DLAM 4140. 2
VoL I, PART 1

CHAPTER 1

POLI CY AND ADM NI STRATI ON

SECTION | - GENERAL
201101 - PURPGSE

a. DLAM 4140.2, the Supply Operations Manual, is published in three
vol unes, each of which prescribes policies, procedures and criteria for
an aspect of supply operations within DLA.

b. Volume |I contains the policies and procedures for the DLA Distri-
buti on System and describes the interrelationship between DSCs and DLA
di stribution activities.

c. This volume prescribes standard i nternal DSC procedures for
deternmination of requirenents, distribution and inventory accounting of
materiel on a centralized basis. The title DSCs as used in this vol ume
i ncl udes DSCP and excl udes DFSC.

d. Volune I, Defense Depot Transportation and Supply Procedures,
prescri bes procedures and detailed criteria for operating personnel at
DLA distribution activities (DDs and DSCs with col | ocated storage
activities).

201102 - SCOPE

The procedures contained in this volune are based on the Standard
Aut omat ed Materi el Management System (SAMVS), one of the DLA Uniform
Aut omat ed Data Processing Systens. Until the systemis installed, use
of the procedures, forns, codes and the |like, prescribed in this volune
is optional

201103 - RESPONSI BI LI TI ES
a. HQ DLA is responsible for:

(1) Devel oping the policy content of this vol une.

(2) Furnishing policy guidance relative to the devel opnment or main-
tenance of functional area procedural content (chapters and appendi ces)
or data systens requirements changes to DSI O

(3) Evaluating for approval or disapproval, proposed changes to
procedural content and/or proposed data systems requirenents changes
prepared by DSI O or DSCs, within DoD and DLA policy. Evaluation process

wi || consider known or projected inmpact on the DLA Distribution System
and resources and known or projected savings/benefits to be derived.
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(4) Final coordination of draft procedural changes and/or proposed
data systems requirenents changes within DLA and as necessary with
Mlitary Services (hereinafter referred to as the Services)/Civi
Agenci es.

b. DSIOis responsible for:
(1) Devel opi ng and/ or maintaining procedural content of this vol une.
(2) Devel oping and testing conmputer prograns supporting SAMVS.

(3) Determining the effective date of changes to procedural content
of this volume and/or the inplenmentation date of approved data systens
revisions.

(4) Publishing approved changes to the procedural content of this
vol ume concurrently with the correspondi ng data systens revisions.

c. DSCs are responsible for

(1) Devel oping, reviewing and revising or recommendi ng revisions to
the functional area procedural content of this volunme and/or data
systens requirenments changes as requested/ assigned on a case-by-case
basi s.

(2) Full inplenmentation of the procedures expressed in this volune,
in a mnner which will assure effective utilization of available
resources and acconplishment of assigned m ssions.

SECTION || - PCLICY
201201 - PRI NCI PLES OF SAMVS

The followi ng policies, principles and conceptual requirenents are
observed in devel opi ng procedural materiel and changes for publication
in this vol ume:

a. DLA operates under a centralized inventory accounting and
requi sition processing system

b. DoD 4000.25-2-M Mlitary Standard Transaction Reporting and
Accounti ng Procedures (M LSTRAP) governs inventory segnentation in terns
of ownership, purpose and condition of materiel; prescribes authorized
recei pt and i nventory adjustnment transactions and provi des rel ated
aut hori zed Docunment Identifier Codes (DICs).

c. DoD 4000.25-1-M Mlitary Standard Requisitioning and |ssue Proce-
dures (M LSTRIP) prescribes authorized requisition, issue and foll owp/
cancel | ation transactions and defines related authorized DI Cs.

d. Information necessary for the nmanagenent of DLA inventory,

conput ation of requirenents, determination of distribution and rel ated
areas is stored within SAMMS and fully docunented in this vol une.
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e. In requisition processing, requirenments of the Uniform Materie
Movenment and Issue Priority System (UMM PS) are met. SAMMS provi des
supply status for transmi ssion to custoners on all Issue Priority G oup
(PG requisitions within authorized MLSTRI P/ UW PS ti nefranes. The
Active Requisition Control and Status File (ARCSF) is configured to
provi de automatic response to foll omup requests for a period of 45 days
fromthe tinme the quantity requested has been conpletely accounted for
After the 45 day period, the records are stored for one year in the
Requi sition History File (RQHF), after which they are destroyed. During
the one year period, inquiries to and answers fromthe record are
processed nmechanically.

f. Input transactions, both externally generated and internally
initiated, are validated, edited, and processed within SAMMS. The
procedures in this volume outline the validation criteria for each input
action and define the research and processing instructions for
correction and reentry of rejected transactions.

g. SAMMVS has the capability of recognizing and storing input actions
which are rejected as controlled violations in the format of appendi x B-
66 or appendi x F-122. For these, SAMMS retains all input data el enents
with the related Violation Reason Code(s) (VRC(s)) and a nmechanically
assigned Violation Control Number for use in control, followp, and
reentry. Uncontrolled violations in the format of appendix F-117 are
not stored within SAMVS and are not subject to any type of nechanica
fol | owup.

h. SAMMS has the capability to ensure against the reentry of
duplicate transactions; detailed criteria for all entries into SAMVS
with related machi ne and manual handling of duplicates is specified.

i. Through the use of rempte CRT terminals |ocated in functiona
areas, SAMMS has the capability, via SAMMSTEL, to provide inmediate
i nquiry and update functions for selected online files. Use of renpte
inquiry devices is limted to energency requirenents that cannot be
satisfied through the nultidaily processing cycles.

j. Qutputs which require mailing are acconpani ed by nmachi ne-prepared
listings with appropriately prepared envel opes. Qutputs requiring TWK
transmi ssion are prepared in nessage format.

k. SAMMS stores inventory transactions for a period of two years and
produces, upon request, itemhistories for the full or any part of the
period. SAMMS responds with itemhistories for the past 90 days within
one workday and for the balance of the stored record within three work-
days; accordingly, these itemhistories replace transaction registers.

