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	Functional Area:  Logistics
	Subject Area: Supply Support Activity Management/Operation

	Inspected 

Unit:    
	Date of

Inspection  
	Checklist

Date: Nov 99

	Proponent: 
	Command Level: 16th Group 

	Task: Ensure that adequate direct support is provided to the brigade and division units under their respective areas of responsibilities.

Condition: Given the mission to provide direct support, ensure that adequate support or coordination to provide all classes of supply, in the amounts and the times specified by the Army regulations and the 1st Cavalry Division regulations, SOPs and policy letters.

Standard:

  A.  References: 

    1. AR 710-2     4.DA Pam 710-2-2      7.DA Pam 710-2-1   11.FM 10-15             14.AR 340-1

    2. AR 735-5     5.FM 38-741               8.AR 735-11-2         12.CDA PAM 18-1   15.ADSM 18-L1Y-AJT-ZZZ-EM

    3. AR 55-38     6.AR 725-50                9.Dod 4145.19-R-1  13.AR 190-1             16.ADSM 18-L1Y-AJT-ZZZ-UM

	Specific Checks
	Yes/No
	Comments

	General Information:

1. Has the Accountable Officer been properly appointed?

AR735-5, Para 2-10

2. Are copies with signature for receipt, issue, turn-in, and balance adjustment documents for items with CIIC of 1, 6, 7,8,9,S, N,P,Q,R or Y, or ARC of N on file?  AR 710-2,Para 3-35 

3. Does the accountable officer also serves as transportation or property book officer?

AR 735-5, Para 2-10 

4. Is the statement of transfer of accountability on file?

AR 735-5, Para 5-2

5. Are all operators on Materiel Handling Equipment license for the equipment?

6. Has the SSA established a Key Control Custodian and implemented measures that limit access to a need to know?

7. Does SSA ensure that all fire extinguishers are serviceable and accessible?
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	Specific Checks
	Yes/No
	Comments

	Stock Control:

1. Are requests for issue being processed within 24 hours?        

AR 710-2, Para 3-20

2. Is the customer being provided with current status on requests for issue? AR 710-2, Para 3-20

3. Are manual transactions being edited IAW tables 5-1 and 5-2, 

DA Pam 710-2-2? (SARSS Automated Check)

4. Whenever changes are made to a unit’s request, is the unit advised of changes? DA Pam 710-2-2, Para 5-7

5. Are steps being taken to identify and prevent possible abuse of the priority system? AR 725-50, Para 2-10

6. Are requests that appear abnormal or with excessive quantities being verified by contacting the unit?

DA Pam 710-2-2, Para 5-7

7. Are all requests received on DD Form 1348-6 (A0E) being edited against the FED LOG system for cross-reference prior to submission? DA Pam 710-2-2, Para 5-7 (FEDLOG Attached)

8. Are reconciliations being conducted with supported units at least monthly? AR 710-2, Para 3-25

9. Is the SSA only accepting listings that have been properly annotated and signed by the unit commander or his designated representative? AR 710-2, Para 3-25                                                                     

10. Are necessary actions being taken on reconciliation mismatches? DA PAM 710-2, Para 19-4

11. Is excess being properly identified as directed by SARSS Parameters? DA Pam 710-2-2, Para 15-4 

12. Are excess stocks being disposed of when on hand quantity is greater than retention limit? DA Pam 710-2-2, Para 15-4

13. Are requests for non- expendable property from DRMO processed through the Property Book Officer prior to being processed by the SSA?  AR 710-2, Para 2-6 (Class II &VII)

14.  Does each Authorized Stockage List (ASL) item have an RO? AR 710-2, Para 3-9 (DMMC)

15. Does each Authorized Stockage List (ASL) item have an assigned Stockage List Code? AR 710-2, Para 3-8 (DMMC)
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	Specific Checks
	Yes/No
	Comments

	Stock Control Con’t:

16. Is the Authorized Stockage List (ASL) limited to essential items? AR 710-2, Para 3-8 (DMMC)

17. Are materiel release denials (A6A) being processed when supplies are not available in the quantity and condition shown on the materiel release order (MRO)? DA Pam 710-2-2, Para 10-6

( 3 Days)

