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RTD Web
Please note, depending on what agency you are registered under will  
determine what you are authorized to screen (view) and requisition (order)
on RTD Web. As an example, most DOD customers will have fewer  
restrictions than other customers. It is equally important to insure your  
using the correct DoDAAC(s) for the requisition(s) you are placing on RTD
Web. If you do not have a Account Supply Officer (ASO) listed for your  
DoDAAC to select during check out, insure they are aware of your
request(s) and encourage them to get registered as a ASO for your  
DoDAAC ASAP. To request a change of your DoDAAC Address, contact  
the appropriate Service Point of Contact . *Note: This link is valid only for
.mil and .gov domains.

https://www.transactionservices.dla.mil/daasinq/default.asp?cu=d
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DLA RTD Web Guide
*This Guide is Intended  for External Customer (Non DLA Employee) Use*

This guide picks up after the user has gained access to the  
DLA Business Portal via AMPS and has been approved for  
the RTD Customer (DDS 413) role. If you have not set up  
your AMP’s account yet, please start by clicking Here and  
then locate and click on the Step by Step Guide to Getting  

Access link

Note* Be sure to select the correct role in AMPS so your request is not rejected!

For external customer (Non DLA Employee) use role (DDS 413)

For DLA employees (other than Disp Svcs or Battle Creek) use role (DDS-369)  

Disposition Svcs and DLA Battle Creek employees use role (DDS-408)

http://www.dla.mil/DispositionServices/Business/FindandAcquireItems.aspx
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DLA RTD Web Guide
*This Guide is Intended  for External Customer (Non DLA Employee) Use*

The first step after AMPS is requesting a RTD Web Role to
use, lets get started. Log in to the Business Systems Portal
(EBS) Click Here

https://businessportal.dla.mil/consent/consent.jsp
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You are now at the first  
page of the DLA Business  
Portal. Read the Use and  
Consent information and  
then click “I Accept”.
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Getting Started
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Enter your User ID and  
Password you used in AMPS,  
then click on “Log On” *Some  
users may have CAC enabled  
accounts and will be able to  
bypass this step.
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Getting Started
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DLA Enterprise Business Systems Portal (EBS)

Go to the Disposition  
Services Tab and click on  
the RTD link
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Requesting Your RTD Web Role
This is the RTD Web  
page. You will need to  
first request a role to  
allow you to search for  
DLA property. At the  
bottom of the page  
click on Request Role
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Requesting Your RTD Web Role
From here select the  
Application that you  
require.
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Requesting Your RTD Web Role
We will use Department  
of Defense (DOD) for 
this  example
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Requesting Your RTD Web Role
Next select the Role  
you need. If you are not  
a ASO (Account Supply 
Officer) than select  
screener. Then click on  
Submit. *Note: Do not 
select ASO if you are 
not authorized to do so. 
If you are not sure, 
contact your chain of 
command first. For this 
example we will select 
DOD Screener.
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Requesting Your RTD Web Role
Next insure all your  
information is correct  
including your DoDAAC
then hit the Submit 
button. 
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Requesting Your RTD Web Role
Your request for your  
RTD Web Role has  
now been sent. You will  
receive an email when  
it has been approved.
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DLA RTD Web Guide
There are a few ways a user can get to DLA RTD Web. The first is by going to the  
main page of DLA Disposition Services located here:

http://www.dla.mil/DispositionServices.aspx 

Or

The DLA Landing page located here:  
https://business.dla.mil/landing/index.jsp

Or

Directly to the business portal by going here:  
https://businessportal.dla.mil/consent/consent.jsp

This guide will start by using the first option but will still end up covering all three.