. SAMMS effects automatic assignnent and control of docunment nunbers
required in specified outputs. Criteria and controls are prescribed in
this vol une.

m  SAMMS products contain standard header abbrevi ati ons where use of
preprinted fornms is not practical
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201202 - CONTENTS OF VOLUME |
Thi s volune incl udes:

a. Chapters containing procedures, criteria, and instructions for one
or nore related functional areas.

b. Seven types of appendices supporting the chapters as foll ows:

(1) A - Codes used on input or output docunents or in conputer files
and records.

(2) B - Formats for input and output transactions.
(3) C- Fornms and mi scel |l aneous instructions.

(4) D - Procedure Decision Charts depicting the processing criteria
for all types of transactions.

(5) E - Step-by-step procedures for all docunents requiring nmanual
reparation/ processing/review, or for a series of actions, i.e.
Processi ng of Standard Supply Control Study.

(6) F - Operating docunents and nanagenent infornmation
reports/listings.

(7) G- Definitions, abbreviations, and synbol s.
SECTION Il - FORMATS
201301 - CHAPTERS

a. The chapters are prepared in essentially the sane manner as the
corresponding chapters in volune | and include a description of the
policies, criteria, guidelines, and procedures for use in one or nore
related functional areas. They specify input docunmentation and outline
the docunent validation and processing to acconplish a desired action or
transaction.

b. The chapters are the nmedia used to link together the rel ated
codes, input and output formats, conmputer processes, output docunents,
and manual processing instructions for specific functional areas.

c. The basic format of chapters and detail ed gui dance for prepara-
tion, including page and paragraph nunbering, is presented in section
VII of this chapter.

201302 - APPENDI CES
The appendices to each chapter are prepared in the formats specified

in section VII of this chapter which include detail ed gui dance for page
and paragraph nunberi ng.
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SECTION |V - MAI NTENANCE
201401 - ASSI GNMENT OF CHAPTER AND APPENDI X NUMBERS

a. Functional area devel opnent and mai ntenance responsibilities, by
chapter and appendi x, are assigned to DSIO-MS. On a case-by-case basis,
speci fic devel opnment and/or nmintenance tasks or functions nmay be
assigned to DSCs or other PLFAs.

b. Numbers for new chapters and/or appendices, required during the
preparati on of proposed Type 1 or Type 2 changes (see paragraph 201403
bel ow) or required in support of a specifically assigned HQ DLA devel op-
ment or maintenance task, are obtained fromDSIO ATTN: DSI O Ms.

201402 - ASSI GNVENT OF CODES

Al'l codes used in this manual and in SAMMS conputer processes, are
controlled by DSIO MS, with the exception of Mlitary Standard codes
(MLSTRIP, MLSTRAP, etc.) and DICs C and Q series which are controlled
by DLA- OSS and DLA- OSC respectively.

201403 - PREPARATI ON AND SUBM SSI ON OF PROPOSED CHANGES

a. A proposed change to SAMVS may originate in HQ DLA, any DSC, DSl O,
or other PLFAs at anytinme. Proposed changes will be documented and
submitted in accordance with DLAR 4730. 3.

b. Action to incorporate changes directed by hi gher headquarters such
as Mlitary Standard Systens (i.e., MLSTRIP, MLSTRAP) into SAMVS
progranms and this volume will be initiated by HQ DLA and forwarded to
DSI O in accordance with DLAR 4730. 3.

c. Oiginator of a proposed change to existing docunentation will
docunent the recommended change, addition, and/or deletion as conpletely
as possible with specific proposed recomrendations to all affected
portions of this volune. Formats shown in section VIl of the chapter
will be utilized. Affected paragraphs, pages, chapters or appendices
will be rewitten with the changed portion printed in bold and italics.
New appendices will have their titles printed in bold and italics; Table
of Contents; or Indices will indicate their changes in bold and italics.

201404 - SCHEDULI NG OF PUBLI CATI ON AND | MPLEMENTATI ON OF CHANGES

a. Planned inplenmentation dates will be established during the quar-
terly review neetings attended by DSI O DLA-LS, and DLA-MM in accordance
with DLAR 4730.3. Planned inplenmentation dates will be determ ned by
assessnment of system change inpact, availability of program ng
resources, training requirements at the centers, tine required to
publ i sh docunentati on changes, the programm ng hours involved, testing
requi renents, and the priority of the functional requirenent.

b. No less than seventy days prior to system change inplenentation,

DSIOw |l forward to HQ DLA-MVS draft page changes to this nmanual for
final coordination and approval. Approved changes will|l be forwarded by
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DLA- MVS draft page changes to this manual for final coordination and
approval. Approved changes will be forwarded by DLA-MVS to DSIO no | ess
than 60 days prior to final publication.
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c. Changes to this volune, conputer prograns and/or detailed witten
instructions will be published and distributed by DSIO at |east 15 days
prior to system change inplenentation date to provide DSC activities
adequate time for training.

d. All DSCs operating SAMVS will inplenent changes simultaneously to
the extent possible.

e. Changes to this volune will normally be nmade four tines a year
201405 - PUBLI CATI ON OF CHANGES

a. This volunme is published in |oose leaf formto facilitate revision
of paragraphs, pages, chapters, or appendi ces which are published as
needed. Revisions are primarily by deletion and insertion of pages in
proper sequence.

b. The changed portion is identified by the changes printed in bold
and italics.

c. Revisions to this volune are transnmitted by change | etter which
contain a resume of the revisions attached with effective dates. After
revi sions have been received and posted into this volunme, change letters
are filed behind the cover page of this volune.

