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5.18    Directorate of LOGISTICS.  

5.18.3  reserved.  

5.18.4  Reserved.  

5.18.5  SUPPLY AND SERVICES 

5.18.5.1  General

The Performing Activity (PA) shall perform supply and services functions including, but not limited to, property book operations, Installation food service, troop issue subsistence activity (TISA), materiel management, storage, central issue facility operations, logistics automation support, ammunition supply and storage, and property accountability and control to be accomplished in accordance with the tasks outlined in this section for specific activities.  The PA duties include, but are not limited to:

5.18.5.1.1  General.

5.18.5.1.2  Develop an external Standing Operating Procedure (SOP) for supply and services functions. The SOP shall be updated after a change in conditions or procedures that affect requirements and shall be reviewed semiannually.

5.18.5.1.3  Department of Defense Activity Address Code (DODAAC) Coordination. 

5.18.5.1.3.1  Serve as the Army Network Station’s (ANS) DODAAC coordinator for Fort Polk and supported units in accordance with Army Regulation (AR) 725-50. Receive notification from customers to request, change, or delete DODAAC and process the request through the Logistics Support Activity (LOGSA), DODAAC database.   Notify unit that transaction has been completed when confirmed by LOGSA.  Provide, as requested by the Contracting Officer, updated transactions to United States (U. S.) Army Forces Command (FORSCOM).   List of Fort Polk DODAAC by Installation Code is available in the Technical Library.

Number of LOGSA DODAAC Transactions

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	 
	52
	13
	97
	364
	134
	154
	34
	18
	26
	9
	24
	31
	956


5.18.5.1.3.2  Enter DODAAC information into Standard Army Retail Supply System-Objective (SARSS–O) for all supported units. 

Number of SARSS-O DODAAC Transactions

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	2
	0
	0
	34
	24
	19
	64
	32
	23
	4
	27
	41
	270


5.18.5.1.3.3  Routing Identifier Codes (RIC). Request new, changes to, and deletions of existing RICs as required, through LOGSA. 

Number of RIC Transactions

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	11
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	11


5.18.5.1.4  Direct Support System (DSS). Advise and coordinate with FORSCOM on addition, deletion, or changes to DSS designation.  Coordinate with Army Materiel Command (AMC) to update its system in accordance with Field Manual (FM) 38-725.  Workload is one to two per year. 
5.18.5.1.5  Central Collection Activity (CCA).  

5.18.5.1.5.1  Receive Continuing Balance System-Expanded (CBS-X) data from customers without Distribution Execution System (DES) capability.  Edit data, cross-reference with Supply Bulletin (SB) 700-20, and transmit edited records to LOGSA.  Separate and distribute customer’s CBS-X transaction listings and proof of shipments (monthly).  Update CBS-X catalog semiannually and Customer Information Control File (CICF) monthly in accordance with AR 710-2, and Automated Information System Manual (AISM) 25-L18-ALV-ZZZ-EM. 

Number of CBS-X Transactions

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	30
	12
	17
	29
	17
	28
	39
	26
	22
	20
	22
	15
	277


5.18.5.1.5.2  Support customers on and off Installation.  Accomplish on-site management reviews of unit asset listings and property book records when directed by the Contracting Officer.  Provide a copy of the checklist for each CBS-X visit to the Contracting Officer.   Distribute the processing status report, help customers resolve errors, and retransmit report manually.  Assist customers and collect and process corrections using Standard Property Book System- Redesigned (SPBS-R)/Defense Property Accountability System (DPAS) to LOGSA. List of CCA customers is available in the Technical Library; See CDRL Supply–1, (Checklist for CBS-X visits).

Number of CCA Site Visits Transactions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	7
	1
	2
	3
	6
	15
	11
	3
	10
	8
	10
	8
	84


5.18.5.1.5.3  Coordinate and perform semiannual validation for automated customers and annual validation when directed by the Contracting Officer.

Number of CCA Validations

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	13
	0
	0
	2
	0
	1
	14
	2
	0
	0
	1
	0
	33


5.18.5.1.6  Distribution Execution System (DES). Receive Logistics-The Army Authorization Documentation System (LOGTAADS) data from DES, separate data by command assignment code, and distribute to support customers in the AR 5-9 area of responsibility, in accordance with AR 710-2.  

Number of DES Transactions

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	7
	0
	3
	6
	1
	3
	8
	1
	2
	41
	0
	0
	72


5.18.5.1.7  Total Asset Visibility (TAV) Program.  

5.18.5.1.7.1  Receive customer requests for equipment and material transfers and coordinate and accomplish as directed by FORSCOM. 

Number of Customer Requests for Transfer

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	0
	2
	0
	0
	2
	0
	0
	0
	0
	0
	0
	4


5.18.5.1.7.2  Process FORSCOM requests to locate excess equipment and material.  Research and coordinate transfer as needed.  Gaining unit completes turn-in and losing unit sends Military Interdepartmental Purchase Request (MIPR) to Contracting Officer. 

Number of FORSCOM Requests for Transfer

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	0
	1
	0
	3
	1
	0
	7
	0
	0
	0
	0
	12


5.18.5.1.8  Rotational Support.  Serve as coordinator and point of contact (POC) for Installation Supply for all matters pertaining to Joint Readiness Training Center (JRTC) Rotations at Fort Polk.  There were 10 rotations in Fiscal Year (FY) 97, supporting 187 units and 60,000 soldiers.

5.18.5.1.8.1  Represent Installation Supply at meetings. Identify and resolve issues between Installation Supply and the customer.

5.18.5.1.8.2  Provide and ensure DODAAC, MIPR, and unit requirements are distributed to Installation Supply activities. 

5.18.5.1.8.3  Provide recommended changes to D-180 Logistics Information Packet, FORSCOM Regulation (Reg) 350-50-2 and other documents.

5.18.5.1.8.4   Compile reimbursable supply costs and forward to the supporting budget office in accordance with D-180 Logistics Information Packet.

5.18.5.1.9  Mobilization, Deployment, Redeployment, Emergency Deployment Readiness Exercise (EDRE) and Readiness Standing Operating Procedures (RSOP) Support.  

5.18.5.1.9.1  Coordinate Installation supply support for mobilization, deployment, and readiness in accordance with JRTC and Fort Polk (JRTC & FP) RSOP; copy available in the Technical Library.
5.18.5.1.9.2  Support the Reserve Component Reception Center in accordance with JRTC & FP RSOP.
5.18.5.1.9.3  Sustain and prepare mobilizing and deploying units. List of deployments, mobilizations, and deployment/mobilization exercises is available in the Technical Library.  Workload is ten deployments and exercise per year.
5.18.5.1.10  Provide customer liaison and assistance.  Serve as the technical advisor and chain of communication and coordination for all customer issues and questions involving all classes of supplies except Class VIII (Medical) and Roads and Utilities (R&U).  Liaison and assistance is furnished between on- and off-Installation customers and Supply functions.  Customers include, but are not limited to, Active Army, Reserve, National Guard, Junior Reserve Officer Training Center (JROTC), Senior Reserve Officer Training Center (SROTC) and military and civilian agencies.  List of Installation Supply customers supported is available in the Technical Library. 
5.18.5.1.10.1  Liaison.  

a.  Attend and participate in briefings, conferences, video teleconference (VTC), meetings, and exercises on and off the Installation. 

Number of Events

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	1
	1
	2
	5
	9
	4
	10
	9
	16
	22
	9
	5
	93


b.  Monitor overall supply performance of supported activities and identify, recommend or provide supply training.
c.  Serve as the Installation coordinator for receipt, analysis, dissemination, and collection of information provided and given to LOGSA.  
5.18.5.1.10.2  Customer Assistance. 

a.  Provide customer support coordination, technical assistance, and causative research by telephone and personal contact in accordance with AR 710-2 and Department of the Army Pamphlet (DA Pam) 710-2-1.  

Number of Customer Assistance Contacts

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	1141
	861
	698
	1340
	759
	1483
	645
	1069
	838
	1190
	508
	626
	11158


d.  Provide telephonic and over-the-counter stock availability to all supported customers. Receive and edit emergency stock numbered and local purchase high priority post-post and “fill or kill” requisitions. Submit to the Contracting Officer for approval in accordance with AR 710-2, AR 5-9, and JRTC Logistics SOP. 

Number of Customer Contacts

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	141
	79
	26
	316
	68
	61
	300
	93
	27
	204
	110
	107
	1532


e.  Pick up, separate, and distribute supply status report diskettes and listings to both on- and off-Installation customers in accordance with AR 710-2, Standard Army Retail Supply System (SARSS) Manuals.  
f.  Research and provide over-the-counter and telephonic requests for supply status.

g.  Coordinate with item, project, and transportation managers at the AMC, Defense Logistics Agency (DLA), General Services Administration (GSA), and FORSCOM to resolve matters related to long lead time, and expediting of shipments.

h.  Suspense and distribute monthly SARSS–O Customer Reconciliation Listing (PCN AJT-028) along with instruction memorandum to all customers, both on- and off-Installation.  Receive annotated response listing from customer, provide technical assistance to resolve discrepancies as requested, and pass to Accountable Property Officer (APO) for input into SARSS–O in accordance with AR 710-2, DA Pam 710-2-2, and Automated data Systems Manual (ADSM) 18-series manuals. There are approximately 98 listings distributed each month. See CDRL Supply–2, Validation of Monthly Customer Reconciliation Listing.

5.18.5.1.10.3  Assistance Visits. Perform on-site assistance visits upon request for Installation customers and visit off-Installation customers periodically or as directed by the Contracting Officer, in accordance with AR 5-9 and AR 710-2.   Provide a copy of the checklist of Installation assistance visits to the Contracting Officer after each visit.  See CDRL Supply–3, Checklist of liaison and assistance visits. 

Number of Off-Installation Supply Assistance Visits

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	3
	1
	10
	0
	2
	4
	11
	4
	0
	3
	3
	4
	45


5.18.5.1.11  Provide a monthly supply activity report to Contracting Officer. See CDRL Supply–4, Monthly Activity Report.

5.18.5.2  Consolidated Installation Property Book (CIPB).  

Perform CIPB operations to include responsibility for Class II, IIIP, IV, VII and selected VIII expendable, nonexpendable, and durable property and responsibility for processing transactions which affect the property book records.  Management and operation of the CIPB accountable records is accomplished using the Defense Property Accountability System (DPAS), AR 710-2, AR 710-3, AR 735-5, and DA Pam 710-2-1. The PA shall inventory, receipt, and process documentation; maintain turn-in; and handle or otherwise carry out actions described in this section. 
5.18.5.2.1  General.  

5.18.5.2.1.1  Maintain property book accountability in accordance with AR 735-5.  Perform property book and supporting document functions in accordance with AR 710-2, AR 735-5, AR 725-50, and DA Pam 710-2-2.  The current reported dollar value of CIPB is $129,395,682.06.  (Copy of the Summary and Analysis Report DPTN131R is available in the Technical Library.) Copy of a list of hand receipts is located in the Tech Library.

5.18.5.2.1.2  Establish and maintain hand receipts for nonexpendable property, along with pertinent documentation and hand receipt annexes.  Provide printout of current hand receipt for supported units and activities when needed and requested.  Give notice to hand receipt holders of required inventories in accordance with AR 710-2. List of CIPB Hand Receipts available in the Technical Library.

5.18.5.2.1.3  Provide technical support to customers on matters concerning CIPB property and property accountability to include customer assistance, answering questions on property-related issues and resolving discrepancies. Brief incoming and outgoing commanders and hand receipt holders on property accountability and their responsibilities in accordance with AR 710-2, AR 735-5, and DA Pam 710-2-1.   

Number of Customer Contacts

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	221
	149
	139
	182
	202
	234
	207
	187
	110
	128
	137
	197
	2093


5.18.5.2.1.4  Provide mobilization and deployment support functions in accordance with JRTC & FP RSOP to include, but not limited to deployment, mobilization and deployment/mobilization exercise list in the Technical Library: Workload is ten deployments and exercise per year.

i.  Providing printouts of current hand receipts for supported units and activities upon request. 

j.  Evaluating unit’s program for Installation property turnover during EDRE in accordance with JRTC & FP RSOP.

k.  Assisting mobilizing and deploying units with the transfer of Installation property.

Providing technical assistance in functional areas of property accountability to rear party personnel of deployed units.

5.18.5.2.1.5  Establish and maintain the Defense Information Technology Management System (DITMS) visibility records on Automated Data Processing Equipment (ADPE) and code records according to DPAS and DITMS manuals.  
Number of Visibility Records

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	12
	0
	29
	47
	53
	0
	16
	112
	0
	0
	0
	15
	284


5.18.5.2.1.6  Direct and suspense hand receipt holders to conduct inventories, document, and reconcile changes. Direct hand receipt holders to conduct special inventories as directed by the CIPB.  Provide monthly weapons sensitive items listings, quarterly Controlled Cryptographic Items (CCI), and other sensitive item listings to hand receipt holders for serial number verification and authentication. Maintain original signed document on file. Currently there are 57 hand receipts requiring sensitive item inventories in accordance with AR 710-2, AR 735-5, and DA Pam 710-2-1.

5.18.5.2.1.7  Research records concerning property identification discrepancies and prepare a DA Form 4949, Administrative Adjustment Report (AAR) to support any minor adjustments that are needed to correct data in the automated property book system, in accordance with DA Pam 710-2-1. There were approximately 128 AAR's processed in FY 99

5.18.5.2.1.8  Maintain and update DA Form 1687, Notice of Delegation of Authority - Receipt for Supplies, for CIPB hand receipt accounts in accordance with DA Pam 710-2-1.  

5.18.5.2.1.9  Cross-level excess property against Installation Tables of Distribution and Allowances (TDA) prior to reporting the excess to FORSCOM for redistribution or turn-in through the Installation Supply Support Activity (ISSA), in accordance with AR 710-2.

5.18.5.2.2   Requests.

5.18.5.2.2.1  Prior to processing requisitions, research and edit supply requests in accordance with AR 710-2, current Common Table of Allowances (CTA), and TDA documents. Process DA Form 2765-1, Request for Issue or Turn-in, DD Form 1348-6, DOD Single Line Item Requisition System Document, Manual - Long Form, or automated transmission into SARSS-O.  Maintain suspense copies and forward customer copies to the hand receipt holder.  Verify JRTC & FP Form 40E, Request for Supplies/Equipment, for authorized signatures. Forward one copy of the FP Form 40E with document numbers of the requisitions to the Contracting Officer.  

Number of CIPB Requests

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	54
	77
	87
	153
	130
	281
	338
	204
	126
	304
	428
	403
	2585


5.18.5.2.2.2  Process requisitions for selected Class VIII expendables.  Reconcile requisitions monthly with Bayne Jones Army Community Hospital (BJACH). There were approximately 20 requisitions processed during FY99.

5.18.5.2.2.3  Process Defense Reutilization and Marketing Office (DRMO) withdrawals in accordance with AR 710-2 and DA Pam 710-2-1.

5.18.5.2.2.4  Verify that requests for nonstandard items or items for which no authority exists have been approved by Contracting Officer.  Update approved requests to the DPAS database and process the requests.

5.18.5.2.2.5  Verify proper authorization document for requests for ADPE and Information Management Processing Equipment (IMPE). Reconcile the document register monthly in accordance with AR 710-2 and DA Pam 710-2-1.

5.18.5.2.3  Receipts.  

5.18.5.2.3.1  Pick up and sign for supplies and equipment from the ISSA and or vendors. 

5.18.5.2.3.2  Receive the property and verify it is the item ordered or customer acceptable substitute, it is in serviceable condition, and it is in the correct quantity. 

5.18.5.2.3.3  If there is a discrepancy, prepare and submit Standard Form (SF) 364, Report of Discrepancy (ROD).  Commercial discrepancies shall be referred to the vendor for corrective action.  Maintain property in the CIPB warehouse until disposition instructions are received, in accordance with AR 735-5 and AR 735-11-2. 

5.18.5.2.3.4  Update the property book and document register and supporting document file upon receipt of nonexpendable equipment. Obtain hand receipt holder’s signature on receipt document in accordance with AR 710-2.  

Number of CIPB Receipts 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	365
	200
	105
	185
	91
	132
	66
	233
	113
	155
	137
	275
	2057


5.18.5.2.3.5   For serial numbered items, annotate serial number on receipt documents.

5.18.5.2.3.6  Account for components of major end items in accordance with applicable technical manual (TM) and SBs or as directed by the Contracting Officer. 

5.18.5.2.3.7  Research records concerning “Found on Installation” (FOI) property for proper identification and possible ownership.  If ownership is not determined and property is to be retained, the PA shall add the property to the property book in accordance with AR 710-2, DA Pam 710-2-1, and DA Pam 710-2-2.  If the property is not to be retained, the PA shall turn in the FOI property in accordance with AR 710-2 and DA Pam 710-2-1.

5.18.5.2.3.8  Establish accountability and issue to customer, equipment that is newly fielded. 

5.18.5.2.4  Turn-ins.  

5.18.5.2.4.1  Verify items being turned in are on the hand receipt of the activity requesting turn-in to the Installation property book and match the information on record (e.g., serial number).  Verify the appropriate turn-in documentation and that the hand receipt holder or designated representative signs DA Form 3161, Request for Issue or Turn-In, prior to processing the turn-in.  

Number of CIPB Customer Turn-ins

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	25
	103
	353
	176
	102
	283
	189
	156
	128
	79
	139
	148
	1881


5.18.5.2.4.2  Pick up property from customers designated for pickup/delivery service. (A list of 145 current hand receipt holders who provided this service is available in the Technical Library.) Verify required documentation is signed by the hand receipt holder and filed. 

5.18.5.2.4.3  Receive customer turn-ins and segregate for processing based on retention criteria, condition code, and known customer needs.

5.18.5.2.4.4  Process Turn-in Transaction with supporting documentation to the ISSA. Supporting turn-in documentation includes, but is not limited to, statements concerning environmental certification for items such as freon in refrigeration units, polychlorinated biphenyl (PCB) in machinery, and asbestos in safes and statements that Central Processing Units (CPU) have been declassified by appropriate authority. Transport property to the ISSA for turn-in.  Post completed documentation to the property book and file supporting documents in accordance with AR 710-2 and DA Pam 710-2-1.

5.18.5.2.4.5  Verify items received for redistribution are complete (with shortage list) and serviceable.  Initiate shipment documents and arrange for packing and crating.  Prepare transfer documentation and notify the gaining activity and gaining Property Book Officer (PBO) of the pending transfer.  Update property records in accordance with AR 710-2 and DA Pam 710-2-1. 

Number of Lateral Transfers for Redistribution 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	9
	5
	4
	9
	3
	4
	3
	2
	0
	4
	2
	4
	49


5.18.5.2.4.6  Report serviceable excess ADPE to Defense Automated Resources Information Center (DARIC) for screening and receive disposition instructions. Delete item from the Automated Resources Management System (ARMS) database upon turn-in or transfer of equipment in accordance with the disposition instructions. 

5.18.5.2.4.7  Comply with Presidential Executive Order 12999, which authorizes donation of excess ADPE to schools and other designated agencies.  Copy of Presidential Executive Order 12999 is available in the Technical Library.

5.18.5.2.4.8  Identify excess items to the Contracting Officer with recommended disposition instructions within three (3) working days.

5.18.5.2.4.9  Serviceable excess property shall only be retained for a period of ten (10) working days before turn-in unless specified by Contracting Officer.

5.18.5.2.5  Issues.  

5.18.5.2.5.1  Schedule and issue equipment within three (3) workdays after receipt of item. Record serial numbers on the receipt document in accordance with AR 710-2. Workload equates to Number of Receipts table. 
5.18.5.2.5.2  Process lateral transfers and temporary loans on DA Form 3161. Forward applicable documents to the Contracting Officer for approval prior to completing the transaction, in accordance with AR 710-2. 

