
c. Only those abbreviations authorized by AR 310-50 may be
u s e d .  T h e  t e r m s  n o u n ,  a n d  n o u n  n o m e n c l a t u r e  a r e  u s e d
interchangeably.

1–10. Requesting deviation authority
Deviation from the procedures in this pamphlet will only be made
with prior approval of HQDA. Use the guidance in AR 735-5 to
prepare and process requests for deviation from accounting proce-
dures. Request for deviation should explain the need for a deviation,
how long it will last, how the waiver will help accomplish the
mission, and how the end results will be measured. The request
should include an opinion by the MACOM legal officer. Send all
requests for deviation through command channels to Commandant,
U . S .  A r m y  Q u a r t e r m a s t e r  S c h o o l ,  A T T N :  A T S M - L T D - S P ,  F o r t
Lee, VA 23801-1061.

Chapter 2
Requesting and Receiving Supplies

Section I
Requesting Supplies

2–1. General
This chapter gives procedures for requesting and receiving supplies.
It includes procedures for keeping the document register and due in
status file, and for requesting follow-up, cancellation, or modifica-
tion of open requests.

2–2. The Uniform Materiel Movement and Issue Priority
System (UMMIPS)
The UMMIPS provides the means for expressing the importance of
a supply request. This is done by assigning a 2–digit numeric code,
ranging from 01 through 15, to the supply request. This numeric
code is referred to as a priority designator (PD). The PD is based on
two factors. These factors are the unit’s Force/Activity Designator
(FAD) and the Urgency of Need Designator (UND) of the supply
request.

a. The Force/Activity Designator. FADs are expressed by Roman
numerals I, II, III, IV, and V. The permanent orders activating the
unit usually include the assigned FAD. A unit has only one FAD.

b. Determining the Urgency of Need Designator. The UND is
determined by the using unit personnel. The UND is used to express
how urgently the unit needs the requested supplies. UNDs are iden-
tified by the letters A, B, and C. Select UNDs using the following
guidelines:

(1) UND A is used to request materiel meeting one or more of
the following criteria:

(a) Immediate end-use and without which the force or activity is
unable to perform assigned operational missions, or such condition
will occur within 15 days in the CONUS and 20 days overseas.

(b) Required for immediate installation on or repair of mission-
essential materiel. Without this materiel, the unit or activity is una-
ble to perform assigned missions.

(c) Required for immediate use for installation on or repair of
direct support equipment (i.e., ground support, fire fighting) needed
for the operation of mission-essential materiel.

(d) Required for immediate use in replacement or repair of mis-
sion essential training materiel. Without this materiel, the unit or
activity is unable to perform its assigned training mission.

(e) Required for immediate use in replacement or repair of essen-
tial physical facilities of an industrial or production activity. With-
out these supplies, the activity is unable to perform its assigned
missions.

(f) Required for immediate use to end an existing work stoppage
at industrial or production activities that manufacture, modify, or
maintain mission-essential materiel.

(g) Required for immediate use to end an existing work stoppage
on a direct support (DS) or general support (GS) production line
performing maintenance and repair of unserviceable, intensive man-
agement or critical items.

(2) UND B is used to request materiel meeting one or more of
the following criteria:

(a) Immediate end-use and without which the capability of the
f o r c e  o r  a c t i v i t y  t o  p e r f o r m  a s s i g n e d  o p e r a t i o n a l  m i s s i o n s  i s
impaired.

(b) Required for immediate installation on or repair of mission-
essential materiel and without which the ability of the unit or activ-
ity to perform assigned operational missions is impaired.

(c) Required for immediate use for installation on or repair of
auxiliary equipment.

(d) Required for immediate use in replacement or repair of mis-
sion-essential or auxiliary training equipment. Without this materiel,
the ability of the unit or activity to perform assigned missions would
be impaired.

(e) Required for immediate use in replacement or repair of essen-
tial physical facilities of an industrial or production activity. With-
out this materiel, the ability of the activity to perform assigned
missions is impaired.

(f) Required to prevent an expected work stoppage at industrial
or production activities that manufacture, modify, or maintain mis-
sion-essential materiel.

(g) Required to prevent an expected work stoppage on a DS/GS
production line performing maintenance and repair of unserviceable,
intensive management/critical items.

(h) Required for replenishment of the quantity issued that brings
a line to zero balance on the PLL/combat PLL.

(3) UND C is used to request materiel meeting one or more of
the following criteria:

(a) Required for on schedule repair, maintenance, manufacture,
or replacement of all equipment.

(b) Required for initial issue and replenishment of stock to meet
authorized stockage quantities on the PLL/combat PLL (including
MPL quantities).

(c) Required for initial stockage of operational load quantities.
(d) Required for purposes not covered by any other UND.
c. Selecting the priority designator. The PD for a supply request

is determined by relating the FAD to the UND of the needed item.
Select the PD for a supply request as follows:

(1) Determine the UND of the needed item.
(2) Use table 2–1 to select the PD on the line that relates the unit

FAD and UND.
Table 2–1
Priority Designator Table (Relating Force/Activity Designator to Urgency of Need).

Force/activity designators (FAD) Urgency of need designators (UND)

A B C

I....................... 01 04 11
II...................... 02 05 12
III..................... 03 06 13
IV...................... 07 09 14
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Table 2–1
Priority Designator Table (Relating Force/Activity Designator to Urgency of Need).—Continued

Force/activity designators (FAD) Urgency of need designators (UND)

A B C

V....................... 08 10 15

d. Special use of priority designators. Under the following spe-
cial conditions, stated PDs may be used by all requesters, regardless
of FAD. Do not use these PDs for resupply of stocks to meet
authorized stockage objectives.

(1) Use PD 03 for medical or disaster supplies or equipment
required to:

(a) Prolong life, relieve suffering, or expedite recovery in case of
injury, illness, or disease.

(b) Avoid or reduce the impact of epidemics or similar potential
mass illness or diseases when, in professional opinion, the occur-
rence is imminent.

(2) Use PD 03 for emergency supplies or equipment needed
immediately for controlling civil disturbances, disorder, or rioting.

(3) Use PD 06 for emergency supply of individual and organiza-
tional clothing. This clothing must be needed immediately to pro-
v i d e  a  m i n i m u m  o f  e s s e n t i a l  c l o t h i n g  t o  a c t i v e  d u t y  m i l i t a r y
personnel who are actually without the clothing required.

2–3. Control of priority designator utilization
a. Commanders are responsible for the accurate assignment of

Pds. The commander will either personally review or delegate, in
writing, on a memorandum order or a DA Form 1687 (Notice of
Delegation of Authority—Receipt for Supplies), specific personnel
the authority to review—

(1) All requirements based on UND A to certify an inability to
perform mission.

(2) All requirements based on UND B to certify that the urgency
has been accurately determined.

b. The reviews of paragraph a above will be made before sending
requests to the supply source. Make the following checks before
certification:

(1) Make sure the item requested is authorized.
( 2 )  M a k e  s u r e  t h e  q u a n t i t y  r e q u e s t e d  i s  t h e  a c t u a l  a m o u n t

needed.
(3) Verify that the need for the item corresponds to the PD

assigned.
c. Persons certifying UND A and B requests will place their

initials in column h of DA Form 2064 (Document Register for
Supply Actions) for each request submitted, prior to sending the
request to the SSA.

d. Supply requests that are required by a maintenance request
submitted by a supported unit do not have to be recertified. Instead,
enter the maintenance job order number in column f of DA Form
2064.

e. In the ARNG, the following additional individuals are respon-
sible for the accurate assignment of PDs and will personally review
or delegate in writing the authority to review PDs:

(1) Chiefs of TDA activities.
(2) State maintenance officers.

2–4. Use of the standard delivery date (SDD) in the using
unit

a. The SDD is the latest calendar date that the requesting unit can
normally expect to receive an item. The SDD depends on the PD of
the supply request and the location of the unit.

b. Compute the SDD as follows:
(1) Locate the standard delivery time in table 2–2. Select the

number of days on the line that relates the PD and the location of
the unit.

(2) Add this number of days to the date of the supply request.
The result is the SDD.

Table 2–2
Standard Delivery Time in Days

Priority desig- CONUS and Unit location Europe, Mediter- Pacific
nators intratheater ranean and Africa

01 thru 03 10 14 14 15
04 thru 08 14 18 18 19
09 thru 15 32 70 75 85

Notes:
1 Alaska, Hawaii, South America, Caribbean, and North Atlantic.

2–5. The required delivery date (RDD)
a. The RDD is the calendar date when materiel is required by the

requester. Find when to use an RDD on a supply request by com-
paring the date the materiel is required with the SDD. If delivery of
materiel by the computed SDD will not meet requirements, and one
of the following conditions exist, use an RDD.

(1) Delivery of the item by the computed SDD will not meet
requirements.

(2) The item must be delivered to a certain point by a specific
day, to meet one of the following conditions:

(a) The scheduled departure date for a vessel or other carrier is
s u c h  t h a t  f u t u r e  r e p l e n i s h m e n t  o f  t h e  u n i t  f r o m  c u r r e n t  s u p p l y
sources will not be practical after departure.

(b) The scheduled deployment date for an operational force by a
fixed date.

(c) The emergency requirement for medical and disaster supplies
to save life or prevent suffering and disaster.

b. Commanders are responsible for using correct RDDs when
assigned to supply requests.

c. Enter the RDD on the supply requests as explained in the
preparation instructions (see fig 2–1). To schedule an RDD beyond
the SDD see instructions in AR 725–50, chapter 2.

d. Table 2–2 shows the time standards for requisitions with a
specific RDD.

Table 2–3
Forms Used to Request Supplies

Form: DA Form 581
Used to Request: Ammunition and explosives.

Form: DA Form 2765 or DA Form 2765–1
Used to Request: Expendable, durable, or nonexpendable single line
item with National Stock Number (NSN) listed in the Army Master Data
File (AMDF).

Form: DA Form 3161
Used to Request: Ten or more line items of supplies normally provided
by a Self-Service Supply Center (SSSC) when SSSCs are not available.
Five or more line items of packaged class 3 items. Expendable medical
items within a medical facility. Five or more lines of supplies normally
ordered on a recurring basis. Examples are insignia, badges and
individual awards.

Form: DD Form 1348–6
Used to Request: Non-NSN single line item. NSN single line item when
the NSN is not listed in the AMDF. Modification Work Order (MWO) and
modification kits. Classified items. All exception data requests.
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2–6. End item codes (EIC)
The EIC is a three position code replacing the W/ESDC on requests
for issue. The EIC is entered in cc 54–56 or block 18 of every
request for issue, cancellation, and modification for repair parts
having end item application. If no EIC had been assigned to the end
item, leave blank. Repair parts do not show EICs on the AMDF
because one part may fit several end items. If two or more EICs are
applicable to a single item, use the EIC that is applicable to the
specific major end item that the part is being applied to. For exam-
ple, if the part is being used to repair a radio which is installed on a
truck, use the EIC for the radio, not the EIC for the truck.

2–7. Forms used to request supplies
Table 2–3 lists the forms used to request supplies and the type
supplies requested with the form. Units must submit all requests for
supplies, regardless of source of supply, to the specific SSA that
supports the unit for the class of supply requested. The SSA stock
record officer then determines the source of supply for the requested
item.

