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This supplement implements AFMCPD 23-2, Logistics Materiel Control Activity Operation Policy, and expands on guidance provided in AFMC Pamphlet 23-202
.
SUMMARY OF REVISIONS
This revision updates paragraph numbering to coincide with AFMCPAM 23-202, Tool Kit authorization approval level, para 5.1.1, and dollar threshold for Justification Review Documents (JRD), para. 5.7. 


AFMCPAM 23-202,  14 Dec 1999, is supplemented as follows:

1.1.  The following are customer contact points within the Logistics Material Control Activity (LMCA) for resolving procedural problems and for getting help on material matters:

LMCA AREA
SYMBOL
TELEPHONE EXT





Chief, LMCA Section                          
IFOLS                             
7772

Chief, Customer Support Office        
IFOLSC                          
2187

       Research                                     
IFOLSC                          
3258

       Follow-up (Supplies/LP Eqmt)
IFOLSC
7538

Chief, Equipment Control Office       
IFOLSE
2924

       CA/CRL Records
IFOLSE
3264

       Allowance & Authorization
IFOLSE
2924

       Excess Equipment
IFOLSE
2924

       Follow-up (Std Equipment)
IFOLSE
2924

Chief, Material Handling Office
IFOLSM
2140

       WASS Program                                
IFOLSM
2140

       Bench Stock
Contract Operated
4943

       Receiving
IFOLSM
4473

       Holding Areas
IFOLSM
4943

       Pickup & Delivery
IFOLSM
2140

AMCS Facility
IFOLS
4636

       LMCA Database
IFOLS
4636

Figure 1.  LMCA Contact Points.









5. Customers initiate automated DD Forms 1348-6, DOD Single Line Item Requisition System Document, according to current local procedures.  Personnel must be trained on proper requisitioning procedures by the LMCA Systems Manager.  Contact the LMCA Systems Manager at (AFRL/IFOLS), x4636 to schedule training.  Use LMCA User’s Guide (now available on the WEB) as a reference tool.

5.1(Added).  Supplies and Equipment Competitive Requests Approval Levels.

Up to $100K
Section Chief


$100K to $500K
Branch Chief


$500K to $1M
Division Chief


$1M to $10M
Rome Research Site Chief Scientist or Deputy Director of 


Contracting
5.1.1(Added).  Sole Source/Brand Name Requests Approval Levels.

$2500 Up to $100K
Section Chief


$100K to $500K
Branch Chief


$500K to $1M
Division Chief

$1M to $10M
Rome Research Site Chief Scientist or Deputy Director of Contracting


5.2(Added).  Requests for items which directly or indirectly support Research and Development (R&D), must show the proper fund cite or 06RA fund cite, as applicable.  These are items that are mission related.  Requests for items which are NOT mission related and are NOT needed to perform your mission, for example, baseball uniforms, plaques, coffee pots, paintings or pictures, etc., MUST carry the 06RA fund cite and must be signed by the appropriate approving official.  LMCA routes these requests through the Comptroller for final approval or disapproval.

5.3(Added).  Requests for small computers, software and components and Facsimile machines must be accompanied by an approved AF Form 3215, Communications-Computer Systems Requirements Document (CSRD).  LMCA returns all requests NOT accompanied by an approved, signed CSRD.  Further:

5.3.1.  The CSRD must have a breakdown of specific items covered by the
 authorization.

5.3.2.  The approved CSRD number must be noted on the automated DD Form 1348-6.

5.3.3.  If add-on items or modifications to an existing system, such as software upgrades, memory expansions, to an existing system are ordered, the LMCA automated ordering system automatically checks the validity of the CSRD and ensures that the items being ordered do not exceed the original CSRD dollar value plus 10%.  If the 10% rule is not exceeded, the request will be processed under the original CSRD.  If the cost of the item(s) brings the new total dollar expenditure against the CSRD to > 110%, the request will be denied and a new CSRD must be generated. 
 
5.4(Added).  Order only commercial (off-the-shelf) items through LMCA.  A commercial item is made for, and sold in substantial quantities to, the civilian market or to industry for civilian use.  It can be used by the Air Force without modification or needing further research, development, or engineering effort on the part of the contractor.  It is available at a fair
 and reasonable price.

