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RECOMMENDATIONS FOR SHIP'S SERVICEMAN 1&C TRAINING MANUAL

1.  Page 3-29-

Delete the negative sentence that starts, "Safety rules are mostly little
things. ...." in the first paragraph in the "Safety Precautions" section.
Replace it with, "Safety is your most important duty as a supervisor.”

Add the following at the end of the "Safety Precautions” section:

Many of the Naval Ships' Technical Manuals (NSTMs), manufacturer's

technical manuals, and every planned Maintenance System (PMS) maintenance
requirement card (MRC) include safety precautions. Additionally,
OPNAVNIST 5100.19B, Naval Occupational Safety and Health (NAVOSH) Program

Manual for Forces Afloat, provide safety and occupational health
information. The safety precautions are for your protection and to
protect equipment.

During preventive and corrective maintenance, the procedures may call
for personal protective equipment (PPE) such as goggles, gloves, hearing
protection, and respirators. When specified, your use of PPE is
mandatory. You must select PPE appropriate for the job since the
equipment is manufactured and approved for different levels of protection.

If the procedure does not specify the PPE, and you aren't sure, ask your
Safety Officer.

Most machinery, spaces, and tools requiring you to wear hearing
protection are posted with hazardous noise signs or labels.
areas requiring you to wear goggles or safety glasses are also posted.
areas where corrosive chemicals are mixed or used, an emergency eye wash
station must be installed.

All lubricating agents, oils, cleaning materials, chemicals used in
maintenance and routine Ship's Servicemen work are hazardous materials.
Hazardous materials require careful handling, storage, and disposal.
documentation provides hazard warnings or refers the maintenance man to
the Hazardous Materials User's Guide (HMUG). Material Safety data Sheets
(MSDSs) also provide safety precautions for hazardous materials. All
commands are required to have an MSDS for each hazardous materials they
have in their inventory. You must be familiar with the dangers associated

Eye hazardous

with the hazardous materials you use in you work. Additional  information
is available from your commands's Hazardous Material/ Hazardous Waste
Coordinator.
Workers must always consider electrical safety when working around any
electrical or electronic machinery or equipment. Procedures normally

include special precautions and tag-out requirements for electrical
safety. You should review you command's electrical safety program
instruction and procedures before beginning any work on electrical or
electronic equipment or before working with portable electrical tools.

In

PMS



PREFACE

By enrolling in this self-study course, you have demonstrated a desire to improve yourself and the Navy.
Remember, however, this self-study course is only one part of the total Navy training program. Practical
experience, schools, selected reading, and your desire to succeed are also necessary to successfully round
out a fully meaningful training program.

COURSE OVERVIEW: In completing this nonresident training course, you will demonstrate a
knowledge of the subject matter by correctly answering questions on the following subjects: Navy Supply
System, management, procurement, receipts and expenditures, ship's store operations, records and returns,
commissaries, and retail operation management (ROM) system.

THE COURSE: This self-study course is organized into subject matter areas, each containing learning
objectives to help you determine what you should learn along with text and illustrations to help you
understand the information. The subject matter reflects day-to-day requirements and experiences of
personnel in the rating or skill area. It also reflects guidance provided by Enlisted Community Managers
(ECMs) and other senior personnel, technical references, instructions, etc., and either the occupational or
naval standards, which are listed in the Manual of Navy Enlisted Manpower Personnel Classifications
and Occupational Standards, NAVPERS 18068.

THE QUESTIONS: The questions that appear in this course are designed to help you understand the
material in the text.

VALUE: In completing this course, you will improve your military and professional knowledge.
Importantly, it can also help you study for the Navy-wide advancement in rate examination. If you are
studying and discover a reference in the text to another publication for further information, look it up.

1986 Edition Prepared by
SHCS Joseph W. Doucette

Published by
NAVAL EDUCATION AND TRAINING
PROFESSIONAL DEVELOPMENT
AND TECHNOLOGY CENTER

NAVSUP Logistics Tracking Number
0504-LP-026-8740



Sailor’s Creed

“l am a United States Sailor.

| will support and defend the
Constitution of the United States of
America and | will obey the orders
of those appointed over me.

| represent the fighting spirit of the
Navy and those who have gone
before me to defend freedom and
democracy around the world.

| proudly serve my country’s Navy
combat team with honor, courage
and commitment.

| am committed to excellence and
the fair treatment of all.”
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INSTRUCTIONS FOR TAKING THE COURSE

ASSIGNMENTS

The text pages that you are to study are listed at
the beginning of each assignment. Study these
pages carefully before attempting to answer the
questions. Pay close attention to tables and
illustrations and read the learning objectives.
The learning objectives state what you should be
able to do after studying the material. Answering
the questions correctly helps you accomplish the
objectives.

SELECTING YOUR ANSWERS

Read each question carefully, then select the
BEST answer. You may refer freely to the text.
The answers must be the result of your own
work and decisions. You are prohibited from
referring to or copying the answers of others and
from giving answers to anyone else taking the
course.

SUBMITTING YOUR ASSIGNMENTS

To have your assignments graded, you must be
enrolled in the course with the Nonresident
Training Course Administration Branch at the
Naval Education and Training Professional
Development  and  Technology  Center
(NETPDTC). Following enrollment, there are
two ways of having your assignments graded:
(1) use the Internet to submit your assignments
as you complete them, or (2) send all the
assignments at one time by mail to NETPDTC.

Grading on the Internet:
Internet grading are:

Advantages to

* you may submit your answers as soon as
you complete an assignment, and

* you get your results faster; usually by the
next working day (approximately 24 hours).

In addition to receiving grade results for each
assignment, you will receive course completion
confirmation once you have completed all the
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assignments. To submit your
answers via the Internet, go to:

assignment

http://courses.cnet.navy.mil

Grading by Mail: When you submit answer
sheets by mail, send all of your assignments at
one time. Do NOT submit individual answer
sheets for grading. Mail all of your assignments
in an envelope, which you either provide
yourself or obtain from your nearest Educational
Services Officer (ESO). Submit answer sheets
to:

COMMANDING OFFICER
NETPDTC N331

6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32559-5000

Answer Sheets: All courses include one
“scannable” answer sheet for each assignment.
These answer sheets are preprinted with your
SSN, name, assignment number, and course
number. Explanations for completing the answer
sheets are on the answer sheet.

Do not use answer sheet reproductions: Use
only the original answer sheets that we
provide—reproductions will not work with our
scanning equipment and cannot be processed.

Follow the instructions for marking your
answers on the answer sheet. Be sure that blocks
1, 2, and 3 are filled in correctly. This
information is necessary for your course to be
properly processed and for you to receive credit
for your work.

COMPLETION TIME

Courses must be completed within 12 months
from the date of enrollment. This includes time
required to resubmit failed assignments.



PASS/FAIL ASSIGNMENT PROCEDURES

If your overall course score is 3.2 or higher, you
will pass the course and will not be required to
resubmit assignments. Once your assignments
have been graded you will receive course
completion confirmation.

If you receive less than a 3.2 on any assignment
and your overall course score is below 3.2, you
will be given the opportunity to resubmit failed
assignments. You may resubmit failed
assignments only once. Internet students will
receive notification when they have failed an
assignment--they may then resubmit failed
assignments on the web site. Internet students
may view and print results for failed
assignments from the web site. Students who
submit by mail will receive a failing result letter
and a new answer sheet for resubmission of each
failed assignment.

COMPLETION CONFIRMATION

After successfully completing this course, you
will receive a letter of completion.

ERRATA

Errata are used to correct minor errors or delete
obsolete information in a course. FErrata may
also be used to provide instructions to the
student. If a course has an errata, it will be
included as the first page(s) after the front cover.
Errata for all courses can be accessed and
viewed/downloaded at:

http://www.advancement.cnet.navy.mil

STUDENT FEEDBACK QUESTIONS

We value your suggestions, questions, and
criticisms on our courses. If you would like to
communicate with us regarding this course, we
encourage you, if possible, to use e-mail. If you
write or fax, please use a copy of the Student
Comment form that follows this page.

For subject matter questions:

E-mail:  n313.products@cnet.navy.mil
Phone: = Comm: (850) 452-1001, Ext. 2167
DSN: 922-1001, Ext. 2167
FAX: (850)452-1370
(Do not fax answer sheets.)
Address: COMMANDING OFFICER
NETPDTC N313
6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32509-5237

For enrollment, shipping, grading, or
completion letter questions

E-mail:  fleetservices@cnet.navy.mil
Phone:  Toll Free: 877-264-8583
Comm: (850)452-1511/1181/1859
DSN: 922-1511/1181/1859
FAX: (850)452-1370
(Do not fax answer sheets.)
Address: COMMANDING OFFICER
NETPDTC N331
6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32559-5000

NAVAL RESERVE RETIREMENT CREDIT

If you are a member of the Naval Reserve, you
may earn retirement points for successfully
completing this course, if authorized under
current directives governing retirement of Naval
Reserve personnel. For Naval Reserve
retirement, this course is evaluated at 9 points.
(Refer to Administrative Procedures for Naval
Reservists on Inactive Duty, BUPERSINST
1001.39, for more information about retirement
points.)
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CHAPTER 1

INTRODUCTION

This rate training manual is designed to enable
the SH2 and SH1 to meet the occupational stand-
ards for advancement to First Class Ship’s Ser-
viceman and Chief Ship’s Serviceman. For
detailed information about military requirements
for advancement, final multiples, and training
sources and publications, consult Military Re-
quirements for Petty Officer Third Class through
Chief Petty Officer and Basic Military
Requirements.

This chapter provides information on the in-
creased rewards and responsibilities of advance-
ment and the different career opportunities that
are available to you. It is recommended that you
study this chapter carefully before you begin to
study the remainder of this rate training manual.

THE SHIP’S SERVICEMAN RATING

In the Navywide enlisted rating structure, ser-
vice ratings are provided to meet the need for
technical specialization in some ratings but not
in others. The Ship’s Serviceman rating is a
general rating, with areas of specialization iden-
tified by Navy enlisted classification (NEC) codes.
These specialties include Barber, Navy Exchange
Manager, Afloat Sales and Service Specialist,
Commissary Store Manager, Laundry/Dry
Cleaning Specialist, and Navy Exchange/Com-
missary Store Specialist. Refer to the current edi-
tion of the Manual of Navy Enlisted Manpower
and Personnel Classifications and Occupational
Standards, section II, NAVPERS 18068, for
descriptions of the NEC codes applicable to the
Ship’s Serviceman rating.

Because of the nature of the Ship’s Serviceman
rating, senior Ship’s Servicemen are assigned to
a variety of activities. As a senior SH, you may
be assigned to a regular sea billet where you may
be placed in supervision over the ship’s retail and
service activities. Or, you may be assigned as a
supervisor of civilian or military employees in a
Navy exchange or commissary store. You may
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also be eligible for training at an instructor school,
after which you may be sent to instruct in the SH
class A school or in one of the SH class C schools.
Or, you may be assigned as a recruit instructor
or a company commander at one of the recruit
training commands.

Other duty assignments that may be available
to you include those in the Naval Education and
Training Program Development Center, Pen-
sacola, Florida, where the Navywide advancement
examinations are prepared and scored and where
rate training manuals, correspondence courses,
and other training materials are developed and
prepared,

In addition to the special skills and knowledge
you should possess for the Ship’s Serviceman
rating, you must also develop your ability as a
leader. You will find that your responsibilities for
military leadership are about the same as those
of petty officers in other ratings, since every petty
officer is a military person as well as a specialist.
Your responsibilities for leadership in the supply
department are considerable, especially on small
ships. The ship’s store records, for example, are
all-important records and it is your responsibility
to see that they are accurately maintained. Only
people who are highly competent and have a deep
sense of personal responsibility can develop
leadership qualities needed to do their jobs well.
The ability to lead is most apparent in supervi-
sion, although it manifests itself in more subtle
ways in everything you do. Certain practical
details that relate to your responsibilities for
supervision are discussed in chapter 3 of this
manual.

REWARDS AND RESPONSIBILITIES
OF ADVANCEMENT

Advancement brings both increased rewards
and increased responsibilities. The time to start
looking ahead and considering the rewards and
the responsibilities of advancement is now. Your
responsibilities will be many and varied. By this



time, you are probably well aware of many of the
advantages—higher pay, greater prestige, more
interesting and challenging work, and the satisfac-
tion of getting ahead in your chosen field.

The Navy also benefits by your advancement.
Highly trained personnel are essential to the func-
tioning of the Navy. By each advancement you
increase your value to the Navy in two ways. First,
you become more valuable as a specialist in your
own rating. And second, you become more
valuable as a person who can supervise, lead, and
train others. The extent of your contribution to
the Navy depends upon your willingness and
ability to accept increasingly broader respon-
sibilities as you advance. When you assumed the
duties of an SH3, you began to accept a certain
amount of responsibility and accountability for
the work of others. With each advancement, you
accept an increasing responsibility in military mat-
ters and in matters relating to the occupational
requirements of the Ship’s Serviceman rating.

As you advance to the senior petty officer
level, your responsibilities up and down the chain
of command will change. Both officers and
enlisted personnel will expect you to translate the
general orders given by officers into detailed,
practical on-the-job language that can be
understood and followed even by relatively inex-
perienced personnel. In dealing with inexperienced
people, it is up to you to see that they perform
their work properly. At the same time, you must
be able to explain to officers any important needs
or problems of the enlisted personnel. This means
you must be able to communicate clearly and
effectively. Remember, the goal of all com-
munication is understanding. To lead and super-
vise effectively, you must be able to speak and
write in such a way that others can understand
exactly what you mean. Chapter 3 of this manual
discusses some techniques to help you to com-
municate clearly and effectively.

As a senior Ship’s Serviceman, you will also
have regular and continuing responsibilities for
training. Even if you are lucky enough to have
a group of subordinates who are highly skilled and
well trained, you will find that some training will
still be necessary. Some of your best workers may
be transferred, and inexperienced or poorly
trained personnel may be assigned to you; or, a
particular job may call for skills that your per-
sonnel do not have. In addition, you will be
responsible for training lower rated Ship’s Ser-
vicemen for advancement, These and similar
situations will require you to become a training
specialist who can conduct various types of
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formal and informal training programs for subor-
dinate personnel.

As you advance to SH1 and then to SHC, you
will find that many of your plans and decisions
affect a large number of people, some of whom
are not even in the supply department. It becomes
increasing y important, therefore, to understand
the duties and responsibilities of personnel in
other ratings. Petty officers in the Navy are
specialists in their own fields. Learn as much as
you can about the work of other ratings, and plan
your own work so that it will fit in with the overall
mission of the organization.

As a First Class Ship’s Serviceman and even
more so as a Chief Ship’s Serviceman, you must
keep yourself informed about all changes and new
developments that might affect your rating or
your work. Practically everything in the Navy—
policies, procedures, equipment, publications,
systems—is subject to change and development.
Some changes will be called to your attention, but
you will have to look for others. Try to develop
a special kind of alertness for new information.
Keep up to date on all available sources of
technical information.

IMPORTANT SOURCES OF
INFORMATION FOR THE SENIOR
SHIP’S SERVICEMAN

As a senior Ship’s Serviceman, you will be
regularly consulted for up-to-date information on
the military requirements and occupational
qualifications of the Ship’s Serviceman rating.
You will also have responsibilities for the technical
leadership that will be directly related to the daily
work of your organization. No single publication
can give you all the information you will need.
It is important for you to know whereto look for
detailed, authoritative, up-to-date information on
all subjects related to the occupational standards
and naval requirements for advancement in the
Ship’s Serviceman rating and for the successful
performance of Ship’s Serviceman work.

To prepare for your future responsibilities as
a military leader and advisor of subordinate naval
personnel, you should become thoroughly
familiar with the current military requirements
publications. Since references to these publications
are made throughout this chapter, the publications
will not be discussed at this time. As a conscien-
tious Ship’s Serviceman who is preparing to ad-
vance to the senior petty officer level, you should
take responsibility for acquiring these publications
and for studying them carefully.



By now you are probably aware that there are
several publications that are directly concerned
with Ship’s Serviceman work. In fact, you may
even be familiar with some of the basic publica-
tions. For your convenience, the following sum-
maries are provided on a few of the important
publications with which you, as a senior Ship’s
Serviceman, may work:

® Ship’s Store Afloat, NAVSUP Publication
487—The procedures contained in this publica-
tion establish policy for the operation and
management of a ship’s store afloat. The pro-
cedures are designed to assist ship’s store person-
nel in the proper performance of their assigned
duties and to aid them in understanding and
fulfilling their responsibilities.

® Afloat Supply Procedures, NAVSUP
Publication 485—This publication establishes
policies for the operation and management of
afloat supply departments and activities operating
under afloat procedures. It is designed to assist
supply personnel in the proper performance of
their assigned duties and to aid them in under-
standing and performing their individual tasks
associated with afloat supply operations.

® Navy Exchange Manual, NAVRESSO In-
struction 4066.17—This publication contains
comprehensive instructions for operating Navy ex-
changes and is designed to standardize the ad-
ministration, organization, and operation of all
such exchanges.

® Navy Customer Service Manual, NAVED-
TRA 10119-B—This special publication is
designed to provide the enlisted personnel who
man the contact points—e.g., Disbursing Clerks,
Ship’s Servicemen, Commissarymen, Personnel-
men—with information concerning the impor-
tance and improvement of customer service. The
publication has been developed to make you
aware of the importance of proper attitudes and
their effect on everyday performance; and it
demonstrates to you how worthwhile a continuing
effort to develop positive attitudes in interpersonal
relationships can be.

In addition to basic publications associated
with Ship’s Serviceman work, rate training
manuals exist to provide you with detailed infor-
mation on the Ship’s Serviceman rating and to
help you meet the occupational standards for ad-
vancement to SH1 and SHC.

® Ship’s Serviceman 3 & 2, modules 1 and
2—The modules of this rate training manual pro-
vide detailed information to help Ship’s Service-
men fulfill the overall requirements of the rating.
Module 1 discusses the administration of the
ship’s store and operations in retail and service
activities. Module 2 covers various ship’s store
accounting procedures and financial returns.
Satisfactory completion of these training modules
is required for advancement to SH3 and SH2. If
you have already met this requirement by satisfac-
torily completing an earlier edition of Ship’s Ser-
viceman 3 &2, you should at least review the new
modules. Much of the information presented in
this edition of Ship’s Serviceman 1 & C is based
on the assumption that you are already familiar
with the contents of the Ship’s Serviceman 3 &
2, modules 1 and 2.

® Ship’s Serviceman 1 & C—The informa-
tion in this rate training manual is designed to help
Ship’s Servicemen meet the qualifications for
advancement to First Class Ship’s Serviceman and
Chief Ship’s Serviceman. Leadership and manage-
ment responsibilities of the senior Ship’s Service-
man are stressed.

THE SCOPE OF THIS RATE
TRAINING MANUAL

Before you study any book, it is a good idea
for you to understand the scope and purpose of
the book. Here are some things you should know
about this rate training manual.

® This edition of Ship’s Serviceman 1 & C
is designed to help you meet the occupational
qualifications for advancement to First Class
Ship’s Serviceman and Chief Ship’s Serviceman.
The information presented in this manual
discusses the organization of the Navy supply
system; administration of retail and service
operations; procurement, receipt, expenditure,
and documentation procedures; the auditing
of returns; and the administration of commis-
saries in terms of the management and leader-
ship responsibilities of the senior Ship’s
Serviceman.

@® You must complete this rate training
manual satisfactorily before you can advance to
SH1 or SHC, whether you are in the regular Navy
or the Naval Reserve.



@® This rate training manual is NOT designed
to give you information on the military require-
ments for advancement to PO1 or CPO. For this
type of information, you should consult Military
Requirements for Petty Officer Third Class
through Chief Petty Officer and Basic Military
Requirements.

® This manual is NOT designed to give you
information that is related primarily to the
qualifications for advancement to SH3 or SH2;
however, many of those qualifications are re-
viewed or examined from the supervisory level.
For detailed information pertaining to advance-
ment to SH3 and SH2, you should consult the
military requirements manuals and Ship’s Ser-
viceman 3 & 2, modules 1 and 2.

® Although this manual is based upon infor-
mation that is related to the qualifications for
advancement to SH1 and SHC, no training
manual can really take the place of actual on-the-
job experience. This manual can help you under-
stand some of the whys and wherefores, but you
must combine knowledge with practical ex-
perience before you can develop the required
skills. It is important for you to obtain the cur-
rent Personnel Advancement Requirement (PAR)
Program (NAVPERS 1414) applicable to the
Ship’s Serviceman rating. In studying for ad-
vancement, you should use the PAR information
in conjunction with the material in this manual.

@ This rate training manual is NOT
specifically designed to provide you with a listing
of all the required and recommended materials
and references that you should use to prepare for
advancement in the Ship’s Serviceman rating. For
this important information, you should consult
the current edition of the Bibliography for Ad-
vancement Study, NAVEDTRA 10052.

® The occupational Ship’s Serviceman
qualifications that were used as a guide in the

preparation of this manual were those issued
in the Manual of Navy Enlisted Manpower and
Personnel Classifications and Occupational
Standards, NAVPERS 18068E. Therefore,
changes in the Ship’s Serviceman qualifications
occurring after this change may not be re-
flected in the information given in this manual.
Your major purpose in studying this manual is
to help you satisfy the qualifications for advance-
ment to SH1 or SHC. However, it is also impor-
tant that you obtain and become familiar with the
most recent Ship’s Serviceman occupational
standards.

You should always make it your responsibility
to see that you are using the latest edition of any
publication or directive from which you are
seeking information. From time to time, most
publications are subject to change or revision,
sometimes at regular intervals, other times when
the need arises. When you are consulting a
publication that is kept current by changes, you
should make certain that you are using a copy in
which all official changes have been made. If a
publication is subject to revision, you should
check to see if you are using the most recent
revision or edition. Official publications and
directives carry identifying abbreviations,
numbers, and, at times, letter designations that
give the source of the document, its subject
matter, and its edition. For example, the iden-
tification code for this rate training manual is
NAVEDTRA 10287-F. The letter F designates the
edition and indicates that this manual replaces
NAVEDTRA 10287-E. The code NAVEDTRA
10287 indicates that this is a publication of Naval
Education and Training in the rate training
manual series. When publications and directives
are mentioned throughout this book, the final let-
ter designations will generally not be given. These
omissions are deliberate and have been made to
accommodate future revisions of referenced
publications.



CHAPTER 2

NAVY SUPPLY SYSTEM

As a Ship’s Serviceman, you have been
involved with the daily operation of the retail and
service activities of an afloat supply department.
You have performed duties as a laundryman,
barber, tailor, ship’s store operator, bulk
storeroom custodian, or records keeper. Now, as
you prepare to advance to a senior petty officer
rate and assume the added responsibilities of a
supervisory position, you must be able to
identify your role in the supply department afloat
and ashore as an integral part of the Navy supply
system.

The varied supply demands of a missile ship
in the South Pacific; a Navy radio station in
Cutler, Maine; the naval base in Guantanamo,
Cuba; and the other worldwide elements of the
operating forces and shore establishments of the
Navy require a procurement, storage, and
distribution system with a scope unequaled in the
commercial world. The term supply system is
used to describe collectively the field activities of
the Naval Supply Systems Command (NAVSUP)
and the Defense Logistics Agency (DLA) which
procure, hold, and issue materials to the operating
forces or to activities of the shore establishment.
The supply system also extends into the operating
forces in the form of stores issue ships and
tenders.

The mission of the integrated Navy/DLA
supply system is twofold. First and always
foremost, the supply system must provide respon-
sive support to the operating forces. Second, the
system must achieve optimum economy. To
accomplish both of these goals, the Navy/DLA
supply system must obtain superior management
in all of its operations. In your role as a senior
Ship’s Serviceman, you must provide the type of
management that will contribute directly to the
success of the mission and the goals of the
integrated Navy/DLA supply system.

The Navy/DLA supply system became “in-
tegrated” when the critically important supply
requirements of the operating forces began to
extend beyond the scope of a single organization.

2-1

In fact, the supply system has become integrated
in two significant ways. First of all, the Navy
supply system itself is integrated. Before World
War II, technical materials were controlled by the
technical commands and were generally provided
to the fleet on a direct turnover basis from
private industry. The enormous quantity of
technical materials that the highly mobile naval
forces required soon surpassed the ability of that
system to meet the demands. As a result, these
technical items had to be integrated into a supply
system where they could be managed systemwide.
Second, the supply system is an integration of the
DLA system and the Navy system. The integra-
tion of the two systems began when the DLA
started placing selected items of material in
various naval supply centers, depots, shipyards,
and air stations. The following sections of this
chapter will describe how the general organiza-
tion and functions of the DLA system and the
Navy system work together.

DEFENSE LOGISTICS AGENCY

The Defense Logistics Agency was established
to procure and manage certain common items
for all the military services. First, each service
determines its own gross requirements. Next, the
DLA totals the requirements for all the military
services and procures the required materials on
a wholesale basis from commercial sources.
Finally, the DLA sells the procured materials to
the military services.

DEFENSE SUPPLY CENTERS

The DLA headquarters is located at Cameron
Station, Alexandria, Virginia. The headquarters
organization provides leadership and manage-
ment over the operational functions that are
decentralized to the DLA field activities. The field
activities, which are referred to as defense supply



centers (DSCs), procure and distribute materials
as follows:

® Defense Personnel Support Center,
Philadelphia, Pennsylvania—Controls sub-
sistence, medical supplies, and clothing.

® Defense Fuel Supply Center, Washington,
D.C.—Controls bulk petroleum and petroleum-
based chemicals.

® Defense Electronics Supply Center,
Dayton, Ohio—Controls electronic and electrical

equipment and repair parts.

® Defense Industrial Supply Center,
Philadelphia, Pennsylvania—Controls industrial-
type items, such as bearings, block and tackle
devices, rigging and slings, and rope cable and
fittings.

® Defense Construction Supply Center,
Columbus, Ohio—Controls structural material
and automotive and construction equipment,
components, and repair parts.

@ Defense General Supply Center, Rich-
mond, Virginia—Controls furniture, food
preparation equipment, recreation and athletic
equipment, packaged petroleum products, office
supplies, and cleaning supplies.

