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1.  SCOPE.

1.1  Scope.   This Supply Chain Management Center (SCMC) Standard Procedure (SP) is applicable to all processes related to the Management Review Code Request form.

1.2 Purpose.   This SP establishes MRC Guidelines and defines MRC procedures to be used within the center.

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

2.   APPLICABLE DOCUMENTS.

3.  DEFINITIONS.

See SCMC-MMD.00 for definitions.

4.  PROCEDURE.

4.1  General.  The responsibility for MRC Form request/submission resides with the user.  

4.2  Concept.  Request, submission and approval of the MRC form results in access to and use of the MCDSS system.

4.3  Process.

4.3.1 Incoming request for a MRC assignment/realignment enables the user to access and process information within MCDSS.

4.4  Management Review.  The frequency of review will be on an as required basis.

4.5  Responsibility.

Actionee




Action
	Commodity Branch/ Materiel Manager

Materiel Support Branch


	4.5.1

4.5.1.1

4.5.1.2

4.5.2.

4.5.2.1

4.5.2.2

4.5.2.3

4.5.2.4

4.5.3

4.5.3.1

4.5.3.2

4.5.3.3

4.5.3.4

4.5.4

4.5.4.1

4.5.4.2

4.5.4.3

4.5.5

4.5.5.1

4.5.5.2

4.5.5.3

4.5.5.4

4.5.5.5

4.5.6

4.5.7


	Identify MRC changes for Materiel Managers, Section Heads or Branch Heads.

Complete the MRC Form ensuring all applicable names are listed.

Forward MRC Form to the MCDSS Helpdesk.  (e-mail :  MATCOM MCDSS Helpdesk List)

Access the MRC server.

Access the connector to MCDSSP.

Access MCDSSP.

Open MCDSSP.

Select a category.  This must be the category the user will work in, i.e., Materiel Manager, DLMP, Branch Head, etc.

TO ADD A MRC TO A USER

Click on the user you wish to add MRC(s).

Go to the Edit MRC List on the menu and scroll down to Add selected  MRC’s .

To add MRC’s, highlight MRC’s from the MRC List.

Go to Edit on the menu and scroll down to Add Selected MRC’s.

Click Ok.

TO ADD ALL MRC’s

Select the user you wish to add MRC’s to.

Select the Edit MRC List on the menu and click on the it.

Select on Add All MRC’s.

Click Ok.

TO DELETE MRC(S)

To delete MRC(s), click on the user.

Click Edit on the menu bar and scroll down to and click on Add MRC’s to user.

To delete MRC’s, highlight MRC’s from the User MRC List on the right hand side

Click on Edit Users

Click on Delete Selected MRC’s

Click Ok.

Exit the system.

Upon completion of MRC realignment, a notification will be sent back to the requestor.




5.  
NOTES.  None.

6. DATA, FORMS AND REPORTS.  

1).  Management Review Code form

2).  Management Review Code instruction sheet

	MANAGEMENT REVIEW CODE FORM

	1. NAME:  Last, First, MI
	2. DATE:
	3. ACCESS ROLE:

	4. USERID:
	5. DIVISION/SECTION
	5a. PHONE NUMBER

	NOTE:  In order to ensure that the Individual’s Supervisor(s)has (have) access to the Individual’s MRCs, each supervisor must be identified.  Please list below:

	6. MATERIEL MANAGER:
	6a. USERID:
	6b. BRANCH CODE:
	6c.  PHONE NUMBER:

	7. SECTION HEAD:
	7a. USERID:
	7b. BRANCH CODE:
	7c.  PHONE NUMBER:

	8. BRANCH HEAD:
	8a. USERID:
	8b. BRANCH CODE:
	8c.  PHONE NUMBER:

	9. MRC (Also known as LMC/MDC): 

 LIST ALL MRCs FOR WHICH THE INDIVIDUAL IS RESPONSIBLE

	PLEASE      ADD    THE FOLLOWING MRCs

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	PLEASE      DELETE   THE FOLLOWING MRCs

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	10.  APPROVAL SIGNATURE (DSBrHd):


	
	
	


	MANAGEMENT REVIEW CODE FORM MAP

	NR
	FORM FIELD NAME
	DESCRIPTION
	ADDITIONAL INFORMATION

	
	

	1
	NAME
	Name of the Individual for whom the SAAR is being submitted.
	

	2
	DATE 
	Date that the MRC Form is filled out
	

	3
	ACCESS ROLE
	The selected Role for whom the SAAR is being submitted.
	

	4
	USERID
	ACID of the Individual for whom the SAAR is being submitted.
	

	5
	DIVISION/ SECTION
	Division and Section Code of the User for whom the SAAR is being submitted. 
	Ex: Code 831/1, Code 841.2, etc.

	5a
	PHONE NUMBER
	Phone number of the Individual  for whom the SAAR is being submitted.
	

	6
	MATERIEL MANAGER
	Materiel Manager’s Name
	

	6a
	USERID
	Materiel Manager’s USERID
	

	6b
	BRANCH CODE
	Materiel Manager’s Branch Code
	

	6c
	PHONE NUMBER
	Materiel Manager’s Phone Number
	

	7
	SECTION HEAD
	Section Head’s Name
	

	7a
	USERID
	Section Head’s USERID
	

	7b
	BRANCH CODE
	Section Head’s Branch Code
	

	7c
	PHONE NUMBER
	Section Head’s Phone Number
	

	8
	BRANCH HEAD
	Branch Head’s Name
	

	8a
	USERID
	Branch Head’s USERID
	

	8b
	BRANCH CODE
	Branch Head’s Branch Code
	

	8c
	PHONE NUMBER
	Branch Head’s Phone Number
	

	9
	MRCs (Add/Delete)
	List all MRCs for which you are responsible
	

	10
	APPROVAL SIGNATURE (DSBrHd)
	Signature of the Decision Support Branch Head
	

	
	
	
	


7.  
QUALITY RECORDS.  

8.  
FLOW DIAGRAM.
Appendix A 

Management Review Code Flow Diagram
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