5.5(Added).  Make sure that requests for rubber stamps are accompanied by an attached sheet showing actual size of stamp and size of lettering needed.

5.6(Added).  Impac Credit Card Procedures.  To use the Impac Credit Card program, contact the IMPAC Project Manager, AFRL/IFKO, X7518, for current procedures.

5.7(Added).  If the total dollar value of your request reaches $100K, Operational Contracting prepares a Justification Review Document (JRD) and obtains proper approvals.  They then return the entire package to LMCA or the requester for the required Rome Research Site Competition Advocate’s signature.  The requester provides LMCA Customer Support with a copy of the signed JRD for audit purposes, then forwards the entire purchase package back to Operational Contracting.

5.8(Added).  Personnel acquire and dispose of individual equipment  (IEU) (FSG 84/TA-016) items such as special purpose clothing, attaché cases, gloves and inserts, sun glasses, etc., in

the following way:

5.8.1.  Military prepare formal letters of request for IEU managed items using the sample provided by LMCA.  The letters are signed at division level and must contain:

· Name of requester.

· SSAN.

· AFSC of requester.

· NSN of requested items.

· Quantity (subject to challenge).

5.8.1.1.  Get coordination approval from HQ Squadron Section First Sergeant.
5.8.1.2.  Hand carry approved letters to the LMCA Material Handling Office (IFOLSM), to get the items. 
5.8.2.  Civilian requirements are requested via DD Form 1348-6. 

5.8.2.1.  Coordination/approval is granted by the Chief, LMCA Section or Chief, Customer Support Office.
5.8.3.  Where applicable, and as directed by the LMCA Material Handling Office, sign proper
 documents for each item.  Bring back all "returnable-coded" items to the
 LMCA Material Handling Office for turn in or replacement.

NOTE:  Do NOT throw away or dispose of any "returnable-coded" item from the
 LMCA Material Handling Office.  Individuals are held personally responsible for all returnable items.

7.1.  Work Stoppage/Mission Impairment Impact Statement:  Branch chiefs sign
 all statements.  Division Chiefs countersign all statements exceeding $50,000.  This
 authority cannot be redelegated to a lower level.  The statement must contain:

7.1.1.(Added). Identification of technical program or project affected.

7.1.2.(Added).  Reason(s) for short lead time (why earlier planning could not have been done).

7.1.3.(Added).  When need was first known to requester.

7.1.4.(Added).  The words: "Project Work Stoppage," and a detailed explanation of the
 impact on project, mission, etc., if the item(s) are not received by need date.

8.1.(Added).  All sole source/brand name statements must be signed, above proper signature blocks, at the following levels of authority:

· $2,500 up to $100K
Section Chief

· $100K up to $500K
Branch Chief

· $500K up to $1M
Division Chief
· $1M up to $10M
Rome Research  Site Chief Scientist or Deputy Director of 

Contracting

8.1.1.  Prepare sole source or brand name justification letters using the format provided by IFKO and the LMCA Customer Support Office.

8.1.2.  Exception.  No sole source statement is needed for purchases under $2,500.  Just cite "Sole Source" or "Do Not Substitute" on automated DD Form 1348-6.

10.  All civil engineering hardware items, i.e., paint, paint brushes, plumbing supplies, electrical supplies, etc, ordered for RDT&E Project use, are processed by LMCA Customer Support Office . The DD Form 1348-6 must contain the appropriate job order number and be approved by the proper designated approving authority.

10.1.(Added).  Civil engineering related items that support self-help work orders or real property improvements are processed through Civil Engineering.  An approved AF Form 332, BCE Work Request, and a list of required materials are needed.

11.  When an equipment item is needed, check availability first with other subcustodians at the Rome Research Site.  If it is not available, initiate a DD Form 1348-6 coordinated through your equipment sub-custodian.

11.1(Added).  Furniture Requests.

11.1.1.  Before ordering furniture, initiators:

11.1.1.1.  Review  on-hand assets within their own work areas (Section, Branch, Division, etc), to satisfy needs.

11.1.1.2.  Call LMCA Material Handling Office to satisfy requirements from the LMCA Administrative Office Equipment Holding Area.