201406 - DSC LOCAL PROCEDURES

This volunme is designed to require little or no additional docunen-
tation for inplenentation at the DSCs. To ensure that this objective is
achi eved, local reproduction of chapters and appendices of this vol une
or the incorporation of nmateriel contained in this volune into | oca
publications is not authorized. Policy regarding the publication of
| ocal procedures is contained in DLAH 5025.3, Guide for Preparation of
Regul atory Publications. Policy regarding locally devel oped procedures
designed to anplify this volune is as foll ows:

a. Any internal DSC publication which nodifies, anmplifies, or changes
this volunme (based on authorized |ocal deviations) will be published and
identified as a local procedure relating to the appropriate chapter or
appendi x.

b. If copies of current pages of DLAM 4140.2, Volune |I, are included
in the local procedure, ensure that the area(s) that are changed have
mar gi nal |ines indicating the changed area. Al so show margi nal when

| ocal procedures are revised. The only exception to the above policy
are those instances wherein a Center either changes the nunber of copies
and/or the distribution of an F appendi x; however, Centers w |l advise
DLA- MVB whenever a particular F appendix is suppressed along with a
statenent of justification.
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c. One copy of each local procedure issued at the DSC wi |l be
furni shed HQ DLA, ATTN. DLA-MVS, for approval. Included with each
procedure or set of related procedures will be a statenment of the
reasons for the devel opnment of the local procedure. This statenent will
be in sufficient detail to ensure that the reviewi ng authority and
rel ated Headquarters functional nmanagers gain a clear understandi ng of
the intent of the procedure and its relation to the overall operation as
it exists at the originating activity.

d. DLA-MVS and appropriate Headquarters staff elenments will review
| ocal procedures with the intent of ensuring:

(1) That Headquarters policy, as expressed in this volune or other
DLA or higher Headquarters regul ations or nanuals, is not violated.

(2) Local procedures which anplify detail ed procedures expressed in
this volunme do not adversely inpact the overall SAMM system

(3) Incorporation into this volune of those procedures which are
obviously applicable to all activities operating under this vol une.

e. |In those cases wherein the guidelines established in subparagraph
d(1) and (2) above are not net, appropriate correspondence wll be
initiated with the originator of the procedure.

f. Once DLA-OSS has approved the | ocal procedure the DSC will then
furnish two copies to DSIO, ATTN. DSIOMs. |f DLA-MMS approves the
| ocal procedure with nodifications, the DSC will furnish one copy of the
nodi fi ed approved | ocal procedures to DLA-MMS and two copies to DSI O MS.
This will ensure that both HQ DLA and DSI O have copi es of the approved
| ocal procedures.

g. Locally devel oped procedures should be prepared in the format
outlined in section VII of this chapter. They will be printed on
col ored paper.

h. HQ DLA (DLA-MVS) will maintain continuous review of |ocal proce-
dures to this volune and, where appropriate, furnish SCRs to DSIO to
revise this volunme to incorporate materiel covered by the |ocal proce-
dure. DSIOw Il furnish advance copi es of such docunentation revisions
to each DSC, ATTN. LS. Advance copies of docunmentation resulting from
HQ DLA approval for DLA-wi de inplenentation will also be furnished the
SAMMS Project Ofice (DSCP-LT), at DSCP, for review and interna
distribution until SAMMS is totally inplenented at DSCP

201407 - FILE DATA RETRI EVAL

DLA PLFAs and PSEs have several nmanagenent information retrieva
techni ques available for the extraction/conpilation of ad hoc reports.
These techni ques are intended for those occasional data requests which
are outside the real mof recurring managenent or operational reporting
requi renents. See chapter 33, Local Managenent Deci sions in SAMVS,
section VI.
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SECTI ON V - EMERGENCY PROCEDURES
201501 - DLA WAR AND EMERGENCY SUPPORT PLAN

Annex N to the DLA WESP provides for manual requisition, issue, and
i nvestigation (inventory) procedures. |t nay be necessary to initiate
t hese procedures during power or conputer outages, general war, post-
attack period, or when directed by HQ DLA or other higher authority.
Emergency manual procedures are intended to supplenent this volunme. Use
of nmechani cal capability which exists during periods of energency will
not be deni ed.

201502 - CONTI NUI TY OF OPERATI ONS PLAN ( COOP)

a. COOP provides for the continuing performance of certain mnimlly
essential supply functions at an alternate site in the event a DSC is
rendered i noperable for an extended period of tine, but generally not to
exceed 30 days.

b. The affected DSC wi |l contact HQ DLA CCC to reconmend execution of
COOP. As directed by HQ DLA, DSI O which has been designated as the
primary alternate site, will be responsible for providing the necessary
ADP support to performthe designated mnimally essential functions. At
the concl usion of the emergency, DSIOw ||l forward all applicable tapes
and transaction files to the originating DSC for processing and
conditioning of files.

SECTI ON VI - DI STRI BUTI ON AND RELATI ONSHI P TO OTHER DI RECTI VES
201601 - DI STRI BUTI ON OF VOLUME |

This volunme receives special distribution. Additional requirenent for
copi es or anmended distribution of revisions to this volume should be
forwarded to HQ DLA, ATTN. DASC-WDM For assistance in this area, cal
DSN 427- 1252 or 427-1272.
201602 - RELATION TO OTHER DI RECTI VES

a. |f the procedures contained in this volume appear to conflict with
DoD or other DLA publications, the subject should be i mediately
submitted to HQ DLA, ATTN. DLA-MMS, for consideration and correction

b. The procedures contained in this volunme (notably the products of
the entry/exit processes) contain data which may not be directly
applicable to the Supply Operations area. These products are shown for
clarity and continuity and maintenance is the joint responsibility of
each of the functional Directorates and/or the Service el ement invol ved.
SECTI ON VI - GUI DANCE FOR PREPARATI ON OF CHAPTERS AND APPENDI CES
201701 - GUI DANCE FOR PREPARATI ON OF CHAPTERS

a. Each chapter:
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(1) I's the general, narrative description of the policies, criteria,
and guidelines of one or nore related functional areas.
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(2) Specifies the precise docunentation involved in processing
transactions through the function and their interrelationships.

