provisioning
(IIP) distribution, and central knowledge and control of all
assets owned by the Marine Corps. Principal items will be
selected based upon the following criteria:

(1) Essentiality for combat or training.

(2) High monetary value.

(3) Difficult to procure or produce.

(4) Criticality of basic materials or components.

The term "principal item" is synonymous with the term "Principal
End Item" (PEI). Normally, principal items are nonexpendable.

b. Secondary items. At the consumer-level the term
secondary items refer to items other than principal items.
Secondary items may be either nonexpendable or expendable.

$1006. DIRECTIVES AND PUBLICATIONS

1. Publications Management. The Marine Corps publishes policy,
procedural instructions, and reference publications for
management of supply functions. In certain instances,
publications of other services/agencies may be used.
Publications are managed by the Directives Control Point (DCP)
within the administration section of the command in accordance
with MCO P5000.14, Marine Corps Administrative Procedures
(MCAP). The DCP will use the Marine Corps Publications
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Distribution System (MCPDS) and Publication Library Management
System (PLMS) to manage and requisition publications within the
unit. The CO shall ensure that all sections have on hand or on
order all pertinent publications and directives with applicable
changes required in the performance of their duties. Printed
copies, or copies located on computers hard drive, compact
disks, digital video disks, or floppy disk, will suffice as long
as they are up to date with all applicable changes and are
deployable. Publications located on a network drive will not
suffice as meeting the requirement of having pertinent
publications and directives on hand as networks are not
deployable and if network goes down publications are not
available.

2. Technical Publications Management. Availability to current
technical publications have a direct impact on the ability to
repair and maintain table of equipment (T/E). Technical

publications are managed using the following tools:

a. SL-1-2. This lists all current technical publications,
technical manuals (TM), stocklists (SL), supply instructions
(SI), technical instructions (TI), modification instructions
(MI), etc., as discussed in MCO P5215.17, in item designator
(ID) number sequence and is published quarterly. Part III of
the SL-1-2 lists superseded publications and the corresponding
new publications. The SL-1-2 further identifies changes since
the previous SL-1-2 by use of an asterisk (*) to the left of the
appropriate publication control number (PCN).

b. Publication Library Management System (PLMS). PLMS
provides the same information as the SL-1-2 does plus all
directives and users manuals.

c. Marine Corps ID Standards Information. This information
is available from the supporting automated services center (ASC)
upon request, via the Item Data File (IDF) within the Logistics
Management Information System (LMIS). It provides an automated
means to reconcile technical publications libraries with the T/E
and the SL-1-2. Extracts from the IDF can be produced in Table
of Authorized Material Control Number (TAMCN) and ID number
sequenced printouts.

1-10
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3. Reconciliation Process. The supply section will reconcile
their portion of the units Publication Listing (PL) and Internal
Distribution Control Form (IDCF) with the DCP upon receipt of
the quarterly issuance of NAVMC 2761, Catalog of Publications;
the SL. 1-2/1-3, Index of Publications Authorized and

Stocked by the Marine Corps; PLMS, or MCPDS and Marine Corps
Bulletins in the 5600 series. This reconciliation will include
a validation of those publications and directives on hand and on
order. Units which maintain the PLMS are not required to
maintain quarterly copies of the SL 1-2/1-3 or NAVMC 2761. PLMS
will be used in order to conduct the quarterly reconciliation.

1007. STANDING OPERATING PROCEDURES (SOP). MSC’s shall ensure
that local SOPs are established and published for internal
supply management and operations. These SOP’s should focus on
promulgation of geographically unique local procedures (e.g.,
building numbers, points of contact, etc.) or more stringent and
detailed policy. Local SOPs should not paraphrase or reproduce
policy/procedures in Marine Corps directives and users manuals.
Battalion/squadron level SOPs are not mandatory. Instead
turnover files and/or desk-top procedures shall be established
and maintained current.

1008. DESKTOP PROCEDURES AND TURNOVER FOLDERS

1. Supply clerks desktop procedures will help reduce problems
that personnel confront on a daily basis.

a. The frequent change of personnel within units results in
a lack of expertise and continuity in day-to-day operations.
Proper use of desktop procedures and turnover folders greatly
alleviates this situation and improves the overall efficiency of
an organization.

b. Each unit/section shall prepare desktop procedures for
each billet involving administrative and management functions.

1-11
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It is not intended that desktop procedures be all inclusive or
formalized but, rather a simple listing of significant items or
notes pertinent to everyday operations within a particular
billet. Normally, they would include such items as current
references, procedures for carrying out required duties,
telephone numbers of individuals who might need to be contacted,
and reports required. The listing of procedures will not be
voluminous, a reproduction of user's manuals, or Marine Corps
orders and directives as this will tend to discourage their use.
Each will prescribe steps to be followed in the accomplishment
of all authorized maintenance or related actions. Procedures
will standardize requirements, actions, and recordkeeping
relevant to the individual's local operating environment.

2. Turnover folders, along with desktop procedures, greatly
assist incoming personnel in becoming familiar and proficient in
their jobs. Supply clerks desktop procedures will be included
as appendicies in the supply officer and supply chief's turnover
folder.

a. A turnover folder will include information about policy,
personnel, status of pending projects, references, management
controls, functioning of the section, ways and means of
accomplishing routine as well as infrequent tasks, and other
information of wvalue to an individual assigned to that billet.
Turnover folders will contain, at a minimum, statements
concerning the following:

(1) Title of the billet.

(2) To whom the individual occupying the billet reports
and incumbent billets subordinate thereto.

(3) The mission of the billet (broad billet
responsibilities) .

(4) The functions involved in accomplishing the mission
(principal action taken).

1-12
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(5) Tasks and basic operations regularly performed in
accomplishing specific functions.

(6) List of orders or other directives pertinent to the
billet.

(7) List of required reports, dates of submissions.

(8) List the relationship with activities both within
and outside of the official chain of command, including
unofficial liaison and coordinating functions. Brief statements
as to the relationship with these agencies will be included.

(9) Personnel contacts within or external to the
command, listing telephone numbers and/or addresses.

(10) Miscellaneous information will be included; for
example, administrative or operational procedures peculiar to
the billet, such as dual responsibility for certain functions or
limitations in responsibility or authority within particular
functions. Include any other information that might assist in
carrying out the responsibilities.

b. Folders will be arranged in such a manner as to permit
ease in changing those sections requiring frequent modification.
The degree of detail included must necessarily be flexible and
is subject to the discretion of organizational commanders. The
important consideration is that the content of folders be
directed towards rendering maximum assistance to the relief.

1009. RECORDS INSPECTION

1. Supply accounting records will be analyzed and inspected by
representatives of the CMC, Major Subordinate Commands (MSC),
and as directed by the CO.

2. Analyses, metric performance reviews, examinations, and
inspections will determine the effectiveness of supply

1-13
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management, operations, procedures, and methods which are
implemented at the using unit; as well as provide liaison,
assistance, and guidance in the interpretation and application
of Marine Corps supply instructions.

3. Inspections by authorized personnel/agencies ensure command
awareness of management, accountability, and capability to
perform the mission. Inspections should be used as a secondary
training and management tool.

$1010. POLICY WAIVERS. The local Field Supply and Maintenance
Analysis Office (FSMAO) is authorized to grant 1 year policy
waivers. Commanders may request deviations from Marine Corps
maintenance/supply policy by submitting a written request to the
supporting FSMAO via the appropriate chain of command. FSMAO's
will coordinate waiver requests with the CMC (LPC). The
request must provide a full justification and impact statement.
Waivers may be granted for both geographical peculiar instances
and Marine Corps-wide deviations as may be deemed necessary by
the CMC (LPC). If approved, waivers will be for 1 year. After
evaluating the impact of the waiver, the CMC (LPC) will make
appropriate changes to Marine Corps policy. A request for
waiver is not authorization to deviate from Marine Corps policy;
therefore, units shall not deviate until the waiver has been
approved in writing. Waivers will only be granted for Marine
Corps policy.

1011. TRAINING. Supply officers shall ensure that an ongoing
and effective training program is established within the supply
section which contains training for all Military Occupation
Specialities (MOS) under their cognizance. Training will be
conducted per MCO 1510.73.

1-14
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CONSUMER-LEVEL SUPPLY POLICY MANUAL

CHAPTER 2

INVENTORY CONTROL POLICY

2000. GENERAL INFORMATION

1. Inventory found within a consumer-level supply account is by
definition retail stocks. At the consumer-level, retail stocks
are further differentiated into two categories. These
categories are allowance items (Purpose Code "C") and demand
supported items (Purpose Code "A").

2. The Marine Corps mission requires a high degree of
operational readiness so that tasks assigned can be
accomplished. For unit commanders to exercise command
responsibility in supply operations, property control must be
meticulously maintained. A commander will not be restricted
from exercising the prerogative to effect intracommand
distribution of supplies and equipment to accomplish operational
requirements.

$2001. ALLOWANCE ITEMS. Allowances (actual T/E and special)
must be formally established. Allowance changes are requested
and authorized by the CMC per MCO 5311.1. Unit commanders will
maintain records of currently established allowances and
changes. Every unit commander who has an actual or special
allowance established by the CMC will maintain a formal account
to control allowance items. All items, regardless of the method
of purchase or type of funds used, which have a Headquarters
Marine Corps (HQMC) assigned TAMCN associated to it, will be
accounted for on unit's property records and have associated
allowances formally established.

1. Type 1 Allowances. Except when specifically directed by
higher authority, operating forces and base/post/station units,
hereto referred to as supporting establishments, are required to
have all Type 1 actual T/E allowances on hand, on order, or
identified as an unfunded deficiency in the gquantities specified
by unit's T/E and/or current allowance directives.
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a. Supporting establishments and Reserve units are
authorized the establishment of a training allowance (T/A) for
Type 1 items. T/A's will be established, in writing, by the
appropriate Commander Marine Forces (COMMARFOR). This authority
may be delegated, in writing, to the MSC level (i.e., commander
base/post/station, Commanding General [CG] 4th MarDiv, CG 4th
Force Service Support Group [FSSG]).

(1) Type 1 T/A's will be on hand, on order, or
identified as an unfunded deficiency.