2–8. Preparation of DA Form 2765–1
When used as a request for issue, DA Form 2765–1 (Request for
Issue or Turn-In) is a four-part carbon interleaved form. When
prepared, present the number of copies required by the Supply
Support Activity (SSA). One copy may be filed in the due in status
file. Instructions for preparing a DA Form 2765–1 are in figure 2–1.

2–9. Preparation of DA Form 3161 when used as a request
for issue

a. DA Form 3161 (Request for Issue or Turn-In) and DA Form
3161–1 (Request for Issue or Turn-In (Continuation Sheet)) may be
used to request supplies from an SSA as shown in table 2–3.

b. Use DA Forms 3161/3161–1 only on a fill or kill basis. Dues
out are not made on these forms.

c. Prepare the forms in enough copies to meet local needs. In-
structions for preparing DA Form 3161 are in figure 2–2. Overprint-
ing of DA Form 3161 is authorized when the same items are
requested frequently. When using an overprinted DA Form 3161 to
request supplies, line through items and their corresponding blank
quantity columns when those items are not requested.

d. In the ARNG, the USPFO should publish specific instructions
for using DA Form 3161.

2–10. Preparation of DA Form 581 when used as a request
for issue
DA Form 581 (Request for Issue and Turn-In of Ammunition) is
used to request ammunition items. Prepare the form in enough
copies to meet local needs. Keep a copy in suspense. Present all
other copies to the Ammunition Supply Point (ASP) accountable
officer. ARNG use procedures in NGB Pamphlet 350–3.

2–11. Preparation of DD Form 1348–6 as a request for
issue

a. DD Form 1348–6 (DOD Single Line Item Requisition System
Document) is used to request items as shown in table 2–3.

b. Exception data for non-NSN items is only required when the
items being requested do not have a manufacturer’s part number
(MPN). An MPN consists of a five-digit Commercial and Govern-
ment Entity Code (CAGE) and a part number. Enter the exception
data in blocks 2 through 9 of the request. If required, attach addi-
tional exception data to the request. This data includes as much of
the following as possible, and any other information that would aid
in identification. For non-cataloged, nonstandard, commercial items,
enter a complete item description and include the end item applica-
tion. For PD 01–08, add on the back of the form the appropriate
justification, signed by the commander (or his designee) of the
requesting organization, that the item is required to take a piece of
equipment off deadline, or is needed to satisfy a mission-essential
requirement. If text length precludes use of the back of the form,
use an informal memorandum.

(1) Manufacturer’s name.

(2) Publication number, page number, and date of publication.
(3) Size, shape, color and purpose of the item requested.
(4) End item identification to include the EIC.
c. Prepare DD Form 1348–6 in four copies. When prepared,

present copies one, two and three to the SSA. File copy four in the
due-in status file. Instructions for preparing DD Form 1348–6 as a
request for a non-NSN item are in figure 2–3. Instructions for
preparing DD Form 1348–6 for an NSN item are in figure 2–4.

Section II
Special Request Instructions

2–12. Requests for recoverable or nonexpendable
components
These items have a recoverability code (RC) other than O, Z, or
blank, or have an Accounting Requirements Code (ARC) of N. The
codes are in the Army Master Data File (AMDF). Use these proce-
dures when requesting these items.

a. Requests citing a recurring demand.
(1) When possible, send the request to the SSA at the same time

the unserviceable item is turned in.
(2) Request on a one-for-one basis.
(3) Enter turn-in document number in block O of DA Form

2765–1.
(4) When an unserviceable item is not turned in, do this:
(a) Enter an explanation on the reverse side of the request.
( b )  H a v e  t h e  c o m m a n d e r  o r  r e s p o n s i b l e  o f f i c e r  s i g n  t h e

explanation.
b. Requests citing a nonrecurring demand.
(1) Enter an explanation for the request on the reverse side of the

request.
( 2 )  H a v e  t h e  c o m m a n d e r  o r  r e s p o n s i b l e  o f f i c e r  s i g n  t h e

explanation.

2–13. Not Mission Capable Supply (NMCS) and
Anticipated Not Mission

a. Capable Supply (ANMCS) requests NMCS requests are to be
initiated when a maintenance work stoppage has occurred because
an item of supply is not available at the maintenance activity to
continue repairs or to return a piece of equipment to mission capa-
ble status. If the end item has an assigned End item code (EIC), the
EIC should be entered in block 18, or cc 54–56 on the request for
issue.

b. An ANMCS request is required when such a condition is
anticipated. Submit these requests for only the quantity required to
return the equipment to mission capable status.

(1) For NMCS conditions requiring expedited handling originat-
ing overseas (or in CONUS units alerted for deployment within 30
days), use the following procedures:

(a) Requesting unit will possess FAD I, II, or III.
(b) Enter PD 01–03 in block 20 (cc 60–61). Use the PD relating

to UND A and the unit’s FAD. See table 2–1.
(c) Enter 999 in block 21 (cc 62–64).
(d) Enter the proper EIC in block 18 or cc 54–56. EICs are listed

in the AMDF for most major end items but not for repair part
NSNs. Use the EIC that identifies the major end item for which the
request applies. If you can not identify the specific end item, or no
EIC has been assigned to the end item, leave the EIC blank.

(2) For all other CONUS or overseas NMCS requests other than
999 or ANMCS requests (all FADs), use these procedures.

(a) Enter an “N” in the first position of block 21 (cc 62) for
NMCS requests.

(b) Enter an “E” in the first position of block 21 (cc 62) for
ANMCS requests.

(c) Short RDDs may be entered in the second and third positions
of block 21 (cc 63–64). When used, enter the number of days within
which the materiel is required.

(d) Enter PD 01–08 in block 20 (cc 60–61). For ANMCS, use the
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PD relating to UND B in units having FAD I, II, or III and UND A
in units having FAD IV or V. Use table 2–1

(e) Enter the proper EIC in block 18 or cc 54–56. EICs are listed
for most major end item NSNs but not for repair part NSNs. Use the
EIC that identifies the major end item for which the request applies.
If you can not identify the specific end item, or no EIC has been
assigned to the end item, leave the EIC blank.

2–14. Modification work order (MWO) and modification
kits
Units are not authorized to request MWO kits. The U.S. Army
Materiel Command sponsoring agency is responsible for issue and
installation of MWO kits at no cost to the unit.

2–15. Classified items
When requesting a classified item, use these procedures.

a. Use DD Form 1348–6.
b. Enter enough unclassified information on the request to permit

i d e n t i f i c a t i o n  o f  t h e  i t e m ;  s u c h  a s  s t o c k  n u m b e r ,  n o u n ,  a n d
authority.

c. Do not enter classified information on the request.
d. Deliver the request to the SSA. If the SSA needs further

information, they will ask for it. Provide classified information only
when a need to know has been established.

e. These procedures do not apply to requests for classified COM-
SEC items. Commanders will coordinate with their supporting clas-
s i f i e d  C O M S E C  a c c o u n t  f o r  t r a n s a c t i o n s  c o n c e r n i n g  c l a s s i f i e d
COMSEC materiel. See paragraph 2–16 below.

2–16. Types and sources of classified COMSEC materiel
a. Accountable classified COMSEC materiel. Classified COM-

SEC material and all keying materiel is “accountable” within a
special system known as the COMSEC Materiel Control System
( C M C S )  m a n a g e d  b y  U S A C S L A  p e r  A R  3 8 0 – 4 0 ( O )  a n d  T B
380–41. Authorized customers can obtain this materiel only through
classified COMSEC logistics channels (COMSEC accounts) using
DA Form 2765/2765–1 or DD Form 1348 (DOD Single Line Item
R e q u i s i t i o n  S y s t e m  D o c u m e n t  ( M a n u a l ) )  a n d  D D  F o r m  1 3 4 8 m
( D O D  S i n g l e  L i n e  I t e m  R e q u i s i t i o n  S y s t e m  D o c u m e n t
(Mechanical)).

b .  U n c l a s s i f i e d  C O M S E C  m a t e r i e l  ( l e s s  k e y s ) .  U n c l a s s i f i e d
C O M S E C  m a t e r i e l  t o  i n c l u d e  C o n t r o l l e d  C r y p t o g r a p h i c  I t e m s
(CCI), are also managed by USACCSLA (B56). Unclassified COM-
SEC materiel is listed in the Arms Master Data File (AMDF) with a
Controlled Item Inventory Code (CIIC) of “U”, “7” or “9”. Account
for nonexpendable unclassified CII using the standard accounting
policy and procedures provided in this publication. Although, they
are unclassified when unkeyed, unclassified CCI are coded as sensi-
tive items on the AMDF, and require special handling and storage
procedures as specified DA Pam 25–380–2. Keyed CCI assumes the
same security classification of the key being used and will be
safeguarded accordingly.

c. Requests for COMSEC materiel. Requesting accountable clas-
sified COMSEC materiel. Classified COMSEC materiel (to include
key) may only be requested through a duly established COMSEC
account as specified in AR 380–40(O). Unclassified CCI items are
requested through the unit PBO.

(1) Within CONUS, units will request classified COMSEC mate-
riel from their designated COMSEC Materiel Direct Support Activ-
ity (CMDSA). CMDSAs and units not supported by a CMDSA will
requisition/request all classified COMSEC materiel (other than key
or publications) by submitting DA Form 2765/2765–1 or DD Form
1 3 4 8 / 1 3 4 8 m  d i r e c t l y  t o  R I C :  B 5 6  v i a  A U T O D I N  o r  m a i l  t o
USACSLA, ATTN: SELCL-KP, Fort Huachuca, AZ 85613–7090.

( 2 )  O C O N U S  u n i t s  w i l l  r e q u e s t  c l a s s i f i e d  C O M S E C  o f f i c e r
(other than key and publication) by submitting DA Form 2765 or
DA Form 2765–1 to their designated COMSEC Logistics Support
Facility (CLSF).

(3) Procedures for acquisition of commercial COMSEC equip-
ment are located in AR 710–2, paragraph 1–14. Request only ap-
proved unclassified CCI items through approved vendors according
to the instructions provided. Contact USACSLA prior to proceeding
with the acquisition. Account for commercial CCI items on the
property book using procedures outlined in AR 710–2 and this
pamphlet. Caution! Do not assign local MCN for commercial COM-
SEC items. Use USACLSA assigned MCNs for control, accounting
and reporting requirements.

(4) Procedures for requesting COMSEC key and publications are
contained in TB 380–41.

d. Source for COMSEC materiel. USACSLA (RIC B56), as the
Army NICP for all COMSEC materiel, is the source of supply for
retail support activities requisitioning COMSEC materiel directly
from the wholesale level. All wholesale level stocks are stored at,
and shipped from, the COMSEC Directorate, Tobyhanna Army De-
pot (TYAD), Tobyhanna, PA (RIC BL4).

2–17. Requests for items in addition to authorized
allowances
Prepare requests for authorization of items in excess of current
authorized allowances in the form of a memorandum. Process the
memorandum through command channels according to AR 310–49.
Do not submit a request for supplies until the memorandum request
is approved.

2–18. Preparation for overseas movement (POM) requests
Use the procedures in AR 220–10 for POM requests.

2–19. Requests for construction-type equipment
Use the procedures in AR 725–50 when requesting construction-
type equipment.

