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                       SUSPENSE FILE CONTROL INPUT





1.  PURPOSE 





  This appendix provides instructions for the preparation and submission of Suspense File Control Input transactions utilizing an 80 column EAM General Data Sheet.  





2.  APPENDICES USED IN THIS PROCESS 





  a.  Appendix B-212, Suspense File Control Input Transcript.  





  b.  Appendix F-302, Rejected Suspense File Control Inputs.  





  c.  Appendix F-308, Additions to In-Process Suspense.  





  d.  Appendix F-322, Listing of Closed Loop Suspense File.  





3.  RESPONSIBLE ORGANIZATIONAL ELEMENT 





  The Directorate of Technical Operations is the office of primary responsibility.  





4.  PROCEDURES/INSTRUCTIONS 





  a.  Technicians, Cataloging Division, will:  





    (1) Prepare Suspense File Control inputs in accordance with appendix B-212 to maintain/interrogate the SAMMS Closed Loop Suspense File utilizing a File Maintenance Code (FMC) as follows:  





      (a) FMC A - To manually add a record in an In-Process status when a proposed Item Intelligence Input is being forwarded to DLSC using a media other than SAMMS (mail, telephone, etc.) or when a proposed input, previously submitted to DLSC, was rejected and the resubmittal will be by a media other than SAMMS.  In this case the suspense will be moved from Reject Suspense to an In-Process suspense status.  The submission of proposed inputs through the SAMMS will negate the requirement for submitting this input.  Therefore, submission of inputs outside the SAMMS should be considered only when mandatory.  An example of a package which must be submitted outside the SAMMS is an Item Identification action involving the use of a sketch.  





      (b) FMC C - To manually delete a record from an In-Process status if a document number match is made to a manual input DIC of LSC, LSF, LSN, LSR, or LTI.  





      (c) FMC D - To delete a record from a Reject status when the resubmittal of an Item Intelligence Input to DLSC will not be made.  


�
      (d) FMC * - To obtain an F-322 printout of a record in the suspense file. (See chapter 9.) 





    (2) When a Suspense File Control Input and a DLSC input package are being prepared simultaneously, forward the entire data package to the Cataloging Clerk for control as required by the DSC.  





    (3) Forward completed input transcripts not accompanying a DLSC input package to the input preparation facility.  





  b.  Catalog Clerks, Cataloging Division, will:  





    (1) Receive data packages when applicable with Suspense File Control Input transcripts attached.  





    (2) Perform control as required by the DSC.  





    (3) Forward the input data package and the Suspense File Control Input transcript to the input preparation facility.  
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