11.1.2.  Do NOT order NEW furniture unless there is an increase in personnel assigned to your area.

11.1.3.  Do NOT order REPLACEMENT furniture unless the repair or rehabilitation costs of existing asset exceeds 75% of the cost for a new item.  Contact IFKO for assistance on this matter.

11.1.4.  Requests for furniture other than UNICOR must be accompanied by a waiver.  Contact Operational Contracting, IFKO, ext 7518, for detailed instructions.
11.1.5.  Systems furniture requirements are processed through Civil Engineering.  They must be processed as follows:

11.1.5.1.  Determine requirements and obtain estimate from source.
11.1.5.2.  Prepare an AF Form 9, Request for Purchase.  Include all back-up drawings and detailed specifications including electrical loads, communication requirements and connection points.
11.1.5.3.  Coordinate requirement through Rome Research Site Civil Engineering (IFOC) and Communications (IFOS)
11.1.6.  Direct all inquiries regarding furniture requests (except system furniture) to the LMCA's Customer Support Unit.

11.2. (Added).  Order noncommercial (RDT & E) items through the Rome Research Site Contracting Division, and process applicable DD Forms 250, Material Inspection and Receiving Reports.  These noncommercial items include the following:

11.2.1.  Basic research, prototype items or systems, and test services.

11.2.2.  Research and development items which might involve technical changes or preproduction or first article testing before acceptance, or that will result in contractor cost charges for research, development, engineering efforts.

11.2.3.  Items that need special pricing or other support beyond that available in the base contracting officer's resources.

11.3.(Added).  Requests for communications  equipment such as radios or facsimile machines, must be coordinated  with AFRL/IFOS personnel prior to purchase and/or turn in.

11.4.(Added).  Initiators should be sure to print out a copy of an automated 1348-6 request for supplies or equipment, before transmitting it over to LMCA.  Subcustodians keep a copy in the suspense section of their folders.


13.2.(Added).  Equipment turn-ins.  Subcustodians prepare on line, automated AF Forms 1297, Temporary Issue Receipts.  Subcustodians ensure that the property is safeguarded and ready for pick up by the LMCA Material Handling personnel.  This includes ensuring the property is dismantled, disconnected, purged, pickled and cleaned.
  Do not leave equipment in hallways, on loading docks, or in any other conspicuous areas where they are at risk.

13.2.1.(Added) For non-equipment items prepare 2 copies of an AF Form 1297 and forward them to the LMCA Material Handling Office.

13.3.(Added). COMSEC equipment turn-ins must be coordinated with the COMSEC monitor (AFRL/IFOS).  Paperwork must be marked “CCI”, item codes must be reset to zero (0) and the key must be removed and turned in to AFRL/IFOS.

13.4.(Added).  STU-III phones (sensitive-controlled items), turn-ins must first be coordinated with the COMSEC monitor (AFRL/IFOS).  Paperwork must be marked “CCI” item codes must be reset to zero (0) and the key must be removed and turned in to AFRL/IFOS.

13.5.(Added).  Classified equipment and supplies must physically bear the markings showing classification, downgrading or declassification notification, office or organization of origin or responsibility, and date of origin (AFI 31-401).  Make sure the turn-in document (AF Form 1297) also bears these markings.  The following is required when turning in classified or sensitive-controlled items:

13.5.1.  Ensure all turn-in documents (AF Forms 1297) contain the statement: "This item is/is not classified/sensitive-controlled", followed immediately by your legible signature of attestation.  LMCA will not pick up your item(s) unless the AF Form 1297 contains the required, signed statement.

13.5.2.  A separate letter, signed at Section Chief or higher level of authority, requesting LMCA pickup of those classified or sensitive-controlled items, must accompany the AF Form 1297.  Note:  A letter is NOT required if the item being turned in is not classified or sensitive-controlled.

13.6.(Added).  Demilitarization.  Contact LMCA Material Handling Office, IFOLSM for current demilitarization procedures.