The basic function of each of the defense
supply centers is inventory management. The
major areas of responsibility of the DSCs in
carrying out that function are described below.

Supply Management

The defense supply centers are responsible for
the performance of supply management functions
(depending on the specific assignment), such as
cataloging, standardization, determination of net
requirements, procurement, inspection and
quality control, storage, distribution, redistribu-
tion, disposal, transportation arrangements,
maintenance and manufacturing guidance, and
mobilization planning.

Replenishment Requirements

It is the responsibility of each military
service to determine the kinds of supplies and
equipment needed and the quantity required per
operating unit. The defense supply centers
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compute the replenishment requirements on all
the items under DLA management. These com-
putations take into account the experience of the
center on each item and the program information
furnished by each service.

Ownership and Distribution

The defense supply centers control the
wholesale distribution of stock among the four
military services. Generally, a defense supply
center makes use of local military facilities that
are best suited for the center to meet the re-
quirements of all the military services located in
the area the center serves. These facilities are
operated with administrative support furnished
by the service that owns the facility. When a center
is the principal user of the facility, however, and
has management jurisdiction, the center provides
the administrative support to the other tenants.
The defense supply centers conduct their opera-
tions basically within the United States (excluding
Alaska and Hawaii). The centers arrange,
however, for the shipment of their stock items
from continental stock points to overseas points
as designated by military departments.

All stocks, both operating and reserve, under
the control of a defense supply center, are owned
by the center and are financed by a separate fund,
the Defense Stock Fund. When necessary, stocks
are rotated to maintain their quality through
arrangements agreed upon between the DLA and
the military department concerned. As long as the
stock items remain under direct control and
ownership of a defense supply center, the stock
is considered to be “wholesale” stock. Once the
wholesale stock is distributed, however, the
military service that receives the stock assumes
ownership and the stock becomes “retail” stock.

DLA DISTRIBUTION SYSTEM

While DLA material is under the inventory
management of the DSCs, the actual storage and
distribution are accomplished by the distribution
depots (DDs) and the specialized support depots
(SSDs).

Distribution Depots

A distribution depot is simply a storage point
for DLA material. Issue of material from these
depots is centrally controlled by the cognizant
DSC and is based on requisitions received and
processed centrally by the DSC. Consequently, a



DD cannot accept requisitions directly or issue
stock without the prior authorization of the DSC.
The principal DDs are located in Mechanicsburg,
Pennsylvania; Memphis, Tennessee; Ogden,
Utah; and Tracy, California.

Specialized Support Depots

Because of the large number of afloat
customers, the DLA has established two SSDs to
provide direct support to the Navy. The two SSDs
are the Navy supply centers at Norfolk and
Oakland. The SSDs, unlike the DDs, have the
authority to receive requisitions directly and to
make issues locally. The inventory held at each
depot is, however, owned and managed centrally
by the cognizant DSC.

NAVY SUPPLY SYSTEM

As was mentioned at the beginning of the
chapter, the Navy supply system is integrated with
the Defense Logistics Agency system. The mis-
sion, organization, and functions of the com-
ponents of the Navy system are described below.
Like the DLA system, there are inventory
managers (the inventory control points), a
distribution system (NSCs, NSDs), and a central
headquarters (NAVSUP). The following diagram
is a comparison of the two systems:

DOD NAVY
DLA NAVSUP
| l
I |
l !
[ |
DSCs ICPs
I |
| DDs |  (inventory
| (warehouses) | managers)
I |
SSDs STOCK POINTS

(NSCs, NSDs)

NAVAL SUPPLY SYSTEMS
COMMAND

The Naval Supply Systems Command (NAV-
SUP) supervises the provisioning, cataloging,
inventory management, distribution, materials
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handling, traffic management, transportation,
packaging, preservation, receipt, storage, issue,
and disposal of Navy supplies and material, ex-
cept for those items specifically assigned to other
systems commands or offices. Although NAV-
SUP relies heavily on the other systems commands
for technical advice concerning equipment and
material requirements, it also furnishes supply
management methods and guidance to commands
and offices that request management assistance
in supply functions.

NAVSUP is also responsible for the develop-
ment and supervision of the Navy supply system.
It must combine all supply and distribution func-
tions into one system so that the system can meet
the objective of responsive and efficient material
support to the operating forces. This is not a
simple task. The Navy supply system must be
responsive to all levels of command and must
operate at all levels. It is not enough to develop
only those capabilities that will enable a supply
system to meet the needs of one ship, one task
force, or one fleet. The Navy supply system must
be able to respond to all the needs of the operating
forces and of their related support activities.

As you read the following sections, you should
recognize how many supply functions are inter-
related so that the Navy supply system can sup-
port your ship or any other component of the
operating forces. You should also determine how
your supply department, afloat or ashore, func-
tions in much the same way in meeting the needs
of a ship or a station. The basic elements of supply
support, for one ship or for the entire Navy,
involve the determination of requirements, pro-
curement, and distribution.

Determination of Requirements

Determining requirements for material should
not be new to you as you have probably already
had some experience in this area aboard your ship.
In performing this job, you have had two excellent
tools to work with—the Coordinated Shipboard
Allowance List (COSAL) and the usage data from
your stock record cards. The COSAL is discussed
later in this rate training manual and in Military
Requirements for Petty Officer Third Class
through Chief Petty Officer. The Navy supply
system uses the COSAL and stock record cards
for determining the requirements for replenish-
ment materials. However, not all material comes
under the heading of replenishment. When new
material, such as the repair parts requirement
for a newly developed item of equipment, is



introduced, long-range plans must be developed
for the adequate support of the equipment.

There is another area that calls for the deter-
mination of requirements. When the plans for an
operation have been approved, logistic planning
must provide the material needed to support the
operation. Elements such as the size and duration
of the operation, its distance from established
support activities, and the climate to be en-
countered are all factors that you must consider
in order to predict, with any accuracy, answers
to the questions: What? How much? When?
Where? and How?

Procurement of Materials

As soon as requirements have been estab-
lished, the next step is the procurement of
materials. Most procurement aboard ship is
carried out by requisition. However, before a
supply activity can issue the material on your
requisition, the material must first be procured
and then delivered to the location of that supply
activity. Although some items are manufactured
in Navy facilities (such as shipyards), the vast
majority of procured material is purchased from
commercial suppliers. The impact of procurement
by the Navy on the civilian economy ranges from
insignificant for the replacement stock of
shoelaces to staggering when procurement activity
includes all the material necessary to support an
all-out wartime operation.

Procurement comprises such functions as
establishing specifications for the goods required,
standardizing material, cataloging and identify-
ing material, inspecting material, investigating
costs, and assigning priorities. Procurement may
also involve the allocation of critical raw material
to a supplying manufacturer.

Distribution of Stock

The first phase of distribution is the accumula-
tion of material at CONUS bases, an action that
may be performed more readily during the pro-
curement process if the location to which the
material is to be delivered is specified. The other
phases of distribution are storage, issue, transpor-
tation, and control.

The distribution system must be capable of
reacting rapidly to unexpected changes in plans
and operations. The system must also be able to
adapt itself to changes brought about by new
developments in technical areas.

A distribution system should be as economical
as possible without sacrificing effectiveness. A
good distribution system can achieve considerable
economy by maintaining careful control of its
stock. For example, material requirements at one
location can occasionally be met by a redistribu-
tion of excess material from another location
rather than by the procurement of new material.
When equipments or systems are scheduled to be
phased out, the reduced demand for material
support can be anticipated and overall stock levels
can be reduced accordingly. On the other hand,
a good distribution system must be just as effec-
tive in anticipating increases in existing supply
requirements or additional procurement demands
as new equipments are introduced to the fleet.
Under all conditions, an expedient distribution
system must ensure that material support is
available when and where it is needed.

INVENTORY CONTROL
POINTS (ICPs)

Managing the hundreds of thousands of dif-
ferent items of stock in use by the Navy today is
not an easy job. To provide the proper balance
between supply and demand, the Navy supply
system has established inventory control points
(ICPs). In fact, the Navy’s two inventory control
points have been described as the “nerve centers”
of the Navy supply system. They are the

® Navy Aviation Supply Office,
Philadelphia, Pennsylvania (ASO); and

® Navy Ships Parts Control Center,
Mechanicsburg, Pennsylvania (SPCC).

Although they are not ICPc, three other ac-
tivities have been assigned specific inventory
management responsibilities. They are the

® Naval Publications and Forms Center,
Philadelphia, Pennsylvania;

® Navy Fuel Supply Office, Alexandria,
Virginia; and

® Navy Resale and Services Support Office,
Staten Island, New York.

Each of these activities manages a material com-
modity or group of commodities.

You can identify the inventory manager for
any stock item by the cognizance symbol for that



manager. For example, ship’s store stock is 1Q
cog material that is under the inventory manage-
ment of the Navy Resale and Services Support
Office. You can find the current list of cognizance
symbols and their associated responsible inven-
tory managers in the NAVSUP Manual, volume
II, and NAVSUP P-485.

Within the Navy supply system, the ICPs ad-
minister the material assigned to them by the
systems command having prime responsibility for
the material. Thus, an ICP is under the joint con-
trol of NAVSUP and the responsible systems
command. The ICPs do not maintain stocks of
material; the ICPs simply ensure that a proper
balance exists between the supply of and the
demand for the individual items of material
required by the Navy. This mission requires each
ICP to do the following:

® Ensures that activities of the Navy will
receive promptly the appropriate quantities of all
requested materials

® Ensures, by control of procurement, that
long supply or short supply of material will be
curtailed by maintaining a scheduled flow of
material into the Navy supply system in the
proper quantities

® Directs redistribution or disposal of excess
stock at supply activities for any material under
its cognizance

® Maintains close liaison with the systems
commands for the purpose of incorporating
changes, new requirements, obsolescence, and
other planning information into the inventory
control of its material

® Determines or assists in determining items
to be stocked

® Participates in procurement actions for
technical equipment and material, recommends
procurement of repair parts and components, and
schedules the delivery of these parts and com-
ponents as designated by the sponsoring systems
command or office

® Participates in material standardization
programs

® Carries out intensive technical research
programs so that all stock items under its con-

trol are identified, stock numbered, cataloged,
and evaluated for possible interchangeability
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® Establishes standard unit prices

® Develops methods and procedures for
recording and reporting the stock status of the
material under its inventory control

® Consolidates and reviews the periodic
stock status reports rendered by its reporting
activities

The material that is managed by the ICPs is
held in a distribution system composed of supply
activities called stock points. To make the material
available in the right quantity at the right place,
the ICPs must maintain close control over the
distribution system. To do this, the distribution
system of the ICPs is tied together by a highly
sophisticated communications network through
which the ICPs report daily on the status of the
stock in their locations. This information enables
each ICP to position material as required and to
compute future procurement requirements for the
material.

In summary, the stock management respon-
sibilities of the ICPs within the Navy supply
system are to position material at the various stock
points; to retain inventory control of this material
through extensive reporting systems; to provide
technical assistance to the system (and to the
customers); and to provide a cataloging service
to the system (and to the customers).

NAVY RETAIL OFFICES

The inventory managers for Navy-owned retail
stocks of items under DLA control are the Navy
retail offices (NROs). The NROs manage Navy-
owned material by financial means only. Material
is bought from the DSCs with Navy Stock Fund
money and is subsequently positioned at Navy
stock points. The two Navy retail offices are the

® Fuel Supply Office (FSO), Washington,
D.C.—Responsible for the retail management of
solid fuels, petroleum, and related products,
asphalts, and coal tars; and

® Fleet Material Support Office (FMSO),
Mechanicsburg, Pennsylvania—Responsible for
the retail management of Navy retail stocks of
DLA/GSA items.

NAVY DISTRIBUTION SYSTEM

There are two types of activities that makeup
the Navy’s distribution system: (1) activities in



which the primary mission is supply and (2) ac-
tivities that are components of systems commands
other than NAVSUP or naval operational
activities.

The major activities in which the primary mis-
sion is supply are (1) naval supply centers and
(2) naval supply depots. These activities are
responsible for warehousing, distributing, and
controlling Navy supply materials. In addition to
these activities, the mobile logistics support force
(MLSF) ships act as afloat extensions of the
Navy’s distribution system.

The other activities are strictly supply depart-
ments consisting of (1) naval shipyards, (2) naval
air stations, and (3) naval stations. The mission
of these activities is to provide specialized supply
support to the command at which they are
located.

Navy Supply Centers and
Naval Supply Depots

Navy supply centers (NSCs) and depots
(NSDs) are command organizations that have
been established for the centralized administra-
tion of various types of supply activities. These
supply centers and depots furnish balanced supply
support to fleet units, shore activities, transient
ships, and overseas bases. The centers have, as
components, several depots that stock the various
categories of materials. In addition, a supply
center or depot may have certain other com-
ponents that perform related supply functions.

Navy supply centers are based in CONUS
while Navy supply depots are located overseas
(with the exception of NSD, Mechanicsburg,
Pennsylvania). Military command and coordina-
tion control is exercised by the commanding
officer of the center or depot, but primary
support responsibility of the centers and depots
is exercised by NAVSUP. The departments of any
NSC or NSD with which the senior Ship’s
Serviceman would most frequently come into con-
tact are the inventory control department and
material department.

INVENTORY CONTROL DEPART-
MENT.— The inventory control department
determines material requirements, manages inven-
tories of assigned material, controls material
receipts, and, when a purchase department is not
warranted or approved by NAVSUP, conducts
procurement operations. Within the inventory
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control department there are several divisions
that perform the following functions:

® Requirements division—Maintains levels
of activity stocks and stock records, provides
status information, screens and analyzes supply
documents, and performs other related functions.

® Receipt control division—Monitors all
documentation and procedures necessary for the
prompt receipt of material.

® Technical division—Maintains the library
that is used to identify material.

® Purchase division—Determines the
methods for purchasing material and conducts
negotiations for the purchase of supplies and
equipment.

® Customer services division—Provides the
liaison point for fleet and shore customers on
material and service requirements. The customer
services division is usually established when the
volume of fleet or shore customer services is too
great for the requirements division to handle
alone. Otherwise, customer service functions are
performed within the requirements division.

MATERIAL DEPARTMENT.— The
material department plans and directs the storage,
maintenance, issue, and disposal of materials and,
when a freight terminal department is not. war-
ranted, plans and directs the receiving, shipping,
and shipment control operations. Within the
material department are several divisions that per-
form the following functions:

@ Storage division—Determines and main-
tains proper stowage conditions and locations for
material.

® Disposal division—Operates disposal,
scrap, and salvage yards.

® Packing and preservation division—
Performs the packing and marking of material for
domestic or overseas shipment.

® Cold storage division—When established,
performs for subsistence materials the identical
functions assigned to the requirements and storage
divisions.

@ Retail stores division—Operates shop,
ready supply, and self-service stores.



® Freight terminal division—Receives, ships.
delivers, and controls the movement of all
material.

® Labor and equipment division—Maintains
a residual labor and equipment pool.

Mobile Logistics Support Force

The purpose of the MLSF is to keep the fleet
supplied with fuel, food, general stores, technical
repair parts, and services. These materials and
services are made available through underway
replenishment (UNREP) or in-port replenishment
(INREP) in foreign harbors. Through the use of
the MLSF, the fleet can remain at sea for pro-
tracted periods of time.

Some of the ships that makeup the MLSF are
as follows:

® Combat stores ships (AFS)—Carry a
“load” of general stores, ship’s repair parts, elec-
tronic repair parts, aviation repair parts, food
items, and ship’s store stock. The shopping guides
for the AF'S are the Afloat Shopping Guide (ASG)
and Consolidated Afloat Requisitioning Guide
Overseas (CARGO).

® Stores ships (AF)—Carry a wide variety of
frozen and dry foods items and certain items of
general stores and ship’s store stock.

@ Oilers (AO)—Carry bulk fuels, a deckload
of bottled gas and drummed oil, and some items
of general stores and ship’s store stock.

@® Ammunition ships (AE)—Carry explosives
and hazardous ammunition and related materials.

® Fast combat support ships (AOE)—A
high-speed combination of the AE and AO.

® Destroyer/submarine tenders (AD/AS)—
Belong to type commanders and carry a range of
repair parts and consumables to support a specific
ship type.

These ships act as extensions of the supply
system and are actually specialized afloat supply
depots. The stores issue ships conduct business
at sea by highline or helicopter transfer, or in
foreign ports. These transfers are known as under-
way replenishment (UNREP), vertical replenish-
ment (VERTREP), or in-port replenishment
(INREP).
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NAVY RESALE SYSTEM

The overall purpose of the Navy Resale
System is to provide authorized patrons with
quality merchandise and services at reasonable
prices. By offering attractive, convenient, well-
managed facilities, the Navy Resale System con-
tributes to the morale of the men and women in
the naval service. The Resale System consists of
four separate programs: Navy exchanges, com-
missary stores, ship’s stores afloat, and Military
Sealift Command (MSC) exchanges. All of these
programs are managed by the Navy Resale and
Services Support Office (NAVRESSO) which was
created by the Naval Supply Systems Command
as a field activity.

NAVY RESALE AND SERVICES
SUPPORT OFFICE (NAVRESSO)

The Navy Resale and Services Support Office
watches over the effectiveness of the Navy Resale
and Services Support System and acts as a cen-
tral manager for the system’s individual programs.

As the Navy’s Resale System’s central
management activity, NAVRESSO’s mission is
defined as follows:

® To provide support for resale services,
clothing, and food services, afloat and ashore

® To conduct clothing and textile research
and development

® To perform such other functions as may
be directed by the Commander, Naval Supply
Systems Command

According to the goals of the Navy Resale
System, the Navy Resale and Services Support
Office directs, operates, and provides manage-
ment, administrative, and technical guidance to
Navy Resale and Services Support regions and
commissary stores, Navy and Military Sealift
Command exchanges, Navy ship’s stores and
ship’s stores activities afloat, and enlisted dining
facilities afloat and ashore. NAVRESSO also
develops and monitors procedures for maintaining
officers’ messes afloat and provides technical and
management guidance to the naval uniform pro-
gram. NAVRESSO commands the Navy Clothing
and Textile Research Facility (NCTRF) which
conducts clothing and textile research and
development. NAVRESSO also directs the Navy



Food Service Systems Office (NAVFSSO) which
provides policy and administrative and technical
guidance in food and foodservice research and
development.

In managing all the programs under its con-
trol, NAVRESSO is subject to the guidelines set
forth in the Armed Services Exchange Regula-
tions, the Armed Services Commissary Store
Regulations, the Naval Supply Systems Command
Manual, and other applicable official publica-
tions.

SHIP’S STORES DIVISION

Of the many divisions in NAVRESSO, a
senior Ship’s Serviceman in the fleet will have the
most contact with the ship’s stores division (SSD).
The primary purpose of the ship’s store division
is to furnish technical direction and guidance for
the operation and design of a Navy’s ship’s store
and to assist type commanders in managing ship’s
store facilities.

Functions

The functions of the ship’s stores division are
as follows:

® To provide guidance to NAVSUP and
individual fleet units for the design of ship’s
services spaces and equipment aboard Navy ships
scheduled for new construction, conversion, and
major modernizations as well as for those vessels
scheduled for SHIPALTS

® To determine, issue, and review policies,
procedures, and goals for retailing goods and
services aboard ships of the U.S. Navy

® To develop ship’s stores contracts,
merchandise offerings, and procurement resources
in coordination with the acquisition management
division (AMD), the retail management division
(RMD), and the services management division
(SMD)

® To provide technical guidance and
assistance for laundry/dry cleaning, vending, and
related services aboard ships of the U.S. Navy

@ To administer Ship’s Store Profits, Navy,
General Fund, and the ship’s stores participation
in (and/or responsibility for) the Navy Stock Fund
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® To develop program data to ensure logistic
support of programs under the direction of
NAVRESSO

® To maintain up-to-date fleet load lists for
ship’s stores in the Consolidated Afloat Requisi-
tioning Guide Overseas (CARGO)

Branches

There are three branches of the SSD that you,
as a senior Ship’s Serviceman, should recognize:
the operations branch (SSD1 ), the fleet assistance
branch (SSD2), and the fleet habitability
assistance branch (SSD3). You should make
yourself aware of these branches and their func-
tions. As a senior petty officer, you may wish to
rely upon some of the services these SSD branches
provide.

The operations branch (SSD1) provides
guidance in the design of ship’s store spaces and
equipment. This branch also conducts studies and
surveys to establish operational policies and pro-
cedures, develops management and operational
standards and goals, and provides the results of
all findings to fleet and type commanders. In
conjunction with the acquisition management
division (AMD), the retail management division
(RMD), and the services management division
(SMD), the operations branch develops ship’s
stores contracts and merchandise offerings.

Another function of the operations branch is
the administration of Ship’s Store Profits, Navy,
General Fund. This branch carries out this func-
tion by providing the following services:

® Publishes guidelines for Ship’s Store
Profits, Navy, General Fund, expenditure authori-
zations (loans, grants, surveys, travel, and
miscellaneous charges)

® Authorizes, adjusts, or cancels com-
mitments and expenditures from Ship’s Store Pro-
fits, Navy, General Fund, with copies to pertinent
parties

® Prepares the annual budget

@ Forwards copies of all need-to-know cor-
respondence and travel orders to interested
divisions

® Maintains a commitment file for loans and
grants



The operations branch also administers the
ship’s stores participation in (and responsibility
for) the Navy Stock Fund in the following ways:

® Issues policies and procedures (notices,
instructions, NAVSUP Publication 487, etc.)

® Provides input to the financial manage-
ment group (FMG) for budgetary functions

® Monitors financial operating results and
provides comments

You, as a senior Ship’s Serviceman, may find
the fleet assistance branch (SSD2) to be one of
the most valuable resources available to you
within the ship’s store division. For example, you
may find yourself in charge of a retail operation
that is not as efficient as you feel it could be. You
realize that the operation needs some type of im-
provement, but you do not know where to start
or what to do. The fleet assistance branch will
analyze your operation and will provide the
following services:

® Fleet assistance including technical
guidance and training in all phases of retail,
operating, and accounting procedures and services
for ship’s stores

® Fleet assistance including technical
guidance and training in service activities such as
laundry/dry cleaning and vending services in
ship’s stores

® Recommendations for changes to ship’s
stores policies and operating procedures

The fleet habitability assistance branch (SSD3)
provides guidelines on habitability standards in
the design and improvement of ship’s store spaces.
The functions of this branch are as follows:

® To determine, under OPNAVINST 9640.1
requirements, the required space and equipment
needed for ship’s stores retail and service activities
in regard to habitability standards for new ship
designs

® To assist NAVRESSO in making recom-
mendations to the OPNAYV shipboard habitability
manager on ship’s stores retail and service
activities

® To assist ships in determining maximum
improvement of shipboard habitability in regard
to ship’s stores retail and service activities, within
the constraints imposed by physical configuration
and other competing requirements of the ship’s
resources

HOW NAVRESSO ASSISTS SHIP’S
STORES AFLOAT

There is a ship’s store on practically every
surface ship. As mentioned before, NAVRESSO
has a fleet assistance program to provide technical
assistance and guidance to ensure the efficient and
economical achievement of all ship’s stores
operations.

Fleet assistance teams are made up of fleet
assistance representatives. These representatives
are master and senior chief petty officers who are
positioned in major port areas to provide technical
and management assistance to ship’s stores.
Technical assistance may be provided by
telephone, by desk visits to fleet assistance offices,
or by advisory visits to individual ships. Visits to
ships are made on an informal basis, and no
formal report is made upon completion of the
visit.

Assistance is provided upon request for any
of the following areas:

® Modernization planning, merchandising
promotion assistance including layout, display,
and signing

® Merchandise planning, including stock
control review, model stock plans, and disposi-
tion of excess stocks

@ Pricing procedures, accounting records,
returns, and bill payments

® Internal operating procedures including
internal controls consisting of cash-handling pro-
cedures, security of spaces, and receipt and in-
spection procedures

@ Procurement assistance, including pur-
chasing procedures, contract administration
procedures, vendor relations, and merchandise
quality assurance, and the processing of forms for
merchandise ordered according to the simplified
requisition and purchase procedure

® Training in ship’s stores afloat operations
in retail and service areas



® Periodic review of ship’s stores operations
to provide an overview or to identify potential
problem areas

® Work scheduling and control, job instruc-
tion and training programs, safety and sanitation,
equipment maintenance, minor repairs (as
necessary), and operations

In addition, the fleet assistance representatives
maintain liaisons with fleet and type commanders,
Navy supply support activities, fleet accounting
and disbursing centers, and other cognizant
activities on various ship’s stores problems.

Approximately 120 days before deployment,
you should set up a predeployment briefing with
the fleet assistance representatives either at their
office or on your ship. During this briefing you
will receive information on CARGO cognizance
items, foreign merchandise, vendor control, and
endurance loading.

The addresses and phone numbers of fleet
assistance offices are listed in the NAVSUP P-487.

NAVY ACCOUNTING AND
FINANCE

There are three types of accounting and
finance activities with which you, as a senior
Ship’s Serviceman, should be familiar: the Navy
regional finance centers, the fleet accounting and
disbursing centers, and the personnel support
activity detachments. The mission and relation-
ship of these finance activities to the Navy
supply system and to you, the senior Ship’s
Serviceman, are discussed below.

NAVY REGIONAL FINANCE
CENTERS

Navy regional finance centers (NRFCs) are
field finance activities under the command and
primary support of the Deputy Comptroller of the
Navy. Each NRFC is headed by a commanding
officer who is a Supply Corps officer. The navy
regional finance centers are located in Great
Lakes, Illinois, and in Washington, D.C.

The mission of an NRFC is to perform
regional disbursing, accounting, reporting,
administrative examinations, and other related
financial service functions for the geographical
area it supports as assigned by NAVCOMPT.

The senior Ship’s Serviceman becomes in-
volved with an NRFC primarily when there are
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charges to a Ship’s Store Profits, Navy (SSPN)
functional account. The Navy Regional Finance
Center, Washington, D. C., will take care of some
of your SSPN bills associated with vending
machines (CONUS).

