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                                                          VOL II, PART 1








                               CHAPTER 1





                       GENERAL AND ADMINISTRATIVE





                           SECTION I - GENERAL





201101 - PURPOSE 





  This chapter defines general and administrative requirements and assigns responsibilities for maintaining the Standard Automated Materiel Management System (SAMMS) Technical Subsystem and the SAMMS Technical Operations Procedure Manual.  





201102 - SCOPE 





  a.  The responsibilities and procedures described herein are applicable to the Offices of Planning and Management, Comptroller, and Data Systems, and the Directorates of Technical Operations, Supply Operations, and Contracting and Production at all Defense Supply Centers (DSCs).  





  b.  This manual includes procedures for all SAMMS related functions performed by the Directorate of Technical Operations.  This covers inputs and outputs to the Requirements, Distribution, Provisioning, and Contracting Subsystems as well as the Technical Subsystem.  





201103 - REFERENCES 





  a.  DLAM 4130.3, Volume I, SAMMS/FLIS Functional System Requirements.  





  b.  DLAM 4140.2, Volume II, Supply Operations Manual, Defense Supply Center Operating Procedures.  





  c.  DLAM 4715.1, SAMMS Contracting Subsystem Operating Procedures.  





  d.  DLAM 7000.2, SAMMS Financial Subsystem Operating Procedures.  





201104 - BACKGROUND 





  a.  Subsystem Development.  





    (1) The DSCs, during initial establishment, were provided with nonuniform computer configurations.  Each center developed a mechanized Catalog Subsystem suitable to its own needs, equipment, and the unique conditions inherent in the Federal Supply Classification Groups/Classes (FSGs/FSCs) for which each DSC was responsible.  





    (2) Under SAMMS, the Technical Subsystem is standardized at all the DSCs with the exception of Defense Personnel Support Center which has been granted deviations due to commodity peculiarities.  





    (3) With the implementation of the Federal Logistics Information System (FLIS), the SAMMS Technical Subsystem underwent a major redesign and other SAMMS subsystems required varying degrees of modifications.  


�
  b.  Subsystem Content.  





    The SAMMS Technical Subsystem consists of the following applications:  





    (1) System Support Record (SSR) Update.  





    (2) Format.  





    (3) Edit.  





    (4) IMC/User Registration.  





    (5) Closed Loop Suspense.  





    (6) DSC Total Item Record (TIR), current and futures.  





    (7) Supply Management Application (SMA).  





    (8) Item Standardization Application (ISA).  





    (9) User Interest Recordation.  





   (10) IMC History Update.  





   (11) Technical Information Storage and Control Application (TISCA).





   (12) Reports.  





  c.  Subsystem Flow Process.  





    Defense Supply Centers, as participating activities in the Federal Cataloging Program, create transactions to accomplish additions, deletions, and changes to their assigned items of supply.  These transactions are submitted to the Defense Logistics Services Center (DLSC) for approval.  Rejected actions are returned to the submitter without being entered in the DLSC Total Item Record (TIR).  Data for approved actions are recorded in the TIR and subsequently provided to the DSCs for updating the DSC Technical  Subsystem Files (e.g., DSC TIR, Supply Management Status File (SMSF)) and the files of other SAMMS subsystems (e.g., Requirements, Distribution, and Contracting).  





201105 - POLICY 





  a.  The SAMMS Technical Subsystem will:  





    (1) Provide uniform mechanized maintenance, validation, and control of Federal Cataloging data submitted to DLSC and received from DLSC.  





    (2) Maintain a record of the DSCs Cataloging and Supply Management data.  





    (3) Provide mechanized outputs for Identification Lists for selected Federal Supply Classes assigned to the DSC.  





    (4) React to Item Management Coding (IMC) and Classification actions (input data as dictated by DLAM 4140.2, Volume I, Chapter 46).  


�
    (5) Maintain an Item Standardization File and compile data for Item Reduction Studies.  





    (6) Reply to computer and manually generated file interrogations.  