13.7.(Added).   Supplies or  Non-EAID  expendable items including electronic scrap and residue (junk).  The customer sends a letter or memo to the LMCA Materiel  Handling  Office.   If  multiple line items are being turned in, attach a listing if possible.  Group and segregate items by their  physical locations, for example, Bldg 106, Verona Test Annex, etc.   In addition to the initiator's name, symbol, and telephone extension, the letter or memo must
 contain:

13.7.1.  National  Stock Number (NSN), or locally assigned L or P stock number, if known.

13.7.2.  Quantity, estimated unit cost, and condition code.

13.7.3.  Complete item description including size, color, part number,
 manufacturer, if known, etc.

13.7.4.  Physical location of the material (building and room number).

13.7.5.  Date items are available for pickup.

14.  When turning in dangerous or hazardous material (for example: Radioactive, explosive, flammable, or toxic), contact the Hazardous Waste Monitor assigned to your Division who will take proper disposal action.

16.  A centralized Bench Stock is located in Bldg 2, to service all Rome Research Site activities. Division or staff office personnel possessing valid Bench Stock Authorization Cards are allowed to shop at the Bench Stock.
16.1.(Added).  To obtain new or replacement cards, organizations send formal letters of request, signed by the Branch Chief, to the contractor.  Letters must include the individual's name, grade, office symbol, and phone number; and must also show the specific categories of bench stock items, that is, administrative, common bench stock, CE-type, electronic or photographic, that the individual is authorized to obtain.

16.2.(Added).  Report lost, damaged, or deleted cards promptly to the  Bench Stock Monitor.
16.3.(Added).  Only the person identified on the card is allowed to shop for supplies
 in the Bench Stock.  Shoppers must have their indentaplate with them in order to obtain material.
16.4.(Added).  Purchases made at the Bench Stock are scrutinized by respective Division 
or staff office chief of the individual shopper.  Personnel should remember to restrict their purchases to only those items needed to accomplish the mission.
24.1.1.(Added).  New subcustodial accounts may be requested by Division via letter to the LMCA.  The following information must be included:  Office symbol, subelements/Functions to be serviced by the account, Name/Grade of designated Primary and Alternate subcustodians and the areas to which assigned, building number and duty phone for individuals assigned.  Note:  Report changes in designation to the LMCA Equipment Control Office,  by letter.  List the Primary or Alternate subcustodian being replaced and the new primary or alternate.
24.1.2.(Added).  CA/CRL’s must be signed and returned to the Equipment Control Office within 15 work days (30 days for off-base sites).  Failure to comply will cause your account to be “frozen"; no pickups and no deliveries until a letter explaining the delay is received in the Equipment Control Office (IFOLSE).

24.1.3.(Added).  Inventories.  The account is "frozen" from the start of an inventory until LMCA receives the signed original listing back from the subcustodian.  A 15-workday suspense is assigned to all inventory requirements.  Waivers for delay must be requested by letter, citing reasons for delay, and must be signed by the applicable Division Chief.  Barcode readers used for inventories must be brought back to LMCA Equipment Control Office by 1430 hours EVERY DAY.  Conduct a thorough wall to wall inventory of the work areas and report FOB (Found on Base) items to IFOLSE for pick up on accountable records.  If an item cannot be electronically scanned, i.e., it is involved in an experiment or temporarily installed in an aircraft,  a letter signed by the branch chief or higher must be submitted to the Equipment Control Office explaining the reason the item was not scanned.


24.2.(Added). Temporary Loan of Government Equipment Within Rome Research Site :

24.2.1.  When an equipment item is loaned to another area within Rome Research Site,
 the owning subcustodian prepares AF Form 1297, in triplicate (Atch 1).

24.2.2.  The subcustodian keeps the signed original AF Form 1297 and sends
 one copy to the borrowing activity and one copy to the LMCA Equipment Control Office.  By regulation,
 LMCA must show the exact location of every EAID equipment item at all times.

24.2.3.  When the borrowed item is returned, the owning subcustodian immediately
 marks across the original AF Form 1297 "RETURNED" and shows location (Bldg
 and room number) once again.  Send the annotated AF Form 1297 to the LMCA Equipment Control Office.
  LMCA updates the computer file by showing the physical location of the item.

24.3. (Added).  Found-On-Base (FOB) Equipment Items are either placed
 on appropriate records and remain in the laboratory, or are turned in as excess to the
 LMCA.  The following procedures apply:

24.3.1.  If the property is to remain in Rome Research Site , send an automated DD Form 1348-6 to the LMCA Equipment Control Office, preparing paperwork as you would for an equipment request, with "FOB Item; Establish Accountability Only" conspicuously annotated on the form.  Be sure to obtain proper signatures of approval.  Sole source or work stoppage statements
 are NOT needed.