(2) Type 1 T/A's will be reflected in the command
adjustment field of the unit's property records in such a manner
so that the total allowance field reflects that quantity as
approved by the COMMARFOR or MSC Commander.

b. T/A's will be reviewed and updated at least annually.

2. Type 2 Allowances. Type 2 allowances are reflected on the
units T/E by either an actual allowance quantity or with the
words "as-required". Actual unit allowances will be established

in writing, by the COMMARFOR based on mission/geographic
location. This authority may be delegated, in writing, to the
MSC level. Approved Type 2 allowances will be on hand, on
order, or identified as an unfunded deficiency. Type 2
allowances, as approved by the COMMARFOR or MSC Commander, will
be reflected in the command adjustment field of the unit's
property records in such a manner so that the total allowance
field reflects that quantity as approved by the COMMARFOR or MSC
Commander.

3. Type 3 Allowances. Type 3 items are those items of materiel
which require special measures of control since they are used
for particular conditions or situations; e.g., items which are
uniquely required in cold weather or desert operations. Chapter
9 of this Manual and chapter 11 of MCO P4400.39, War Reserve
Manual contains further guidance on type 3 items.

4. Allowances for Per-Individual Equipment. Allowances
for per-individual equipment are established based on the
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unit's T/O. The T/0’s are published by the CG Marine Corps
Combat Development Center (MCCDC), Total Force Structure
Division (TFSD) semiannually. Allowances for per-individual
equipment will be posted to the formal accounting records once
annually to prevent incremental monthly changes and subsequent
supply management action. The January files will be used to
update all allowances for per-individual equipment to ensure
uniformity and budgetary planning.

5. Planned Allowances. Planned allowances represent a
projected delivery schedule for equipment being
introduced/fielded to the Marine Corps. This information
reflects the future force-feeding of assets to a unit to meet
validated requirements, and is based on production schedules and
a myriad of other acquisition-related factors. Planned
allowances are published for informational purposes only and are
not to be used as the basis for requisitioning or holding on
hand assets. Additionally, unit's are not authorized to load
planned allowances to their property records. Refer to
paragraph 8005.7 of this Manual, for additional guidance.

6. T/O&E Equipment. T/O&E items will not be accounted for as
plant account assets regardless of dollar value.

7. Marine Corps Ground Equipment Resource Reporting (MCGERR) .
MCGERR items are published annually in a Marine Corps Bulletin
in the 3000 series. To provide accurate on hand visibility of
Type 1 MCGERR equipment against the various Marine Corps
allowance files, command adjustments of MCGERR items will be
authorized in writing by the commander directing the realignment
of the T/O&E equipment. Organizations identifed by the
directing command as the supporting and gaining commands are
required to command adjust MCGERR equipment in support of Marine
Air Ground Task Force (MAGTF) organizations, activities, and
detachments who will possess assets for 120 days or more.
Additional guidance is provided in MCO 3000.11 and a McBul in
the 3000 series.

a. Supporting Command. Those commands identified to
provide MCGERR equipment will redistribute the equipment to the
gaining command using a Redistribution Order Between Using Units
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(Document Identifier Code [DIC] Z2M). The supporting command
will reduce the allowance quantity using the command adjustment
column on the property records by the same quantity as that
which was redistributed.

b. Gaining Command. Those commands identified to receive
MCGERR equipment will receipt for the equipment and increase
their allowance quantity using the command adjustment column on
the property records by the same quantity as that which was
received.

8. Accounting for Special Items of Equipment. Commanders of
Radio Battalions and other organizations with Special Operations
Capability (SOC) are, in some instances, delegated authority by
CMC to establish non-LMIS allowances for special items of
equipment (i.e., Radio Battalion receives funding or actual
equipment from outside agencies such as the Nationl Serurity
Administration). Commanders of SOC-capable organizations may
receive direction from unified commanders or other senior
commands to perform missions that entail the procurement of
special equipment items. Commanders may acquire and hold that
equipment which is essential to their mission, subject to the
following restrictions.

a. Allowances will be established in writing by the MSC and
the equipment will be properly accounted for on the unit's
supply records using locally assigned TAMCN's and NSN's.

b. A Universal Needs Statement (UNS) will be generated for
all equipment expected to be held beyond initial mission
requirement. A UNS is required to integrate such equipment into
the Marine Corps inventory and initiates action to ensure proper
integrated logistics support for that equipment.

$2002. DEMAND-SUPPORTED ITEMS

1. Demand-supported stocks are those quantities of expendable
and nonexpendable items which are on hand based on supported or
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limited stockage criteria and are authorized to support mission
requirements. Consumer-level supply organizations may maintain
demand-supported items (Purpose Code "A") as long as all of the
following requirements are met:

a. Approval, in writing, by the COMMARFOR or CG/CO of the
supporting establishment, as appropriate.

b. The number of item movements (issues) is sufficient to
justify maintaining readily available stocks on hand.

c. Geographical separation from normal supporting supply
activities.

2. Demand-Supported Stockage Criteria. For consumer-level
inventories, an item may be maintained if there are at least six
requisitions for that item within the previous six consecutive
months. Quantities stocked using this criteria must be reviewed
and if required; adjusted quarterly. Once an item is eligible,
stock levels will consist of the following elements:

a. Safety Level (SL). The consumer-level supply account is
not authorized a SL.

b. Customer Wait Time (CWT). CWT is the total elapsed time
between issuance of a customer order and satisfaction of the
order. CWT is the portion of the total operating level quantity
which covers the CWT replenishment requisitions.

c. Operating Level (OL). The OL is the 30-day usage
requirement for each individual item.

3. Requisitioning Objective (RO). The RO for a consumer-level

supply account is the largest quantity of an item authorized to

be on hand or on requisition to sustain current operations. The
RO is the sum of stock represented by the OL and the CWT.

4. Reorder Point (ROP). The ROP quantity is a subset of the RO
quantity. The ROP quantity includes a quantity for CWT. The
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purpose of an ROP quantity ensures that sufficient demand-
supported stock is continuously on hand to fill anticipated
demands while replenishment requisitions are outstanding.

5. Retention Level. Consumer-level supply accounts are not
authorized a retention level.

$2003. ALLOWANCE ITEM ACCOUNTING

1. Responsible Officer (RO). Unit commanders with consumer-
level supply accounts will appoint, in writing, RO's for the
command. The RO should be an individual having administrative
command and/or control over all personnel who will use assigned
equipment. RO's will not be assigned equipment or supplies used
outside their span of control. RO's will ensure that the
following supply management principles are applied:

a. Receipt for all on hand equipment.

b. Maintain assigned equipment in a ready-for-use and
serviceable condition.

c. Account for equipment issued or subcustodied and
maintain a record of custody for such equipment.

d. Report changes to the supply officer within 15 calendar
days. Additionally, a new RO will be appointed, in writing, by
the CO when the RO is separated from assets for more than 60
days.

e. Request necessary investigative action in writing, for
equipment abuse, gains or losses, via the supply officer, to the
commander. (See chapter 6 of this Manual.)

f. Conduct quarterly CMR reconciliations with the supply
section. This requirement maybe semi-annual if approved in
writing by unit CO.
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g. Conduct periodic inventories, at least annually, for all
equipment assigned to the account. The annual inventory should
coincide with one of the quarterly CMR reconciliations.

h. 1In those cases where an RO uses CMR's to subcustody
equipment for which the RO is responsible, the RO will appoint
in writing a RI. CMR's will be maintained per the guidance
contained in UM 4400-124.

2. Appointment Letters. RO appointment letters, endorsements
(RO acceptance letter), and all supporting documentation will be
maintained by the supply office for 1 year after the RO ceases
to serve and then destroyed.

3. Serialized Control

a. Allowance items which have a Marine Corps/manufacturer's
serial number will be accounted for by serial number. Marine
Corps-unique serial numbers take precedence over other serial
numbers. The master serial number records will be maintained at
the consumer-level supply account. Serial numbers will be
provided to the RO's on their subsidiary account when
applicable.

b. Items with a purchase price less than $800 which are not
sensitive, controlled, or pilferable, yet are serialized need
not be accounted for at the local level by serial number or
original NSN. A local stock number may be assigned for all
types and brands of the same general items and subsequent
accountability maybe by local stock number and gquantity.

$2004. BALANCE RECORD TRANSACTIONS, ADJUSTMENTS, AND CAUSATIVE
RESEARCH

1. Change of Custody Transactions. A record of all
transactions indicating a change in custody of materiel (i.e.,
receipts, issues, redistributions, and disposals) will be
retained along with all supporting documentation for an audit
trail, regardless of dollar value, for a period of 2 years from
the date transaction(s) posted to the accounting records.
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a. Audit Trail. Sufficient supporting documentation will be
retained to show that the materiel reflected on the change of
custody transaction was delivered, issued, or disposed.
Supporting documentation can consist of receipt documentation or
letters of unserviceable property issued in lieu of return of
property from repair. Supporting documentation must contain, at
a minimum, the NSN, quantity, document number, condition code of
the materiel, signature of the person authorized to accept
custody of the materiel, and date received. When the supporting
documentation contains no document number or a document number
different from that of the transaction used to adjust the
property record, a copy of the associated change of custody
transaction(s) will be made and attached as supporting
documentation to the voucher. Files providing an audit trail
will be maintained in such a manner as to easily cross-reference
between change of custody transaction(s) and supporting
documentation.

b. Change of Custody Transactions With No Proof of
Disposition. When a change of custody transaction (for issues
and disposals) has been processed/ posted which effects the
unit's on hand balance, but no proof of disposition can be
found, causative research will be conducted to determine the
circumstances resulting in the missing documentation. When
warranted, a request for investigation maybe submitted and a
Missing, Lost, Stolen, or Recovered (MLSR) Report submitted per
MCO 4340.1. The change of custody transaction will be wvouchered
per chapters 2 and 6 of this Manual. Change of custody
transactions with no proof of disposition will have a memorandum
to the record prepared and signed by the CO and retained in the
voucher file in lieu of other supporting documentation.

c. Receipt (Including Receipt From Redistribution)
Transactions With No Proof of Delivery. While proof of delivery
for these transactions should be retained for causative research
purposes, its absence does not necessarialy suggest a need for
investigation. Consequently, no vouchering action is required
when proof of delivery is missing.