FLEET ACCOUNTING AND
DISBURSING CENTERS

Fleet accounting and disbursing centers
(FAADCs) are field finance centers under the
command and primary support of the Deputy
Comptroller of the Navy. There are two fleet
accounting and disbursing centers: one is in San
Diego, California; the other is in Norfolk,
Virginia.

One of the FAADC’s functions is to review
and process ship’s store returns. The Ship’s
Serviceman becomes involved with the FAADC
when the 4-month ship’s store returns are
prepared and forwarded to that activity. If errors
are discovered in the 4-month returns, a letter is
forwarded to the command requesting adjustment
or explanation. Dealers’ bills for ship’s store stock
are forwarded to an FAADC for payment. The
FMDC will reconcile the amount of the bill pro-
vided by the dealer with the amount reported by
the activity. If discrepancies are discovered, a
letter requesting adjustment or correction is
forwarded to the commanding officer of the
activity.

PERSONNEL SUPPORT
ACTIVITY DETACHMENTS

Personnel support activity detachments are
paying activities that are primarily used for the
payment of dealers’ bills. The senior Ship’s
Serviceman becomes involved with these paying
activities when dealers’ bills are forwarded to the
activities for payment. Personnel support activity
detachments are located around the world in
localities such as Yokosuka, Japan; Naples, Italy;
Rota, Spain; and Oakland, California.

At some point in your career, you have prob-
ably heard of or dealt with many of the organiza-
tions and branches you have just read about in
this chapter. In fact, as you have encountered
receipts from some of these places or ordered
materials from others, you have probably
wondered why a supply system should be so com-
plicated and elaborate. Now that you have read



the information in this chapter, you should be able
to visualize how the various levels of the system
work together to provide an effective supply
network, not only for the Navy, but for all the
branches of the armed forces. You should also
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be able to identify your role in the Navy/DLA
supply system and how the system helps you, the
senior Ship’s Serviceman, provide the best possi-
ble service to the afloat or ashore operation under
your control.






CHAPTER 3

MANAGEMENT

Until now, you have probably been a specialist
in the ship’s store or in one of the service activities.
But as you advance, your duties will take you
into the broader fields of management. By the
time you make chief, you should be qualified to
manage an entire resale activity. You may find
yourself serving afloat on a large ship with two
or more retail stores and a complete range of
service activities to manage, or you may be
assigned to a small ship with only one retail store
and one or two service activities. You may also
be assigned to shore duty in a Navy exchange or
in a commissary store.

If you are serving aboard ship, you will most
likely supervise all the ship’s store operations. This
chapter is primarily applicable to the afloat situa-
tion. However, many of the principles discussed
in this chapter will be valuable to you even if you
are assigned to shore duty where you may manage
only one or two phases of an operation. For ex-
ample, you may be assigned to manage the sales
floor or supervise certain office operations of a
Navy exchange. You may also be placed in charge
of a warehouse or one of the service activities.
Shore duty billets are similar in many respects to
those performed afloat, but you will find certain
differences. You will read about some of the
management responsibility differences in chapter
8 of this manual.

The role of a retail store and/or service
activity manager involves many important duties
and responsibilities for the senior Ship’s
Serviceman. You will be expected to assist the
ship’s store (sales) officer in making certain your
retail store or service activity provides the best
possible level of customer service with the
resources available to you. To provide the best
possible service in any organization, you must be
an effective manager.

Effective management involves organization
planning. You should have a clear understanding
of the functions that must be performed, and you
must analyze these functions to see what tasks
they require. Then, you must assign the tasks to
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the personnel you have available to perform them.
You must also be able to plan a physical layout
that will meet the needs of your activity and that
will allow your personnel to carry on their work
efficiently. You should be able to establish orderly
methods for your personnel to perform their
tasks. Also, you should try to arrange the tasks
in a logical sequence so that there is an efficient
flow of work. In your ship’s store and service
activities, you should be able to analyze various
work situation factors and to prepare an effec-
tive work schedule. In addition, you must under-
stand certain principles of personnel management.
These principles will help you to obtain the max-
imum use of manpower in the assignment of work
to your personnel. They will also provide you with
guidelines for delegating authority effectively,
determining training program requirements, and
supervising the work of your subordinates.

As a senior Ship’s Serviceman, you may be
expected to coordinate various administrative
functions. Administrative responsibilities involve
the initiating of correspondence and supervising
the maintenance of files, records, and official
publications and directives. You may even be
called upon to assist in the preparation of various
procedural instructions for the Supply Depart-
ment Organization Manual. Finally, you must be
able to observe and analyze the retail and service
operations in detail so that you can spot problem
areas that need your attention. Good management
will help you to make certain your ship’s store
and service activities are providing the best
possible service to your ship.

SHIP’S SERVICE ORGANIZATION

The basic organization and functions of a
ship’s service (sales) division are generally fairly
standard. However, creating an effective organi-
zation does not stop here. You may have to take
steps to adjust an existing organizational struc-
ture so that it will better serve the operational



requirements of your particular ship’s service
office or activity. You should carefully examine
the relationships that exist among the functions,
the physical environment, and the personnel
associated with your own ship’s service or
sales operation. Can you rearrange any of these
elements to make your operation more efficient?
What sort of limitations are you absolutely stuck
with? (Can you work around them?) Whenever
you are adapting an existing organizational struc-
ture to fit the special needs of your ship’s service
or sales operation, you should keep in mind that
planning is always the key to good organization.

ORGANIZATION PLANNING

Organization planning is a process of identify-
ing and grouping duties to be performed, defining
and delegating authority, assigning respon-
sibilities, and creating relationships that enable
your personnel to work together effectively to do
the best possible job for your ship. In good
organization planning, two major factors of your
organization are involved: (1) the mechanical
aspects and (2) the dynamic aspects. You, as a
manager, must consider them both.

Mechanical Aspects

The mechanical aspects of organization
planning deal exclusively with your organization’s
structure. They are the more or less “static”
aspects of your organization which you can
immediately identify and put down on paper.
First, determine what functions and tasks you
need to have performed. Now, arrange these func-
tions and tasks in groups of responsibilities that
you can assign to different individuals. Now you
can design an organization chart that will show
a logical arrangement of all of your groups. You
now have a “picture” of all the mechanical
aspects of your organization for which you are
responsible.

Dynamic Aspects

The dynamic aspects of organization planning
are those that deal with human relations. They
are those aspects that give consideration to in-
dividual personalities, abilities, and interests so
that the organization allows personnel to work
together effectively and harmoniously. You can
tailor human relations to your organizational
needs by applying leadership and personnel
management principles. For an in-depth study

of these dynamic aspects, read Human Behavior,
NAVEDTRA 10058-C.

PRINCIPLES OF ORGANIZATION

The mission assigned to an activity determines
the functions and tasks to be performed. In
planning your organization’s structure, you
should keep these principles in mind:

® Missions, functions, and tasks should be
clearly stated and understood by those responsible
for fulfilling them.

® The organizational structure should
be as simple as possible and the number of
organizational components should be kept to a
minimum.

® No organizational component should be
set up unless it has a distinct job to perform.

® The organizational structure should be
flexible enough to meet new and changing
conditions.

The following sections briefly discuss some
techniques that you can use to prepare various
organization charts and to determine the assign-
ment of functions and tasks. We will deal with
the principles of personnel management and
leadership later in the chapter.

ORGANIZATION CHARTS

There are three basic types of organization
charts: structural, functional, and billet assign-
ment or position. The main purpose of preparing
organization charts is to use them as management
tools. Some of the uses of these tools are as
follows:

® To provide a clear picture of what an
organization is doing

® To portray lines of authority, respon-
sibility, and communication

® To indoctrinate and train newly assigned
personnel



® To provide a basis for planning future
development, expansion, or reorganization

® To discover organization flaws such as
confused lines of authority or duplication
of functions

Structural Chart

The structural chart should reflect the basic
organizational components. You should keep the
following points in mind in deciding how to ar-
range the chart:

® Simplicity. Arrange the major components
along the same horizontal plane and arrange the
subsidiary components in a vertical plane beneath
the major components.

® Clarity. The lines of authority that
you draw between the components should
clearly indicate relationships. Avoid diagonal
lines or crossing of lines of authority.

® Symmetry. Boxes for each level of
components should be the same size and
the overall chart should present a balanced
appearance.

@ Unity. No branch, section, or unit can exist
by itself—it must be related to some other unit
either by a connecting line of authority or through
other components.

Figure 3-1 illustrates a completed struc-
tural organization chart for the ship’s store
(S-3) division on a destroyer tender (AD).

Functional Chart

The functional organization chart (or
simply the functional chart) should reflect
the same arrangement of the components as
that shown on the structural chart. However,
for a large complex activity, you can prepare
one chart showing the major components and
their major functions and then prepare sub-
sidiary charts for each major component in-
cluding its subsidiary components and their
functions.

One of the principles governing the assignment
of functions is homogeneity of assignment. This
means that the functions of an organization
should be grouped by similarity. Some specific
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Figure 3-1.—Structural organization chart for a ship’s store division of an AD.
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considerations you should keep in mind are as
follows:

® Each significant function must be pro-
vided for within the organization.

® Each function should be assigned to a
specific organizational component.

® Closely related or similar functions should
be assigned to a single component.

® There should be no overlapping, duplica-
tion, or conflict of functions among the
components.

® Functions should be assigned so as to
minimize cross relations among components.

Figure 3-2 shows a completed functional chart
which is a companion to the structural chart
shown in figure 3-1.
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Figure 3-2.—Functional organization chart for a ship’s store division of an AD.
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Billet Assignment Chart

The billet assignment chart (or position chart)
is used either to show assignments of personnel
by name, title, and rank or grade within billet
requirements within each organizational compo-
nent of an existing organization, or to show billet
requirements by title and rank or grade for a
planned organization. However, for organization
manuals, personnel listings are usually used in-
stead of charts and may consist of already com-
piled listings such as manpower authorizations.

Combination Chart

When an organization is fairly simple, a com-
bination chart can be used to depict all three
organizational aspects. For example, figure 3-3
shows a combination chart for a ship’s store divi-
sion of a destroyer (DD). Notice that this chart
displays all the organizational components, the
functions of each component, and the names of
personnel assigned to each component.

PLANNING A PHYSICAL LAYOUT

Now that you have the ship’s store division
organized on paper, consideration must be given
to arranging the physical layout of your

workspaces. Attention should be given to such
things as mission, work flow, and use of
personnel.

DESIGNING A LAYOUT
ANALYSIS CHART

Layout analysis is a procedure designed for
better use of space, personnel, and equipment. It
involves the study of the physical facilities in a
work area for the purpose of improving the work
flow and working conditions.

A layout chart is the principal tool for this type
of analysis. The chart consists of a floor plan of
the workspace, usually drawn to a scale of 1/4
inch to 1 foot. Features that restrict usable space
such as doors, windows, electrical outlets, stan-
chions, and radiators are then located on the chart
and identified. Next, templates of the movable
equipment, drawn to the same scale as the layout
chart, are placed on the chart in their present
arrangement. The templates can be fashioned
from pieces of cardboard or plastic. Work flow
can be identified by arrowed lines for indicating
direction. After you have carefully analyzed the
layout chart, you can rearrange the templates to
test new layouts and work flows. See the “before”
and “after” layout charts for a laundry
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Figure 3-3.—Combination chart for a ship’s store division of a DD.
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operation in figure 3-4. (Note that obsolete equip-
ment has been removed in the “after” layout
chart.)

USING LAYOUT ANALYSIS
CHARTS

Using the layout chart, you can apply layout
analysis to any given service or retail activity. As
examples, the planning for service activities and
a self-service retail activity afloat will be dis-
cussed here.

Layout of Service Activities

Although layouts for service activities should
be consistent with the broad principles of layout
analysis, each service activity has its own
peculiarities which you must take into account.
Besides the nature and amount of equipment, you
must consider the number of people who will
be working in the shop, the volume of business
you expect, and the amount of space that you
will require for storing incoming and outgoing
work.

Where there is a series of operations to be per-
formed, the relative position of the various pieces
of equipment will have an important bearing on
the efficiency of your operation. Not only should
the equipment be accessible, it should also be
arranged to save wasted motion and to reduce
walking distance. Remember, a convenient ar-
rangement will enable your people to turn out
more work in a shorter time. People usually
produce more when their equipment is close at
hand.

But a good layout goes further than that. In-
dividuals have learned through experience that
operations should be planned to follow one
another in a logical sequence through the shop.
In the case of laundries, for example, space
devoted to the area where the laundry comes in
should be close to the area where it is marked,
identified, and classified. The storage bins should
also be located near the receiving and processing
area. Tumblers should be located close to the
assembly and flatwork section. This principle
applies to all service activities. Work, whether in
the tailor shop, the laundry, or the dry-cleaning
plant, must move smoothly from the time it comes
in as a service request until it is picked up by the
customer as a completed job.
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Layout of a Retail
Self-Service Activity

The first consideration in installing a self-
service operation is a preconceived, well-thought-
out plan. To plan an efficient and attractive layout
for a retail service activity, you must keep three
objectives in mind:

1. Proper and intelligent circulation of
customer traffic throughout the entire store.

2. Traffic-stopping, appealing displays of
conveniently placed merchandise, that will result
in sales. (Merchandise that is seen and handled
is half sold.)

3. Strategically placed equipment to perform
a twofold function:

a. To lead the customer, after the selection
has been made, through a convenient, rapid,
efficient checkout procedure; and

b. To provide adequate store protection
from pilferage. All equipment should be placed
to focus exits through one narrow point; thus,
adequate security is provided.

You must carefully consider the entire physical
arrangement of the sales area including doors,
windows, posts, and other abutments. The objec-
tive is to lay out the equipment so that the
customer will be induced to circulate around the
entire store before arriving at the check-out stand.
Aisle space may vary from 4 to 6 feet depending
on the confinements oft he room. Six-foot aisles
should be used when you have the space available.
When you are confined to a smaller space, your
heavy traffic or main aisles should be 6 feet wide,
with side aisles narrower, to provide for an easier
flow of traffic.

PLANNING WORK FLOW

As a manager, you must be able to analyze
the work flow of an office or retail operation and
to develop alternative flow process plans. Flow
process analysis is a technique by which you can
analyze the flow and sequence of your operations.
It involves the charting of the steps that must be
performed to complete an operation under pres-
ent methods, analyzing the chart to determine
what improvements can be made, and then
charting a new sequence of steps under proposed
methods you have developed from the analysis.
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PREPARING A FLOW
PROCESS CHART

A flow process chart, either a Single-Column
Flow Process Chart, NAVPERS 594, or a local
form, can help you to analyze your work flow.
You can prepare a flow process chart for any pro-
cess, person, or material you wish to analyze.
The heading of the chart indicates what aspect
of the operation you are analyzing and where
the process begins and ends. You should then
list the steps that are involved in the pro-
cess in the sequence in which the steps occur
under your present method. (Figure 3-5 illustrates
a method that is currently being used for
handling the breakout of a ship’s store stock.)
Next, you should draw a line to connect the
symbols that identify what each step involves.
The five symbols are explained in the following

paragraphs.

changed, added to, or pre-

pared for another step. An
operation also occurs when information
is given or received. Some examples of an
operation are the preparation of a breakout
document (NAVSUP 973), receipt of ship’s
store stock into the bulk storeroom, or the
sale of an item of merchandise in the ship’s

store.
another, except when such
movement is part of an opera-
tion or inspection. Some examples of transporta-
tion are a document that is being carried to
another location or a person who is moving to
another area of the ship.

Operation—An operation rep-
resents a main step in the
process and takes place when
something is being created,

Transportation—Transporta-
tion is an auxiliary step that
occurs when something is
moved from one place to

Inspection—An inspection is
an auxiliary step that occurs
when items are checked,
verified, reviewed, or ex-
amined for quality or quantity.
However, the items inspected
are not changed at this point. Some examples
of inspection are proofreading a letter, checking
a breakout document for proper signatures,

or verifying that a customer’s change is
correct.

Delay—A delay is an auxiliary

step that occurs when condi-

tions do not permit or require

an immediate performance of

the next step. Some examples

of a delay are a document
that is waiting for a signature and a customer
who is waiting in line at the ship’s store.

Storage—Storage occurs when

something remains in one

place and is not being worked

on in a regular process, or

is awaiting further action at

a later date. Some examples
of storage are a document that is held in
a file for later forwarding with returns and
ship’s store stock that is stowed in a store-
room.

USING FLOW PROCESS CHARTS

In analyzing a flow process chart, you can
determine the actions you must take to improve
the sequence of any operation by asking yourself
Who?, What?, When?, Where?, Why?, and
How? You should make notes relating to these
questions on the chart that represents your pres-
ent method of work flow (fig. 3-5). You will use
these notes for the development of a revised chart
that will represent a proposed method of work
flow. Figure 3-6 shows a revised chart that has
been developed from the present method chart
shown in figure 3-5. You can apply flow process
charting effectively to solve procedural problems
created by changes in your personnel, your
organization, or your volume of work; to review
your operating methods periodically; and to
establish new organizations.

A resale operation, such as the prepara-
tion and processing of a breakout document,
the movement of merchandise during receipt,
or a cash-handling procedure are all work
flow situations that you can analyze by using
a flow process chart. Even if you decide
against using an actual chart, you can still
improve the sequence of operations in any
work flow situation by asking yourself the
questions: Who?, What?, Where?, When?,
Why?, and How?

An office operation can be analyzed in a
similar manner. To discover any possible delays
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in document flow, for example, you could
examine the preparation and processing of a pro-
curement document.

ESTABLISHING WORK SCHEDULES

In addition to analyzing and recommending
changes in work flow, your duties will probably
include the establishing of a work schedule for
a service operation. What factors should you use
in preparing this schedule? For example, some of
the factors that you must consider in a laundry
operation are as follows:

1. Amount of work that must be processed
weekly

Capacity of your laundry equipment

a. Washer-extractors

b. Tumbler dryers

c. Flatwork ironer

d. Laundry presses

. Number and competence of your laundry

crew

2.

Let’s now consider these factors and find out
why each of them has a bearing on your laundry
schedule.

AMOUNT OF WORK PROCESSED
WEEKLY

Your ship’s laundry facilities should be
adequate to process 24 pounds of laundry per
accommodation per week. If your ship is a sur-
face ship with more than 100 accommodations
(crew plus troops), then your ship should be
provided with laundry facilities that are capable
of meeting the following minimum requirements
within a 96-hour laundry operations week:

1. Provide one change of work clothing,
underwear, socks and one towel per day per
accommodation.

2. Provide one change of berth linen per
accommodation and one change of officer and
CPO dining facility linen per week.

3. Finish press three uniform shirts and
trousers per officer and CPO/SNCO (E7-E9)
accommodation per week.

4. Finish press one dress uniform shirt and
trouser per accommodation per crew (plus troops)
per week.

To get a rough idea of how much work your
laundry may be required to process weekly, you
should obtain the total number of your ship’s crew
and multiply that number by 24 (the average

3-11

number of pounds of laundry that may be ex-
pected to be processed weekly for each member
of a crew). For example, if your ship has a
3,000-member officer and enlisted crew assigned
for duty, your laundry workload for each week
would be approximately 72,000 pounds (3,000
x 24). You can anticipate that approximately 80%
of your workload will require tumble drying,
approximately 2% will require flatwork ironing,
and around 18% will require pressing.

CAPACITY OF LAUNDRY
EQUIPMENT

The capacity of your equipment determines
how much tumbled work, flatwork, and press
work your laundry operation can handle in 1 day.
The capacity of your equipment depends not only
on the rated capacity but also on the efficiency
and size of your laundry crew as you will learn
next. For example, if you have six centers for pro-
duction and ony four people to operate these
centers, then you will have two units that will be
idle at any given time.

SIZE AND COMPETENCE OF
THE LAUNDRY CREW

Laundering is one of the shipboard jobs that
must be done whether you have sufficient person-
nel or not, For the most part, your problem will
be one of scheduling. You need to make the best
use of your available personnel, and you should
try to spread the workload as fairly as possible.
Keep in mind that all operations should be
SUPERVISED BY TRAINED PERSONNEL,
however, your trained personnel need not PER-
FORM all the tasks.

BEST TYPE OF LAUNDRY
SCHEDULE

The best type of laundry schedule is the one
that best fulfills the laundry requirements of your
ship. Daily schedules have been successfully used
by some ship’s laundries; that is, a portion of the
laundry from each division is delivered to the
laundry each day for processing instead of once
or twice per week. The problem of stowing soiled
bundles—always a troublesome one—is partially
eliminated by a daily schedule. The amount of
work in process is also reduced, and better
delivery schedules can be developed. In addition,
daily scheduling of division laundry eliminates bad
odors in living quarters from soiled clothing and
definitely helps morale. On the other hand, the
laundry workload on some ships may not justify
a daily schedule—the amount of water and



detergents that must be used can be unnecessarily
heavy, and equipment must often run at less

than full capacity.

SAMPLE LAUNDRY SCHEDULE

Your laundry schedule should show such
things as (1) the type of lot, (2) the individuals

and groups to whom the lots belong, (3) the per-
sonnel who deliver the lots, (4) the day and hour

of delivery, and (5) the hour of pickup. Study the
sample schedule” shown in figure 3-7. A sample
set of accompanying instructions showing the

typical time of pickup, method of delivery, and
service rendered is given in figure 3-8. In

w—— ——— "
Individuals or Hour of
Lot Organization Delivered by Delivery pickup
INDIVIDUAL Officers * Mon.-Tues.-Wed.  (1000)
Chief Petty Officers | Ind. CPOs Th.-Fri.-Sat. (1000)
Individuals . . . . . Th.-Fri.-Sat. (1000)
DIVISION (Bulk) No.l . ....... Laundry POs Monday 0800
No.2 .. ...... do ......... do 1130
No.3 ........ do ......... do 1600
No.F ... ..... do ......... Tuesday 0800
No.H ........ do ......... do 1130
No.V . ....... do ......... do 1600
No.4 ........ do ......... Wednesday 0800
No.5 .. ...... do . ........ do 1130
No.6 ........ do ......... do 1600
No.A ........ do ......... Thursday 0800
No.C ........ do ......... do 1130
No.E ........ do ......... do 1600
No.G ........ do ......... Friday 0800
No.L ........ do ......... do 1130
No.M ........ do ......... do 1600
No.S ........ do ......... do 1600
No.R ........ do ......... Saturday 0800
No.B ........ do ......... do 1130
No.N .. ... ... do ......... do 1600
FLATWORK (Bulk)| Wardroom. . . . .. ¥ Monday 1100
Staterooms . . . . . pedo .. L. L. L Wednesday 1000
CPOMess . ... .. edo ... .. ... . Friday 1000
Sick Bay . . ... .. Hospitalmen Tu.-Th.-Sat. 1000
SERVICE (Bulk) Mess Manage ment One of same. . . . Daily 0900
Specialists . . . . .
Barbers . ... ... do ......... do 1100
Fountain Men do ......... do 1300
Hospitalmen. . . . . do ......... do 1500
*Personnel assigned to the rotatable pool.
22.64

Figure 3-7.—Sample laundry schedule.
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TIME SCHEDULES

Time schedules for the laundry
operation are as follows:

1. INDIVIDUAL WORK will be
picked up from the laundry at 1500
on the day following delivery.
DIVISION LOTS presented at the
laundry at 0800 will be picked up
at 1300 on the day of delivery, lots
presented at 1130 will be picked up
at 1630 the day of delivery, and
lots presented at 1600 will be
picked up at 1030 the following
day.

FLATWORK lots will be picked up

at 1530 the day of delivery.

SERVICE LOTS presented at 0900

will be picked up at 1430 on the

day of delivery, lots presented at

1100 will be picked up at 1600 on

the day of delivery, lots presented

at 1300 will be picked up at 0900

the following day, and lots

presented at 1500 will be picked up
at 1030 the following day.

5. Late deliveries to the laundry will
be processed at the convenience of
the laundry and not under the
schedule indicated.

SERVICE RENDERED

Services rendered will be as follows:

1. INDIVIDUAL LOTS will be
tumbled, except shirts and
uniforms, which will be starched
and pressed. Undershirts and
hand kerchiefs will be passed
through the flatwork ironer, or
tumbled.

2. DIVISION LOTS will be tumbled
except shirts and uniforms which
will be pressed as schedule permits.

3. FLATWORK LOTS will include
bath towels and flatwork. The
towels will be tumbled; and
flatwork, such as bed and table
linens, will be ironed or pressed
when possible.

SERVICE LOTS will be ironed on
the presses or tumbled, as
equipment permits. Work uniforms
will be the only personal apparel
included in these lots.

At the discretion of the laundry, if
tumbler production is behind, work
to be tumbled will sometimes be
run through the flatwork ironer or
pressed.

METHOD OF DELIVERY

The method of delivery to the laundry
will be as indicated below:

1. OFFICERS’ AND CHIEF PETTY
OFFICERS’ bundles will be
processed daily in accordance with
the schedules posted in the
wardroom and C PO quarters. A
laundry list will accompany each
bundle. The customer’s count
should be entered in the proper
column.

EACH DIVISION will deliver its
work in two groups, one containing
all white work and one with
dungarees and black socks. All
division articles will be properly
stenciled before delivery to the
laundry. Items to be pressed will be
placed in a separate division bag.
FLATWORK will be delivered in
bulk.

EACH SERVICE ACTIVITY will
deliver its laundry in bulk.

2.

3.

4.

Figure 3-8.—Sample laundry instructions.
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preparing a laundry schedule for your ship, you
will, of course, modify the schedule according to
your circumstances. A ship’s laundry schedule
should be flexible and yet should be able to ac-
commodate shipboard conditions like general
quarters, all hands working parties, and other
major evolutions.

In association with your laundry schedule, you
should maintain certain records and logs. The
records you maintain should be consistent with
your spaces, equipment, and available personnel.
Bulk work and press deck logs should be main-
tained daily, and signatures should be required
for pickups of completed work. The information
in these logs should provide you with a valuable
resource in preparing an effective laundry
schedule. Consult your NAVSUP P-487 for
additional operational requirements associated
with the successful management of a ship’s
laundry.

