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MANAGEMENT RESPONSIBILITY 

1.  SCOPE
1.1  Scope.   This Materiel Management Department (MMD) Standard Procedure (SP) is applicable to processes related to cataloging data within the department.

1.2  Purpose.   This SP establishes Cataloging guidelines and procedures to be used to maintain data within the department.

1.3  Applicability.  This SP is applicable to MMD organizational elements.

2.   APPLICABLE DOCUMENTS
DoD 4100.39-M Vol. 1-16


Marine Corps Cataloging Centralization Business Plan

3.  DEFINITIONS

      See SCMC-MMD.00 for definitions.

4.  PROCEDURE

4.1  General.  The responsibility for cataloging data management belongs to the MMD.  General Supply Specialists are vested with the responsibility within MMD.  

4.2  Concept.   Materiel manager (MM), equipment specialists and project officers send cataloging requests to the Data Management Section.  Requests are received via e-mail, Master Inventory File Data Verification/Assignment forms and Cataloging Action Requests.

4.3  Process.   Incoming requests to assign a National Stock Number (NSN), change management data and/or register Marine Corps (MC) as a user on an NSN are received by the Data Management Section.

4.4  Management Review.  The frequency of review for this procedure will be done bi-annually.

4.5  Responsibility.  
Actionee




Action
	Senior Manager (SM)

Supply Specialist

SM  


	4.5.1

4.5.1.2

4.5.1.3

4.5.1.4

4.5.2

 4.5.2.1

4.5.2.2

4.5.2.3

4.5.2.4

4.5.2.5

4.5.3


	Communicate the MMD Cataloging Management Policy and Procedures to all employees through documentation, written and verbal communication and employee orientation training.

Upon receipt of incoming request, review and validate request.

If request is not valid, return to originator with explanation.

If request is valid, assign to Supply Specialist for action.

Receive work request and determine if Defense Logistics Information Service (DLIS) or Data Management Section must perform action.

If Data Management Section is to perform the action, access Technical Data Management System, legacy systems or initiate DD Form 1685, JLC47, etc. to complete the action.

If DLIS must perform the action, send a request to the DLIS-KBM mailbox via e-mail.

Receive the completed request from DLIS. 

Verify data flows to all legacy systems.

Pass the completed request to the SM.

Receive the completed request, review and return to customer.




5.  NOTES.  

6.  DATA, FORMS AND REPORTS.  

7.  QUALITY RECORDS.  

8.  FLOW DIAGRAM.
Appendix A 

Cataloging Data Management Flow Diagram
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