Number of CIPB Lateral Transfer/Temporary Loans 

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	36
	46
	37
	42
	35
	66
	33
	33
	0
	41
	14
	48
	431


5.18.5.2.5.3  Deliver property to customers designated for pickup/delivery service. (A list of 145 current hand receipt holders who provided this service is available in the Technical Library.) Verify that required paperwork is signed by the hand receipt holder and filed. 

5.18.5.2.5.4   Issue expendable items on applicable receipt document.  Workload is captured in number of receipts.

5.18.5.2.6  Storage.  Maintain property accountability and conduct inventories in accordance with AR 710-2 or when directed by the Contracting Officer for accountability and serviceability.  Ensure unserviceable items are repaired or turned in as appropriate. Maintain remote warehouse locations in support of property book operations. 

5.18.5.2.7  Other Tasks.  

5.18.5.2.7.1  Process items requiring special procedures to include, but not limited to, those items described below:

l.  Dining Facility Equipment.  Requires approval by the Contracting Officer on the request for turn-in and issue in accordance with AR 30-1.  Requests counted in Issues and Turn-ins.

m.  Flags.  Request for issue or turn-in shall be in accordance with AR 840-10. There are one to two requests for flags per year.

n.  Chaplain Property.  Verify that any blessed or consecrated property is disposed of in accordance with AR 165-1.  One to two requests per year.

5.18.5.2.7.2   Prepare, review, and assign a document number to DA Form 4697, Reports of Survey, and DD Form 362, Statements of Charges/Cash Collection Vouchers and update the property book and applicable supporting files in accordance with AR 735-5, AR 710-2, and DA Pam 710-2-1. Forward DA Form 4697 to the Contracting Officer. There were 4 to 5 Statement of Charges and Cash Collection Vouchers done per year and 40 Reports of Survey done per year.

5.18.5.2.7.3  Perform system interface update for DPAS. 

5.18.5.2.7.4  Accomplish Unique Item Tracking (UIT) reconciliation with the ISSA as required in accordance with AR 710-2.

5.18.5.2.7.5  Perform CBS-X requirements in accordance with AR 710-2 and AR 710-3.

5.18.5.2.7.6  Assist with the preparation of the FY end Certification of Financial Balances by Accountable Property Offices.  As directed by the Contracting Officer, provide to Defense Finance and Accounting Service (DFAS)  

5.18.5.3  Installation Food Service.  

Manage the Installation Food Service (IFS) program.  Support the active component (AC) and contractor operated dining facilities daily and reserve component (RC) units during weekend and annual training.  Coordinate and direct Full Food Service/Dining Facility Attendant contract requirements in support of the JRTC rotations and Special Operation Forces rotations in accordance with FORSCOM Reg 350-50-2 and the JRTC Logistics Information Packet.  Monitor dining facilities for compliance with sanitation, food preparation, administration, safety, training, meal card usage, cash management, and equipment in accordance with AR 30-1, AR 30-21, AR 600-38, Technical Bulletin (TB) Medical (Med) 530 and JRTC & FP Reg 30-1.  

5.18.5.3.1  General.

5.18.5.3.1.1  Inspect two (2) AC (Army) and one (1) contractor operated dining facilities quarterly.  Provide inspection results to commanders using JRTC & FP Form 945 (Food Service Evaluation Checklist) for the Commanding General’s Superior Dining Facility of the Quarter Program.  Inspection shall include food preparation, serving, sanitation and administration for activities competing in local and higher headquarters competitions (e.g., the Installation and FORSCOM level Department of the Army Philip A. Connelly Competition).  The PA shall assist personnel assigned to dining facilities in preparation for the DA level Connelly competition in accordance with AR 30-1, AR 30-21, AR 600-38, TB Med 530, and JRTC & FP Reg 30-1.   Conduct additional inspections as deemed necessary or as directed by the Contracting Officer.

5.18.5.3.1.2  Coordinate with the Installation Veterinarian and Preventive Medicine services and follow-up to ensure that military operated dining facilities make corrections in compliance with TB Med 530.

List of Operational Dining Facilities

	South Fort     (Operated By)
	North Fort

	1162,  2382   (Active Army)
	Special Operation Forces:  7614, 7632

	1942              (Contractor)
	Rotational:  8047, 8248, 8533, 8080, 8401, 8534, 7820, 8247, 8411

	
	Reserve Component:  7139, 7179, 7180, 7142,  8051,  8422


5.18.5.3.1.3  Manage the dining facility décor and equipment replacement program in accordance with AR 30-1, AR 420-55, and CTA 50-909 for all dining facilities. 

Number of Equipment Requisitions/Turn-ins

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	3
	0
	10
	14
	17
	27
	3
	3 30
	19
	14
	28
	5
	170


o.  Determine durability of décor and equipment, prepare décor and equipment budget, prepare and forward purchase documentation to the Contracting Officer for approval and purchase, and ensure décor and equipment are installed.

p.  Cross-level equipment when appropriate and requisition new equipment when required.

q.  Provide technical advice to the Directorate of Public Works (DPW)  on design and layout of all proposed dining facility renovations as well as for all Major Construction Army (MCA) dining facilities.

r.  Coordinate with DPW on equipment serviceability and new equipment specifications.

s.  Review equipment records from all dining facilities with DPW and recommend changes due to equipment failure or the programmed life expectancy.  

t.  Ensure the Contracting Officer approves DA Form 3161 for turn-in of dining facility equipment before turn-in is made to the CIPB. 

5.18.5.3.1.4  Conduct monthly Installation-wide managers meetings.  This includes acting as the Chair, providing updates of food service matters, approving or disapproving the introduction of new products; facilitating the selection of new products or equipment, resolving problems, and encouraging the exchange of ideas for program improvement, in accordance with AR 30-1.

5.18.5.3.1.5  Perform quarterly dining facility reviews and prepare the Food Service Summary Report semiannually. Submit through the Contracting Officer to FORSCOM in accordance with AR 30-1.  

5.18.5.3.1.6  Host the Food Management Assistance Team (FMAT) from Fort Lee, VA, every eighteen (18) months for a review of the Installation Food Service Program.  

5.18.5.3.1.7  Prepare and provide the Dining Facility Modernization Plan every two (2) years through the Contracting Officer to FORSCOM, in accordance with AR 30-1.  The last submission was made Sept 99.  

5.18.5.3.1.8  Manage the Food Service awards program in accordance with JRTC & FP Reg 30-1.  This includes development of evaluation boards and selection, and announcement and presentation of awards to the winners and participants of the Dining Facility of the Quarter, Facility of the Year, Cook of the Quarter, and Thanksgiving and Christmas Holiday Awards Programs. 

Food Service Award Program

	Food Service Awards
	Frequency

	Commanding General’s Superior Dining Facility Award
	Quarterly

	Commanding General’s Best Chef of the Quarter Award
	Quarterly

	Philip A. Connelly Award
	Annually

	Commanding General’s Best Decorated Facility for Thanksgiving 
	Annually

	Culinary Arts Awards
	Annually


5.18.5.3.1.9  Manage the Army Food Management Information System (AFMIS) Installation Food Advisor (IFA) and Dining Facility Operation modules in accordance with AISM-25-L37-AJK-ATT-EM-3.

5.18.5.3.1.10  Review dining facility end-of-month (EOM) reports for compliance and action in accordance with AR 30-1.

5.18.5.3.1.11  Manage the tasking of dining facilities as directed by Contracting Officer.  This includes selecting the facilities to feed visiting AC units, RC units, and others such as Boy Scouts, Girl Scouts, JROTC, and civilians. 

5.18.5.3.1.12  Support RC and other transient units in all areas of food service such as sanitation, administration, nutrition, and food preparation in accordance with AR 30-1 and AR 30-21.  Coordinate transient feeding requirements. Participate in RC Annual Training pre-camp conferences.  Coordinate Dining Facility Attendant (DFA) support with the Contracting Officer Representative (COR) for the DFA contract. 

5.18.5.3.1.13  Prepare and submit the Food Service portion of the Command Operating Budget to the Contracting Officer.  Budget elements include, but are not limited to, food service equipment and décor, expendable supply items, and operating requirements such as temporary duty (TDY), travel, awards, ice, special equipment for Culinary Arts and Full Food Service and Dining Facility Attendant (FFS/DFA) Contract requirements. 

5.18.5.3.1.14  Receive and consolidate orders for expendable operating supplies from dining facilities.  Purchase expendable items and deliver to the dining facilities. Maintain a fifteen day contingency stock of expendable supplies for DFA operations.   Determine monetary allowance for each dining facility based on the previous month’s operating headcount.  Monitor actual expenditures and notify the Contracting Officer when the allowance is inadequate to provide requested supplies.

5.18.5.3.2  Training.  

5.18.5.3.2.1  Develop a Plan of Instruction (POI) and conduct Food Service Officer (FSO) classes, training new FSOs to supervise and inspect dining facilities and manage accounts and inventories.  Training normally consists of a 2-hour block of individual instruction.

5.18.5.3.2.2  Collect information through AFMIS on personnel assigned to food service positions and their local training assignment; make recommendations concerning training and cross-leveling personnel to Contracting Officer.

5.18.5.3.2.3  Coordinate with Installation Preventive Medicine and schedule the National Institute Food Industry (NIFI) classes for food service personnel with the approval of the Contracting Officer. 

Number of FSO Training Classes 

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	1
	0
	0
	0
	1
	0
	0
	1
	0
	0
	1
	4


5.18.5.3.3  Other Tasks.  

5.18.5.3.3.1  Provide recommendations for approval or disapproval of all new food products, conduct inspections, and respond to delivery and scheduling problems.  Supervise the testing of new food items to include establishing procedures for testing, data gathering, and critiquing the results, in accordance with AR 30-1.

5.18.5.3.3.2  Monitor the Dining Facility Maintenance program. Forward all requests for major repair (Individual Job Order) or modifications to the Contracting Officer with recommendation for approval or disapproval.  Follow-up on  service orders submitted by the customer when requested.

5.18.5.3.3.3  Prepare data for food service contracts to Installation specifications as required using DA provided prototype.  Data shall be provided to the Contracting Officer.

5.18.5.3.3.4  Prepare reports concerning food service operations and forward to the Contracting Officer in accordance with AR 30-1. 

Number of Food Service Management Reports Prepared 

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	4
	3
	3
	3
	3
	3
	3
	30 3
	3
	3
	3
	3
	37


5.18.5.3.3.5  Manage the Culinary Arts Program in accordance with AR 30-1. 

5.18.5.3.3.6  Provide technical advice to commanders and customers on all questions pertaining to food service.  

5.18.5.3.3.7  Support deployment and mobilization activities.

5.18.5.3.3.8  Conduct meal card compliance reviews in accordance with AR 600-38. 

Number of Food Service Site Reviews 

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	1
	0
	1
	1
	1
	1
	1
	1
	1
	1
	1
	10


5.18.5.4  Troop Issue Subsistence Activity (TISA) 

Class I TISA support is primarily an administrative and field ration mission performed by the TISA.  Support is provided to Army ACs, other services, Government agencies and contractor operated dining facilities, RC units, and field training under the AFMIS and the Defense Supply Center, Philadelphia (DSCP) contracts.  The PA shall be responsible for the requisition, receipt, storage, issue, inventory and turn-in of rations required to support customers. 

5.18.5.4.1  Subsistence Requisition. 

5.18.5.4.1.1  Review and analyze requirements of operational rations for approximately 44 line items.  Process DSCP price changes into AFMIS as required.  Order operational rations (e.g., Meals-Ready-to-Eat (MRE), Tray Packs, unitized group rations (UGR), ultrahigh temperature (UHT) processed milk, pouch bread) from DSCP. Determine the stock level requirements and order these items in accordance with TISA Module AFMIS and AR 30-18.   

Number of TISA Operational Ration Transactions 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	22
	3
	24
	9
	19
	11
	6
	11
	52
	23
	9
	34
	223


5.18.5.4.1.2  Review and input requisitions for subsistence items to support field training in accordance with AFMIS and the Subsistence Total Order and Receipt Electronic System (STORES) procedures contained in the AFMIS user manual and STORES user manual, AR 30-1, AR 30-18, AR 30-21, and SOP for Prime Vendor Requisitions-Field Rations. Prime Vendor SOP is available in the Technical Library.

5.18.5.4.1.3  Receive, review, edit, and process Prime Vendor ration requisitions from on-line units, using AFMIS and STORES in accordance with SOP for Prime Vender Requisitions.  Submit requests to the Prime Vendor, bakery, and dairy contractors via STORES. On-line units are identified in the Prime Vendor contract as those units receiving direct delivery from the Prime Vendor and include three Installation dining facilities and the TISA warehouse. 

Number of TISA Prime Vendor Transactions 

	FY99 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	6577
	5286
	3065
	6301
	4930
	6418
	5744
	6100
	6374
	4638
	2924
	3500
	61857


5.18.5.4.1.4  Prepare DA Form 3953, Purchase Request and Commitment, for beverages, milk, and bread monthly and ice quarterly for approval of Contracting Officer. 

5.18.5.4.1.5  Order Direct Vendor Delivery (DVD) items to include bakery, dairy, and carbonated beverage items as required for direct delivery to on-line units, in accordance with separate contracts for each of these commodities.  

DVD Vendors

	Vendor Name
	Contract Number

	Coca-Cola USA
	DAKF24-98-D-0003

	Flowers Evangeline Maid Bread
	99-D-W352

	Foremost Dairy
	SP0300-99-D-V226


Number of DVD Transactions 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	824
	644
	88
	723
	833
	944
	832
	743
	62
	40
	126
	164
	6023


5.18.5.4.1.6  Receive, review, edit, consolidate, and process requisitions from off-line customers through the TISA AFMIS account, in accordance with AR-30-18 and AFMIS users manual.  Off-line customers are identified as those activities supported by the Fort Polk TISA and not having access to the AFMIS data system.  After account information has been verified, the request shall be reviewed and entered through the TISA AFMIS data system in accordance with the AFMIS user manual and forwarded to the Prime Vendor in accordance with procedures outlined in the STORES user manual. Issue rations to supported off-line customers from the TISA warehouse. 
5.18.5.4.1.7  Procure ice through a local contract agreement for delivery to the TISA warehouse and dining facilities. Copy of Ice Contract is available in the Technical Library. 

Number of Ice Transactions 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	18
	5
	6
	3
	4
	5
	8
	11
	9
	33
	32
	35
	169


5.18.5.4.1.8  Locally procure Class I items for special programs such as the Culinary Arts Program. Such purchases shall be made after determining that the items requested or a suitable substitute cannot be procured through the Prime Vendor.  Local purchase of Class I items may be necessary during periods of emergency; however, efforts must be made to procure Class I items through the Prime Vendor before considering local purchase.

5.18.5.4.2  Subsistence Receipt.

5.18.5.4.2.1  Receipt for subsistence items within twenty-four (24) hours after receipt of products in accordance with the policies and procedures contained in AR 30-18, Prime Vendor SOP, AFMIS (TISA) manuals, and STORES user manual.

5.18.5.4.2.2  Unload subsistence items from commercial carriers.  These rations shall be receipted, stored, and inventoried in accordance with procedures contained in AR 30-18. 

Number of Ration Cases Unloaded 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	10812
	7145
	946
	10775
	14922
	18454
	4858
	11930
	8244
	6779
	6816
	15017
	116698


5.18.5.4.2.3  Review DSCP receipt documents for accuracy of National Stock Number (NSN), unit of issue, receipt quantity, and dollar amount.  Process the receipt into AFMIS within twenty-four (24) hours after receipt of product to update the Master Item File. 

Number of DSCP Receipts 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	14
	9
	2
	4
	5
	9
	4
	11
	10
	13
	11
	31
	123


5.18.5.4.2.4  Review TISA and Dining Facility Prime Vendor fresh fruits and vegetable delivery receipt tickets for accuracy.  Convert case amounts into unit amounts for each line item delivered and process each line into AFMIS as a receipt.  Complete the AFMIS receipt batch process.  Print, review, and edit the STORES receipt and electronically forward to Contracting Officer within twenty-four  (24) hours of receipt.  There are three deliveries each week.

5.18.5.4.2.5   Process all direct vendor delivery tickets (beverage, milk, ice, and bread) into AFMIS within twenty-four (24) hours of receipt, in accordance with AFMIS user manual.

Number of Receipts Processed Into AFMIS 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	191
	112
	33
	182
	197
	281
	277
	267
	20
	14
	23
	55
	1652


Data not available for FY97  

NA – Data Not Available

5.18.5.4.2.6  Prepare DD Form 250, Material Inspection and Receiving Report, for receipt of ice and beverage deliveries monthly. Reconcile with vendor. Submit prepared DD Form 250 to Contracting Officer.   

Number of DD Forms 250 Prepared 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	96


5.18.5.4.2.7  Notify Installation Veterinarian inspector upon arrival of all local vendor subsistence deliveries for inspection. 

5.18.5.4.3  Subsistence Storage.  

5.18.5.4.3.1  Store and safeguard subsistence items in accordance with AR 30-18, AR 190-51, and TB Med 530.  Check and record temperatures twice daily (morning and end of operating hours) within the chill and frozen storage areas.

5.18.5.4.3.2  Maintain adequate stockage of subsistence needed to support 5,000 personnel and a stockage level of MRE to support the basic load requirements as described in the JRTC & FP RSOP. Current stockage level is 8,000 cases of MRE.   

5.18.5.4.4  Subsistence Issue and Turn-in.  

5.18.5.4.4.1  Issue subsistence items in accordance with AR 30-18, AR 30‑21, and AFMIS user manual. 
Number of Cases Issued 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	33091
	27623
	1138
	30182
	35677
	49515
	30833
	41036
	46413
	21085
	16109
	30029
	362731


5.18.5.4.4.2  Provide individual shopping lists to customers for North Fort Polk contract operated dining facilities. Shopping lists are generated by building number and consolidated to make one account.  Issues are made for North Fort Polk as a single bulk issue account. 

5.18.5.4.4.3  Issue substitute, mandatory, and forced issue subsistence items to the dining facilities in accordance with AR 30-1 and AR 30-18.  Mandatory and forced issue items shall be approved by the Contracting Officer.

5.18.5.4.4.4  Accept turn-in of operational rations after veterinarian service inspection in accordance with AR 30-18.   

Number of Cases Turned-In 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	183
	61
	0
	726
	560
	4077
	160
	223
	1038
	0
	0
	1668
	8696


Data not available for FY97

5.18.5.4.5  Subsistence Other Tasks.  

5.18.5.4.5.1  Complete required quarterly accountable inventories in accordance with AR 30-18 and approximately six specific item count inventories quarterly or as directed by the Contracting Officer.  Generate an AFMIS Variance Report for quarterly accountable inventories, which must be reviewed and forwarded to Contracting Officer in accordance with AR 30-18.

5.18.5.4.5.2  Subsistence items shall be disposed of in accordance with AR 30-18. 
Number of Disposed Subsistence Items 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	22
	6
	1
	4
	4
	3
	3
	2
	0
	7
	18
	2
	72


5.18.5.4.5.3  Maintain accounts and files to provide monetary control of charge sales accounts, warehouse transfers, and troop issues pertaining to inventory transactions affecting the TISA account and file Prime Vendor receipt reports for accuracy.  Review dining facility to dining facility transfers and make adjustments to Earning and Expenditure Report.  Post headcount data corrections.  Review historical data for consumption averages for DVD (milk, bread, ice, and beverage) items and provide stock fund obligation estimates through AFMIS.   Edit DVD closeout obligation estimates produced from the automated system.  Reconcile file documents with expenditure reports in accordance with AR 30-1, AR 30-18, and AFMIS user manual.  There are approximately ten (10) Charge Sales Accounts. 