2–20. Request for repair parts in support of commercial
construction equipment (CCE), materiel handling
equipment (MHE), and commercial vehicles or commercial
design tactical vehicles
Requests are prepared according to section I, of this chapter. A
military publication or commercial catalog will be referenced. A
project code in cc 57–59 and an EIC in cc 54–56 of request docu-
ment will be used to identify part numbered repair parts in support
of CCE and MHE.

a. Commercial construction equipment (CCE). Use project code
JZC for OCONUS and CONUS requests to identify part numbered
repair parts in support of CCE.

b. Materiel handling equipment (MHE). Use project code JZM
for OCONUS requests and CONUS requests to identify part num-
bered repair parts in support of MHE.

c. Commercial vehicles and commercial design tactical vehicles.
Commercial vehicles are identified by an “M” in position 2 of the
Materiel Category Structure Code (MATCAT) on the end item
NSN. Commercial design tactical vehicles are identified by an “L”
in the second position of the MATCAT for the end item NSN,
however, the generic category code definition (position 4 and 5 of
the MATCAT), should also be examined for commercial end item
description. Use project code JZO for CONUS/OCONUS requests
to identify part numbered repair parts in support of commercial
vehicles.

2–21. Requests for medical items
Requests for Class VIII (Medical) items will be coordinated with the
Division Medical Supply Office (DMSO) for divisional units and
Supply Support Activities (SSA) organic to U.S. Army Hospitals or
major medical facilities for nondivisional units. These organizations
publish standard operating procedures (SOP) which contain specific
instructions concerning the procurement of medical items.

2–22. Exception data requests
a. Submit requests for items requiring exception data on DD

Form 1348–6. Prepare the form for non-NSN items as shown in
figure 2–3. Prepare the form for NSN items as shown in figure 2–4.
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Enter the exception data in blocks 2 through 9 of the request. If
additional space is needed, attach exception data to the request. For
non-cataloged, nonstandard commercial items, enter complete item
description and end item application, as a minimum, for the item
being requested. Add on back of form the appropriate justification,
signed by the commander (or his designee) of the requesting organi-
zation, that the item is required to take a piece of equipment off
deadline, or is needed to satisfy a mission essential requirement.

b. Exception data is required for major item requests when:
(1) The authorization document does not contain nomenclature

and line item number (LIN) to identify the item as ancillary equip-
ment to a major system.

(2) The user has special requirements such as preservation and
packaging, ship-to address not listed in the Department of Defense
address directory, or winterization required.

(3) Requesting tracked combat vehicles, whether initial issue or
replacement. Exception data is necessary because electronic or com-
munications equipment differs from vehicle to vehicle within an
organization. Overaged, high-mileage vehicle serial number must be
provided for replacement issue.

Section III
Document Register, Supply Status, and Due-In Status File
Procedures

2–23. Keeping the DA Form 2064/electronically generated
DA Form 2064.
The document register is a record of document numbers assigned to
supply documents. It serves as the suspense file for open supply
transactions.

a. There are three types of document registers; nonexpendable,
durable, and expendable.

(1) The nonexpendable register is kept at property book level.
Use it to record supply transactions for property book items (regard-
less of ARC) and nonexpendable components.

(2) One durable register is authorized to be maintained at the unit
level as directed by the PBO. The PBO may authorize this register
to be combined with an expendable document register, making an
expendable/durable register. This register will normally be main-
tained by the unit supply element.

( 3 )  E x p e n d a b l e  d o c u m e n t  r e g i s t e r s  a r e  k e p t  b y  e a c h  e l e m e n t
within a unit that is authorized to submit supply requests to an SSA.
Use it to record supply transactions for expendable items.
Note. In the USAR only, assign a document number from the durable/
expendable register when personal clothing is requested for an individual.

b. The Property Book Officer (PBO) designates, by Informal
Memorandum, those elements within a unit authorized to request
expendable and durable supplies. He will ensure that document
numbers are not duplicated among unit elements. The Informal
Memorandum will specify class of supply, DODAAC and block of
document serial numbers to be used by that element. The Informal
Memorandum will also specify any restrictions. For example, only
one element within a unit is authorized to request durable items.
Other elements would be restricted from requesting durables. The
durable document register will have the same DODAAC as the
property book account. As noted above only one durable register
will be maintained within the organizational activity authorized the
property book account. When assignment of the durable register is
made to an element outside the property book office, i.e., an S–4 in
the division or brigade, the establishment and maintenance of hand
receipts/shortage annexes becomes the responsibility of the element
having the register.

c. Document registers are kept by calendar year or fiscal year.
Use the procedures in AR 25–400–2, file number 710–2b for filing
and extracting document registers.

d. Supply documents are recorded in the document register as
explained in figure 2–5. For training ammunition use the procedures
outlined in figure 11–6.

e. When a unit document is found or received that is not recorded
in the document register, or has a document number that is a

duplicate of a recorded document number for a different transaction,
take the following action:

(1) Research the transaction with all activities that would act on
it if it were valid. If the document is an obvious error, or was never
processed, destroy it. If the document was processed, submit a
request for cancellation.

(2) If the document can’t be cancelled and is for an expendable/
durable item:

(a) File the document in the applicable file in document number
sequence.

(b) Record the document on a blank DA Form 2064 and line out
the remaining blank spaces on that register page. File the page
immediately following the page where the document would have
been recorded using the same page number plus a letter for the new
page. For example, if filed following page 13, the new page will be
numbered page 13a; a second new page behind page 13 would be
page 13b.

(c) When extracting open documents at the beginning of a calen-
dar or fiscal year from an inactive document register to the new
document register per AR 25–400–2, file number 710–2b, record the
open documents in correct document number sequence as the first
entries in the new document register. See paragraph 2–23d above.

(3) If the document can’t be cancelled and is for a nonexpendable
item:

(a) Record the document in the nonexpendable document register
using procedures in (b) and (c) above.

(b) File the document in the supporting document file in docu-
ment number sequence with a statement, signed by the property
book officer, that explains the circumstances.

f. When a document number from the wrong document register is
assigned to a transaction, such as an expendable document number
to a request for a nonexpendable item, cancel the transaction and
esubmit it using a document number from the correct document
register. If the transaction is completed, or can’t be cancelled, assign
a document number to the transaction from the correct document
register. On the document registers and in the due-in suspense files,
cross-reference each document number to the other. File completed
copies in the file that supports the correct document register. When
a nonexpendable document number is erroneously used, file a state-
ment in the supporting document file that cross-references the docu-
ment number from the correct document register. Dispose of file
copies as required for the correct document register.

g. When force-issue items are RICC2, send a copy of the receipt
document to the CBS-X Central Collection Activity (CCA).

h. Units operating classified COMSEC accounts will have a doc-
ument register for COMSEC items managed by the COMSEC cus-
todian. This will be a separate register, not under control of the
PBO. It will be kept using the instructions provided in this section,
except that instead of using a DODAAC, document numbers will be
constructed using the classifiedCOMSEC account number as pre-
scribed in TB 380–41.

2–24. Supply status
Supply status tells the requester of a decision made by the supplier
on a specific supply request. Supply status is received from the SSA
on status cards and/or listings. Supply status is in the form of status
codes. The codes are explained in appendix C.

a. Types of supply status.
(1) Shipment status. Shipment status is advice of estimated or

actual shipment dates.
(2) Exception status. Exception status results from any of the

following supply decisions made by the supplier:
(a) Substitution of an authorized stock number.
(b) Change of unit of issue and/or quantity.
(c) Back-order is established when materiel cannot be sent by the

SDD or RDD.
(d) Partial supply action on a requested quantity.
( e )  R e q u e s t  r e j e c t e d  ( r e t u r n e d  w i t h o u t  a c t i o n )  f o r  a  s p e c i f i c

reason.
(f) Cancellation confirmed.
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(g) Procurement of materiel for direct shipment from vendor to
customer.

(h) Events indicating that materiel may not be sent to the requ-
ester within the set time frame for the assigned priority or the RDD.

b. Processing. Status cards from the SSA are usually on DD
Form 1348m or DA Form 2765/2765–1. Status cards are identified
by the document identifier code (DIC) in card columns 1 through 3
and the status code in card columns 65 and 66. The most often used
DICs are AE-series supply status; AS-series shipment status; and
AU-series reply to a cancellation request-shipment status. Figure
2–6 gives an explanation of the entries for a supply status card, DIC
AE1. Figure 2–7 gives an explanation of the entries for a shipment
status card, DIC AS1. Figure 2–8 gives an explanation of the entries
for a reply to a cancellation request-shipment status, DIC AU1.
Process status cards as explained in table 2–4. Units that have real
time access to automated status files through use of a Standard
Army Management Information System (STAMIS) are not required
to post routine status. Routine status is defined as BA, BB, and BM.

2–25. Keeping the due-in status file
a. A due-in status file is kept for each document register. This

file holds status cards and status listings on unfilled supply requests,
except SPBS-R/SPBS-R/TDA users. For SPBS-R and SPBS-R-I-
TDA users, see paragraph d below. Duplicate or carbon copies of

requests will also be placed in the file.
Note. A copy of the original request will be maintained in the file.

This may be a duplicate provided by the supporting DSU with the
initial status of “BB” which acknowledges receipt of the request.

b. When status cards are received, process them according to
table 2–4. File the status cards in document number sequence. File
the card in front of other documents related to the request. Units
that have real time access to automated status files through use of a
Standard Army Management Information System (STAMIS) are not
required to post routine status. Routine status is defined as BA, BB,
BM.

c. Destroy the status cards from the file when the total quantity
due-in is received, cancelled, or rejected. Also destroy the cancella-
tion or rejection status cards for requests from the expendable/
durable document register. File cancellation or rejection status cards
for requests from the nonexpendable document register in the docu-
ment file. Before filing, mark the card “cancelled,” enter the Julian
date, and initial it.

d. SPBS-R and SPBS-R-I/TDA users, file a copy of nonexpen-
dable requests in the supporting document file. Expendable requests
may be kept in a suspense file for information only. Automated
document register and due-in list suffices for the due-in suspense
file.

Table 2–4
Status Card Processing (See note 1)

STATUS CARD RECEIVED TAKE THESE ACTIONS

AE . . . card with BA, BB, BC, BV, BZ or B3 status code. 1. Enter the status code and quantity, if partial quantity, estimated delivery date (EDD)
from status card in column l of document register (in pencil). (If no Edd is supplied, use
the date of receipt of the card in column 1.)
2. Place status card in due-in status file in front of all other cards for that request.

AE. . . card with BD, BK, B2, B8, or B9 status code. 1. Enter the status code only from the status card in column of the document register (in
pencil).
2. Place the status card in the due in status file in front of all other cards for that request.

AE . . . card with BG status code (stock number and/or
unit of issue changed).

1. For items not accounted for on property books:
a. For NSN changes:
(1) Post the change to all records kept for the item.
(2) Enter the status code in column l of document register. (pencil entry).
b. For unit of issue changes:
(1) Enter the new unit of issue on all records kept for the item.
(2) Change the quantity recorded as on hand to agree with new unit of issue.
(3) Enter status code in column l of document register. (pencil entry).
(4) Place status card in due-in status file.

