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MANAGEMENT RESPONSIBILITY 

1.  SCOPE.

1.1  Scope.   This Supply Chain Management Center (SCMC) Standard Procedure (SP) is applicable to all processes related to tickler management within the department.

1.2 Purpose.   This SP establishes Tickler Management Guidelines and defines Tickler Management procedures to be used within MMD.  

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

2.   APPLICABLE DOCUMENTS.

3.  DEFINITIONS

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

4.1 General.  The responsibility for tickler (internal) management belongs to the Materiel Management Department (MMD).  

4.2 Concept. Tasks are received from Materiel Management Department (MMD) and Business Management Department (BMD).  Tasks are received either by e-mail or hard copy..

4.3  Process.

4.3.1 Task are received by the Business Management Department either electronically or hare copy within MMD or through the office of the Business Management Department of Supply Chain Management Center.  Tasks that are received from within MMD are assigned a task number by Business Management Branch (BMB).  A task sheet is created and the task number is logged into the logbook.  Copies are made and filed in holding files by due dates.  The originals are distributed to the appropriate Branch.  Each task is tracked by the due date.  When the due date is not going to be met, BMB will contact the originator to request an extension.  As tasks are completed, the task sheet is returned to BMB to be cleared from the logbook.  Copies are pulled from the holding files and the completion date is recorded on the task sheet.  External task sheets are returned to the SCMC BMD (electronically/hard copy).  At the end of each week, a weekly Suspense Report is compiled for the Deputy Director of MMD, showing how many task have been completed for the week, how many are pending, and how many are pasts due for each Branch. 

4.4  Management Review.  

4.5  Responsibility.

Actionee




Action
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	Receive task.

Internal MMD tasks

Assign a task number to all task.

Create a Task Sheet for all task.

Post all task into the BMB logbook.

Make copies of all task and file in the holding files by due dates.  Distribute the original to the appropriate Branch.

Monitor/track all task by due date

Due date not met by the appropriate Branches, contact the originator to request an extension

Request extension from originator if required

Reply to the originator

Clear tasks from the holding files, and record completion date on each task sheet.

Create weekly suspense report for Deputy Director of MMD, showing how many task have been completed for the week, how many are pending, and how many are pasts due from each Branch.

External MMD tasks 

Create a task sheet for all task

Post all task into the BMB logbook

Make copies of all task and file in the holding file by due dates.  Distribute the original to the appropriate Branch.

Monitor/track all task by due date

Due date not met by the appropriate Branch, contact the originator to request an extension

Request extension from originator if required

Clear tasks from the holding file and record the completion date on each task sheet.

Reply to SCMC BMD (electronically/hard copy)

Create weekly suspense report for the Deputy Director of MMD, showing how many task have been completed for the week, how many are pending, and how many are past due from each Commodity Branch




5.  NOTES.  None.

6.  DATA, FORMS AND REPORTS.  None.

7.  QUALITY RECORDS.  

8.  FLOW DIAGRAM.
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