5.18.5.4.5.4  Receive and enter Basic Daily Food Allowance (BDFA) monthly into AFMIS.

5.18.5.4.5.5  Maintain the AFMIS Customer Information File in accordance with AFMIS user manual.   AFMIS Customer Information File is available in the Technical Library. 

5.18.5.4.5.6  Audit and reconcile transactions made including, but not limited to, requisitions, receipts, issues, adjustments, salvage, and vet samples that process into Standard Army Financial Inventory Accounting and Reporting System (STARFIARS).  Reconcile the STARFIARS Ledger History Report (PCN ALF-25A) against the Voucher Register and General Control (VRGC) book inventory and research and resolve any discrepancies.  

Number of Reconciliation/Audit Transactions 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	4169
	4077
	4166
	3854
	5591
	8085
	4856
	6197
	8373
	7641
	5249
	5111
	67369


5.18.5.4.5.7  Prepare and submit required reports as listed below, as well as any others that the Contracting Officer requests. 

u.  Temperature Check List Inspection (AR 30-18).

v.  FORSCOM Subsistence Management Report (FORSCOM Reg 700-2). 

w.  TISA Issue Frequency Schedules (AFMIS)  (AR 30-18).

x.  Schedule of Field Ration Issues (AR 30-18).  

y.  Quarterly Stratification Report using FORSCOM Forms 1002-R and 1008-R in accordance with AR 710-1, FORSCOM Supplement to AR 710-2, and AR 37-11-111.

z.  Food Cost and Feeding Strength Summary, DA Form 2969-R (monthly).

5.18.5.4.5.8  Operate AFMIS and perform Automated Information System (AIS) administration in accordance with AFMIS manuals.

5.18.5.5  Materiel Management.  

Perform the materiel management function for Class II, III (packaged and bulk), IV, V, VII, and IX items of supply and equipment in accordance with the publications listed in C.6.  The SARSS–O and Materiel Release Order Control System (MROCS) are the primary automated systems used to conduct materiel management functions.

5.18.5.5.1  General.  

5.18.5.5.1.1  Maintain Notice of Delegation of Authority-Receipt of Supply, DA Form 1687,  and assumption of command orders in accordance with AR 710-2.  There are approximately 144 DA Forms 1687 on file throughout the year.

5.18.5.5.1.2  Operate SARSS-O End User Workstations. Resolve problems in SARSS-O with the SARSS-O Systems Analyst or supporting systems agency.  

5.18.5.5.1.3  Download, analyze, and reconcile SARSS-2A reports with customers and ISSA. 

5.18.5.5.1.4  Provide supply technical assistance and status to customers, SARSS-1 activities, and other Supply Support Activities (SSA). Coordinate with appropriate Installation activities or National Inventory Control Point (NICP). List of customers available in the Technical Library. 

5.18.5.5.1.5  Maintain Operational Readiness Float (ORF) in accordance with AR 710-2. There are currently no ORF authorized.

5.18.5.5.1.6  Manage Inventory Temporarily In Use (ITIU) in accordance with AR 710-2, AR 735-5, and AR 725-50. 

5.18.5.5.1.7   Manage special programs including, but not limited to, Combat Vehicle Evaluation (CVE), Tire Retread Program, and Battery Consignment Program. 

5.18.5.5.1.8  Manage the Aviation Intensively Managed Item (AIMI) program in accordance with AR 710-1 and FORSCOM Supplement to AR 710-1.  There were 30 AIMI lines  during FY99. 
5.18.5.5.1.9  Serve as the Installation Surety Serialization Officer (ISSO) for the management of equipment falling under the purview of the UIT program.  UIT includes, but is not limited to, Department of Defense Small Arms Serialization Program (DODSASP), Controlled Cryptographic Items Serialization Program (CCISP), and Department of Defense Radioactive Testing and Tracking System (DODRATTS), in accordance with AR 710-3 and reference publications listed in Appendix A, AR 710-3.   There are 20,015 active records for serial numbered items in the UIT Program.  Currently there are: 14,283 weapons; 4,673 CCI; 554 Category 1-Nonnuclear Missiles and Rockets (COMR); and 505 DODRATTS items in the above programs. 

5.18.5.5.2  Requisitions.  

5.18.5.5.2.1  Review Demand Analysis reports from SARSS-O and recommend requisitioning objectives (RO) and retention levels (RL) for each class of supply managed by the ISSA in accordance with AR 710-2.  Submit recommendations to the Contracting Officer.

5.18.5.5.2.2  Input manual requisitions for customers without automated access to SARSS-O in accordance with AR 710-2. 

Number of Requisitions Input Manually 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	743
	979
	878
	418
	436
	935
	398
	738
	656
	567
	650
	483
	7881


5.18.5.5.2.3  Re-input requisitions into SARSS-O in accordance with ADSM 18-series manuals for requests that require exception information or to expedite requests from the wholesale supply system in support of deployments, special projects, and projected readiness exercises and to support the Army’s velocity management program.  
5.18.5.5.2.4  Coordinate with AMC, DLA, GSA, FORSCOM, and commercial vendors to confirm availability of stock on hand, to resolve matters related to long lead times, to redistribute excess assets, to expedite shipments, and to resolve discrepancies. 

5.18.5.5.2.5  Review and determine the cause for Manager Review File (MRF) and process corrective actions.  Manager referrals, which require a financial adjustment, shall be referred to the Contracting Officer. 

5.18.5.5.2.6  Provide “post-post” requisition support to customers.

5.18.5.5.2.7  Process referrals in accordance with AR 710-2 and FORSCOM Reg 710-1.

5.18.5.5.3  Stock Record Accounting.  

5.18.5.5.3.1  Maintain the Installation Army Working Capital Fund (AWCF) Stock Record Account (SRA) in accordance with AR 710-2, AR 735-5, FORSCOM Reg 700-5, DA Pam 710-2-2, and ADSM 18-series manuals.  Manage retention levels on stocks identified for retention in accordance with recommended levels from the SARSS-O retention process as directed by the Contracting Officer. Reconcile and validate dues-out and dues-in and provide dues-out status to customers. The current number of Authorized Stockage List (ASL) is 818.

5.18.5.5.3.2  Manage material returns program.  Redistribute assets as directed by FORSCOM and the NICP.  Instructions shall be received through SARSS-O or by disposition letter. Report excess Class VII equipment off-line. Ensure through Supporting Maintenance Activity that equipment meets standards for disposition as directed by FORSCOM/ AMC.  Provide reports and respond to inquiries as required.  Maintain files for equipment classification. Review materiel release order (MRO) and validate disposition instruction to DRMO in accordance with AR 710-2 and AR 735-5. 

Number of Excess Actions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	752
	912
	1283
	958
	1853
	1640
	1311
	1533
	1290
	1127
	983
	1340
	14982


5.18.5.5.3.3  Process other transactions into SARSS-O to include, but not limited to, catalog builds, referral processing, pseudo-receipts, and manager directed status. 

5.18.5.5.3.4  Perform shelf life management of Class III package in accordance with AR 710-2 and AR 200-1. 

5.18.5.5.3.5  Verify transaction input to SARSS-O on the end user workstation to ensure accurate posting to document history in SARSS-O files. 
Number of SARSS-O Inputs Verified 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	6358
	5494
	8296
	6135
	8413
	8473
	10485
	7,782
	9281
	7391
	9616
	9455
	97179


5.18.5.5.3.6   Review, analyze, research, and input appropriate transactions to close document history records in SARSS-O for units or activities inactivating or transferring support. 

5.18.5.5.3.7  Perform quantitative analysis of supply and financial data to complete the Quarterly Stratification Report (RCS-CSGLD-1438) and narrative. Provide the results to the Contracting Officer.

5.18.5.5.3.8  Perform inventory management functions to include location surveys, reconciliation, analysis of required reports, and causative research as required to resolve problems with the Availability Balance File (ABF). There were 2,502 inventory lines in FY99.

5.18.5.5.3.9  Maintain a manual document register of off-line transactions in accordance with AR 710-2. 

Number of Document Register Entries 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	161
	135
	43
	57
	72
	52
	63
	72
	43
	64
	26
	34
	822


5.18.5.5.4  Local Purchase.  Process local purchase requests for nonstandard or local procurement items when not available from the Federal Supply System to include emergency requirements. Assign and maintain a listing of Management Control Numbers (MCN) of nonstandard items processed for local purchase. Obligate transaction into SARSS-O. Process request for modification for funding increases and forward to Contracting Officer. Receive and forward approved transactions. Prepare receiving reports and enter in the Computerized Accounts Payable System-Windows (CAPS-W).  Resolve problems with late, incorrect, or damaged shipments.  Maintain a suspense file to identify overdue deliveries. Maintain accountable record files in accordance with AR 710-1 and AR 735-5.

Number of Local Purchase Transactions 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	109
	212
	167
	185
	313
	361
	257
	 336
	201
	203
	453
	377
	3174


Number of Receiving Reports 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	152
	68
	30
	29
	23
	30
	23
	88
	52
	31
	28
	70
	624


5.18.5.5.5  Provide Bulk Petroleum Management.

5.18.5.5.5.1  Maintain the SRA for bulk petroleum products in accordance with AR 710-2, AR 735-5, and DA Pam 710-2-2.  Order and receive fuel for ground and aviation assets at Fort Polk and maintain quantities sufficient to satisfy demands in accordance with AR 710-2.  Prepare and submit receiving reports for fuel orders to the Contracting Officer.

Number of Gallons of Bulk Petroleum Received

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	477599
	89859
	116868
	237937
	487260
	621587
	198573
	238269
	413152
	247295
	375688
	449742
	3953829


5.18.5.5.5.2  Manage identaplates for aviation customers.

Number of Identaplate Transactions 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	30
	28
	0
	76
	36
	1
	1
	0
	0
	0
	0
	0
	172


5.18.5.5.5.3  Prepare and submit annually to the Contracting Officer a one (1) year forecast of fuel consumption, in accordance with AR 710-2.

5.18.5.5.6  Fuel Distribution.  

5.18.5.5.6.1  Receive fuel from commercial carriers and prepare DA Form 3857, Commercial Deliveries of Bulk Petroleum Products Checklist, in accordance with DA Pam 710-2-1.  Reject deliveries when documentation is missing or incomplete or standards listed on DA Form 3857 are not met.  Verify delivery orders and quantities dispensed in storage tanks. 

Number of Fuel Receipts 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	63
	11
	15
	31
	64
	86
	26
	31
	53
	42
	60
	59
	541


5.18.5.5.6.2  Report fuel spills to the Fire Department in accordance with JRTC & FP Spill Control/Countermeasure Plan and Installation Spill Contingency Plan.  Coordinate with Environmental, for containment and cleanup of commercial vendor spills.

5.18.5.5.7  Repairable Exchange (RX).

5.18.5.5.7.1  Manage the RX program to include the Corps Managed Regional Repair Program (CMRRP) and Integrated Sustainment Maintenance (ISM) Program in accordance with AR 710-2, CMRRP manual, and ISM Business Process Manual.  List of Repairables is available in the Technical Library.  
5.18.5.5.7.2  Review the SARSS-O repairable candidates list quarterly, making recommendations to and participating in the RX review board. Prepare and distribute RX listing to customers. List of Repairable Candidates is available in the Technical Library.  

5.18.5.5.7.3  Installation Sustainment Maintenance. Maintain files to control “not repairable this station” (NRTS) washout items from other installations to ensure disposition instructions are received for proper disposal of those items.  

5.18.5.5.7.4  Reconcile Dues-In-From-Retrograde with appropriate SSA for turn-in or clearance of the dues-in to the Repairable Exchange Activity (RXA). 

5.18.5.5.7.5  Reconcile Dues-In-From-Maintenance listing with the Standard Army Maintenance System-Installation/Table of Distribution and Allowances (SAMS-I/TDA). 

5.18.5.5.7.6  Distribute the Over-aged Repairable Report.  See CDRL Supply–5 for sample notification cover memorandum and requirements.  Reconcile issues and turn-ins of recoverable lines of supply. 

5.18.5.5.8  Document Control and Files.  Maintain accountable records in accordance with AR 710-2. 

5.18.5.6  Logistics Automation Support.   

5.18.5.6.1  Provide Combat Service Support Automation Management Office   (CSSAMO) support to include technical, functional, hardware, training, fielding and software support to include fielding and loading change packages for logistical tactical Standard Army Management Information System (STAMIS-R) and non-STAMIS-R systems.   List of Automated Systems is available in the Technical Library.

5.18.5.6.2  SARSS-O Support. 

5.18.5.6.2.1  Maintain and operate SARSS-2A end user workstations and three (3) SARSS-1 servers with multiple workstations in accordance with ADSM 18-series manuals to support material management functions.  Document system Problems Reports (PR) and Engineering Change Proposals (ECP) on DA Form 5005-R, Engineering Change Proposals-Software, and submit to higher headquarters in accordance with Version Description Document (VDD) from Development Center Lee. 

5.18.5.6.2.2  Review Demand Analysis reports from SARSS-O and recommend RO and RL for each class of supply managed by the ISSA, in accordance with AR 710-2.  Submit recommendations to the Contracting Officer. List of SARSS-O Reports with Frequency required is available in the Technical Library. 

5.18.5.6.2.3  Analyze and reconcile SARSS-O reports to customers and ISSA.  These reports include, but are not limited to, daily management listings indicating over-aged suspense, over-aged shipments, and over-aged repairable reports in accordance with ADSM18-series manuals. 

5.18.5.6.2.4  Maintain and operate a Blocked Asynchronous Transmission (BLAST) interface point for input of requisitions and transmission of data to the Installation SARSS-1 server for nonautomated on- and off-Installation customers.  Maintain a log and edit customer input in support of Velocity Management.  See CDRL Supply–6 (BLAST Log Entry Format).

Number of BLAST Transactions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	311
	305
	311
	313
	333
	423
	351
	434
	348
	336
	376
	327
	4168


5.18.5.6.2.5  Maintain operating parameters for SARSS-O in accordance with SARSS ADSM 18-L1Q-AJP and Structure Query Language (SQL) as required. 

5.18.5.6.2.6  Perform receipt and transmission (Trans-In/Trans-Out) SARSS-O data to the Corps/Theater Automated Data Processing Service Center (CTASC) at Fort Bragg and the customer on an hourly basis to accommodate priority processing requirements.  Check input and output logs to ensure successful transfer of data to and from the CTASC and the customer. 
5.18.5.6.2.7  Perform daily closeout procedures on SARSS-1 servers in accordance with ADSM 18-series manuals.
5.18.5.6.2.8  Generate, print, and distribute daily, weekly and monthly SARSS-1 and MROCS reports in accordance with ADSM 18-series manuals.  

Number of MROCS Reports

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	80
	68
	69
	57
	73
	81
	75
	73
	73
	77
	76
	107
	909


5.18.5.6.2.9  Generate, print, and provide monthly customer reconciliation listing (PCN AJT-028) for supply requests.  Input response transactions in accordance with AR 710-2, DA Pam 710-2-2, and ADSM 18-series manuals.  
Number of Reconciliations

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	3
	2
	3
	1
	1
	2
	1
	6
	2
	6
	3
	2
	32


5.18.5.6.2.10  Generate the Automatic Follow-up and Report Excess weekly.  Coordinate with the Contracting Officer to schedule the ABF Update and process weekly in accordance with ADSM 18-series manuals.  

Number of Automatic Follow-up and Reports of Excess

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	20
	21
	21
	17
	19
	23
	21
	21
	24
	20
	24
	22
	253


5.18.5.6.2.11  Provide technical logistics automation assistance to customers and other SARSS-1 activities. Provide automated supply status and diskettes to customers and other SSA upon request.  List of Logistics Automation Support Customers available in the Technical Library.  
5.18.5.6.2.12  Provide customer support and assistance for tactical systems.

5.18.5.6.3  Perform AIS administration functions for tactical and non-tactical STAMIS-R, Non-STAMIS-R, and Integrated Logistics Analysis Program (ILAP) systems.

5.18.5.6.4  Coordinate and attend various VTC, briefings, lectures, conferences, and workshops on logistical STAMIS-R issues when requested by local or higher headquarters. Host Installation site visits from higher headquarters pertaining to STAMIS-R operations.  List of STAMIS-R Events is available in the Technical Library.  

5.18.5.6.5  Design, write or implement scripts and databases to automate functions or tasks to support requirements in ISSA, in accordance with guidance from local or higher headquarters for readiness issues.   

Number of Scripts/Databases Monthly

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	27
	27
	31
	27
	25
	26
	18
	0 19
	14
	18
	16
	6
	254


5.18.5.6.6  Ship and receive tactical STAMIS-R equipment to and from the Forward Repair Center (FRC) in accordance with AR 750-1, Change 1. 

Number of Ship and Return Actions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	1
	2
	1
	3
	0
	0
	26
	19 0
	11
	8
	11
	0
	63


5.18.5.6.7  Maintain, administer, and operate ILAP/SARSS Servers with multiple workstations in accordance with ILAP/SARSS End User Manual.  

Number of ILAP/SARSS Customer Support Transactions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	145
	123
	152
	80
	112
	131
	139
	61
	76
	94
	108
	111
	1332


5.18.5.6.8  Maintain, administer, and operate AIS servers to support supply operations. 

Number of ILAP/SARSS Customer Support Transactions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	22
	31
	21
	18
	25
	25
	35
	4
	20
	9
	10
	23
	243


5.18.5.7  Storage Operations.  

Perform storage operations for JRTC and Fort Polk, tenant units, AR 5-9 area of responsibility, contractors, and rotational units. Storage operation includes receipt, turn-in, storage, issue, inventory, shipment preparation and transport of assigned materiel utilizing the primary automated systems of SARSS-O, Automated Manifest System (AMS) and Process Control System (PCS).  Items shall be stored in bulk and bin configurations and at outside locations.  Special material handling equipment is utilized within the warehouse.  Raymond Model 537 and 589 lifts and conveyor system are presently under maintenance contact.  Annual cost of contract in FY99 was $156,300.  Maintain capability for secure storage of sensitive and designated items and provide information for communications security (COMSEC) incident reports.  Storage operations are conducted in accordance with DOD 4500 9-R, AR 710-2, AR 708-1, AR 190-11, AR 380-5, DA Pam 710-2-2, and TM 38-410. General and special purpose storage functions include operations of warehouses, vehicle yard, and RXA. 

5.18.5.7.1  Storage Warehousing Operations.  

5.18.5.7.1.1  Perform unloading and warehousing of incoming shipments and loading of outgoing shipments in accordance with Department of Defense (DOD) 4500.9-R.  

Number of Incoming Pieces

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	2776
	4432
	8665
	6134
	5838
	7378
	7325
	6644
	6408
	5553
	5648
	7782
	74583


5.18.5.7.1.2  Maintain copy of DA Form 1687, Notice of Delegation of Authority-Receipt of Supply.  Approximately 121 DA Forms 1687 cards are maintained to support storage operations.
5.18.5.7.1.3  Identify, issue, receive, store, turn in, package and ship approximately 1660 documents (MRO) of low-level radioactive material, hazardous material (HAZMAT), and hazardous waste in accordance with AR 700-15, AR 746-1, MIL-P-116, MIL-STD-129M, AMC Reg 746-10, International Air Transportation Association (IATA) Performance Oriented Packaging (POP) in accordance with 29 Code of Federal Regulations (CFR) and 49 CFR for shipments of HAZMAT, AR 385-11 and TB 43-0116 for materials containing radiation.  Workload in "Number of MRO's Processed”.

5.18.5.7.1.4  Transport supplies and equipment between storage locations, maintenance facilities, and DRMO on a recurring and as-needed basis to include, but not limited to, Directorate of Logistics (DOL) Maintenance, DRMO, 546th Maintenance, 2d Armored Cavalry Regiment (ACR), Medical Supply, and Reserve units at North Fort Polk. 
5.18.5.7.1.5  Operate the PCS in accordance with Video Display Terminal (VDT) User Guide and Radio Data Terminal (RDT) User Guide. Coordinate PCS Maintenance and diagnostic testing with qualified vendor.

