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AFMAN 23-110, Volume 2, Part 13 is supplemented as follows:

CHAPTER 1, STANDARD BASE SUPPLY CUSTOMER PROCEDURES

1.4.1.  Current information, including phone numbers, regarding Base Supply is located on the 95 Supply Web Page on Centernet.  A complete directory of functional responsibility is located in the web page.

1.7, Table 1.5 (ADDED) (95 MSG/LGR).  AFFTC Forms
	Number
	Title

	5045
	Follow-up/Cancellation Request


1.9.  Organizations that need assistance to request, change, or delete organizational codes should contact the Customer Service Element (CSE), 95 MSG/LGRS.  Form letters are available with all the required information.  The organizational commander, division chief, or staff agency head must sign any correspondence or validation listings pertaining to an organization code.

1.9.3.  When a maintenance activity is predominantly supporting an agency with a higher Force Activity Designator (FAD), the higher FAD may be loaded to the activity’s organizational record.  Submit written correspondence stating the organization being supported to CSE.

*1.10.  Base Supply utilizes the Standard Asset Tracking System (SATS) to account for property.  To receive property under this system, the unit commander designates those individuals who may sign for property using a Smart Card.  A smart card is required to receive property, but each commander may designate as many individuals as necessary.  Equipment Custodians, Bench Stock Monitors, and those authorized to receive classified property must have a Smart Card and the request may be included in the appointment letter.  For questions, or a sample request letter, contact CSE.

*1.10.1.  Base Automated Service Store (BASS) procedures are not utilized.

1.19.  When making an organizational refusal, also print name and provide a phone number for a point of contact.  If property is signed for, but a hidden discrepancy (failed functional check, wrong item inside a sealed container) is found that requires supply action to correct, then contact Pickup & Delivery.  Organizations are allowed 5 workdays after property receipt to return hidden discrepancies.  Non-hidden discrepancies (shelf life expired, no identification) will be refused when the property is delivered. 

*Attach 1A-1, Figure 1A1.1. Chief of Supply Organization Chart






CHAPTER 2, DOCUMENT CONTROL

2.4.1.  The D04 is distributed electronically on Base Supply Web Site (on Center Net).  For questions contact CSE.

2.4.3 (ADDED) (95 MSG/LGR).  Organizations with a Material Control function not operating under the provisions of AFI 21-101, Maintenance Management of Aircraft, (i.e. LMCA, IT) will use the Supply Control Log (AF Form 2413), or an electronic equivalent, to maintain a record of supply requisitions.  The Verification Checklist (AF Form 2414) will be used to monitor MICAP reportable requisitions.  This action standardizes procedures for both maintenance and non-maintenance organizations.

CHAPTER 3, ISSUE PROCEDURES
3.2.2.2.  Aircraft maintenance customers normally input bench stock request through the Core Automated Maintenance System (CAMS).  Urgent fills are called in to CSE.

3.2.2.6 (ADDED) (95 MSG/LGR).  For hazardous materials, contact the Hazardous Materials Cell (HAZCELL).

3.3.2.1.  Organizations may verify their assigned FAD code by calling CSE.

3.4.9.  Demand Code I.  An Initial Issue Letter is required ONLY when the item has an alpha budget code.  The requesting organization will submit complete justification for initial issue of repair cycle (XD/XF) items in writing to the Customer & Systems Support Manager (95 MSG/LGRS) for approval.  Each letter should include the reason why there is not a like item for turn-in, stock number, U/I, ERRC, quantity, nomenclature, org/shop code, and part number.  A completed AF Form 2005, Issue/Turn-in Request, must accompany letters.  Route the letters through the applicable Maintenance Supply Support (MSS) for coordination/approval, and forward to the Customer & Systems Support Flight.

3.4.20 (ADDED) (95 MSG/LGR).  A reimbursable or non-reimbursable job order number (JON) must be entered in cc 45-50 for all issues.  For civil engineer requests, the work order number will be entered.  For SRDs tracked by CAMS, all maintenance activities, enter the last 6 digits of the 7-digit alpha/numeric job control number.