2. Balance Record Adjustments. The accounting record must be
brought into alignment with the actual on hand quantity upon.
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conclusion of required inventories and at any other time
imbalances are discovered

a. The RO/RI will report all discrepancies that exist
between the CMR and what is actually on hand. These
discrepancies must be reported in writing to the CO, wvia the
supply officer, as a request for investigation. Discrepancies
reported to the CO will include variances in NSN, quantity, or
serial number for items in the following categories:

(1) Controlled items regardless of dollar value.

(2) Nonexpendable unserialized property with an extended
dollar value of $2,500 or more.

(3) Serialized noncontrolled property with an extended
dollar value of $800 or more.

b. Items not meeting the criteria identified in paragraph
2004 .2a, above, will also be reported, in writing, by the RO/RI
to the CO via the supply officer for resolution. The supply
officer is authorized, unless the CO states otherwise, to
approve adjustments without prior approval once all causative
research has been completed. The supply officer will identify
on the endorsement, by TAMCN/NSN, an investigation is/is not
warranted. For those items in which the supply officer has
authorized the adjustment to the records he will identify the
action taken on the endorsement. This endorsemnt will also
identify the results of the causative research.

c. The circumstances of a variance must be fully stated by
the RO/RI.

d. When the variance is due to a physical loss, the RO/RI
should state whether the individual responsible is willing to
reimburse the Government for all or part of the loss. All
individuals are required to be counseled per chapter 6 of this
Manual. This counseling statement will be made an enclosure to
any request for investigation to the CO.

2-11
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e. Discrepancies must be reported even though the wvariance
may be clearly administrative in nature.

f. The supply officer's endorsement should clarify any
ambiguities in the request for investigation. This endorsement
is also an opportunity for the supply officer to make
recommendations to the CO.

g. The request for investigation will reach the CO within
5 calendar days of the discovery of the variance by the RO/RI.
Delays in reporting will be explained. The CO will endorse the
request back to the supply officer or appoint an investigating
officer within 5 calendar days after receiving the notification
from the supply officer.

h. The supply officer will assign a voucher number to the
request for investigation.

3. Causative Research. Causative research identifies
administrative errors that have been made, which may negate the
need to investigate and/or process a gain/loss transaction.
Causative research also assists in determining the

correct type of adjustment transaction required. More
importantly, causative research helps to identify procedural
deficiencies which can then be corrected to prevent waste or
theft and to improve supply support. It is always possible to
adjust the balance record by means of a properly vouchered
gain/loss transaction; however, this method will not be used
until the required research into the cause of the variance has
been conducted. The benefits of causative research must be
weighed against the time required to perform it. Timely
adjustment of the balance record is necessary so that action to
dispose of excesses and replenish deficiencies can occur. This
paragraph establishes minimum requirements for causative
research of variances at all consumer-level activities.

a. Post-Count Validation. Verify the accuracy of the count
by considering all assigned locations, items in laundry, those
in repair, temp-loan to external organizations, temporary
holding areas, unit of issue (U/I) and NSN, to include federal

2-12
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supply class changes to cataloging data, and on hand balances
reflected in other purpose/condition codes.

b. Causative Research Required. Causative research is
required on NSN's with variances from the official accounting
records for all inventories/reconciliations as addressed in the
following:

(1) All sensitive items regardless of dollar value.

(2) All locally controlled items and Marine Corps
controlled items regardless of dollar value.

(3) All nonexpendable unserialized property with an
extended dollar value of $2,500 or more.

(4) Serialized noncontrolled property with an extended
dollar value of $800 or more.

(5) During annual, cyclic, and spot inventories, once
causative research has been conducted per paragraphs 2004.3b(1)
through (4) above, causative research will be conducted on 20 of
the remaining NSN’s with variances or 20 percent of the total
number of NSN’s remaining with variances, whichever is greater,
regardless of dollar value.

c. Change of Custody Transaction/Audit Trail File Research.
Review all transactions that have been processed/posted back
2 years or to the last annual inventory, whichever is more
recent. Compare the transactions with the proof of delivery
file and attempt to identify administrative errors, such as
double processing/posting of receipts, actual issues (as shown
by supporting documentation) without a corresponding change of
custody transaction, etc. If appropriate, submit the correct
change of custody transaction (or reversal) to adjust the
balance record. Vouchered administrative gain/loss transactions
may also be required. Causative research ends when the
administrative cause of the variance has been found or when,
after review, there are no conclusive findings.

2-13
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d. Causative Research Results. The results of causative
research will be considered representative of the account as a

whole. For example, if administrative errors were found for
most of the wvariances, then attention may be required in receipt
processing or issue control. However, if causative research is

inconclusive, especially for pilferable/easily negotiable items,
then theft must be suspected as a cause. The supply officer
will prepare a request for investigation summarizing the results
of the inventory and subsequent causative research. Causative
research results will also be reflected on adjustment documents.
These same statements will be either annotated or attached to
the supporting Money Value Gain Loss Notice (MVGLN) once
adjustments have been approved by the CO and supply has
inducted. At a minimum, the following points will be addressed
as a result of an annual inventory:

(1) State the account value prior to the inventory.

(2) State the net loss and gain variances identified as
a result of inventory.

(3) State the proportion of wvariances attributed to
administrative errors as a result of causative research.

(4) State opinions, if any, as to the cause of variances
for which causative research was nonconclusive.

(5) State any corrective action required or initiated to
reduce future variances.

e. Incidental Gains/Losses Other Than as a Result of Annual
Inventories. Individual explanatory statements/requests
for investigation will be prepared by the supply officer.
Explanatory statements are appropriate when the required
adjustment is administrative in nature; otherwise, a
request for investigation should be submitted. Explanatory
statements/requests for investigation will be made on an
as-occurring or daily basis whenever imbalances are discovered.
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Explanatory statements must be approved by the CO before the
gain/loss transaction is processed/posted by the supply officer
for transactions that meet the criteria in paragraphs 2004.3b
preceding, and 2004.6, following.

4. CO's Review of Requests for Investigation. The CO must make
a determination concerning the need for further investigation
per chapter 6 of this Manual.

a. If an investigation is conducted, the request for
investigation (with all endorsements and enclosures) will be
made the second enclosure to the investigative report, after the
investigating officer's appointing order. When the CO feels
that the investigation has little or no chance of recovering
missing items, the CO may direct the supply officer to adjust
the records and requisition shortages immediately.

b. If no investigation is to be conducted, or if balance
records are to be adjusted immediately, the CO will endorse the
request for investigation (or a copy thereof) to the supply
officer in writing and so state. This endorsement will
constitute authority for the supply officer to adjust the
account balance by means of miscellaneous gain/loss transaction.

5. Cash/Checkage Sales. When cash/checkage sales are made as a
result of an investigation or request for investigation, balance
records will be adjusted by means of issue to cash sales
transaction.

6. Vouchering Gain and Loss Transactions

a. The following adjustments require authorization from the
CO in writing prior to induction:

(1) Controlled items (both locally and Marine Corps).

(2) Nonserialized items with an extended dollar wvalue of
$2,500 or more.

(3) Serialized items with an extended dollar value of

S800 or more.
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b. For items not meeting the preceding criteria, the supply
officer is authorized to approve/process gains and losses unless
otherwise directed by the CO. The CO may elect to establish a
lower dollar value threshold for the CO's personal review but in
no case will a higher threshold be established.

c. Investigations involving retail stocks will be assigned
a voucher number (document number) by the unit supply officer.
All associated gain/loss transactions (and form NAVMC 6 for
cash/checkage sales, if any) will perpetuate the voucher number.

d. Authority to Certify Voucher Transactions. The CO or
acting CO only may certify wvoucher transactions via written or
electronic signature (i.e., e-mail).

e. Supporting Documentation. All gain/loss transactions
must be supported by completed investigations, requests for
investigation, or explanatory statements signed or endorsed by
the CO, except those discussed in paragraph 2004.6b, preceding.
This supporting documentation constitutes the voucher file. The
voucher file will be maintained in such a manner as to easily
cross-reference between gain/loss transactions and supporting
documentation. The preceding criteria is based on the fact that
the nonvoucherable losses and gains will be documented,
reviewed, and certified by the commander on the passed edit
listing and/or the MVGLN.

f. Types of Gain/Loss Transactions. Gain/loss transactions
can be inventory, administrative, or miscellaneous in nature as
indicated by the last position of the DIC. A special case is a
"lost shipment" which can be processed as a loss only. Use of
the correct type of gain/loss transaction is necessary because
it is used by higher headquarters to analyze loss trends within
the Marine Corps.

(1) Inventory Gain/Loss (DIC D8A/D9A). Inventory
gain/loss transactions are authorized for all adjustments as a
result of an inventory, whether inventory was a spot, cyclic, or
annual.
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(2) Administrative Gain/Loss (DIC D8B/D9B).
Administrative gain/loss transactions must be vouchered to
indicate that no physical gain or loss occurred. Any
transaction(s) processed in error to cause the record imbalance
must be specifically identified by document number and date
processed in the explanatory statement. In the case where a
misidentified item is being dropped/picked up simultaneously,
the voucher file must cross-reference the related administrative
gain/loss transaction.

(3) Miscellaneous Gain/Loss (DIC D8Z/D9Z) .
Miscellaneous gain/loss transactions will be used when the
circumstances surrounding the adjustment do not fit into any of
the other categories. These adjustment transactions are
normally associated with a gain or loss of assets signed for by
an RO or in the possession of an RI and when investigative
action becomes necessary. Adjustment transactions will be
vouchered with detailed justification pertaining to their use.