5.18.5.7.1.6  Provide secure storage and account for classified and sensitive items at the ISSA security vault in accordance with AR 710-2, DA Pam 710-2-2, AR 190-11, AR 380-5, and JRTC & FP Physical Security Handbook. 
5.18.5.7.1.7  Perform the annual 100 percent location survey prior to 100 percent inventory in accordance with ADSM 18-series manuals, PCS manual, and AR 710-2.  Reconcile the location survey and provide the results to the Contracting Officer. 
5.18.5.7.1.8  Perform warehouse denials in accordance with ADSM 18-series manuals and AR 710-2.  Provide the results to the Contracting Officer. Upon approval, post denial to SARSS-O and quantity adjustment in PCS. 
Number of Warehouse Denials

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	36
	75
	39
	15
	56
	60
	39
	24 18
	28
	16
	29
	22
	433


5.18.5.7.1.9  Process referrals in accordance with FORSCOM Reg 710-1. 
5.18.5.7.2  Receiving.  

5.18.5.7.2.1  Receive material from wholesale supply depots, local purchase vendors, and inter-installation referrals in accordance with AR 710-2 and ADSM 18-series manuals.  Receipts shall be processed into SARSS-O and confirm receipt in AMS. Process stockage receipt in PCS in accordance with VDT User Guide.  Prepare receipt documents and DD Form 1348-1, DOD Single Line Item Release/Receipt Document, as required.

Number of D6 Receipt Documents (D6S and D6K)

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	4521
	4155
	5761
	3249
	5092
	5145
	5709
	6186
	5527
	4824
	5391
	4502
	60062


Number of DD 1348-1 Prepared (D4S)

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	458
	186
	164
	190
	218
	188
	209
	339
	232
	165
	152
	244
	2745


5.18.5.7.2.2  Prepare SF 364 in accordance with AR 735-5 and AR 735-11-2. 

Number of SDR Prepared

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	3
	0
	5
	3
	9
	7
	3
	3
	8
	2
	12
	55


5.18.5.7.3  Issues.  
5.18.5.7.3.1  Process MRO for stocked items in accordance with AR 710-2, SARSS-O, and PCS. 

Number of MROs Processed

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	1850
	2323
	2766
	2212
	3841
	3559
	3183
	2769 2493
	3146
	2291
	2859
	2674
	33197


Process MRO for intra- and inter-installation referrals in accordance with FORSCOM Reg 710-1. Operations Management Application (OMA) box will be activated approximately Oct 99 timeframe.  No data is available at this time.
5.18.5.7.4   Turn-In.  

5.18.5.7.4.1  Process turn-in in accordance with AR 710-2 and AR 190-11.  

Number of D6A Processed

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	320
	439
	711
	785
	1017
	1336
	1177
	759
	1092
	353
	850
	425
	9264


5.18.5.7.4.2  Direct customer materials that are unserviceable durable, unserviceable expendable, or scrap to the DRMO in accordance with AR 710-2 and DRMO procedures. 
5.18.5.7.4.3  Maintain manual document register for nonexpendable items.   

Number of Turn-Ins to DRMO

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	173
	198
	252
	160
	126
	286
	191
	272
	163
	130
	136
	226
	2313


5.18.5.7.4.4  Found on Installation (FOI).  Accept all nonsensitive and nonclassified material turned in as FOI in accordance with AR 710-2. 

5.18.5.7.5  Shipping.  

5.18.5.7.5.1  Prepare shipments in accordance with ADSM 18 Series, DOD 4500-9-R, and FORSCOM Reg 710-1 (Draft), IRA Business Plan. Shipments marked “NOADRS” shall be researched and shipped to appropriate activity.  Workload in "Number of MRO's Processed”.

5.18.5.7.5.2  Construct, package, preserve, containerize, and mark items in accordance with AR 700-15, AR 746-1, MIL-P-116, MIL-STD-129M, AMC Reg 746-10 and IATA (POP) in accordance with 49 CFR for shipments of HAZMAT and AR 385-11 and TB 43-0116 for materials containing radiation.  Workload in "Number of MRO's Processed”. 

5.18.5.7.5.3  Coordinate and redirect shipment of supplies and equipment received and stored at the warehouse to off-site customers. Workload in "Number of MRO's Processed”.
5.18.5.7.5.4  Identify and mark shipping containers Automatic Return items (ARI) when determined by SARSS-O.  Workload is 10 per week. 
5.18.5.7.5.5  Store, process, and coordinate all shipments to DRMO. 

5.18.5.7.5.6  Provide HAZMAT shipping certification for customers as requested. Workload is  1 to 2 per week.
5.18.5.7.6  RX Storage.  Store, issue, and receive repairables and ensure prompt repair and return of unserviceable repairables in accordance with AR 710-2, DA Pam 710-2-2, TM-743-200-1.  

Number of RXA Transactions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	305
	285
	195
	281
	453
	525
	474
	255
	475
	383
	197
	282
	4110


Number of Receipts (D6-series)

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	200
	185
	280
	224
	336
	379
	349
	446
	317
	210
	447
	211
	3584


Number of MRO

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	90
	126
	53
	75
	94
	120
	157
	184
	163
	121
	166
	139
	1488


5.18.5.7.7  Installation Sustainment Maintenance (ISM). Prepare items for shipment not repaired at Fort Polk and send to the appropriate Installation for repair and return. Process ISM due-ins from maintenance in accordance with SARSS-O procedures.

Number of ISM Shipments

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	241
	42
	135
	133
	149
	208
	97
	250
	78
	112
	296
	208
	1949


5.18.5.7.8  Vehicle Storage.  Operate the vehicle storage yard for issuing, receiving, unloading, transporting, storing, maintaining, accounting, and shipping wheel and track vehicles and selected equipment. 

5.18.5.7.9  CLASS IV/V REPLICATED (R).  Operate a Class IV and V (R) facility to support JRTC operations and non-rotational units.  Barrier and fortification materials and replicated ammunition loads are maintained, replenished, repaired, and accounted for by the facility.  Rotational units are responsible for assembly, distribution, and reconstitution in prescribed configurations, following completion of each training exercise in accordance with JRTC Logistics Information Packet.  

5.18.5.7.9.1  Issue Class IV as listed in JRTC Logistics Information Packet on a DA Form 3161 in accordance with AR 710-2.  

Number of Class IV Issued

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	70793
	55622
	59962
	6595
	57760
	56335
	5267
	8107
	60783
	9086
	66704
	59470
	516484


5.18.5.7.9.2  Issue Class V (R) loads as listed in JRTC Logistics Information Packet on DA Form 581.  

Number of Class V(R) Pieces Issued

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	30584
	31352
	0
	1827
	34726
	38774
	0
	5918
	31776
	2280
	31870
	31923
	241030


5.18.5.7.9.3  Other items listed in JRTC Logistics Information Packet may be issued on DA Form 3161.  They include but are not limited to tents, heaters, convoy signs and flags, and fog oil.

Number of Miscellaneous Items Issued
	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	18
	37
	0
	70
	55
	40
	0
	15
	0
	0
	44
	204
	483


5.18.5.7.10  Turn-In.  

5.18.5.7.10.1  Provide 3/4-inch banding and strapping material and banding machine to unit representatives for reconfiguring items during turn-in. 

5.18.5.7.10.2  Provide technical assistance to units as required during unit reconfiguration operations, in the 8100 block area, during turn-in.  Units are responsible for assembly, palletizing, labeling and banding Class IV and Class V(R) prior to turn-in.

5.18.5.7.10.3  Receive turn-in of Class IV and V(R) items.  The PA shall provide unit representative and Contracting Officer with a copy of shortages and charges upon completion of turn-in, in accordance with the JRTC Logistics Information packet.

Number of Class IV Items Turned In

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	70651
	45940
	0
	4769
	54372
	65601
	11467
	5214
	54003
	9032
	55380
	56228
	432657


Number of Class V (R ) Items Turned In

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	30102
	30745
	0
	1827
	34214
	33655
	4023
	5418
	31967
	2226
	31367
	31175
	236716


5.18.5.7.10.4  Submit shortages and charges to the Contracting Officer.  

5.18.5.7.10.5  Notify DOL Clearance Representative when units meet clearance requirements specified in JRTC Rotational Clearance SOP.
5.18.5.7.11  Classification.  

5.18.5.7.11.1  Perform 100 percent classification of all Class IV/V (R) turned in prior to re-warehousing.  Accomplish minor repairs to items.  Approximately 15 percent of all turned-in material will require some degree of repair.

5.18.5.7.11.2  Erect and inspect all tents during the turn-in process.  Damaged tents shall be placed on work order for repair.  On average, one (1) tent per rotation must be repaired.  The losing unit will survey tents lost or damaged beyond repair.  

5.18.5.7.11.3  Dispose of unserviceable Class IV, other than wood products, at DRMO in accordance with applicable DRMO turn-in procedures.  Class IV/V(R) personnel currently make one trip per month to DRMO, utilizing three tractor-trailers for turn-in.

5.18.5.7.11.4  Wood waste over three (3) feet in length shall be turned in to DRMO.  Wood waste less than three (3) feet in length or wood waste that is rejected by DRMO shall be disposed of at the Consolidated Waste Facility located in the 8300 block at North Fort Polk, in accordance with applicable guidance and requirements of the facility. Approximately four trips per week are made to the facility.

5.18.5.7.11.5  Stencil and mark Class V(R) material/stock, as needed, with appropriate Item, Nomenclature, and Department of Defense Identification Code (DODIC), in accordance with DOD Consolidated Ammunition Catalog.

5.18.5.7.12  Order replenishment stocks of Class IV material as needed.

5.18.5.7.13  Replace Class V(R) stocks as needed. The PA shall maintain sufficient stocks on hand to support a Brigade Task Force and Echelon Above Division Units in accordance with JRTC Logistics Packet.

5.18.5.7.14  Perform on-site briefings to unit representatives when requested.  There were six (6) on-site briefings performed in FY98.  

5.18.5.7.15  Provide Class IV/V(R) support to other than Rotational Units in accordance with Command Policy Memorandum #39 - Procedures for Use of Class IV/V (R) Directorate of Logistics (DOL) stocks. Command Policy Memorandum #39 available in the Technical Library. 

5.18.5.7.16  Map Mission.  Support topographic readiness facility operations and provide customer requirements for topographic products in accordance with AR 115-10 and AR 115-11.  Such support includes, but is not limited to:

5.18.5.7.16.1  Identify and stock maps utilized by JRTC, Fort Polk and SOF units.

5.18.5.7.16.2  Identify, plan stockage levels and unit basic loads (UBL) and stock contingency maps for deploying units in accordance with published contingency plans (CONPLANS) and operation plans (OPLANS).

5.18.5.7.16.3  Provide an operational facility designed to stock and issue topographic products requested by authorized customers.

Number of Topographic Products Stocked

	FY
	Total

	99
	1,200,000


Number of Topographic Products Issued

	FY
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	99
	3750
	550
	3200
	7300
	3200
	2000
	3000
	3000
	3000
	3000
	3000
	3000
	38,000


5.18.5.7.16.4  Maintain documentation (DA From 1687, Signature Card) for authorized customers.  (Currently 56 account authorization cards are being maintained.

5.18.5.8  Central Issue Facility (CIF).  

Perform CIF operations to include responsibility for Class II expendable, nonexpendable, and durable organizational clothing and individual equipment (OCIE) on hand at contract start date and for processing transactions that affect the property book records.  Management and operation of the CIF accountable records is accomplished using the AISM 25-LA2-A09-AIX-Sum, AR 710-2, AR 735-5, and DA Pam 710-2-1.  The PA shall inventory, receipt, turn in, store, issue, exchange, and classify CIF items and maintain and process documentation.

5.18.5.8.1  General.  

5.18.5.8.1.1  Maintain property book accountability in accordance with AR 735-5.  Perform property book and supporting document functions in accordance with AR 710-2, AR 735-5, AR 725-50, and DA Pam 710-2-2.  The current reported dollar value of CIF property book is $12.5 million.  

5.18.5.8.1.2  Establish and maintain hand receipts for property with pertinent documentation.  Suspense hand receipt holder for return of property or renewal of hand receipt.  

5.18.5.8.1.3  Provide technical support to customers on matters concerning CIF property and property accountability to include assisting customers, answering questions on property related issues, and resolving discrepancies.  Brief incoming and outgoing commanders and hand receipt holders on property accountability and their responsibilities in accordance with AR 710-2, AR 735-5, and DA Pam 710-2-1.  

Total Number of CIF Transactions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	27724
	23510
	29088
	36876
	29279
	35230
	27168
	31315
	46983
	38367
	38716
	39203
	403459


5.18.5.8.1.4  Provide mobilization and deployment support functions in accordance with JRTC & FP RSOP.  List of Deployments, Mobilizations and Deployment/Mobilization Exercises is available in the Technical Library. 

aa.  Provide printouts of current hand receipts for supported units and activities upon request.  

ab.  Participate in EDRE in accordance with JRTC & FP RSOP, copy available in the Technical Library.  

ac.  Assist mobilizing and deploying units with the transfer of OCIE property.  

ad.  Provide technical assistance in functional areas of property accountability to rear party personnel of deployed units.      

5.18.5.8.1.5  Process requests for new hand receipt accounts in accordance with AR 710-2.  List of  hand receipts is in the Tech Library.

5.18.5.8.1.6  Research records concerning property identification discrepancies and prepare a DA Form 4949, Administrative Adjustment Report (AAR), to support any minor adjustments that are needed to correct data in the automated property book system, in accordance with DA Pam 710-2-1.  Approximately 20 were done in FY 99.

5.18.5.8.1.7  Maintain and update DA Form 1687 for CIF hand receipt accounts in accordance with DA Pam 710-2-1.  There are currently 158 hand receipt holders, hand receipts and DA Forms 1687 maintained at the CIF.  List of unit identification code (UIC) and name of hand receipt holders is available in the Technical Library.  

Number of Items on Hand Receipt

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	420
	3650
	62
	1157
	2161
	2229
	1720
	1006
	2647
	705
	636
	2263
	18656


5.18.5.8.1.8  Cross-level excess property prior to reporting the excess to FORSCOM for redistribution or turn-in through the ISSA in accordance with AR 710-2.

5.18.5.8.2  Functional Systems Administration.  

5.18.5.8.2.1  Serve as Functional System Administrator for CIF AISM 25-LA2-A09-AIX-SUM, dated 1 May 97.

5.18.5.8.2.2  Be the central POC for system users and or customers.

5.18.5.8.2.3  Coordinate with the functional proponent agency on functional problems and questions.

5.18.5.8.2.4  System Downtime Perform manual CIF procedures, as prescribed by DA Pam 710-2-1, when notified by the CIF AISM System Administrator that the CIF AISM will not be operational for an extended period of time.

5.18.5.8.3  Receiving Property, Incoming Shipments.   

5.18.5.8.3.1  Receive all incoming property shipments at the CIF facility. 

5.18.5.8.3.2  Perform inventory receipt stock items and update stock list for all incoming shipments. 

Number of Receipts

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	31
	55
	39
	82
	48
	47
	24
	42
	21
	36
	5
	430


Number of Items Received

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	45380
	3618
	5841
	10401
	13771
	7819
	5280
	3194
	14874
	1894
	3543
	600
	75373


5.18.5.8.4  Receipt of Turn-In.  

5.18.5.8.4.1  Establish a schedule for turn-in of OCIE, subject to the approval of the Contracting Officer.  Disseminate turn-in schedule upon approval.  Accept turn-ins of OCIE according to the schedule.  The PA shall establish a customer turn-in log to record the customer’s name, grade, reason for turn-in, and the date and time the customer logged in at the CIF turn-in point.  

Number of Turn-In Receipts

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	182
	238
	287
	214
	212
	273
	246
	308
	429
	328
	380
	247
	3344


5.18.5.8.4.2  Accept turn-in of OCIE from individuals and bulk from units in accordance with AR 710-2.  Turn-ins shall include OCIE issued to a customer, which may be comprised of all or part of the OCIE issued.  A turn-in of OCIE occurs for the following reasons: as customers or units depart the installation, when customers are reassigned on the Installation; property is returned to the CIF for organizational level maintenance; property is deleted from the individual clothing authorization; or as property is replaced with items added to the individual clothing authorization.

5.18.5.8.4.3  The PA and the customer shall jointly inspect turn-in of OCIE.  This inspection shall occur prior to accepting the property for turn-in and shall determine the property is clean and serviceable, in accordance with AR 710-2.

5.18.5.8.4.4  Turn-in of OCIE which are not complete shall be accepted as a partial turn-in until customer returns with remainder of items or brings adjustment document in accordance with DA Pam 710-2-1.  The PA shall prepare a monthly No Go report and provide to the Contracting Officer.  See CDRL Supply–7,  (Monthly No Go Report). 

5.18.5.8.4.5   Requisition and stock expendable issue items and repair parts.  These items shall be used to complete OCIE end items during turn-in.  List of Expendable Issue Items and Repair Parts is available in the Technical Library.

5.18.5.8.4.6  Determine if turn-in is unserviceable due to fair wear and tear (FWT). Accept items unserviceable due to FWT.  If unserviceable due to misuse, neglect, or damaging treatment, turn-in shall be rejected.  The customer will bring a damage statement or adjustment document to the CIF to clear record.  The PA will process applicable document in accordance with AR 735-5.

5.18.5.8.4.7  In those instances where the PA is unable to arrive at a reasonable estimate of FWT, the PA shall defer to the Contracting Officer for a determination.  If the determination is not FWT, the PA will process adjustment document. 

5.18.5.8.4.8  Accept, process, and dispose of unserviceable bulk turn-ins through the Central Receiving Point (CRP) to DRMO.

Number of Items Turned In To DRMO

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	1559
	5181
	11703
	160
	2456
	1230
	1462
	7930
	2002
	14917
	683
	908
	50191


5.18.5.8.5  Store OCIE:  

5.18.5.8.5.1  Warehouse property within the CIF in accordance with applicable directives for storage. The PA shall move and re-warehouse items due to, but not limited to, the following causes: changes in Government-furnished buildings/warehouses, influx of items, inventories of stock, serviceability of items, inspections of facilities, addition/deletions of CIF line items and rotation of stock items. 

5.18.5.8.5.2  Inventory, monitor, store, maintain, and replenish OCIE stocks in accordance with AR 710-2. The PA shall inspect, process, and transport stored OCIE stock to and from Clothing Textile Repair Shop or Government-furnished laundry as required.

Number of OCIE Pieces Laundered

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	1601
	2180
	1443
	707
	1506
	1622
	2117
	1049
	806
	1234
	1478
	764
	16507


Number of OCIE Pieces Repaired

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	142
	98
	83
	0
	299
	184
	50
	119
	94
	2
	326
	198
	1595


5.18.5.8.5.3  Process information in the CIF AISM database. The PA shall be responsible for the accuracy and completeness of daily input to the CIF AISM database. 

5.18.5.8.5.4  Review, verify, and process adjustment reports in accordance with AR 710-2.

5.18.5.8.6  Issue OCIE.  

5.18.5.8.6.1  Verify customer identity against personal identification card and issue OCIE to individuals.

Number of Individual Issues

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	226
	268
	236
	372
	252
	290
	215
	205
	309
	338
	294
	398
	3403


5.18.5.8.6.2   Verify customer identity against the DA Form 1687 and a current military identification card or civilian employee identification card for bulk issue. 

5.18.5.8.6.3  Utilize the automated issue menus in CIF AISM to issue garrison and field OCIE.  Issue shall be made to DOD civilian employees and contractor personnel when approved in writing by the Contracting Officer.  Issue OCIE on temporary hand receipts using CIF AISM automated DA Form 3161.