3.4.21 (ADDED) (95 MSG/LGR).  All requests for Advice Codes 2B, “Requested item only will suffice, do not substitute or interchange”; 2L, “Quantity reflected in quantity field exceeds normal demands, however, this is a confirmed valid requirement” and 2N, “Item required in one continuous length,” must be verified by the customer.  This verification may be done verbally.

3.5.  A Base Automated Service Store (BASS) is not operational at Edwards AFB.

3.6.1.  CSE is the point of contact for Bench Stock Support.

3.7.1.  Each activity that has a bench stock account will appoint a primary and an alternate bench stock monitor to manage each account.  Send letters of appointment and changes of monitors to CSE.  The letter will contain the names, rank/grade of the primary and alternate bench stock monitor, org/shop code, telephone number, month and year each was trained, and a request for a SATS Smart Card.  New Bench Stock Monitors are required to receive training unless training has been received within the past two years; however, at the discretion of the Base Supply, follow-up training may be required.  Training will not be given unless the individual has been authorized a Smart Card.  The training schedule is published on the Centernet, on the Base Supply Web Page, or contact CSE.  Update appointment letters as required, but at least annually.  NOTE:  The unit Bench Stock Monitor inputs requests through CAMS.

3.7.2.  The weekly walk-through is waived for all bench stock accounts.  The organizational bench stock monitor is responsible for ordering, binning, and turn-in of all bench stock assets.

3.7.4.  Urgent bench stock requests are submitted to CSE as priority issue requests.  

3.9.  To complete the mandatory annual bench stock review, two copies of the Organization Bench Stock Listing (S04/GV811) will be provided to the organizational bench stock monitor.  A cover letter signed by the Chief of Supply will accompany the listing with instructions for reviewing the Standard Reporting Designator (SRD) and Minimum Reserve Authorization (MRA) data.  One copy of the S04 must be annotated with desired changes, signed by the shop supervisor, and endorsed back to the CSE.

3.10.1.  IAW Vol 2, Part 2, Chap 19, supply point details must be supported by demand level, special level, or RBL level.

3.10.2.  Repair Cycle Support (RCS) is the point of contact for all supply point actions.

3.10.3.  Issues from a supply point detail are forwarded to RCS, 95 MSG/LGRD, for processing using TRIC MSI.

3.14.  Due to government policy mandating the use of the Government Purchase Card (GPC) whenever possible, local purchase procurement of non-aircraft parts is limited to those items that CANNOT be purchased by the GPC.  The Base Contracting Officer makes the final determination regarding local purchase eligibility.  When submitting local purchase requests, customers will keep one copy of the DD Form 1348-6 for suspense and send one copy to supply.  Submit the issue request, AF Form 2005, in two copies and attach to the DD Form 1348-6.  If additional space is needed for information in blocks 8, 11, 12, and 21 of the DD Form 1348-6, add a continuation sheet using plain bond paper.

3.16.  Screen property at local Defense Reutilization and Marketing Office (DRMO), or online through the Defense Reutilization and Marketing System (DRMS).  Bring DRMS Form 103, Screeners Tally Request, or other appropriate documentation, identifying items to be withdrawn to CSE, to complete supply processing.  NOTE: Items screened through DRMS have no guarantees of condition or availability.

3.16.1.  Items withdrawn from DRMO or through DRMS are processed as free issue.  However, all requirements documentation must still be provided, including AF Form 601,  (for NF or ND assets).  Items that will not be used for their original purpose or will be destroyed in use have special processing procedures identified in Vol 2, Part 2, Chap 9.  For further information, contact CSE.  

3.16.2.  Customers have the option to complete and sign all supply documentation before physically removing the property from DRMO.  Hand-carry the requisition to DRMO and pick up the property.  If the Due-Out Release (DOR) has not been signed, then return to Base Supply to complete processing.

3.19.2.  Prepare an AF Form 1996, Adjusted Stock Level, in two copies and send to CSE, 95 MSG/LGRS.  CSE will return a copy to the customer annotated with action taken.  Approved AF Forms 1996 must be retained in the organization for as long as the adjusted stock level is required.  Notify CSE when adjusted stock levels are no longer required so that appropriate action can be taken to delete the specified level.  When requesting adjusted stock levels for multiple stock items (10 or more), a single AF Form 1996 in four copies with a list attached may be used.  This list must include NSN, nomenclature, quantity, unit of issue, and end item application.  However, adjusted stock levels requiring depot approval (ERRC Code XD2) must be segregated by routing identifier, to meet processing handling criteria of depots.  If additional information is required, contact CSE.