(4) Lost Shipment (DIC D9L). All required tracer
actions and supply discrepancy reports (SDR) must be
accomplished prior to inducting lost shipment transactions.
Copies of tracer action and/or SDR (Standard Form [SF] 364) and
copies of any replies will be maintained on file and cross-
referenced as supporting documentation for lost shipments. The
explanatory statement for those lost shipments meeting the
voucher criteria must state "Processed as a lost shipment due to
nonreceipt within time frames established by source of supply or
other regulation. All required tracer and or SDR actions have
been accomplished.™

7. MVGLN. This report is a listing of all gains/losses
processed. The notice will be signed by the CO or acting CO.
The following certification will be added to the notice prior to
signature:

"I have reviewed the documents on this notice and verify
that all required documentation has been properly certified."

2-17
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8. Voucher Files/Retention of Records

a. Records concerning gain, loss, return, disposal,
transfer, recoverable items reports, letters of unserviceable
property, and supporting documentation affecting the on hand
balance of property will be maintained as part of the voucher
file for 2 years after the transaction was posted/ processed
against the official accounting records.

b. MVGLN are part of the voucher file and are retained for
2 years from date the notice was produced.

c. Records of issue to cash sales are voucher documents are
retained for 5 years from the date the transaction was completed
as a financial record per DoD 7000.14-R, Financial Management
Regulation.

d. Investigations will be retained for 5 years from the
date of the CO's final endorsement.

e. Copies of SDR's will be maintained in the voucher file
for 2 years from the date the SDR reply was received from
Defense Logistics Agency (DLA) Integrated Materiel Manager (IMM)
and the record closed.

f. When it is determined that a wvoucher is lost, a
statement in lieu of the lost voucher will be placed in the
voucher file and maintained for 2 years from date the statement
was signed. The CO or Acting CO will sign all lost voucher
statements per the criteria in paragraph 2004.6.

2005. EQUIPMENT ISSUES

1. Direct Custodian. The fact that an individual has not
signed a receipt for public property in that individual's
possession does not relieve that individual of the required,
accountability, maintenance, and servicing responsibilities.

2. Individual Responsibility. Individuals who obtain and
maintain public property for use in the performance of assigned
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duties, or come into custody of government property, are
individually responsible for that property.

3. Issue and Recovery of Equipment. Equipment issued to
individuals will be signed for by those individuals. Every
commander will ensure that all public property issued to or in
the possession of military or civilian personnel is recovered
before transfer or separation/discharge.

4. Liability. 1In the case of loss, damage, or destruction of
public property through causes other than wear incident to
normal service, personnel responsible will either be held
punitively liable or excused from responsibility by competent
authority per the guidance contained in chapter 6 of this
Manual.

$2006. SMALL ARMS CONTROL

1. Small arms will be accounted for by the CO of a unit having
a consumer-level supply account per this Manual, the supporting
systems users manual, and TM-4700-15/1. The CO will also report
all small arms to the Commander, Naval Weapons Support Center
(NWSC) , Crane, Indiana, per MCO 8300.1.

2. In accordance with OPNAVINST 5530.13 the CO will appoint, in
writing, an inventory officer to conduct monthly serialized
inventories of small arms using the most current CMR on hand to
conduct the inventory. The appointed inventory officer will
sign the monthly serialized inventory and submit results to the
CO wvia the supply officer.

2007. SERVICEABLE READY-FOR-ISSUE. Each unit commander will
maintain all on hand items as serviceable and ready-for-issue.
Procedures for handling and accounting for unserviceable assets
are detailed in the supporting system users manual.
Unserviceable PEIs will be maintained in such a manner which
will prevent further deterioration until disposition
instructions are provided.
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$2008. EXCESSES. Consumer-level supply accounts are not
authorized to retain excess materiel. Commanders will guard
against having materiel in excess of established quantities.
Quantities of items on hand or on order greater than authorized
levels must be redistributed, returned, disposed of, or canceled
per the guidance in the supporting system users manual and

MCO P4400.82, if applicable.

$2009. INVENTORY. Physical inventories are management tools for
controlling material. All materiel maintained on hand will be
inventoried at least annually to determine the accuracy of the
formal account property records. This annual inventory should
coincide with one of the CMR reconciliations. The results of
the annual inventory will be documented by the supply officer
and maintained on file until the next annual inventory.
Inventory adjustments to property records or requests for
investigative action will be initiated on an "as occurring or
daily basis." In addition, each allowance item will be
inventoried incident with the change of the RO or supply
officer.

$2010. ANIMALS

1. National Defense Equipment (NDE) supporting personnel
property and equipment includes those animals that are used in
the performance of military missions. These animals will be
carried on the property records as nonexpendable property.
Required formal accounting records will establish an audit trail
recording the receipt and disposal transaction for each animal.

2. Policy and guidance for Marine Corps Military Working Dogs
are contained in OPNAVINST 5585.2B (Navy Military Working Dog
Manual) . This is augmented by Air Force Regulation (AFR) 125-5
(U.S. Air Force Military Working Dog Program) which provides
specific guidance on the procurement and handling of both
explosive and narcotics training aids.
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$2011. SL-3, COMPONENTS LIST

1. The SL-3 lists all components of collection-type items, such
as chests, sets, kits, outfits and assortments, and components
to such principal items as vehicles, weapons, and communications
equipment. However, in some instances a TM is used in lieu of
an SL-3.

2. The categories for the components of an SL-3 are divided
into three general areas: Supply System Responsibility Items
(SSRI), Collateral Materiel (CM), and Using Unit Responsible
Items (UURI). In TM's the categories may be listed as
Components of End Items, Basic Issue Items, and Additional
Authorization List (AAL). These terms parallel the Marine Corps
terminology SSRI, CM, and UURI. However, these terms cannot be
unilaterally applied. The responsibility of obtainment and
control is not always interpreted the same by both services.

a. SSRI/Basic Issue Items (BII). Items listed under this
category are furnished by the supply system when the end item is
issued and will be transferred with the end item during
redistribution or other changes of custody unless otherwise
specifically directed by appropriate authority. These items are
required to be maintained on hand, on order, or identified as an
unfunded deficiency unless otherwise specifically directed
within the SL-3. Requisitioning of SSRI/BII assets needing
replacement, when the end item is outside the stores
distribution system, is the responsibility of the using unit.
For PEI’'s that are components of a major end item (i.e., HMMWV,
is a component of a MRC vehicle), the items are to be accounted
for under the serial number of the primary NSN.

b. CM. Items listed under this category are furnished
with the end items upon initial issue and normally remain with
the using unit during redistribution/rebuild or other change
of custody of the end item unless otherwise directed by
Headquarters Materiel Command (MATCOM). These items are
required to be maintained on hand, on order, or identified as an
unfunded deficiency unless otherwise specifically directed
within the SL-3. CM will be maintained and replaced by the
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using unit, except for materiel with 9999 series NSN's. Using
units are not authorized to requisition items using the assigned
9999 series NSN's. The 9999 series NSN shown under the heading
of "Collateral Materiel" is for control within the distribution
system only, and is not authorized for requisitioning purposes.
Items under this category will be requisitioned by individual
NSN, and/or part number and Commercial and Government Entity
Codes (CAGEC) .

c. UURI. These are items that are not issued with the end
item during initial provisioning and subsequent fielding. Items
in this category must be requisitioned by the using unit, not to
exceed the stated quantity. The CO can authorize, in writing,
to hold less than the stated quantity if the item does not met
the criteria reported in paragraph 2011.2c(1l), following.
Additionally, where "AR" (as required) is the stated gquantity,
the commander must establish, in writing, the authorized
quantity to be held by the command. These gquantities will be
reviewed and updated at least annually.

(1) UURI’'s that are identified as having a type 1 or 2
TAMCN should be validated against the unit's EAF and accounted
for on the unit property records. These items remain in
the unit and are not transferred with an end item during
redistribution/rebuild or other changes in custody. An
exception would be a directed redistribution because of force
modernization, retrograde, or a unigque maintenance requirement
where the UURI is not needed by the unit but may be of use with
the associated end item. Policy for UURI's/AAL's to support
cadre units, Reserve initial issue, and that part of active
forces' war reserve materiel requirement (WRMR) held in stores
is contained in MCO P4400.39, and MCO 4400.156.

(2) Types 1, 2, and 3 TAMCN Items

(a) MATCOM will ensure UURI type 1 TAMCN allowances
are established or adjusted within the unit's T/E. New T/E
allowances for UURI type 1 TAMCN items will be published in the
Users Logistics Support Summary (ULSS) of the item for which the
SL-3 is written.
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(b) For type 2 items refer to paragraph 2001.2,
preceding, for guidance on establishing allowances.

d. Ammunition. Ammunition is listed in the SL-3/TM for
clarification only. Allowances are determined per MCO 8010.1 or
MCO P8011.4.

e. Small Arms. Small arms (as defined in MCO 8300.1) which
are SL-3/TM components will have allowances established on the
unit's T/E. The Commander, Marine Corps System Command
(COMMARCORSYSCOM) will ensure that these allowances are
established within the unit's T/E for newly fielded items. It
is the responsibility of the accountable/owning unit commander
to review and recommend T/E allowances for fielded items.

f. Associated Expendables. Items such as batteries for
lanterns and flashlights, and other optional accessories are
listed for information and are stocked on an "as required"
basis. Although associated expendables are listed in the SL-3,
they do not require stockage levels in writing.

3. Items listed as SSRI and CM will be on hand or on order at
all times. The only exception to this rule is for those end
items used as training aids at formal Marine Corps schools. The
CO/director of the school will designate in writing (by end
item) the quantity of SSRI's and CM to be maintained for those
end items used as training aids.

4. Detailed instructions for SL-3/TM inventory and
recordkeeping requirements are contained in MCO P4790.2.
Although MCO P4790.2 addresses only tool kits, sets, and chests,
these procedures will be used for all SL-3/TM inventories.

5. Batch SL-3 Inventories. Batch SL-3 inventories are
appropriate for certain types of end items to reduce the
administrative burden associated with performing individual SL-3
inventories for numerous items. If an end item requires the
collateral equipment (SSRI or UURI items) in order to be fully
operational and ready for use (e.g. tentage, decon kits, tool
sets, etc.), then each end item must have an individual SL-3
inventory performed and documented. If the end item is fully
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operational and ready for use without its associated collateral
equipment (e.g. cleaning gear for weapons, pioneer tols and
gas/water cans, etc.), the associated SL-3 items may be
accounted for by using the batch inventory method. Class IT,
organizational property items in the supply warehouse which
require periodic SL-3 inventories must have inventories
conducted and documented for each end item.