BARBERSHOP SCHEDULE AND
APPOINTMENTS

The purpose of scheduling appointments in the
barbershop is to provide better service for your
patrons who have neither the time nor the inclina-
tion to wait in line a long time for a haircut.

All personnel aboard ship should receive hair-
cuts every 2 weeks. This means your appointment
schedule should be designed to allow your barber-
shop to accomplish all the barbering work within
this period.

In scheduling haircuts, you should take the
following factors into consideration:

. The number of personnel aboard

The number and competency of barbers
The daily workload of each barber
Space available for patrons to wait
(usually no more than two patrons should
be waiting for one barber)

W N

A barber can usually give a satisfactory hair-
cut in 20 minutes. Therefore, if kept busy all the
time during an 8-hour period, the barber can give
up to 24 haircuts per day. The barber needs time
for personal hygiene, for sterilizing barbering
instruments, and for assisting in general shop
sanitation—to say nothing of rest periods and the
noon meal.

The two systems recommended for schedul-
ing appointments for the barbershop are the
appointment system and the division schedule.
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Appointment System

In the appointment system, appointment
schedule sheets are marked off for a definite
number of haircuts for each barber during the
day. Barbers should maintain their own sheets and
should post them either 1 day ahead of the time
the haircut is to be given or early in the morning
on the day the patrons apply for haircuts. There
should be a space for the signature of each patron
opposite the appointment time the patron has
selected.

The appointment system works fairly well,
although, on occasions, patrons fail to report for
their appointments and can throw your schedule
off. Occasionally, an unclaimed period can be
claimed by another patron. If you experience too
much difficulty with broken appointments, you
can report the offenders to the supply officer, who
can report their names to the cognizant division
officer.

Patrons who make what they think are
proper appointments and then find no barber to
serve them are understandably upset. Make
certain the procedures you follow are well known
by the patrons and are followed explicitly by all
of your barbers.

Division Schedule

The division schedule provides a definite
number of hours during which personnel in a
particular division may receive service in the ship’s
barbershop. The division petty officer controls the
scheduling of appointments and sends a certain
number of patrons from the division to the
barbershop at a time. This method of scheduling
prevents broken appointments, but it is generally
not preferred over the appointment system.

As the barbershop supervisor, you should save
all appointment sheets for at least 2 weeks just
in case someone should complain about not
being able to get a haircut because all the appoint-
ments were taken. This will also protect the barber
in the case of personnel failing inspections and
then claiming that they really did receive haircuts
in the ship’s barbershop when they really did not.

PERSONNEL MANAGEMENT

In your duties as a supervisor, you will
discover that personnel management will be
mainly concerned with the assignment of your
people on the basis of ability and interest to



perform specific functions, duties, and tasks.
Good personnel management involves your
recognizing that every individual uses a basic
knowledge, skill, or ability in performing a task
and that each person’s capacities should be fully
used. In dealing with these types of dynamic
aspects in an organization, you are not expected
to be a management engineer. However, as a
senior petty officer, you should be able to
exercise your leadership responsibilities to deal
capably in the area of human relations, In this
sense, leadership can be defined as the capacity
to direct or influence the behavior of others
toward specific goals. In carrying out this
mission, you will find that your responsibilities
do not stop with the assignment of duties and the
delegation of authority—you must also control
the functions and tasks performed through the
proper training and supervision of your people.
Accordingly, the people in your organization must
clearly recognize and understand what their duties
and responsibilities are, what authority has been
delegated to them, and to whom they are account-
able in the chain of command. In the following
sections, you will discover some of the principles
that govern the dynamic aspects of personnel
management.

ASSIGNMENT OF DUTIES

Duties are the tasks an individual is required
to perform. One of the principles of organization
you should observe is that every duty that is to
be performed must be assigned to someone. This
means that the obscure or once-in-a-while jobs
must be assigned as well as the jobs that are done
each day. When individuals are assigned jobs,
they should have a thorough knowledge of all the
procedures involved, the publications or other
directives required, and where they can obtain this
type of information. Persons who are assigned to
jobs should also know the order in which various
steps of the jobs should be performed. In addi-
tion, people should recognize that they are
expected to complete the tasks in a minimum
amount of time and yet consistently demonstrate
a certain level of quality in workmanship.

Fair Division of Work

Another principle you should observe regard-
ing the assignment of duties is the fair division
of the workload. Don’t make the mistake—which
is very easy to do—of having your best person
do all the work. In the first place, your error will
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result in penalizing the person for being a good,
dependable worker. When this individual leaves,
the division will be in a mild form of chaos until
someone else can be trained. Furthermore, by
placing the burden of the workload on one
individual, you fail in developing the potential of
your other workers.

Recognition of Responsibilities

The principle of unity of command states that
the final responsibility and authority at each level
of operation must rest with one person. This
means that responsibility for the accomplishment
of each task should be assigned to one specific
person. While some tasks cannot be performed
without a team, only one individual in the team
should have the responsibility for seeing that a
certain job is done. Unless your crew members
recognize what their responsibilities are, jobs are
either not going to get done or are going to get
done haphazardly. Even though individuals are
given special liberties, they should know they are
still responsible for seeing that the jobs assigned
to them must be carried out in their absence. This
is an important principle that you, as a supervisor,
must get across to your people.

DELEGATION OF AUTHORITY

Another important principle of organization
for you to follow is that authority must be com-
mensurate with responsibility. Authority is the
delegated right to make decisions in order to fulfill
a certain responsibility. Authority involves the
right to require actions of others, and the rights
of individuals to discharge those obligations for
which they are responsible. Remember, you
should delegate authority as far down the level
of command as possible without loss of control
over policy or procedures. Keep in mind, however,
that delegation of authority in no way relieves
superiors in the chain of command of their
overall responsibility. A superior is ultimately
responsible even though the subordinate to whom
the tasks are assigned remains accountable to the
superior. Here are some guidelines you can use
for effective delegation of authority:

® Provide clearly stated policy guidelines to
your subordinates.

@ Set up proper controls and procedures.



Define job assignments and delegate suffi-
cient authority to ensure that subordinates
are able to properly perform their jobs.

Select subordinates who are capable of
assuming responsibility.

Give necessary help to subordinates when
help is needed.

® DMaintain proper lines of communication.

® Evaluate results.

TRAINING YOUR STAFF

Before you set up a training program for your
staff, you must first determine what needs to be
taught and then how it should be taught. This
means that you should find out what previous
training and experience your people have had, and
then you should gear your training program on
a level that is suitable for their needs. Naturally,
since you and your personnel have assigned jobs
to do, much of your program will consist of on-
the-job training.

On-The-Job Training

There are many ways in which on-the-job
training can be done. As mentioned earlier in this
chapter, you can use your organization charts as
a training tool. Oral instruction, written pro-
cedures, visual demonstrations, and rotation of
duties are also methods that can be used for on-
the-job training. However, you also should make
a genuine effort to set aside some time for for-
mal types of training for your people. Individuals
with little or no previous training or experience
are going to need classroom instruction. Also, you
should make certain your subordinates are pro-
vided with the necessary training manuals and
other study materials so that they can qualify for
advancement. It’s up to you to encourage and
motivate your people.

Rotation of Duties

Although it is customary to assign routine jobs
to specific individuals on whom you can depend,
you will find it is a good idea to rotate your per-
sonnel from time to time. Rotation of duties is
a good way for individuals to learn how each job
contributes to the overall division function; it
also prevents a breakdown in the sequence of
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operations when a key person is gone. Transfers,
leave, and other absences of personnel are going
to occur, but these changes should not cause a
panic button situation in your division.

Another advantage that will result from the
rotation of duties is motivation. Some jobs are
simply monotonous and fatiguing. Sometimes, a
change of pace will stimulate interest in your
subordinates who have been assigned boring jobs.
However, you should avoid the mistake of
rotating your personnel too frequently. Each
individual should be assigned specific tasks for
a period of time that is long enough for that
person to become a proficient and productive
worker who contributes to the overall efficiency
of the operations. If you move your people
around too much, they could end up lacking an
understanding of what is being done and failing
to develop a sense of responsibility.

Effective Communication

The basic requirement for the training of your
subordinates is effective communication. To lead,
supervise, and train others, you must be able to
speak and write in such a way that others can
understand exactly what you mean. An important
requirement for effective communication in the
Navy is a sound knowledge of the Navy’s ways
of saying things. Some Navy terms have been
standardized for the purpose of efficient com-
munication. When a situation calls for use of
standard Navy terminology, use it.

Still another requirement of effective com-
munication is the use of technical terms. A
person who does not understand the precise
meaning of the terms that are commonly used in
connection with the work of the rating is already
at a disadvantage. When trying to read official
publications or instructions relating to the work,
this person is going to experience considerable
frustration and confusion. The person will also
experience a decided disadvantage when the
written examinations for advancement are given.
Although it is always important for you, as a
supervisor, to use technical terms correctly, it is
particularly important whenever you are dealing
with lower rated personnel. Any sloppiness you
may show in the use of technical terms is likely
to be very confusing to an inexperienced person.
Remember, whatever your subordinates do not
understand in their jobs will be very evident to
you in the work they produce. Use the correct job
language at all times and try to clear up any
misunderstandings first.



It is also important for you to maintain open
lines of communication with your superiors as
well as with your subordinates. Your seniors must
be kept informed on the status of your workloads,
your equipment and personnel requirements, and
any problems you are having. You should seek
direction from your superiors, request the help
needed, and offer your recommendations for
changes or improvements. At the same time, you
should always offer guidance and aid to
subordinates. You should encourage your people
to bring both problems and ideas to you for
discussion and solution. Of course, one of the
most important facets of training you can pro-
vide for your subordinates is your personal
example of how effective communication works
both up and down the chain of command.

Formal Training Courses

In addition to publications and training films,
there are now a number of training courses
available to personnel in the Ship’s Serviceman
rating. You may have an opportunity to attend
one of the training courses yourself, or, as an
enlisted supervisor, you may have the occasion
to recommend junior personnel for participation
in such a school. At present, the following courses
are available:

® Ship’s Serviceman class A school—A
6-week course designed to provide training to
enlisted personnel in the areas of ship’s store
administration, retail sales, and laundry
operations.

® Ship’s Serviceman barber school—A
4-week course designed to provide training to
enlisted personnel in the area of barbering. The
course covers barbershop management and opera-
tion, equipment and tools, men’s and women’s
haircutting, and skin diseases and their preven-
tion. Upon completion, the student receives the
NEC for Barber which is 3122.

® Laundry/dry-cleaning school—A 2-week
course designed to train Navy enlisted personnel
to perform various steps required in receiving,
marking, cleaning, and issuing of clothing that
is processed through dry-cleaning plants. Upon
completion, the NEC 3154 for Laundry/Dry-
cleaning Specialist is awarded.

® Navy exchange/commissary school—A
4-week course designed to provide training to the
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middle grade petty officers who are going to be
assigned to a Navy exchange or commissary.
Upon completion, an NEC of 3114 is awarded.

® Ship’s store afloat management—A
6-week course designed to provide training for
petty officers in advanced ship’s store record-
keeping. The course is made up of 5 weeks of
records and 1 week of management administra-
tion. Upon completion, an NEC of 3112 is
awarded.

YOUR ABILITY AS A SUPERVISOR

You may graduate from a formal school or
you may never have an opportunity to go to one,
but one thing is still the same-you will never stop
learning how to become a good supervisor.
Besides the special skills and knowledge you have
worked so hard to achieve in the Ship’s Service-
man rating, you must constantly strive to develop
your ability as a supervisor.

In supervising the activities under your con-
trol, you should not try to control every detail of
each operation. General orders should be enough;
they leave your subordinates some latitude in
which to make adjustments for unforeseen cir-
cumstances. As a result, your subordinates
develop a sense of responsibility which in itself
is a necessary part of effective supervision.
Therefore, you should learn how to use the con-
cept of general orders effectively. You will find
that when you maintain a general level of super-
vision not only do you establish confidence in
your subordinates, but you also remove from your
own workload the frustrations of having to cope
with the details of someone else’s job.

Because of the nature of your rating, you may
be placed in supervision over various activities.
Sometimes you may have to supervise a detailed
operation about which you have very little
knowledge. For example, if you area senior SH
whose specialty is the operation of retail activities
and you find yourself in an assignment where one
of your responsibilities is general supervision over
the ship’s laundry, you must rely on other
people to help you out. The person in direct
charge of the laundry is a Ship’s Serviceman
whose NEC is Laundryman—this is a person with
considerable training and experience in laundry
operation. It will be good leadership on your part
to show that you respect this individual’s
knowledge. Work with this person in establishing
a laundry schedule to meet the requirements of
the ship. You should also recognize that this



person knows the equipment and its capabilities
and the personnel. Don’t put the person in an
impossible position by demanding more than can
be done. But once a schedule is established, leave
the details of meeting the schedule to your expert.
Give aid in matters where you have more
knowledge and experience. Expect a high level of
performance, but if emergencies arise, such as a
breakdown of machinery, give the support your
people need in obtaining repairs or making
emergency arrangements. Insist that your
subordinates take good care of the machinery, but
be certain you know the facts before you start
assigning any blame for a mishap.

In supervising the barbershop, you should
make certain the required sanitary regulations are
observed and the haircut schedule is adequate to
meet the requirements of the commanding officer.
Direct responsibility for matters such as main-
taining an adequate stock of supplies and the per-
formance of each barber should belong to the
petty officer who is in charge of the barbershop.
Here again, unusual problems or difficulties
should be of concern to you, as the supervisor,
and these problems should receive your immediate
attention. The important thing to remember is
that you must always act promptly. Never let a
problem go unsolved even if the best you can do
at the moment is to provide only a temporary
solution. Follow through later on to discover the
correct ultimate solution, and see that the solu-
tion is adopted.

In your supervision of the retail activities
under your control, the importance of main-
taining strict control over all the retail functions
cannot be overemphasized. This does not mean
that you should try to supervise all the operations
directly, but you must impress upon your subor-
dinates that they are required to follow correct
procedures. By observation and inspection, you
must ensure that proper accountability is main-
tained. One of your most important controls is
that of auditing the ship’s store’s records and
returns. A thorough discussion of the auditing of
returns will be provided to you in chapter 7 of
this training manual.

In your duties as a supervisor, you will
probably discover that providing good customer
service is one of the most important aspects of
your job. You will have significant responsibilities
for making certain the enlisted personnel who man
the points of contact with the customers—
barbershop, laundry, ship’s store, tailor shop—
are aware of the importance of providing the
best possible customer service, The success of
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any ship’s service division in improving the general
morale of all shipboard personnel is dependent
to a considerable degree on the face-to-face rela-
tionships between the custodians or operators and
the customers. You, as leading petty officer,
should encourage ship’s service personnel to
respond to each customer’s needs as they would
wish others (the DK, for example) to respond to
their needs. You should always try to instill in
your people a sense of pride in performance. A
more detailed discussion of the importance of
effective customer service to the Navy appears
later on in this chapter.

Maintaining a Suitable
Span of Control

In all the activities you supervise, a principle
of good organization that you should use is the
maintenance of a suitable span of control. This
principle implies that the greater number of
people that one person must supervise, the more
difficult it will be for that person to supervise
effectively. A common rule you should use is that
your immediate supervision should not extend
over more than eight persons or less than four
persons. However, the type of work being done,
the capacity of a given supervisor, and the
relationships between a supervisor and the
subordinates are all factors that enter the
picture. The location of subordinates in relation-
ship to the supervisor is also a consideration. Your
layout should permit you to have frequent
personal contact with those you directly super-
vise.

There is also a time element involved with
supervision. As was mentioned, you should assign
responsibilities and delegate authority as much as
possible without losing control of policy and pro-
cedures. Generally, your span of control should
allow your subordinates to perform most of the
routine work. This technique provides you wit h
the time to supervise your people, to perform
any work that is beyond the capacity of your
subordinates, or to complete any work that
has been assigned to you by your seniors.

Evaluating the Work of
Your Personnel

As a supervisor, you will be expected to
evaluate the quality and quantity of the work that
is performed by your personnel. Most supervisors
you may ask will probably tell you that the fair



evaluation of subordinate personnel is one of the
most difficult aspects of any supervisor’s job.

As a supervisor, you must be able to decide
when criticism or praise is due. A good rule for
you to follow is to criticize in private and to praise
in public. Remember, criticism should be con-
structive and informative. Don’t make the mistake
of using criticism as an outlet for expressing
sarcastic comments, degrading your crew, or
displaying anger. This type of action will only
create hostility and destroy morale. If you have
the right attitude, the crew will soon realize that
your criticism is not to be feared but that it is given
as help and guidance.

As with criticism, there is an art to giving
praise. To be effective, praise should not be over-
done. When individuals are doing a good job on
routine work, they need some words of en-
couragement and appreciation. This will build up
pride and self-respect-elements that are necessary
for maintaining good morale. But save the “well-
done” commendations for job performances that
truly merit public recognition.

Evaluating your people is such an important
part of your job as a supervisor that you should
be especially careful to put your best effort for-
ward. Try to keep the work of each of your
subordinates in perspective, try to be fair, and
always try to express any criticism or praise in a
manner that will promote growth and awareness
in your subordinates instead of resentment and
bitterness. Also, you should keep in mind that a
job performance should be accurately reflected
in enlisted evaluation reports. For detailed
information on enlisted evaluation procedures,
you should consult Military Requirements for
Petty Officer First Class and Military Require-
ments for Chief Petty Officer.

YOUR ABILITY AS A LEADER

As most experienced supervisors will tell you,
you will never stop learning how to become a good
leader. As a senior Ship’s Serviceman, you will
now be expected to apply all the training in leader-
ship you have received throughout your naval
career. You will also be expected to provide
training in leadership to all of your subordinates.
There should be a constant training program in
leadership going on in every ship’s service
division.

Your ability to lead will be most apparent in
your supervision of other people. But, you should
keep in mind that your ability as a leader will
manifest itself in more subtle ways in almost
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everything you do. Your personal example will
probably contribute more to your success as a
leader than will any other single factor. Your
attitude toward your job, your subordinates, and
your seniors is sure to be contagious. By setting
a good example, you can make your job as a
leader and as a supervisor a rewarding experience
and the dividends you derive will be many.

ADMINISTRATION

In any ship’s service activity, especially in
any ship’s store division, there are many
administrative matters that must be coordinated
with the overall operation. From your study of
Ship’s Serviceman 3 & 2, modules 1 and 2, you
are probably familiar with some administrative
matters, such as basic procedures concerning cor-
respondence, files, and records. Now it is time for
you to deal with the supervisory aspects of these
matters. You are now responsible for initiating
and controlling correspondence; maintaining files,
records, publications, and directives; and develop-
ing procedural instructions.

CORRESPONDENCE

As a senior Ship’s Serviceman, you will be
expected to initiate routine correspondence and,
on occasion, to prepare drafts of Navy directives.
This means you will be responsible for originating
the contents of letters or other types of cor-
respondence and for placing all types of cor-
respondence in their proper formats. At some
activities, you may be expected to prepare smooth
correspondence from rough drafts that were
prepared by others.

The importance of correctly written and
courteous correspondence cannot be overem-
phasized. Efficiency of any operation is increased
if the communications that are transmitted within
activities of the Navy are all properly prepared.
Relationships between activities of the Navy are
governed, in a large measure, by the tone and
quality of the written communications exchanged
between them. In recognition of this, Navy
Regulations states that official correspondence
shall be courteous in tone, concise, and accurate.

Writing Guides
From your study of Ship’s Serviceman 3 & 2,

you are probably already familiar with the
standard formats and basic procedures for the



preparation of official correspondence including
naval letters, business-form letters, endorsements,
speedletters, messages, memoranda, and Navy
directives. For guidelines on official cor-
respondence and for more detailed information
on standard Navy correspondence practices, you
should review the material covered in chapter 3,
module 1, of Ship’s Serviceman 3 & 2, and you
should consult the Department of the Navy Cor-
respondence Manual, SECNAVINST 5216.5C.

Classified Information

On rare occasions, you may encounter cor-
respondence that contains classified information.
Under these conditions, be sure to consult the
Department of the Navy Information and Person-
nel Security Program Regulation (Navy Security
Manual), OPNAVINST 5510.1, for the proper
procedures governing the handling and control of
classified information. The Navy Security Manual
is supplemented by the Guide for Handling and
Control of Classified Matter, OPNAVINST
5510.40, which contains guidelines for develop-
ing uniform systems for the handling and controll-
ing of classified information.

Principles of Letter Writing

Before you can produce an effective letter, you
must give some thought to planning and organiz-
ing what you intend to say. The first step you
should take is to determine exactly what you want
your letter to accomplish. Preparing a statement
of the subject of your letter will help you to clarify
the purpose of your letter and will give you some
guidelines on what you should include and what
you should omit. Some common purposes of
naval letters are as follows:

® To request permission or authorization to
act

To request that action be taken
To request information

To supply information or instructions that
were not requested

To reply to a request for permission or
authorization to take an action

To reply to a request that an action be
taken
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@ To reply to a request for information

ORGANIZING THE LETTER.— The
various parts of your letter should be organized
with the reader’s viewpoint in mind. Use only the
references that are necessary and keep in mind
that addressees may not have access to certain
references. Use enclosures only if you need them
to clarify or explain the basic contents of your
letter in greater detail, Arrange the paragraphs in
a logical order. Each paragraph should discuss an
idea, or several closely related ideas, covering a
single topic, or subtopic, of the general subject.
The important things for you to remember are to

® envision the body of your letter as a suc-
cession of units,

arrange the units in what seems to you to
be the most satisfactory order,

complete each unit before you move on to
the next one, and

maintain continuity by providing a tran-
sition from one unit to another.

CHOICE OF WORDS.— Use simple
language. The best words are those that are precise
in meaning, suited to the intended reader, and are
as short, simple, and direct as possible. Avoid
using a long word merely for the sake of sounding
more important or more dignified. Usually, such
attempts will only result in your sounding preten-
tious, stuffy, and hard to understand. Not only
should you avoid using long words where short
ones would be better, but you should also avoid
using more words than you really need. Tell your
story as briefly as possible—the reader will
appreciate it.

COMPLETING THE LETTER.— Review
your draft before you type it in the smooth. Make
sure your letter tells the story with tact, simplicity,
and clarity. Make certain that sentences are
grammatically correct, and accept criticism from
your superiors as a guide for self-improvement.
When you assign a file number to your letter,
select an identification code that is appropriate
to both the purpose of the letter and the files in
your own office. Finally, ensure that the letter is
mailed to a correct address. Correct names,
addresses, and applicable ZIP Codes are con-
tained in the Standard Navy Distribution List
(SNDL), part I—“Operating Forces of the Navy”



(CONFIDENTIAL), and part II—“Catalog of
Naval Shore Activities.”

FILES AND RECORDS

Among other duties as a senior Ship’s
Serviceman, you may find yourself in charge of
the ship’s store division office in which you will
be responsible for establishing and maintaining
a standard Navy filing system. Your basic guide
to the Navy’s system of identifying files and
records is the Department of the Navy Standard
Subject Identification Codes, SECNAVINST
5210.11. The use of the numeric and name-title
codes contained in this directive for identifying
files and records is discussed in chapter 3, module
1, Ship’s Serviceman 3 & 2.

Organizing the Files

In your study of Ship’s Serviceman 3 & 2, you
were introduced to the basic files and records that
are required and that must be maintained in a
ship’s store division office. These records include
the general correspondence files, the directives
files, and the ship’s store records files. Additional
files may be required depending on your organiza-
tion and the functions of your particular office.
Unless you are assigned to a newly commissioned
ship or activity, chances are you will not be con-
cerned with the initial establishment of a filing
system. However, this does not mean your existing
system cannot be improved. You should review
your office’s filing needs periodically with a view
toward eliminating unnecessary files, con-
solidating related files, and disposing of obsolete
files. The ideal time to do this is at the time you
terminate files. Correspondence files, like any
ship’s stores files, should be terminated at the end
of each accounting period. Exceptions should be
made only for active correspondence that is
needed for quick reference. When you are starting
new files, you should establish essential files
only and you should avoid excessive cross-
referencing.

Clearly identify correspondence file folders by
the appropriate numeric codes or name-title codes
used as file numbers. Keep the file folders in the
same code sequence as that listed in the Standard
Subject Identification Codes. Directives, of
course, should be maintained in standard three-
ring binders. The binders should be marked to
indicate the series oft he directives they certain.
Ship’s store records files should be identified as
to accounting period and accountable officer.
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Maintaining the Files

Don’t let the material for the files pile up.
Establish a routine that will ensure that completed
correspondence and records are filed each day.
Indoctrinate your personnel on proper filing
practices and carefully supervise the filing opera-
tion. You should ensure that directives are filed
according to the Navy Directives Issuance System.
When material is removed from the files for
reference or for any other action, keep a record
of the material that was removed and the name
of the person to whom it was released. Review
the record daily to ensure that ship’s store records
are returned to the files at the end of the day and
that other material is returned to the files when
the related action is completed.

Disposing of Obsolete Files

As mentioned earlier, you should properly
dispose of obsolete files when the files are termi-
nated. The obsolete files are those that have
outlived their current usefulness and must be
disposed of either by local destruction or by
transfer to another activity for preservation or for
later destruction. For detailed official instructions
governing the proper disposal of files and records,
you should consult the Disposal of Navy and
Marine Corps Records, SECNAVINST 5212.5.
This directive defines the categories of files and
records, and it lists which records can be disposed
of locally and which must be forwarded to federal
records centers.

PUBLICATIONS AND DIRECTIVES

By now, you are probably familiar with the
various publications and directives that are used
in a ship’s store division. However, as a super-
visor, you must know not only the purpose and
use of these publications but also how they are
procured, issued, stowed, and maintained.

Procurement

Initial supplies of publications and directives
(and changes thereto) are automatically dis-
tributed to your ship or activity by centralized
supply points. The supply points use your
distribution code number (assigned in the SNDL
to your particular activity) to determine the type
and quantities of publications and directives that
are essential to your activity’s operations. When
you require additional copies of publications



and directives, you must requisition them through
the normal Navy supply channels and according
to your local procedures.