(3) Covers fully the procedures involved in processing transactions
through the function wi thout overl appi ng or being dependent upon other
chapters. Interrelated chapters are integrated by nmaking references to
and from without duplication of descriptive narrative.

(4) Corresponds with requirenents of volume |, this manual, where
applicable, and is witten in essentially the same nanner as corre-
spondi ng chapt er

(5) Is assigned, by DSIO MS, a nunber and title as recorded on
CONTENTS pages.

(6) Is subdivided into sections.
(7) UWilizes the follow ng paragraph nunmbering system
(a) A 6-digit nunmber constructed as foll ows:
1. 1st - (specifies volume).

2. 2nd and 3rd - (specifies chapter).

I*

4th - (specifies section within chapter).

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

(b) Subparagraphs are indicated by | ower case al phabet, then
nunmeral s encl osed in parenthesis. Exanples:

1. 201234a
2. 201234a(1)
(c) Pages are nunbered by volune, part, chapter, and page. For

exanpl e, the page nunber of the tenth page of chapter 3 is nunbered:
I1-1-3-10. The content page of the chapter is identified in a simlar
manner but with an i inserted in the number. Exanple: [11-1-3-i1l

(8) Is preceded by a Table of Contents of the chapter

b. The first section of each chapter is entitled GENERAL and incl udes
par agr aphs, as appropriate, in the follow ng order

(1) PURPOSE.
(2) SCOPE.
(3) REFERENCES.

(4) BACKGROUND.
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(5) POLICY.

(6) RESPONSI BI LI TI ES.
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c. Each follow ng section:

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

(2) Describes the processing of source docunents.

(3) Describes internal conmputer processes, as necessary, to portray
procedural |ogic for purposes of programm ng, training, and managenent
revi ew

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

(5) Refers to all appropriate appendices which give the conplete
specific details of the procedures.

d. All chapters prepared by DSIOMS will be submitted to the
Publ i cati ons Managenent O fice (PMO), DSDC-SI, for entering onto text
processi ng equi prent and subsequent publication

201702 - GUI DANCE FOR PREPARATI ON OF A APPENDI CES
a. Each A appendi x:

(1) Describes and lists a series of codes used in nore than one
situation or instance in this vol une.

(2) Corresponds, as appropriate, with appendi x of same nunber in
volume |, this manual

(3) Is assigned a nunmber, published, controlled, and maintained by
DSl O MS.

(4) Uilizes a separate series of page nunbers for each appendi x.
Pages are nunbered by volunme, part, appendi x and page. For exanple, the
third page of appendix A-42 is nunbered |1-3-A42-3.

(5) Is listed in nunerical sequence in the |Index of A Appendices
whi ch precedes chapter 1, and is listed in al phabetic sequence in the
Al phabetic I ndex of A Appendi ces which precedes the A appendices. The
first page of the Al phabetic Index of A Appendices is nunbered I|I-3-Ai-
1

b. Codes:

(1) Conformto MLSTRIP, MLSTRAP, M LSTAMP, and volune |, as
requi red and applicable.

(2) Are listed al phabetically, then nunerically, if appropriate.
The letters | and Owll be omtted, if possible.

c. Format: See follow ng page.
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d. All A appendices prepared by DSIO MS will be submitted to the PMO
DSDC-SI, for entering onto text processing equi pnent and subsequent
publi cati on.
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FORMAT

APPENDI X A-

1. Number of characters:
2. Type of code: (alphabetic, numeric, or al pha/nuneric)

3. Explanation:

4. Source: (if applicable)

5. The follow ng codes are assigned:

CODE DEFI NI TI ON

6. References: (Related appendices and chapter(s))
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201703 - GUI DANCE FOR PREPARATI ON OF B APPENDI CES
a. Each B appendi x:

(1) Describes an input or output transaction used in the processes
described in this vol ure.

(2) Corresponds, as appropriate, with appendi x of same nunber in
volume |, this manual

(3) Confornms to MLSTRIP, MLSTRAP, as required.

(4) 1s assigned a nunmber, published, controlled, and maintained by
DSl O MS.

(5) Uilizes a separate series of page nunbers for each appendi x.
Pages are nunbered by vol une, part, appendi x, and page. For exanple,
the third page of appendix B-42 is nunbered |1-3-B42-3.

(6) Is listed in:

(a) Numeric sequence in the Index of B Appendices which precedes
chapter 1;

(b) Al phabetic sequence in the Al phabetic Index of B Appendices
whi ch precedes the B appendi ces;

(c) DIC sequence followi ng the al phabetic index preceding the B
appendi ces;

(d) DIC sequence in appendix |I-3-A1;
(e) DIC sequence in appendix II-3-A31;
Each of these will be updated when a B appendi x i s added,
del eted, or revised. The first page of the Al phabetic Index of B
Appendi ces is nunbered I1-3-Bi-1.
b. Format: See follow ng page.
c. All B appendices prepared by DSIO MS will be submitted to the PMO

DSDC-SI, for entering onto text processing equi pnment and subsequent
publi cati on.
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FORMAT

1. Explanation of use, source, form nunber and any pertinent
i nstructions for preparation of the input or use of the output
transaction. (lInclude reference to applicable chapter(s).)