http://www.dla.mil/DispositionServices.aspx
https://business.dla.mil/landing/index.jsp
https://businessportal.dla.mil/consent/consent.jsp
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Disposition Services Home Page
This is the DLA  
Disposition Services  
Home page. Here you  
will find many helpful  
links and information on  
DLA and more. To get  
started with RTD Web,  
click on “Doing Business  
With Disposition Svcs”
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Disposition Services Home Page
Then click on “Find and  
Acquire Items”
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Disposition Services Home Page
Then click on  
“Search for  
Property”. There is  
some other helpful  
information located  
here also if needed.  
If you are helping  
someone else get  
started with RTD  
Web the link to the  
guide and AMPS  
are also located  
here.
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The DLA Landing page
This is the DLA Landing  
Page. From here click on  
“ Registered Users Login  
Here”.
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You are now at the first  
page of the DLA Business  
Portal. Read the Use and  
Consent information and  
then click “I Accept”.
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DLA Business  Portal
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Enter your User ID and  
Password you used in AMPS,  
then click on “Log On” *Some  
users may have CAC enabled  
accounts and will be able to  
bypass this step.
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DLA Business  Portal
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Requesting Your RTD Web Role
You should now see a  
DOD (or other  
Application you applied  
for) link has been  
added to your list to the  
left. You are now ready  
to start screening for  
property.
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RTD Web Main Page
From here you can 
search and requisition 
DLA property. For this 
example I will use a 
DOD customer role,  
yours may be  different 
*You will  not have the 
extra  dark blue boxes  
on the far left of  your 
screen as  displayed
here.
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RTD Web Main Page
On the top of this page 
is announcements  
pertaining to RTD  
Web. Please check this 
from time to time as it  
may contain helpful 
information for you.



LOBALLY RESPONSIVE SUPPLY CHAIN LEADERSHIP
WARFIGHTER-FOCUSED, GLOBALLY RESPONSIVE, FISCALLY RESPONSIBLE SUPPLY CHAIN LEADERSHIP

WARFIGHTER FIRST  - PEOPLE & CULTURE   - STRATEGIC ENGAGEMENT - FINANCIAL STEWARDSHIP  - PROCESS EXCELLENCE 2

RTD Web Main Page
Just below  
Announcements is 
Requisition Status. 
When you requisition 
property from RTD 
Web you will see it 
listed here. This will 
provide you with 
basic information of  
your order(s).
*After time these  
will drop off this list 
and be unavailable 
for you to view. 
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RTD Web Main Page
Next is the Want List.  
This is where you go to 
manage your Want  List. 
You can not  create them 
from  here but I will cover  
that later. Next is Request 
Role and My Pending 
Roles, both of which you  
should have already have 
used to gain access to 
RTD Web so they will not 
be covered in this guide.
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RTD Web Main Page
Going back to the top  
of the page, hover over  
DOD. This will cause  
the field to expand and  
give you further  
options. DOD Search is  
where you go to screen  
for DLA property. DOD  
Shopping Cart is where  
your incomplete orders  
will be held. Last, is the  
Edit Profile link you can  
make changes to your  
profile. For now, click  
on DOD Search
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RTD Web Property Search Page
This is the main RTD 
Search page. At the top 
of the page you see a  
Search and Clear  
Search Criteria box.  
Below that is your  
DoDAAC selection  box 
(you may only  have one 
to pick  from). You have  
some Sort By  choices 
also. Next  is the field 
box to  add up to 70,000  
NIIN’s or NSN’s or  you 
can upload  them by 
clicking the  Browse
button.
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RTD Web Search Page
Next is the Federal  
Supply Classes (FSC) 
box where  you can 
input up to16 FSC’s 
separated by a space. If 
your not sure what FSC 
you need you can  
search for it from the list 
below. To select more 
than one FSC from the 
list just hold down the 
Ctrl key.
Lastly you can perform 
a Item name search 
by  typing it in the Item  
Name field.
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RTD Web Search Page
Moving down the page, you can  
search by DTID if known (up to  
20). Next is Container ID (not  
currently used), RTD Screening  
Cycle (recommended to leave  
all of them checked) and Supply  
Condition Code. As an  
example, If you want to restrict  
the system from pulling supply  
condition code items in “H”, just  
uncheck the box. Like wise with  
the RTD Screening Cycles.
Note*Screening cycles EXP  
DOD and EXP FCA DON are  
not currently being used*. See  
page 20 for more details on  
Screening Cycles.
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*Note on RTD Screening Cycles

DOD Days 1-14 (to include first 7 days of Accumulation)

GSA (Transfer Cycle – FEDERAL customers) Days 15-35 after Accumulation Close *
GSA (Donation Cycle – State Agencies for Surplus Property (SASP)) Days 36-40 after  

Accumulation Close *
*When conducting property searches on RTD web, all property within the GSA screening  
cycle must be requisitioned via GSAXcess.gov

RTD2 Days 41-42 of cycle (All customers eligible – last chance)

OCONUS (overseas)

FEPP Foreign Excess Personal Property (DOD and Federal – Days 1-21)

FEPD Foreign Excess Personal Donation (Donation – Days 22-42)

RTD2 Days 43-45 (All customers eligible – last chance)