3.A8.1, Table 3A8.1.  Civil Engineer requests will contain UJC AW, BW, or CW.

CHAPTER 4, TURN-IN PROCEDURES
4.3.  Excess, serviceable, bench stock will be turned in as a consumable item per paragraph 4.4.2.

4.4.2.3.1.  Attach four copies of AF Form 2005, Turn-in Request.  At minimum, the AF Form 2005 should include the stock number, organization and shop code, and a point of contact.

4.4.2.6.  Organizations will turn-in directly to DRMO any material placed in unserviceable and scrap area.

4.5.6 (ADDED) (95 MSG/LGR).  Office furniture, ERRC Code NF1, will be processed to DRMO as unserviceable, unless it is unused.

4.5.7 (ADDED) (95 MSG/LGR).  ERRC Code NF(x), other than furniture, will normally be forced to DRMO as serviceable excess unless an Air Force requirement can be found.  Use the appropriate Disposal Authority Code in Vol 2, Part 2, Chap 15, Attach 15F-4.

4.7.1.  Hazardous wastes are turned in to the base Environmental Management Office, AFFTC/EM.
4.7.3 (ADDED).  Serviceable health hazard item turn-ins are accepted by Base Supply only if the following conditions are met:

4.7.3.1.  The item is serviceable and the shelf life has at least 90 days remaining.

4.7.3.2.  The item returned is a complete unit of issue, i.e. no partial containers.

4.7.3.3.  Container must be in good condition and clean.

4.7.3.4.  Turn-in must have a Material Safety Data Sheet (MSDS) and a DD Form 1574, Serviceable Tag.  If a MSDS is needed, contact the 95th Aerospace Medical Squadron/SGPB, Bioenviromental Engineering Office or HAZCELL for a copy.

4.7.3.5.  If the health hazard item does not meet the above conditions, contact the base Environmental Management Office for disposal instructions.  Further guidance may also be found in AFFTCI 32-19, Hazardous Materials Management Program.

4.7.3.6.  If there is a question whether an item is a health hazard, contact the Hazardous Material Cell or Bioenvironmental Engineering.

4.8.  The serviceability tag and supporting documentation must accompany all equipment and supply items turned-in to Base Supply.

4.8.1 (ADDED) (95 MSG/LGR).  All G-suits, oxygen masks, and helmets must be inspected and tagged by the Life Support Unit, 412 OSS/OSCL, prior to turn-in to base supply.

4.8.2 (ADDED) (95 MSG/LGR).  Customers are responsible for cleaning of serviceable retention items prior to turn-in to the Individual Equipment.  All patches, insignia, and nametags must be removed.

4.15 (ADDED) (95 MSG/LGR).  FOUND ON BASE (FOB).  Accountable property that is not on accountable records is considered FOB.  If the ERRC is XD or XF, contact RCS.  For ERRC ND or NF, contact CSE.  

4.16 (ADDED) (95 MSG/LGR).  TURN-IN OF PARACHUTES.  Parachutes will be disassembled prior to turning into Base Supply.  Activities requiring disassembly of parachutes must coordinate with 412 MXS/LGMFE, Survival Equipment Shop.  Survival Equipment Shop will disassemble the parachutes and tag all parts.  Activities will then turn-in tagged parts to Base Supply with AF Form 2005, Issue/Turn-in Request.

CHAPTER 5, DUE-OUT PROCESSING

5.3.  In most cases, customer funds are obligated when a due-out is created. 

5.6.3.3 (ADDED) (95 MSG/LGR).  Credit is not normally given when a local purchase item with a firm contract is cancelled.

5.6.5.  Customers may also request cancellation by E-mail, or use AFFTC Form 5045, Follow-up Request/Cancellation.

5.8.  Requests for follow-up and/or upgrade may also be submitted by e-mail or AFFTC Form 5045, Follow-up Request/Cancellation.  At a minimum, upgrade requests must be submitted by the shop or office NCOIC or supervisor.  