18. Are DA Form 1687s with copies of assumption of command orders on file for each supported unit?

a. Number of supported Units_________________

b. Number of DA Form 1687s on hand__________

c. Number of incorrect DA Form 1687s__________

d. Number of appointment orders on hand________

e. Number of orders needing to be updated_______

19. Is there a system to track the daily submission of the units transaction disks, and daily pick up of repair parts?

DA Pam 710-2-2, Para 

20. Is there an established schedule for executing Trans-In and Trans-Out, Cust-In, Cust-Out, Close-Out and Backups?

21. Is a manual document register maintained for non standard supply transactions? (i.e. Found on installation)

22. Are walk-thrus/post-to-post transactions approved according to Local SOP? 

23. Is there a system for distribution of FEDLOG? 

24. Are Supply Discrepancy Reports (SDR) being properly researched and submitted to appropriate authority within 15 days? (Control Log Maintained )AR 735-11-2

25. Are pseudo-receipts being properly researched?


	
	


	SSA Management/Operations   Command Level: 16th Group                                                              Page 4 of 12 pages

	Specific Checks
	Yes/No
	Comments

	STAMIS:

1. Do operators report system problems to CSSAMO and are those problems logged on a problem report?

2. Does the SSA perform daily backup operations?( Are backup

tapes maintained for at least 5 days?)

3. Do SSA operators perform a weekly PMCS on ADP equipment?

4. Is access to the system controlled using password maintenance?

5. Is access to the total system restricted to the SSA’s OIC and NCOIC?

6. Do SSA personnel notify units when there are diskette problems or manual requisition problems? (Notification Log)

7. Are problems related to parameters being reported to and discussed with 16TH Support opertions/SARSS2A managers?

Small Arms Repair Parts (SARP):

1. Are SARP coded as sensitive or pilferable stored in a secure area? AR 190-11/AR 190-51

2. Are SARP items inventoried quarterly by a disinterested party?

3. Is a copy of the inventory certified by the individual who conducted the inventory maintained on file? 

4. Does the unit take appropriate precautions to ensure that only personnel responsible for receiving, issuing, storage, repair, or destruction of SARP have access to sensitive or pilferable coded SARP?

5. Are SARP items (FSC 1005) with a CIIC of 1,2,3,4,5,6,7,8,9,N,P,Q,R, or J flagged for manager review? 

                                                                                                              
	
	


	SSA Management/Operations   Command Level: 16th Group                                                             Page 5 of 12 pages

	Specific Checks
	Yes/No
	Comments

	Storage:

1. Does the storage facility meet physical security requirements IAW 190-11, AR 340-1, DOD 4145.19-R-1. AR 710-2, Para 3-28

2. Are planographs prepared, displayed and complied with for each storage area?     FM 38-741, pages 1-4 through 1-15 and FM 10-15, Chap 5         

3. Has a location been assigned to all locations? Unknown Locations) FM 38-741, page 2-1

4. Is the locator file kept at a central point near the storage section? (COOP Listing AJT-013) FM 38-741, pg. 1-4 through 1-15 and FM 10-15, Chapter 5

5. Are unauthorized personnel being prevented from entering the storage area unless accompanied by storage personnel?

FM 10-15        

6. Are issue areas being provided for supported units?

FM 38-741, page 1-10

7. Are good housekeeping practices being followed in all areas?  FM 38-741, page 4-1

8. Are stocks properly stored and kept in a serviceable condition?   FM 38-741, page 4-2

9. Are shelf life items being properly managed?

FM 38-741, page 4-2 (Placard Posted)

10. Are storage personnel familiar with the “first in first out” or other methods of stock selection, and is the correct method being utilized? DA Pam 710-2-2, Para 10-6

11. Is only one stock numbered item with one condition code placed in a single location?

FM 38-741, page 6-7

Receiving:

1. Do receiving personnel inspect and inventory all incoming supplies?

2. Are receipt documents processed in the appropriate time frames?  DA Pam 710-2-2, Para 8-2 and AR 710-2, table 1-2

(IPG 1 = 24hrs, IPG 2 &3= 48 hrs)

3. Does SSA utilize the Automated Manifest System (AMS) in Receiving operations? 
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	Specific Checks
	Yes/No
	Comments

	Receiving Con’t:

4. Has the SSA incorporated Materiel Release Order Control System (MROC) in receiving operations?

5. Are receipt documents manually prepared and voucher numbers assigned for items received without documentation after appropriate research has been done to identify the correct document number? DA Pam 710-2-2, Para 8-6 (5 days)

6. Does SSA research and reroute misshipped supplies?

DA Pam 710-2-2, Para 8-5

7. Does the SSA secure sensitive item upon receipt?

8. Does SSA place items in customer bins immediately after receipt?

9. Does SSA input customer receipts regardless of SOS (lateral issues, FEDEX..etc)

Referrals:

1. Does the SSA maintain copies of transmittal documents?

2. Does the SSA have boxes/area dedicated for referral MRO’s?

3. Does the SSA confirm referrals?

Customer Issue    

1. Do issue personnel verify authority to receive supplies and identify each person before issuing supplies? DA Pam 710-2-2,Para 10-8 

2. Are items released for issue made available for pick-up by the supported unit within the prescribed time frames?          

 AR 710-2, Para 3-30     

3. Do issue and shipping personnel verify item quantity, condition code and destination of the supplies as shown on the accompanying documents? DA Pam 710-2-2, Para 10-3

4. Is a log maintained to record unit, date, time and individual notified concerning supplies that have not been pick-up within 5 days?      FM 38-741, page 5-3           

5. Are supplies held at the customer pick-up point for 8 calendar days being returned to stockage?  FM 38-741, page 5-3
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	Specific Checks
	Yes/No
	Comments

	Customer Issue Con’t:

6. Do SSA personnel check the MRO log (picklist) prior to issuing walk-thrus?

Inventory:

1. Is a 100% inventory scheduled published? 

DA Pam 710-2-2, Para 9-8

2. Are sensitive items being inventoried at least quarterly (monthly for ammunition)? AR 710-2, Para 3-29

3. Are supported units being notified of transactions that will or will not be routinely processed during the 100% inventory? 

DA Pam 710-2-2, Para 9-8

4. Are Inventory Adjustment Reports being forwarded to the approving authority within 30 days after completion of inventory?   AR 735-5, Para 14-28

5. Is a causative research being conducted for inventory discrepancies of sensitive items (CIIC of 7 or S) and adjustments over $500.00 in extended line item value?  AR 735-5, Para 14-28

6. Was the last wall to wall inventory conducted within 5 working days? AR 710-2, Para 3-29 and DA Pam 710-2-2, Para 9-7

7. Are inventory results being recorded to accounting records within 3 working days?  

DA Pam 710-2-2, Para 9-7 and 

AR 710-2, Para 3-29

8. Are special inventories being performed as required?

DA Pam 710-2-2, Para 9-7 and 

AR 710-2, Para 3-29

9. Is the inventory accuracy IAW DA objective of 95% with management level of 85%? 

AR 710-2, Table 1-2 & Para 1-19

10. Is the location accuracy IAW DA objective of 98% with management level of 95%?

AR 710-2, Table 1-2 & Para 1-19

11. If the overage or shortage exceeds $50.00 or the item is a sensitive item, is the item being recounted by another team?

DA Pam 710-2-2, Para 9-10
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	Specific Checks
	Yes/No
	Comments

	Inventory Con’t:

12. Has the approving authority taken final action on the IAR within 5 working days of receipt, or returned the IAR to the Stock Record Officer for additional research?   AR 735-5, Para 14-28

13. Are losses of sensitive items for which no cause could be found adjusted by the use of reports of survey? AR 735-5, Para 13-2

14. Are supplies received, issued, stored prior to inventory?

15.  Inventory Accuracy: 10 Lines

      Sample Size______________

      Location Correct___________

      Location Incorrect__________

      Location Accuracy (%)______

      Quantity Correct___________

      Inventory Accuracy(%)______


	
	

	Turn-In:

1. Does the activity ensure that the unserviceable turn-ins is clean and complete before accepting them?

DA Pam 710-2-2, Para 11-3

2. Are damaged or missing parts statements being prepared and signed by the appropriate authority for items that are classified unserviceable through other than fair wear and tear?

AR 735-5, Para 12-1 and DA Pam 710-2-2,Para 11-3

3. Are excess items and major assemblies turned in within 10 days?   AR 710-2, Para 3-31 and DA Pam 710-2-2, Para 11-5

Repairable Exchange:

1. Is the current approved division RX listing on hand? 

AR 710-2                       

2. Does the SSA verify all turn-ins of unserviceable RX items have correct turn in documentation (2404, missing parts, drainage statements, etc)?

3. Does SSA maintain all active open DA Form 5504’s on file and all inactive 5504’s for 180 days after closure?
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	Specific Checks
	Yes/No
	Comments

	RX Con’t:

4. Does SSA close-out completed work orders by processing D6M, using correct condition code?

5. Is unserviceable RX items being job ordered to the maintenance shop for repairs within 3 working days (72 hours) of receipt?