    (7) Provide statistical information and cataloging data for use by the DSCs operating elements.  





  b.  Policy statements contained in this  manual are  those  established by the Executive Director, Technical and Logistics Services, DLA.  Policies relating to the Directorate  of Supply Operations (DLA-O) and the Directorate of Contracting and Production (DLA-P) will remain with those directorates.  These policy statements may be repeated in the Technical Operations Procedures as information only as required for clarification or amplification.  





  c.  The procedures contained in this manual are in conformance with the standard organizational structure as prescribed by DLAM 5810.1, Organization of DLA Field Activities.  Those DSCs that have been granted deviations to the standard organizational structure are required to submit procedures covering those deviations to HQ DLA, ATTN:  DLA-SC, for review and approval.  





201106 - RESPONSIBILITIES 





  a.  DLA Responsibilities.  





    (1) The Executive Director for Technical and Logistics Services will:  





      Be responsible for management of the overall Technical Subsystem of SAMMS.  





    (2) The Chief, Cataloging and Technical Information Division,   (DLA-SC), will:  





      (a) Formulate and maintain this Technical Operation Procedure Manual:  





        1.  DLA-SC may delegate responsibility for maintenance of the Manual.  This will be accomplished through prior negotiation and confirmed by a letter of assignment of responsibility.  





        2.  The responsibility for maintenance of this manual is currently delegated to DLA Systems Automation Center, Technical and Logistics Services Branch (DSDC-OFL) located at Columbus, Ohio.  





      (b) Review procedures developed by the DSCs for approval or rejection.  





    (3) The Chief, Engineering Programs Division (DLA-SE) will:  





      Provide organizational mission and functions to DLA-SC assigned to the Division in Conformance with DLAM 5800.1.


�
    (4) The Executive Directors, Supply Operations and Contracting and Production, DLA will:  





      (a) Coordinate proposed changes in policy and/or system requirements affecting these procedures with the Directorate for Technical and Logistics Services.  





      (b) Furnish copies of final documentation when changes are implemented so that currency of this manual can be maintained.  





  b.  DSC Responsibilities.  





    (1) Director, Office of Planning and Management will:  





      (a) Review, control, prepare, and forward to DLA-SC, the DSCs recommended modifications to both the SAMMS Technical Subsystem and to procedures contained in this manual.  





      (b) Review and approve nonroutine interrogation requests prior to submittal to the Office of Data Systems.  





      (c) Maintain the SAMMS Technical Subsystem Policy Tables in a current status.  





    (2) Director, Directorate of Technical Operations will:  





      (a) Develop, coordinate, and recommend to the Office of Planning and Management Intra-Directorate procedures for SAMMS Technical Subsystem that may be required in addition to DLAM 4130.3, Volume II, SAMMS Technical Operations Procedures Manual.  





      (b) Identify new or changed directorate requirements to the Technical Subsystem or to the procedures of this manual, and submit the recommendations to the Office of Planning and Management for approval, coordination, and forwarding to DLA-SC.  





      (c) Provide guidance to directorate operating elements for Technical Subsystem areas which cross division/office lines.  





      (d) Review and approve nonroutine interrogation requests and assigning the nonroutine ORC/Requester Code.  





      (e) Review mechanized statistics for program control and Technical Subsystem integrity.  





      (f) Assure distribution of computer products within the directorate.  





      (g) Submit Federal Cataloging data to DLSC.  





      (h) Establish suspense file records in the Closed Loop Suspense for those cataloging actions submitted to DLSC by mail or AUTODIN.  





      (i) Screen and correct automated DLSC rejects and DSC error conditions reflected on error listings.  





      (j) Review, coordinate, and validate mechanized statistics for program control.  


�
      (k) Process and utilize all mechanized outputs as outlined in the procedures contained in this manual.  