5.18.5.8.6.4  Issue military occupation specialty (MOS) related OCIE and maternity OCIE in accordance with CTA 50-900. List of Special Issue Items is available in the Technical Library.

5.18.5.8.6.5  Use the Consolidated Due-Out Items Report (PCN A09-4340) to manage and control items required but not issued to individuals. 

Number of Consolidated Due Out Item Report Issues

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	678
	804
	472
	1116
	504
	870
	430
	273
	350
	676
	524
	1194
	7891


5.18.5.8.7  Direct Exchange. Exchange OCIE that has been damaged through FWT or an incorrectly sized nonexpendable item.  Exchange OCIE that has been accounted for on an approved adjustment document.   

Number of Direct Exchanges

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	407
	472
	270
	367
	406
	483
	344
	391
	459
	406
	262
	509
	4776


5.18.5.8.8  Found on Installation Receipts (FOI).  Accept and process FOI OCIE using DA Form 3161. Approximately 30 per year FOI's were processed during FY 99.

5.18.5.8.9  Process lateral transfers to and from other units, installations, or activities as directed by the Contracting Officer.  

5.18.5.8.10  Initiate shipment documents and arrange for packing and crating.  The PA shall prepare transfer documentation and notify the gaining activity and gaining PBO of the pending transfer.  Update property records in accordance with AR 710-2 and DA Pam 710-2-1.  

Number of Lateral Transfers for Redistribution

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	8
	6
	9
	10
	13
	11
	11
	20
	14
	3
	10
	115


5.18.5.8.11  Establish accountability and issue to customer the equipment that is newly fielded.

5.18.5.9  Ammunition Supply Point.  

The Ammunition Supply Point (ASP) provides Class V conventional ammunition support for item receipt, storage, requisition, issue, and turn-in; document reconciliation; surveillance; inspection/classification; accounting, requisition, and stock control; ASP salvage; inventory/inventory adjustments; security; packaging for shipment; safety and fire prevention; routine maintenance of real property; care of stocks in storage; outside inspections and surveys; and AIS administration in accordance with AR 710-2, AR 190-11, AR 55-38, DA Pam 710-2-2, part 2 of DD 4500.9, Standard Automated Ammunition System (SAAS-Mod ASP) manuals and JRTC & FP Reg 75-1.

5.18.5.9.1  Receipt.  

5.18.5.9.1.1  Receipt for ammunition and process within regulatory guidelines in accordance with AR 710-2 and AR 55-38.  

Number of Receipts 

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	15
	5
	38
	23
	58
	246
	50
	47
	24
	26
	21
	37
	590


Number of Receipts (tons)

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	42.74
	41.09
	125.8
	11.28
	47.08
	137
	48
	167
	39
	28
	14,73
	280.67
	982.39


5.18.5.9.1.2  Inspect ammunition vehicles prior to entering the ASP.  Inform the Quality Assurance Specialist Ammunition Surveillance (QASAS) when vehicle discrepancies are discovered.  Complete DD Form 626 (Motor Vehicle Inspection) for vehicles carrying hazard Classes 1.1, 1.2, 1.3 or 1.4 explosives (in quantities requiring placards)  in accordance with AR 55-38, AR 55-355, DA Pam 75-5, DA Pam 385-64, and Bureau of Explosives (BOE) Pam 6-C.   Prior to unloading incoming shipments, check ammunition cargo for shortages, adequacy of blocking and bracing, and other shipping discrepancies in accordance with AR 55-38.  If shipping discrepancies are found, prepare an SF 361, Transportation Discrepancy Report, (TDR), and submit to Transportation.  

Number of Vehicles Inspected

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	107
	75
	38
	102
	114
	405
	145
	59
	67
	130
	84
	72
	1398


5.18.5.9.1.3  Pre-post receipts on SAAS-Mod ASP generated Automated Ammunition Stores Slip or manually completed DA Form 3151-R (Ammunition Store Slip). 

5.18.5.9.1.4  Escort vehicles to the designated storage location and commence unloading and inventorying. 

5.18.5.9.1.5  Verify receipts as follows:
ae.  Verify condition code, account code, lot number, and NSN. 
af.  Compare verified DA Form 3151-R to Government bills of lading (GBL), DD Form 1348-1 (DOD Single Line Item Release/Receipt Document), and DD Form 1907 (Signature and Tally Record).  Conduct a verification inventory for discrepancies between DA Form 3151-R and shipping document (e.g., GBL) as they occur.
ag.  Identify discrepancies between actual stocks received and stocks annotated on shipping documents.
ah.  Verify with Military Traffic Management Command (MTMC) in accordance with DOD 4500.9-R for receipt of Controlled Item Inventory Code (CIIC) 1 and 6 items.

5.18.5.9.1.6  Verify accuracy of and annotate GBL, DD Form 1907, and carriers’ delivery receipt. Provide copies of each document to the carrier and to Transportation. 
5.18.5.9.1.7  Notify the QASAS of any packaging or shipping discrepancies found in an ammunition shipment and initiate SF 364, Report of Discrepancy.
5.18.5.9.1.8  Post completed receipt document. 
5.18.5.9.1.9  Block, brace and apply security seals to loads with subsequent destinations.
5.18.5.9.2  Storage.  

5.18.5.9.2.1  Plan and conduct Class V storage operations.  Explosive Site Survey is available in the Technical Library.

5.18.5.9.2.2  Requisition and maintain AMC storage drawings.
5.18.5.9.2.3   Prepare and mark light boxes and nonstandard packs for shipment and storage in accordance with MIL-STD-129-1 and applicable AMC drawings.
5.18.5.9.2.4  Operations conducted within and in close proximity to ammunition magazines shall be conducted in accordance with DOD 6055.9-STD and DA Pam 385-64.

5.18.5.9.2.5  Display fire hazard symbols and chemical hazard symbols on all areas storing and holding ammunition, to include shipping and receiving areas in accordance with DOD 6055.9-STD. 
5.18.5.9.2.6  Prepare and maintain current plan-o-graphs for each ammunition storage location and furnish a copy of each plan-o-graph to the Contracting Officer.
5.18.5.9.2.7  Prepare, maintain, and update DA Form 3020-R, Magazine Data Cards (MDC), in accordance with AR 710-2. Update MDCs each time a transaction changes the balance, account, condition code, location of the lot or inventory of lot. 
5.18.5.9.2.8  Store ammunition in accordance with DOD 6055.9-STD and DA Pam 385-64. 

5.18.5.9.2.9  Transport surveillance samples from storage location to the surveillance inspection facility.  Repack and return sample to storage in the magazine area by close of business the same day that inspections are completed.  
5.18.5.9.2.10  Store Ammunition Basic Load (ABL) and training and operation ammunition in accordance with regulatory guidance. The ASP maintained 116 ABLs in FY99.  Asset Status Report is available in the Technical Library.
5.18.5.9.3  Issues.  

5.18.5.9.3.1  Accept DA Form 581, Request for Issue and Turn-in of Ammunition. 

Number of Lots (tons)

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	300
	304
	165
	705
	550
	526
	753
	344
	333
	579
	370
	341
	5270


Monthly Tonnage

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	470
	143.96
	43.90
	371.93
	304.94
	204.58
	445
	380
	360
	202
	382.24
	182.53
	3491.08


5.18.5.9.3.2  Pre-post issues to SAAS-Mod ASP and print the SAAS-Mod ASP stores slip. 

5.18.5.9.3.3  Issue ammunition to customers in accordance with DA Pam 710-2-2, FORSCOM Reg 700-4, and JRTC & FP Reg 75-1.  Resolve issue conflicts based upon direction of the Contracting Officer. Inventory and sign DA Form 3151-R and DA Form 581. 

5.18.5.9.3.4  Light boxes shall be prepared in accordance with applicable item packaging, drawings, or special packaging instructions (SPI). Prepare DD Form 836 and provide to customers. 
5.18.5.9.3.5  Inspect unit vehicles in accordance with DD Form 626.  Verify unit driver’s licenses and identification cards are valid and have been annotated to reflect the driver’s HAZMAT training in accordance with JRTC & FP Reg 75-1. Load customer vehicles in accordance with AMC Utilization and Blocking and Bracing Drawings.  Assist drivers in securing load prior to movement of vehicles within the ASP, in accordance with JRTC & FP Reg 75-1, Louisiana Department of Transportation (DOT) and CFR 49 standards. Workload in "Number of Vehicles Inspected"  table.

5.18.5.9.3.6  Distribute the DA Form 3151-R and the DA Form 581.  Post issues to the SAAS–4. 
5.18.5.9.4  Turn-ins and Reconciliations.

5.18.5.9.4.1  Live Ammunition Turn-ins.  

ai.  Accept and process ammunition turn-ins to include ammunition from original issue document, ammunition found on post (AFOP), amnesty program, confiscated ammunition, and ammunition held as evidence. 

Number of Lots (tons) Turned In

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	244
	257
	268
	201
	361
	507
	410
	268
	180
	294
	326
	334
	3650


Monthly Tonnage Turn-In

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	146.22
	97.13
	34
	100.87
	139.12
	100.40
	349
	100
	60
	86
	82
	151
	1445.74


aj.  Inspect live ammunition turn-in. Unload and segregate by sealed and unsealed ammunition and serviceable and unserviceable unsealed ammunition; unpack and identify.  Clean, repack, remark, stack, band, reload, and return to storage.  Re-inventory in storage area. 

ak.  When requested, accompany explosive ordinance disposal (EOD) personnel on Installation when they are utilizing or destroying unserviceable ammunition and explosives.  Assist with the recovery of packing material. 

al.  Annotate turn-in quantities and recommend condition code on customers’ DA Form 581. Post final transactions to SAAS–4.

5.18.5.9.4.2  Ammunition Residue Turn-in.  

am.  Verify customer turn-in. Along with customer conduct a joint physical inventory, by weight or physical counts, of ammunition residue items. Complete DA Form 581. 

Number of DODIC Ammunition Residue Turn-in

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	7
	4
	7
	5
	6
	8
	16
	13
	14
	8
	17
	5
	110


Monthly Tonnage Residue Turn-in

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	12.6
	6.8
	7.3
	1.4
	5.2
	12
	26
	20
	15
	7
	24.0
	7.4
	144.7


an.  Unload vehicles at the residue receiving area.

ao.  Conduct a 100 percent joint visual inspection of ammunition residue and packaging materials. materials with the unit..  Ensure all live ammunition is removed from the residue area immediately.   Personnel authorized to determine if material is inert will be technically qualified and designated in writing.  These personnel will sign all inert documentation stating 100% inspection has been done and material is free of explosives prior to transfer to the landfill, QRP, or DRMO.  Verification inspection is required and will be done by a government employee, that signature will also appear on the documentation.

ap.  All material certified inert will be provided physical protection in order to prevent introduction of uncertified material.  If based upon results of the sampling inspection or visual observance of incorrect protection, the material maybe assumed to be contaminated by un-inspected/uncertified items, the suspect material will be 100% re-inspected and re-certified.

aq.  Segregate expended ammunition items requiring special disposal actions and store after verifying inert material.  Special disposal actions will include items that have been designated as hazardous waste.  These items may become designated as Hazardous Waste as outlined in the EPA’s Military Munitions Rule.

5.18.5.9.5  Reconciliation of Documents.  

5.18.5.9.5.1  Reconcile the turn-in and residue DA Forms 581 against the original issue DA Form 581 for each account. Identify to the Contracting Officer shortages of residue. Unit must submit DA Form 5811-R, Shortage and Damage Statement, on all shortages.

5.18.5.9.5.2   Maintain a document reconciliation suspense file including, but not limited to, unit document numbers, SAAS–4 document numbers, suspense dates, and reconcilable date. File reconcilable issue documents with supporting documentation attached.

5.18.5.9.5.3  Review and distribute SAAS–4 report, Turn-in Suspense File, listing units and documents that have not been cleared.
5.18.5.9.5.4  Provide status of customers’ open transaction documents or ammunition accounts to customers when requested.  
Number of Customers Per Month

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	587
	480
	380
	450
	644
	571
	779
	475
	462
	564
	526
	590
	6508


5.18.5.9.6  Ammunition Surveillance, Inspection, and Classification. 
5.18.5.9.6.1  Perform ammunition inspection to include surveillance and classification in accordance with SB 742-1 and FORSCOM Regs 350-10 and 700-4. 
5.18.5.9.6.2  Input surveillance data into computer or hard copy system in order to record the outcome of surveillance inspections/actions. Systems to be used will be determined by the QASAS but may include the Ammunition Surveillance Information System (ASIS), SAAS-MOD or the current versions. 
5.18.5.9.6.3  Receive ammunition suspension and restriction notices from the United States Army  Operations Support Command (ISC) and Aviation and Mission Command (AMCOM).   Check against ASP stock records and with customers actively training for handling suspended or restricted ammunition. If customers in a training status are identified, notify Fort Polk Range Control. If any suspension or restriction affects ammunition in storage at Fort Polk, the PA shall take actions in accordance with JRTC & FP Reg 75-1 and FORSCOM Reg 700-4. 
5.18.5.9.6.4  Designate a certified Organizational Radiation Protection Officer (ORPO) in accordance with AR 385-1.
5.18.5.9.6.5  Perform electrical tests  on conductive floors, grounding systems and lightning protection systems on all structures and facilities as covered in DOD/DA regulations.  Set up and utilize a shoe tester to ensure conductive footwear is serviceable; maintain records of test results in accordance with AR 385-1. 
5.18.5.9.7  Accounting, Requisitioning, and Stock Control. 

5.18.5.9.7.1  Perform ammunition stock control function.  Maintain DA Form 1687, Delegation of Authority for Receipt of Supply and Assumption of Command Orders, in accordance with AR 710-2. Verify signature and provide instructions to customers as required.  See CDRL Supply–8, (Ammunition Supply Point Customer Log).  

5.18.5.9.7.2  Maintain historical SAAS–4 transaction records in accordance with DA PAM 710-2-2.  
5.18.5.9.7.3  Maintain stockage levels as directed by the Contracting Officer and submit ammunition requisitions as required. Submit monthly report as prescribed by FORSCOM Reg 700-4. 
5.18.5.9.7.4  Post issues and receipts of ammunition to the SRA. Receipt of class 5 items will be sent to SSA stock control section and posted to accountable records within 24 hours of receipt “ as required by AR 710-2, paragraph 3-41 b. 

5.18.5.9.7.5  Post ammunition surveillance data to the surveillance records, individual transactions in SAAS–4. 
5.18.5.9.7.6  Report receipt by serial number to item manager and WARS; report expenditure and shipment of Security Category I non-nuclear missiles and rockets, less launcher and Cartridge, 84MM, M136, AT–4, in accordance with DA Pam 710-2-2 and SAAS–4. 
5.18.5.9.7.7  Report excess serviceable, non-allocated stock.

5.18.5.9.7.8  Receive and execute NICP-imposed ammunition suspensions,  restrictions, and local suspensions.
5.18.5.9.7.9  Comply with Guided Missile and Large Rocket (GMLR) reporting requirements in accordance with AR 700-19. 
5.18.5.9.7.10  Research and provide transaction reports within two (2) workdays for specific DODIC lots as directed by Contracting Officer. 
5.18.5.9.7.11  Report Training Ammunition Management Information System (TAMIS-R) transactions through SAAS-Mod ASP4.  Perform maintenance of TAMIS-R files in accordance with TAMIS-R users’ manual.
5.18.5.9.7.12  Produce weekly ad hoc Lot Locator Report and provide to Contracting Officer.

5.18.5.9.7.13  Maintain ABL files for units assigned to Fort Polk for mobilization or deployment IAW FORSCOM Regulation 700-3. List of deployments, mobilizations, and deployment/mobilization exercises is available in the Technical Library. 
5.18.5.9.7.14  Receive, review, and submit ammunition forecasts. Transmit daily SAAS-Mod transactions to the FORSCOM Class V MMC for the purpose of WARS and UIT  reporting as required by AR 700-19 and  DA Pam 700-19 and SAAS-Mod Users’ manual. 
5.18.5.9.8  ASP Salvage Area.  

5.18.5.9.8.1  Operate the ASP Salvage Area. 
Number of Salvage Transactions

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	918
	608
	330
	1410
	1100
	1052
	1558
	688
	666
	1158
	740
	682
	10910


5.18.5.9.8.2  Store items, which may be reused locally or returned to the supply system for reuse.
5.18.5.9.8.3  All material certified as inert will be provided physical protection so as to prevent introduction of uncertified material.
5.18.5.9.8.4  Accept found on-post and amnesty turn-ins of residue at the ASP Salvage Area in accordance with the Munitions Rule 62 FR 6621, 12 Feb 97, and FORSCOM Reg 700-4.  Range residue shall not be accepted unless directed by the Contracting Officer.
5.18.5.9.8.5  Issue packing materials from the ASP Salvage Area to units for repackaging live ammunition and components for turn-in by the unit.
5.18.5.9.8.6  Remove components containing radioactive isotopes from ammunition residue and store them in accordance with AR 385-11.  Notify the Installation Safety Office of turn-in of radioactive components requiring disposal.
5.18.5.9.8.7  Demilitarize ammunition residue and components and inert and dummy ammunition items in accordance with DOD 4160-21-M-1 and the applicable Demil Code. 

5.18.5.9.8.8  Maintain the ASP salvage area in a clean and organized manner.

5.18.5.9.8.9  Segregate all residue items (caliber, type of metal, box size, etc).               Clearly mark each pallet, box or container (IAW latest directive from DOD/DA)                   That containers have been inspected and are free from explosives or hazardous                    Materials.

5.18.5.9.8.10  Prepare all inert certification and shipping documentation for                    Material being transferred to DRMO, QRP or landfill, as appropriate.
5.18.5.9.9  Inventories and Adjustments.  The ASP performs one inventory for CAT I ammunition monthly, by serial number, and a wall-to-wall 100 percent inventory quarterly for a total of 16 inventories per year, in accordance with AR 710-2. Perform special inventories as directed by Accountable Officer (AO) or required IAW AR 710-2 paragraph 24-27d. (6) and paragraph 24-52d (6). 
5.18.5.9.10  Security.  

5.18.5.9.10.1  Safeguard ammunition and explosives stored within the ASP by executing security procedures for building and personnel access and key control in accordance with AR 190-11.  

Number of ASP Inspections

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	12


5.18.5.9.10.2  Comply with the “two person rule” in accordance with AR 190-11 and HQDA, message 141445Z Aug 95, subject: Physical Security of Category I Missiles Regarding Access to Security Category 1 Non-Nuclear Missiles and Rockets.
5.18.5.9.10.3  Post and maintain current DA Form 4604-R, Security Construction Statement, in each ammunition magazine at the ASP in accordance with HQDA, DAMO-ODL message 021500Z Oct 95.
5.18.5.9.10.4  Ensure that ammunition items are stored in magazines in accordance with security requirements specified in AR 190-11 and HQDA, DAMO-ODL message 141445Z Aug 95.  CIIC 1, 2, and 6 items shall remain in storage until immediately before issue and upload on a commercial or military carrier.

5.18.5.9.10.5  Provide an escort for personnel requiring access to the ASP that are not listed on the unaccompanied access roster.  This escort shall be provided within fifteen (15) minutes of notification during duty hours. The escort shall remain with the person(s) being escorted.  The escort who signs a person or persons into the ASP shall be responsible for that person or persons until they are signed out of the ASP. 

Number of ASP Escort Requirements

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	294
	240
	190
	225
	322
	286
	389
	238
	231
	282
	263
	295
	3255


5.18.5.9.10.6  Submit names of PA personnel to be included on the unaccompanied access roster to the Contracting Officer.