2. For items accounted for on property books:
a. For NSN changes:
(1) Change the stock number in column d of document register.
(2) Enter the status code in column l of document register (pencil entry).
(3) Place status card in due-in status file.
(4) If there is a quantity on hand, prepare and process DA Form 4949 (Administrative

Adjustment Report (AAR)).
If there is no quantity on hand, lace the property book page in the inactive file. Prepare

a page for the new NSN.
b. For unit of issue changes:
(1) If there is no quantity on hand, enter the new unit of issue on all records kept for

the item.
(2) Enter the status code in column l of document register. (pencil entry).
(3) Place status card in due-in status file.
(4) If there is a quantity on hand, prepare and process an AAR.

AE . . . card with BH status code (substitution for re-
quested item).

1. Post new NSN to column 4 of the document register. If appropriate, change entries in
columns i and k (pencil).
2. Enter the status code in column l of the document register (pencil entry).
3. Place status card in due-in status file.

AE . . . card with BJ status code (quantity changed to
conform to unit columns i pack).

1. Enter the new quantity due-in in columns i and k of the document register.
2. Enter the status code in column l of document register (pencil entry).
3. Post the change to other records kept for the item if they show quantities requested or
due-in.
4. Place status card in due-in status file.

AE . . . card with BM status code. 1. Enter status code in column l of document register. (pencil entry).
2. Place status card in due-in status file.

AE . . . card with BN or B7 status code. 1. Enter the code from the status card in column of the document register (in pencil).
2. Properly adjust local fund obligation records to reflect change.
3. Place the status card in the due in status file in front of all other cards for that request.
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Table 2–4
Status Card Processing (See note 1)—Continued

STATUS CARD RECEIVED TAKE THESE ACTIONS

AE . . . card with BQ or B4 status code for total quantity
requested.

1. Enter the status code and Julian date in column m of document register.
2. If the status card is for a request from the nonexpendable document register, enter the
word “Canceled”, date of posting and initials of the individual performing the posting on
the front of the status card and file in the supporting document file. Otherwise, destroy it.
3. Remove previous status cards from due-in status file and destroy.

AE . . . card with BQ or B4 status code for part of quan-
tity requested.

1. Enter the status code, quantity, from status card, and Julian date in column n of docu-
ment register.
2. If there is no due-in quantity, change the entry in column j of the document register to
ink, and enter the same date as the status card in column m. Remove previous status
cards for the request from the due-in status file and destroy.
3. If due-in still exists, adjust due-in quantity in column k of document register (pencil en-
try).
4. If the status card is for a request from the nonexpendable document register, enter the
word “Canceled”, the date of posting, and the initials of the individual performing the pos-
ting on the front of the status card and file in the supporting document file. Otherwise,
destroy it.

AE . . . card with any rejection status code for total quan-
tity requested.

1. Enter the status code and Julian date in column m of document register.
2. Remove previous status cards for the request from due-in status file and destroy.
3. Analyze the status code and/or remarks to determine reason for rejection. If the item
is still needed, process a new request, using a new document number. Make sure the
reason for rejection has been corrected.
4. If the status card is for a request from the nonexpendable document register, enter the
word “Canceled”, the date of posting, and the initials of individual performing the posting
on the front of the status card and file it in the supporting document file. Otherwise,
destroy it.

AE . . . card with any rejection status for part of quantity
requested.

1. Enter the status code and quantity from status card and Julian date in column n of
document register.
2. If there is no due-in quantity, change entry in column j to ink, and enter date from sta-
tus card in column m. Remove previous status cards for the request from the due-in sta-
tus file and destroy.
3. If a quantity remains due-in, adjust the due-in quantity in column k of document regis-
ter and file status card due-in status file.
4. Analyze the status code and/or remarks to determine reason for rejection. If the item
is still needed, process a new request, using a new document number. Make sure the
reason for rejection has been corrected.
5. If the status card is for a request from the nonexpendable document register, enter the
word “Canceled”, the date posted, and the initials of the individual performing the posting
on the front of the status card and file it in the supporting document file. Otherwise,
destroy it.

AS . . . or AU . . . card for total due-in quantity. 1. Enter the DIC and date shipped or estimated delivery date (ESD) from status card in
column l of document register (pencil entry).
2. Place status card in the due-in status file.

AS . . . or AU . . . card for part of due-in quantity. 1. Enter the DIC, date shipped or ESD, and quantity from status card in column l of doc-
ument register (pencil entry).
2. Place status card in the due-in status file.

Notes:
1 Units that have real time access to automated status files through use of a Standard Army Management Information System (STAMMIS) are not required to post rou-
tine status.
2 Unless otherwise stated, all entries cited above will be made in ink.

Section IV
Follow-up, Cancellation, Modification, and Reconciliation
Procedures

2–26. Follow-up procedures
a. Follow-up action on an unfilled request is not mandatory.

When used, follow-ups will not be submitted earlier than:
(1) For PD 01–08 requests, at least 9 calendar days have passed

since the document date or the EDD on the latest supply or ship-
ment status has not been received.

(2) For PD 09–15 requests, at time of monthly reconciliation and
supply or shipment status has not been received.

(3) For PD 01–15 requests:
(a) At time of monthly reconciliation and the estimated shipping

date has expired.
(b) It is determined that valid existing supply status is unsatisfac-

tory in terms of estimated availability date.
(c) Fourteen calendar days have passed since a cancellation re-

quest was submitted and supply or shipment status has not been
received.

(d) For shipments with a final destination at CONUS activities
when 30 calendar days have passed since the date shipped shown on
t h e  s h i p m e n t  s t a t u s  d o c u m e n t  a n d  t h e  s h i p m e n t  h a s  n o t  b e e n
received.

(e) For shipments with a final destination at OCONUS activities
when 60 calendar days have passed since the date shipped shown on
t h e  s h i p m e n t  s t a t u s  d o c u m e n t  a n d  t h e  s h i p m e n t  h a s  n o t  b e e n
received.

b. When a follow-up is used, take these actions:
(1) If supply status has been received, use the latest AE-series

status card. Enter “AF1” in block 1. Circle block 1 using colored
pencil or ink.

(2) If no status has been received, prepare a follow-up document.
Remake the supply request from the document register and proper
supply publication. Enter the correct AT-series document identifier
code from appendix H in block 1 (cc 1–3). Circle the entry using
colored pencil or ink.

(3) Record the follow-up in the document register. Enter “AF1”
or the DIC “AT-series” used and the Julian date of the action in
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column n. A status card prepared as a follow-up and posted to the
document register is shown in figure 2–9.

(4) Send the follow-up to the SSA.
c. In the ARNG, instead of the time frames noted above, com-

manders will make sure follow-up action is not taken earlier than:
(1) For PD 01–08 requests, at least 17 calendar days have passed

since the document date and supply or shipment status has not been
received.

(2) For PD 09–15 requests, at least 30 calendar days have passed
since the document date and supply or shipment status has not been
received.

(3) Thirty calendar days have passed since the submission date of
a cancellation request and supply or shipment status has not been
received.

2–27. Follow-up on a shipment (request for transportation
status)

a. Follow-up action on requests with shipment status is not man-
datory. When used, follow-ups will not be submitted earlier than:

(1) For shipments with a final destination at CONUS activities
when 30 calendar days have passed since the date shipped or ESD
and the shipment has not been received.

(2) For shipments with a final destination at OCONUS activities
when 60 calendar days have passed since the date shipped or ESD
and the shipment has not been received.

b. When a follow-up on a shipment is used, take these actions:
(1) Remove the shipment status card from the due-in status file.

Enter “TM1” in block 1. Circle the entry using colored pencil or
ink.

(2) Record the follow-up in the document register. Erase proper
entry in column l. Enter “TM1” and Julian date of the action in
column n.

(3) Send the follow-up to the SSA.
Note. If shipment status card is lost, notify the SSA that the shipment has not
been received. Provide the SSA with all available information related to the
request.

2–28. Requesting an improved estimated delivery date
Requests for improved EDDs are not mandatory. When used, re-
quests for improved EDDs are restricted to PD 01–08 requests. A
request for an improved EDD may be used when status is received
with an unacceptable EDD. Use the following procedures:

a. Remove the latest status card from the due-in status file. Enter
“AFC” in block 1. Circle block 1 using colored pencil or ink.

b. Record the follow-up request to the document register. Enter
“AFC” and Julian date of the action in column n.

c. Send the follow-up request to the SSA.

2–29. Cancellation procedures
Submit a request for cancellation when all or part of a quantity
requested is no longer needed. Be sure to include the EIC in cc
54–56 on all customer initiated cancellation requests. Use the fol-
lowing procedures:

a. Preparation of a request for cancellation.
(1) If status has been received, use the latest status card. Enter

“AC1” in block 1. Enter quantity to be canceled in block 8. Circle
these entries using colored pencil or ink.

(2) If no status has been received, prepare a request for cancella-
tion. Remake the supply request from the document register and
proper supply publication. Enter “AC1” in block 1 (cc 1–3). Enter
the quantity to be canceled in block 8. Circle these entries using
colored pencil or ink.

b. Processing.
( 1 )  R e c o r d  t h e  c a n c e l l a t i o n  r e q u e s t  i n  t h e  d o c u m e n t  r e g i s t e r .

Enter “AC1” and Julian date if requesting cancellation of the entire
quantity; or “AC1,” quantity, and Julian date if requesting cancella-
tion of a partial quantity. These entries are made in pencil in column
n. Figure 2–10 shows a cancellation request posted to the document
register.

(2) Send the cancellation request to the SSA.

c. Completion of cancellation action. A request for cancellation
is not complete until verification is received from the SSA. This is a
supply status card with a “BQ” status code. When verification is
received, do the following:

(1) When entire quantity requested is cancelled:
(a) Post the document register. Enter “BQ” and the Julian date of

the cancellation verification in column m. Erase any previous entry
in column 1. Erase the “AC1” and Julian date in column n. Figure
2–11 shows the completion of the cancellation action started in
figure 2–10 columns k and l.

(b) Remove all status cards and other documents for the item
from the due-in status file and destroy.

(c) If the cancellation verification applies to the nonexpendable
document register, file it in the document file; otherwise, destroy it.

(2) When part of a quantity requested is canceled:
(a) Post the document register. Erase the “AC1,” quantity, and

Julian date in column n. Enter “BQ,” quantity canceled and the
Julian date of cancellation verification in column n. Erase the previ-
ous entry in column 1, as appropriate. Make the entry in column j
permanent if action is completed. Change the due-in quantity in
column k. Figure 2–12 shows entries required on the document
register when a partial cancellation is started. Figure 2–12 shows
entries required when the cancellation is confirmed.

(b) If cancellation verification applies to the nonexpendable doc-
ument register, file it in the document file; otherwise, destroy it.

d. Follow-up on a cancellation request. Follow-ups on cancella-
tion requests are not mandatory. When used, 14 calendar days must
have passed since a cancellation request was submitted and supply
o r  s h i p m e n t  s t a t u s  h a s  n o t  b e e n  r e c e i v e d .  U s e  t h e  f o l l o w i n g
procedures:

(1) If status card is available, use it. Enter “AK1 ” in block 1.
Enter quantity to be canceled in block 8. Circle these entries using
colored pencil or ink.

(2) If status card is not available, prepare a follow-up. Remake
the supply request from the document register and proper supply
publication. Enter “AK1” in block 1 (cc 1–3). Enter quantity to be
canceled in block 8. Circle these entries using colored pencil or ink.