      (l) Maintain the following data elements in the TIR of the Technical Subsystem:  





        1.  Shelf-Life Code.  





        2.  Quantity per Unit Pack.  





        3.  Reparable Characteristics Indicator Code - DLA. 





        4.  Hazardous Material Indicator Code.





        5.  Electrostatic Discharge Code.





        6.  Precious Metals Indicator Code.  





        7.  Automatic Data Processing Equipment Code.  





      (m) Prepare, control and maintain identification data for assigned FSCs/FSGs.  





    (3) Director, Directorate of Supply Operations will:  Maintain the following data elements in the TIR of the Technical Subsystem.  





      (a) Acquisition Advice Code.  





      (b) Source of Supply.  





      (c) IMC.  





      (d) IMC Submitter.  





      (e) Effective Date (Logistics Transfer).  





      (f) Unit of Issue.  





      (g) Controlled Inventory Item Code.





    (4) Director, Office of Data Systems will:  





      (a) Establish and maintain the prescribed Technical Subsystem Files.  





      (b) Process manual input.  





      (c) Provide mechanized outputs to the directorates/offices as specified in this manual.  





      (d) Furnish Technical Subsystem automated inputs and outputs to other SAMMS subsystems.  





    (5) Comptroller will:  Maintain the Unit Price in the SMSF of the Technical Subsystem.  


�
SECTION II - FORMATS 





201201 - CONTENTS OF VOLUME II 





  a.  This volume is subdivided by parts and multifunction appendices.  Each part is allocated a block of numbers for assignment to B and E appendices related to that function as follows:  





PART     BLOCK NUMBERS                 TITLE





 1                                     General and Administrative





 2       200-299                       Total Item Record (TIR)





 3                                     Reserved (To be developed)





 4       400-499                       Provisioning Procedures





 5       500-599                       Support to Contracting





 6       600-699                       Discrepancy Reports





 7       700-799                       Interchangeability/Substitutabil-


                                       ity/Related Technical Assistance 





 8       800-899                       Item Standardization


                                       Application 





 9       900-999                       Interrogations





10       1000-1099                     Policy Tables 





11       1100-1199                     Technical Information Storage and 


                                       Control (TISCA)





12       N/A                           Codes (Appendix A), Reports/ 


                                       Listings (Appendix F), Glossary 


                                       (Appendix G)





  b.  This volume includes: 





    (1) Parts containing procedures, criteria, and instructions for one or more related functional areas:  





      (a) The parts include a description of the policies, criteria, guidelines, and procedures for use in one or more related functional areas.  They specify input documentation and outline the document validation and processing to accomplish a desired action or transaction.  





      (b) The parts are the media used to link together the related codes, input and output formats, computer processes, output documents, and manual processing instructions for specific functional areas.  





      (c) The basic format of parts and detailed guidance for preparation, including page and paragraph numbering, is presented in paragraph 201501 of this part.  


�
    (2) Five types of appendices supporting the parts are as follows:  





      (a) Codes used on input or output documents or in computer files and records.  See paragraph 201502 of this part for detailed guidance.  





      (b) Formats for inputs and outputs.  See paragraph 201503 of this part for detailed guidance.  





      (c) Procedures for all documents requiring manual preparation, processing, review, or for a series of related actions.  See paragraph 201504 of this part for detailed guidance.  





      (d) Operating documents and management information on reports/listings.  See paragraph 201505 of this part for detailed guidance.  





      (e) Definitions, abbreviations, and symbols.  See paragraph 201506 of this part for detailed guidance.  





NOTE:  Appendices A, F, G are published in part 12.  Appendices B and E are published in the part for the applicable related functional area. 





SECTION III - MAINTENANCE 





201301 - PUBLICATION OF CHANGES 





  a.  This volume is published in loose leaf form to facilitate revision of paragraphs, pages, parts, or appendices which are published as needed.  Revisions are primarily by deletion and insertion of pages in proper sequence.  In some instances, request is made that change be indicated in pen and ink.  





  b.  All revised pages are identified in upper outside corner by the change number, manual number, volume number, and part number. 





  c.  Revisions to this volume are transmitted by effective-dated change sheets which contain a resume of the revised pages and indicate minor changes which are to be effected by pen and ink.  After revisions have been received and posted into this volume, change sheets are filed behind the cover page of part 1.  