2. The following are the fields in the transaction

FI ELD FI ELD
LEGEND PCSI TI ONS EXPLANATI OV | NSTRUCTI ONS
* * %

*All 80 positions are always identified consecutively.

**State, if appropriate, "Refer to applicable code in appendix___."
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201704 - GUI DANCE FOR PREPARATI ON OF C APPENDI CES
a. Each C appendi x:

(1) Depicts either a printed form formletter, or other format not
i ncluded in anot her appendi x or descri bes standard m scel | aneous
i nstructions which cross functional area lines. Forns prescribed for
use and readily available will not be included when the formis sinple
in design or itementries are self-explanatory.

(2) Corresponds, as appropriate, with appendi x of same nunber in
volume |, this manual

(3) Is assigned a nunber, published, controlled, and maintained by
DSl O MS.

(4) Uilizes a separate series of page nunbers for each appendi x.
Pages are nunbered by volunme, part, appendi x and page. For exanple, the
third page of appendix C-11 is nunbered I1-1-Cl11-3.

(5) Is listed in nuneric sequence in the |Index of C Appendi ces which
precedes chapter 1 and in al phabetic sequence in the Al phabetic |ndex of
C appendi ces which precedes the C appendices. The first page of the
Al phabetic I ndex of C Appendices is nunbered I1-1-Ci-1

b. Format: See follow ng page.

c. Proposed new forns or formletters are forwarded to HQ DLA, ATTN:
DLA- GSS for assignment of DLA form nunbers, prior to preparation of C
appendi x.

d. All C appendices prepared by DSIO M5 will be submitted to the PMO

DSDC-SI, for entering onto text processing equi pnent and subsequent
publi cati on.
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FORMAT

(Form Number)

Facsimle of form

APPENDI X C-

1. ORIA N SOURCE (\Where appropriate.)

2. PURPOSE/ USE

3. REFERENCES (Includes all related appendi ces and chapters.)

4. EXPLANATI ON/ FORMAT

(Describe instructions, chart, graph, or table fully or refer to
attached page for format or contents.)

I1-1-1-19



201705 - GUI DANCE FOR PREPARATI ON OF E APPENDI CES

a. A separate E appendi x provides precise and conpl ete step-by-step
procedural instructions for processing all documents which require
manual attention as foll ows:

(1) Manual preparation of all internally originated i nputs (certain
B appendi ces).

(2) Manual correction of ALL possible violations of ALL (externally
or internally originated) input transactions and SAMMSTEL inquiries
(certain B appendices).

(3) Manual processing of output transactions not going i mediately
to AUTODIN (certain B appendices).

(4) Manual processing of all printed forns which are conputer-
produced (certain C appendi ces).

(5) Manual preparation of printed forns which are internally
ori ginated but not computer-produced (certain C appendices).

(6) Manual processing of conputer-produced reports/listings when not
fully described in the F appendi x.

(7) Manual procedures for certain normal internal operations.

b. Each of the above seven categories of procedures will (with
possible M NOR variations) fit one of the attached SAMPLE | NSTRUCTI ONS
#2, #3, or #4. These SAMPLE I NSTRUCTIONS 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 witten to the | owest possible operating
el ement within the standard organi zati on framework (DLAM 5810. 1,

Organi zation of DLA Field Activities).

d. Each E appendi x is assigned a nunber, published, controlled and
mai nt ai ned by DSI O MVS.

(1) The appendi x nunber is configured as follows:

(a) The first elenent is the volunme nunber.

(b) The second elenent is the part nunber.

(c) The third elenent is a constant E and the three digit appendix
nunber with either a P or V suffix. The three nunerics are based on
related B, C, or F appendi x nunbers where possible (e.g., E-007
corresponds to B-7; E-011 corresponds to B-11, etc.). The P suffix
i ndi cat es:

1. Preparation of input,

2. Processing of output, or
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3. Procedure for specific action or all three possibilities.
The V suffix indicates processing of violations for a docunent.

(2) For exanple, the first page of procedural or preparation
appendi x E-007 is as follows:

I1-3-E007P-1. |If the appendi x outlines violation processing, the
appendi x i s nunmbered the sane except the use of a V suffix instead of a
P suffix.

e. Each E appendix is listed in nurmeric sequence in the Index of E
Appendi ces whi ch precedes chapter 1 and in al phabetic sequence in the
Al phabetic | ndex of E Appendi ces which precedes the E Appendices. The
first page of the Al phabetic Index of E Appendices is nunbered I|I-3-Ei-
1

f. Format: The format for the different types of E appendices is
i ncluded in SAMPLE | NSTRUCTI ONS #2, #3, and #4. Each E appendix is
listed in numeric sequence in the Index of E Appendi ces which precedes
chapter 1 and in al phabetic sequence in the Al phabetic Index of E
Appendi ces whi ch precedes the E appendi ces.

g. All E appendices prepared by DSIO M5 will be submitted to the PMO

DSDC-SI, for entering onto text processing equi pnent and subsequent
publi cati on.
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SAMPLE | NSTRUCTI ONS #1
APPENDI X E-001 V
LOG STI CS TRANSFER/ DECAPI TALI ZATI ON DOCUMENT VI CLATI ONS
1. I NPUT DOCUMENT

a. Define the input docunment represented by the output violation
noti ce (appendi ces F-122 and/or F-117).