Issuance

Internal distribution of publications is
normally a function of the ship’s office. Once
publications or directives are received by your
division, you should establish check-out and
check-in procedures for these materials. You can
use standard IN-OUT cards which are available
through the supply system for this purpose.

Stowage

Aboard ship where space is a problem, you
may have to stow publications on the top of your
desk, or in a seldom used file cabinet drawer.

The main thing is to make certain that fre-
quently used publications are readily accessible
to the people who need to use them. Stow
publication-type directives with your other
publications, but be sure to place locator sheets
in your directives binders so you will know where
to find these directives when changes are received.

Maintenance

It is important that you keep all official
publications and directives up to date. An out-
of-date or poorly maintained publication is
practically useless because of the incorrect
information or obsolete procedures it might con-
tain. This point cannot be overemphasized in
regard to any of the ship’s store procurement
publications, such as the Ship’s Shore Afloat
Catalog (SSAC) or the Ship’s Store Contract
Bulletin. Remember, out-of-date procurement
information often leads to unnecessary delays in
the shipment of merchandise.

Thoroughly indoctrinate your personnel on
the procedures they should follow for making
changes and corrections to publications and direc-
tives. As you know, most publication changes
contain a cover sheet which gives specific instruc-
tions for making changes. Make sure your people
read the cover sheet before they attempt to
make any changes, Whenever a list of effective
pages is included with a change, make sure that
the page numbers are checked before any of the
removed pages are thrown away. Use the Navy
Supply Corps Newsletter to verify the accuracy
of your NAVSUP publications in terms of the
latest changes. The Newsletter is distributed
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monthly to all Supply Corps officers and to the
master and senior chief petty officers who are
serving in the AK, DK, SK, MS, and SH ratings.

PROCEDURAL INSTRUCTIONS

As a senior petty officer, you maybe required
to assist the supply officer in the preparation of
instructions. Supply department instructions
should be prepared according to the guidelines
furnished in Shipboard Procedures (NWP-50) and
the requirements of type commanders. Supply
department instructions are required by NAVSUP
P-487 for prescribing safety precautions and
operating instructions for equipment and sanitary
regulations for equipment and spaces. However,
you do not need to prepare these instructions as
long as you have already posted plastic laminated
placards incorporating the requirements of cogni-
zant bureaus or commands. In any case, you
should post these instructions or requirements in
conspicuous places where they may be readily seen
by concerned personnel.

You will be required to prepare instructions
covering subjects that concern your ship’s store
division personnel.

® Hours of operation for the ship’s stores
and related service activities

Regulations for the procurement, stowage,
custody, inventory, and sale of tax-free
cigarettes

Assignment of an authorized inspector of
ship’s store material

® Appointment of a cash collection agent
POLICY SIGNS

You must post various policy signs, especially
in your sales activities. You must place a sign
advertising the harmful effects of cigarette smok-
ing in each area where cigarettes are sold, whether
they are sold by the pack or by the carton.

You should post a sign to the effect that per-
sonal checks and traveler’s checks will be accepted
up to the amount of the sale. You should also post
a sign that explains the ship’s store’s policy for
the returning of defective merchandise that was
purchased in the ship’s store.

A notice should be posted that special orders
can be made through the ship’s store office for
authorized merchandise that is not carried in



stock. Another sign you should place in full view

is a statement that all profits from the ship’s store

go to the recreation fund.

Some of these signs are available from the
ship’s store division of NAVRESSO. Consult the
Ship’s Store Afloat Visual Merchandising
Supplement on “Basic Display and Signing
Requirements” for what is currently available.
The other signs you need can be locally prepared.
Remember, you should use the standard format
prescribed by the Navy Correspondence Manual
and by the Directives Issuance System, part II,
in your preparation of policy signs and
instructions.

MAINTENANCE AND MATERIAL
MANAGEMENT

Every Ship’s Serviceman should be familiar
with the Ships’ Maintenance and Material
Management Systems, commonly referred to as
the 3-M Systems. The 3-M Systems are a fact of
life for any person who is involved in the
maintenance of a Navy ship. You will be in-
fluenced by your ship’s 3-M Systems for as long

as you are on duty because these systems will help

you to keep your equipment and your spaces
working for you.

Your ship’s 3-M Systems provide for the
orderly scheduling and accomplishment of
maintenance. The 3-M Systems include the
reporting of information and the management of

maintenance support functions. As a senior Ship’s
Serviceman, you will be involved with the schedul- -

ing, inspecting, and reporting of any maintenance
in the activities under your control. All the
documents and procedures of the 3-M Systems
will not be discussed in this chapter. For detailed
information, you should refer to the Ships’
Maintenance and Material Management (3-M)
Manual, OPNAVINST 4790.4A. This manual
consists of three volumes, but you, the senior
Ship’s Serviceman, will probably be concerned
only with volume 1.

PMS SCHEDULES

One reason for the effectiveness of the 3-M
Systems is the orderly scheduling of preventive
maintenance actions. When performed according

might result in repeated and costly corrective
maintenance actions. As a senior Ship’s Service-
man, you will be responsible for helping to
establish PMS schedules for the equipment and
spaces under your control. There are three PMS
schedules with which you will be directly con-
cerned: cycle, quarterly, and weekly. Let’s take
a brief look at each one.

Cycle Schedule

The cycle schedule displays the maintenance
requirements to be performed between major
overhauls of the ship. It contains the following
information:

Ship’s name and hull number

Work center

Effective date of the schedule

A listing of maintenance index pages
Equipment name

Schedules of semiannual, annual, and
cycle maintenance requirements divided
into quarters after overhaul

7. Quarterly, monthly, and known situation
maintenance requirements which must be
scheduled each quarter
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The cycle schedule is maintained in the ship’s

departmental office and is used by the department

head for preparing the quarterly schedules.
Quarterly Schedule

The quarterly schedule is a visual display of
the ship’s employment schedule and the PMS re-
quirements to be performed during a specific
3-month period. The schedule, which is updated
weekly by the division officer, provides a ready
reference to the current status of preventive

maintenance for each work center. Spaces are pro-

vided for entering the work center, year, quarter
after overhaul, the 3 months covered, main-
tenance index pages (MIP) codes, and main-
tenance rescheduled to the next quarter.
Thirteen columns, one for each week in the
quarter, enable the scheduling of maintenance on
a weekly basis. Each column is divided (by tick
marks) into 7 days. A line drawn through the
appropriate marks represents “at sea” days.
Maintenance requirements are transcribed

to schedule, these maintenance actions provide the
means of identifying any parts requiring replace-
ment prior to failure. This type of preventive
maintenance curtails equipment breakdowns that

from the appropriate Quarter after Overhaul and
Each Quarter columns of the cycle schedule to the
week on the quarterly schedule in which the work
can best be accomplished. The quarterly schedule
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is used by the work center supervisor for schedul-
ing weekly maintenance. When a maintenance
action is completed, it is crossed out. A circle is
drawn around incomplete maintenance. The

reason for any maintenance requirement that was

not completed during the quarter is given on the
back of the schedule. The completed quarterly
schedule is retained for 1 year as a planned
maintenance record.

Weekly Schedule

The weekly schedule shows all planned
maintenance scheduled for completion in a work
center during a given week. The weekly schedule
is posted in the work center and is used by the
supervisor to assign personnel to perform the

required maintenance. The weekly schedule is also
used by the division officer as a basis for updating

the quarterly schedules.
The weekly schedule provides the following
information:

1. The work center and the appropriate dates.

2. A list of components in the work center.

3. The names of personnel that are assigned
to perform specific maintenance requirements.

4. MIP numbers.

5. Columns for listing PMS maintenance re-
quirements to be performed during the week.

6. Outstanding repairs, PM checks, and situa-
tion requirements due in the next 4 weeks.
(Outstanding repairs are corrective maintenance
actions that have not yet been done because they
are beyond the capacity of the ship’s work force,
or because there is a lack of spare parts or
proper tools for the job.)

The work center supervisor checks the
quarterly schedule and draws up a list of all

planned maintenance system (PMS) requirements

for the coming week. The supervisor then checks
the maintenance index pages (MIPs) for any
related maintenance requirements and for daily
and weekly PMS checks. (Weekly requirements
should generally be entered on Monday for easier
rescheduling.) The work center supervisor also
fills in the Outstanding Repairs Due column as
necessary. After assigning personnel by name to
specific maintenance tasks, the supervisor then
posts the weekly schedule in the work center.
Maintenance personnel check the weekly
schedule by their assignments. After they obtain
all the maintenance requirement cards (MRCs),
tools, and materials they will need, they start
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performing the assigned maintenance work. They
report all the completed tasks to the work center
supervisor. If the assigned maintenance was not

completed, they report the reason why. The super-

visor then crosses out all the completed actions
and circles those that were not completed. The
supervisor reschedules the uncompleted main-
tenance tasks as conditions permit.

In addition to the maintenance provided by
the cycle, quarterly, and weekly PMS schedules,
your ship may undergo special types of main-
tenance during the times when the ship is not in
full operation. For example, when your ship is
in a yard for overhaul, the general maintenance
requirements are usually reduced. The regular
PMS schedules and documents are then supple-
mented by planned maintenance during overhaul
(PMDO), MIPs, and MRCs for any inactive

systems and equipment on board. PMDO features

include

1. maintenance requirements necessary to
avoid deterioration of inactive systems,

2. start-up maintenance actions near the end
of the overhaul period, and

3. operational testing to ensure system
readiness.

RECOMMENDATIONS FOR
OVERHAUL OR REPAIR

When you know there is an upcoming yard
period or tender availability (TAV) period, you

should meet with your division officer and prepare

a list of equipment that might need repair or any
spaces that may need lagging or changes. Enter
this information on an OPNAV 4790/2K, Ship’s
Maintenance Action Form, commonly known as
a “2-Kilo.” After the 2-Kilo is approved, you
should forward it to the 3-M coordinator to be
included with other ships’ requests.

As a senior Ship’s Serviceman, you must
always scrutinize your equipment and spaces
for any necessary maintenance. You must be
knowledgeable of your PMS schedules and of
the policies of your ship in regard to main-
tenance reports and inspections. For additional
information on the 3-M Systems, you should
refer to Ship’s Serviceman 3 & 2, Military
Requirements for Petty Officer Third Class,
Military Requirements for Petty Officer Second
Class, Military Requirements for Petty Officer
First Class, Military Requirements for Chief
Petty Officer, and the Ships’ Maintenance
and Material Management (3-M) Manual,



OPNAVINST 4790.4A. For special information
on maintenance of ship’s store equipment, con-
sult your NAVSUP P-487.

COORDINATED SHIPBOARD
ALLOWANCE LIST (COSAL)

In addition to your responsibilities in the
maintenance of the equipment and spaces under
your control, you, as a supervisor, must recognize
the need for an up-to-dateCoordinated Shipboard
Allowance List (COSAL). You must make
certain that all current changes to the COSAL
have been made for new equipment or for any
necessary spare parts to the equipment already
under your management.

You will not make changes to the COSAL
yourself. Your main objective in being familiar
with the COSAL is to ensure that all current

changes in effect have been made and that valida-

tions have been completed by the Storekeepers.
This is especially important whenever you have
received new equipment, such as a washer, dryer,

or dry-cleaning machine. New equipment requires

different parts or components, and it is up to you
to ensure that the parts that are on the allowance
list are authorized to be carried and are carried.
If a belt on a washer breaks while you are
deployed, and no spare belts are carried, you are
in big trouble. You should consult chapter 5,
Storekeeper 3 & 2, for detailed information on
the COSAL, Allowance Parts List (APL), and
Allowance Equipage List (AEL).

INSPECTIONS AND AUDITS

Inspections and audits of your sales activities
will be an important part of your job as a super-
visor. The following section discusses the types
of inspections and audits with which you will be
concerned and the responsibilities that you, as a
leading petty officer, will have for maintaining
readiness for such inspections.

SUPPLY MANAGEMENT

INSPECTION
A supply management inspection (SMI) is

undertaken to determine whether or not the
supply department is doing its job for the

customers it serves. A supply management inspec-

tion is conducted approximately once each year.
The inspections are conducted by staff supply
officers and senior petty officers of the supply
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ratings. Usually, procedures and methods are
examined as to whether or not they are follow-
ing prescribed or approved standards. Records
and reports are also examined as to whether
or not they meet requirements of law and
regulations.

INTERNAL INSPECTION
AND AUDIT

As a senior petty officer in the ship’s store divi-

sion, you will be expected to help the ship’s store
(accountable) officer in establishing an audit
system with which you can maintain the accuracy
of documents, records, and reports. You will also
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be expected to initiate an inspection procedure

that will guarantee that the prescribed procedures

and methods are being followed in the operation
of your retail and service activities. Chapters 4
and 5 of this training manual contain informa-
tion on the procedures for auditing procurement,
receipt, and expenditure documents. Chapter 7

also describes the auditing of the closeout of ship’s

store records and the preparation of returns. The
information in these chapters may help you to
develop an effective inspection plan for the
activities under your control.

In addition, the appendixes in this training
manual are provided to help you in determining
the inspection and audit procedures you will use.
The appendixes include lists of the most common
SMI discrepancies in the ship’s store and service
activity areas. You can check your procedures
against these lists to make certain your organiza-
tion is not committing the same errors.

You should review reports of any previous
inspections to ensure that previous discrepancies
in your retail and service activities have been
corrected. However, the important thing to
remember in fulfilling your responsibility as an
inspector and auditor is that inspection is a con-
tinuing process—not just a hastily performed
checkup when you learn that an inspection has
been scheduled for your ship. The goal of an
internal inspection and audit is to allow you to
know what deficiencies exist and what you must
do to correct them on a continuing basis.

FLEET ACCOUNTING AND
DISBURSING CENTERS
(FAADCS) AUDIT

The fleet accounting and disbursing centers
(FAADCs) are the organizations that conduct the
audits of a ship’s store returns. The captions of



the Ship’s Store Balance Sheet and Profit and
Loss Statement (NAVCOMPT Form 153) are
verified with the substantiating documents sub-
mitted. If discrepancies are discovered, a letter
report is forwarded to the command concerned.

CUSTOMER SERVICES

The success of any ship’s store or service
activity in meeting its purpose and objectives is
dependent to a considerable degree on the face-
to-face relationships between the store or service
operators and the customers. Desirable merchan-
dise, attractive displays, and prompt services are
all important; however, customer satisfaction can
only be assured by a conscientious, responsive
operator. You, as a supervisor, must impress upon
your operators the importance of their jobs to the
general morale of shipboard personnel.

Remember, once you have selected an
operator, you will have a continuing responsibility
to ensure that the operator is making all efforts
to improve customer service. You should always
encourage all of your operators to be as respon-
sive and helpful to the customer as they themselves
would desire to be treated.

PROVIDING RESPONSIVE SERVICES

If your customers are happy and satisfied, you
will seldom hear anything about it. However, if
there are any dissatisfactions or complaints, you
will usually hear about them very quickly.

To make certain you are doing your best to
carry wanted ship’s store items, you should
periodically run a ship’s store survey, asking
whether the crew is satisfied and what items, if
any, they would like to see the retail outlets carry.
Remember, however, you are running a ship’s
store and not a Navy exchange. Just because a
person wants some off-the-wall item and you have
determined it not to be of general interest, you
should not have to carry it as stock. That is what
special orders are for.

You can find a detailed discussion of the
importance of effective customer services to the
Navy in Ship’s Serviceman 3 & 2, module 1,
chapter 4. You should also consult the Navy
Customer Service Manual for additional in-
formation.
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EVALUATING CUSTOMER
SERVICES

As mentioned earlier, a good indication of
troublespots are the complaints that you will
receive. Most of the complaints received aboard
ship are concerned with the ship’s laundry, and
most of those complaints involve lost or misplaced
clothing. You may want to change your laundry’s
procedures for the logging in and out of division
laundry bags. You may want to institute more
training on the wash decks on sorting and the use
of identification markers. You should examine
carefully any improvements you can make on
your existing procedures.

The main complaint you will encounter about
the barbershop is usually concerned with a bad
haircut. About all you can do is to give your
barbers more instruction and let them have more
practice. Unfortunately, your customers may have
to live with any mistakes your barbers make
until time for the next haircut.

RESOLVING CUSTOMER
COMPLAINTS

You, as a senior Ship’s Serviceman, will be
expected to investigate any complaints from the
crew about the ship’s service operation. As
previously mentioned, the main complaint will be
concerned about missing or damaged laundry.
You will first have to determine if the clothes were
actually deposited for cleaning or repair. If they
were, then you must determine the circumstances
of the loss or damage. If damage has resulted in
the ship’s laundry, use the following information
to determine what the proper reimbursement
recommendation should be.

Loss Of or Damage To
Personal Apparel

When losses of or damage to personal
apparel occur through the operation of a ship’s
store laundry, dry-cleaning facility, or tailor
shop, a claim for reimbursement can be sub-
mitted to the commanding officer via the ship’s
store officer.

After a recommendation has been made from
the ship’s store officer, the commanding officer
will determine the amount to be paid as



reimbursement for loss of or damage to personal
clothing. The amount is based on factors such as
the original cost, current market value, length of
time in use, and whether or not the article is
repairable. Articles that can be repaired will be
deleted from the claim and will be repaired
without charge.

You can use the table in figure 3-9 as a
guide for determining claim value for personal
clothing. Use the following steps to calculate
the value:

1. Determine the life expectancy rating for
the article. Basically, life expectancy ratings
are

a. all washable items—2 years, and

b. clothing to be dry cleaned only—4
years.

2. Find out the age of the article from the
owner, then read down the table under the
applicable life expectancy to the age of the
article.

e a
from investigation or from a statement from the
A .

owner. Three levels of conditio

3. Determine tk

relationship to the amount of use and care the
article has had.

a. Excellent condition—having the ap-
pearance of an exceptionally well-cared-for
article that looks like new

b. Average condition—having an ap-
pearance expected of an article that has had
reasonable use, considering its age

¢. Poor condition—having the appearance
of extensive use, but not of abuse

4. From the age of the article, read right to
the applicable Adjustment Values column and
determine the claim value by multiplying the
replacement cost (cost of acquiring a new article
of comparable quality) by the percentage
figure.

EXAMPLE:

Summer white shirt: Replacement cost—$9.75;
Life expectancy—2 years;
Actual age—11 months;
Condition—average;

Adjustment value—60% of $9.75 = $5.85

235U 1123 vV 2.0,

Life Expectancy Rating of Article

Adjustment Values

Two Years Four Years Percentage of Replécement Cost
Condition of Clothing
Age of Article in Months Excellent Average Poor
0 through 4 0 through 4 100% 100% 100%
5 through 7 5 through 13 75% 75% 60%
8 through 13 14 through 25 70% 60% 457,
14 through 19 26 through 37 50% 40% 30%
20 through 25 38 through 49 30% 20% 15%
26 months 50 months 20% 15% 10%
and older and older
79.54

Figure 3-9.—Chart of claims adjustment values.
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CLAIM FOR LOSS OR DAMAGE OF PERSONAL CLOTHING

DATE

in the ships store for which reimbursement is claimed as per NAVSUP Pub
par. 8202:

Original Number of
Description of Purchase months in Claim
Articles Quantity Cost Use Value

TOTAL CLAIMED

Signature of Claimant

This claim has been investigated and the loss or damage has/has not been
(Circle as applicable)

established. Reimbursement in the amount of $ is recommended. This

expense is chargeable to Ships Store Profits, Navy (17X8723,2301 75400).

Signature of Ship's Store Officer

The disbursing officer is directd to reimburse the claimant in the amount

of dollars and cents. The expenditure of Ship's Store Profits, Navy
authorized is considered necessary or desirable for the morale of the
personnel under my command.

Signature of Commanding Officer

Paid in cash $ on
Amount Date Signature of Payee

Distribution: Original: disbursing returns
Duplicate: disbursing files
Triplicate: ships store retained returns

79.55
Figure 3-10.—Claim for loss of or damage to personal clothing.
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Procedure for Handling Claims

An original and two copies of a claim, similar
to the one in figure 3-10, should be prepared by
the individual who is making the claim and should
be forwarded to the commanding officer via the
ship’s store officer. After the claim has been
approved and the commanding officer has
authorized and directed payment, the individual
(payee) will present all copies of the claim to the
disbursing officer for payment. For cash
payments, the disbursing officer will obtain the
payee’s signature on the original claim under the
space headed Paid by Cash. The disbursing
officer will then furnish to the ship’s store officer
one copy of each paid claim and two copies of
the Reimbursement Voucher (Standard Form
1129). One copy of the Standard Form 1129 will
be submitted with the ship’s store returns, and one
copy (with a copy of the approved claim attached)
will be filed with the retained returns.

SAFETY PRECAUTIONS

You, as a senior Ship’s Serviceman, have the
obligation to be aware of all safety rules and ship’s

3-29

instructions. You must also make certain your
troops are aware of the rules and are complying
with the instructions. Most safety rules are just
common sense, but rules are often ignored if they
are not strongly enforced. Violations range from
the laundryman’s inserting an object in a laundry
press button (so as not to have to use both
buttons) to your troops not wearing hard hats
while they are out on deck during an UNREP.
Safety rules are mostly little things, but if they
are ignored, they can become big problems for
you as a supervisor. Be aware of your ship’s rules
and insist upon absolute compliance on the part
of your people.

As you have probably recognized, a manager’s
job is not really an easy one. Being a good super-
visor and leader will be the most important goal
you can achieve as a senior Ship’s Serviceman—
and it will be the most difficult one. In all of your
management responsibilities and duties, you can
do the best possible job if you can just keep three
rules in mind:

Know your job.
Know your people.
Know yourself.






CHAPTER 4

PROCUREMENT

As a senior petty officer, you will have increas-
ing responsibilities in the areas of selection, in-
ventory planning, and procurement of ship’s store
stock. Ship’s store stock includes all articles
intended for resale in the ship’s store, consumable
materials intended for use in related service
activities, and minor equipment and parts not
included in allowance lists for related service
activities. In addition to ship’s store stock, you
may assist in the procurement of major equip-
ment, equipment repair services, and other supply
department materials.

AUTHORIZED MERCHANDISE

Before you can decide what merchandise to
stock, you must be aware of what items you are
allowed to carry. Because of the varying
restrictions on different types of merchandise,
determining whether an item is authorized can
be somewhat confusing. Basically, however,
merchandise can be divided into four categories,
each of which will be discussed below.

® U.S. merchandise for stock

® U.S. merchandise for special order

® Foreign merchandise for stock

® Foreign merchandise for special order
U.S. MERCHANDISE FOR STOCK

In your procurement of ship’s store stock, you
will probably order more U.S. merchandise than
any other type of stock. Although U.S. merchan-
dise is the broadest category of available stock,
you must still determine which items have been
authorized for the ship’s store. Fortunately, there
are resources you can use as guidelines.

One of the most important tools you will use
is the basic list of authorized items contained in

the NAVSUP P-487 (Ship’s Store Afloat). This
list is designed to help you provide your ship with
the necessary health, comfort, or convenience
items to be used by shipboard personnel in their
day-to-day lives. The items are listed alpha-
betically within categories. You should notice that
a unit cost limitation has been established on
various luxury items.

The Ship’s Store Afloat Catalog (SSAC),
published by the Navy Resale and Services Sup-
port Office (NAVRESSO), is an important
resource you can use for determining what items
of stock you should carry. You may procure for
stock any item in the SSAC that is not designated
for special order only even though the item may
exceed the unit cost limitation or may not be on
the authorized stock list at all.

An additional procurement aid is the Ship’s
Store Contract Bulletin. You may procure for
stock any items included in this bulletin, but which
were not included in the basic list of authorized
items (NAVSUP P-487), from any of the sources
listed. Basically, any item of U.S. merchandise
that you wish to carry in stock must be contained
on the authorized stock list within the unit cost
limitation or must be procured either from the
SSAC or from the Contract Bulletin.

U.S. MERCHANDISE FOR
SPECIAL ORDER

A special order is when you place an order for
an authorized patron upon the patron’s request.
Immediately upon receipt, the item should be sold
to the patron and should not be carried in stock.
Among the procedures for placing special orders,
there are some optional measures you should con-
sider. For example, your commanding officer may
direct the ship’s store officer to collect for special
orders before you place the purchase order.
Another step you can take is to ensure that the
individual who is placing the order is not
detaching before the expected receipt of the
merchandise.



You should always make certain that the typed
certification for any special order includes the
individual’s name, grade or rate, division, transfer
date, and enlistment expiration date. If prepay-
ment was required, the certificate e should also
include the amount of payment that was received.

The list of authorized items in NAVSUP P-487
also applies to U.S. merchandise for special order.
Of course, any items that are not covered in your
SSAC must be submitted to NAVRESSO for
approval. In addition, you should observe that
some of the items listed in the SSAC are for
special order only. You should not order these
items for stock.

On the other hand, there are certain items that
your shipboard personnel may need that you can
acquire only by special order. For example, you
may need to procure unusual sizes of standard
Navy clothing items. Because these items are not
listed in the Afloat Shopping Guide (ASG),
you must procure them by special order only.
You should remember that any special order you
place for unusual sizes of standard Navy clothing
must be for individuals only and not for stock.
Other examples of merchandise that You must
procure on a special order basis only are the gold
rating badges and service stripes for chief petty
officers and other enlisted personnel below the E-7
level who are entitled to wear these items.