5.18.5.9.10.7  Test and reset Improved Security Intrusion Integrity Detection System (ISIIDS) in accordance with AR 190-11 and JRTC & FP Reg 190-11.  There are 33 ISIIDS currently in use at the Fort Polk ASP. 
5.18.5.9.10.8  Plan, prepare documentation, block and brace vehicles, and ship ammunition, ammunition residue, components, and packing materials as approved by the Contracting Officer. 
Number of Ammunition Shipments

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	0
	0
	0
	0
	0
	10
	5
	4
	0
	2
	1
	7
	29


Tons Shipped
	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	.11
	0
	17.28
	0
	0
	15.69
	38
	41
	0
	.08
	0
	.64
	176.16


5.18.5.9.11  Safety and Fire Prevention.  

5.18.5.9.11.1  Provide ammunition and explosives (A&E) storage and safety in accordance with DA Pam 385-64.
5.18.5.9.11.2  Maintain ASP real property in accordance with AR 190-11, AR 710-2, AR 385-64, and DA Pam 385-64. 
5.18.5.9.11.3  Hours of Operation. Respond to requests to open and operate the ASP at hours other than those listed within four (4) hours of notification by the Contracting Officer, in accordance with JRTC & FP Reg 75-1.  

Number of ASP After-hour Requirements

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar 
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	
	6
	4
	5
	4
	6
	4
	8
	3
	5
	6
	5
	8
	64


5.18.5.9.12  Care of Stocks in Storage (COSIS).  Maintain ammunition and ammunition packaging in accordance with AR 385-64, DA Pam 385-64, applicable drawings and ammunition SOP’s or as directed by the Contracting Officer. 
5.18.5.9.13  SAAS-4-MOD ASP4.  The PA shall perform AIS administration for SAAS-Mod ASP in accordance with SAAS-Mod ASP operation manuals.

5.18.5.9.14  Certification.   Ensure that HAZMAT shipments are certified in accordance with 49 CFR.

5.18.6  Material Maintenance

The Performing Activity (PA) shall provide unit, direct support, general support, and limited depot level maintenance support on Army tactical and commercial ground equipment for Joint Readiness Training Center (JRTC) and Fort Polk, tenant units, rotational units, contractors, other Army installations and Army Regulation (AR) 5-9 area of responsibility in accordance with AR 700-132, AR 735-5, AR 750-1 and applicable Technical Manuals (TM) 10-, 20-, 30-, and 40-series. The maintenance mission currently supported includes:

· Artillery Weapons

· Fire Control/Optical Equipment

· Small Arms

· Combat Vehicles

· Tactical Vehicles

· Communications and Electronics Equipment

· Communications Security/Controlled Crytographic Item (COMSEC/CCI) and related equipment

· Integrated Commercial Intrusion Detection Systems (ICIDS)

· Post Public Address System

· Construction Equipment

· Materiel Handling Equipment

· Installation and Depot-Peculiar Service Equipment

· Machine Tools

· Shop Support Equipment

· Non-tactical Vehicles 

· Power Generators

· Components

The PA duties include, but are not limited to:

5.18.6.1  General.  

5.18.6.1.1  Provide maintenance support to customers during regular duty hours of operation as defined in Section C.1, except for Operations Group, to include Opposing Forces, which shall be provided on a 24 hour per day, 7 days per week basis.

5.18.6.1.2  Evacuate not repairable this station (NRTS) end items and components to designated facilities of the same or higher categories of maintenance when repair is beyond authorized capability or capacity.  

5.18.6.1.3  Include in the Contract Management Plan applicable Army materiel maintenance policies including, but not limited to, AR 750-1, AR 5-9, Department of Army (DA) Pamphlet (Pam) 738-750, applicable equipment Integrated Logistics Support Plans (ILSP), Army Forces Command (FORSCOM) directives, Integrated Sustainment Maintenance (ISM) Business Process Manual (BPM) copy available in the Technical Library, and Fort Polk maintenance directives.  

5.18.6.1.4  Participate in meetings, briefings, and conferences relative to the maintenance mission and as directed by the Contracting Officer. The PA can expect to participate in 156 events per year.  

5.18.6.1.5  Develop and provide to the Contracting Officer an external maintenance standing operating procedure (SOP) for customer use to obtain maintenance support.  The SOP shall be updated after a change in conditions or procedures affects support requirements and shall be reviewed semiannually.  

5.18.6.1.6  Process and dispose of scrap material in accordance with Department of Defense (DOD) 4160.21, AR 710-2, AR 755-3, and local regulatory requirements.

Tons of Scrap Material FY99
	 
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	Heavy Metal
	7.5
	8.1
	8.1
	6.9
	6.9
	1.2
	7.3
	3.9
	0
	9.4
	2.6
	7.1
	69

	Light Metal
	1.5
	1.4
	6.3
	0
	3.1
	.8
	2.1
	.9
	0
	2.1
	.4
	4.9
	23.5

	Aluminum
	1.7
	1.9
	1.8
	.6
	.5
	.3
	.9
	.6
	0
	.7
	.2
	.3
	9.5

	Totals
	10.7
	11.4
	16.2
	7.5
	10.5
	2.3
	10.3
	5.4
	0
	12.2
	3.2
	12.3
	102


5.18.6.1.7  Provide maintenance-related technical information on Army ground supported equipment as directed by the Contracting Officer.  

5.18.6.1.8  Receive, review, maintain, distribute, and implement material maintenance related messages in accordance with AR 750-1 and as directed by Contracting Officer.  

Number of Message Received FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	32
	41
	22
	18
	39
	44
	68
	53
	87
	62
	56
	71
	593


5.18.6.2  Quality Control.  

5.18.6.2.1  Perform quality control activities associated with functions performed under this contract in accordance with AR 750-1, AR 725-50, ISM BPM, and amplifying Fort Polk regulations provided by the Contracting Officer.  

5.18.6.2.2  Develop and submit a PA Quality Control Plan that includes an International Standards Organization (ISO) 9002 tailored manual, in accordance with the BPM, ISO 9000 Series guidance, and the National Sustainment Maintenance Manager (NSMM) ISM Expanded (ISM-X) Quality Assurance Manual Implementation Support Plan (QAMISP) (ISO 9002 tailored) for the NSMM ISM program.  

5.18.6.2.3  Participate with the Government on ISO 9002 (tailored) required external and internal audits as directed by the Contracting Officer 

5.18.6.2.4  The PA shall provide at least one senior inspector for major end items and one senior inspector for weapon systems to perform technical and verification inspections. 

5.18.6.3  Technical Inspections.  

See Technical Exhibit (TE) Maintenance - 1, Workload by Task Code and TE Maintenance - 2, Workload by Equipment, for supporting workload for technical inspections. 

5.18.6.3.1  Verify that equipment meets acceptance standards specified in AR 750-1, AR 735-5 and applicable TM 10-, 20-, 30-, and 40-series and that any unserviceable condition is due to fair wear and tear (FWT).

5.18.6.3.2  Verify equipment damaged by other than FWT has been released from investigation or report of survey prior to repair in accordance with AR 735-5.  If a dispute occurs between a customer and the PA, the Contracting Officer shall make the final determination.  

5.18.6.3.3  Ensure logbook forms accompany equipment, when applicable, and are properly updated.  DA Form 2404, Equipment Inspection and Maintenance Worksheet, logbook forms, and work requests shall be prepared in accordance with DA Pam 738‑750.  

5.18.6.3.4  Ensure that equipment is processed in accordance with FP Regulation (Reg) 420-5, Fire Prevention and Protection, and AR 750-1 before performing maintenance or repairs.  

5.18.6.3.5  Ensure customer has removed basic issue items (BII), hazardous or explosive loads or cargo, and components of end items (COEI) except as needed to complete requested repairs prior to acceptance.  

5.18.6.3.6  Perform an initial inspection to determine work, parts and man-hour requirements and prepare DA Form 2404 in accordance with AR 750-1 and applicable TM 10-, 20-, 30-, and 40-series.   

5.18.6.3.7  Perform in-progress inspections as required.  

5.18.6.3.8  Determine repair eligibility based on maintenance expenditure limit (MEL) in accordance with AR 750-1.  The MEL shall not be exceeded unless authorized by the Contracting Officer.  

5.18.6.3.9  Provide reports, evaluations, and technical exhibits for equipment under investigation or when required by the Contracting Officer.  
5.18.6.3.10  Perform estimated cost of damage (ECOD) and actual cost of damage (ACOD) in accordance with DA Pam 738-750 or when directed by the Contracting Official or designated representative.   

5.18.6.3.11  Perform classification and product Quality Deficiency Report (QDR) (Standard Form (SF)-368) inspections at locations on Fort Polk and AR 5-9 area of responsibility for major assemblies being returned to supply by supported units, in accordance with AR 710-2, DA Pam 738-750, and DA Pam 738-751. 

5.18.6.3.12  Perform final inspection upon completion of maintenance action in accordance with AR 750-1 and applicable TM 10-, 20-, 30-, and 40-series.  

5.18.6.4  Administration and Production Planning and Control (PP&C).

5.18.6.4.1  Provide maintenance administration and PP&C services, using the Automated Information System (AIS) Standard Army Maintenance System-Installation/Table of Distribution and Allowances (SAMS-I/TDA).  

5.18.6.4.2  Receive, edit, and process work requests in accordance with AR 750-1 and DA Pam 738-750 or as directed by the Contracting Officer.  Maintain current DA Form 1687, Notice of Delegation of Authority–Receipt for Supplies, for all customers.  

Number of DA Forms 1687 Maintained FY99
	FY99
	Quantity

	
	250


5.18.6.4.3  Accept equipment or items for authorized levels of maintenance from customers possessing a valid DA Form 1687 on file, unless otherwise directed by the Contracting Officer. See TE Maintenance-3, Authorized Customers.  Prepare, process, and verify data and input into SAMS-I/TDA.  Input all data into SAMS-I/TDA within two (2) workdays of the event that requires data to be input into SAMS-I/TDA. 

5.18.6.4.4  Operate Government-furnished AIS.  Responsibilities in this area include, but are not limited to, effective use and administration of SAMS-I/TDA resources, commercial off-the-shelf (COTS) software and hardware, and maintenance-associated automatic data processing equipment (ADPE).  Coordinate with Government and non-Government AIS specialists and provide user assistance and AIS problem identification, definition, and resolution.  Provide AIS user level maintenance and AIS security.

5.18.6.4.5  Verify, prepare, and process AIS required data and provide maintenance work request documents for repair.  Establish and maintain suspense files on open DA Forms 2407 or equivalent.  Establish and change priorities of work as directed by the Contracting Officer.  Use AIS data to perform functional analysis of maintenance operations

5.18.6.4.6  Maintain Government-furnished property (GFP) and technical documentation for SAMS-I/TDA including, but not limited to, the End User Manual for Administrators and Operators Manual number AIS Manual 25-L2S-AHR-HPC-EM (T), the End User Manual number AIS Manual 25-L2S-AHR-HPC-EM (F) (copies available in the Technical Library), and other maintenance AIS documentation as directed by the Contracting Officer.  

5.18.6.4.7  Provide an Information Systems Security Officer (ISSO) for SAMS-I/TDA in accordance with AR 380-19 and process password requests and deletions as required for AIS to perform the materiel maintenance mission.  

5.18.6.4.8  Perform AIS administration for SAMS-I/TDA in accordance with the End User Manual for Administrators and Operators Manual number AIS Manual 25-L2S-AHR-HPC-EM (T). 

5.18.6.4.9  Provide SAMS-I/TDA data and reports on maintenance operations as required or as directed by the Contracting Officer and recommend improvements.   Provide reports within two (2) workdays after the ending date of the report.

SAMS-I/TDA
	Report Name/Number
	Weekly
	Monthly
	As Required

	Final Maintenance Request P-Account Summary Report, AHR-449
	
	
	X

	Maintenance Cost by Project Code, AHR-372
	
	
	X

	Maintenance Production Backlog Report, AHR-437
	
	X
	

	Maintenance Statistical Report, AHR-762
	
	X
	

	Maintenance Turnaround Time, AHR-509   (by Equipment Category Codes as requested)
	
	
	X

	Monthly P-Account Backlog Report, AHR-447
	
	X
	

	Pacing Items Report, AHR-765                                (by Unit Identification Coded as requested)
	X
	
	

	Scheduled Services Report, AHR-491                     (by NSN as requested)
	
	X
	

	Supply Statistical Reports, AHR-764
	
	X
	

	Work Standards Listing, AHR-754                            (by Shop Sections as requested)
	
	
	X

	Workload Schedule Listing by Work Order Number, AHR-603    (by Shop Section as requested)
	
	
	X

	ADHOC Reports
	
	
	X


5.18.6.4.10  Coordinate for repairs with customers at their locations.  Accept and coordinate customer requests for deferred maintenance in accordance with AR 750-1. Number of repairs at customer locations Oct FY98 through Jun FY99 was 1,800.

5.18.6.4.11  Provide work request status and parts information to customers.  Notify customers when items are ready for pickup within one (1) workday of completion of work. The PA shall notify the Contracting Officer if customers have not picked up material within five (5) workdays after initial notification.  

5.18.6.4.12  Establish and maintain work order files required by AR 750-1 and DA Pam 738-750.  

5.18.6.4.13  Maintain maintenance records required by ISO 9002 and BPM.

5.18.6.4.14  Input data into SAMS-I/TDA for one-time purchases of repairs, parts, and maintenance services with outside vendors.

Production Planning and Control Workload Data FY99
	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep

	Work Orders
	2322
	1932
	1243
	2385
	2113
	2151
	2013
	2228
	2001
	865
	2262
	2016

	Standard Reports
	143
	143
	143
	143
	143
	143
	143
	143
	143
	143
	143
	143

	Non-Standard Reports
	209
	327
	289
	342
	418
	372
	421
	310
	462
	195
	403
	295

	Systems Maintenance
	152
	152
	152
	152
	152
	152
	152
	152
	152
	152
	152
	152


5.18.6.5  Maintenance Shop Supply.  

5.18.6.5.1  Provide maintenance shop supply including the functions of procuring, receiving, unpacking, storing, warehousing, inventorying, locating, and issuing repair parts, petroleum, oil, and lubricant (POL) products, and supplies in accordance with DOD 4145.19-R, DOD 4160.21-M, AR 710-2, AR 725-50, AR 735-5, and AR 740-3. 

5.18.6.5.2  Maintain supply stocks required for performing the maintenance mission in accordance with AR 710-2 or as directed by the Contracting Officer.  Number of lines stocked as of 1 Aug 99 was 11,471 with a value of $7,526,512. 

5.18.6.5.3  Process repair parts requisitions and conduct follow-up of requisitions in accordance with AR 710-2.  

5.18.6.5.3.1  Determine the status of related due-in parts and provide updates to the Contracting Officer through SAMS-I/TDA reports and maintenance workload meetings.  

5.18.6.5.3.2  Requisition follow-up actions including, but not limited to, processing cancellations on requisitions, requesting assistance of the Army Material Command (AMC) Logistics Assistance Office (LAO) to expedite parts delivery, and requesting items through Defense Logistics Agency.  Make use of the Cannibalization Point (CANN PT) for needed items.  

5.18.6.5.4  Edit requisitions using the Army Master Data File (AMDF) or appropriate supply catalogs. 

5.18.6.5.5  Requisition repair parts using SAMS-I/TDA.  Commercial items that cannot be cross-referenced to a national stock number (NSN) or that are coded local purchases (LP) shall be procured.  

5.18.6.5.5.1  Verify that items received match requisitions and that quantities received agree with quantities requisitioned.  Shortages, overages, damage, missing documents, and other discrepancies shall be documented and submitted on Report of Discrepancy, SF 364, in accordance with AR 710-2.  

5.18.6.5.6  Inventory shop supplies in accordance with AR 710-2 and AR 735-5.  

5.18.6.5.7  Process and dispose of unserviceable and excess repair parts in accordance with AR 710-2 and AR 735-5. 

5.18.6.5.8  Input all data into SAMS-I/TDA within two (2) workdays of the event that requires data to be input into SAMS-I/TDA.

Shop Supply Workload Data FY99

	FY99
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Requisitions 
	1749
	2171
	3123
	2033
	2988
	3452

	Off-Line Requisitions
	53
	46
	44
	65
	38
	72

	Cancellations
	50
	38
	96
	188
	693
	227

	Follow-ups
	1
	11
	2
	1
	49
	8

	Document Modifiers
	17
	11
	9
	54
	44
	54

	Receipts
	 765
	 674
	  960
	 1097
	 2184
	 2206

	Items Issued
	5940
	8812
	3411
	7469
	17069
	8332

	Quantity Issued
	81959
	106435
	35784
	78990
	632346
	58995

	Deadline Locations
	262
	323
	297
	391
	319
	276

	Turn in of unserviceable repair parts 
	64
	33
	45
	25
	58
	87

	Turn in of excess repair parts
	1
	214
	117
	504
	1068
	485

	FY99
	Apr
	May
	Jun
	Jul
	Aug
	Sep

	Requisitions 
	3488
	2958
	3489
	2873
	3723
	3691

	Off-Line Requisitions
	52
	59
	55
	59
	51
	39

	Cancellations
	401
	278
	212
	167
	111
	113

	Follow-ups
	49
	6
	388
	39
	42
	222

	Document Modifiers
	84
	55
	88
	61
	91
	69

	Receipts
	3485
	2347
	3187
	2554
	3385
	3574

	Items Issued
	8425
	10633
	11566
	3203
	6573
	6252

	Quantity Issued
	61181
	68146
	56349
	17837
	34431
	22469

	Deadline Locations
	251
	308
	355
	305
	317
	392

	Turn in of unserviceable repair parts
	94
	85
	113
	50
	35
	59

	Turn in of excess repair parts
	119
	50
	32
	0
	0
	0


          One month’s pick tickets (Aug 99) are in Technical Library 

          Designated Programs Participation. 

5.18.6.5.9  Modification Work Order (MWO) Program.  

5.18.6.5.9.1  Receive and store MWO kits. Received 2,401 MWO kits were received during the period Oct 98 to Jun 99.   Coordinate with installation units to develop a schedule for delivery and distribute accordingly.  Dispose of return items in accordance with AR 710-2 and instructions provided in MWO or Installation plans.  

5.18.6.5.9.2  At the direction of the Contracting Officer, conduct a self-assessment of technical ability—production, equipment, parts, storage capacity—administrative capability to respond to proposed MWO requirements.  Provide the self-assessment data as a basis for the Government to develop bids for installation of MWO kits.  Apply appropriate categories of MWO to equipment as directed by the Contracting Officer.  

Number of MWO Bids FY99
	Routine
	Urgent
	Emergency

	371
	14
	3


5.18.6.5.9.3  Maintain MWO installation records in accordance with AR 750-10 and FORSCOM Memorandum of Agreement dated Jan 98.

5.18.6.5.10  Army Warranty Program.  

5.18.6.5.10.1  Coordinate the Army Warranty Program and serve as the Installation Warranty Coordinator (WARCO) in accordance with AR 750-1, AR 750-43, and Technical Bulletin(TB) 750-25.  

5.18.6.5.10.2  Coordinate warranty verification, perform technical inspections, and make authorized repairs.

Number of Warranty Actions FY99

	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	46
	31
	19
	12
	63
	61
	52
	38
	123
	21
	32
	18
	516


5.18.6.5.10.3  Provide warranty information to customers when requested.  

5.18.6.5.10.4  Provide liaison between customers and vendors of equipment under warranty and resolve questions relating to vendors' responsibilities.  

5.18.6.5.10.5  Coordinate movement of warranty items from storage to shop.  

5.18.6.5.10.6  Comply with Army Oil Analysis Program (AOAP) provisions of warranty technical bulletins for items under warranty.  

5.18.6.5.11  AOAP.

5.18.6.5.11.1  Take oil samples from equipment pursuant to completion of work requests, in accordance with AR 750-1.  

Number of Ground Equipment Samples Taken FY99

	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	292
	113
	1069
	239
	301
	584
	378
	282
	648
	432
	283
	331
	4952


5.18.6.5.11.2  Deliver AOAP samples to the oil analysis laboratory, pick up the results of oil analyses, and take required maintenance action.  