201302 - DSC PROCEDURES 





  This volume is designed to require little or no additional documentation for implementation at the DSCs except for authorized deviations (paragraph 201105c).  To ensure that this objective is achieved, local reproduction of parts and appendices of this volume or the incorporation of material contained in this volume into local publication is not authorized.  The following instruction applies when local procedures not covered by any part of this volume are required:  





  a.  DSC procedures will be published locally with a reference to this volume in accordance with the following DLARs:  





    (1) DLAR 5025.1, Authentication of DLA Publications.  





    (2) DLAR 5025.3, Authorized DLA Publications.  


�
  b.  A copy of each locally published procedure will be furnished to HQ DLA, ATTN: DLA-SC, and the DLA Systems Automation Center, Technical and Logistics Services Branch, ATTN:  DSDC-OFL.  This information is required to identify organizational and procedural deficiencies by comparative analysis of local and standard procedures.  





  c.  DLA-SC will maintain continuous review of local procedures and, where appropriate, instruct the responsible activity to propose a revision to this volume to incorporate material covered by the local procedures.  





201303 - SUBMISSION OF RECOMMENDED CHANGES 





  Changes being recommended by a DSC (either to the Technical Subsystem or the procedures) will:  





  a.  Be submitted on DLA Form 558, System Change Request, per DLAR 4730.3, Maintenance of DLA Systems Automation Center Assigned Automated Information System, in duplicate, accompanied by supporting data such as computer readouts. 





  b.  Include a complete description of the proposed change citing the part and/or affected appendices.  





  c.  Include justification for the proposed change, i.e., manpower impact, dollar savings, or intangible benefits.  





  d.  Be submitted to DLA Systems Automation Center, Technical and Logistics Services Branch, ATTN:  DSDC-OFL.  





SECTION IV - DISTRIBUTION AND RELATIONSHIP TO OTHER DIRECTIVES 





201401 - DISTRIBUTION OF VOLUME II 





  Additional requirement for copies or amended distribution of changes to this volume should be forwarded through publication distribution channels.  





201402 - RELATIONSHIP TO OTHER DIRECTIVES 





  If the procedures contained in this volume appear to conflict with DoD or other DLA publications, the subject should be immediately submitted to HQ DLA, ATTN:  DLA-SC, for consideration and correction.  





SECTION V - GUIDANCE FOR PREPARATION OF PARTS AND APPENDICES 





201501 - GUIDANCE FOR PREPARATION OF PARTS 





  a.  Each Part:  





    (1) Is the general, narrative description of the policies, criteria, and guidelines of one or of multiple related functional areas.  





    (2) Specifies the precise documentation involved in processing transactions to accomplish the function.  





    (3) Covers, in general, the procedures involved in processing transactions through the function without overlapping or being dependent upon other parts.  Interrelation of parts is indicated by appropriate references without duplication of descriptive narrative.  


�
    (4) Is subdivided into sections.  





    (5) Utilizes the following paragraph numbering system:  





      (a) A six digit number constructed as follows:  





        1.  1st -x (specifies volume).  





        2.  2nd and 3rd -xx (specifies part).  





        3.  4th -x (specifies section within the part).  





        4.  5th and 6th - xx (specifies paragraph within section).  





      (b) Subparagraphs are indicated by lower case alphabet, then numerals enclosed in parenthesis.  Examples:  





        201234a 





      (c) Pages are numbered by volume, part, chapter and page.  For example, the page number of the tenth page of chapter 2 is numbered:  II-2-2-10.  The TABLE OF CONTENTS of the part is identified by Arabic numbers and lower case Roman numerals.  Example:  II-2-2-i1, II-2-2-i2.  





