                                                      DLAM 4130.3

                                                      VOL II, PART 4





                               APPENDIX E-400 P



        DEVELOPMENT AND MAINTENANCE OF THE PROVISIONING HISTORICAL FILE





1.  PURPOSE



  a.  This appendix prescribes procedures for the preparation, maintenance and use of the Provisioning Historical File (PHF) of the provisioning subsystem and all the correspondence to and from Supply Support Request submitting activities.



NOTE: The term PROVISIONING as used in this appendix applies to both provisioning and nonprovisioning Supply Support Requests.



  b.  The provisioning application will prepare an 80-80 printout of the Program Data Supply Support Request (PDSSR) and the Line Item Supply Support Request (LISSR) transactions received from the authorized submitting activities and forward a report in the format of appendix F-210 to the Directorate of Technical Operations.  This report contains SSRs accepted for computer processing for which the submitting activities must receive advice notification.  Those SSRs not accepted by/not recorded on this report will appear on the Provisioning Input Exceptions List, F-200 Report.



2.  APPENDICES USED IN THIS PROCEDURE



  a.  Appendix B-400, Provisioning Program Data Supply Support Request (PDSSR).



  b.  Appendix B-401, Provisioning Line Item Supply Support Request (LISSR).



  c.  Appendix B-403, Provisioning File Maintenance Transactions.



  d.  Appendix F-200, Provisioning Input Exceptions List.



  e.  Appendix F-204, Provisioning Design Change List.



  f.  Appendix F-209, Provisioning Advice List.



  g.  Appendix F-210, Provisioning SSR List.



  h.  Appendix F-222, Provisioning File Maintenance List.



3.  RESPONSIBLE ORGANIZATIONAL ELEMENT



  The Directorate of Technical Operations is the responsible organizational element.

�4.  PROCEDURES/INSTRUCTIONS



  Technicians, Logistics Support Branch, will:



  a.  Receive Supply Support Requests (SSRs) and supporting technical documentation from authorized submitters.



  b.  Prepare record of receipts by establishing file in SSR History File Envelope (HFE) annotated with no less than Activity Code (AC) From, Provisioning Control Code (PCC) and Date of Request (DOR).  Establish a priority, e.g., Expedite or Routine as determined from review of the Date NSN Required on the PDSSR or other request from the submitting activity.



  c.  Identify each batch of technical documentation to the applicable PCC and DOR and process as required.



  d.  Ensure that receipt of SSRs are forwarded to the Office of Telecommunications and Information Systems (OTIS) in a timely manner.



  e.  Upon receipt of Provisioning SSR List, F-210 Report, review SSRs with a total dollar value of $2,500.00 or greater and those SSRs that include Standard Unit Price Review.  Contact, if necessary, the submitter to verify requirement.  File the F-210 Report in the HFE.



  f.  Upon receipt of the Provisioning File Maintenance Transactions (DIC YDH) from the Provisioning Application, prepare DLA Forms 1253, Provisioning Item History Envelope (PIHE) for each Item Serial Number.  Annotate each envelope as appropriate.  Include in the PIHE all data related to the ISN that was received with the SSR package, i.e., CFR, CXB-1, CXB-2, CXC, CXF, CXG, CXT, CWA and technical documentation.  If technical data is received which applies to multiple ISNs in an SSR package, ensure that sufficient copies are reproduced as needed to preclude delay in processing NSN requests.



NOTE:  Any envelope/folder may be used to accomplish the purposes for which the PIHE/HFE are used.



  g.  File in the HFE all correspondence to and from the SSR submitter plus any other documents related to the PCC deemed necessary as historical data such as reports referenced in paragraph 2.



  h.  Establish the HFE by filing the envelopes/folders in the following suggested sequence:



    (1) Activity Code (From)



    (2) Provisioning Control Code



    (3) Date of Request

�  i.  Retire the HFE in accordance with the following schedule over a 2-year period (initially):



  DURING_QUARTER         PREPARE             RETIRE 



  1.  (Jan - Mar)        Light Green         Red



  2.  (Apr - Jun)        Red                 Blue



  3.  (Jul - Sep)        Blue                Brown



  4.  (Oct - Dec)        Brown               Dark Green



  5.  (Jan - Mar)        Dark Green          Orange



  6.  (Apr - Jun)        Orange              Purple



  7.  (Jul - Sep)        Purple              Black



  8.  (Oct - Dec)        Black               Light Green



After the 2-year period, or if moved sooner than 2 years, SSR History Records will be prepared and transmitted to the local records holding area or Federal Record Center, as appropriate in accordance with DLAM 5015.1, Files Maintenance and Disposition.  In any event, the minimum retention period by the Logistics Support Branch and records holding area, inclusive will be 48 months from the DOR.
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