(3) Record the follow-up in the document register. Erase “AC1,”
quantity, and Julian date in column n. Enter “AK1,” quantity, and
Julian date the action is started in column n.

(4) Send the follow-up to the SSA.

2–30. Modification of previously submitted requests
a. Use. A request modifier document is used to modify the fol-

lowing information on previously submitted requests. Use it only
when the change pertains to the entire quantity due in. It must be
submitted for each open request when a unit’s Force Activity Desig-
nator (FAD) or Urgency of Need designator changes. Prepare a DA
Form 2765–1 as follows:

(1) Media and Status Code, block 3.(1.1) Type of requirement
(TRC), end item code (EIC), block 18.

(2) Project Code, block 19.
(3) Priority Designator, block 20.
(4) Required Delivery Date, block 21.
(5) Advice Code, block 22.
b. Preparation.
(1) If status has been received, use the latest status card. Enter

the correct “AM”-series DIC from appendix H in block 1. Enter the
new data in the appropriate blocks. Delete a previously submitted
code by circling the empty block. Circle these entries using colored
pencil or ink.

(2) If no status has been received, prepare a request modifier.
Remake the supply request from the document register and proper
supply publication. Enter the correct “AM”-series DIC from appen-
dix H in block 1 (cc 1–3). Enter the new data in the appropriate
blocks. Be sure to include the Project Code, RDD and Advice Code
if one or more of these codes was entered on the original requisi-
tion. If any of these codes are left off, they will be deleted from the
transaction automatically. Circle these entries using colored pencil
or ink.
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c. Processing. Record the request modifier in the document regis-
ter as follows:

(1) If the PD was modified, draw a line through the original PD
in column g; enter the new PD. Have the request authenticated if
required.

(2) Enter the correct “AM”-series DIC from appendix H and the
Julian date of the action in column n. Figure 2–13 shows a request
modifier posted to the document register.

(3) Send the request modifier to the SSA.

2–31. Reconciliation/validation of supply requests
a. This paragraph prescribes responsibilities and procedures for

the Standard Army Validation and Reconciliation (SAVAR) Pro-
gram, and prescribes the validation process at the customer level. It
also prescribes procedures on performing periodic reconciliations at
all levels of the Army supply system. These procedures will:

(1) Improve readiness and sustainability by keeping a more credi-
ble data base within wholesale, intermediate, and retail supply sys-
tems. Ensure recognition of the customer as the driving force within
the supply system. Minimize the manual effort required at the cus-
tomer level and the ADP required at all levels.

(2) Minimize the funds involved in un-needed requisitions. Pro-
vide management and command visibility of the validation and
reconciliation process.

b. The SAVAR process is a standard procedure using automated
systems for validating materiel obligations with the user and recon-
ciling the due in and due out records maintained within the supply
chain. The SAVAR process is accomplished monthly (except that
reconciliation with LCA is done quarterly) and is scheduled so that
adjustments generated as a result of one cycle will be posted prior to
initiating the next monthly cycle. The process begins with the first
source of supply (SOS) providing its customers with a listing of
dues out requiring validation. The process continues by adjusting
the supporting SSA records with the customers validated require-
ments. The adjusted SSA/SAILS due in file will be reconciled on a
quarterly basis with the records maintained at the LIF and SOS.
After completion of the above, due in/due out records (for records
meeting the SAVAR criteria) at all levels within the supply system
should be compatible.

c. The SAVAR process is as follows:
(1) The SSA cutoff date to the customer will be no later than the

fifth calendar day of each month. Include open requisitions that are
more than 30 days old (from document date). All open requisitions
recorded at the SSA meeting these criteria will be included in the
SSA to customer segment of the SAVAR Program.

(2) All open requisitions meeting the SAVAR criteria except
those identified in TM 38–03–15, chapter 13, section VII, will be
included in the intermediate level SSA to LCA segment of the
SAVAR Program. All Uniform Movement and Issue Priority Sys-
tem (UMMIPS) priority designators (PDs) will be included in the
SAVAR Program. The quarterly SOS materiel obligation validation
(MOV) scheduled for response during the months of February, May,
August, and November of each year will be used in place of the LIF
bottoms-up reconciliation (BUR) requirement for those months.

(3) One complete cycle of the SAVAR process will be completed
e a c h  c a l e n d a r  m o n t h  ( q u a r t e r l y  f o r  U S A R  a n d  N a t i o n a l  G u a r d
units). Within the monthly cycle each individual segment will be
initiated without regard for the completion of any other segment.

(4) The retail level SSA will, after written notification to the
customer, initiate cancellation actions for all requisitions not vali-
dated by the requesting activity for 2 consecutive SAVAR cycles.

d. SAVAR criteria includes a monthly SAVAR cycle run for
requisitions that are at least 30 days old and without shipping status
at the time of cutoff. For example, if the cutoff date is 3072, then it
would apply to all requisitions without a shipping status dated 3042
or earlier.

e. Each customer maintaining a document register will validate
and reconcile its open requisitions meeting the SAVAR criteria at

least once each calendar month. Customer validation and reconcilia-
tion procedures will be of interest during IG inspections, assistance
visits, and Command Logistics Review Team (CLRT) visits.

f. For validation procedures, the continued need for quantities of
items due in from the SSA will be validated each month between
the seventh and the 22nd calendar day. Is mandatory that an item by
item review be conducted with the requestor of the materiel to
confirm the continued need for the item and the quantity requested.
The validation is the most important step of the SAVAR process.
The confirmation of need is not routine. There are many changing
conditions or requirements that affect the need for an item. These
i n c l u d e  c h a n g e s  i n  m i s s i o n ,  p e r s o n n e l  r e d u c t i o n s ,  e q u i p m e n t
changes, inactivations or reorganizations, cannibalization or lateral
transfer, and fund reductions.

( 1 )  I n  a c c o m p l i s h i n g  a  v a l i d a t i o n  t h e  c u s t o m e r  m u s t  d o  t h e
following:

(a) Check authorization documents to validate the authorization
for the equipment.

(b) Check to determine if materiel may have been obtained from
another source.

(c) Determine if there have been any changes to the PLL if for
stockage items.

g. When items are identified as no longer required or excessive
quantities are identified, requests for full or partial cancellation of
the requirement will be submitted to the SSA.

h. It is recommended that a customer and SSA representative
perform a face-to-face, item by item validation/reconciliation at least
once each quarter. This does not apply to USAR and National
Guard units.

i. Not later than the seventh of each month the customer will
receive two copies of the customer due out reconciliation list. This
list will show all requisitions meeting the SAVAR criteria by the
cutoff date (not later than the 5th day of the current month) that are
recorded at the SSA as due out to the unit. Both copies of the listing
will be arranged in document number sequence. After validation as
discussed above, the requirements on the list will be reconciled
against the customer document register. In order to ensure complete
compatibility of records, the unit document register should also be
cross-checked against the customer due out reconciliation list. Each
requisition will be marked in the “FLD COMM” columns as noted
below. DA Pam 710–2–2 and TM 38–L32–13–12, chapter 39 pro-
vide additional information.

(1) Enter “OK” if the request is still valid.
(2) Enter “REC” if the request has been received.
(3) Enter “CANC” if the request should be or has been cancelled.
(4) Make two entries to show a partial cancellation; one showing

q u a n t i t y  t o  b e  c a n c e l l e d  a n d  a  s e c o n d  s h o w i n g  q u a n t i t y  s t i l l
required.

(5) Make two entries to show a partial receipt; one showing
quantity received and a second showing the quantity still open.

j. When a valid due in is recorded on the document register but is
not listed on the customer due out reconciliation listing received
from the SSA, take the following actions:

(1) Ensure the document date is prior to the reconciliation cutoff
date. If not, take no action.

(2) If status has been received, refer to paragraph 2–26 to prepare
the appropriate document. If no status has been received prepare a
follow-up document. Attach the document to the customer due out
reconciliation listing for return to the SSA.

k. File one copy of the annotated listing at the unit until the next
list is received and processed. Return the second marked copy, with
attached follow-up documents, to the SSA within 15 calendar days
of receipt.

l. Supporting SSAs will ensure that procedures are established to
expedite the receipt, return, and control of the customer due out
reconciliation listing. The failure to validate a requisition for two
consecutive cycles may result in the cancellation of the requisitions
by the SSA.
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Section V
Receiving Supplies

2–32. Authorization to request/receipt for supplies
a. On appointment, commanders or accountable officers will send

a copy of assumption of command orders or appointing memoran-
dum to each SSA from which supplies are drawn. This authorizes
the commander/accountable officer to request/receipt for supplies.

b. DA Form 1687 is used when an accountable/responsible per-
son wants to designate personnel as authorized representatives to
request and/or sign for supplies requiring formal accountability at
the user level. The DA Form 1687 will be used to request and/or
receipt for all property listed in AR 710–2, paragraph 2–5e, Class
VII, narcotics, ammunition, controlled forms, COMSEC items, and
weapons. Commanders may designate additional items requiring
control by DA Form 1687. For example:

(1) The PBO may designate persons to request/receipt for items
from the SSA. Normally two sets of cards are prepared and sent to
the SSA. One set to the Editing Branch and the other to the Issue/
Receiving Branch. If possible, designate different individuals to
perform these actions to reduce potential for fraud, waste and abuse.

(2) Hand or subhand receipt holders may designate personnel to
sign “change document” in their absence. The use of “change docu-
ments” is explained in paragraph 5–3.

(3) DA Form 1687 may be used to delegate authority to a desig-
nated representative to sign or initial forms and records in this
pamphlet. An example is the requirement to review and initial the
document register outlined in paragraph 2–3.

c. Prepare DA Form 1687 in enough copies to meet local needs.
Figure 11–4 gives instructions for preparing DA Form 1687 for
Class 5.

d. The preparing unit or activity will keep a copy of completed
DA Forms 1687. Send the other copies to the proper SSA, PBO.

e. Only the responsible/accountable officer or persons authorized
by DA Form 1687 will sign for supplies. Authorized representatives
are required to have valid identification. Valid identification is a
U.S. Government identification card having the signature and a
picture of the person.

f. Keep DA Forms 1687 current. Use the following procedures:
(1) Prepare a DA Form 1687 to add personnel as authorized

r e p r e s e n t a t i v e s .  E n t e r  t h e  s t a t e m e n t  “ A d d e d ,  p r e v i o u s  e d i t i o n s
remain in effect” in the remarks block.

(2) To delete personnel, prepare a DA Form 1687 as shown in
figure 2–14 listing the names of the persons deleted. Personnel to be
d e l e t e d  d o  n o t  s i g n  o r  i n i t i a l  t h e  c a r d .  E n t e r  a n  “ X ”  i n  t h e
“withdraws from” block. Circle this block using colored pencil or
ink. Enter the words “Deleted. Other personnel listed remain in
effect” in the remarks block.

(3) DA Forms 1687 expire on the date entered in the “expiration
date” block. When the forms expire prepare new forms.

g. DA Form 5977 (Authorization Card) shown in figure 2–21, is
used to request and/or receipt for supplies not requiring formal
accountability at the user level (see para 2–28b above). The Author-
ization card when used in conjunction with a commander’s assump-
tion of command order, or accountable officers order, establishes
accounts which authorize the request for, and receipt of supplies.
Figure 2–22, DA Form 5978 (Control Sheet), is used by the respon-
sible/accountable officer to track the location of each card. The card
should be treated with the same sensitivity as keys.