    (6) Is preceded by a TABLE OF CONTENTS of the part.  





  b.  The first section of each chapter is entitled GENERAL and includes paragraphs, as appropriate, in the following order:  





    (1) PURPOSE 





    (2) SCOPE 





    (3) REFERENCES 





    (4) BACKGROUND 





    (5) POLICY 





    (6) RESPONSIBILITIES 





  c.  Each following section:  





    (1) Covers the documentation and general procedures for a single transaction or a related group of transactions.  





    (2) Describes the general processing of source documents.  (E appendices will contain the detailed processing instructions.) 





    (3) Describes internal computer processes, as necessary, to portray procedural logic for purposes of programming, training, and management review.  





    (4) Describes the general processing of computer outputs and, if applicable, their reentry into the computer.  


�
201502 - GUIDANCE FOR PREPARATION OF A APPENDICES (CODES) 





  a.  Each A Appendix:  





    (1) Describes and lists a series of codes used in more than one situation or instance in this volume.  





    (2) Utilizes a separate series of page numbers of each appendix.  Pages are numbered by volume, part, appendix and page.  For example, the third page of appendix A-42 is numbered II-12-A42-3.  





    (3) Is listed in both an alphabetic and a numeric TABLE OF CONTENTS of A appendices which appear ahead of the A appendices.  The first page of the alphabetical numeric TABLE OF CONTENTS of A appendices is numbered II-12-Ai-1. 





  b.  Codes:  





    (1) Will conform to DoD or DLA regulatory guidance, as required and applicable.  





    (2) Are listed alphabetically, then numerically.  The letter O will be omitted, if possible.  





  c.  Format:  See following page.  


�
                                 FORMAT





                             APPENDIX A-___





                        T-----I-----T-----L-----E





1.  Number of characters:  





2.  Type of code:  (alphabetic, numeric, or alpha/numeric) 





3.  Explanation:  





4.  Source:  (if applicable) 





5.  The following codes are assigned:  





  CODE       DEFINITION





6.  References:  (related appendices and chapter(s)) 


�
201503 - GUIDANCE FOR PREPARATION OF B APPENDICES (FORMATS) 





  a.  Each B Appendix:  





    (1) Describes an input or output document used in the processes described in this volume.  





    (2) Conforms to DoD or DLA regulatory guidance as required and applicable.  





    (3) Utilizes a separate series of page numbers for each appendix.  Pages are numbered by volume, part, appendix, and page.  For example, the third page of appendix B-201, part 2, is numbered II-2-B201-3.  





    (4) Is listed in the TABLE OF CONTENTS of the applicable part.  





  b.  Format:  See following page.  


�
                                 FORMAT





                             APPENDIX B-___





                        T-----I-----T-----L-----E





1.  Explanation of use, source, or form number of document used and any pertinent instructions for preparation of the input or use of the output listing.  (Include reference to applicable chapter(s).) 





2.  The fields are listed by segment as follows:  





FIELD                        POSITION


LEGEND             DRN       NUMBER(S)          EXPLANATION/INSTRUCTIONS





                   ***       *                  **





  * All positions are always identified consecutively.  





 ** If appropriate, include reference to related publications.  





*** DRN is the acronym for Data Record Number.


�
201504 - GUIDANCE FOR PREPARATION OF E APPENDICES (PROCEDURES) 





  a.  Each E Appendix:  





    Will provide precise and complete detailed procedural instructions for preparing and processing all documents which require manual attention as follows:  





    (1) Manual Preparation of all internally originated inputs, i.e., keypunch transcripts, or EAM cards with data field overprints.  (See sample #1 attached.) 





    (2) Manual Processing (correction) of all possible errors or violations which could occur as a result of computer processing of inputs cited in 1a above.   (See sample #2 attached.) 





    (3) Manual Preparation, Processing, or Completion of printed documents or messages received by the DSC from external sources.  





  b.  Each of the above categories of procedures will (with possible MINOR variations) fit one of the attached Sample/Instructions, #1 or #2.  These Sample/Instructions are to be followed as closely as possible for uniformity, but are not intended to be over-restrictive.  





  c.  Each E appendix is to be written to the lowest possible operating element within the standard organization framework (see DLAM 5810.1).  





  d.  Each E Appendix:  





    (1) Is assigned a number which is configured as follows:  





      1st alpha - E (constant) 


      3 numeric - 3 digits assigned sequentially within the chapter.  