5.18.6.5.11.3  Use the AOAP as a diagnostic and quality control tool in performance of the maintenance mission.  

5.18.6.5.11.4  Coordinate with the Government and other contractors providing logistics data and support, as directed by the Contracting Officer.

5.18.6.5.11.5  Provide maintenance support and supplies to AOAP contractor as directed by the Contracting Officer.

5.18.6.5.11.6  Certify unit level AOAP monitors in accordance with TB 43-0106, DA Pam 738-750, and DA Pam 738-751.

5.18.6.5.12  Integrated Sustainment Maintenance (ISM):

5.18.6.5.12.1  Provide a Local Sustainment Maintenance Manager (LSMM) to manage the ISM program in accordance with BPM. 

5.18.6.5.12.2  Coordinate with the Government and other contractors providing ISM logistics data and support as directed by the Contracting Officer.

5.18.6.5.12.3  Assist in posturing the Government to effectively compete for ISM workload.  Develop the estimated cost for performing general support level repair of components managed within the ISM program. Each estimate prepared by the PA shall include, but not be limited to, cost data on man-hours, repair parts, and other materials to perform the proposed repairs.  Estimates shall be submitted to the Contracting Officer no later than five (5) working days, unless otherwise directed by the Contracting Officer prior to the date at which the Government is required to submit a bid for the Regional Center of Excellence (COE) component repair line.   

Number of ISM Bids FY99
	Regional Lines  Consider of Bids
	Regional Bids
	National Bids
	Total Bids

	54
	8
	7
	15


5.18.6.5.12.4  Perform maintenance functions as specified in the most current ISM BPM and as directed by the Contracting Officer.  Comply with changes in ISM business practices as promulgated through updates to the BPM.  

5.18.6.5.12.5  Operate as an ISM COE in accordance with BPM and as directed by the Contracting Officer.  

5.18.6.5.12.6   Receive, transport, and ship ISM COE component items in accordance with BPM or as directed by the Contracting Officer.  

5.18.6.5.12.7  Process, inspect, test, and repair ISM COE component items in accordance with BPM and as directed by the Contracting Officer.  Use Form ISM-001 in accordance with QAMIP for inspection documentation. Provide at least one senior inspector to inspect ISM COE component items.

5.18.6.5.12.8  Comply with Servicing requirements as reported and directed by the Contracting Officer for resolution of component failures or QDR requirements in accordance with BPM.  

5.18.6.5.12.9  Obtain approval from the Contracting Officer before requisitioning a COE item from wholesale supply system in lieu of repair.  

5.18.6.6  Unit Level Maintenance.  

See TE Maintenance–1 Workload by Task Code, TE Maintenance–2, Workload by Equipment, and TE Maintenance–3, Authorized Customers and Levels of Maintenance, for unit level maintenance supporting workload.

5.18.6.6.1  Perform unit level maintenance on Army ground equipment in accordance with AR 750-1, AR 735-5, AR 700-138, DA Pam 738-750, AR 738-751, AR 750-35, DA Pam 750-1, and TM-10-series guidance.  

5.18.6.6.2  Perform unit level inspections and correct unit level discrepancies.  

5.18.6.6.3  Accomplish unit level tasks required by the AOAP.  Take oil samples from equipment specified in AR 750-1 pursuant to completion of work requests.  Deliver AOAP samples to the Army Oil Analysis Laboratory, pick up the results of oil analyses, and perform required maintenance in ​accordance with AR 750-1 and supporting directives.  

5.18.6.6.4  Perform recovery operations in accordance with AR 750-1. Workload for recovery operations is in TE Maintenance–1.

5.18.6.6.5  Load and unload items from transportation conveyance when received for maintenance or return to customers.

5.18.6.6.6  Perform preventive maintenance checks and services (PMCS) in accordance with AR 750-1, applicable TM-10-series, lubrication orders (LO), and commercial service manuals. Workload for PMCS is in TE Maintenance–1.

5.18.6.7  Direct Support and General Support Maintenance.  

See TE Maintenance–1, Workload by Task Code, TE Maintenance –2, Workload by Equipment, and TE Maintenance​​​–3, Authorized Customers and Levels of Maintenance, for direct and general support workload.

5.18.6.7.1.1  Perform direct support and general support level maintenance on Army ground equipment in accordance with AR 750-1, AR 735-5, AR 700-138, DA Pam 738-750, AR 738-751, AR 750-35, DA Pam 750-1, and applicable TM 10-, 20-, and 30-series manuals.  

5.18.6.7.1.2  Load and unload items from transportation conveyance when received for maintenance or repair for return to customers. 

5.18.6.8  Limited Depot Maintenance.

See TE Maintenance–1, Workload by Task Code, TE Maintenance–2, Workload by Equipment, and TE Maintenance–3, Authorized Customers and Levels of Maintenance, for limited depot maintenance supporting workload. 

5.18.6.8.1  Provide depot level maintenance in accordance with AR 750-1, AR 735-5, AR 700-138, DA Pam 738-750, AR 738-751, AR 750-35, DA Pam 750-1, Depot Maintenance Work Releases (DMWR), and applicable TM 10-, 20-, 30-, and 40-series manuals on selected items under the Specialized Repair Activity (SRA) program or as directed by the Contracting Officer.  

5.18.6.8.2  Load and unload items from transportation conveyance when received for maintenance or repair for return to customers.

5.18.6.8.3  Identify SRA requirements using appropriate TMs and other reference materials, in accordance with AR 750-1.  

5.18.6.8.3.1  Develop required data and submit appropriate forms to the Contracting Officer for SRA approval by proponent agency, in accordance with AR 750-1. The Contractor can expect a maximum of five SRA submissions a year.

5.18.6.8.3.2  Perform required inspections in accordance with the approved SRA. 

5.18.6.9  Support Maintenance Services.

See TE Maintenance–1, Workload by Task Code, TE Maintenance–2, Workload by Equipment, for support maintenance services supporting workload. 

5.18.6.9.1  Provide sewing services in accordance with applicable TM 10-8400 and TM 10-8340 series. Items to be serviced include, but are not limited to, organizational clothing and individual equipment (OCIE), tentage and canvas, vehicle covers, and tactical vehicle reupholstering.

5.18.6.9.2  Provide fabrication services to facilitate maintenance, repair, and modification of equipment or items on DA Form 2407 to support customer work requests, as directed by the Contracting Officer.   


5.18.6.9.3  Conduct joint classification inspection of items submitted by Central Issue Facility (CIF). 

5.18.6.9.4  Maintain a COMSEC maintenance account and perform COMSEC custodial duties in accordance with AR 380-40, AR 640-15, TB 380-40 and TB 380-41. Ten (10) COMSEC lines were managed in FY99.

5.18.6.9.5  Perform packing, crating, and preservation, including fabrication and repair of containers, in accordance with ISM BPM.

5.18.6.9.6  Receive and deprocess new equipment in accordance with fielding plans.

5.18.6.9.7  Operate the Installation CANN PT in accordance with AR 710-2, DA Pam 710-2-2, AR 750-1, and DOD 4160.21M.  Workload approximately 20 pieces annually.

5.18.6.9.8  Provide transportation for CANN PT items between the CANN PT and the designated Defense Reutilization and Marketing Office (DRMO) location.

5.18.6.9.8.1  Receive and process requests from authorized customers.  Processing includes, but is not limited to, identification, removal, cleaning, and shipping requested part(s).

5.18.6.9.8.2  Prepare equipment for final disposition; schedule and turn in through the define 1st wage (SSA) to DRMO. 

5.18.6.9.9     Provide battery support and exchange services, IAW TM 9-6140-200-14                      and the DGSC Vehicular Battery Consignment Program, copy available in the                     Technical Library, and Fort Polk maintenance directives.  Batteries shall be tested,                     Charged and re-charged using Government furnished Battery Charging and                      Verification Equipment (BATTCAVE).  Approximately 664 batteries (total of used                       And new batteries) are issued annually and 150 batteries are turned in to the                      Vendor under the DGSC  Vehicular Battery Consignment Program annually.

5.18.6.9.9.1       Accept batteries from customers and issue re-charged batteries.

5.18.6.9.9.2      Test used batteries for recoverability.  Clean, fill with electrolyte,                      charge utilizing pulse technology, monitor batteries during charging process and re-test used batteries.  Issue recovered used batteries.  Fill, charge and  test new batteries.

5.18.6.9.9.3       Maintain benches, clamps, cables, test and charging equipment,                       and electrolyte and battery storage areas.  Perform spill containment, clean up and neutralization as it occurs.

5.18.6.9.9.4   Palletize unserviceable batteries for pick-up by vendor under                       the DGSC Vehicular Battery Consignment Program.  Receive, store and  issue new batteries delivered by vendor under the DGSC Vehicular  Battery Consignment Program

5.18.6.9.10  CO2 and dry chemical fire extinguisher shall be recharged, repaired, and hydrostatic tested by an existing contract. The fire extinguisher contractor picks-up and delivers fire extinguishers every Tuesday. The PA shall provide a fire extinguisher pick up and delivery point for customers and the fire extinguisher contractor.   The PA shall check the expiration date on each fire extinguisher and identify those items requiring hydrostatic testing to the fire extinguisher contractor.  On each scheduled pick-up, the PA shall provide the fire extinguisher contractor with a DA form 2407 listing the quantity, type and size of fire extinguishers to be picked up for service, as well as a description of work to be performed.  Upon return of the fire extinguishers, the PA shall perform a visual inspection of the fire extinguishers for serviceability and quantity.  The PA shall provide a copy of the fire extinguisher contractor’s invoice and a completed copy of DD Form 250 indicating quantity received to the Contracting Officer within two working days.


5.18.6.10  Pre-positioned Fleet. 

See TE Maintenance –1 Workload by Task Code, TE Maintenance–2, Workload by Equipment, for manage pre-positioned fleet supporting workload.                    

5.18.6.10.1  Conduct a joint inventory of equipment, Prescribed Load List (PLL), and BII with rotational unit representative in accordance with AR 735-5. Issue and maintain accountability. Issue equipment, PLL, and BII to rotational unit within three (3) days from start of issue.  Containerize PLL prior to issue in accordance with JRTC Rotating Units Information Package.  

5.18.6.10.2  Maintain required TDA documentation for pre-positioned fleet equipment and ensure equipment is stored and accounted for in accordance with AR 750-1, AR 710-2, and AR 735-5.

5.18.6.10.3  Pre-positioned equipment to be made available to rotating units at the D-180 Planning Conference is in the Pre-positioned Equipment Density List.  Rotating units shall provide point of contact and DA Form 1687 with assumption of command orders.  

5.18.6.10.4  Finalize equipment requirements with the rotating unit at the D-90 Planning Conference.  Changes to equipment requirements after the D-90 Planning Conference must be approved by the Contracting Officer.

5.18.6.10.5  Coordinate with rotating units for equipment turn-in twenty-four (24) hours prior to scheduled turn-in.  

5.18.6.10.5.1  Inspect equipment for fuel quantity, cleanliness, and complete and serviceable BII, in accordance with hand receipt and applicable TM 10 & 20 series manual, AR 750-1 (Para 3-1a as applied to training aids) and AR 385-55 Section II Vehicle Safety Standards, for Fully Mission Capable (FMC) condition.  Record discrepancies on DA Form 2404 and provide to rotational unit.  Assist the rotating unit in correcting discrepancies that are beyond its capability.  

5.18.6.10.5.2  Perform final inspection and reconcile turn-in documents and discrepancies before accepting equipment.  Perform joint inventory with rotational unit representative in accordance with AR 735-5.  Complete turn-in of equipment within three (3) days from start of turn-in. Correct remaining discrepancies after the equipment is turned in, bringing equipment to FMC condition IAW applicable TM 10 & 20 series manual, AR 750-1 and AR 385-55. The JRTC prepo fleet will be maintained as a minimum to Fully Mission Capable (FMC) condition. The next revision to FORSCOM Reg 350-50-2 (Training at the JRTC) will reflect FMC as the minimum condition.

5.18.6.10.5.3  Prepare and submit a Memorandum of Shortages and Non-FWT Costs to the Contracting Officer. (CDRL  Maintenance–1)

Pre-positioned Equipment Density List
	Item
	Qty On Hand
	Qty Available to Rotating Units
	Average Number Per Rotation*
	Average Miles Per Rotation

	HOWITZER LIGHT TOWED: M119
	14
	12
	12
	275

	SEMITRAILER FLAT BED: BREAKBULK/CONT TRANSPORTER
	10
	7
	6
	N/A

	SEMITRAILER LOW BED: 40 TON 6 WHEEL W/E
	7
	4
	4
	N/A

	SEMITRAILER TANK: 5000 GAL BULK HAUL SELF-L
	5
	3
	2
	N/A

	TRUCK UTILITY: TOW CARRIER ARMORED 1-1/4 TON 4 M966
	22
	16
	14
	294

	TRUCK UTILITY: TOW HOW 1-1/4 TON 4 M1097
	14
	12
	11
	251

	TRACTOR WHEELED: DIESEL 4X4 W/EXCAVATOR AND FR
	12
	4
	4
	189

	TRUCK AMBULANCE: 4 LITTER ARMORED 4X4 W/E 
	18
	12
	12
	416

	TRUCK LIFT FORK: DED 6000 LB VARIABLE REACH
	10
	7
	5
	51 Hours

	TRUCK LIFT FORK: DIESEL DRIVEN 4000 LB CAP ROUGH
	5
	3
	3
	33 Hours

	TRUCK UTILITY: CARGO/TROOP CARRIER 1-1/4 TO
	257
	216
	204
	368

	TRUCK UTILITY: CARGO/TROOP CARRIER 1-1/4 TO
	33
	25
	23
	319

	TRUCK TRACTOR: LET 6X6 66000 GVW W/W C/S
	10
	4
	3
	328

	TRUCK UTILITY: ARMT CARRIER ARMORED 1-1/4 TON
	40
	30
	26
	517

	TANK AND PUMP UNIT LIQUID DISPENSING TRUCK
	5
	3
	2
	154

	TRACTOR FULL TRUCK D LOW SPD: DIESEL MED DBP W/B
	6
	4
	4
	155 Hours

	TRAILER AMMUNITION: 1-1/2 TON 2 WHEEL W/E
	6
	4
	4
	N/A

	TRAILER CARGO: ¾ TON 2 WHEEL W/E
	49
	40
	40
	N/A

	TRAILER CARGO: 1-1/2 TON 2 WHEEL W/E
	44
	35
	30
	N/A

	TRAILER TANK: WATER 400 GALLON 1-1/2 TON 2
	22
	17
	16
	N/A

	TRUCK CARGO: DROP SIDE 5 TON 6X6 W/E
	74
	63
	58
	341

	TRUCK DUMP: 5 TON 6X6 W/E
	9
	7
	4
	316

	TRUCK LIFT FORK: DIESEL DRIVEN 10000 LB CAP ROUGH
	5
	4
	4
	47 Hours

	TRUCK TRACTOR: 5 TON 6X6 W/E
	7
	4
	3
	428

	TRUCK WRECKER: 5 TON 6X6 W/WINCH W/E
	11
	5
	3
	533

	LIGHT SET TOW 7K
	10
	7
	7
	N/A


*Average 10 rotations per year

5.18.6.11  Support for Operation Group.

 See TE Maintenance–1, Workload by Task Code, TE Maintenance–2, Workload by Equipment, and TE Maintenance–4, Operation Group Equipment, for supporting workload.

5.18.6.11.1  Provide support for selected items of equipment. 

5.18.6.11.2  Operate and maintain Unit Level Logistics System–Ground (ULLS-G) AIS in accordance with “end user’s manual” version AISM-25-L3Q-AWC-ZZZ-EM (copy available in the Technical Library) and AR 738-750.

5.18.6.11.3  Store vehicles and equipment for the Operations Group (OPSGRP). 

5.18.6.11.4  Dispatch vehicles utilizing ULLS-G in accordance with DA Pam 738-750.

5.18.6.11.5  Perform field repairs and vehicle recoveries in accordance with applicable tm 10- and 20-series manuals, JRTC and Fort Polk Letter of Instruction (LOI), JRTC Rotating Units Information Package, and as directed by the Contracting Officer. Make 90 percent of equipment identified with * in TE Maintenance - 4 available one (1) day prior to rotation start date.

5.18.7  TRANSPORTATION 

The Performing Activity (PA) shall provide Transportation services for Fort Polk, the Joint Readiness Training Center (JRTC), tenant units and units within the AR 5-9 area of responsibility.  These services include shipment, receiving and storage of personal property, the movement of personnel for exercises, contingency deployments to and from ports of embarkation, natural disasters and humanitarian relief, and the movement of military and civilian personnel for domestic and overseas travel.   The PA duties include but are not limited to:

5.18.1.1  Conduct Transportation Operations.  

5.18.7.1.1  Provide technical direction, management, and evaluation of the traffic management aspects of the Department of Defense (DOD) transportation movement program on a worldwide basis.

5.18.7.1.2  Coordinate actions with military organizations and carrier industry representatives on transportation matters.

5.18.7.1.3  Submit monthly traffic activity reports to Contracting Officer for approval.  See CDRL Trans – 1 (Monthly Traffic Activity Report) 

5.18.7.1.4  Maintain and operate Transportation TAMIS-R in accordance with applicable TAMIS-R directives.  List of transportation STAMIS systems include:

· Transportation Operational Personal Property System (TOPPS)

· Army Airlift Clearance Authority Remote System (ACCA-R)

· Global Air Transportation Execution System (GATES)

5.18.7.1.5  Develop an external Standing Operating Procedure (SOP) for Transportation functions for customer use to obtain transportation services.  The SOP shall be updated after a change in conditions or procedures that affect  requirements and reviewed  semi-annually.

5.18.7.2  Support Personal Property Operations.

Manage and operate a multi-service Personal Property Shipping Office (PPSO) supporting Retirement, Separation, Permanent Change of Station (PCS), Temporary Duty (TDY), and local moves.  

5.18.1.1.1  Provide service to include but not limited to advising, counseling, arranging for, preparing and distributing documentation for DOD personnel and dependents on personal property shipments in accordance with DOD 4500.9-R, Part IV.  

5.18.7.2.1  Perform personal property functions using the Government-provided Transportation Operational Personal Property System (TOPPS) Automated Information System (AIS).  If the system is non-operational, the PA shall continue functions and place information into TOPPS system when it becomes operational.  

Number of Transactions

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	731
	671
	728
	669
	627
	651
	959
	922
	1036
	948
	910
	764
	10347


5.18.7.2.2  Provide counseling to customers on personal property entitlements and responsibilities.  Prepare documentation to request, schedule, and monitor personal property shipments.  Counseling shall include, but is not limited to, individual, group, or special briefings in and away from the Personal Property Shipment Office (PPSO) in accordance with Joint Federal Travel Regulation (JFTR) and Joint Travel Regulation (JTR).  Order, maintain and offer Government handouts to each customer served.  

5.18.7.2.3  Provide specialized, expeditious assistance to customers who receive short notice, Bluebark (death of member, immediate family member or dependent), or emergency movement directives in accordance with DOD 4500.9-R, Part IV.

5.18.7.2.4  Consign shipments in accordance with the Personal Property Consignment Guides - Domestic and International.  Route and book shipments with the carrier agent using TOPPS in accordance with DOD 4500.9-R, Part IV.  Prepare, distribute, and file Government Bills of Lading (GBLs) in accordance with DOD 4500.9-R, Part IV.     

Number of GBL

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	231
	199
	245
	207
	212
	269
	416
	386
	384
	339
	292
	239
	3419


5.18.7.2.5  Furnish estimated cost for shipment and storage of personal property for civilian Permanent Change of Station (PCS). Include a cost comparison between commuted rate and Government Rate method, for inclusion in travel orders when requested by Civilian Personnel Advisory Center (CPAC) or Civilian Personnel Operation Center (CPOC) in accordance with Domestic Personal Property Rate Solicitation and GSA Commuted Rate Schedule for Transportation and Storage of Household Goods.  Provide information to the CPAC or CPOC, as applicable, within two (2) workdays of request.  