b. EXAMPLE PARAGRAPH
LOG STI CS TRANSFER/ DECAPI TALI ZATI ON DOCUMENT, DI C DE_, APPENDI X B-1.
2. I NPUT TO PROCEDURE DECI SI ON CHART( S)
a. ldentify the applicable D appendi x(es) for the input docunent.
b. NOT APPLI CABLE.
3. PURPOSE, CONTENTS, AND RESPONSI BI LI TI ES
a. Define the purpose, contents and responsi bl e organi zati onal
el ement, within the standard organi zati on franework, responsible for the
speci fic docunment/error conditions to be processed including reference
to applicable chapter(s).
b. EXAMPLE PARAGRAPH
THI'S APPENDI X |'S APPLI CABLE TO CHAPTER 8 AND PROVI DES | NSTRUCTI ONS
FOR THE RESEARCH, CORRECTI ON AND REENTRY OF LOG STI CS TRANSFER/ DECAP-
| TALI ZATI ON DOCUMENTS WHI CH HAVE BEEN REJECTED FROM COMPUTER PROCESSI NG.
REASONS FOR COVPUTER REJECTI ON BY VI OLATI ON REASON CODE, | N ALPHABETI CAL
ORDER, ARE LI STED BELOW THE MATERI EL SUPPORT BRANCH OF THE DI RECTORATE

OF SUPPLY OPERATI ONS | S RESPONSI BLE FOR PROCESSI NG ALL THESE VI OLATI ON
REASON CODES.

I1-3-E001V-1
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VI OLATI ON
REASON_CODE DEFI NI TI ON

AB Invalid RI C From

AC Invalid Rl C To.

AN Invalid U .

AW I nvalid Managenent Code.

4. PROCESSI NG RESEARCH | NSTRUCTI ONS

Define processing actions and research instructions for each
violation/error condition listed in paragraph 3 above, as foll ows:

a. VI OLATI ON REASON CODE AW
(1) REASON FOR VI OLATI ON/ ERROR CONDI Tl ON

(a) Define reason input docunent rejected from conputer
processi ng.

(b) EXAMPLE PARAGRAPH
Vi ol ati on Reason Code AWindicates that data in pos. 72 of the
i nput docunment was other than an authorized Managenent Code as defined
i n appendi x A-13.
(2) PROCESSI NG RESEARCH REQUI RED

(a) Define specific processing or research actions required to
obtain the correct data el ement.

1. Include preparation and submi ssion of specific required
inquiry form(s) by referring to appropriate DI C, specific B appendix
nunber and specific Action Code(s) (appendix A-42). Do not duplicate
col um- by-colum entries reflected in a B appendi x, unless such
reiteration provides necessary clarity to the processing instructions.

2. Include inquiry to source as necessary, and specify media of
comuni cation to be used, based on docunent priority or critical timng

3. Include reference to source docunments by conplete title and
reference nunber (e.g., DLAR 5205.1, etc.), when required.

I1-3-E001V-2
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4. Include reference to related E and C appendi ces as
applicable w thout duplicating specific instructions. Mnually prepared
docunents which are not covered by a specific E appendi x should be fully
docunent ed and expl ai ned (entry-by-entry).

(b) REPEAT PARAGRAPH(S) | N ALPHABETI CAL ORDER, SIM LAR TO 4a ABOVE
FOR EACH VI OLATI ON REASON CODE/ ERROR CONDI TI ON LI STED | N SUBPARAGRAPH 3
ABOVE.
5.  REENTRY | NSTRUCTI ON
a. Define exact procedures for preparation of source docunent.

b. EXAMPLE PARAGRAPH

(1) Review renmining data el ements contained in violation output
docunents to detect any other invalid data, and correct as necessary.

(2) Reentry nmethod for violations is contingent upon type of
vi ol ati on out put docunent which is a | ocal option and recorded in the
Qut put Routing Code Table (appendix F-20). The follow ng codes are the
various options with reentry instructions:

CODE OQUTPUT REENTRY

1 ZLR - Controlled Using either Violation Listing, appendix
Violation Listing, F-122 or Violation/ Suspense Contro
appendi x F-122 Reentry Docunent, appendi x B-66, enter

corrected data and/or Violation Reentry
Code (appendi x A-62) with col ored penci
or ink and submt as prescribed in
appendi x E-066 P

3 Uncontrol | ed Reentry, when required, is acconplished
Vi ol ati on, as prescribed in appendi x E-346 P
appendi x F-117

6. FLOWCHART

E appendices will be supported by a docunent processing flowchart only
when necessary to further explain the manual processing/research actions
required in the procedure. Wen a docunment processing flowchart is not

deened necessary, this paragraph will reflect the statenment FLOACHART
NOT REQUI RED.

I1-3-E001V-3
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SAMPLE | NSTRUCTI ON #2
APPENDI X E-258 P
PRQIECT ORDER ( REPAI R)
1. FORM REPORT USED
Project Order (DLA Form 531).
2. REASOV CRI TERI A FOR PREPARATI ON
a. Define the circunstances requiring the preparation and subm ssion
of the specific formreport including reference to applicable
chapter(s).
b. EXAMPLE PARAGRAPH
DLA Form 531 is used between DSCs and distribution/ mai ntenance
activities to schedule Condition Code F and G nmateriel for repair/
conpletion as outlined in chapter 17.
3. RESPONSI BLE ORGANI ZATI ONAL ELEMENT
Define the organi zational element within the standard organi zation
framework responsible for the preparation and processing of the form
report.
4. PROCEDURES/ | NSTRUCTI ONS FOR PREPARATI ON OF FORM REPORT
a. SOURCE(S) OF | NFORMATI ON

Define source(s) of information/data to be included on the specific
form report being prepared.

b. EXAMPLE PARAGRAPH

DLA Form 531 is prepared frominformati on obtained from DoD Storage
Quantity Control Reports (DD Form 1225).

c. PREPARATI ON OF FORM REPORT
Define the preparation of the formreport to include bl ock-by-bl ock
entries, fully cross-referencing the source of each specific data
el ement/informati onal entry. Qutline any suspense files or tine periods
established for specific actions or suspenses.

d. SI GNATURE/ APPROVAL REQUI REMENTS

Define signature/approval authority in relationship to originating
i ndi vi dual / organi zati onal el enent.

e. |1-3-E258P-1 EXAMPLE PARAGRAPH
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The applicable Commopdity Branch Chief will conplete blocks 9a, b,
and c. Blocks 11b and 11c will be conpleted by Chief, Materiel Support
Br anch.
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f. DI STRI BUTI ON OF FORM REPORT

Define the internal/external distribution of the conpleted
formreport to include conplete file nane/titl e/ nonenclature for those
copies to be retained in internal files or suspense.

g. EXAMPLE PARAGRAPH

(1) The applicable Conmodity Branch will retain one copy in Item
Hi story File and forward original and five copies to the Materie
Support Branch.