FOREIGN MERCHANDISE
FOR STOCK

You may stock foreign merchandise for resale
during your ship’s deployment overseas, but you
will be limited to merchandise that is locally
available in the area of your ship’s operation.
Regulations that have been established by the
appropriate commands will also govern your pro-
curement of foreign merchandise for stock. Ships
can procure authorized foreign merchandise
through two programs: the Sixth Fleet Foreign
Merchandise Program and the Pacific Fleet
Foreign Merchandise Program. Foreign merchan-
dise warehouses have been established at Navy
exchanges in Rota, Spain, and Naples, Italy, for
the Sixth Fleet Foreign Merchandise Program and
in Yokosuka, Japan, and Subic Bay, Republic of
the Philippines, for the Pacific Fleet Foreign
Merchandise Program. Both programs exist to
support the ships that are deployed in the Mediter-
ranean and the Western Pacific with a range of
fast-selling foreign merchandise items that have
been authorized for stock in ship’s stores.
However, there are also certain items such as
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furs, autos, and wines that are prohibited for
stock or for special order purchases. Items listed
in overseas contract bulletins are basically
authorized for stock unless these items have been
designated for special order only. You should
remember that fleet, force, and type commanders
may prescribe additional instructions and/or
limitations that are applicable to the ordering and
receiving of authorized stock in their areas of
jurisdiction. It is important that you thoroughly
read and understand these instructions before you
make any attempt to procure foreign merchandise
for your ship. Authorized items of foreign
merchandise that you procure in the area of your
ship’s operation must be received, stocked, and
sold in that area; you cannot handle these items
outside the designated area, Ships that are
deployed to areas outside of the European or Far
Eastern areas may procure foreign merchandise
that is available locally in the port of call.
However, merchandise that originates from
sources within communist-controlled areas can-
not be procured.

Another consideration in the procurement of
foreign merchandise is that you must be able to
dispose of all of it before your ship returns to the
United States. Therefore, the handling of foreign
merchandise may create difficult problems and
losses of profit without your proper attention and
supervision. To avoid being stuck with an excess
of unsalable foreign merchandise at the end of
a tour, you should follow the procurement steps
listed below.

@ Consult and use the NAVRESSO bulletins
which contain a listing of the best quality foreign
merchandise at the lowest prices and follow the
procedures prescribed by fleet, force, and type
commanders.

® Estimate carefully the potential sales for
the period your ship expects to operate in the area.
Base your estimation on previous deployments
and from your canvassing of the crew. Re-
member, when your ship is operating in the area
for a period of more than 90 days, the inventory
of foreign merchandise must not exceed your 90
days’ estimated sales.

® Obtain merchandise early to ensure the
greatest length of time for sales. When your ship
is to remain in the area for 90 days or less, pro-
curement must not exceed the estimated sales for
the remaining 60 days. You should not procure
merchandise that will arrive on board 30 days or



less before the departure of your ship from the
area. Finally, if your ship is operating in an area
for less than 30 days, you should procure foreign
merchandise by special order only.

If you provide the necessary time and atten-
tion to these procurement precautions, you should
not be faced with the problem of excess foreign
merchandise at the end of your ship’s tour. If,
for some reason, you should ever find yourself
stuck with unmarketable foreign merchandise,
you must follow the appropriate disposal pro-
cedures. These procedures are discussed in chapter
5 of this rate training manual.

FOREIGN MERCHANDISE FOR
SPECIAL ORDERS

With the exception of forward deployed ships
(ships homeported overseas excluding Hawaii), no
special orders of foreign merchandise should be
made through the ship’s store. You should refer
customers to the Exchange Catalog for the
Military Services or suggest they make direct
purchases over the counter through the military
exchange that is serving the area. In addition, con-
cessionaire contract agreements may be used in
areas where these agreements have been approved
by fleet, force, and type commanders.

You should also make your customers aware
of the Exchange Catalog Mail Order Program by
which your ship can receive rebates. The rebates
are based on a proportion of mail order sales
generated by your ship in relationship to total sales
as reported by the Army and Air Force Exchange
Service (AAFES). Rebate checks are distributed
to various ships by NAVRESSO on a triennial
basis during the months of April, August, and
December. The rebate check for your ship will go
directly to Ship’s Store Profits, Navy, as a con-
tribution. You can find details on how to acquire
rebates for your ship in NAVSUP P-487.

LIMITATIONS

In addition to the various limitations already
mentioned, NAVSUP P-487 prescribes further
qualitative and quantitative limits on specific types
of items. Examples of some of these restrictions
are discussed below.

Qualitative Limits

You are restricted by particular qualitative
limits in your procurement of certain items, such
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as sunglasses, food, books, records, magazines,
and beer. For example, you may not procure
sunglasses that might have harmful optical
properties. Also, the sunglasses you stock must
have frames made of slow-burning plastic or
metal. As for food items, you cannot sell any food
in the form of short orders. In the procurement
of magazines and records for the ship’s store, you
are limited to materials that are not considered
to be obnoxious or offensive. You can find
guidelines for judging the acceptability of
materials such as magazines, books, and records
in NAVSUP P-487. As for your limitations on
the procurement of beer, you may procure beer
for recreational purposes, but you may not stock
beer for resale to the crew through the ship’s store.

Quantitative Limits

You must observe certain quantitative limits
on a variety of authorized items that bear your
ship’s identification, such as cigarette lighters,
cups, and stationery. You should limit your stocks
of these items to 90 days’ anticipated sales. If
necessary, however, your initial orders may
reasonably exceed this quantity if you are trying
to meet a vendor’s minimum order stipulation.
You must limit your stocks of all other items bear-
ing your ship’s identification to quantities that do
not exceed 25 percent of your ship’s total com-
plement unless you obtain NAVRESSO approval
before you begin any type of procurement action.

You may not order tax-free tobacco products
in excess of your anticipated sales in the ship’s
store while your ship is beyond the 3-mile limit
of the United States. The procedures you should
follow in handling tax-free tobacco products are
discussed in chapter 6 of this manual.

There are other limitations you must observe
when you are procuring stock for your ship’s
store. As mentioned before, authorized ship’s
store stock includes any item of stock that is listed
on any of the authorized stock lists. Items that
are not authorized for ship’s store stock will
generally fall within two categories: (1) items that
are not listed on authorized stock lists and (2)
items for which procurement is strictly prohibited.

Unlisted Items

In procuring ship’s store stock, you can re-
quest items that are not on the authorized stock
lists as long as these items are not prohibited. You

should submit your requisitions to the Navy
Resale and Services Support Office (NAVRESSO).



Consult NAVSUP P-487 for the details you
should include in these requests. You should
remember that the restrictions that have been
imposed on you are not intended to stifle your
initiative. If you submit a request properly, you
will normally receive approval from NAVRESSO.

Prohibited Items

You are strictly prohibited from procuring
certain merchandise for your ship’s store. For
example, any items that bear the impression of
U.S. currency are prohibited merchandise. You
cannot procure these items for your ship’s store.
You are also prohibited from procuring special
occupational and environmental clothing and
textile (cog symbol 9D) items unless you have
received written authorization from the Com-
mander, Naval Supply Systems Command. In
addition, you are especially prohibited from
purchasing or selling through your ship’s store any
medical items such as drugs, remedies, vitamins,
or other similar products for the external or
internal treatment of diseases or conditions.

STOCK CONTROL

The ability of your ship’s store to support the
needs of your ship will largely depend upon how
well you, as a senior Ship’s Serviceman, handle
the responsibilities of stock control. To develop
and maintain effective stock control, you should
review your inventory control records and make
your scheduled monthly review of all stock and
stock records. These reviews provide fundamental
knowledge with which all responsible ship’s store
personnel must be familiar in order to develop and
maintain effective stock control. Your efforts in
stock control are important because your ship’s
store does not have an unlimited amount of
money to invest in stock. Carrying excess stock
will cause you to waste valuable storeroom space
that might be used for other materials. Frequently,
this type of waste results in a decrease in sales.
On the other hand, if an adequate supply of
material is not in stock, a decrease in sales will
also occur. There is an optimum stock level you
should achieve that will minimize the loss of sales
that would result from these problems. Main-
tenance of an optimum stock level is the primary
purpose for your scheduled monthly review of the
inventory control records and the stock record
cards.
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To appreciate the importance of effective
stock control, you must first understand how the
flow of money and materials in the Navy resale
system affects your ship’s store afloat. The follow-
ing diagram represents the system.

WORKING CAPITAL
(NAVY STOCK FUND)

PROFITS <@——— SALES AND OTHER
FOR SHIP'S RECREATION EXPENDITURES OF
FUND, NMPC STOCK.
RECREATION FUND,
AND MAVRESSO GENERAL
FUND.

PROCUREMENT

INVENTORY
(NAVY STOCK ACCOUNT)

The cycle begins with WORKING CAPITAL
(Navy Stock Fund [NSF] money) which is used
to procure your ship’s store stock. PROCURE-
MENT of ship’s store stock determines the
amount of INVENTORY. SALES of ship’s store
stock then replenish your WORKING CAPITAL.
In addition to replenishing your WORKING
CAPITAL for the cost value of the items sold,
SALES also generate your PROFITS. Your PRO-
FITS are determined by the markup over cost that
was applied to the various items sold in the ship’s
store.

As a ship’s store manager, you will use as your
optimum stock level an anticipated 90 days’
supply of stock. If you exceed this amount, you
are tying up too much Navy Stock Fund money
in your ship’s store inventories, for only so much
NSF money is allocated on a Navy-wide basis for
inventories. On the other hand, your failure to
maintain sufficient stocks on board will ultimately
result in decreased sales.

A sales-stock ratio is computed to determine
your efficiency in maintaining your optimum
stock level over a given period of time. As stated
in the NAVSUP P-487, you should maintain a
1.33 to 1 ratio of sales at cost price to your
beginning inventory (less standard clothing items)
per each 4-month accounting period. In other
words, a W-day supply of stock should “turn
over” 1 1/3 times in a 120-day (or 4-month)
accounting period. You can obtain your stock
figure by dividing your cumulative expenditures
for the number of months covered by the
beginning inventory. You will read more about
the actual calculation of your computation of
your stock turn figure later in chapter 7. For now,
however, the following example of various sales



stock ratios may help you to understand exactly
how stock turn ratios work.

CUMULATIVE BEGINNING
EXPENDITURES INVENTORY STOCK TURN
$8,000 $6,000 1.33
7,400 6,200 1.19
16,000 10,400 1.54

Now, take another look at the resale cycle
diagram. You should remember that the optimum
stock level (INVENTORY) is defined as a 90-day
supply of stock and that the rate at which this
stock level (INVENTORY) should be turned over
by SALES is defined as a ratio of 1.33 to 1. If
a ratio of 1.33 or above is maintained, then
sufficient WORKING CAPITAL should be
available to you to initiate additional PROCURE-
MENT. In ship’s store management, the inven-
tory control record is the tool you should always
use to maintain a running check on the amount
of WORKING CAPITAL that is available to you.

AUTHORIZED INVENTORY
AND INCREASES

Your initial authorized inventory represents
your ship’s allowance. Your allowance is based
on the number of officers and enlisted personnel
currently on board including embarked staffs,
embarked air groups, Marine Corps detachments,
passengers, or the highest onboard personnel
count, whichever is greater. Generally, the
monetary limitation for a ship’s store stock is
based on $18 per person per month and allows
for a maximum of approximately 3 months’
stock. Service ships, such as ASS, ADs, and ARs,
are authorized an additional $10 per person per
month to support customers from the ships for
which the service ships are providing support. You
should keep in mind that you can obtain
authorized increases of your ship’s store stock if
your ship is being deployed to overseas areas.
Your ship will be authorized an additional $18 per
person per month up to an amount that will not
exceed your overall stockage objective for the
length of time your ship is going to be deployed.

Foreign merchandise from fleet support
warehouses is an authorized addition to your
inventory. To ensure proper stock control, you
should carefully monitor any foreign merchan-
dise you acquire during your ship’s deployment.
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You should consider the total dollar value of
canned sodas as a separate authorized increase to
your inventory limitations whether your ship is
deployed or whether it is operating in the con-
tinental United States (CONUS). Whenever your
inventory limitation is increased for deployment,
you should send a letter to NAVRESSO, with a
copy to the type commander, containing the
following information.

1. The monetary value of the increase

2. The reason for the increase

3. The period of time in which the increase
is taken

4. The current number of personnel on board
your ship

Your total authorized inventory will be a com-
bination of the original authorized inventory
(which is $54 times the current number of per-
sonnel on board) plus the canned sodas inventory.
When your ship is deploying, you should include
in your total inventory your ship’s foreign mer-
chandise inventory and an additional $18 per
person per month times the months of the ship’s
scheduled deployment.

INVENTORY CONTROL RECORDS

An inventory control record is a management
tool designed to help you make certain that your
ship’s store meets the following objectives:

1. A stock turn of 1.33 for each accounting
period

2. A total inventory of ship’s store and
standard Navy clothing stock that does
not exceed the authorized limits

There are two inventory control records you
must use for the ship’s store: (1) Inventory Con-
trol Record for Ship’s Store Stock and (2) Inven-
tory Control Record for Standard Navy Clothing
Stock. Although you are normally required to
maintain a separate inventory control record for
standard Navy clothing, you can include standard
Navy clothing on the Inventory Control Record
for Ship’s Store Stock whenever you sell standard
Navy clothing through the same cash register
used for ship’s store stock or when your inven-
tory balance for standard Navy clothing is less
than $300 and sales for standard Navy clothing
are also less than $300 per month. In the case of
both inventory control records, you should round
off all money values to the nearest dollar.



Instructions and information for maintaining both
records are provided below. You should refer to
figures 4-1 and 4-2 as you read this information.
Study the information carefully and make certain
YoU understand the procedures that are required

for both records. You, as a senior Ship’s
Serviceman, must be able to prepare and main-
tain both inventory control records for your ship’s
store. Even if these records are normally main-
tained by the ship’s store officer, you should

INVENTORY CONTROL RECORD
Month 1 Month 2 Month 3 Month 4
A. Authorized Inventory
($34 X # 450  of personnel) | ,, 34 24,300 24,300 | 24,300
B. Authorized Increases
(1) For deployment:
iSIB g [ og persgnnel
"::'i“n;;;m“‘g:;l;ymnu 32,400 24,300 16,200 8,100
(2) § value of foreign
merchandise 18,600 16,100 1,800 0
(3) S value of can drinks
(4) For support ships: 4,800 4,800 4,800 4,800
(S10 X # of personnel
on ships supported) 0 0 0 0
C. Total Authorized Inventory
(A +B) 80,100 69,500 47,100 37,200
D. Beginning Inventory
41,352 35,897 33,649 30,168
E. Receipts
13,078 14,477 12,373 13,168
F. Surveys to NSF and
Issues to Ship's Use
0 0 0 0
G. Othsr Expenditures
18,533 16,725 15,854 11,020
H. Balance Inventory
(D+E~-F -C)
35,897 33,649 30,168 33,013
I. Over/Under Inventory N
€-n 44,203 35,851 16,932 4,187 =
’ L] , ’
J. Qutstanding Orders LAST MONTH OF
21,978 17,743 10,726 | 1,973 | ACCOUNTING PERIOD,
K. Monies Available ENTER ACTUAL
f?'-";‘; Seock 22,225 18,108 6,206 2,214 | INVENTORY AT COST.
Stock Turn
Month 1 Month 2 Month 3 Month 4
.45 .85 1.24 1.50
GOAL .33 .67 1.00 1.33
Cunmulative of Exﬁtnditgrgs (except for Surveys to the Navy Stock Fund and
Issues to Ship's Use) divided by Beginning Inventory for the accounting period
equals stock turn. Formula: Total of line G for each month divided by line D
for month 1.
Prepared by: g ;'g C4{ O
Ships Store Officer: % EF
Modth 1 Mowth 2 Modkth 3 Moth

79.56

Figure 4-1.—Inventory control record for ship’s store stock.
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INVENTORY CONTROL RECORD
Month 1 Month 2 Month 3 Month &
A. Authorized Inventory
14,000 14,000 14,000 14,000
B. Authorized Increases 0 0 0 0
C. Total Authorized Inventory
(A +B) 14,000 14,000 14,000 14,000
D. Beginning Inventory
10,500 10,216 9,507 10,155
E. Receipts
3,500 3,025 3,868 2,110
F. Surveys to NSF and
Issues to Ship's Use 0 0 0 60
G. Other Expenditures
3,784 3,734 3,220 3,128
H. Balance Inventory
(D+E-F-0 10,216 3,507 10,155 9,180
I. Over/Under Inventory
(-n 3,784 4,493 3.845 4,820 LAST MONTH OF
J. Outstanding Orders : . . - ACCOUNTING PERIOD,
ENTER ACTUAL
2,634 2,895 2,078 | 2,010 [TNVENTORY AT COST.
K. Monies Avsilsble
for New Stock
(I - J) 1,130 1,598 1,767 2,810
Stock Turn
Month 1 Month 2 Month 3 Month 4
.36 .72 1.02 1.32
GOAL .33 .67 1.00 1.33

Cumulstive of Ex
Issues to Shig's se) divided by
equals stock turn.

for month 1,

Prepared by:
Ship's Store Officer:

nditures (except for Surveys to the Nav
eginning Inventory for t
Formula: Total of line G for each month divided by line D

K Stock Fund and
e accounting

% CH
Nofith 1 Hinth 2 N

A o
th 3 P'Jnt:h %

eriod

79.57

Figure 4-2.—Inventory control record for standard Navy clothing.



still familiarize yourself with the required pro-
cedures and entries.

Inventory Control for
Ship’s Store Stock

The basis of the Inventory Control Record for
Ship’s Store Stock is your estimate of the next 90
days’ cumulative expenditures. By subtracting the
approximate onboard inventory and outstanding
orders from your cumulative expenditures, you
can determine at any given time the amount of
working capital that is available to you for buy-
ing. Generally, you should maintain this record
on a monthly basis. You should always make cer-
tain, however, that the record is updated before
you initiate any procurement action. The pro-
cedures for maintaining the Inventory Control
Record for Ship’s Store Stock are discussed
below. Refer to figure 4-1 while you review these
procedures. Instructions for entries are discussed
for each line and caption.

Line and Caption Instructions for Entries

Date Enter the period of time

covered.

Enter the value of the
number of personnel times
$54. (The same amount
will be used for each
month of the accounting
period.)

A. Authorized
Inventory

B. Authorized
Increases

For deployed ships:

1. Enter the value of the
number of personnel times

$18 times the number of
months remaining in the
deployment.

2. Enter the dollar value of
foreign merchandise stock
on hand from NEX fleet
support warehouses.

3. Enter the dollar value of
canned drink stock for a
90-day sales period.

For service-type ships:

4. Enter the value of the
total number of additional

Line and Caption

Instructions for Entries

B. Authorized
Increases—
Continued

C. Total Author-
ized Inventory

D. Beginning
Inventory

E. Receipts

F. Surveys to
NSF and
Issues to
Ship’s Use

G. Other Expend-
itures
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personnel on the ships that
are supported by the service
ship times $10.

Enter the total of line A
plus line B.

For the first month of each
accounting period: Enter
the actual physical inven-
tory at cost price.

For the other months of the
accounting period: Enter
the value of the balance
inventory (line H) from the
previous month.

Enter the value of all
receipts of ship’s store
stock for the month as
taken from the Journal of
Receipts, NAVSUP 977.

Enter the value of all
surveys to the Navy Stock
Fund and issues to ship’s
use.

Enter the grand total of all
of the following items:

1. The value of all other
expenditures (except those
included in line F) as taken
from the Journal of Ex-
penditures, NAVSUP 978,

2. The value of cost of
operations issues as taken
from the Ship’s Store
Afloat Financial Control
Record, NAVSUP 235.

3. The value of drink vend-
ing machine sales as taken
from Cost of Sales, line R,
on the Vending Machine
Control, NAVSUP 236.

4. The cost of all other
retail sales, including sales
from retail stores and snack
bar sales (other than those



Line and Caption

Instructions for Entries

G. Other Expend-
itures—Con-
tinued

H. Balance
Inventory

from drink vending ma-
chines). Compute the value
of all other retail sales by
using this formula:

Total value of all other
retail sales as taken from
from the Cash from Re-
tail Sales on the Memo-
randum Cash Sales Invoice
times 87% equals the es-
timated cost of retail
sales.

(Specific examples are
included in your NAVSUP
P-487.)

You should note that this
formula is based on a
standard markup over cost
of 15% for a ship’s store.
The estimated cost of an
item will equal the retail
price of the item times
87%. For example:

Actual cost of item $100.00
times 15% markup x 156%
equals the retail

price of the item. $115.00
Retail price of item $115.00
times 87% X 87%
equals the estimated

cost price. $100.05

For the first 3 months of the
accounting period:

Enter the value of the be-
ginning inventory at cost
price plus receipts minus
expenditures (line D plus

line E minus line F minus
line G).

For the last month of the
accounting period:

Enter the actual physical
inventory at cost price.

Line and Caption

I. Over/Under
Inventory

J. Outstanding
Orders

K. Monies Avail-
able for New
Stock

Stock Turn

Instructions for Entries

Enter the total value of the
total authorized inventory
minus the balance inventory
(line C minus line H). This
amount indicates whether or
not your ship’s store stock is
over or under authorized in-
ventory levels.

Enter the total value of all
outstanding orders for ship’s
store stock, as taken from
the Outstanding Purchase
Order File (SSA-11A) and
Outstanding Requisition File
(SSA-12).

At no time should the
balance inventory plus the
outstanding orders exceed
the total authorized inven-
tory.

Enter the amount over/
under inventory minus the
outstanding orders (line I
minus line J). This amount
represents the money avail-
able to you to buy new
ship’s store stock.

The cumulative value of
other expenditures (exclud-
ing surveys to the Navy
Stock Fund and issues to
ship’s use) divided by the
beginning inventory for the
accounting period equals
stock turn.

Note that the following
formula must be used for the
computation of stock turn:

Add the amounts recorded
on line G for each month
divided by line D for the first
month equals stock turn.

Inventory Control Record for
Standard Navy Clothing Stock

As mentioned earlier, standard Navy clothing
stock in the ship’s store normally requires a



separate inventory control record. Procedures for
line and caption entries are described below. You
should refer to figure 4-2 as you read the instruc-

tions below.

Line and Caption

Instructions for Entries

Date

A. Authorized
Inventory

B. Authorized
Increases

C. Total Author-
ized Inventory

D. Beginning
Inventory

E. Receipts

F. Surveys to
NSF and
Issues to
Ship’s Use

G. Other Expend-
itures

Enter period of time
covered.

Enter the value of the sales
for the previous fiscal year
times 25%.

Enter the amount necessary
for the number of months
remaining in the deploy-
ment.

Enter the total of line A
plus line B.

For the first month of each
accounting period:

Enter the actual physi-
cal inventory at standard
price.

For the other months of the
accounting period:

Enter the value of the
balance inventory (line
H) from the previous
month.

Enter the value of all
receipts of standard Navy
clothing for the month, as
taken from the Journal of
Receipts, NAVSUP 977.

Enter the value of all
surveys to the Navy Stock
Fund and issues to ship’s
use.

Enter the value of Cash
from Standard Navy Cloth-
ing Sales from your Memo-
randum Cash Sales Invoice
Deposit of Cash with
the Disbursing Officer,
DD 1149.

Line and Caption

Instructions for Entries

H. Balance
Inventory

I. Over/Under
Inventory

J. Outstanding
Orders

K. Monies Avail-
able for New
Stock

Stock Turn
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For the first 3 months of
the accounting period:

Enter the value of the be-
ginning inventory at stand-
ard price plus receipts
minus expenditures (line
D plus line E minus line F
minus line G).

For the last month of the
accounting period:

Enter the actual physical
inventory at standard price.

Enter the total value of the
total authorized inventory
minus the balance inven-
tory (line C minus line H).

This amount indicates
whether or not standard
Navy clothing is over or
under your authorized
inventory levels.

Enter the total value of all
outstanding orders for
standard Navy clothing, as
taken from the Outstanding
Requisition File (SSA-12).

At no time should the
balance inventory plus the
outstanding orders exceed
your total authorized in-
ventory.

Enter the amount over/
under inventory minus out-
standing orders (line I
minus line J). This amount
represents the money avail-
able to you to buy new
standard Navy clothing
stock.

The cumulative value of
other expenditures (ex-
cluding surveys to the Navy
Stock Fund and issues to
ship’s use) divided by the



Line and Caption Instructions for Entries

Stock Turn—
Continue

beginning inventory for the
accounting period equals
stock turn. The following
formula must be used:

Add the amounts on line G
for each month divided by
the beginning inventory for
the accounting period
equals stock turn.

In summary, the inventory control records can
provide only a calculated approximation. The
records can, however, help you to keep your ship’s
store inventory values within the prescribed,
authorized 90-day limits.

STOCK RECORD REVIEW
AND MAINTENANCE

Stock record review is the second stock con-
trol tool that is available to you as a ship’s store
manager. While you will use the inventory con-
trol records to ascertain the amount of working
capital that is available to you at any one time,
you will also use the Stock Record (NAVSUP
Form 464) to acquire the sales history and order-
ing information you will need for procuring in-
dividual stock items. You must review your stock
record cards at least once a month to determine
what specific merchandise items you should pro-
cure. For most items, your maximum stock posi-
tion should be 90 days’ stock. You should stock
enough deployed load items so that they will be
available for the duration of your ship’s deploy-
ment. If you discover that excesses exist in
certain areas, you should dispose of the excess
stock as soon as you can. The various methods
you can use to dispose of excess stock will be
discussed later in chapter 5.

By properly maintaining a Stock Record
(NAVSUP 464) for every item of ship’s store
stock, you, as the ship’s store manager, should
be able to answer the following questions about
any particular stock item.

@® What are the average 4 months’ sales?
® What quantities were ordered previously?
® What is the usual source of supply?

® What are the current cost and retail prices?
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® Is there any trend in the sales pattern?

@® Assuming normal sales, what is the
approximate stock situation?

Since the stock record cards are so important,
you must maintain them accurately and neatly.
The proper maintenance of stock record cards is
discussed in Ship’s Serviceman 3 & 2, module 2.
There are two types of errors for which you, as
a supervisor (or auditor), should be on the alert:
mechanical and procedural. As you read about
these errors, you should refer to figure 4-3.

Mechanical Errors

A mechanical error results when facts and
values have not been properly recorded. In your
continual review of your stock record cards, you
may be able to correct most mechanical errors by
asking yourself these questions.

®  The low limit: Is it recorded? Is it realistic?

® The cost price and the selling price: Do
they exist where applicable? (There are no sell-
ing prices for cost items.) Is the cost price
rounded to the nearest cent?

® Unit of issue: Is it recorded? Do cost and
selling prices agree with the unit of issue?

® Functional account and department: Is the
correct information recorded?