(1) DA Form 5977 is issued to the user as determined by the
responsible/accountable officer. These individuals also determine
w h i c h  o f  t h e  f u n c t i o n s ,  ( r e q u e s t / r e c e i v e  s u p p l i e s ) ,  o r  b o t h ,  t h e
cardholder will be authorized to perform. Card holders may be
restricted to one of the two functions based on the judgement of the
responsible/accountable officer. DA Form 5978 is used to record the
card serial number, facilities where the card may be used, and the
person, if any, authorized to hold the card. The responsible/account-
able officer retains the options of keeping the cards in his/her pos-
session, or issuing them directly to using personnel. More than one
card can be issued to a subordinate activity. For example:

(a) The commander may issue the card to the motor sergeant.
The card may be given by the motor sergeant to the PLL clerk to
receive parts.

(b) The PLL clerk goes to the activities to request/receive sup-
plies and presents the card. The card is checked to ensure the
commander’s signature and the serial number match those on the
order which is on file at the facility. If the information is a match,
the supplies may be requested/issued.

(c) If the facility requires a signature for the supplies, the PLL
clerk will sign for the items and write the card serial number on the
materiel release order, hand receipt or other document.

(2) One copy of the assumption of command or accountable
officer orders is required at each facility using the authorization
card. Add the phone number of the responsible/accountable officer
below the signature block. On the order, write (ink entry), or type
all serial numbers of the cards that are to be used for a particular
activity. A separate order is not required for each serial number,
however, an order is required to be on file at each facility requiring
an account. Serial numbers may be added by sending a memoran-
dum to the facility if valid orders are on file at the facility.

(3) Damaged, lost or stolen cards.
(a) Damaged cards will be returned to the issuing responsible/

accountable officer immediately. The responsible/accountable offi-
cer will destroy the card and annotate the Control Sheet to indicate
the card has been destroyed.

(b) Lost or stolen cards must be reported to the responsible/
accountable officer immediately. The responsible/accountable offi-
cer will annotate the Control Sheet to indicate that the card has been
lost or stolen. The facilities that are authorized on the card will be
notified that the card has been lost or stolen. The facilities staff will
line out the serial number of the missing card and items will no
longer be issued to anyone holding the card. Loss of theft of a card
will be investigated by the responsible/accountable officer.

(4) Disposition of the DA Form 5977, DA Form 5978, and as-
sumption of command or accountable officer’s orders.

(a) DA Form 5977 (fig 2-21): Upon change of command or
accountable officer, all cards issued under his/her signature will be
collected and destroyed.

(b) DA Form 5978 (fig 2-22): Will be retained in active supply
administration files (AR 25–400–2, file number 710–2i) for 1 year
and will be destroyed after 2 years.

(c) Assumption of command/accountable officer’s orders: Will be
retained after the change of command in active administration files
(AR 25–400–2, file number 710–2i) for 1 year and will be destroyed
after 2 years.

(5) The serial numbers on the cards serve as the basis for audit
trail retention. Each issuing unit or activity will appoint a person to
control the block of serial numbers to subordinate activities or units.
All cards will be inventoried at least quarterly.

(6) Misuse of cards and cards suspected to be fraudulent.
(a) Commanders/accountable officers are discouraged from che-

cking every block on the back of the card.
(b) Facilities that suspect cards to be fraudulent may challenge

the card by calling the responsible/accountable officer.
(7) DA Form 5977, is not required at a facility that has a valid

DA Form 1687 on file, unless the user desires to use the additional
card.

2–33. Receipt documents
a. Supplies issued from an SSA are normally issued with DD

F o r m  1 3 4 8 – 1  ( I s s u e  R e l e a s e / R e c e i p t  D o c u m e n t )  o r  D D  F o r m
1348–2 (DOD Issue Release/Receipt Document With Address La-
bel). (See figure 2–15.) The customer acknowledges receipt of the
supplies by signing his or her name, rank, and the Julian date in
block 7.

b. Items in stock at the SSA are issued on DA Form 2765–1. (Fig
2–16 shows an example of a completed DA Form 2765–1 as a
receipt document.) The customer acknowledges receipt of the sup-
plies by entering the quantity received in block S, Julian date,
signature and rank in block V of DA Form 2765–1.

c. When items are requested on DA Form 3161, the issue is
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made on that form. (Fig 2–17 shows an example of a completed DA
Form 3161 as a receipt document.) The customer acknowledges
receipt of the supplies by completing the “Supply Action” column
and entering the date, printed name, signature and rank in block 15.

d. When items are received directly from a contractor or vendor,
they are accompanied by a commercial invoice, DD Form 250
(Materiel Inspection and Receiving Report), or DD Form 1155 (Or-
der for Supplies or Service). The customer acknowledges receipt of
supplies by signing name, printing name, and dating the “receiver”
block on the commercial invoice, block 22 on DD Form 250, or
block 26 on DD Form 1155. Send a copy of the receipt document to
the SSA within 3 working days of receipt of supplies. (Figs 2–18
a n d  2 – 1 9  a r e  s a m p l e s  o f  D D  F o r m  2 5 0  a n d  D D  F o r m  1 1 5 5 ,
respectively.)

e. When items are received directly from a contractor or vendor
and are not accompanied by any documentation, prepare DD Form
250 in four copies. Complete blocks 7, 11, 13, 15, 16 (include
document number for each request that pertains to items received),
17, 18, and 22. Complete other blocks only if correct information is
readily available, e.g. listed on the shipping container. Don’t sign
block 21B unless technically qualified to certify that items meet
contract specifications. Keep one copy of the DD Form 250 and
process the receipt under paragraph 2–34; send remaining copies to
the supporting SSA.

f. Upon receipt of nonexpendable items are purchased with the
IMPAC credit card, the primary hand receipt holder will prepare
DD Form 250 in four copies. Complete blocks as follows:

(1) Block 1 -- enter the word "IMPAC."
(2) Block 2 -- enter the invoice number or reference number from

vendor’s receipt.
(3) Block 9 -- enter the vendor’s name and address.
( 4 )  B l o c k  1 3  - -  e n t e r  t h e  h a n d  r e c e i p t  n u m b e r  a n d  t h e  u n i t

address.
(5) Blocks 15 to 20 -- enter known informatipn pertaining to

items(s).
(6) Block 22 -- place signature of hand receipt holder and date of

purchase. Keep one copy of DD Form 250 and provide remaining
copies of the DD Form 250 to the PBO for processing under para-
graph 2–34.

g. Place the receipt document for items recorded on the nonex-
pendable document register in the supporting document file. Destroy
the receipt document for items recorded on the expendable/durable
document register. For all items direct-shipped from a depot, ARNG
and USAR units will forward a copy of all receipt documents to the
supporting SSA within 24 hours of the receipt. Copies of Govern-
ment Bills of Lading (GBL) and TK4 intransit data cards will be
sent to the USPFO.

h. If the receipt is for the total quantity requested, remove and
destroy all status cards from the due-in status file that apply to the
request.

i. Use the procedures in AR 55–38, AR 710–3, AR 735–5, and/or
AR 735–11–2 for reporting and documenting discrepancies.

j. Upon receipt some property book items require submission of
DA Form 2408–9 (Equipment Control Record). See DA Pam 738-
750, chapter 5.

k. When inspecting and inventorying receipts of unclassified CCI
ensure that seals are intact and that no tampering has occurred.
Report tampering per AR 380–40 and DA Pam 25–380–2.

2–34. Recovered property
When directed by a survey officer or approving authority under AR
735–5 to reestablish accountability for nonexpendable property on a
report of survey before the report of survey is completed, take the
following actions:

a. Post a gain to the applicable property book page(s). Use the
document number assigned to the report of survey. Cancel requests
for property to replace the lost property that was recovered.

b. Notify the initiator or approving authority by endorsement that
accountability has been reestablished.

c. For RICC 2 items, send a copy of the report of survey, the

notice from the survey officer or approving authority, and the en-
dorsement in b, above, to the CBS-X central collection activity.

d. Property recovered after the report of survey is completed will
be processed per the instructions contained in AR 735–5, paragraphs
14–6 and 14–7. Use the procedures outlined in a through c above to
post the item to the property book page.

2–35. Classified COMSEC equipment
Special handling, receipt and reporting procedures for classified
COMSEC items are contained in the TB 380–41.
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Figure 2-1. Sample of a DA Form 2765-1 as a request for issue

Legend for Figure 2-1;
Completion instructions by block number or letter for DA Form 2765-1
(A) Enter the name and address of the SSA.
(B) Enter the name and address of the requesting unit.
(4-6) Enter the NSN of the item requested.
(7) Enter the unit of issue.
(8) Enter the quantity requested. Use all five positions. Enter zeros
(0) to the left of the quantity.
(9-10) Enter the unit DOD Activity Address Code (DODAAC). For
classified COMSEC materiel, use the COMSEC account number.
(11) Enter the Julian date.
(12) Enter the document serial number.
(13) Enter demand code. Use “R” for recurring or “N” for nonrecur-
ring.
(18a) Enter the proper End Item Code in block 18 or cc54-56. EIC’s
are listed in the AMDF for most major end item NSNs but not for repair
part NSNs. Use the EIC that identifies the major end item for which
the request applies. For example, If the part is being applied to a radio
which is installed on a truck, use the EIC for the radio, not the truck. If

an EIC has not been assigned to the end item, leave the EIC blank.

(18b) If a major end item request, (as shown above) enter the Type
of Requirement Code (TRC) (app E). Enter the code in the 2d and 3d
positions of block 18.

(19) Enter project code if assigned. Otherwise, leave blank.

(20) Enter the priority designator.

(21) Enter required delivery date or leave blank. Enter “999” for
NMCS requests requiring expedited handling originating overseas (or
i n  C O N U S  u n i t s  d e p l o y i n g  w i t h i n  3 0  d a y s ) .  F o r  a l l  o t h e r  N M C S /
ANMCS requests, enter “N” for NMCS or “E” for ANMCS in the 1st
position of block 21. Entries in the 2d and 3d position of block 21 may
indicate short required delivery date. When used, enter the number of
days within which the materiel is required.

(22) Enter the proper advice code (app B) to give specific instruc-
tions to the source of supply. Otherwise, leave blank.

(L) Enter the cost detail account number when required.

(O) Enter one or two words that describe the item requested.

(P) Enter the type, number, date, and page number of the authoriz-
ing publication and other applicable data, i.e., SLAC/MPL number.
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Figure 2-2. Sample of a DA Form 3161 as a request for issue

Legend for Figure 2-2;
Completion instructions by block number or column for DA Form 3161.

(Issue) Enter an “X” for issue.
(Sheet Number) Number sheets consecutively.
(Number of Sheets) Enter total number of sheets included in this
request.
(1) Enter the name and address of the SSA.
(2) Enter the name of the unit making the request.
(3) Enter the document number assigned to the request from the
document register. The document number is the DODAAC, julian date,
and serial number.
(4) Enter project code if assigned. Otherwise, leave blank.
(5) Enter the required date of materiel requested, or leave blank.
(6) Leave blank.
(7) Enter the priority designator.