(2) The Materiel Support Branch will assign a Project Order Nunber,
enter additional information as required, and distribute the form as
fol |l ows:

(a) Oiginal and three copies to performng activity.
(b) One copy to applicable Commpdity Branch

(c) Retain one copy in suspense pending recei pt of acceptance
copies fromperform ng activity.

5.  PROCEDURES/ | NSTRUCTI ONS FOR PROCESSI NG RESPONSE TO OR RETURNED FORM
REPORT

Define each action required on receipt of reply or returned copy of
the formreport fromthe action office/activity, to include instructions
for preparation and subm ssion of follow on conmputer input by reference
to appropriate DI C and B appendi x. Do not duplicate col um-Dby-colum
entries described in the related B appendi x, unless reiteration | ends
necessary clarity to the processing instructions.

6. DI SPOSI TI ON OF FORM REPORT AFTER FI NAL ACTI ON

a. Define any mandatory tinmefranes for retention of conpleted form
report.

b. EXAMPLE PARAGRAPH
DLA Form 531 will be retained in the Project Order files until the

project is conplete. Subsequent to conpletion of repair actions, the
formse will be destroyed under current records disposition procedures.

I'l-3-E258P-2
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7. FLOWCHART

E appendices will be supported by a docunent processing flowchart only
when required to further explain the manual processing/research actions
required. When a docunent processing flowchart is not deened

necessary, this paragraph will reflect the statement, FLOACHART NOT
REQUI RED.

I'l-3-E258P-3
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SAMPLE | NSTRUCTI ON #3
APPENDI X E-001 P
| NTERROGATI ON DOCUMENT
1. PURPGCSE

a. Define the purpose and necessity for the procedures being
est abl i shed.

b. EXAMPLE PARAGRAPH

This appendi x is applicable to chapter 45 and descri bes the
processing of Interrogation Docunents, DIC JTX (Urgent) and DIC JTV
(Routine), appendix B-84. The Interrogation Docunment (incomng) is
subnmitted by a Service ICP to the cognizant DSC. The outgoi ng docunent
is prepared by the holding Service ICP indicated in the DLSC furnished
assets information or to a known user of the iteminvolved. The
activity receiving the Interrogation Reply Docunent responds with an
Interrogation Reply Docunent, DI C JSX, appendix B-85. The docunent
nunber of Interrogation and Interrogation Reply Docunments contains J in
pos. 40 as prescribed by appendi x C- 2.
2. APPENDI CES USED I N THI S PROCESS

a. Indicate related appendices required in the process/procedure
established by this appendi x.

b. EXAMPLE PARAGRAPH
(1) Appendi x B-84.
(2) Appendi x E-084 V.
(3) Appendix F-79.
(4) Appendi x F-117.
(5) Appendi x F-167.

3. RESPONSI BLE ORGANI ZATI ONAL ELEMENT
Define the organizational element, within the standard organi zation

framework, responsible for the conpletion of the procedures/process
descri bed by this appendi x.

I1-3-E001P-1
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4. PROCEDURES/ | NSTRUCTI ONS

Define the step-by-step actions required in the procedures being
established by this appendix to include the uses and rel ati onshi ps of
rel ated appendices |listed in subparagraph 2 above.

a. Include preparation and subm ssion of required conputer input by
referring to appropriate DIC, B appendi x number, and Action Code(s)
(appendi x A-42) without duplicative instructions.

b. Include preparation and submi ssion of hard-copy forns/reports, as
applicable. Do not duplicate bl ock-by-block entries on a C appendix
whi ch are covered by a separate E appendi x. Manually-prepared docunents
whi ch are not covered by an E appendi x should be fully docunmented and
expl ai ned.

c. Include quality control and results evaluation techni ques, when
required.
d. Include disposition instructions or instructions for dissem nation

of results.
5.  FLOWCHART

E appendices will be supported by a docunent processing flowchart only
when required to further explain the manual processing/research action
in the procedure. When a docunent processing flowchart is not deened

necessary, this paragraph will reflect the statement, FLOACHART NOT
REQUI RED.

I'1-3-E001P-2
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201706 - GUI DANCE FOR PREPARATI ON OF F APPENDI CES
a. Each F appendi x:

(1) Describes a conputer-prepared operating docunent or printout.
Where possible the word "report" is avoided to preclude the assignnent
of a Reports Symbol Nunber which is NOT required for operating docunents
and listings.

(2) Is assigned a nunmber, published, controlled and nmi ntai ned by
DSl O MS.

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

(4) Uilizes a separate series of page nunbers for each appendi x.
Pages are nunbered by volunme, part, appendi x and page. For exanple, the
second page of appendix F-2 is nunbered II-3-F2-2.