CHAPTER 6, REPAIR CYCLE SUPPORT

6.10.  Submit by letter to CSE any emergency Time Change requirements.  Each request will reflect the following information: aircraft tail number, due date, stock number, part number, nomenclature, quantity, circumstances causing the emergency requirement, and Flight Commander or equivalent approval.  Complete AF Form 2005.

6.11.2.  Submit emergency Time Compliance Technical Order (TCTO) requirements by letter to the TCTO Manager at RCS.  Each request will reflect the following information: aircraft tail number, due date, stock number, TCTO number, quantity, type kit (if applicable, for example, A, B, C), circumstances causing the emergency requirement, and Flight Commander or equivalent approval.  Complete AF Form 2005.

6.11.3.  The base TCTO Manager will store all kits with “K” in the fifth position of the stock number until needed.  Individual bits and pieces will be the responsibility of the applicable shop making the request.

6.11.4.  The RCS Supervisor will schedule a monthly meeting with the TCTO Manager and affected organizations to reconcile any differences in the TCTO program.  The RCS Supervisor or the TCTO Manager will be the chairperson.

CHAPTER 7, MANAGEMENT PRODUCTS

*7.1.  Information is also provided on reports provided by the Standard Asset Tracking System (SATS).

7.2.  These products are available electronically on the Base Supply Website.  

7.7.1.  CSE is located in Bldg 3735.  If additional assistance is required contact Procedures & Analysis, 7-3971.

*SECTION 7B (ADDED) (95 MSG/LGR), STANDARD ASSET TRACKING SYSTEM (SATS) REPORTS

*7.8 (ADDED) (95 MSG/LGR).  The reports listed in this section are processed using SATS and may be requested from CSE.  The reports may be selected by Organization Code or Organization and Shop Code.  

*7.8.1 (ADDED) (95 MSG/LGR).  Deliveries: Lists all items delivered to the selected organization between the requested dates.  The report is in a three-line format in SATS ID sequence.  It includes the date and time of delivery, the delivery driver, and the customer who received the property.  The stock number is not included.

*7.8.2 (ADDED) (95 MSG/LGR).  High Priority Deliveries: This report is the same as Deliveries, but is only for priority 01 – 04 documents.

*7.8.3 (ADDED) (95 MSG/LGR).  Maintenance Organizations: May be used to review what was spent between the requested dates using the unit price.  Lists all documents received in a one-line format.  The report is in document number sequence and includes both unit price and total cost for each document.  The stock number and exchange cost are not included. 

*7.8.4 (ADDED) (95 MSG/LGR).  Turn-Ins: Used to review turn-ins processed between the selected dates.  Lists all turn-ins processed in a single line format in document number sequence.  The report includes document number, stock number, quantity, and date processed.

*7.8.5 (ADDED) (95 MSG/LGR).  Authorized Organization Signatures: Lists those currently authorized to sign for items for a particular organization code.  

*7.8.6 (ADDED) (95 MSG/LGR).  Classified Signatures: Identifies individuals authorized to sign for classified property for a particular office symbol or squadron ID.  

Para 7A2.4, Table 7A2.3.  Status Codes (See AFMAN 23-110, Vol 2, Part, Chapter 9, Table 9D1.1.)  Codes and explanations may also be found in the Defense Logistics Agency Customer Assistance Handbook, available through Customer Service.

CODE

PHRASE

CP

Rejected.  The source of supply is local manufacture, fabrication, or procurement.  If it is not available locally or the activity lacks procurement authority, submit a new requisition with advice code 2A.  See MGT F440.

Z7

The due-in was canceled as the result of three follow-ups with no response. The due-in is deleted on the fourth follow-up.  Also used for cancellation of due-in without source of supply status confirmation.

CHAPTER 8, EQUIPMENT MANAGEMENT

*8.1.  The Equipment Management has been combined with the Customer Service Element (CSE), which is now responsible for all actions assigned to Equipment Management.  Contact CSE for all equipment transactions and information.  