2012. GARRISON TOOL ALLOWANCES. Fleet Marine Forces (FMF) unit
commanders (not to go below the battalion/squadron level except
for detached units) are authorized to establish in writing
special tool allowances for tools not currently maintained
within T/E sets, kits, and chests needed to meet garrison
peculiar requirements and for required locally fabricated tools.

1. Garrison peculiar tools are defined as those tools needed to
support requirements that would not exist in a deployed
situation. The tools required to conduct authorized levels of
maintenance on organic equipment or in support of the T/O
mission will be either T/E items or components of T/E items.

2. Locally fabricated tools are those tools whose fabrication
is directed by a technical publication. The authorization list
for the locally fabricated tools will reference the technical
publication which sets the requirement for the tool.

3. Prior to submitting T/O&E change requests (NAVMC 11355) or
SL-3/TM changes (especially on tools that are unit peculiar),
other end items/tool kits already on the unit's T/E should be
checked as a source of required tools.

$2013. GARRISON PROPERTY

1. Commands in possession of Garrison PP&E own, on loan, leased
or otherwise responsible for, shall account for such items as
prescribed by MCO P10150.1.

2. Due to the organizational structure of most bases/stations,
the CG is responsible for the tasks/duties normally inherent to
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the billet of CO. 1In these cases, the base logistics/supply
officer may be tasked with the functions normally accomplished
by the CO; i.e., vouchering, priority approval, review requests
for investigations, and turnover letters. The logistics/supply
officer will continually keep the CG appraised of the status of
the supply account and, upon change of the CG, will provide the
new CG with a supply status letter which will give a general
overview of the condition of the supply account.

2014. LOCAL PURCHASE OF AUTHORIZED ALLOWANCE ITEMS

1. Chapters 2 and 8 of this Manual and MCO 5311.1 address the
policy for establishing, maintaining, and adjusting authorized
allowances of Types 1, 2, and 3 items. MCO 3900.4 specifically
identifies the process within the Marine Corps for determination
and approval of operational needs for weapons system and
equipment. This formal process is initiated by identification
of needs by commands and individual Marines. Operational
requirements for weapon systems and equipment will be formally
identified per MCO 3900.4 when prescribed equipment does not
meet mission capabilities and to document unprogrammed mission
needs.

2. MCO P4200.15 provides flexibility to commanders to acquire
locally nonsystem items support to satisfy an immediate end-use
requirement and provides contractual restrictions for local
purchases. However, it does not contain restrictions on local
purchases of authorized allowance items or obtaining local
substitutes or system enhancements.

3. In view of the preceding, authority for the local
purchase of authorized allowances is not delegated to the
MARFOR/supporting establishment. Requests for such local
purchases will be forwarded for approval via the chain of
command to the CMC (LPC) with an information copy to MATCOM.

4. Requests for local purchase of nonexpendable type 1 materiel
by the MARFOR’s and supporting establishments to support mission
requirements will be submitted as an UNS per MCO 3900.4.
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Exceptions to this policy are for system items without TAMCN's
for which commanders have established local measures of control.
Such items would normally be Stores Account Code (SAC) 1 only
and controlled because they are pilferable or hazardous, or
require augmented control. Such additional nonexpendable items
will have local TAMCN's and local allowances assigned.

5. In those instances where local purchase of nonexpendable
substitutes or system enhancements has been approved by the CMC
(LPC), local TAMCN's and allowances will be assigned; and the
quantity acquired will be accounted for as addressed in this
Manual and in UM 4400-124.

2015. CRYPTOGRAPHIC EQUIPMENT. Cryptographic equipment will be
accounted for in both the Marine Corps Supply System, per the
provisions of this Manual, and the Department of the Navy CMS
Manual (CMS 21). Neither system has precedence, the
requirements of both systems must be met. The CMS custodian is
responsible for the requisitioning and disposition of
cryptographic equipment. It is imperative that the CMS
custodian report to the supply officer all adjustments with
supporting documentation that effect the unit's accounting
records.
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CHAPTER 3

REQUISITIONING POLICY FOR CONSUMER-LEVEL RETAIL STOCKS

3000. GENERAL INFORMATION

1. One of the objectives of consumer-level supply operations is providing
the correct quantity of items to the customer at the correct place and
time. This is supported by the accurate and timely requisition, receipt,
and issue process to put the supplies in the hands of the users when
required, not before (creating double handling and storage costs) nor late
(delaying repairs and increased safety factors).

2. Commanders of Marine Corps activities may requisition principal and
secondary items within prescribed authorizations. Authorized equipment
and supplies may be obtained by consumer- level supply organizations
through the submission of requisitions.

3. Commanders shall ensure repair parts and other maintenance supplies
are requisitioned, accounted for, and safeguarded. It is imperative that
required repair parts be requisitioned as soon as the requirement is
identified, consistent with the urgency of need. Requisitions will be
submitted and managed within appropriate timeframes as established within
MCO 4400.16.

3001. REQUISITIONS RECEIPT AND ISSUE MANAGEMENT

1. General Information. Requisitions are the supply lifeline for Marine
Corps units. The commander should make sure that adequate supply
procedures are implemented to control requisitions. Requisitions must be
prepared, submitted, and maintained promptly and accurately for continuous
supply support of unit operations. Additionally, the second phase of the
supply process is the accountability and timely issuing of the
requisitioned materiel.

2. Offline Requisitions. Under exceptional circumstances, when normal
methods of transmission are not considered adequate, additional demands
may be submitted by electronic mail, telephone, radio, administrative
message, or other expeditious means via the supporting combat service
support element (CSSE).
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3. Commodity Requirements. A commodity within an organization will
submit supply requirements to the unit's consumer-level supply section for
processing and obligation of unit funds. This requisition sets up an
initial requirement record so that outstanding requisitions may be
confirmed. Consumer-level supply personnel will provide the commodity

current supply status of all outstanding requisitions, normally during the
biweekly reconciliation process.

4. Supply Officer. The supply officer is responsible for the supply
operations management within the unit. These responsibilities include:

a. Preparing requisitions.

b. Inducting of requisitions into the supply system.
c. Retaining requisition records.

d. Maintaining requisition status information.

e. Ensuring that available stock is issued (if authorized and held)
before induction of requisitions into the supply system (except
replenishment action).

f. Following up and/or conducting causative research on outstanding
requisitions.

g. Modifying existing requisitions, when appropriate.
h. Processing cancellations, when appropriate.

i. Conducting internal backorder validation with supported
commodities in conjunction with the quarterly materiel obligation
validation (MOV) process. In addition, report the results to the
supporting CSSE, SASSY Management Unit (SMU), DSSC, or directly to
DLA for isolated commands.

j. Liaison with supply activities providing support to the unit for
any additional action required.

5. Control of Priority Designator (PD). The CO's of requisitioning
activities will assign PD's consistent with the
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force/activity designator (F/AD) assigned by higher authority and with
urgency of need. The validity of required delivery dates (RDD) assigned
to requisitions is also the CO's responsibility. Commanders (to include
the commanders of Marine Corps installations and separate non-FMF
requisitioning activities) will either personally review, or delegate in
writing to specific personnel the authority to review, all requirements
based on Urgency of Need Designators A and B per MCO 4400.16.

6. Requisition Validation. The CO's will ensure that supply and
commodity representatives conduct a reconciliation and validation of all
outstanding requisitions at least every 2 weeks (once a month for non-FMF

units) .

a. The CO's are encouraged to include the reconciliation process on
the unit's training schedule.

b. Outstanding requisitions will be confirmed to ensure necessary
cancellation, follow-up, or modification actions are initiated. During
the reconciliation process, the commodity representative is responsible
for following up on all requirements given to supply. Continuous exchange
of information between the commodity and supply is essential for optimal
supply support.

c. Quarterly, the commodities and using unit supply requisitioning
clerk will revalidate all previously submitted requirements as part of the
MOV. These actions are coordinated through the supporting SMU or DSSC.

7. Receipts. Materiel received which is no longer required by the
customer will be applied to other outstanding requisitions or the RO, or
will be treated as excess materiel. A record of receipts will be retained
for all requisitions for 2 years per SECNAVINST P5212.5, FMR, and

this Manual.

8. Issues. When retail stock is issued or requisitioned materiel is
disbursed, a supply audit trail will be maintained for a minimum of 2
years per FMR, and this Manual.
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9. Authorized Recipient. The supply officer ensures that only authorized
individuals are issued materiel. Authorized recipients will be assigned
in writing by the RO and commodity managers with sample signatures. A
sample signature for each authorized recipient will be kept on file by the
supply officer for a period of 2 years.

3002. OPEN PURCHASE PROCEDURES, TO INCLUDE CREDIT CARD PURCHASES

1. General Information. The following establishes procedures for
processing open purchase requisitions (DD Form 1149's ) through the SMU,
the DSSC, and when using government credit cards. These procedures are
delineated herein for use by using unit supply organizations when items
are not stocked with Marine Corps support activities and the unit demands
are passed to DLA, Department of Defense (DoD), stocks points of the
General Service Administration (GSA). Commercial sources may be used, if
these agencies do not stock the item, if it can not provide within the
required delivery date by the using unit, or if it can be procured for
less cost. The reason for establishing these procedures is to develop
enough demand history for the subsequent assignment of a standard NSN by
the Weapons System Equipment Manager (WSEM) .

a. Using units will use Federal Logistics (FEDLOG) to identify
whether a standard NSN has already been assigned for a particular part.
The using unit will use the system NSN to record the demand history for
their activity. The same elements of information contained in FEDLOG will
be provided by the using unit and forwarded to the SMU for use in the
assignment of a local NSN to nonstandard items (NSI). The supporting SMU
or DSSC will assign local NSN's to all open purchase request for the first
two types of supplies, if not already loaded to their support systems.

b. Requirements for office and cleaning supplies for the day to day
operation of the unit will be passed to the DSSC or Marine Corps air
station logistics department for assignment while in garrison. These open
purchase requests will then be taken directly to the local purchasing and
contracting office (PCO) by unit or as local procedures dictate.
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c. Requirements for the "other" type items will be passed directly to
base or station PCO.

d. Open purchase requests for garrison property (non- deployable,
nonexpendable assets) must be reviewed by the supporting base or station
PCO. At that time a determination will be made on whether the assets will
be picked up on to their property accounting records. These assets must
meet the requirements listed herein or those established by local
regulation. These assets will normally become remain behind equipment
(RBE) garrison assets, when the unit deploys.