® Description: Is it complete? Does it
include the stock number (when required), the
size, and the noun name? (For example, tax-free
cigarettes; large, economy, or giant toothpaste.)

® Arithmetic: Have computations been made
accurately? Have retail sales been properly
computed?

® Format: Have lines been skipped un-
necessarily? Are the correct columns being used?

Procedural Errors

Procedural errors are usually the result of bad
planning and faulty judgment. You can avoid
many procedural errors by carefully analyzing the
information on your stock record cards. You
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Figure 4-3.—Auditing the Stock Record.

should carefully consider the following possi-
bilities.

Are orders being placed too frequently and
for quantities that are too small? Have
unnecessary orders been placed?

Is the store out of any item of stock?

Is there too much stock of any individual
item on hand?

Are there too many competing items?

® Are there any unauthorized items on
board?

® Is the markup too high to effect stock
movement?

® Are seasonal item considerations wisely
made and used?

® Are the stock record cards filed

alphabetically by category?

In summary, you, as a ship’s store manager,
must skillfully use the inventory control records
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and the monthly stock record review if you are
going to maintain effective stock control of all
your ship’s store merchandise and supplies.
Remember, the goals of stock control are to main-
tain an optimum stock level of 90 days’ supply
and to achieve a sales-stock ratio of 1.33 to 1.
You should consult your NAVSUP P-487 and
NAVRESSO P-81 for authorized stock items and
their recommended quantities.

STOCKING THE SHIP’S STORE

When it comes to actually selecting merchan-
dise for stock, you must consider several factors
so you can provide your customers with a satisfac-
tory selection.

CREW PREFERENCE

As a senior Ship’s Serviceman, you should
always be alert to the preferences of your crew
members. You should frequently question the
ship’s store operator as to the over-the-counter
comments of crew members concerning the ship’s
store merchandise. But, you should also in-
formally or formally (by means of a question-
naire) seek the opinion of individual crew
members.

TECHNICAL ASSISTANCE

In addition to the preferences and responses
of your customers, you also have a considerable
amount of technical assistance available to you
for the selection of your ship’s store merchandise.

NAVRESSO Publication No. 81

You should use this publication to supplement
the information in your NAVSUP P-487. Items
in NAVRESSO Publication No. 81 are based
upon consumption factors per person per month,
which were derived from an analysis of actual
sales for an 8-month period (deployed and in port)
in ship’s stores. (These data were received from
various hull types which include both Atlantic and
Pacific Fleet ships.) Consumption data for
NAVRESSO P-81 will be collected periodically
and the results of future analyses will be shown
in terms of support for 90 days for various com-
plements. Multiples of quantities shown should
be used to arrive at the quantities to be stocked
for your individual ship.
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Your NAVRESSO Publication No. 81 also
contains the following information.

® Denotes inventory limitations

@ Discusses the five Rs of retail merchandis-
ing

® Lists do’s and don’ts of sales and sales
promotion

® Provides popularity percentages for broad
categories of items, such as candy and
shaving cream

® Recommends stocking plans for ship’s

stores afloat (90-day stock)

As mentioned before, the maximum dollar
value of ship’s store stock that you carry on your
ship should not exceed 54 times your current
officer and enlisted allowance, including em-
barked staffs, embarked air groups, Marine Corps
detachments, and passengers, or the highest
onboard personnel count, whichever is greater.
This calculation will allow for a 90-day supply of
stock. Remember, there are items that are called
“never-out” items and should be maintained in
stock at all times. These items are identified in
your NAVRESSO P-81. Pay close attention to
your never-out list and the recommendations in
NAVRESSO P-81, and make all changes as
needed. In fact, your development and main-
tenance of a basic stock list will provide you with
an essential management tool you can use to pro-
mote an effective ship’s store.

Many of the luxury and semiluxury types of
items (watches, jewelry, and so forth) are listed
in your Ship’s Store Afloat Catalog (SSAC). The
buying guides contained in your SSAC will specify
types, brands, colors, or other details you must
have to complete an order. Your SSAC is con-
stantly being updated with new styles and types
of items to make it easier for you to keep your
store updated.

Consolidated Afloat Requisitioning
Guide Overseas (CARGO)

Whenever your ship is deployed, you must use
your Consolidated Afloat Requisitioning Guide
Overseas (CARGO) to requisition standard
laundry chemicals and standard Navy clothing
stock. You will find that the national stock
numbers are listed in chapter 2 of the CARGO.



The CARGO also carries a list of ship’s store
items that are of high use on ship’s store afloat
stocking plans. When your ship is in CONUS, you
will use the nearest naval supply center (NSC).

NAVRESSO/Fleet Assistance
Representatives

Whenever you have problems in the procure-
ment of certain stock items, NAVRESSO will pro-
vide assistance to you upon request. You should
submit a purchase order for money value only.
NAVRESSO will take procurement action along
any lines you request and will forward the desired
materials to your ship.

You can also acquire technical guidance from
NAVRESSO’s fleet assistance representatives.
Upon request, the master and senior chief petty
officers NAVRESSO has positioned in port areas
will provide you with technical assistance for your
own procurement operations. As mentioned
earlier, you can acquire NAVRESSO assistance
by telephone, by desk visits to the fleet assistance
office in your area, or by a written request for
an advisory visit to be made to your ship.

You should consult your NAVSUP P-487 for
a complete listing of fleet assistance offices and
their locations. You should submit any written
requests for assistance by following the procedures
listed in NAVSUP P-487 and the instructions of
your ship (or local command).

SHIP’S DEPLOYMENT

The next major factor you should consider in
stocking the ship’s store is the operational
schedule of your ship. You should carefully
anticipate the length of deployment, the area of
operation, holiday seasons, the weather in the
area, and other considerations before your ship
actually departs from its home port. Normally,
you can use past experience to prepare for a
deployment. A 90-day supply of stock will usually
be adequate.

Under special operating conditions or
emergency deployment, stock increases are usually
necessary for the following categories.

® Confection and food products
® Fountain supplies, if applicable
® Smoking products and accessories

@ Stationery supplies
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® Barber, laundry, dry-cleaning, and tailor
supplies as required

® Sundries
® Toiletries
® Vending machine supplies

When your ship is deployed to an overseas
area, you can increase your inventory in an
amount necessary to stock sufficient quantities of
deployed load items, as listed in your Con-
solidated Afloat Requisitioning Guide QOverseas
(CARGO).

As mentioned earlier, when your inventory
limitation is increased, as authorized by special
operating conditions or by deployment, you must
forward a letter report to NAVRESSO, with a
copy to the type commander. The report must
contain the following information.

® Monetary value of the increase

® Reason for the increase

® The period for which the increase is taken
® Number of personnel on board

The increase should be included in the inventory
control records in the Authorized Increase col-
umn. Remember, your inventories will generally
be maintained at the prescribed levels unless an
increase is otherwise authorized in support of the
operational needs of your ship. For additional
information on authorized increases, consult your
NAVSUP P-487.

PROCUREMENT RESOURCES AND
METHODS FOR SHIP’S
STORE STOCK

In previous sections, you have read how to
determine what merchandise is authorized, how
to maintain effective control of stock, and how
to use various resources including technical
assistance to help you decide what to order. Once
you have made those decisions, your problem then
becomes one of deciding how and from what
source you should procure the merchandise
desired.

As a senior Ship’s Serviceman, you will be
expected to assist the ship’s store officer



to choose the appropriate source of pro-
curement—the source from which the desired
merchandise will be available and accessible.
Figure 4-4 provides a chart of procurement
sources along with the merchandise available from
those sources, the documents to be used, and the
methods of payment. There are three primary
procurement sources for ship’s store items in the
United States.

SHIP’S STORE
CONTRACT BULLETINS

You can use the Ship’s Store Contract Bulletin
for your area to fulfill almost all requirements for
ship’s store stock items for use within the con-
tinental United States and Hawaii. You will find
local sources and fixed prices for authorized items
of ship’s store stock indicated in the Contract

SOURCE

DOCUMENT

MERCHANDISE

BILLS PAID BY

Contract Bulletin

DD 1155
Deliver Order

Necessities; Basic
items; Cost items.
U.S. only

FAADCLANT or
FAADCPAC as
appropriate

Ship’s Store Afloat
Catalog

DD 1155
Purchase Order

Luxury items; semi-
luxury items.

FAADCLANT or
FAADCPAC as
appropriate

Ashore supply ac-
tivities (NSC/NED)

DD 1348 (4 PT)

Navy clothing; some
cost items; some re-
cessity items (West-
Pac only).

No Payment—
transfer between
supply officers.

Other ships (Excess
stock)

DD 1348 (6 PT)
DD 1149

Any items agree-
able to both parties.

No Payment—
Transfer between
supply officers.

Resupply sources Prescribed by SERV- Some necessity items. No Payment—
(AOEs/AFs/AORs) FORCOM Transfer between
supply officers.
Overseas Contract DD 1155 Foreign merchandise As directed by
Bulletin SERVFORCOM.
Navy Exchange DD 1155 Any authorized items Appropriate
Purchase Order when other sources FAADC
unavailable; Foreign
merchandise is West-
Pac.
Civilian Market DD 1155 Any authorized item Appropriate
not available in FAADC
SSAC, contract bul-
letins, or ashore
supply activity.
Other Appropria- DD 1149 Any authorized items No Payment—
tions Transfer between
appropriations.
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Figure 4-4—Merchandise procurement resources and methods.




Bulletin. By using the Contract Bulletin, you can
place orders directly with a vendor. You should
use an Order for Supplies or Services/Request for
Quotations (DD 1155) as the purchase order.

When you are placing oral orders for ship’s
store stock, the DD 1155 must be prepared and
signed before you release the purchase order
number to the vendor. For correct procedures on
copy distribution, check your NAVSUP P-487.
Remember, Fast Pay or Certificate of Conform-
ance procedures apply to orders placed under any
contract awarded by the Navy Resale and Services
Support Office.

SHIP’S STORE
AFLOAT CATALOG

You can fill most requirements for non-
necessity luxury items by using the Ship’s Store
Afloat Catalog (SSAC), This catalog, which is
issued by the Navy Resale and Services Support
Office, contains descriptions and purchase infor-
mation for authorized items of ship’s store stock.
The Ship’s Store Afloat Catalog is provided for
use in the purchase of stocks by ships that are
operating ship’s stores. You should use the Order
for Supplies or Services/Request for Quotations
(DD 1155) as a purchase order, and you must not
exceed $10,000 per purchase order.

When you are processing merchandise through
the SSAC, you should prepare the DD 1155 just
as though you were procuring merchandise
through the Ship’s Store Contract Bulletin. Your
purchase orders must be issued directly to the
vendors who are listed in the SSAC. When you
are placing oral orders, your DD 1155s should be
prepared and signed before you release the pur-
chase order numbers to the vendor. Remember,
any orders that exceed the specific monetary limit
must include the Defense Acquisition Regulation
Clause. (Refer to your NAVSUP P-487 for the
correct notations and for the current monetary
limit.)

During the periods your ship is deployed
overseas, you will use the parcel post systems for
delivery of any merchandise you order through
the SSAC. All merchandise will be subject to
parcel post size and weight limitations. (Check
your NAVSUP P-485 for the correct up-to-date
specifications.)

ASHORE SUPPLY ACTIVITIES

As part of the Navy supply system, ashore
supply activities exist to provide supply support
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to your ship as well as to other components of
the operating forces. You, as a senior Ship’s
Serviceman, will most likely come into contact
with an ashore supply activity when you are pro-
curing Navy clothing, standard stock, and laundry
supplies for your ship’s service activities.

Standard Navy Clothing

Normally, Navy clothing is the only ship’s
store merchandise you will procure from an
ashore supply activity located in the United States.
The number of requisitions that you will submit
to the local naval supply center or depot for your
ship’s store will depend primarily on the range and
depth of Navy clothing items that you are required
to stock. The quantity of Navy clothing to be car-
ried on your ship is usually specified by fleet or
type commander directives. The quantity may also
depend on your ship’s schedule, its proximity to
ashore clothing outlets, and the desires of the
commanding officer. You should submit requisi-
tions according to military standard requisition-
ing and issues procedures (MILSTRIP). You can
find detailed instructions on the preparation of
a DD 1348 in your NAVSUP P-487 and also in
the Ship’s Serviceman 3 & 2, module 2. Since this
type of procurement is considered to be a transfer
between supply officers, there is no payment pro-
cedure as such.

Unusual Sizes of Navy Clothing

Unusual sizes of Navy clothing items are those
sizes that are not listed in the Afloat Shopping
Guide (ASG). You should special order such
clothing or footwear from the nearest supply
activity. The appropriate documents for this type
of procurement are the Armed Forces Measure-
ment Blank (Special Sized Clothing for Men) (DD
358) and the Special Measurement Blank for
Special Measurement/Orthopedic Boots and
Shoes (DD 150). Your ship will receive special
ordered clothing directly from the Defense Per-
sonnel Support Center or the Defense Orthopedic
Footwear Clinic.

In addition to the primary sources, there are
a number of methods and resources you can use
to procure stock for your ship’s store. A few of
these methods and sources are discussed below.

TRANSFERS

You can procure ship’s store merchandise
either by purchase from a commercial source or



by transfer. A transfer of stock takes place
whenever you submit a requisition to an ashore
supply activity, another naval vessel or supply
officer, another military organization, another
government agency, or another department or
section of your own ship.

From Other Supply Officers

In procuring ship’s store stock, you can
requisition authorized items of ship’s store stock
from another supply officer. The stock may be
available to your ship for a variety of reasons.
Often, a ship may order a ship’s store item for
several ships, including yours, to meet the
minimum order requirements of the vendor or to
get the lowest price offered. For example, a ship
may order 200 cigarette lighters with division
insignia with the intention of transferring 50 of
the lighters to each of the other three ships in the
division. You can accomplish a transfer of stock
to your ship’s store by preparing and submitting
a DD 1348 following procedures described in the
MILSTRIP or a DD 1155 following procedures
described in NAVSUP P-487.

From Excess Stock Lists

Afloat commanders or supply activities in
certain areas publish lists of excess ship’s store
stock on ships within their command or area. If
an item you desire is on such a list, you should
prepare a requisition against the list as your first
procurement action. You should always try to
acquire ship’s store stock from the excess stock
lists before you attempt any other method of pro-
curement. The procurement of excess stock is
accomplished as a transfer between supply
officers.

From Resupply Sources

When your ship is deployed for an extended
period, various other sources of procurement may
be available to you. While you can use the SSAC
anywhere in the world for procurement of ship’s
store stock, you should remember that delivery
from Contract Bulletin suppliers will be limited
to the coast and zone specified by the area con-
tract bulletin. Some of the items supplied from
the contract bulletins are deployed load items
which are stocked in sufficient quantities to last
the duration of the deployment before the ship
actually departs for overseas. However, if addi-
tional load items are needed while the ship is
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deployed, the items are available from fleet issue
ships. You should submit requisitions to resupply
afloat sources by following fleet or force com-
mander instructions. Generally, you should
submit the requisitions in message format. You
can find details on availability of various stock
items in your Consolidated Afloat Requisition-
ing Guide Overseas (CARGO). The procurement
action takes place as a transfer.

From Other Appropriations

Certain items normally carried in Other Ap-
propriations aboard ship are authorized for ship’s
store stock. Occasionally, you may require these
items when normal ship’s store supply sources are
unavailable. Some examples are CO,gas
(operating target [OPTAR]), padlocks (OPTAR),
and canned fruit juices (general mess). Such items
may be transferred to the Navy Stock Fund on
a DD 1149 (Requisition and Invoice/Shipping
Document). Procurement of the stock takes place
as a transfer between appropriations. For current
details on the preparation and submission of the
DD 1149, you should consult your NAVSUP
P-487.

From Other Departments Aboard Ship

Occasionally, you may wish to procure ship’s
store stock from the enlisted dining facility. For
example, you can obtain food items you require
for the preparation of fountain products from the
enlisted dining facility (general mess). You should
use a Requisition and Invoice/Shipping Document
(DD 1149) for this transaction. Check your NAV-
SUP P-487 for details for preparing and sub-
mitting this document. The procurement action
takes place in the form of a transfer between
departments.

PURCHASES

If you can not acquire ship’s store merchan-
dise by transfer, you must then consider procure-
ment by purchase. In addition to the resources
discussed earlier in this chapter, the following
sections will provide you with some resources,
methods, and considerations you may wish to use
in the procurement of ship’s store merchandise
by purchase.

Overseas Contract Bulletins

As was mentioned earlier, ships may use con-
tract bulletins prepared by Navy purchasing



offices overseas. The bulletins themselves are
similar in appearance to the SSAC with illustra-
tions and specifications shown for most of the
merchandise. Orders should be prepared and sub-
mitted in exactly the same manner as they are for
merchandise ordered through the U.S. area con-
tract bulletins. Delivery will be made by the
vendor directly to the ship or pier. Dealers’ bills
should be paid according to instructions provided
by the fleet or force commander.

Simplified Requisition and
Purchase Procedure

Occasionally, you may find that an item you
desire for your ship is not listed in either the
Contract Bulletin or the SSAC. The item maybe
something that a crew member has requested or
a new product that a vendor has brought to your
attention. As long as the item has been authorized
for ship’s store stock, and the purchase value does
not exceed $10,000 or the current unit cost limita-
tion, you can procure the item for the ship’s
store.

You must prepare an Order for Supplies or
Services/Request for Quotations (DD 1155)
for this stock instead of the Requisition and
Invoice/Shipping Document (DD 1149). (Your
NAVSUP P-487 gives specific information on the
preparation and submission of the DD 1155.) You
must then submit the DD 1155 to the nearest
Navy Resale and Services Support Office fleet
assistance team for screening and processing. The
purchasing department of the supply activity will
then negotiate a contract by completing the
DD 1155 and by having the merchandise shipped
to your ship or made available for your pickup.
You should not use this procedure if a similar and

acceptable item is available to You in the official

procurement publications.

Navy Exchanges

When the procurement sources discussed
earlier are not available to you, you can purchase
limited quantities of authorized items of ship’s
store stock from Navy exchanges. You should use
an Order for Supplies or Services/Request for
Quotations (DD 1155) for this type of transaction.
On the DD 1155, you must cite the paragraph
number listed in your NAVSUP P-487 in the
block labeled Contract No. Purchases from Navy
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exchanges should be taken up as Receipts from
Purchase on all applicable records. Bills rendered
by the Navy exchanges must be certified as to
receipt and acceptance of material in the same
manner as commercial dealers’ bills. Refer to your
NAVSUP P-487 for details on the document
distribution and payment procedures for this type
of purchase. You should also refer to your NAV-
SUP P-487 for additional details on procedures
you can use to procure foreign merchandise
through your Navy exchange.

Cash Purchases

Under emergency conditions and when the
suppliers will not accept the Order for Supplies
or Services/Request for Quotations (DD 1155),
the imprest fund may be used to purchase cost
of operations items such as buttons and zippers.
Your use of the imprest fund must be in accord-
ance with your NAVSUP P-485. Procurement
procedures for cash purchases are outlined in your
NAVSUP P-487. You should consult both
publications before you take any procurement
action for this type of purchase.

Open Purchase

As a general rule, you should NEVER use this
procurement method. Supply management inspec-
tions (SMIs) are continually uncovering discrepan-
cies associated with the misuse of the open
purchase method. You must avoid the open
purchase method of procurement for ship’s store
stock except in cases of emergency as defined in
the NAVSUP P-487. If you attempt to use this
procurement method outside the guidelines set
forth in NAVSUP P-487, you will eventually get
caught by an SMI audit, Illegal use of the open
purchase method for procurement of ship’s store
stock is simply a risk you cannot afford to take.

Dealing with Sales Representatives

Most vendors listed in the Contract Bulletin
(and many who are not listed) have sales repre-
sentatives who visit the various ship’s store
offices during in-port periods. The first three
people you will see on your quarterdeck when you
return to port will usually be ship’s store sales
representatives. When, if, and how your office
chooses to deal with commercial salespersons will



be up to the ship’s store officer and often the
leading Ship’s Serviceman.

Good sales representatives can assist you
greatly in the submitting of orders and the timely
delivery of merchandise. When you are getting
underway on a few hours’ notice, having contacts
with the right sales representatives can be crucial.
Salespeople can also introduce you to new items
on the market that may indeed be an asset to your
ship’s store.

Other commercial sales representatives,
however, may not be quite so helpful. They may
try to sell you overpriced merchandise of poor
quality. They may load your desk with free
samples and offer kickbacks as an inducement for
you to buy. They may even try to influence you
with name-dropping of respected persons or
organizations. Representatives may offer to wine
and dine you on the beach and provide you with
various other pleasures to create an obligation on
your part.

POLICY.— Just what can you do to avoid
problems with commercial salespersons? Well,
your office could just choose to avoid sales
representatives. However, this would mean a
sacrifice of the benefits for the ship’s store that
might have resulted if your ship’s store officer had
chosen to deal with commercial representatives.
Perhaps your office should set aside a certain date
and time in which the ship’s store officer, the
Ship’s Serviceman in charge of procurement, or
you, the leading Ship’s Serviceman, might see the
sales representatives. Make this time known to the
quarterdeck and to the sales representatives
themselves. This method would prevent continual
interruptions of your other duties. Also, be
particularly careful when you are procuring
merchandise, especially luxury-type merchandise,
that is unlisted in the bulletins or catalogs. Use
your official publications for determining the
requirements for luxury items. Above all, don’t
accept gifts or favors.

STANDARDS OF CONDUCT.— The De-
partment of Defense directive that sets forth the
standards of conduct applicable to Department
of Defense (DOD) personnel strictly prohibits
Navy personnel from accepting (either directly or
indirectly) any favors, gratuities, or entertainment
from persons, firms, or corporations with whom
they do business whenever the favors, gratuities,
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or entertainment could possibly be interpreted as
an influence on objectivity and impartiality of
DOD personnel. You can find the DOD Stand-
ards of Conduct in the appendixes of this
RTM, in your NAVSUP P-487, and in Ship’s
Serviceman 3 & 2, module 1, appendix 1.
You must comply with the Standards of Conduct
at all times whenever you are dealing with
commercial sales representatives. In addition,
firm policy should be established by your ship’s
store officer in regard to dealing with commer-
cial salespersons. You should make yourself aware
of this policy.

AUDITING PROCUREMENT
RECORDS

As was mentioned in chapter 3 of this
training manual, one of the primary respon-
sibilities of the senior Ship’s Serviceman is
assisting the ship’s store officer in an audit
of the ship’s store records and returns. It
is important for you to audit periodically rather
than just at the end of the quarter. Therefore,
you should frequently review all procurement
documents for accuracy, proper format, and
correct distribution.

PURCHASE OPERATION REVIEWS

A review of the purchase operation of each
activity that has been given purchase authority
must take place at least every 18 months. The
review should be conducted by the cognizant type
commander; the Commander, Construction Bat-
talion, U.S. Atlantic Fleet; or the Commander,
Construction Battalion, U.S. Pacific Fleet. The
reviewer must make certain that proper purchase
procedures and practices have been followed. The
reviewer also provides guidance and assistance as
needed. The reviews can be a part of your
regularly scheduled supply management inspec-
tions (SMIs).

PROCUREMENT DOCUMENT
REVIEWS

In your career as a Ship’s Serviceman, you
have probably encountered the foul-ups that result
when someone fails to take the time and effort
to prepare a procurement document correctly.



Many of the errors that occur on procurement
documents and the hassles that result from
these errors can be avoided. However, when-
ever errors do appear, you, as a senior Ship’s
Serviceman and as an auditor, must be able
to spot them, to correct them, or to bring them
to the attention of someone else who will resolve
any confusion.

As an auditor, you should establish a system
for checking the format of the information con-
tained in a procurement document with that

indicated in the procurement catalog or bulletin

or in your official publications. You can find the

detailed steps for preparing procurement

documents in the Ship’s Serviceman 3 & 2, module

2, and in your current NAVSUP P-487.
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Figure 4-5 shows several of the checks you
should make when you are reviewing a standard
procurement document. In some cases, you will
be required to use a somewhat different format
or an additional statement on the procurement
document. For example, you must include a
specific statement on all special orders. If
you are preparing a DD 1155 and the value
of the stock is over a certain monetary
limit, you must include another statement to
that effect. You must also place specific
statements on all purchase orders covering
items that you procure on a guaranteed sales
basis. Similarly, when you are preparing docu-
ments for bonus-free items, you must make
certain that applicable statements appear on
the procurement documents. Also, when you
are using the simplified requisition and pur-
chase procedure, the format of the purchase
order will be different from that of your regular
DD 1155.

You, as a senior Ship’s Serviceman, must be
alert for all variations in the procurement
documents used for your ship’s store. Whenever

possible, you should also make the recordskeeper
aware of these variations.

DISTRIBUTION

You can find the correct distribution of the
original and copies of a procurement document
in the NAVSUP P-487 and in the appendixes of
this rate training manual. As an auditor, you
should frequently check to see if proper distribu-
tion is being accomplished, especially at the time
the procurement documents are submitted to the
vendor or to the supply activity. (These supply
sources must have the correct number of copies
to complete your order.) One copy should always
be routed to the receiving storekeeper for the
storekeeper’s incoming material file.

MAINTENANCE OF LOGS

Finally, you should guarantee that all pro-
curement documents are logged to the requisition
log (figure 4-6) or to the purchase order log

RECEIPT DATE
DATE SERIAL SQURCE AMOUNT NO. RECEIVED
-276 3950 USS CORAL SEA (CVA-43) S 474,00 1 10-3
\
-327 | 9951 | RECEIPT FROM GSK 5.00 1\\ 12-23
\\
-357 9952 NSC CHARLESTON 1,080.00 6 \\ 12-23
-012 9953 NSC CHARLESTON 7,193,.95 8 1-13
9954
9955 |
NOTE: RECEIPTS FROM GSK |+
9956 AND EDF ARE NOT ASSIGNED
A RECEIPT NUMBER. -
9957
9958
9959

79.58

Figure 4-6.—Requisition log.



figure 4-7). At the time of purchase, the purchase
order log should contain the date of the order,
the serial number, the source, and the approxi-
mate dollar value, as shown in figure 4-7. The logs
are helpful only as long as postings are made
promptly and accurately. The Amount column
will be extremely helpful to you when you need
to determine the value of outstanding orders for
posting to the inventory control record. Note the
difference between the two date columns in figure
4-6 and 4-7. The first date represents the date of
the order; that is, the date the order was placed
or made. The date received column represents the
date the stock was actually received by your ship.
The logs will also assist you in checking out-
standing and completed orders. Consult your
NAVSUP P-487 for additional examples of these
important logs.