Please be sure to note the screening cycle of the item(s) your requesting as some  
cycles may have restrictions or other requirements to get them
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RTD Web Search Page
If you are unsure of the  
RTD Screening Cycle or  
supply condition code  
descriptions, just click on  
the RTD Screening Cycle 
or Supply Condition Code 
text and it will provide you 
with a pop up window with  
the descriptions. This holds  
true with any underlined  
text on the RTD Web page.
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RTD Web Search Page
Next you can have the  
system search by DLA  
Site Location(s), Miles  
from a DoDAAC or Zip  
Code. At the bottom of  
the page is another set  
of Search and Clear  
Search Criteria buttons.  
Please note that unless  
your sure you want to  
reduce the systems  
search options it’s  
recommended to leave  
them default (all options  
checked) to provide you  
with the maximum  
available inventory.
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RTD Web Search Page
Now we will preform a  
search for items  currently 
available on  RTD Web. 
For this  example I have 
only  typed in NSN (2320-
01-107-7155) in the NSN 
field box. Nothing else is  
required for this  search 
so click on the Search 
box to



LOBALLY RESPONSIVE SUPPLY CHAIN LEADERSHIP
WARFIGHTER-FOCUSED, GLOBALLY RESPONSIVE, FISCALLY RESPONSIBLE SUPPLY CHAIN LEADERSHIP

RTD Web Search Results Page
This is the result of the  
search I requested for the  
NSN. If you are done with  
this search you can return  
to the previous search  
page by clicking on the  
Return to Search. Next is  
your Shopping Cart  
(currently empty). The next  
field is your Search Criteria  
that shows you all of your  
search requirements you  
had from the previous  
page. In this case I only  
used a NSN, if you click on  
the “See NIIN List” it will  
show you the NIIN(s) you  
used for this search.
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RTD Web Search Results Page
Next is the Want List  
but I will cover that  
later. Moving down the  
page you will see the  
Search Results field  
that shows all results  
from the search. If you  
want to send your  
results to an Excel  
sheet just click on  
Download all ### Items  
and it will generate a  
Excel data sheet for  
you with information  
from the search.
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RTD Web Search Results Page
Being that we had 174 items  
that matched we have  
several pages to look at. You  
can move to the next page  
by clicking on the top right
>> If photo(s) or other 
information is available for  
the item(s) you will see them  
here. For this demonstration  
we will use the first item on  
the list. Click on the photo to  
show more information.
Note, not all items have  
additional information and  
may require you to contact  
the DLA Field site if you  
need more information.
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DTID Characteristics
After clicking on the  
photo you will be  
brought here to the  
DTID Characteristics  
page. This will provide  
you with more pictures  
and Disposition  
Services site added  
information (if available).  
By clicking on the small  
photo it will expand it on  
the right for easy  
viewing. There may be  
additional Disposition  
Services site added  
information provided by  
the field site further  
down this page.
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RTD Web Search Results Page
Just below the picture
you will find a blue icon
with a question mark
inside it.
This is used if you want to  
send an email to the field  
site that has the item in  
question. After clicking on it
a it will take you to another  
page to type in your
question. When done, click  
on Submit Question. It will
automatically return you to  
the previous screen. If you  
change you mind and no  
longer want to ask a  
question just click on
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RTD Web Search Results Page
To the left of the  
ask question icon  
is a globe icon.
Use this to locate  
other items that are  
similar to the  
item(s) you just  
searched for. In  
this case clicking  
on the globe icon  
provided 89  
additional items of  
interest.
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RTD Web Search Results Page
To the left of the globe  
is a shopping cart. If  
this is the item you  
want than click on it to  
begin the order  
process. For this  
example we will click  
on the shopping cart  
for this item.
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After clicking on the  
shopping cart you will be  
brought here. To continue  
with ordering this item, enter  
the quantity you wish to  
requisition (only one  
available on this DTID) and  
your Serial Number provided  
by your ASO/PBO. If they  
did not provide you one than  
you can create your own (4  
character, Alphanumeric) I  
will use Serial Number  
“TEST” for this example.  
then click on Save to Cart. If  
you have changed your mind  
just click on Return to  
Previous Page to cancel this  
step.
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Add Items to Shopping Cart
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Add Items to Shopping Cart
*Please note the location of  
your item as it may be  
located overseas and your  
request may be denied  
unless you have a mission  
essential need for it.
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DOD Shopping Cart
After clicking on Save to  
Cart you will be brought  
back to your Search  
Results page. In the  
Shopping Cart field you  
will now have 1 item in  
it. You can continue this  
process for up to 50  
items (DTID’s). If you do  
not want this item you  
can remove it from your  
cart by clicking on the  
shopping cart icon with  
a red circle on it. For  
this example we will  
make this the only item  
we need and click on  
Check Out.
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DOD Shopping Cart
After clicking on  
Check Out you  
will be brought to  
this page. You  
have a option to  
change the  
Priority of your  
order, default is
15. If you have a  
mission critical  
need for the item  
than change it to a
3. Do not abuse  
this option or
change it to a  
number lower
than 3 or your
request(s) my be  
denied.
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DOD Shopping Cart
Next is the Signal Code.  
Use this option if your  
are requesting that the  
item(s) your ordering  
need to be shipped to a  
address other than the  
one on your primary  
DoDAAC. If this is  
needed than change the  
Signal code from a “D”  
to “M”. Then add the  
other DoDAAC in the  
Supp Address box. For  
this example we will not  
use the Supp Address  
and keep the Signal  
Code as a “D”.