5.18.7.2.6  Review and resolve discrepancies identified in outbound Government Bills of Lading comeback copies, weight tickets, and inventories.  Weight data shall be input into TOPPS in accordance with DOD 4500.9-R, Part IV.  

5.18.7.2.7  Complete the Statement of Claimant when property is moved at owner's expense and provide to the Customer within one (1) workday.

Number of Claims

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	21
	14
	13
	15
	15
	20
	13
	10
	17
	18
	31
	15
	202


5.18.7.2.8  Brief and assist customers in processing inconvenience claims against carriers in accordance with DOD 4500.9-R, Part IV.  

5.18.7.2.9  Prepare and provide a Request for Advance Payment of Mobile Home stating Government authorized cost upon request from customer.  
Number of Mobile Home Requests

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	1
	1
	0
	0
	1
	1
	1
	0
	1
	0
	0
	0
	6


5.18.7.2.10  Prepare customs documents in accordance with Personal Property Consignment Guide.   
5.18.7.2.11  Administer the Non-temporary Storage (NTS) Program.  

5.18.7.2.11.1  Schedule the movement of non-temporary storage of personal property and distribute DD Form 1164, Service Order for Personal Property, to the Contracting Officer for approval and to storage companies prior to scheduled dates in accordance with DOD 4500. 9-R, Part IV.

Number of NTS Shipments

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	76
	49
	68
	57
	45
	55
	107
	82
	63
	63
	46
	51
	762


5.18.7.2.11.2  Maintain files and review monthly for expired storage entitlements and advise customer of expiration.  Prepare modifications to Basic Ordering Agreement (BOA) and submit to the Contracting Officer  to extend or terminate non-temporary storage in accordance with DOD 4500.9-R, Part IV.  

Number of NTS Shipments On-Hand

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP

	99
	1326
	1326
	1341
	1348
	1352
	1350
	1399
	1434
	1421
	1424
	1405
	1401


5.18.7.2.11.3  Provide invoice report to all storage companies for non-temporary storage lots in warehouse facilities in accordance with BOA. Verify changes, update TOPPS, and forward reconciled invoice reports to the Contracting Officer for certification.  Upon approval, submit reconciled reports to DFAS for payment in accordance with DOD 4500.9-R, Part IV.  

Number of Invoice Reports

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	24
	1
	1
	36
	2
	3
	36
	3
	3
	1
	2
	1
	113


5.18.7.2.11.4  Provide yearly renewals and renegotiations to storage companies prior to the 15th of October each year.  There are approximately forty (40) yearly renewals.  

5.18.7.2.12  Prepare DD Form 2278, Application for DO It Yourself Move, and provide to customer.  Upon return of comeback DD Form 2278, compute final cost and submit to the Contracting Officer for certification within two (2) workdays.  Upon certification, submit to DFAS within two (2) workdays in accordance with JFTR.  

Number of DITY Moves and Final Computations

	FY 99
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	Moves
	113
	122
	115
	98
	93
	132
	170
	195
	193
	200
	171
	131
	1733

	Computs
	85
	76
	88
	75
	70
	86
	74
	63
	118
	139
	154
	124
	1152


5.18.7.2.13  Notify customer of shipment arrival and provide disposition instructions to agents in accordance with DOD 4500.9-R, Part IV.

5.18.7.2.14  Monitor and review Storage In-Transit (SIT) shipments, notifying customer and agent prior to storage expiration date in accordance with DOD 4500.9-R, Part IV.  Provide storage extensions DD Form 1857, Temporary Commercial Storage at Government Expense, to the Contracting Officer for approval in accordance with JFTR.  Upon approval, forward to agent. 

5.18.7.2.15  Process and schedule pickup, delivery, of SIT shipments with carrier storage companies.  Provide disposition of shipment to agents or carriers in accordance with DOD 4500.9-R, Part IV.    
Number of Shipments Placed in SIT

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	183
	185
	207
	187
	148
	176
	143
	117
	227
	228
	205
	197
	2203


5.18.7.2.16  Provide counseling to customers concerning privately owned vehicles (POVs) at time of request.  

5.18.7.2.17  Initiate tracer action on shipments after RDD when requested.  

Number of Tracer Actions

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	45
	56
	51
	44
	18
	13
	18
	25
	65
	78
	80
	44
	537


5.18.7.2.18  Prepare diversion and Long-Delivery-Out Certificates upon request, submit to the Contracting Officer for review and certification and distribute to the carrier and agent in accordance with JFTR, JTR and DOD 4500.9-R, Part IV. 

Number of Certificates Submitted

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	0
	3
	8
	2
	2
	2
	5
	3
	0
	2
	4
	3
	34


5.18.7.2.19  Administer the Direct Procurement Method (DPM) Contract.  

5.18.7.2.19.1  Prepare and present Drayage Orders to the Contracting Officer for verification and signature.  Upon approval, distribute to DPM contractors for scheduled pickups and deliveries prior to due dates.  

Number of Drayage Orders

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	116
	72
	93
	113
	102
	125
	130
	128
	155
	149
	172
	120
	1475


5.18.7.2.19.2  Allocate DPM shipments to the freight carrier by preparing GBL using TOPPS, or manually if the Destination Transportation Office is not in TOPPS, and submit to the Contracting Officer for verification and approval.  Distribute GBL to the DPM contractor prior to the scheduled pickup date. 

5.18.7.2.19.3  Acknowledge receipt, determine disposition of property, and maintain suspense files on DPM shipments on hand and due in in accordance with DPM contract and DOD 4500.9-R, Part IV.  

5.18.7.2.20  Prepare monthly a computerized request for contract services in Acquiline in accordance with directives from Fort Polk Directorate of Contracting.  Request shall be submitted to the Contracting Officer for review and signature fifteen (15) days prior to the start of the month for submission to the Director of Contracting.  An end of month reconciliation is accomplished on FP Form 139 (Amendment/ Modification Request and commitment) and submitted to the Director of Contracting (DOC) along with DD Form 250 (Material Inspection and Receiving Report) to close out the month in accordance with Memorandum of Agreement between JRTC & Ft Polk and Defense Military Pay Office, Ft Polk.  There were 14 requests submitted in FY 97.  

5.18.7.2.21  Maintain a record, by calendar year, of the annual number of shipments and pounds per DPM contract line item.  This record shall be provided to the Contracting Officer no later than the last working day in January each year.  See CDRL - Trans – 2  (DPM Record).
5.18.7.2.22  Prepare DD Form 1384, Transportation Control and Movement Documents (TCMD) for DPM shipments going overseas.  Obtain Air Clearances for these same shipments using the Army Airlift Clearance Authority Remote System (ACCA-R) in accordance with DOD 4500.32-R and DOD 4500.9-R, Part IV. 

5.18.7.2.23  Verify and process invoices.  Submit with supporting documents to the Contracting Officer for approval.  Upon approval, forward invoices to DFAS within two (2) workdays of receipt.  

Number of Invoices

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	7
	0
	5
	4
	1
	2
	2
	4
	1
	0
	3
	2
	31


5.18.7.2.24  Receive and verify DD Forms 619 or 619-1, Statements of Accessorial Services Performed.  Submit to the Contracting Officer for certification.  Upon certification distribute documents to the agent or carrier within two (2) workdays of receipt.

5.18.7.2.25  Provide validated copies of GBL, DD Form 619 or 619-1 to carriers when originals have been lost. 

5.18.7.2.26  Prepare letter to extend shipping entitlements for customers. Submit to the Contracting Officer for approval.  Upon approval, provide original copy to customer the next workday in accordance with JFTR.  

Number of Letters

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	10
	18
	7
	5
	8
	21
	16
	12
	7
	15
	8
	19
	146


5.18.7.2.27  Provide assistance to customers in computing excess cost and collect excess cost using DD Form 1131, Cash Collection Voucher.  Prepare SF Form 215, Deposit Ticket and deposit Money Order or Cashiers Check at the Installation Bank at least weekly.  

Number of Collections

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	9
	13
	8
	3
	5
	0
	8
	6
	11
	1
	8
	2
	74


5.18.7.3  Provide Passenger Movement.  

Manage and operate a multi-service travel office, in conjunction with the current travel services contract, to support military, DOD civilian personnel and family members. Requests for travel may be received by telephone, walk-in, fax, or e-mail.

5.18.7.3.1  Provide service to include but not limited to advising, counseling, arranging, preparing, and distributing documentation for military and authorized DOD civilian personnel and their dependents.

5.18.7.3.1.1  Receive, review, and analyze individual passenger movement requests, select and request passenger movement mode as to priority, origin, and destination.  Request selected mode that will meet the needs of the customer.  Confirm, prepare and review travel documents upon issuance to customer in accordance with JFTR, JTR, DOD 4500.9-R, Part I, Passenger Movement and AR 55-355.  Monitor the travel services contract for Defense Travel Region 5 (DTR5) and report any discrepancies on DA Form 5479-R, Contract Discrepancy Report as described in the DTR5 Contracting Officer's Representative duties document.  

Number of Invoices

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	482
	324
	278
	385
	395
	394
	560
	461
	566
	511
	480
	472
	5308


5.18.7.3.1.2  Prepare DD Form 730, Receipt for Unused Transportation Request and/or Tickets Including Unused Meal Tickets, for tickets issued by other Commercial Travel Offices (CTO) outside the Defense Travel Region 5 (DTR5) area.  Submit documentation to appropriate agencies in accordance with JFTR, JTR and DOD 4500.9-R, Part I, and current Travel Services contract.  This is a regulatory requirement, however the Installation has not performed this function during the past three years.  

5.18.7.3.1.3  Request commercial airline reservations and tickets from the CTO for overseas travel when no Air Mobility Command channels (scheduled flights) are available.  Verify that the travel office has routed passenger to meet mission requirements in accordance with AR 55-28 and AR 55-46.

5.18.7.3.1.4  Issue DD Form 652, Meal Tickets, to individual and groups, and brief customers on proper use of tickets in accordance with DOD 4500.9-R, Part I, and the JFTR.  

Number of DD Form 652

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	9
	5
	0
	2
	0
	13
	0
	1
	18
	0
	26
	13
	87


5.18.7.3.1.5  Verify and balance Government Travel Service (GTS) credit card account monthly using GTS software ensuring that proper orders and charges for each account are attached to invoices and credit memorandums. GTS discrepancies are corrected or disputed with CTO or credit card company in accordance with DOD 4500.9-R, Part I, and the DTR5 Contract.  Forward GTS payment voucher with supporting documents to the designated MTMC Contracting Officer’s Representative for approval.  Upon approval, forward to DFAS.  

5.18.7.3.1.6  Verify and balance corporate ground travel account monthly, ensuring that proper orders and charges for each account are attached to invoices and credit memorandums.  Verify Corporate Ground Travel discrepancies are corrected with service provider or disputed with credit card company.  Prepare SF 1034, Public Voucher for Purchases and Service Other Than Personal, for payment of the Corporate Ground Travel Account, with proper supporting documents and forward to the Contracting Officer for approval.  Upon approval, forward to DFAS.  

Number of Trips Verified for Payment

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	61
	67
	52
	101
	96
	58
	50
	66
	87
	72
	138
	72
	920


5.18.7.3.2  Provide Individual Movement.  

5.18.7.3.2.1  Provide levy briefings to individuals to explain entitlements and options for overseas permanent change of station (PCS) travel in order to prepare FP Form 760(Rev), Port Call Request, and provide the Port Call and Passport handout in accordance with AR 612-2.  These are group briefings of approximately one hour that is conducted every week.

5.18.7.3.2.2  Receive and process request for transportation of human remains (deceased personnel) and designated escort.  Prepare SF 1169, Government Transportation Request (GTR), in accordance with DOD 4500.9-R, Part I.  

5.18.7.3.2.3  Procure, stock, distribute, and account for issue and cancellation of DD 652 and SF 1169 in accordance with DOD 4500.9-R, Part I.  

5.18.7.3.2.4  Upon receipt of DD Form 460, Provisional Pass, from the Installation Provost Marshall, prepare DD Form 139, Pay Adjustment Authorization and issue appropriate transportation document.  Submit DD Form 139 to the Contracting Officer for approval.  Upon approval, submit fiscal copies to DFAS using DA Form 200, Transmittal Record, in accordance with DOD 4500.9-R, Part I.  

Number of Provisional Passes Processed

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	6
	1
	0
	0
	0
	11
	6
	6
	3
	6
	2
	6
	47


5.18.7.3.2.5  Provide customer assistance and respond to queries regarding modes of travel and associated rates in accordance with JFTR, JTR, DOD 4500.9-R, Part I, and AR 55-46.

5.18.7.3.2.6  Assist military personnel and family members traveling on emergency leave orders for soldiers assigned to Fort Polk.  If after duty hours, the Field Grade Officer of the Day (FOD) will make initial contact with the on-call person.  Receive and review orders and make travel arrangements through appropriate travel agency in accordance with DOD 4500.9-R, Part I.  Audit travel schedule and process for ticketing.  Provide the After Hours Procedures Handout to Rotational Units and advise them to go through the FOD to the after-hours service center for the CTO.  

5.18.7.3.2.7  Receive travel authorization message from Overseas Command for unaccompanied family travel.  Review, determine entitlements, and implement actions to process travel orders in accordance with AR 55-46.  

Number of Orders

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	13
	3
	13
	12
	5
	12
	7
	5
	9
	4
	8
	11
	102


5.18.7.3.3  Provide Group Passenger Movement.

5.18.7.3.3.1  Receive, review and analyze request for group travel.  Determine the appropriate mode of transportation based on mission requirements and cost.  

5.18.7.3.3.2  Request and confirm international or domestic Group Travel requests and changes through Air Mobility Command, US TRANSCOM, or local CTO.  A group is defined as twenty-one (21) or more personnel for air travel in accordance with DOD 4500.9-R, Part I. 
5.18.7.3.3.3  Changes shall be submitted to GATES or local CTO/ US TRANSCOM as required.

5.18.7.3.3.4  Prepare travel packet to include DA Form 4600, complete DD Form 1341, Report of Commercial Carrier Passenger Service, and memorandum of itinerary.  Brief group leader and issue in accordance with AR 55-46.  

Number of Group Requests and Travel Packets

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	3
	5
	0
	0
	1
	1
	5
	2
	1
	4
	1
	2
	25


5.18.7.3.4  Provide Bus Travel.  

5.18.7.3.4.1  Refer to the Military Traffic Management Command (MTMC) approved local bus carriers listing to ask for bids on movements, if unavailable request bids from USTRANSCOM.  When bids are received, determine most cost- effective carrier to meet mission.  Confirm reservation with bus carrier.  Prepare SF 1169 and DD Form 1341 and itinerary.  Brief group leader or unit representative and provide travel documentation.  

Number of Group Requests and Travel Packets

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	6
	1
	1
	3
	3
	5
	0
	7
	1
	4
	0
	9
	40


5.18.7.3.4.2  Receive the Government Charter Coach Certificate from the carrier and reconcile charges with bid received.  Provide to the Contracting Officer for approval.  Upon approval, return to carrier in accordance with AR 55-355.  

5.18.7.3.4.3  Receive and submit signed DD 1341 to MTMC.  

5.18.7.3.5  Provide Passport Service.  

5.18.7.3.5.1  Monitor and assist service members, authorized DOD civilians and family members in obtaining “no fee” passports and visas in accordance with DOD 1000.21-R, Passport and Passport Agent Services Regulation, Foreign Clearance Guides, and Passport Agents Reference Guide.  Upon receipt of authorized documentation, such as, DA Form 4787, Reassignment Processing Form, DD Form 1056, Authorization to Apply for a “no-fee” passport and or visa, travel order/authorization or DA Message, issue DSP 11, Passport Application, to customer.    
Number of DSP 11 and DD 1056

	FY 99
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	DSP 11s
	53
	30
	54
	47
	103
	149
	32
	76
	73
	37
	63
	56
	773

	DD 1056s
	53
	36
	60
	46
	105
	157
	42
	83
	75
	37
	68
	59
	821


5.18.7.3.5.2  Provide an appointed Passport Agent to receive and process passport application and visa packets in accordance with DOD 1000.21-R, Foreign Clearance Guides, and Passport Agents Reference Guide.    

5.18.7.3.5.3  Maintain and operate photography equipment for the purpose of providing passport, visa, immigration and naturalization photographs.  

Number of Photographs

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	75
	43
	75
	54
	123
	171
	59
	97
	96
	50
	76
	74
	993


5.18.7.3.5.4  Receive, assemble and post passport and visa application packets, preparing and mailing DS 1832, Passport Application Transmittal, by expedited mode, as needed, otherwise regular mail to the designated processing office.  Correct discrepancies of returned application in accordance with DOD 1000.21-R.  

Number of DD 1832

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	9
	11
	14
	8
	14
	18
	13
	15
	19
	5
	13
	18
	157


5.18.7.3.5.5  Maintain suspense file of passports and visas not yet received.  Initiate follow-up actions ten (10) days prior to customer’s departure suspense date.

5.18.7.3.5.6  Receive, verify for accuracy, post, and forward all new passports and visas to customers by expedited mode when personal circumstances require expedited mode to accomplish travel.  Travelers will pick up passports from the PA in accordance with DOD 1000.21-R as needed.  

5.18.7.3.5.7  Maintain accountability and provide for safekeeping of passports. Upon receipt of authorized travel order release passports to customers utilizing DA Form 200, Transmittal Record, if mailed.  Cancel and or destroy “no fee” passports when authorization is not received in accordance with DOD 1000.21-R.

5.18.7.3.5.8  Provide customers that are not authorized to receive a no-fee passport  with information on how and where to obtain documents required to purchase a passport.  

5.18.7.3.6  Issue Port Calls.

5.18.7.3.6.1  Review orders and book reservations using GATES.  Book reservations telephonically or fax when system is not operational.  If GATES is unable to confirm, request commercial airline reservations and tickets from the CTO for conjunctive travel when requested by the customer.    

Number of Port Call Requests

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	93
	111
	118
	104
	96
	77
	121
	83
	130
	123
	141
	212
	1409


5.18.7.3.6.2  Provide confirmation of port calls to service members, DOD civilians and family members in accordance with AR 55-46.  Service member notifications shall be provided in writing to service members' Personnel Service Unit NCO.  Change, cancel, or trace port call reservations due to order changes or customer needs in accordance with entitlements

Number of Notifications

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	93
	111
	118
	104
	96
	77
	121
	83
	130
	123
	141
	212
	1409


5.18.7.3.6.3    Receive clearance roster from Out Processing Section. Prepare port call travel documents (DA 4600), and brief travelers in accordance with AR 55-6, AR 55-28, AR 55-46, DOD 4515.13-R and directives from USTRANSCOM.  

Number of DA 4600

	FY
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	Total

	99
	15
	49
	63
	76
	50
	67
	82
	89
	79
	86
	89
	78
	823


5.18.7.3.7  Prepare cash collection document (DD Form 1131 or DD Form 139) for travelers using an alternate port incurring additional cost beyond the entitlement) in accordance with DOD 4500.9-R, Part I, and DOD 4515.13-R.  Prepare SF Form 215, Deposit Ticket, and deposit Money Order or Cashiers Check at the Installation Bank.  Verify payment by customer and release DA Form 4600.   Normally requires a deposit once monthly.

5.18.7.3.8  Monitor and evaluate passenger movement, i.e., booking performance, port call procedures, lift performance and response rate and analyze for trends in accordance with AR 55-46, DOD 4500.9-R, Part I, and DOD 4515.13-R. Provide customers and authorized agencies with duplicate copies of documentation as requested.
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