PROCUREMENT OF EQUIPMENT
AND OPERATING SUPPLIES

As a senior Ship’s Serviceman, you will be in-
volved in the procurement of equipment and
operating supplies. Each of these areas is outlined
in your Ship’s Serviceman 3 & 2. You can also
find detailed instructions for procurement of
ship’s store equipment and supplies in the NAV-
SUP P-487. The following sections are presented
only as an overview.

MAJOR EQUIPMENT

The equipment that may be required aboard
ship for the resale and service activities is classified
according to value as either major or minor equip-
ment. Major equipment has a value greater than
$100. One group of major equipment includes all
major laundry equipment, barber chairs, cash
registers, and similar items. These are allowance
list items. They are controlled by the Naval Sea
Systems Command (NAVSEA) and funded by the
ship’s OPTAR. Ship’s store profits should not be
used for these items. The requisitions for this type
of equipment or the letter requests stating that an
item of this type be added to the allowance list
should be forwarded to NAVSEA via the type
commander, NAVRESSO, and NAVSUP.

The second group of major equipment in-
cludes soft ice cream machines, vending machines,
popcorn machines, amusement machines, and
related items such as coin changers and coin
counting devices. When you are ordering a new
machine of the second group of major equipment,
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you must take certain preliminary steps, First, you
are authorized to order only machines of the types
specified by your fleet commander. Second, you
must request the authority from NAVSEA for the
initial installation or replacement of a machine
with a machine of a greater weight. After you
receive approval from NAVSEA, you must send
a letter requesting procurement to NAVRESSO.
You must make certain the letter contains the
detailed information specified in NAVSUP P-487.
You should send directly to NAVRESSO any re-
quests you might have for replacement machines
that weigh the same or less than the original
machine.

The procurement of machines in the second
group of major equipment is funded by Ship’s
Store Profits, Navy (17X8723). If profits are con-
sidered to be insufficient, you can obtain a “no
interest” loan from NAVRESSO to offset the
costs of the machine. Normally, you will be re-
quired to make loan repayments within three or
five accounting periods, depending upon the size
of your ship.

MINOR EQUIPMENT, OPERATING
SUPPLIES, AND SERVICES

As a member of the supply department, you
will be required to stand supply department
watches. To perform this duty properly, you must
understand certain functions of supply that go
beyond your rating and you must be capable of
performing these functions. As the duty supply
representative, you may be called upon in
emergencies to perform a variety of jobs from the
issuing of a repair part to the preparing of a re-
quisition. In this section, the various methods and
sources of procurement are briefly discussed. You
should consult your NAVSUP P-485 (Afloat
Supply Procedures) and the current editions of
Storekeeper 3 & 2 and Storekeeper 1 & C for
detailed information.

Procurement Methods

There are three basic methods by which a ship
may procure the supplies and services that it
requires.

1. By submission of a requisition to an ashore
supply activity

2. By submission of a requisition to another
ship
3. By purchase from a commercial contractor



STOCK
Rec'T | DATE | DATE 4 ohving OR
DATE | SERIAL SOURCE AMOUNT MAT'L | FwD | ¢
NO. | mRdib | pwp | ACT'Y | sPECIAL
ORDER
-287 | 9700 | SINGLETARY SWEET SHOP | §  413.35 2 10-17 | 10-17 | FAADC | STOCK
FAST .
-295 | 9701 [ LAUNDRY SUPPLY CO. 406.11 4 11-26 | TAST | paapc | srock
FAST :
-303 | 9702 |c. LLOYD JOHNSON 11,506.11 7 12-30 | EAST | raapc | srock
SPECIAL
-306 | 9703 |S & K SALES 736.29 3 11-8 | 11-8 | FAADC | T oone
FAST
-319 | 9704 |coca-coLa co. 7,107.15 5 11-30 | ‘pay | FAADC | STOCK
-355 | 9705 |LANE co. 376.42 | 10 1-24 | 1-24 | Faapc | sTock
FAST SPECIAL
-012 | 9706 | STANLEY BROS. 438.46 9 1-19 | uy | FAADC | ZOoocd
FAST
-022 | 9707 |BAZAAR CO. 3,011.82 ] 11 1-29 | TAST 1 Faapc | sTock
9708
9709
9710

79.59

Figure 4-7.—Purchase order log.

You can establish almost all of your
requirements for operating supplies by submitting
a requisition to an ashore supply activity which
will either furnish the material or forward your
request to the appropriate activity for action. In
addition, you can submit requisitions to other
ships when your ship is deployed for extended
periods at sea.

Just as in the procurement of ship’s store
stock, you can also procure provisions, supplies,
and services as a purchase from a commercial con-
tractor. You will generally not use commercial
contractors for purchasing general stores material
and services.

You can find detailed instructions concerning
MILSTRIP for the preparation of a DD 1348
(DOD Single Line Item Requisition System Docu-
ment) and the procedures for preparing a purchase
document in your NAVSUP P-485 and in rate
training manuals Storekeeper 3 & 2 and Ship’s
Serviceman 3 & 2, module 2.
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Procurement Sources

Within United States waters, procurement of
supplies by ships will normally be accomplished
via the nearest naval supply center, supply depot,
or supply activity. Only when there is no shore
activity available to obtain material for immediate
operation can a supply officer obtain material
(other than ship’s store stock) by purchase from
commercial sources within U.S. waters.

When ships are deployed, the normal source
of supply is the mobile logistics support force
(MLSF). You can find specific requisitioning
information for this procurement resource in the
Atlantic and Pacific Fleet requisitioning guides.
Also, you should carefully observe any instruc-
tions by fleet commanders.

During visits to foreign ports, you can acquire
limited support and emergency support from the
naval activities located in that vicinity. In addi-
tion, your ship’s purchase authority is expanded
in foreign ports for the procurement of certain
indigenous support and port services as required.



PROCUREMENT ON SHIPS
WITHOUT SUPPLY CORPS
OFFICERS

If you are on a ship without a Supply Corps
officer assigned, you can obtain effective stock
control by adhering to the stock limits prescribed

for each authorized item in the NAVSUP P-487
and by conducting a monthly review of all stock
cards. You must stock in the ship’s store items
of a consumable nature that are considered
necessary in the day-to-day living of the crew. If
you examine the separate authorized stock list in
the NAVSUP P-487, you should notice that ships

Tax-Free, 20's

SELLING PRICE ESTABLISHED
BY COMMANDING OFFICER PG
(Unit)
JESCRIPTION e’ , 80
Cigarettes, Camels cost .60]
OCATION
A-203
EMARKS HIGH LIMIT
30

LAST RECEIPT PRICE

DATE REC'D ISSUED

BALANCE | DATE

d BEFORE DISCOUNT

aes RONDED OFE TO THE
/fy | /000 /, 500 :

e 250 | 4250

/20 | 500 /, 750

ISTOCK TALLY —NAV. S. AND A. FORM 209 (REV. 6-55)

24.22

Figure 4-8.—Stock Tally.
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without Supply Corps officers are authorized to
carry confections, tobacco products, stationery
supplies, sundries, and toiletries. The quantity
specified opposite each item on the authorized list
represents the maximum stock that you should
carry at any given time for 100 people for 90 days.
You should compute the maximum stock that is
authorized for your ship based upon the number
of persons to be served by the ship’s store.

You should maintain Stock Tally (NAVSUP
209) cards as shown in figure 4-8 rather than Stock
Record (NAVSUP 464) cards for every item of
stock you carry. You should make a monthly
review of all such cards. For each item, the
normal amount you should order at any time is
the difference between the balance on hand and
the carrying (high) limit plus the number on hand
you estimate will be sold before the new order is
delivered. Whenever operations permit, you
should try to accomplish this type of stock
replenishment at least monthly.

If you are on an extended cruise and your ship
does not have a Navy Postal Clerk aboard, you
may sell postage stamps in the ship’s store. You
must sell these stamps at cost price. Procure
postage stamps only in the quantities you need
to cover anticipated sales for the period of time
in which your ship will not have U.S. Postal
Service facilities available.

On ships without Supply Corps officers,
authorized items of ship’s store stock can
generally be procured by any of the methods
used for ships with Supply Corps officers with the
exception of Other Appropriations. (The category
Other Appropriations generally involves transfers
from the general mess, general stores, other
government departments, or the Marine Corps.)
As mentioned previously, foreign merchandise
that appears in overseas contract bulletins may
be special ordered by the submitting of a requisi-
tion to a ship carrying the desired item in stock
or to the nearest purchasing activity ashore.

Requisitions for ship’s store stock should be
numbered and prepared according to NAVSUP
P-485. Such requisitions should be submitted on
a DOD Single Line Item Requisition System Docu-
ment (DD 1348) or a DOD Single Line Item
Release/Receipt Document (DD 1348-1). When
the use of one of these forms as a single line item
requisition is considered to be inappropriate, a
Requisition and Invoice/Shipping Document (DD
1149) should be used.

On ships without Supply Corps officers,
only one file is maintained for all outstanding
ship’s store stock requisitions and purchase
orders. Also, only one requisition/receipt invoice
log is maintained, rather than two separate logs.
Refer to figure 4-9 as an example of how this

FORWARDED TO FAADC-
LANT OR FAADCPAC, AS
REQUISITION RECEIPT | APPROPRIATE, WITH
DATE INVOICE | VOUCHERS FOR MONTH
NUMBER | DATE SUBMITTED TO: RECEIVED | NUMBER | ENDING:
~A22:9%0 §2)=|uSS LawReNeE | 577/~ /2'7_/%?.&-_

i

THIS COLUMN SERVES AS A CHECK-OFF
LIST TO ENSURE THAT ALL RECEIPT

VOUCHERS ARE FORWARDED TO FAADC-
LANT OR FAADCPAC, AS APPROPRIATE.

79.60

Figure 4-9.—Requisition/receipt invoice log.
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comprehensive log is used. Refer also to your
NAVSUP P-487 for additional details.

Just as with all of the other broad respon-
sibilities you will acquire as a senior Ship’s
Serviceman, you will find that your duties
associated with the procurement of merchandise,
supplies, equipment, and services will be essen-
tially continuous. Remember, all your procure-
ment responsibilities will overlap—from the
maintenance of accurate records to the ordering
of stock items, supplies, and services. You must
understand the magnitude of these duties, for you
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will be handling not only the ship’s funds but also
the well-being of your organization and of every
crew member on board your ship. Your best
efforts to maintain optimum stock levels and
accurate records, to obtain the goods and services
required by your ship’s personnel, and to provide
a well-organized ship’s store and service opera-
tion will pay off in terms of increased customer
satisfaction, greater financial accountability, and
fewer hassles from discrepancies and special
audits. You will also experience the self-
satisfaction of having successfully accomplished
a very demanding and complicated job.



CHAPTER 5

RECEIPTS AND EXPENDITURES

As a senior Ship’s Serviceman, you will have
important responsibilities in the areas of receipt,
stowage, and expenditure of ship’s store stock.
It will be your goal to plan all these procedures
so they are done efficiently and accurately.

RECEIPTS

Receiving ship’s store stock on board generally
includes preparation, inspection, relocation,
stowage, processing, posting of records, and pay-
ment of dealers’ bills. Proper receipt of material
is vital in establishing and maintaining control of
the ship’s store operation. From the time mer-
chandise is ordered until it is safely stowed and
shown on applicable records, you must assist the
ship’s store officer in making certain all proper
control procedures are carried out.

PREPARATION FOR RECEIPT

Before the actual receipt of merchandise, there
are several matters that must be supervised.
Proper attention to each of these matters will help
you to ensure that an efficient receipt procedure
will take place.

Date and Time of Delivery

Nothing could be more embarrassing for a
ship’s store division than to see a truck that is
carrying the cigarette, cigar, and pipe tobacco
order drive up the pier just as the line is being
hauled in before the ship’s departure from port.
When you are selecting a day for delivery, you
must consult the ship’s operating schedule.
Dates of arrival and departure from port are
seldom desirable because of the increased
workloads on other departments. You will find
it difficult to get working parties and to allow for
the possible difference between the actual and
planned time of the ship’s movements. You
should also avoid days of inspections along with
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weekends and holidays. In addition, you should
carefully observe the daily work schedule to find
a time of delivery that will not interfere with the
crew’s meal hours or liberty. Finally, you must
make certain the supply personnel required for
the actual receipt will be available.

Authorized Inspection

Before receipt of the merchandise, an
authorized inspector, either the ship’s store
officer or a designated representative, will be
assigned. The job of the inspector will be to pro-
ceed to the pier with copies of the procurement
document from the Outstanding Purchase Order
File or Outstanding Requisition File and to inspect
the merchandise carefully for quantity and
condition.

Working Party

Before the delivery of the merchandise, you
should notify the executive officer as to the
number of personnel you will need for a working
party. The number of personnel to be assigned
will be based on your estimate of the amount of
material to be received and the amount of
handling that will be needed to move the material
below decks. If possible, you should use person-
nel from your own department. Since, in most
cases, ship’s store stock is highly pilferable, you
will be able to maintain control of the stock more
efficiently by using your own people in the work-
ing party.

Routing Plan

You should design a routing plan in advance
so material can be moved to its destination as
quickly as possible and with maximum security.
In the case of large receipts, your own people will
usually be assigned as checkers and spotters. Your
people should know in advance if they are to help
check material on the pier or to stand at key places



throughout the ship to guide the material along
the prearranged route to the correct storeroom.

Bulk Storeroom

The storerooms should be prearranged before
the receipt. This task includes making room for
the incoming material, general straightening and
rearranging of stock into like groups, and mov-
ing materials to allow for the rotation of old stock.
At the actual time of receipt, the bulkroom custo-
dian should be standing by at the bulk storeroom.

SUPERVISING RECEIPTS

The ship’s store officer or you, as a leading
petty officer, must always be on hand to super-
vise the unloading of ship’s store stock, whether
delivery is being made from a truck, helicopter,
or highline transfer. Although deliveries are
generally made in a routine manner, there are
occasions when cargoes must be transferred on
the open sea during rough weather or under some
other difficult circumstance. It is this type of situa-
tion that will tax your skill and experience to the
fullest. You will not have time to look up the
answers in the NAVSUP P-487 when you are
besieged by questions from a 20-man working
party or when you are trying to assort a handful
of invoices on a wet, heaving deck. In cases like
these, it always pays to know your job, and to
know it well.

Receipts On Board Ship

As the ship’s store stock arrives, the
quarterdeck notifies the sales office and calls away
the working party. You, as the authorized
inspector and/or supervisor, must proceed to the
pier with copies of the procurement document.

When stores are delivered in large quantities,
they are usually stacked on the deck or the pier
until the packages can be identified, counted, and
checked against the shipping papers. It is here that
you should have the piles sorted into lots. Make
certain you direct the working party to place the
material in a relatively quiet spot. The checking
process will take some time. You will not want
to deal with the complaints that you will surely
receive if you block a busy passageway with large
quantities of assorted packages. In bad weather,
you should have tarpaulins on hand to protect the
stock from rain and salt spray while the inspec-
tion is in progress.
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After you have identified the items and
assorted them into the proper groups, you should
count them and compare the quantity received
with the amounts shown on the shipper’s invoice
and the file copy of the original invoice. For
receipts from commercial sources, you should
check the quantity of each item received against
the quantity ordered in block 20 of the DD 1155.
If the quantity received and quantity ordered are
in agreement, just circle the quantity ordered/
received. If they are not in agreement, you will
have to enter the quantity actually received and
circle it. You should then sign and date the DD
1155 in block 26 and and check the appropriate
blocks. The DD 1155 (Ship’s Store) does not
become an actual receipt document until you have
completed these actions. For merchandise received
from other supply officers, you should circle the
quantity received and then sign and date the docu-
ment. Next, you should have the boxes numbered
and struck below in numerical order. Numbering
the boxes in this manner will make it easy for you
to determine if a box is missing when the stock
is delivered to the storeroom. After all the material
has left the pier or dock, you should forward the
signed documents to the ship’s store officer.

When the material reaches its final destination,
it should be checked by the responsible custodian
to be sure all boxes have arrived and are un-
opened. The custodian must count all the mer-
chandise and note the quantity received just as
you did when the stock first arrived. For receipts
from commercial sources, the custodian should
use the copy of the procurement document held
in the Incoming Material File. For receipts from
other supply officers, the custodian should use a
copy of the DD 1348 or DD 1348-1 (automated
activities) that accompanies the received material.
Instead of certifying the documents, however, the
custodian must sign for responsibility by placing
the accountability stamp on the document and
then signing and dating the stamp. From this point
forward, the bulk storeroom custodian assumes
legal responsibility for proper disposition of the
material and forwards the responsibility document
to the ship’s store officer.

Receipts Directly Into the
Ship’s Store

Occasionally, it may be more logical or con-
venient for you to deliver a receipt of stock
directly to the retail store or to one of the service
activities. (A special order is an example of a direct
deli very.) You should remind the recordskeeper



that this type of receipt should be handled just
as though the merchandise had been physically
routed through the bulk storeroom. The only
basic difference in the routing procedure is that
the retail store operator or the Ship’s Serviceman
in charge of that service activity should
acknowledge receipt and custody on a copy of the
receipt document. However, the recordskeeper
should post and file this copy just as though the
merchandise had been received in the bulk
storeroom.

The recordskeeper should also assign an
intrastore transfer number from the Number Con-
trol Log (NAVSUP 980) to a second copy of the
receipt document rather than preparing an
Intrastore Transfer Data (NAVSUP 973) form.
The retail store operator or service activity custo-
dian should then sign the second copy of the
receipt document. The recordskeeper should post
the second copy as a breakout to the Financial
Control Record (NAVSUP 235) and the Stock
Record (NAVSUP 464). Then the recordskeeper
should file the second copy in the ship’s store
officer’s Accountability File. In a combined
operation, of course, a second copy of the pro-
curement document would not be required.

Short, Excess, or Damaged Shipments

As mentioned above, both you (as the
authorized inspector) and the storeroom custo-
dian should carefully inspect the shipment for
quantity and condition. If factory-packed cases
appear to be unopened, you can accept the
quantity shown on the outside of the container.
However, you should always check any repacked
cases and containers that have been taped shut.
Both you and the storeroom custodian should
record any discrepancies that appear in either
quantity or condition on your respective copies
of the procurement document.

FROM OTHER SUPPLY OFFICERS
(0.8.0.).— If the amount of merchandise received
from another supply officer is short of the amount
shown on the receipt document, you can sign only
for the quantity you have actually received. If
merchandise from another supply officer is
damaged, you can sign only for the quantity you
actually received that was in acceptable condition.
However, because the material is already in the
Navy Stock Account (NSA) and your ship has
already been charged for the amount on the
receipt document, the recordskeeper must take up
the full value of the receipt document on the ship’s
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records. You should expend the shortage by
survey from the Navy Stock Fund (NSF). You
should then forward an information copy of the
survey document to the issuing activity.

But what should you do when you receive a
shipment of merchandise that is in excess of the
amount shown on the receipt document? Again,
you should sign only for the quantity of stock that
you have actually received. To account for the
excess stock, the recordskeeper should prepare
and post a DD 1149 marked Gain by Excess
Receipt. You should make certain a copy of the
Gain by Excess Receipt invoice is sent to the
issuing activity for information and for other
action as deemed necessary.

FROM PURCHASE.— For receipts from
commercial sources, you should sign only for the
quantity of merchandise you received that was in
acceptable condition. The recordskeeper should
post this quantity to the ship’s records. If there
is a difference in quantity, you should notify the
vendor as soon as possible and request a corrected
dealer’s bill. Other arrangements can be made,
such as replacements for damaged merchandise
or fills for shortages, but these arrangements must
be done before the completion of the receipt docu-
ment. If the corrected dealer’s bill is not received
within 10 days or before the ship’s departure, the
incorrect dealer’s bill should be processed for pay-
ment. The paying office will pay only that part
of the bill that agrees with the certified purchase
document. Dealers’ bills not subject to discounts
will be forwarded for payment within 10 days
from the date of the receipt of the material or the
dealer’s bill, whichever is later.

Receipts of Partial Shipments

On occasion, you may receive a shipment of
merchandise that will only partially complete an
outstanding order or requisition. You may also
suspect that the remainder of the shipment will
arrive at some future date. For example, the
invoice contained in the partial shipment may
show that the remainder of the order will be sent
later. In cases like these, you should mark
Partial Shipment on the receipt document and
show the quantities that you received. You should
then process the receipt in the regular manner.
You should use additional copies of the receipt
document for processing all subsequent receipts
of the remaining items of the shipment. (You
should use a new receiving number from the
Journal of Receipts [NAVSUP 977] for each



subsequent receipt.) Continue this process until
you receive the entire shipment for the merchan-
disc you ordered.

Receipts of Shipments
Without Invoices

Occasionally, you may receive stock that is not
accompanied by an invoice. In these cases, the
recordskeeper should prepare a dummy invoice
on a DD 1149. You should make certain this form
is plainly marked Dummy. Use the dummy
invoice in the same manner as you would use an
invoice from the issuing activity. Consequently,
the recordskeeper should include all pertinent
information on the dummy invoice that would
have appeared on the invoice that should have
accompanied the shipment. If the unit price of
an item you have received is not available to you,
you should use the unit price of the same or
similar item already carried in stock.

If you receive the invoice from the issuing
activity later in the same accounting period, the
recordskeeper should replace the dummy invoice
with the invoice provided by the activity. The
recordskeeper should then correct the office
records to show any differences in the values
shown on the dummy invoice and those on the
actual invoice.

If the actual invoice is received in a subsequent
accounting period, you should make certain the
recordskeeper follows another procedure. The
recordskeeper should attach the actual invoice to
the dummy invoice. The recordskeeper should
then file these invoices in the retained returns for
the accounting period in which the dummy invoice
was reported. If differences in value exist between
the two invoices, the recordskeeper should prepare
an adjustment on a DD 1149 to show the debit
or credit amount. The records keeper should then
report the net difference on the Journal of
Receipts (NAVSUP 977) and should include this
amount as a receipt in the next set of returns.

Receipts of Bonus-Free Items

Beware of free items! Wherever ship’s store
items are being ordered, vendors are always
offering bonus-free items in various forms. One
example of a bonus-free item is when you order
11 tubes of toothpaste and you are offered one
free. Another example is when you buy 500
toothbrushes and you are offered a free watch or
a free camera.
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The DD 1155 covering the merchandise
ordered and the bonus-free items must show the
description, quantity, and unit cost price of the
ordered items. The form must also include a
separate listing of the quantity, description, and
the no-cost value of the bonus-free items. You
must make certain the following statement
appears on the face of the procurement document:

“The vendor will indicate on the invoice
the description, quantity, and unit cost
price of ordered items. The description,
quantity, and normal unit cost price of the
bonus-free items will be listed separately
on the invoice at no-cost value.”

When bonus-free items are identical, you
should post the total quantity to the applicable
stock record card. But when bonus items are not
identical, you should post the total quantity of
the ordered items only to the applicable stock
record card. If you are currently carrying items
in stock that are identical to the bonus-free items,
you should post the bonus-free items to the
applicable stock record card. If the bonus-free
items are new items and authorized for sale but
you do not currently have them in stock, you
should prepare a new card. You should enter the
quantity and normal unit cost on the new card.
Based on the normal unit cost price of the item,
the ship’s store officer will establish a unit
selling price for the bonus-free items. You should
sell the bonus-free items just as though they were
regularly ordered items.

AUDITING RECEIPTS

An accurate set of ship’s store returns depends
to a large extent on the accuracy with which
receipt files and records are kept. Thus, it is
very important that you, as the senior Ship’s
Serviceman, audit the processing, posting, and
distribution of receipt documents with con-
siderable care. To stay abreast of procedures,
remember to keep your NAVSUP P-487 current.

Processing Receipt Documents

The inspection copy signed by the authorized
inspector and the responsibility copy signed by the
custodian must be checked for agreement on the
quantities of stock received. If they do agree, the
copy signed by the custodian becomes the
Accountability File copy and holds the custodian
responsible for all stocks received. The ship’s



store officer should put all such copies under lock
and key. The authorized inspector’s copy is given
to the recordskeeper who will extend that copy
plus all other copies in the Outstanding Purchase
Order File or Requisition File. The recordskeeper
should then detach one copy (any copy except the
original of the authorized inspector’s copy) to use
for posting.

Discrepancies in counting between the
authorized inspector and the bulk storeroom
operator should be rare events. When they do
occur, immediate investigative action should be
taken by the ship’s store officer or the leading
petty officer. When unresolved, differences in
counting may result in items being surveyed. If
you try to maintain proper security throughout
the receiving process, discrepancies should be few.

Posting

The detailed procedures for posting receipt
documents to the Journal of Receipts, Financial
Control Record, and the Stock Record are con-
tained in the NAVSUP P-487 and the Ship’s
Serviceman 3 &2, module 2. As an auditor, you
should establish a system by which you can
examine the receipt procedures used by the
recordskeeper. You can refer to the checklists in
the appendixes of your NAVSUP P-487. Some
of the questions you should ask are those that
should be asked in any receipt audit.

@ Have all vouchers been extended correctly
at cost and selling price?

® Does the amount posted to the Journal of
Receipts represent the basic cost of the merchan-
dise plus transportation, less credit memos (if
any), less discount?

® Are consecutive receiving numbers
assigned to each receipt document beginning with
the number 1 each accounting period?

® Are receipt amounts posted to the correct
column of the Journal of Receipts (NAVSUP
977)?

® Does the total of the Journal of Receipts
columns agree with the cost total of the Receipts
from Purchase and Receipts from O.S.O. files?

® Are receipts posted to the Financial Con-
trol Record (NAVSUP 235) at retai