(5) Is listed in nuneric sequence in the |Index of F Appendi ces which
precedes chapter 1 and in al phabetic sequence in the Al phabetic |ndex of
F Appendi ces which precedes the F appendices. The first page of the
Al phabetic I ndex of F Appendices is nunbered I1-3-Fi-1.

b. Format: See follow ng two pages.

c. Al F appendices prepared by DSIO M5 will be submitted to the PMO
DSDC-SI, for entering onto text processing equi pnment and subsequent
publi cati on.

d. Each illustrative page wll:

(1) Bear a heading in a single line across the top, as described in
par agr aph 4 of page foll ow ng.

(2) Be a facsimle of actual document or printout or will be typed
on 10 1/2" x 15" white bond paper. Elite type is preferred. \Wen
typed, only upper case letters will be used and typing will be within

the limts shown on follow ng page titled SAMPLE | NSTRUCTI ON #5.

(3) Not be stapled or punched.
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FORMAT

APPENDI X F-

1. PURPGCSE

I ndi cate purpose for printout, avoiding the word "Report" where
possi bl e.

2. ORIGN

I ndi cat e out put of process as depicted in chapter _

3. FREQUENCY

Indicate daily, weekly (on Fridays), nmonthly (nonth ending), upon
submi ssion of a specific input action.

4. FORNMAT

a. Heading Line (use "Standard ldentification" if heading consists of
F Number, DSC, Qutput Routing Code, Title, Date Produced, and Page
Nunber) .

b. Data Organization:

(1) Sequence: (Indicate the data elenment on which the sequenci ng of
data contained in the printout is based.)

(a) Major:

(b) 1st Internediate:

(c) 2nd Internediate:

(d) Mnor:

(2) Number of lines per page:

(3) Spacing: (single, double, or triple).

(4) Page break is on:

(5) Required totals are:
c. Captions of Data El enents:
(1) Except for overriding reasons, the data el ement which is the
maj or sequence is always printed in the left-nmost colum with

i nternedi ate and mi nor sequences followi ng inmediately in next right
col ums.
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(2) List each caption of the data contained in the body of the
printout and describe fully, including maxi mumlength of field and
nature of content of field (al pha, nunmeric, or al pha/nuneric).

5. DI STRI BUTI ON AND RETENTI ON

I ndi cate specific recipients, based on standard organi zation in DLAM
5810. 1, of each copy with appropriate disposition instructions.

6. PROCEDURES FOR REVI EW AND PROCESSI NG

Descri be procedures for review and use of printout or refer to
appropriate E appendi x for step-by-step processing.
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SAMPLE | NSTRUCTI ON #4
APPENDI X F-81
| N\VENTORY LOSSES FROM CATALOG U CHANGES

1. PURPGCSE

To notify DSO that a U change has created a residual quantity which
has been dropped fromthe accountable record. This notification serves
as the basis for disposal instructions for the residual bal ance | AW
appendi x E-409 P.
2. ORIGN

Produced autonmatically whenever an inventory adjustnent transaction
results froma catal og U change processing which has created a residual
quantity. This process is depicted in chapter 5.

3. FREQUENCY

Daily, as Catalog U change and resultant inventory adjustnment |osses
are processed.

4. FORMAT
a. Heading Line (Standard ldentification).
b. Data Organization.
(1) Sequence:
(a) Major is ORC
(b) Mnor is National Stock Number.
(2) Number of lines per page is variable.
(3) Doubl e spaced.
(4) Page break is on ORC.
(5) Required totals: None.
c. Captions of Data El enents:

(1) DIC - Docunent ldentifier Code of processed inventory
adj ust ment .

(2) RIC TO - Routing ldentifier Code of processing DSC.

I1-3-F81-1
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(3) NSN - National Stock Number.

(4) OLD U - Ad (prior) unit of issue.
(5) NEWU - New unit of issue.

(6) OLD QTY - Od (prior) quantity.

(7) NEWQTY - New quantity.

(8) RESIDUAL QTY - Residual quantity, the quantity remaining after a
catal og U conversion.

(9) LOC RIC - Location Routing ldentifier Code of distribution
activity.

(10) O P - Ownership/Purpose Code.

(11) COND - Condition Code.

(12) TYPE PK - Type of Pack Code.

(13) EFF-DATE CAT-CHG - Effective Date of the Catal og Change.

(14) CONV FACTOR - Conversion Factor.

(15) DEC LOC - Decinal Location. This one position field can contain
the nunbers O through 4. This nunber will be used to determine counting
fromthe right the position of the decinmal point in the Conversion
Fact or .

5. DI STRI BUTI ON AND RETENTI ON

One copy to Inventory Accounting Branch, Stock Control Division, DSO.
It will be destroyed after it has served the purpose for which it was
prepar ed.

6. PROCEDURES FOR REVI EW AND PROCESSI NG

This printout will be processed | AW appendi x E-409 P, Processing
I nventory Losses From Catal og U Changes.

I1-3-F81-2
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201707 - GUI DANCE FOR PREPARATI ON OF G APPENDI CES
a. Each G appendi x:

(1) Furnishes standard definitions, abbreviations, and charting
synbols for use in this vol une.

(2) Is assigned a nunmber, published, controlled and nmi ntai ned by
DSl O MS.

(3) Is listed in nuneric sequence in the |Index of G Appendi ces which
precedes chapter 1 and in al phabetic sequence in the Al phabetic |ndex of
G Appendi ces which precedes the G appendices. The first page of the
Al phabetic I ndex of G Appendices is nunbered I1-1-G -1.

(4) Pages are nunbered by vol une, part, appendi x and page. For
exanpl e, the second page of appendix G2 is nunbered I1l-1-Q2-2.

b. Al G appendices prepared by DSIO-MS will be submitted to the PMO
DSDC-SI, for entering onto text processing equi pnent and subsequent
publi cati on.

c. The following format is applicable:

TERM MEANI NG
or
ABBREVI ATI ON
or

SYMBOL
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