24.3.2.  If the FOB property is excess to your needs send an automated DD Form 1348-6 and AF Forms 1297 (original and three copies) to LMCA Equipment Control Office.  Conspicuously mark "FOB Item; To be Turned In" on the AF Forms 1297 in the space beside the word "Description" in place of the detail document number.

24.4. (Added).   Equipment transfers between Sub-custodians are handled in the following manner:

24.4.1.  The gaining sub-custodian sends a letter/form (original and three copies) to the LMCA Equipment Control Office requesting the transfer.  Attach a listing for multiple line item transfers.  The letter must be signed and approved by both the gaining and losing sub-custodians.  The letter must include:

24.4.1.1.  National Stock Number (NSN) or Locally assigned stock number.

24.4.1.2.  Quantity.

24.4.1.3.  Item nomenclature and part or model number.

24.4.1.4.  Serial number (if applicable).

24.4.1.5.  Subcustodian request numbers (one for each line item) from both the gaining and losing subcustodian's AF Form 126, Custodian Request Log.

24.4.1.6.  Justification, including the job order number for which the item will be used.

24.4.1.7.  A statement identifying the location (building and room number) and request for LMCA Material Handling Office assistance, if necessary.

24.4.1.8.  Detail Document Number and EMAS label number from the losing account.

24.4.2.  If the entire account is being transferred, the following information/action is required:
24.42.1.  Provide 30-day advance notice to the LMCA Equipment Control Office to allow time for the gaining subcustodian to receive a current copy of the CA/CRL, Custodian Authorization Custody Receipt Log.

24.4.2.2.  Send a letter, signed by the Division Chief requesting the transfer, to the LMCA. Equipment Control Office.

24.4.2.3.  Identify the subcustodian account to be transferred.

24.4.2.4.  Identify changes to existing job order numbers.

24.4.2.5.  Ensure that both the  gaining  and  losing  subcustodians inventory the equipment on the CA/CRL before the gaining subcustodian signs for the account.  Return the original copy of the CA/CRL to the LMCA.
NOTE.  The transfer is effective upon receipt of  the signed CA/CRL in the LMCA Equipment Control Office.

24.4.2.6.  When notified, the gaining custodian must report to the LMCA Equipment Control Office for a briefing on their responsibilities for controlling government property charged to them.

24.5 (Added).   Subcustodian Responsibilities:

24.5.1.  Maintain an AF Form 126, Custodian Request Log.

24.5.2.  Maintain a subcustodian file. Use a folder, notebook binder, or computer. Set up the folder according to paragraph 24.7 (added) of this supplement.

24.5.3.  Review the CA/CRL received from the LMCA to ensure the data is complete and accurate.  Identify any required corrections on a separate letter that is signed and attached to the list. Sign and date the inventory and acknowledgment blocks and return the original copy of the CA/CRL to the LMCA within 15 workdays.  Keep signed copy of the CA/CRL and supporting documentation until the next inventory.

24.5.4.  Report excess assets to the LMCA.  Attach the appropriate condition tag to the equipment turn-in and provide complete detailed descriptive narratives to satisfy the AFMCI 23-203 excess reporting requirements.

24.5.5.  Provide LMCA the information to support administrative adjustments to LMCA records.  For items that are lost, destroyed or damaged, send the information to the LMCA within 15 days to get relief from accountability or responsibility.

24.5.6.  Within 3 workdays, prepare and send the LMCA an automated DD Form 1348-6 and supporting documents for equipment received from sources other than the LMCA.  When equipment becomes available from a contractor, either during or at the end of a contract, send an automated DD Form 1348-6 and any supporting documentation to the LMCA Equipment Control Office.  Ensure all documents include the contract number and the name of the contractor.

24.5.7.  Follow up with the LMCA as required. Identify emergency requirements to the LMCA for processing according to AFMCI 23-201.

24.5.8.  Prepare an automated DD Form 1348-6 for equipment in your possession that does not appear on the CA/CRL and send it to the LMCA.  Give a justification if equipment is to be retained, otherwise mark it for Turn-In.  Keep a copy of the DD Form 1348-6 for IG or audit purposes when items are found not to be EAID accountable.

