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STANDING OPERATING PROCEDURE 2 December 1966
NUMBER 45-3067-1

REQUESTS FOR ISSUE AND TURN-IN OF SUPPLIES

1. PURPOSE: To establish a standard procedure for requesting and turn-in
25X1A of supplies to M Base Supply.

25X1A 2., SCOPE: This procedure applies to all M organizations authorized to 25X1A
request and turn-in supplies to |l Base Supply.

3. PROCEDURES:

25X1A
a. Requesting supplies from [l Base Supply.

(1) Bench stock items will be requested from Base Supply in
accordance with SOP 45-3067-11.

(2) HI-VALU items will be requested in accordance with SOP
4,5-3067-10,

(3) Country Store items will be requested in accordance with
- SOP 45-3067~6,

(4) Prime Class items in Base Supply stock may be issued on recap
sheets to Prime Class contractors in accordance with SOP 45-3067-12,

(5) Federal items in Base Supply stock may be issued on recap
sheet, only to Supply Accounts 1000, 1100, 3400, and 3800, in accordance
with SOP 45~-3067-12.

{6) A1l other items will be requested from Base Supply on a
DD Form 1150, in five (5) copies. DD Form 1150 will be limited to one (1)
line item per each request. See attachment 1, for sample of completed
DD Form 1150,

(7) Request for BEMO items will be delivered to BEMO, Building 126.

(8) A complete and concise justification on all requests for BEMO
and non-stock listed commercial items, will be required on the face of the
DD Form 1150.

(9) Sole source items will require complete justification. The
Justification will be entered on the face of the DD Form 1150, and signed
by senior supply representative or qualified technician,
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b, Turm-in of supplies to Area Base Supply.

(1) All reparable non-BEMO type items will be turned in to the
Shipping Section, Base Supply, Building 220, utilizing DD Form 1150.

(2) All serviceable items will be turned in to Receiving Section,
Base Supply, Building 119, utilizing DD Form 1150.

(3) Turn-in of reparable items (which can be repaired) will be
turned in simultaneously with the submission of replacement request, when~
ever possible,

(4) All items being shipped to home plant via BW-2 will be
turned in to Shipping Section, Base Supply, Building 220, in accordance
with SOP 45-3067-20,

(5) Items being turned in to Base Supply will be packed in con-
tainers with top left unsealed for inspection.

(6) All items turned in to Base Supply for shipment to BW-1, will be
tagged with the appropriate 50 series tag. All 50 series tags will -be signed
by the senior supply representative or qualified technician,

(7) All equipment containing gasoline, oils, etc., will be
s drained prior to turn-in. After draining, a tag will be affixed to the
item stating what has been done.

(8) All recoverable items will be processed through BEMO prior
to turn-in.
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