8.5.1.9.  Attend additional training classes when required.  The Customer & Systems Support Manager may determine when training is required.

8.5.2.2.  All equipment not listed on the CA/CRL (except NF1) and not loaded in SBSS must be documented on DD Form 1348-6 and given to CSE for action.  Identify items by NSN (if available), brief description, part number, manufacturer, model number and other data that will assist CSE personnel in determining need for accountability. 

8.5.2.22.  Reportable changes include the following: Changes in the number of types of systems or subsystems to be assigned or supported, load increase in scheduled training courses, additional tenant units assigned or supported by the base.  Forecasted data will be submitted by letter to Equipment Management, and will include the following:  

a. National Stock Number.

b. Organization/Shop Code. 

c. Use code (X = Mobility, Y = Support).

d. Quantity authorized.

e. Quarter of fiscal year material is required.

f. Fiscal year material is required.

g. Unit cost.

h. Year and day of submission.

i. Budget Code.

j. Brief explanation/justification of need.

8.5.2.28 (ADDED).  To enable commanders to have positive control of organizational funds, all requests for issues or turn-ins of locally funded, nonexpendable items will be routed through the commander’s resource management office before processing by the SBSS.

8.12.  Submit a letter to CSE to appoint or change primary and alternate custodians.  If a commander allows primary custodian to depart by permanent change of station (PCS), without designating a replacement to receipt for the equipment account within 45 calendar days prior to the PCS, the commander will sign the Custodian Authorization/Custody Receipt Listing (CA/CRL) and accept responsibility.  This procedure also applies when both the primary and alternate custodians are absent for more than 45 calendar days.

8.12.1.  The departing custodian will request a transfer of the account 45 days prior to departure.  This procedure will ensure ample training time for the new custodian.

8.12.2.  The replacing custodian will pick up copies of the CA/CRL from CSE.  At that time an initial briefing will be given to assist the custodian with the transfer.  If the custodian has attended Equipment Training class, the custodian may request the CA/CRL be mailed or e-mailed.

8.19.  The unit commander is the approval authority for Allowance Source Code (ASC) 048, Retention of Base Funded Items, regardless of previous ASC or use code.  Weapons System Tables of Allowance are specifically excluded.  Executive wood furnishing may be retained using ASC 048 only if it becomes excess or unauthorized, there are not any other eligible base users, and the last option is to turn-in the furnishing to DRMO. 
*8.23.5.  Activities that have donated appliances in their possession must have a letter attached to the appliance stating who donated the item and that the item was donated for the convenience of assigned individuals. 

*8.23.5.1.  IAW Allowance Standard 006, Authorizations for microwaves and refrigerators used in the work areas require approval of the base or wing commander.  

*8.23.5.2.  Equipment Energy Efficiency.  AF Forms 601/2005 for base funded equipment that consumes energy or affects the consumption of energy (for example, heat generating electronic equipment that cause increased air conditioning output) should be reviewed for energy consumption and must contain the following statement from the user:  “The requested equipment has been reviewed for energy efficiency and has been determined to be the most energy efficient available to my knowledge, consistent with operational needs of this organization.”

8.23.19 (ADDED) (95 MSG/LGR).  Organizational commanders are the approval authority for locally funded equipment items (budget codes 9 and Z) that exceed the size , capacity, and cost of base funded standard authorized items published in non-weapon system Allowance Standard.  This policy excludes war readiness material and mobility equipment, vehicles subject to the Registered Equipment Management System (REMS), small computers (as described in AFI 33-112), and weapons.

8.23.19.1(ADDED) (95 MSG/LGR).  Organizations that request substitutions will complete and forward AF Forms 601 to the organizational commanders for review and approval/disapproval.

8.23.19.2(ADDED) (95 MSG/LGR).  The desired item will be carried as a suitable in-use substitute on Equipment Authorization Inventory Data (EAID) records.  The item listed in the Allowance Standard will be carried as the authorized item.