WARFIGHTER FIRST  - PEOPLE & CULTURE   - STRATEGIC ENGAGEMENT - FINANCIAL STEWARDSHIP  - PROCESS EXCELLENCE 4



LOBALLY RESPONSIVE SUPPLY CHAIN LEADERSHIP
WARFIGHTER-FOCUSED, GLOBALLY RESPONSIVE, FISCALLY RESPONSIBLE SUPPLY CHAIN LEADERSHIP

WARFIGHTER FIRST  - PEOPLE & CULTURE   - STRATEGIC ENGAGEMENT - FINANCIAL STEWARDSHIP  - PROCESS EXCELLENCE 4

Next is your ASO  
selection. Some  
DoDAAC’ s have  
mandatory ASO  
requirements that will  
require you to select  
one before you can  
continue. Just click on  
the one that your  
working with from the  
list. If you do not see  
your ASO on this list it’s  
because they have not  
registered in RTD Web  
as the ASO and need to  
do so. Always be sure  
to keep your ASO  
informed of your RTD  
Web request.
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DOD Shopping Cart
Moving down the page are the  
final steps to ordering this item.  
Select what influenced your  
decision from the list. If you are on  
the DLA site and conducting a  
“walk-in Requisition” than check  
this box. If you are picking the item  
up because you are required to or  
you are not wanting DLA to ship it  
to you than click “Customer Pick-
up”. *If a screener selects the
walk-in option the system will
automatically select the customer  
pick up box. Lastly, click on Submit  
Requisition to complete your order  
request or Return to go back.
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DOD Shopping Cart
After clicking on Submit  
Requisition you will be sent to this  
page. If you selected a ASO from  
the previous page you will see a  
message at the top letting you  
know they have been notified of  
your request for this item. It is your  
responsibility to insure your  
ASO/PBO is aware and approves  
of your request(s) on RTD Web. It  
is also important for your ASO to  
respond to your request quickly as  
DLA will not “hold” the item(s) and  
will be available for other  
screeners to requisition until your  
ASO approves your request.
From here just click on Return

WARFIGHTER FIRST  - PEOPLE & CULTURE   - STRATEGIC ENGAGEMENT - FINANCIAL STEWARDSHIP  - PROCESS EXCELLENCE 4



LOBALLY RESPONSIVE SUPPLY CHAIN LEADERSHIP
WARFIGHTER-FOCUSED, GLOBALLY RESPONSIVE, FISCALLY RESPONSIBLE SUPPLY CHAIN LEADERSHIP