(8) Enter cost detail accounting information, as required.
(10) Enter the authorizing publication.
(12a) Enter the item number, in sequence, for each item requested.
(12b) Enter the stock number for each item requested.
(12c) Enter one or two words that describe each item requested.
Enter the words “Last Item” after last entry.
(12d) Enter the unit of issue of each item requested.
(12e) Enter the quantity of each item requested.
(12f) Enter the proper issue code from the form.
(12g) Leave blank. Person signing for receipt of the items will com-
plete the entry in ink.
(13) The requesting individual will print name, date and sign this
block. Include rank.
(15) When items are issued, the person signing for the items will
print name, date and sign this block. Include rank.
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Figure 2-3. Sample of a DD Form 1348-6 as a request for issue for a non-NSN item

Legend for Figure 2-3;
Completion instructions by card column for DD Form 1348-6 as a
request for issue for a non-NSN item

(1-7) Leave blank.
(8-22) Enter the CAGE, when available, and the part number. When
part number exceeds 10 digits, see Note 2 below.
(23-24) Enter the unit of issue.
(25-29) Enter the quantity requested. Use all five positions. Enter
zeros (0) to the left of the quantity.
(30-35) Enter the unit DODAAC.
(36-39) Enter the Julian date.
(40-43) Enter the serial number.
(44) Enter demand code. Use “R” for recurring or “N” for nonrecur-
ring.
(45-53) Leave blank.
(54-56) Enter the proper End Item Code in cc54-56. EIC’s are listed
in the AMDF for most major end item NSN but not for repair part
NSN’s. Use the EIC that identifies the major end item for which the

request applies. For example, if the part is being applied to a radio
which is installed on a truck, use the EIC for the radio, not the truck. If
an EIC has not been assigned to the end item, leave blank.
(57-59) Enter project code if assigned. Otherwise, leave blank.
(60-61) Enter the priority designator.
(62-64) Enter required delivery date or leave blank. Enter “999” for
NMCS requests requiring expedited handling originating overseas (or
i n  C O N U S  u n i t s  d e p l o y i n g  w i t h i n  3 0  d a y s ) .  F o r  a l l  o t h e r  N M C S /
ANMCS requests, enter “N” for NMCS or “E” for ANMCS in cc 62.
Entries in cc 63-64 may indicate short required delivery date. When
short RDDs are used, enter the number of days within which the
materiel is required.
(60-66) Enter the proper advice code (app B) to give specific instruc-
tions to the source of supply. Otherwise, leave blank.
(67-80) Leave blank.

Identification Data Section (Completion instructions by block
number)
(5) Enter the type, number, date, and page number of the authorizing
publication.
(6) Enter one or two words that describe the item requested.
(7) Enter complete item description.
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(8) Enter end item application. Enter other information if it is availa-
ble. For PD 01-08, add on back of form the appropriate justification,
signed by the commander (or his designee) of the requesting organi-
zation, that the item is required to remove a piece of equipment from
deadline, or is needed to satisfy a mission essential requirement.

Notes:

1 When a CAGE is not available, complete blocks 2 through 9 with
as much data as possible.
2 When the part number (cc 13-22) exceeds 10 digits, enter the
complete part number (to include the CAGE when available) in block 1
of this section. Enter the FSCM, when available, first followed by the
part number.
3 Use block number 11 (“Remarks”), as required. Enter notations for
fund cite, fund available, and validation for procurement purposes if
needed. Enter the date and signature of receipting person when DD
Form 1348-6 is used for issue purposes.

Figure 2-4. Sample of a DD Form 1348-6 as a request for issue for an NSN item

Legend for Figure 2-4;
Completion instructions by card column number for DD Form 1348-6
as a request for issue for an NSN item

(1-7) Leave blank.
(8-20) The NSN of the item requested.
(21-22) Leave blank.
(23-24) Enter the unit of issue.

(25-29) Enter the quantity requested. Use all five positions. Enter
zeros (0) to the left of the quantity.
(30-35) Enter the unit DODAAC.
(36-39) Enter the Julian date.
(40-43) Enter the serial number.
(44) Enter demand code. Use “R” for recurring or “N” for nonrecur-
ring.
(45-53) Leave blank.
(54-56) Enter the proper End Item Code in cc54-56. EIC’s are listed
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in the AMDF for most major end item NSNs but not for repair part
NSN’s. Use the EIC that identifies the major end item for which the
request applies. For example, if the part is being applied to a radio
which is installed on a truck, use the EIC for the radio, not the truck. If
an EIC has not been assigned to the end item, leave blank.
(57-59) Enter project code if assigned. Otherwise, leave blank.
(60-61) Enter the priority designator.
(62-64) Enter required delivery date or leave blank. Enter “999” for
NMCS requests requiring expedited handling originating overseas (or
i n  C O N U S  u n i t s  d e p l o y i n g  w i t h i n  3 0  d a y s ) .  F o r  a l l  o t h e r  N M C S /
ANMCS requests, enter “N” for NMCS or “E” for ANMCS in cc 62.
Entries in cc 63-64 may indicate short required delivery date. When

short RDDs are used, enter the number of days within which the
materiel is required.
(65-66) Enter the proper advice code (app B) to give specific instruc-
tions to the source of supply. Otherwise, leave blank.
(67-80) Leave blank.

Identification Data Section
Note.

1. Complete blocks 2 through 9 with as much data as possible.

2. Use block number 11 (“Remarks”), as required. Enter notations for fund
cite, fund available, and validation for procurement purposes if needed. Enter
the date and signature of receipting person when DD Form 1348-6 is used
for issue purposes.

Figure 2-5. Sample of a completed DA Form 2064 Actions

Legend for Figure 2-5;
Completion instructions by column or block for DA Form 2064.

(Element keeping the register) Enter name of the element and unit
keeping the register.
(DOD Activity Address Code) Enter the unit DODAAC that will be
put on the request. COMSEC custodians will enter the COMSEC
account number used to request classified COMSEC equipment and
components.
(Unit Identification Code) Enter the UIC of the requesting unit.
(Page number). Enter page number. Pages are numbered in se-
quence.
(a)—Enter the Julian date. For training ammunition follow the proce-
dures in figure 11-6.

(b)—Enter the assigned four-digit document serial number. Restart the
sequence daily.
(c)—
1. For request for issue and turn-in, enter the last three digits of the
S S A ’ s  D O D A A C .  c l a s s i f i e d  C O M S E C  c u s t o d i a n s  e n t e r  t h e  l a s t
threedigits of the supporting SSA COMSEC account number.
2. For other than request for issue or turn-in, enter name of activity
the document is sent to.
(d)—
1. Enter the stock number of the item being requested or turned in.
For nonexpendable document registers, the LIN may be included for
purposes of continuity and cross-reference.
2. For requests for issue or turn-in on DA Form 3161, leave blank.
3. For ammunition requests, leave blank.
4. For other than request for issue or turn-in, leave blank.
(e)—
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a. Enter one or two words that identify the item requested or turned
in.
b. For request for issue or turn-in on DA Form 3161, enter DA Form
3161.
c. For training ammunition follow the procedures in figure 11-6.
d. For other than requests for issue or turn-in, enter a description of
the form or action. Examples are—

S/C for Statement of Charges.
R/S for Report of Survey.
AAR for Administrative Adjustment Report.

(f)—
a. Enter hand receipt or equipment number, or other locally assigned
identification for which item is requested.
b. For supply requests that are required by a maintenance request,
enter the job order number.
c . F o r  a d j u s t m e n t  d o c u m e n t s  s u c h  a s  s t a t e m e n t s  o f  c h a r g e s  o r
reports of survey, applicable hand receipt number may be entered.
(g)—Enter the PD of the request for issue; otherwise, leave blank.
(h)—
a. The person authorized to authenticate requests will place their
initials in this column for each UND A and B request. Otherwise, leave
blank.
b. For UND A and B supply requests that are required by a mainte-
nance request, leave blank.
Note: Initials are not required for requests that have been extracted
from another register.

Quantity
(i)—
a. Enter the quantity requested.
b. For training ammunition follow the procedures in figure 11-6.
c. For request for issue on DA Form 3161, leave blank.
d. For other than request for issue, leave blank.
(j) Enter the quantity received from the SSA or quantity turned in.
Enter partial receipts in pencil. Otherwise, leave blank.
(k) Enter the quantity due-in when document number is assigned
(pencil entry). On receipt of materiel or receipt of cancellation or rejec-
tion status, change the due-in quantity.
(l) This column may contain more than one entry. All entries are
made in pencil. When the space in this column is insufficient, use
column n (Remarks).
WHEN
DO THIS
ENTER
Supply status card is received for total due-in quantity.
Erase any previous entry.
Status code and if provided the EDD from the card.
Supply status card is received for part of due-in quantity.
Erase previous entry. Status code, EDD if provided and quantity
from status card.
WHEN
DO THIS
ENTER
Shipment status card is received for total due-in quantity.
Erase previous entry. Document identifier code (DIC) and the date
shipped or ESD from the card.
Shipment status card is received for part of due-in quantity.
Erase previous entry, as appropriate. DIC, the date shipped, or ESD,
and quantity from status card.
Final action is completed.
Erase old entry.
(m)—
a. Enter Julian date when final action is completed. If a partial
quantity is received, enter the Julian date of receipt in pencil.

b. When cancellation or rejection status is received for total quan-
tity requested, enter the status code and the Julian date of the
cancellation or rejection verification. (See para 2-29.)

c. Enter CXL and the Julian date when request documents are
canceled prior to forwarding to the SSA, and when documents other
than request for issue are canceled.

d. Julian date adjustment documents (AR 735-5) or AARs are
posted to the property records, or the Julian date of the release
document is initiated by the survey officer for damaged property.

(n)
WHEN

DO THIS

ENTER

Cancellation/rejection status is received for part of the quantity
requested.

Mark partial quantity received in column j, a permanent entry when
action is completed.

Status code, quantity cancelled, and the Julian date of the cancella-
tion/rejection verification.

AF1 or AT follow-up is submitted. (See para 2-26.)

Erase proper entry in column 1.

AF1 or appropriate AT DIC and Julian date (pencil entries).

AFC follow-up is submitted. (See para 2-28.) AFC and Julian date
(pencil entries).

WHEN

DO THIS

ENTER

Request for transportation status is submitted. (See para 2-27.)

Erase entry in column l. TM1 and Julian date (pencil entries).

Request modifier is submitted. (See para 2-30.)

Update entries for which modification is requested.

AM and Julian date (pencil entries).

Request for cancellation for total due-in quantity is submitted. (See
para 2-29).

AC1 and Julian date (pencil entries).

WHEN

DO THIS

ENTER

Request for cancellation for part of due-in quantity is submitted.
(See para 2-29)

AC1, quantity to be cancelled, and Julian date (pencil entries).

Follow-up on a cancellation request is submitted. (See para 2-29.)

Erase AC1 and Julian date in column n.

AK1 and Julian date (pencil entries).

1. Erase pencil entries in this column on receipt of reply to docu-
ment submitted.

2. All entries will be made in ink or by typewriter unless other-
wise stated. Corrections are made by drawing a single line through
the incorrect entry and entering the correction above.