2. Proceduresg. Normally such supplies and services will fall into the

following categories: (1) T/E type II allowance items, (2) maintenance
items (class IX repair parts), (3) office supplies, cleaning equipment
type items, etc., and (4) "other" types service contracts, transportation

requirements, maintenance repairs, subscriptions, Blanket Purchase
Agreement (BPA) contract calls by unit personnel, etc.

a. T/E Type II Allowance Items

(1) Requisition and Invoice/Shipping Documents, DD Form 1149's will
cite the approval document from the MSC authorizing the allowances. A
list of approval authority for such purchases will be provided to the SMU
and the supporting PCO.

(2) If a similar item has been procured locally and is already on
the property records, the purchase request document will cite this
information. This includes the established type II and/or local TAM
number and NSN/local NSN. Otherwise, the package will be forwarded to the
customer service section of the supporting SMU for assignment of a local
NSN. The type II or local TAMCN will be accomplished at the MSC or
base/station level as part of the overall allowance oversight.

(3) Upon receipt of the item by the using unit, all nonexpendable
deployable assets procured in this manner will be picked up on the units
property records and subcustody records per chapter 2, of this Manual.
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b. Maintenance related items (class IX Repair Parts)

(1) The using unit Maintenance and Supply Sections must perform
basic technical research on FEDLOGS and the NSI File to determine if a
valid NSN already exists for this particular part number and its
manufacturers code. If a standard NSN is found, the unit will order the
requirement through a normal requisition process, unless the NSN has an
Acquisition Advice Code (AAC) identifying local procurement or other
action is required. A request to locally purchase a standard NSN should
only be made when it has an AAC assigned by the WSEM directing local
procurement, if the source of supply has previously rejected a requisition
also citing local procurement or fabrication, or a current backorder has a
long lead time from the IMM which will degrade the unit's ability to carry
out its mission. A complete justification will accompany the open
purchase request, to include copies of message traffic, a record of
cancellation status from the sources of supply, the AAC etc.

(2) When requesting class IX repair parts via the supporting SMU,
the using unit supply officer will cite requisition authority (RA) funding
and planning estimate (PE) funding for those submitted to DSSC. The
purchase request document form should include all pertinent information to
enable PCO personnel to obtain the required item.

(3) To provide visibility and usage to the WSEM, the using unit
supply officer will induct a demand history (DHA) transaction upon receipt
of the part requested using the standard NSN or the local NSN assigned.
The supporting SMU will capture this information on a monthly basis and
forward the same to the IMM to validate stockage data for future
procurements and allow for surge protection.

(4) NSI procurements history maintenance.

(a) After 3 "single" part uses (which may be the result of one
to three requisitions per local NSN, the General Account of the SMU may
establish a stockage level for support purposes to its customers and
continue open purchase procurement.

(b) Monthly, prior to the monthly field change process, the
customer services section will extract the usage data from the Activity
Usage Accounting File for all NSI items procured during the previous
month. This usage will be reviewed
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to eliminate duplication and to ensure that all data is captured on the
same part number, with the same manufacture's/CAGE code. Adjustment will
be made where necessary and the file updated with the appropriate
information prior to running the Monthly Field Change Process following
the update, the SMU will forward this information to the
COMMARCORLOGBASES, Albany's WSEM for review and cataloging purposes.

c. DSSC Type items. Prior to procuring these type items, the using
units' supply office will screen those items and determine whether the day
to day operation supplies; i.e., toner cartridge, printer ribbons,
diskettes, office supplies, etc., are stocked at the supporting DSSC Self
Service or Navy-Serv-Mart issue points.

(1) If the item is stocked, the unit will procure from the
appropriate issue point.

(2) For items not in stocked (NIS), the unit may submit an open
purchase request directly to PCO.

(3) When new T/E allowances are established on items such as
different computer printer ribbons and similar office supplies and
equipment are anticipated, MSC's should identify support requirements to
the supporting DSSC or station air logistics department.

d. Other type of supplies. This includes procurement request for
service contracts, maintenance repairs and BPA's not covered elsewhere.

3. Credit card procedures. There are two types of Government credit
cards. They are the International Merchant Purchase Authorization Card
(IMPAC) Visa Credit Card and the DLA/GSA Government Credit Card.

a. The Federal Acquisition Regulation, section 8, provides the order
of precedence for acquiring supplies and service. This means using the
DLA/DoD/GSA supply systems prior to initiating an open purchase request or
IMPAC credit card buy.

b. Cardholders remain responsible for performing essential screening
requirements. For example, the statutory requirements
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to use products from National Industries for the Blind, National
Industries for the Severely Handicapped, and Federal Prison Industries
still apply. In addition, cardholders must comply with restrictions on
purchase of items that are dangerous, have special security
characteristics or critical to the safe operation of a weapon system.
Items associated with safety of flight, configuration controls or
technical orders should not be purchased through the IMPAC credit card,
except in emergencies.

c. Cardholders will ensure that demand history is recorded for weapon
system related items to support readiness and surge requirements.

d. The IMPAC Credit Cards are used for ordering supplies that are not
available through the normal supply system, or have an extended lead time
for delivery from the IMM. The IMPAC Credit Card allows units to receive
supplies in a more timely manner. However, this card should not be used
to procure repair parts, repair services, or POL by using units.

(1) Units are required to coordinate with their
supporting/base/station purchasing and contracting office when commercial
repair or a service is required.

(2) Prior to processing nonexpendable items or equipment via the
use of a IMPAC Credit Card, an allowance must be established. After
receipt, the unit will place the asset on the appropriate FMF or garrison
property records.

e. The DLA/GSA Government Credit Cards are normally used by
Recruiters, Base/Station Motor Transport Sections, and others in support
of GSA leased commercial vehicles. These are used to pay for repairs done
on those type of vehicles, when turn in of the vehicles to a central motor
pool or repair facility cannot be accomplished or the breakdown occurs at
inaccessible or remote locations.

d. Activities will "certify" all reports of property received (RPR)
DD Forms; i.e., DD 250's, DD 1149's, and DD 1348-6's invoices from
vendors, and memorandums for receipts, etc., for contract services and
materials. The units will use the certification block of the DD forms or
enter a statement on
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the commercial invoice "certifying that the property has been received."
The unit will also identify thereon the unit document number and contract
number for cross referencing at the paying activity. These are then
required to be forwarded to the supporting Defense Finance Accounting
System Center (DFASC) for payment purposes.

(1) The RPR itself or the Contract for Supplies and Services (DD
1155's, etc.) the actual DFASC; e.g., Kansas City, Columbus, etc., and
internal code to forward the certified invoice to.

(2) If the using unit supply cannot determine where to forward the
invoice, they are to contact the supporting PCO (i.e., base, station,
MARFORRES, Marine Corps District, etc.).

(3) For independent organizations at remote locations who receive

contracted services and materials and the bill paying activity cannot be
readily determined should contact the CMC (RFL).

3003. PUBLICATION REQUISITIONING

1. Requisition management and physical distribution of publications and
directives will be conducted using Marine Corps Publication Distribution
System (MCPDS) within the administrative section per MCO P5600.31 and MCO
P5000.14.
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CHAPTER 4
STORAGE POLICY
4000. General Information. Units will maintain all operating allowances

and war reserve materiel stocks (WRMS) (not in use) in a state of
readiness and in suitable storage containers (if applicable). All items

shall be inspected at least annually for serviceability (more often for
shelf-life sensitive items), adequate preservation, and item
identification (accuracy of tactical/embarkation markings and location
designators), and unit of issue identification, as appropriate. Periodic
inspections shall be made based on the commander's judgment of climatic
conditions, container exposure, and item deterioration/shelf-1life
considerations to ensure that all items are maintained in a ready-
for-issue condition. Units will use DOD 4145.19-R-1, MCO P4450.7, MCO
P4450.12, and MCO P4450.14 as technical storage policy, procedures, and
responsibilities. NAVSUP Publication P-529 and MCO 4450.10 will

be used as sources for warehousing modernization and layout planning.

4001. WAREHOUSE OPERATING POLICY

1. Storage, Receiving and Issue Areas. The warehouse storage, receiving,
and issue areas are established for effective use of warehouse space and

control of items. Storage operations will be established with regard for
the following considerations.

a. Layout. The layout of storage spaces will provide for the
reasonable balance of three, often competing, factors. Layout plans will,
in a balanced manner, provide for effective space utilization, efficient
handling of supplies in storage, and care of supplies in storage, to
include security. Space/accessibility requires that storage plans
properly balance the benefits and costs of better space utilization vs.
materiel handling efficiencies.

b. Issue/Receiving Process. One of the most technically demanding
aspects of storage operations is issue/receiving. Such processes entail
complex activities involving coordinated handling and movement of
materiel, source documentation, and transaction reporting.
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c. Care of Supplies in Storage. Materiel which is unserviceable or
contaminated will not be commingled in the warehouse with ready-for-issue
materiel. Commanders will implement programs to ensure supplies in
storage are maintained in a serviceable condition. Such programs will
also ensure the serviceability of containers, packaging and packing of

supplies for embarkation, the proper marking of supplies and embarkation
containers, and unit of issue integrity.

2. Stock Separation. Purpose codes identify various stock (i.e.,
provisioning, WRMS, and retail stock) held by the SMU and the using units.
These stocks are not normally collocated in the warehouse, with the
exception of the maintenance float; however, stock may be collocated at
the discretion of the MEF commander. WRMS may be commingled with other
stock for the purpose of inventory management and requirement
determination. See UM 4400-71 for a list of purpose codes.