24.5.9.  Conduct a wall to wall inventory at least annually to ensure that all items on hand are either accounted for or picked up on accountable records.

24.5.10.  Assume subcustodian responsibility for all equipment issued to your account and organization.  Make sure items that require calibration are calibrated using Contract Maintenance procedures.

24.5.11. Transfer the account to a new subcustodian when your responsibilities terminate. Ensure the new subcustodians are approved by the LMCA.  Notify the Equipment Control Office 45 days prior to retirement, transfer to another job, or PCS.

24.5.12.  Submit a written request through Equipment Control Office to Material Handling Office for all CA/CRL items requiring storage in the Temporary Storage Area (TSA).

24.5.13.  Attach AMCS inventory barcode labels to equipment items.

24.5.14.  To adjust CA/CRL records when systems are developed or built in-house (a system is an equipment item that consists of multiple equipment components), use a single stock number and in-use detail for each system.
  List all EAID components by stock number and in-use detail document number.  List the system and the components and include the statement "Request CA/CRL adjustment to account for above items as a single system".  Keep the approved form that documents the "system" line items when it is returned to you from the LMCA.  NOTE: Before the system is built or developed, you must maintain strict line item EAID accountability for all EAID components.  Nonexpendable end items attached to or used with the system, but not part of the system 
in its normal configuration, are separately authorized and accounted for on EAID records.

24.5.15.  Periodically review equipment utilization and due-outs.

24.5.16.  State on the automated DD Form 1348-6 the intended use of all the Audio/Visual equipment being ordered or having accountability established on.  Use the following guidelines:

· 067MOPC - used for motion picture equipment

· 067PROC - used for processing equipment

· 067SEQE - used for sequential equipment

· 067VIDE - used for video equipment

· 067STIL - used for still photo equipment

· 067OTHE - used for other audio/video equipment that does not fit the above criteria.
· 
· 
24.5.17.  Make sure loans to other AF activities, services, contractors, universities, or government agencies are processed through the LMCA.
24.5.18.  Make sure that equipment needing off-base repair is processed through
 the LMCA Equipment Control Office.

24.5.19.  Provide current configuration information to the LMCA Equipment Control Office.

24.5.20.  Make sure that equipment donated to your account is processed through the LMCA Equipment Control Office.
24.6.(Added).   Additional Subcustodial responsibilities:

24.6.1.  Follow up on all due-outs, including Direct Procurement, Blanket Purchase Agreements (BPA), Impact Credit Card and Base Supply buys, at least quarterly.  Items no longer needed should be canceled immediately.

24.6.2.  Perform at least an annual physical inspection of Hand-Receipted items
 and annotate this inspection on each AF Form 1297.

24.6.3.  Cite barcode number on electronic Requests for Shipment, and
 note whether the item is a piece of equipment or a component part of a piece of equipment.
  Subcustodians must coordinate on the Request for Shipment.

24.6.4.  Submit to LMCA Equipment Control Office an approval agreement, signed by the IF Director, prior to giving R&D equipment to colleges/universities, per American Technology Pre-Eminence Act, Public Law 102-245.  Note:  SN personnel located at the Rome Research Site must obtain approval agreement through AFRL/SN 
24.6.5.  Annotate need for special handling of items being turned in that are restricted by the Military Critical Technologies List (MCTL) and Export Control Procedures.  This material is not to be turned into the Defense Reutilization & Marketing Office (DRMO) for sale to the general public.

24.6.6.  Upgrades to existing accountable equipment (single units or systems) which change the model/part number and/or dollar value, must be coordinated with LMCA Equipment Control Office by the program manager/project engineer and the appropriate sub-custodian.  This will ensure correct data is reflected on the inventory listing.

24.6.7.  Coordinate with LMCA Equipment Control Office on deactivation of test sites and subsequent movement of equipment.

24.7. (Added).   Required Contents of Subcustodian Folder:

24.7.1.  TAB (A)  CURRENT ACTIONS

24.7.1.1.  Current copy of the Custodian Authorization/Custody Receipt Listing (CA/CRL). A CA/CRL is outdated when it is more than 1 year old.

24.7.1.2.  A list, in serial number sequence, of all weapons shown on the account, if any.  This list is provided to you by the LMCA Equipment Control Office.