3. Document registers are kept by calendar or fiscal year (FY).
When closing out document registers at the end of the year, enter
the statement “CLOSED OUT,” the current date, and the signature
of the individual performing the posting on the next available line
following the last document entry in the register. Use the procedures
in AR 25-400-2 for filing and extracting document registers.

4. Block n may be used to record the document number assigned
to a reorder when an item is cancelled and requested again. This
will ensure continuity during the reconciliation process with custom-
ers.

18 DA PAM 710–2–1 • 31 December 1997



Figure 2-6. Sample of a supply status card, DIC AE1, DA Form 2765

Legend for Figure 2-6;
Completion instructions of supply status card, DIC AE1 for DA Form
2765

(1-3) Document identifier code indicates supply status.
(4-6) Routing identifier code of the supply source furnishing the sta-
tus.
(7) Media and status code from the supply request.
(8-22) Stock number of the item.
(23-24) Unit of issue of the item.
(25-29) Quantity to which the status applies.
(30-43) Document number to which the status applies.
(44) Suffix code entered if the status card applies to a partial issue.
(45-50) Address of the activity to receive the materiel.

(51) Signal code from the original supply request.
(52-53) Fund code from the original supply request.
(54-56) Distribution code (cc 54) from the original supply request.
Type requirement code (cc 55-56) from the original supply request.
Otherwise, blank.
( 5 7 - 5 9 ) P r o j e c t  c o d e  f r o m  t h e  o r i g i n a l  s u p p l y  r e q u e s t ;  o t h e r w i s e ,
blank.
(60-61) Priority designator form the original supply request.
(62-64) Julian date this card was processed.
(65-66) Supply status or rejection code (app C).
(67-69) Routing identifier code of the last known source of supply.
(70-73) Estimated delivery date.
(74-80) Unit price of the item.
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Figure 2-7. Sample of a shipment status card, DIC AS1, DA Form 2765

Legend for Figure 2-7;
Completion instructions of shipment status card, DIC ASI for DA Form
2765

(1-3) Document identifier code indicates shipment status.
(4-6) Routing identifier code of the activity making shipment.
(7) Media and status code from the supply request.
(8-22) Stock number of the item shipped.
(23-24) Unit of issue of the item shipped.
(25-29) Quantity shipped.
(30-43) Document number to which the status applies.
(44) Suffix code entered if the status card applies to a partial issue.
(45-50) Address of the activity to receive the materiel.

(51) Hold code is entered if applicable.

(52-53) Fund code from the supply request.

(54-56) Distribution code (cc 54) from the original supply request.
Type requirement code (cc 55-56) from the original supply request.
Otherwise, blank.

(57-59) Date shipped or estimated shipping date.

(60-61) Priority designator from the original supply request.

(62-76) Transportation control number, government bill of lading, or
other shipment unit number.

(77) Mode of shipment code (app D).

(78-80) Date available for shipment.
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Figure 2-8. Sample of a shipment status card, DIC AU1 Reply to cancellation request, DA Form 2765

Legend for Figure 2-8;
Completion instructions of status card, DIC AU1 reply to cancellation
request for DA Form 2765

(1-3) Document identifier code indicates shipment status.
(4-6) Routing identifier code of the activity making shipment.
(7) Media and status code from the supply request.
(8-22) Stock number of the item shipped.
(23-24) Unit of issue of the item shipped.
(25-29) Quantity shipped.
(30-43) Document number to which the status applies.
(44) Suffix code entered if the status card applies to a partial issue.
(45-50) Address of the activity to receive the materiel.

(51) Hold code is entered if applicable.

(52-53) Fund code from the supply request.

(54-56) Distribution code (cc 54) from the original supply request.
Type requirement code (cc 55-56) from the original supply request.
Otherwise, blank.

(57-59) Date shipped or estimated shipping date.

(60-61) Priority designator from the original supply request.

(62-76) Transportation control number, government bill of lading, or
other shipment unit number.

(77) Mode of shipment code (app D).

(78-80) Date available for shipment.
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Figure 2-9. Sample of a follow-up posted to DA Form 2064
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Figure 2-10. Sample of a request for cancellation posted to DA Form 2064

Figure 2-11. Sample of a DA Form 2064 showing completion of cancellation when entire quantity is canceled
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Figure 2-12. Entries required on DA Form 2064 for cancellation of partial quantity
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Figure 2-13. Sample of a request modifier posted to DA Form 2064
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Figure 2-14. Sample of a completed DA Form 1687

Legend for Figure 2-14;
Completion instructions by block number for DA Form 1687

(1) Date Enter the calendar date the form is prepared.
(2) Organization receiving supplies Enter the name of the unit
and, if prepared by a hand or subhand receipt holder to delegate
authority to request or receipt for supplies, the hand receipt number or
name of the section involved.
(3) Location Enter the name of the installation on which the unit is
located.
AUTHORIZED REPRESENTATIVE(S) Section
(4) Last name - first name - middle intial Enter the name of author-
ized representative. When more than four persons are to be delegated
and a follow on card is deemed necessary, enter the statement “Con-
tinuation to DA Form 1687 dated” in the remarks block of the follow on
card.
(5) Enter “not used” on next available line when all lines are not
used.
(6) (REQ)Enter “YES” in this block for each person authorized to
request supplies. Otherwise, enter “NO”.
(7) Signature and intials Enter the signature and initials of author-
ized representatives.
AUTHORIZATION BY RESPONSIBLE
OFFICER OR ACCOUNTABLE OFFICER Section
(8) Enter an “X” in this box to show that the authorized representa-
tive is delegated to request/receipt for supplies. Specify the classes of
supplies for which the representatives may sign.
(9) Remarks Enter the SSA or other activity to which the form is
being sent. See paragraph 2-32 when used for adding or deleting
persons.

(10) Unit identification code Enter the assigned unit identification
code.
I ASSUME FULL RESPONSIBILITY Section
DODAAC/Account Number
(11) Enter the unit DODAAC and any locally assigned account num-
ber.
(12) Last name - first name - middle intial Enter the name of the
responsible person.
(13) Grade Enter the grade or rank of the responsible person.
(14) Telephone number Enter the office telephone number of the
responsible person.
(15) Expiration date 15) Enter the expiration date of the card. This
date is determined by the person making the delegation. Do not set a
date later than the date the delegating authority expects to remain in
the job.
(16) Signature Enter the signature of the responsible person.
Note. All entries, except the signature and initials will be either printed in
ink or typewritten. The signatures and initials will be entered in ink.
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Figure 2-15. Sample DA Form 1348-1A, Issue release/receipt document
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Figure 2-16. Sample of a DA Form 2765-1 as a receipt document
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Figure 2-17. Sample DA Form 3161 as a receipt document29
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Figure 2-18. Sample of a DD Form 250
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Figure 2-19. Sample of a DD Form 1155
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Figure 2-20. Sample of a completed DA Form 1687

Legend for Figure 2-20;
Completion instructions by block number for DA Form 1687.

(1) Enter the calendar date the form is prepared.
(2) Enter the name of the unit.
(3) Enter the name of the installation on which the unit is located.
AUTHORIZED REPRESENTATIVE(S)
(4) Enter the name of authorized representative.
(5) Enter “not used” on next available line when all lines are not
used.
(6) (REQ) Enter “NO”.
(REC) Enter “NO.”
(7) Enter the signature and initials of authorized representatives.
AUTHORIZATION BY RESPONSIBLE OFFICER OR ACCOUNTA-
BLE OFFICER

(8) Enter an “X” in this box to show that the authorized representa-
tive is delegated to sign specific forms and records. Specify the forms
and records that may be signed or initialed.
(9) Leave blank.
(10) Enter the assigned unit identification code.
(11) Leave blank.
(12) Enter the name of the commander or responsible person.
(13) Enter the grade or rank of the commander or responsible per-
son.
(14) Enter the office telephone number of the commander or respon-
sible person.
(15) Enter the expiration date of the card. This date is determined by
the person making the delegation. Do not set a date later than the
date the delegating authority expects to remain in the job.
(16) Enter the signature of the commander or responsible person.
Note. All entries, except the signature and initials will be either printed in
ink or typewritten. The signatures and initials will be entered in ink.
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Figure 2-21. Sample of a DA Form 5977

Legend for Figure 2-21;
Completion instructions for DA Form 5977

DA Form is typed or completed in ink as follows:
Organization/Installation Enter the Unit or Activity designation.
Example: HHC, 23 QM Bde, Ft. Smith, VA or Supply Division,
DOL, Fort Jones, VA.
DODAAC/Account # Enter either the DODAAC or account num-
ber. (Examples: W33V33 or any other alpha-numeric account num-
ber that the unit has been provided.)

Signature/Signature Block On a single line, type or write, in ink,
the signature block of the responsible/accountable officer. The card
is signed above the signature block by the person listed on the
orders.
Authorized Facilities Place an “X” in the box which denotes the
facility to which access is desired. Spaces are available to write in,
or type, the name of a facility not listed. For example, a motor
poolon a card may have “Xs” in the block for Class IX, Can. Point,
and DS Maintenance. In addition, COPARS and Calibration may be
written in to the available blank spaces.
Laminate the card on both sides using plastic sheet, NSN 9330-00-
752-9091 which is available through the SSSC.
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Figure 2-22. Sample of a DA Form 5978

Legend for Figure 2-22;
Completion instructions for DA Form 5978

This form is used by the responsible/accountable officer to track the
location of the Authorization Card, DA Form 5977. The form is
completed as follows:
Enter the serial number from the Authorization Card in the card
serial number column.
Place an “X” in the block which corresponds to the facility entered
on the back of the Authorization Card. Space is available to write in
location titles if required.
HOLDER: Enter the name of the person who holds the card and
have them sign their name, (ink entry), to acknowledge receipt of
the card.

Chapter 3
Disposition of Property

Section I
Turn-in Procedures

3–1. When property is turned in
Items are turned in when they:

a. Are excess to authorized allowances; or
b. Are not needed and the authorization is not mandatory;
c. Become unserviceable or uneconomically reparable; or

d. Are “Found on Installation.”

3–2. Where property is turned in
Always turn in property to the SSA that normally issues the item.
The SSA evaluates the property’s condition, ARC, and RC and may
approve direct turn-in to the Defense Reutilization and Marketing
Office (DRMO). Don’t turn in property directly to the DRMO
without SSA approval. When a unit is directed to turn in a RICC 2
item to the DRMO, a copy of the Turn-In document will be sent to
the CBS-X Central Collection Activity (CCA).

a. ARNG units will turn in all property to the USPFO or as
directed by the USPFO.

b. Classified COMSEC items will be turned in by COMSEC
c u s t o d i a n s  t h r o u g h  o r g a n i z a t i o n a l  a n d  i n s t a l l a t i o n  C O M S E C  a c -
counts to COMSEC SSAs. Disposal of classified COMSEC through
non-COMSEC channels is specifically prohibited.

(1) Unclassified CCI will be turned in to the supporting SSA.
The supporting SSA will initiate proper disposal action. Disposal of
CCI by users through DRMO is prohibited.

(2) Refer to paragraph 3–5 below for special instructions regard-
ing the disposal of COMSEC materiel.

3–3. Forms used for turn-ins
Table 3–1 gives the forms used for turn-ins and the type of property
turned in with that form.

Table 3–1
Forms Used for turn-in

Form Used: DA Form 581
Used for Turn-in: Unserviceable and serviceable ammunition. Used
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