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 PREPARATION OF TELEPHONE/TWX REQUEST FOR ENGINEERING/TECHNICAL SUPPORT





1.  PURPOSE  





  a.  This appendix provides instruction for the preparation of DLA Form 339a, Telephone/TWX Request for Engineering/Technical Support, which is used to record the exchange of data relative to Engineering/Technical Support.  





  b.  DLA Form 339a may also be used to serve as a record of workload resources expended for categories not reportable under current workload elements such as certain types of correspondence, i.e., DLA Form 111 (Inter-Office Memorandum), Letters from Military Service/Civilian Agencies, Manufacturers or Special Reports.  





2.  RESPONSIBLE ORGANIZATIONAL ELEMENTS  





  Technical Services Division, Directorate of Technical Operations will:  Prepare DLA Form 339a whenever initiating or receiving any oral communications relative to the accomplishment of technical research in support of supply.  





3.  PROCEDURES/INSTRUCTIONS  





  Technician and/or Control Clerk, Technical Services Division will:  





  a.  Prepare DLA Form 339a to record oral communications such as, but not limited to, requests from/to the following:  





    (1) From Emergency Supply Operations Center.  





    (2) From Inventory Management Division, Directorate of Supply Operations.  





    (3) From Directorate of Procurement and Production.  





    (4) To storage sites and warehouses.  





    (5) To manufacturers for assistance.  





    (6) To requisitioners or ICP for data.  





  b.  Complete the data elements of the DLA Form 339a in accordance with the Explanation/Instructions contained in attachment 1.  





  c.  Prepare only the original DLA Form 339a and place in the related NSN or Part Number File unless an audit trail of technical assistance actions is required.  Prepare one additional copy of DLA Form 339a in these instances and place in a Section Control File.  


�
                    ATTACHMENT 1 TO APPENDIX E-753 P





BLOCK          LEGEND                       EXPLANATIONS/INSTRUCTIONS 





 1             Type of Request              Check one of the blocks to


                                            indicate the method of


                                            communication.





 2             Originating Activity         Enter organizational symbol


                                            of initiating technician.





 3              Date of Request             Enter day, month, and year


                                            the contact was made.





 4              Case Number                 Optional.





 5              Responsible Engineering/    Enter name, address, and 


                Technical Activity          symbol of cognizant ESA/PA/


                                            MCA or SU.





 6              Type of Support Required   Specify.





 7              FSC/NSN                    Enter the applicable NSN or


                                           FSC.





 8              Nomenclature               Enter the correct noun name


                                           and modifiers.





 9              Conversation With          Enter name and extension of 


                                           ESA/PA/MCA or SU representa-


                                           tive contacted.





10              Telephone Number           Enter number and extension of 


                                           person contacted.





11              Support Requested          Document data being


                                           requested.





12              Information Provided       As appropriate.


                Action Taken/Remarks





13              Estimated Man-Hours        Optional.





14              Date Engineering/          Insert Julian date that


                Technical Support          support was completed.  Date


                                           required is optional.





15              Signed                     The initiating technician is 


                                           authorized to sign and


                                           approve DLA Form 339a for the


                                           purpose of validation, unless


                                           otherwise determined by the


                                           DSC.
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