24.7.2.  TAB (B)  INFORMATION FILE

24.7.2.1.  A file of office machines, office or quarters appliance history records, and other items having resale value. These items include, but are not limited to, cameras, recorders and televisions. As a minimum, the file must include the manufacturers name, model,
 and serial number.  A card file or list may be used.  If a card file is used, put in this tab a memo that gives the file location.

24.7.2.2.  AF Form 1297, Temporary Issue Receipt.  Use this form when you loan equipment to another account within the LMCA but outside your span of control (send Equipment Control Office a copy).  Do not loan items that are excess to your requirements, these should be transferred.  Validate these types of loans annually and make periodic spot checks to make sure property is physically on hand and controlled.  Make sure the Equipment Control Office chief approves any equipment loaned outside your support LMCA.

24.7.2.3.  AF Form 9, Request for Purchase (contract maintenance forms).  Subcustodians must be sure to place the delivery address for the LMCA on these forms.

24.7.2.4.  Warranty and guarantee documents.

24.7.3.  TAB (C)   SUSPENSE AND COMPLETED FILE

24.7.3.1.  AF Form 601, Equipment Action Request, or AF Form 2005, Issue/Turn In Request or DD Form 1348-6 file.

24.7.3.1.1.  Suspense file (AF Form 601, or 2005, or 1348-6).  File these in custodian request number sequence.  Remove this document after the Equipment Control Office returns the processed document.

24.7.3.1.2.  Completed file (AF Form 601, or AF Form 2005, or DD Form 1348-6).  Actions are completed when the property is received.  Keep the document here until the actions show on a new, signed, CA/CRL.

24.7.3.2.  Completed document file.  (Processed documents that affect the CA/CRL but have not yet appeared on the official, signed CA/CRL.
24.7.3.2.1.  DD Form 1348-1, DOD Single Line Item Release/Receipt Documents.
24.7.3.2.2.  Other completed actions such as DD Form 250, Material Inspection and Receiving Report, or DD Form 1155, Order for Supplies or Services.
24.7.4 TAB (D).  ADJUSTMENT DOCUMENTS

24.7.4.1.  Includes such inventory actions as statements of charges, cash collection vouchers, and reports of survey.

24.7.5.  TAB (E)   CONTROL NUMBER REGISTER

24.7.5.1.  AF Form 126, Custodian Request Log.

24.7.5.2.  D04, Daily Document Register, or a memo that shows its location, if you do not maintain it.

24.7.6.  TAB (F) REGULATIONS, TABLES OF ALLOWANCE (TAs) AND CERTIFICATES

24.7.6.1.  A current copy of applicable regulations with all supplements and interim message changes.  If you are responsible for more than one equipment account, you need to keep one set of directives and put an annotation in the folder as to where the regulations are
 kept. (AFMCPAM 23-202 and Rome Research Site Sup 1 to AFMCPAM 23-202 ).

24.7.6.2.  Tables of Allowances (TAs) that apply to your account.  Use a memo that shows the location of the TAs when you maintain them in a central file instead of the custodian file.

24.7.6.3.  A current subcustodian designation letter. 

24.7.6.4.  Training Request and Completion Notification, or other training certifications for the primary and alternate subcustodian.

25.6.1.(Added):  Justification for expenditure/destruction/modification must substantiate removing the item from accountable records.  It must include an explanation of how the item will be used, and must verify that the item will be permanently incorporated into a system, or how it will be cannibalized or destroyed.  Because an item is continually used with a system, such as an oscilloscope used as a wave form monitor, or a signal generator used as a frequency oscillator, does not, in itself, justify equipment expenditure.  Also, installing a nonexpendable
 equipment item into another end item or assembly without modification does not justify expenditure, since a minor mechanical procedure can remove the installed item for individual bench use.  Make sure that complete detailed information about the expenditure is initially sent to the LMCA to avoid delays in processing the requirement.

26.4.(Added).  To ship supplies and equipment off base, project engineers, together with appropriate supply subcustodians shall:


26.4.1.  Complete electronic Request for Shipment (see LMCA MISVAX Automated Program).


26.4.2.  Comply with RLR 66-5 (currently being revised as RRSI 23-102) if shipment involves contract maintenance or warranty repair.