3. Environmental and Safety Issues. Environmental and workplace safety
issues are increasingly important aspects in storage operations. Often
envronmental and workplace safety issues are regulated through complex
local laws that carry a considerable personal liability, for commanders
and supply management supervisors. Accordingly, commanders will work
closely with local experts in environmental and workplace safety
requirements and will strictly comply with relevant laws and regulations
contained in CFR 29 and 30. Chapter 6 of DOD 4145.19-R-1 and MCO 4450.14
provide general guidance in storage safety issues. MCO P5090.2 and MCO
P4450.12 provide general guidance in environmental issues.

4002. FIELD STORAGE CATEGORIES

1. General Information. There are three storage categories:
bin, medium, and bulk. These categories are based on the physical
characteristics of the items to be stored.

2. Bin Storage. Bin storage is designed mainly to accommodate small
repair parts and hardware items.

3. Medium Storage. Medium storage units are designed to accommodate
items too large for bin storage but not large enough to be placed in
individual box pallets or crates.
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4. Bulk Storage. A bulk storage unit consists of those items which call
for placement in individual storage containers or pallet loads, either
because of size or the quantity stored.

4003. STOCK LOCATION

1. General Information. Detailed stock location system procedures are in
MCO P4450.7.

2. Locations. Locations are established by storage category so that the
greatest use of space is achieved for ease of movement during rapid
deployment.

3. Stock Location File. A stock location file will be established per
the supporting system user's manual and will list every location of

materiel. Information required for each location will, at the least, be
the NSN, unit of issue, and location code.

4. Mechanized Location File. Whenever workable, an automated file should
be used to maintain the warehouse stock location file.

4004. PRESERVATION, PACKAGING, AND PACKING. All stocks shall be afforded
the protection required to prevent corrosion, deterioration, and

physical/mechanical damage during storage and distribution per DoD
4145.19-R-1 and MCO P4030.36.

a. Required markings for materiel identification will be complete,
accurate, and legible.

b. Marking materials and application methods will be per MIL-STD-129.

c. Repackaging may be required to maintain serviceability of an item
stored in outdoor storage facilities.

d. Extreme caution will be used regarding electrostatic discharge
sensitive (ESDS) assets, such as computer or electronic boards. ESDS
items can only be removed from their protective packaging at an approved
grounded work station.
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4005. SECURITY OF SELECTED SENSITIVE INVENTORY ITEMS AND PRECIOUS METALS.
Commanders will ensure protection for selected sensitive inventory items
and precious metals coded with Physical Security/Pilferage Codes R and Q
as defined:

1. Security Code R. Precious metals, drugs, and other controlled
substances designated a schedule I and II item per 21 CFR 1308.

2. Security Code 0. Drugs or other controlled substances designated as
schedule III, IV, or V Items per 21 CPR 1308.

3. Security Requirements for "R" and "O" Coded Items Below Base and
Installations Level (i.e., Small Unit/Individual Supplies). The preferred
storage conditions are contained in paragraphs 0315 and 0316 of OPNAVINST
5530.14. As an alternative, small quantities may be stored in a 750-pound
or heavier GSA approved security container.

a. Small GSA approved security containers are authorized, but must be
securely anchored to the floor or wall.

b. Security containers must be located within a continuously manned
space or be checked by a security force member at least twice per 8-hour
shift. Detailed instructions on security requirements are contained in
OPNAVINST 5530.14.
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CHAPTER 5

MISCELLANEOUS ACCOUNTING POLICY

5000. GENERAL INFORMATION. This chapter concerns accounting for assets
not specifically addressed elsewhere in this Manual. Miscellaneous supply
accounting policies apply to formal and informal account records.

5001. RETENTION OF RECORDS AND SECURITY STORAGE FOR CASH/CHECKAGE SALES

1. A record of each cash/checkage sales transaction involving
reimbursement for missing, lost, destroyed, or damaged Government property
will be kept for 5 years.

2. Appointment and revocation letters, signed by the CO, for the
authorized custodian, alternate custodian(s), and audit and verification
officer will be maintained on file for 5 years after the appointment is
revoked.

3. Records of the collection of funds, monthly audit and verification,
and deposit of funds with the disbursing officer will be kept for 5 years.

4. Safes less than 750 pounds and safes up to 1,500 pounds which are
mounted with wheels or casters shall be bolted to the deck unless
protected by controlled access, to include alarm systems, security
guard/patrols, or monitoring systems.

5. Specific procedures are provided in the supporting system users manual
UM 4400-124.

5002. UNSERVICEABLE MATERIEL

1. Use the applicable TM/TI to determine materiel serviceability.

2. TUnserviceable materiel will not be commingled with serviceable
materiel. Separate accounting and handling of unserviceable materiel are
required per the supporting system users manual UM 4400-124.
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3. TUnserviceable materiel replacement will be done by the unit possessing
the materiel when it was serviceable.

4. Materiel which is unserviceable and returned either to the stores
system or to a Defense Reutilization and Marketing Office (DRMO) will be
assigned a condition code per UM 4400-71. Transactions which account for
the disposition of materiel will reflect the condition code assigned.

5. All disposal transactions require voucher accounting records to
maintain an audit trail per UM 4400-124 and chapter 2 of this Manual.

5003. MISSING, LOST, STOLEN, OR RECOVERED GOVERNMENT PROPERTY. When
applicable Government property becomes MLSR, an MLSR report will be
prepared and forwarded per MCO 4340.1. MLSR reporting is not required for
administrative gain and loss transactions since these transactions
represent no physical gain or loss.

5004. RELIEF OF COMMANDING OFFICER, SUPPLY OFFICER, AND RESPONSIBLE
OFFICER

1. CO. Before relief, the CO will give a letter of certification to the
relieving CO. This letter will indicate the status of supply operations
within the command. The letter of certification of relief will be
retained in the supply files for a period of 5 years from the date of
relief. Relieving CO's will conduct necessary supply inspections to
determine the condition of materiel, records, and operating procedures.
This inspection will be completed by the CO within 60 days after
assumption of command. In cases of death, suspension from duty, transfer
without relief, or any other instances where a letter of certification of
relief of a CO cognizant over a supply account cannot be obtained, the MSC
will appoint an inventory board to determine the condition of materiel,
records, and operating procedures. This board will prepare a letter
reporting its findings to the MSC. A copy of the letter will be held by
the supply officer instead of the CO's certification of relief, and the
original of the board's letter will be provided to the MSC.
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2. Supply Officer. Prior to relief, the supply officer will furnish a
letter of certification of relief to the relieving supply officer. This
letter will indicate the status of supply within the command. The supply
officer will furnish this letter, dated the date of relief, to the
relieving supply officer. Within 60 days of appointment, the newly

assigned supply officer will inform the CO via endorsement to their
appointment letter, of their estimate of the condition of the supply
account. The above endorsement notification may be extended with the
approval, in writing, of the CO. In case of death, suspension from duty,
or transfer without relief of an officer or noncommissioned officer (NCO)
having charge of public property, the CO will appoint an inventory board
to perform the duties of the relieved supply officer. If the CO suspects
that culpability exists for losses, then an investigation should be
convened. The letter of certification of relief and all endorsements will
be retained in the supply files 5 years from the date of relief. Due to
rapid account turnover, certification letters are not required for supply
elements configured on a temporary basis to support a particular
exercise/float; i.e., a class IX block. For these accounts, relief of the
supply officer will be conducted per local procedures.

3. RO. The RO will report all overages and shortages to the supply
officer before transferring the responsibility for the property to the
RO's successor. The relieving RO will inventory and carefully inspect all
items on the supply records for that account. Within 15 calendar days of
appointment, RO's will inform their CO, via the supply officer, of their
estimate of the condition of their subcustody account, as an endorsement
to their appointing letter. The above endorsement notification may be
extended, with the approval, in writing, of the CO. If RO's are

separated from the assets within their span of control for more than 60
days, a new RO will be appointed.

5005. INITIAL ISSUE PROVISTIONING

1. Definition. IIP encompasses identification, selection, acquisition,
and instructions for positioning of necessary initial support items in the
appropriate segments of the supply system and maintenance echelons before
new equipment is placed in service.
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2. General Information. IIP provides the unit with range and depth in
repalr parts, special tools, and special equipment until the supply system
can adequately predict and provide for support based on supply and

maintenance usage history.

3. Accounting Policy. IIP stock forwarded to units will not be released
until authorized and notified in writing by the MEF Commander to place the
supporting item into service. The materiel will then be placed in
operating stock inventory as protected stock for a period of 2 years. If
no/low usage data is obtained during the initial development period,
allowances may be protected for 1 additional year. Provisioning policy is
further addressed in MCO P4400.79. After the 3rd year if no/low demand
usage is obtained (does not meet demand based stockage criteria), the MEF
Commander may authorize in writing extended retention of specific

NSN's as insurance items. The MEF Commander can authorize insurance items
in a quantity of "ONE" for each NSN.

5006. SENSITIVE/CONTROLLED BLANK FORMS ACCOUNTABILITY

1. Sensitive/controlled blank forms will be provided accounting and
physical security to prevent theft or misuse. Paragraph 4 of SL-8-09993A
identifies these forms. Serialized control will be required when
sensitive blank forms have serial numbers. Issues of sensitive blank
forms will be to authorized recipients only. Those individuals authorized
to receipt or maintain sensitive/controlled blank forms will be
designated, in writing, by the commander. Each authorized recipient

will provide a sample signature to be kept on file by the supply officer.
Sensitive/controlled blank forms maintained by supply will be inventoried
monthly and receipts, issues, and on hand quantities will be reconciled.

2. Supply accountability and inventory requirements pertain only to
sensitive blank forms within the supply distribution system until issued
to the user. After procurement, a record of issue including serial
numbers will be maintained by the supply office per chapter 3 of this
Manual.
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5007. ACCOUNTING FOR HISTORICAL ITEMS, CAPTURED ENEMY SUPPLIES AND
EQUIPMENT

1. General Information. The following procedures will be used by
organizations to account for items of a historical significance. This
pertains to such items as obsolete military items, captured weapons and
similar matter not accounted for as part of the unit's T/E assets,
garrison property, recreational items or weapons, garrison mobile
equipment, or part of a base/station's "Non-FMF Allowance List."