8.23.20 (ADDED) (95 MSG/LGR).  All requests for supplies/equipment in FSC 7810, 7820, and 7830 (MWR type equipment) will be hand carried to the Services Logistics Office Bldg 1609B, Cube S4-11, Mon - Fri, 0700-1600.  The request for FSC 7810, 7820, and 7830 items must contain the following information:  Requestor’s name and duty phone, org/shop code, unit of issue, quantity, price, JON, complete description, to include:  part number, source, price, size, and color; in addition, a certification from organization’s resource manager that funds are available and the Commander’s endorsement.  

8.23.20.1(ADDED) (95 MSG/LGR).  If the request is approved, Services Logistics Office personnel will transfer funds from the requesting activity, and order the item(s).  Purchases will not be made until funds have been transferred.  A copy of all documentation will be furnished to the requestor for his /her records.  Upon receipt of the items, Services Logistics Office personnel will coordinate with the requestor for pick-up.

8.24.4.3.  For turn-in requests, prepare the AF Form 2005 in six copies.  Hold copy 2 in suspense until copy 3 is received from CSE or when it appears on the Daily Document Register (D04).  For equipment transfer requests, prepare the AF Form 2005 in four copies.  Hold copy 2 in suspense until copy 3 is received from the CSE or when it appears on the D04.  The custodian will ensure the property is properly tagged for turn-in and is ready for pickup by the date indicated on the document.  Items must be cleaned, purged, and detached from the floor/wall.  During pickup, the driver will sign the TIN document and leave copy 2 with the custodian.  CSE will process FET transaction and distribute copy 3 of the documentation (DD Form 1348-1) to the custodian.  Both TIN and FET will be maintained in the custodial file.  To turn-in contractor owned equipment, prepare DD Form 1149 in three copies and submit it to CSE.  Property turned in must be properly tagged.  CSE will create and provide the TIN (AF Form 2005) to the contractor for receipt of the property.

8.24.6.1.  Submit one copy of AF Form 601.

8.26.2.1.  Test sets, multimeters, and voltmeters will be included in the file.

*8.70.  The Master R15, Organizational Visibility List, is processed quarterly and available electronically.  Custodians who require a more current copy should contact CSE.

8F1.1, Table 8F1.1.  Block 21.  Enter the JON.  This will ensure that the cost accrues to the correct project, program, or organization.

CHAPTER 9, SPECIAL PURPOSE RECOVERABLES AUTHORIZED MAINTENANCE (SPRAM)

9.4.2.2.  Organization commanders will also ensure all SPRAM assets are properly maintained and safeguarded.

9.5.1 (ADDED).  SPRAM assets issued to prevent a MICAP condition after normal duty hours will be turned in using post-post procedures and Equipment Management will process the turn in the next duty day.


WILBERT D. PEARSON, JR, Major General, USAF


Commander

Attachment (ADDED)

1. Request for Courtesy Storage

Attachment 1

MEMORANDUM FOR 95 MSG/LGR



DATE

FROM:  Organizational Title/Office Symbol

SUBJECT:  Request for Courtesy Storage

1.  Request Courtesy storage be provided for three pallets (4 ft x 5 ft) of material required to complete TCTO 1X-YYY-ZZ (attached).  A complete list of items, by stock number, is attached.  These assets must be stored inside but do not contain any hazardous materials.  No special protection is required.  The estimated duration for storage is not more than 180 days.  During this time we will require periodic access to the material, which will be arranged as needed. 

2.  We understand that Base Supply will only assure reasonable security and asset protection but cannot assume liability for loss or damage to the assets in courtesy storage.  We further understand that all property movement is our responsibility.  Further we agree to meet all safety and storage requirements identified by the Warehouse Manager, as outlined in AFMAN 23-210. 

3.  Our POC is MSgt Joe Smith, NCOIC, 7-xxxx.




JOHN P. DOE, Maj, USAF




Commander, 




(Signature element of Unit commander/OIC)

2 Attachments:

1. TCTO

2. List of assets.

BASE SUPPLY SERVICES





Program Manager


LGRC





Chief, Logistics Readiness Division


(LGR)
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Procedures & Analysis





RCS/MSS


MICAP





LMCA





Warehouse & Distribution








Readiness





Computer Operations





Customer Service Element





Distribution





Resource Control Center (RCC)
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FISC Supervisor





Operations Supervisor








