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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 requisition management within the department.

1.2 
Purpose.  This SP establishes Requisition Management guidelines and procedures to be used within the department.

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

2.   APPLICABLE DOCUMENTS.  

Marine Corps Orders & Directives
MCO P4105.1A

MCO P4400.82F

MCO P4400.150E

DIVO 4400.1

Stock Control System (SCS) Users Manual

SOP 4110.1B

Log Bases Radioactive Material

Policy (Draft), PM/WSM MODEL A4211123: Manage Materiel/Equipment Releases

3.  DEFINITIONS

See SCMC-MMD.00 for definitions. To Be Determined
4.  PROCEDURE

4.1  General.  The responsibility for requisition management belongs to the Materiel Management Department (MMD).  Materiel Managers (MM) are vested with the responsibility within MMD.  

4.2  Concept.  Customers send requisitions directly to the appropriate materiel manager via AUTODIN, if possible.  Requisitions are received from authorized Marine Corps requisitioners, other services, commercial contractors, and other sources.  Requisitions are in MILSTRIP format and can be received via AUTODIN into SCS, e-mail, message or telephone.

4.3  Process.  Incoming requisition for a Stores Account Code (SAC 3), Class II or consumable is received via AUTODIN into the wholesale Stock Control System (SCS). 

4.4  Management Review.  The frequency of review of this procedure shall occur annually. Updates shall be incorporated as required.

4.5  Responsibility.
Actionee




Action
	Senior Management

Materiel Manager (MM)

Materiel Support Branch, Code 573
	4.5.1

4.5.1.1

4.5.2

 4.5.2.1

4.5.2.2

4.5.2.3

4.5.2.4

4.5.2.5

4.5.2.6

4.5.2.7

4.5.2.8

4.5.2.9


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

Monitors Requisition Management Reports, expedites applicable action to assist material manager in processing requisition in a timely manner.

Review incoming requisitions by viewing SCS NTC screen daily for each Manager Designator Code.  Initiate action to process requisition.

System checks for Manager Review Code (MRC).  If there are no discrepancies, the system places the SAC 3, on backorder.  If assets are available and there is no MRC loaded,  SECREP, Class II and consumables will automatically be released.  If assets are not available, the requisition will go to backorder. 

If there are discrepancies other than MF status, data must be corrected.  Refer to the SCS Users Manual to correct data.  Discrepancies create exceptions.  (Hyperlink to SCS Manual)

If the exception was created due to MF status, the MM will validate that the customer is authorized to requisition the asset.  Validation will be conducted through a review of SCS/Reportable Assets Management Process (RAMP)(Hyperlink RAMP)  for SAC 3 requisitions or the SECREP Database(Hyperlink SECREP Database).  Class II and consumables will be processed as valid requirements without validation.    

Upon validation, if the MM has determined that the customer is not authorized, the “MF” exception  will be processed.

Upon validation, if the MM has determined that the customer is authorized, the exception will be processed and the requirement placed on backorder.

 Go to BOAE Screen and review the backorder, as well as, SCS on-hand quantities (PF09).  The MM will also review the Item Locator File (ILF) for SAC 3s  within 3270 to ensure the asset on-hand  match the ILF.  Review Distribution Standard System (DSS) for SECREPs with a MRC for reconciliation with SCS.

If SCS, ILF and DSS are out of balance, the MM will initiate an inventory reconciliation request via Materiel Support Branch, Code 573. See. SCMC.MMD.xx for procedures and process.  http://www.ala.usmc.mil/scmc/mmd.inventory.recon.form     

  If an asset is on-hand, the MM will release the backorder by processing the “V_” action code. 

If the required asset is not on-hand, the MM will leave the requisition on backorder and initiate solutions to source the required asset.  The customer will receive “BB” status with a system generated Estimated Ship Date (ESD).




5.  NOTES.

6.  DATA, FORMS AND REPORTS. 

6.4.1 Number of requisitions received weekly.

6.4.2 Average amount of time required to process requisitions (time from when transaction first hits SCS to completion).

7.  QUALITY RECORDS  

8.  FLOW DIAGRAM
Appendix A 

Requisition Management Flow Diagram
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