DA Pam 710-2-2, Para 11-3

6. Are requests for issue of RX items being accepted only when:

     a. An unserviceable is turned in  for each requested item

     b. An initial issue requirement for an item is established 

     c. Other arrangements made? DA Pam 710-2-2, Para  11-3     

7. Is the RX serviceable, condemned, unserviceable items separated in the designated RX area?

8. Are prime and substitute RX ASL lines carried in separate locations?

9. Are weekly reconciliations being conducted between the SSA and Shop Office?

10. Is all RX items stocked on repairing SSA’s ASL? 

DA Pam 710-2-2,Para 11-1(a)

11. Reconciliation: Produce DFM (AJT-029) and Customer Work Order Reconciliation (AHN-004). Validate sample reconciliation.

(AHN-004 will only be able to be produce if a special UIC is loaded in SAMS for the SSA)

      Sample Size_______________

      Matched__________________

      Unmatched________________

      Accuracy(%)______
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	Specific Checks
	Yes/No
	Comments

	Warehouse Operations-General:

1. Is the SARSS1 equipment located conveniently for processing receipts and turn-ins?

2. Is materiel placed in its location when received? (48 hrs)

3. Do storage personnel assign locations immediately when bin tickets show no locations?

4. Are locations limited to nine alphanumeric characters?

5. Is a hard copy of the Location Listing (COOP) available for use in the event SARSS1 becomes inoperative?

6. Are copies of the internal and external SOPs located in the storage activity?

7. Does Storage Supervisor review and correct discrepancies found on the Multiple Location Listing and Unknown Location Listing?

Publications:

1. Is there an internal SOP and does it covers at least the following:               

* Duty hours               

* Operating hours 

* Individuals responsibilities

* Activity/section  responsibilities                    

* Procedures for individual and collective training and cross    

   training

* Editing procedures 

* Processing procedures for high/low priority requests          

* Reconciliation with units

* Processing of MRDs

* Processing part number requests 

* Procedures for handling, receipt and control of ULLS disks

* Procedures for transactions  in/out processes

* Procedures for close out process

* Procedures for litigation

* Procedures for suspense file

* Procedures for back up/recovery

* Procedures for catalog build

* Procedures for PDCD Operations

* Inventory schedules and types  to be conducted
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	Specific Checks
	Yes/No
	Comments

	SOP Con’t:

* Procedures to handle requests with exception data

* Procedures for control, operations, maintenance and 

   operator training for assigned equipment

* Reparable management procedures

* Receipt, issue and storage of  pilferable, sensitive and 

  classified items

* Procedures for turn-ins

* Security checks prior to close of business

* Fire and safety instructions

* Visitors control

* Procedures for processing  Supply Discrepancy Reports  (SDRs)

* Shelf life procedures

* Procedures for automation malfunctions

* Delinquent inventory

* Procedures for automation malfunctions

2. Has an external SOP been 

published? Does it covers at least the following:

* Hours of operation

* Location of SSA

* Telephone numbers

* Identification of types of  training available

* Responsibility of support to  supported customers

* ULLS disk submission

* Actions required by units on  receipt of status

* Turn-in procedures

* Follow-up procedures

* Samples of correctly prepared manual documents

* Signature card requirements

* Procedure for submission of  high/low priority requests

* Reconciliation procedures

* Reparable item management procedures

* Gunnery/FTX support

3. Are the following publications on hand or on order?

* DA Pam 738-750  The Army Maintenance Management System

* AR 55-38   Reporting of Transportation Discrepancies

* AR 725-50  Requisitioning Receipt, and Issue System

* AR 740-1  Storage and Supply Activity Operations

* AR 740-3  Care of Supplies in storage Program

* DA Pam 710-2-1  Using Unit Supply System Manual Procedure  

* DA Pam 710-2-2  Supply Support Activity Manual Procedure

* AR 735-11-2  Reporting of Item and Packing Discrepancies

* AR 735-5  Policies and Procedures for Property Accountability

* AR 190-11  Physical Security; Arms, Ammunition, & Explosive  

* AR 710-2  Inventory Supply Mgmt Below Wholesale

* Internal and External SOP
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	SUMMATION

STRENGTHS:

WEAKNESSES:



	** VERIFICATION **

 INSPECTOR

16th CSG SSA/ COMAND SUPPLY DISCIPLINE CIP CHECKLIST

	AREAS OF INSPECTION

SUPPLY SUPPORT ACTIVITY RATING 


	GREEN


	AMBER


	RED



	AREAS OF INSPECTION

1.  General Information

2.  Stock Control

3.  STAMIS

4.  Small Arms Repair Parts (SARP)

5.  Storage

6.  Receiving

7.  Issue

8. Turn-in

9. Reparable Exchange (RX)

10. Publications
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