      2nd alpha - P indicates preparation of input, processing of


                      output, or procedure for specific action, or all 


                      three possibilities.  


                - V indicates processing of violations for an input 


                      document. 





    (2) Is listed in the TABLE OF CONTENTS of the applicable part.  





    (3) Utilizes a separate series of page numbers for each appendix.   Pages are numbered by volume, part, appendix and page.  For example the second page of procedural or preparation appendix E-216, part 2 is numbered II-2-E216P-2.  


�
SAMPLE #1 





                            APPENDIX E-402 P





    PROCESSING PROVISIONING CONTROL FILE MAINTENANCE EXCEPTIONS LIST





1.  PURPOSE:  





  This appendix provides instructions for the processing of the Provisioning Control File Maintenance List (F/M), Exception List, Appendix F-201, resulting from DIC YDH, LSR, LVA or YDF transactions which did not process due to invalid data elements.  





2.  APPENDICES USED IN THIS PROCESS:  





  a.  Appendix A-3, Provisioning Action Codes.  





  b.  Appendix B-403, Part Number Select/NSN Request Cards, DIC YDH.  





  c.  Appendix F-201, Provisioning Control F/M Exceptions List.  





3.  RESPONSIBLE ORGANIZATIONAL ELEMENTS:  





  The Provisioning Coordination Office, Directorate of Technical Operations, is the office of primary responsibility for processing all violations except DIC YDF NSN Requests, 15-day followups.  YDF violations are the responsibility of the Production Control Section, Catalog Operations Branch, Catalog Division, Directorate of Technical Operations.  





4.  PROCEDURES/INSTRUCTIONS:  





  a.  Technicians, Provisioning Coordination Office (PCO), will:  





    (1) Receive both copies of the Provisioning Control F/M Exception List from the Office of Data Systems (ODS).  





    (2) Review the list to determine the reason the maintenance transaction was rejected and the action required to correct the transactions.  Some of the common causes for exception are:  No record of items because the control data, e.g., Activity Code (AC), Provisioning Control Code (PCC), Date of Request (DOR), or Item Serial Number (ISN) have been incorrectly keypunched, or; the data elements are invalid (numerics in alpha fields, alpha in numeric fields or blanks where a field is to be zero filled).  





    (3) The cause of the invalid data may be determined by reviewing the original input for file maintenance with the rejected maintenance transaction.  





    (4) Correct the invalid data and prepare YDH action with appropriate Action Code (appendices B-403 and A-3) and forward through channels to ODS for processing.  





5.  KEYPUNCH/KSP INPUT:  





  All provisioning File Maintenance actions will be prepared using the part number select - NSN request cards mechanically provided by SAMMS.  


�
SAMPLE #2 





                            APPENDIX E-201 V





                        DLSC INPUT ERROR LISTING





1.  INPUT DOCUMENT: 





  Define the input document represented by the output Error/Advice Codes (appendices B-201, B-202, etc.).  





2.  PURPOSE, CONTENTS AND RESPONSIBILITIES:  





  a.  Define the purpose for processing the form/report and include the numeric designation of the form/report.  





  b.  Identify the contents of the form/report, including general information concerning the source of data contained therein.  





  c.  Define the organizational element within the standard organizational framework which is responsible for processing the form/report.  





3.  ERROR/ADVICE CODES - PROCESSING/RESEARCH INSTRUCTIONS:  





  Define each error/advice code and include a brief narrative of the condition which caused the output.  Provide processing actions and research instructions for each code.   Refer to applicable chapters and/or DoD and DLA publications as required.  





EXAMPLE PARAGRAPH 





CODE     DEFINITION                          INSTRUCTIONS 





AA       DIC invalid.  A proposed DLSC       Review rejected input and


         input action contains a DIC not     source documents used to 


         recognized by the system.           initiate  original input 


                                             and correct the DIC.  Re-


                                             submit in accordance with 


                                             paragraph 4.