26.4.3.  Purge and condition tag all fuel-driven ground power equipment or engines, when required, before sending electronic Request for Shipment.  Coordinate with Civil Engineering.  LMCA Material Handling Office personnel help move the equipment to the shop after initial coordination.

26.4.4.  Government Furnished Equipment (GFE).  When requesting removal of shipped GFE from accountability, be sure to attach a copy of the electronic Request for Shipment  to the request letter.  Provide complete information and a justification for action, along with the project or R&D contract supported.

27.1.(Added).  Laboratory SPRAM (Special Purpose Reparables Authorized Maintenance) custodians are appointed by Directors and Staff Office Chiefs.  Letters of appointment are maintained in the LMCA Equipment Control Office, where the LMCA SPRAM managers are located.

27.2. 
(Added).  Subcustodians needing contract maintenance of equipment submit their requirements in accordance with RLR 66-5 (currently being revised as RRSI 23-102).

27.3.(Added).  Local manufacture requests must be reviewed to determine if accountability is required.  The following procedures apply:

27.3.1.  Subcustodians prepare DD Forms 1348-6 for each item that may require accountability but does not have an inventory label.  These items are checked by LMCA for possible equipment accountability.

27.3.2.  When LMCA determines the items to be other than EAID accountable,
 keep the paperwork the LMCA returns for IG or auditor review.

28.  Only designated LMCA personnel are authorized to purchase tools for authorized tool kits or individual hand tools. Rome Research Site personnel who need tool items adhere to the following procedures:

28.1.(Added). Tool Kits. Rome Research Site personnel request engineer or technician tool kits by sending a memorandum request to LMCA Tool Issue Monitor, Material Handling Office.  Memorandum must contain name, symbol, telephone extension, and AFSC of engineer or technician, applicable project, and a brief narrative justifying the requirement.  Division chief or higher approval is needed.

28.2.(Added).  Individual Hand Tools.  Requests are made on automated DD Form 1348-6, and approved by branch chief or higher authority.  LMCA Tool Issue monitor fills requests from available assets or acquires items from Rome Research Site Supply stock.  Requesters
 sign AF Forms 1297 for all issued assets.  Individuals are required, periodically, to perform inventories to be sure of tool accountability and discipline.  Relief from responsibility for missing items is per AFI 23-111, Management of Government Property in Possession of the Air Force. LMCA Material Handling Office does a yearly validation of its tool hand receipt file. You will be asked to come to the LMCA to revalidate your individual hand receipt
.
6.(Added).  Forms.

6.1.  Cited:  AF Forms 9, 126, 601, 2005, 3215; DD Forms 250, 1348-1, 1348-6, 1149, 1155.
*6.2.  Prescribed:  AF Form 1297.







RAYMOND P. URTZ


Director, Information Directorate

1 Attachment:

Instructions for Preparing AF Form 1297 (Temporary Issue Receipt)








INSTRUCTIONS FOR PREPARING AF FORM 1297 (TEMPORARY ISSUE)

ISSUED TO: SIGNATURE.  Signature of person receiving material.

DUTY PHONE:  Phone number of person receiving material.

ISSUED BY:  Signature of subcustodian issuing the item.

ISSUED TO: NAME, GRADE, ORGN  (Type or print) of person receiving the material.

ORGN ACCT NO.:  Subcustodian account number and shop code of person receiving material, for example, 750 DX.

DATE OF ISSUE:  Self-explanatory.

RETURN DATE:  As applicable.

STOCK NUMBER:  Type or print national stock number (NSN) or host base-assigned L or P stock number, as applicable.

DESCRIPTION:  Include complete nomenclature including model or serial number, manufacturer, and AMCS label no.  Identify if classified/sensitive.

U/I:  Unit of issue (each, set, container, etc.).

QNTY:  Quantity of above unit of issue.

NOTE.   This  procedure  is  used  for  all  temporary  loans  within Rome Research Site.   When  removing  government  property  from  the Griffiss Technology Park  or  a  Rome Research Site test annex for use in a personal residence,  the  AF  Form  1297 must be accompanied by a letter of authorization per AFI 31-101

[image: image2.wmf]I acknowledge receipt of and responsibility IAW AFR 20-14 for the items described below and will return them by the return date indicated.
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