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SECTION 1  POLICY AND ADMINISTRATION 







101101  PURPOSE  



  This manual is published to:  



1.  Provide uniform operating procedures for processing inputs-outputs within the Contracting Subsystem of the Standard Automated Materiel Management System (SAMMS).  



2.  Prescribe the detailed criteria and operating procedures/options associated with the Contracting Subsystem.  



3.  Provide specific policy guidance when appropriate.  



101102  SCOPE 



  This manual is an operational directive and conforms to and is con-sistent with the policies, principles, and conceptual requirements of higher level directives such as the FAR.  The manual is organized into narrative chapters which relate to mandatory and optional operational instructions for specific operations.   The appendices contain coding instructions, forms and formats of subsystems, input-output, and other miscellaneous instructions.  

�SECTION 2  MAINTENANCE OF THE MANUAL 







101201  GENERAL 



  This manual will be maintained in an up-to-date condition consistent with any changes effected within SAMMS which impact the Contracting Subsystem.  



101202  RESPONSIBILITIES 



1.  The Chief, Systems Branch, Contracting Directorate, DLA is desig-nated the Functional Manager for the SAMMS Contracting Subsystem.  Responsibilities encompass the following:  



  a.  Making specific assignments to DLA Systems Automation Center (DSDC) for the development, revision or additions to DLAM 4715.1.  



  b.  Reviewing and approving, prior to publication, all changes to DLAM 4715.1.  



  c.  Developing general, functional requirements for DSDC detailed development.  



  d.  Reviewing, approving, and assigning of functional priorities for detailed, functional requirements developed by DSDC.



  e.  Reviewing and approving of LAIS requirements and applications in the contracting area.  



  f.  Coordinating all SAMMS contracting related actions with the DLA staff elements as required.  



  g.  Initiating appropriate support action for DSC generated requests for changes, additions, and refinements to the SAMMS Contracting Subsystem.  



2.  DSDC is responsible for:  



  a.  Developing, editing, and authenticating DLAM 4715.1.  



  b.  Development of detailed systems requirements based upon approved general systems requirements.  



  c.  Functional systems testing and coordination with the appropriate HQ DLA Principle Staff Elements (PSEs).

�101203  POLICY 



  The following policy, principles, and conceptual requirements will be observed when procedural material is developed for publication in this manual:  



1.  Within the Contracting Subsystem, DSCs will operate under the con-cept of a uniform automated contracting system to the greatest extent possible.  



2.  The Chief, Systems Branch, Contracts Division DLA-PPS, is designated the Functional Manager for the SAMMS Contracting Subsystem and will ensure procedures conform with FAR, DFARS and DLAR.



101204  LOCAL IMPLEMENTATION FOR THIS MANUAL 



1.  This manual is designed to require little or no additional documen-tation for implementation at the DSCs.  In situations where the manual and other related publications approved by HQ DLA (DLA-PPS) do not provide adequate coverage or when ambiguities affect the interpretation of the procedures, the DSC may augment or amplify this manual through the use of page additions developed in accordance with DLAH 5025.3, Guide for Preparation of Regulatory Publications.  



2.  Additions will be for specific chapters, paragraphs, or appendices of this manual and will be prepared so as to enable their physical interleafing into DLAM 4715.1.  Copies of the  published  documentation are to be forwarded to HQ DLA, ATTN: DCSSO, and DLA Systems Automation Center, ATTN: DSDC-OFP for review and consideration for permanent inclusion in this manual.  Each DSC shall establish necessary control over the development of page additions to ensure removal when no longer applicable.  The functional manager shall inform DSCs when page addi-tions are officially incorporated into DLAM 4715.1 and DSC shall purge the page additions as applicable.  



3.  Reference guides in a format informally referred to as handy-dandies may be used to explain or amplify this manual.  A handy-dandy is a step-by-step procedure for use by operating personnel which consolidates related actions by subject enabling rapid reference to instructions for actions to be taken without referring to the basic manual.  Handy-dandies are exempt from the guidelines cited in subparagraph 2 above.  

�SECTION 3  ADMINISTRATIVE INSTRUCTIONS 







101301  FORMAT 



  The entire manual is designated volume I.  Volume I is divided into two parts as follows:  



Part 1 - Chapters 



Part 2 - Appendices 



  Each part is divided into numbered sections containing instructions pertinent to the chapter or appendix as delineated in the index.  