4.  REENTRY INSTRUCTIONS:  





  Provide instructions for reentry of the corrected input document into the system.  Include references to applicable B appendices for preparation of new Logistics Item Data Transcripts.  





EXAMPLE PARAGRAPH 





  "Upon receipt and processing of any of the Error/Advice Codes listed above, review remaining data elements contained in transaction and correct any erroneous data."  


�
201505 - GUIDANCE FOR PREPARATION OF F APPENDICES (COMPUTER PRODUCTS) 





  a.  Each F appendix:  





    (1) Describes a computer prepared operating document or printout.  Documents output from the Technical Subsystem, Provisioning, Procurement, and certain Supply related functions are identified by an F series number which has been predetermined by the functional manager and, when included in the Technical Operations Procedures Manual, will be identified by an F appendix number.  





    (2) Consists of both explanatory page(s) and illustrative page(s).  





    (3) Utilizes a separate series of page numbers for each appendix.  Pages are numbered by volume, part, appendix and page.  For example, page 3 of appendix F-11 is numbered II-12-F11-3.  





    (4) Listed in numeric sequence in the TABLE OF CONTENTS for F Appendices which precedes part 1 and in alphabetic sequence in the Alphabetic Index of F Appendices which precedes the F appendices.  The first page of the Alphabetic Index of F Appendices is numbered II-12-Fi-1.  





  b.  Each illustrative page will:  





    (1) Bear a heading in a single line across the top.  





    (2) Be a facsimile of actual document or printout.  





    (3) Not be stapled or punched.  





  c.  Format:  See following page.  


�
                                 FORMAT





                             APPENDIX F-___





                        T-----I-----T-----L-----E





1.  PURPOSE 





  (Indicate purpose for printout.) 





2.  ORIGIN 





  (Indicate the condition/process which causes generation of the report.) 





3.  FREQUENCY 





  (Indicate daily, weekly (on Fridays), monthly (month ending), upon submission of a specific input action, etc.) 





4.  FORMAT 





  a.  Heading Line (Use F number, Title, Output Routing Code, Date Produced and Page Number, or the other actual heading lines appearing on the listing.) 





  b.  Data Organization:  





    (1) Sequence - (Indicate the data element on which the sequencing of data contained in the printout is based.) 





      (a) Major - ___.  





      (b) 1st Intermediate - ___.  





      (c) 2nd Intermediate - ___.  





      (d) Minor - ___.  





    (2) Number of lines per page - ___.  





    (3) Spacing - ___ (single, double, or triple).  





    (4) Page break - On ___.  





    (5) Required totals - ___.  





  c.  Captions and Explanation of Data Elements:  





    (1) Except for overriding reasons, the data element which is the major sequence is always printed in the left-most column with intermediate and minor sequence following immediately in the next right columns.  





    (2) List each caption of the data contained in the body of the printout and describe fully, including maximum length of field.  


�
5.  DISTRIBUTION AND RETENTION 





  (Indicate specific recipients based on standard organization in DLAM 5810.1, of each copy with appropriate disposition instructions.) 





6.  PROCEDURES FOR REVIEW AND PROCESSING 





  (Describe procedures for review and use of printout or refer to appropriate E appendix for processing instructions.) 


�
201506 -  GUIDANCE FOR PREPARATION OF G APPENDICES


          (DEFINITIONS AND ABBREVIATIONS) 





  a.  The G appendix consists of standard definitions (G-1) and abbreviations (G-2).  





  b.  New or revised page(s) of each G appendix submitted for publication are:  





    (1) To be listed in alphabetical sequence.  





    (2) To be typed across the full page.  





    (3) Not to be stapled or punched.  





  c.  Format:  See following page.  


�
                                 FORMAT





                             APPENDIX G- ___





                        T-----I-----T-----L-----E





TERM      MEANING 





or 





ABBREVIATION 





or SYMBOL 
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