WARFIGHTER FIRST  - PEOPLE & CULTURE   - STRATEGIC ENGAGEMENT - FINANCIAL STEWARDSHIP  - PROCESS EXCELLENCE 5

RTD Web Main Page
You will be brought  
back to the RTD Web  
Main Page. Under the  
Requisition Status  
field it will display your  
order you just placed  
and the current action  
it is in. This will  
automatically update  
as necessary as your  
request is processed.  
Please remember that  
your order information  
listed here will drop off  
this page after time.
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RTD Web Main Page
In the event you need  
to cancel your  
requisition you can but  
you only have up to 3  
days before this option  
is not available from  
this page. To do this,  
use the slide bar to  
bring the displayed  
information to the far  
right. Then just click on  
“Cancel”. If it is not  
displayed than you will  
need to contact the  
field site directly and  
request to cancel if it  
hasn’t already shipped.  
This concludes the  
requisitioning process.
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How to Build a Want List
If you are in need of  a 
item that isn’t currently 
in our inventory or need
more than we have at  
the time of your  search 
you can create a Want 
List for it. To get started 
just  preform a search for  
the item using the  
normal search function. 
First preform a standard 
search for property 
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How to Build a Want List
When you get your  
search results, look in  
the Search Criteria  
box and next to the  
text Want List you  
will see Schedule and  
click on it.
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How to Build a Want List
After clicking on Schedule You  
will be brought to this page.
From here you can select the
format (recommend keeping  
default CSV) and other settings  
including how long you want 
the system to look for your  
item(s). Next is your Search  
Parameters it will be searching  
for. This is just information you  
used to conduct the initial  
search. And last you can add a  
secondary Email to have your  
want list results sent to. Now  
just click on Create Want List
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How to Build a Want List
Now back to the  
RTD Home Page  
find Want List and  
click on it
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How to Build a Want List
This is your Active  
Want List page. From  
here you can view  
and manage your  
want list. Hover your  
mouse over Options 
to bring up the field  
box. Select what you  
would like to do and  
make your changes.
*Note* You can have  
multiple want list and  
they are very helpful  
with locating  
inventory your looking 
for. This concludes  
how to build a want  
list.
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Condition Codes (Full Definition)
New, used, repaired, or reconditioned material which is  
serviceable and issuable to all customers without limitation  
or restrictions. Includes material with more than 6 months  
shelf life remaining.

B - Serviceable - Issuable with Qualification

New, used, repaired, or reconditioned material which is  
serviceable and issuable for its intended purpose but which  
is restricted from issue to specific units, activities, or
geographical areas by reason of its limited usefulness orshort
service life expectancy. Includes material with 3 through 6  
months shelf life.

C - Serviceable - Priority Issue

Items which are serviceable and issuable to selected  
customers, but which must be issued before Condition A
and B material to avoid loss as a usable asset. Includes  
material with less than 3 months shelf life remaining.

D - Serviceable - Test/Modification

Serviceable material which requires test, alteration,  
modification, conversion or disassembly. This does not
include items which must be inspected or tested  
immediately prior to issue.

A - Serviceable - Issuable without Qualification E - Unserviceable - Limited Restoration

Material which involves only limited expense or effort  
to restore to serviceable condition and which is
accomplished in the storage activity where the stock is  
located.

F - Unserviceable - Reparable

Economically reparable material which requires repair,  
overhaul, or reconditioning. Includes reparable items which  
are radioactivity contaminated.

G - Unserviceable - Incomplete

Material requiring additional parts or components to complete  
the
end item prior to issue.

H - Unserviceable - Condemned

Material which has been determined to be unserviceable and  does 
not meet repair criteria; includes condemned items which are
radioactivity contaminated, Type I self life material that has passed
the expiration date, and Type II shelf life material that has passed the  
expiration date and cannot be extended.
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Other Helpful Information
DLA Hand Books: Click Here 

DLA Site Locator: Click Here

DLA Disposition Services function or program Directory: Click Here 

DOD Letter of Authorization Form: Click Here

DOD Letter of Authorization Instructions: Click Here

For Reutilization, Transfer and Donation (R/T/D) questions  
please email the RTD Branch HQ or contact the DLA fieldsite

What is a DEMIL Code?: Click Here

Customer Help:
Contact the DLA Customer Interaction Center (CIC) at 1-877-DLA-
CALL (1-877-352-2255) or email them at  
DLAContactCenter@dla.mil, 24 hours a day, 7 days a week.

http://www.dla.mil/DispositionServices/Offers/CustomerSupport/Library/Handbooks.aspx
http://www.dla.mil/DispositionServices/Contact/FindLocation.aspx
http://www.dla.mil/DispositionServices/Contact/HQPOCInformation.aspx
http://www.dla.mil/Portals/104/Documents/DispositionServices/RTD/DISP_LetterofAuthorizationExtendedFeatures_150622.pdf
http://www.dla.mil/Portals/104/Documents/DispositionServices/RTD/DISP_LetterofAuthorizationInstructionsandGuidance_150622.pdf
mailto:DRMSRTD@dla.mil
http://www.dla.mil/Portals/104/Documents/DispositionServices/RTD/DISP_DemilCodes_150820.docx
mailto:DLAContactCenter@dla.mil
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