101302  NUMBERING SYSTEM 



1.  The page numbering system used is based on a four position structure (volume, part, chapter/appendix, page).  Examples are:  



VOLUME      PART      CHAPTER/APPENDIX      PAGE 



I           1         3                      3     I-1-3-3

I           2         B5                    13     I-2-B5-13



2.  The paragraph numbering system used consists of a six digit para-graph number and subparagraph designator, which begins with a numeric 1 in lieu of a Roman numeral I as stated above.   It may be broken down in this manner:  



Paragraph 1 05 1 01 1. a. (4) (e) 1. a. (1)(a) 



  Volume I



    Chapter 5



      Section 1



        Paragraph 01



          Subparagraphs



101303  AMENDMENTS 



1.  This manual is published in looseleaf form to facilitate revision of paragraphs and chapters.  As changes become necessary and are made, they will be made by page or chapter to facilitate insertion in the manual.  



2.  All changed pages will be identified by the manual number, change number, and page number.  

�3.  Changes to this manual will be distributed by change sheets.  Change sheets will be numerically identified, beginning with CH 1 for the first change sheet, with each subsequent one numbered consecutively there-after.  



4.  Change sheets will contain a resume of the attached revisions and instructions as to the disposition of revised pages.  



5.  Changes will be published as needed.  Each change sheet, as receiv-ed, will be filed in the front of this manual following the cover page.  



101304  FORMAT FOR APPENDICES 



1.  APPENDIX A.  Identifies and defines types of codes used in the Contracting Subsystem and specifies parameters for each individual code.  



  a.  The appendix is in alphabetical sequence by code title.  



  b.  Individual codes are explained in the following format:  



***********************************************************************



      1.  DEFINITION:



      2.  APPLICATION:



        a.  TRANSACTIONS



          DIC               POS.           FILES



        b.  SAMMSTEL



          SCREEN/VERB                 FIELD        LOCATION



        c.  REPORTS/LISTINGS



      3.  ELEMENTS/CONSTRUCTION OF CODES



***********************************************************************



2.  APPENDIX B.  Contains the formats and related instructions for each SAMMS Document Identifier Code (DIC) or MILSCAP Document Identifier (MDI) used in the Contracting Subsystem.  



  a.  Appendix B is divided into sections on the basis of DIC/MDIs.  



  b.  Individual DICs are normally explained as follows:



FIELD/LEGEND                POS.                EXPLANATION/INSTRUCTIONS

�  c.  Individual DICs with a programmed SAMMSTEL application are explained as follows:  



FIELD ELEMENT/         LOCATION                 EXPLANATION/INSTRUCTIONS

LEGEND________         KP__TP__                 KEYPUNCH________SAMMSTEL 



  d.  Individual MDIs are explained as follows:  



POS.                DATA_ELEMENT_TITLE 



3.  APPENDIX C.  Contains a list of DLA forms required and a cross-reference to the appendix where the form is illustrated or where the data elements are documented.  Appendix C lists forms in DLA form number sequence as follows:  



FORM NO.                     TITLE                 DLAM 4715.1 REFERENCE



4.  APPENDIX D.  Contains a brief description of specific operational processes and provides detailed Contracting Subsystem Processing Charts.  



  a.  The appendix will be divided into sections on the basis of specific processes.  



  b.  Each specific process will contain the following information:



    Title of the Process

    Description/Purpose

    Process Inputs

    Process Outputs

    System Processing Chart



  c.  Each output shown on the Contracting Subsystem Processing charts which requires manual review or manual action of any kind is supported by appendix E. 



5.  APPENDIX E.  Covers the step-by-step procedures for processing docu-ments which require manual review.  The appendix covers both computer generated and manually processed documents.  When appendix D, Contract-ing Subsystem Processing Charts, indicates an output, step-by-step proc-edures for processing are included in appendix E.  A page of appendix E may be prepared to support one or more outputs shown in appendix D.  Additionally, appendix E contains procedures for the operation of available SAMMSTEL programs.  



  a.  The appendix is divided into sections on the basis of the specific manual procedure being explained.  



  b.  Format for individual sections is sequenced to follow a logical pattern for processing.

�6.  APPENDIX F. Contains a brief summary and a sample format of all reports or listings generated by the Contracting Subsystem as well as SAMMSTEL report formats.



  a.  The appendix is divided into sections on the basis of each report or listing.  Each report or listing is the subject of a separate page or group of pages within the appendix.  The purpose of the report or listing, authority, frequency, the data elements to be included, data organization, distribution, and the procedure for review and processing of the report or listing is included in the descriptive summary.  



  b.  Individual reports/listing are explained in the following format:  



    Title

    Frequency

    Sequence of Data

    Distribution

    Explanation



7.  APPENDIX G.  Provides definitions, abbreviations, and symbols.  



  The appendix is divided into two sections:



  a.  Definitions 



  b.  Abbreviations
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