In such instances, the unit supply officer is to contact the supporting
activity historian and the Director, Marine Corps Museum at DSN 278-2608
for instructions. The museum will be consulted even though the unit
desires to keep the item in their possession and have it subcustodied back
to them. Reporting such assets does not in itself constitute the
requirement for the unit to relinquish an asset. In addition, the museum
director may not desire to accept the item in to their catalog. The
mailing address is:

Commandant of the Marine Corps (HDM)
Head, Museums Branch (Attn: Registrar)
2014 Anderson Avenue

Quantico, VA 22134-5002

2. The following information is to be reported and is necessary to
properly catalog an item within the Museum. Description of property,
quantity of items, country of origin, serial or identification number,
condition of items, and status; i.e., location of where property is to be
displayed and where property is currently located, security measures in
place for safeguarding the property, demilitarization status, significance
of property, how and where obtained, and a photograph, slide, or Polaroid
photograph of the property.

3. The Marine Corps Museum uses a generally accepted museum
accounting/cataloging method to account for assets vice a NSN. This
catalog number can be up to 12 digits in length. The first four digits
consists of the year the item was acquired in the museum's collection.
The second set of possible four digits, identifies the number of the
transaction within the year of the item's acceptance into the
collection. The final possible four numbers make up the number of items
in the transaction (e.g., 1997.31.1).
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4. All assets accepted by the museum will either be forwarded to the
museum or may be retained, if requested by the unit, on a "Conditional
Loan Agreement" either directly or via the base or station historian.

a. A short term loan is generally 6 months.

b. A long term loan is for a period of 1 year and is reconciled on an
annual basis.

(1) The annual reconciliations are spaced out based upon the last
time the reconciliation was conducted, last year; e.g., April 1998 to
April 1999, etc.

(2) The unit is required to reconcile their account within the
specified timeframe on the loan agreement. The loans are to be signed,
attested to, and returned. The signed loan agreement must be returned to
the museum accompanied by supporting documentation regarding any changes,
disposals, etc.

5. Museum property, that is, weapons classified as small arms per MCO
8300.1, will be reported and accounted for by both the Naval Weapons
Support Center (NWSC), Code 4086, Crane, Indiana, and the Marine Corps
Museum.

a. All unit correspondence reporting a weapon to the museum will
identify the NSN provided to them by the NWSC for the purposes of
serialized control of small arms reporting.

b. This is an additional accounting function required for all small
arms, regardless of origin and will be accomplished on all small arms
retained within the organization, an AK-47 Rifle attached to a plaque
mounted in the CO's office or in a hallway, etc. This also pertains to
all demilitarized weapons.

6. Items refused for inclusion into the museum collection may be due to
excessive amounts of similar of same items already being held, a lack of
storage capacity, or display capabilities.

a. The refusal to accept the item by the Director of the Marine Corps
Museum will be in writing. This correspondence will be retained by the
possessing unit until the item is disposed of.
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b. If the unit still desires to maintain the asset, this document
from the museum with supporting documentation of a request to assign a
type 2, locally established special allowance item. Once the MSC has
approved the allowance, the unit will account for the item on the property
records (i.e., SASSY, ATLASS, DPAS, etc.)

c. The base/station commander will establish a table of local TAMCN's
and NSN's for uniformity in accounting purposes. The MEF Commanders will
coordinate with the base/station commander for TAMCN's and NSN assignment.
If the item is a weapon, then the local TAMCN assigned will start with
"NL" and NWSC Crane's NSN will serve as the system or local NSN.

7. The MEF supply officer will provide the necessary information to the
base/station property control office for loading the local NSN or the NWSC
Crane NSN. This will allow for the internal transfer of such assets and
subsequent identification and control as part of the RBE during a unit
deployment.

8. Base/station units will follow the same guidelines outlined,
previously. The item will be accounted for on the property records;
i.e., SASSY, ATLAS, DPAS, etc.).

5008. GAS CYLINDERS AND VAPOR FUELS. Gas cylinders, whether filled or
empty, will be carried on stock records under the applicable stock numbers
and U/P for empty cylinders. The contents of the cylinders will be
carried under the applicable stock numbers for the materiel.

5009. FLAGS OR CILOTHING ISSUED FOR BURIAL OF MARINE CORPS AND NAVY
PERSONNEL

1. Guidance regarding the deceased and the burial ceremony are provided
in MCO P3040.4, MCO P4050.38, MCO P10120.28, MCO P10520.3, and FMFM 4-8.

2. Burial escorts who have not previously been issued dress blues are
entitled to receive them under guidance in MCO P10120.28 and MCO P4050.38.
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3. When uniform items are not immediately available or organizations are
not near a Retail Clothing Outlet/Clothing Sales Store/Marine Corps
Exchange the items can be purchased through the Marine Corps Exchange mail
order services at 1-800-386-USMC. Retired Marines and their spouses are
authorized to use these facilities for the purchase of uniforms for
burial.

4. BUMEDINST 5360.1 contains specific policy and procedures for
requisitioning burial flags and clothing for Navy personnel.

5. Burial flags will be provided by the Casualty Assistance Call Officer
(CACO) per MCO P3040.4 and FMFM 4-8.

5010. REPATR, REPLACEMENT, AND DISPOSITION OF FLAGS AND STANDARDS

1. Repair and disposition instructions for flags and standards are
contained in MCO P10520.3.

2. Flags and Battle Standards which are old and worn out will be burned
locally.

3. Units that are deactivating will correspond with the Marine Corps
Historic Division (CMC (HD)) to receive disposition instructions for
Battle Standards. Upon receipt of disposition instructions from the CMC
(HD) , Battle Standards of deactivated organizations which have no
historical value and are beyond economical repair will be burned locally.

5011. TEMPORARY ILOANS OF ORGANIC PROPERTY TO INDIVIDUALS OR ORGANIZATIONS

1. Temporary loans of organic property to an organization within another
command are neither desired nor encouraged. However, upon determination
by the unit commander that such a loan is necessary and in the best
interest of the Marine Corps, a loan may be authorized. As a general
rule, temporary loan of organic property will be made for 30 days, not to
exceed 1 year.
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2. Temporary loans should not be used in lieu of authorized allowances.
Requirements should be anticipated and changes to T/E allowances should be
initiated whenever possible.

3. The CO who controls the account will establish procedures ensuring
recovery of property issued on temporary loan. The time of the loan will
be annotated on the loan document. Temporary loan records will be
maintained separate from permanent issue records of organic equipment and
supplies. While the NAVMC Form 10359 is the preferred document to be used
for temporary loans, other documents may be used. The loaded unit
allowance file (LUAF) or comparable balance record will not be adjusted as
a result of temporary loans.

4. Cost to return temporarily loaned materiel to serviceable condition
will be borne by the unit loaned the egquipment.

5. Temporary loans for Government-furnished equipment/materiel (GFE/GFM)
are discussed in MCO P4400.162.

5012. PERSONAL EFFECTS. The handling of uniform clothing, personal
effects, and Government property for individuals who are deceased,
hospitalized, in an unauthorized absence, absent without leave or deserter
status, incarcerated, or on extended temporary additional duty (TAD) is
the responsibility of the CO. The control, safeguarding, and processing
of personal effects will be per MCO P4050.38.

5013. PACKAGED OPERATIONAL RATIONS

1. POR's will be requisitioned as required and per MCO 10110.40. Rations
will not be stocked at the unit unless directed by higher headquarters.

2. Sales of POR's will be conducted per MCO 10110.40 and MCO 10110.47,
except for the retention period of supporting documentation which will be
per instructions outlined in chapter 2 of this Manual.
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3. Questions regarding sales of POR to BSA can be addressed to the base
food service office or the CMC (LFS).

5014. ACCOUNTING FOR CLASSIFIED MATERIEL. Units will receipt for, store,
and issue materiel coded in the management data list as "classified" per
instructions contained in OPNAVINST 5510.1.

5015. RADIOLOGICAL AND HAZARDOUS ITEMS. Radiological/hazardous items
will be controlled, stored, disposed of, and replaced when lost or stolen
per TI-01592C-15/1, TI-1340-15/2, TI-03726A-15/1, TI-04427B-15/1, TI-
5960-15/2, and SI-6665-151A.

5016. ACCOUNTING FOR MEDICAL AND DENTAL SUPPLIES AND EQUIPMENT.
Consumer-level accounts with medical and dental supplies and equipment
will comply with the instructions in BUMEDINST 6700.13 and BUMEDINST
6700.16, as applicable. Medical and dental supplies and equipment will be
issued, recorded, and controlled the same as Marine Corps organic
property.

5017. TRANSFER OF PROPERTY TO FOREIGN GOVERNMENTS. Separate accounting
instructions for the transfer of Marine Corps property to foreign
governments will be furnished by the CMC (LPO) at the time the transfer
authority is provided.

5018. PREEXPENDED BIN ITEMS

1. Preexpended bin (PEB) items provide continuous availability of high
usage, fast-moving items for mechanics and technicians such as:

a. Commonly used hardware items, such as, nuts, bolts, battery
terminals, etc.

b. Items used during scheduled preventive maintenance, such as,
filter, belts, hoses, etc.

c. High usage items that effect readiness of a unit, such as, voltage
regulators, weapons parts, radio handsets, etc.

5-12



CONSUMER-LEVEL SUPPLY POLICY MANUAL 5018

The primary reason for maintaining a PEB is to enhance readiness,
maintenance operations, and economical management of low-cost, fast-moving
expendable items.

2. The PEB stockage should be minimal. Layering of stock is not a duty
or mission of a maintenance shop. Further, layering prevents development
of usage history for continued support by higher levels of supply. PEB
items are not an alternative or substitute for Purpose Code A/retail A
(demand supported stock) .

3. The PEB procedures should ensure bin replenishment within the limits
of necessary control and accountability. Stockage of PEB items should not
prevent use of other sources of supply, such as, the general account, the
DSSC activity, bills of materiel (BOM), or Purpose Code A (demand
supported stock) .

4. Commanders will review and approve (in writing) items for PEB at least
annually. Additionally, the commander may approve changes to this listing
as required. If an enclosure is used to list the PEB items, the commander
must initial each page of the enclosu