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CHAPTER 5


HEADQUARTERS SERVICES


SECTION 1:  HEADQUARTERS SERVICES

5100.  SUPPLY REQUISITION PROCEDURES
1.  Purpose
    a.  This chapter establishes the supply policies for effective control of equipment/consumable supplies processed through the Marine Corps National Capital Region and Henderson Hall, HQBN.  Understanding and executing these supply policies are essential for effective requisitioning, and materiel management necessary to ensure mission accomplishment.

    b.  Administrative Supply requests will be submitted through Boise Office Solutions website.  All open purchase or credit card purchases must be procured utilizing PR Builder, telephone requests for supplies will not be accepted.

2.  Responsibilities

    a. Customer Delivery (Navy Annex).  Customer equipment orders are delivered to the Navy Annex room (1201) and are available for customer pick-up during the following times:  Monday through Friday 0830–1100.  Afternoon pick-ups are available Tuesday 1300-1600.

    b. Customer Delivery (Pentagon).  Customer equipment orders are delivered to the Pentagon loading docks (RDF) ON Tuesdays and Thursdays at 1330 to 1400. Also, office supplies for the Pentagon are available at the “Light House for the Blind” formally known as Defense Supply Support Washington (DSSW) Self Service Store, located in room 1E700 using GCPC funded with agency funds.

3. Procurement Consumable Supplies

a.   Designated purchasing officials within the HQMC staff agencies will requisition consumable supplies via the Internet to HQBN supply using a third party vendor website (Boise Office Solutions).  HQMC staff agencies Fund Administrator’s (FA’s) screen user requirements and ensure funding is available before releasing orders to third party vendor for shipment. 

    b.  HQBN supply personnel will screen, record and validate all supply request before releasing orders to a third party vendor for shipment.  Complete instructions for login ID’s, passwords, ordering restricted items, delivery sites and ordering SOP’s can be found in the HQBN supply website at http://hqinetool.hqmc.usmc.mil/hh/.
   c.  Consumable supplies are defined as any item of supply that is normally expended, or used up beyond recovery in the use for which it is designed or intended.  Expendable desk accessories such as perforators, desk trays, pencil sharpeners, wastebaskets, staplers, typewriter/printer ribbons, and all consumable paper supplies.  
   d.  Property
        (1) Non-consumable items such as blackboards, briefcases, chair mats, clocks, easels, and portable partitioning. Items known to be open purchase, such as rubber stamps, specialty items such as drafting equipment, supplies, and other items not normally found in offices should be requisitioned
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separately.  All requisitions for open purchase items must contain full descriptions, including applicable part or catalog numbers, source of supply if known, and any other information to assist in identifying and locating the item to be purchased.  All requisitions for open purchase of items by brand name, or specific items that are similar to those stocked by GSA stores, must be submitted utilizing PR Builder.

        (2) Word processing and personal computer supplies including magnetic discs, disc storage units, printwheels, ribbons, equipment accessories and attachments, software, etc., require written justification and approval by branch heads.

        (3) Requests for security containers; i.e., safes and safe cabinets, require review by the DirAR (ARS) and should be requisitioned separately.

    e.  Machine Repair.  Repairs to office machinery.

    f.  Services
        (1) Installation or modification of telephone or intercommunications facilities.

        (2) Repairs to office furniture and equipment.

        (3) Mounting or hanging blackboards, pictures, etc.

        (4) Requests for building alterations such as installation or removal of permanent partitions, doors, electrical outlets, floor tile, acoustic tile, vents, exhaust fans, and renovations or touch-up painting should be directed to the DirAR (ARD).

    g.  Furniture.  Desks, chairs, tables, stands, bookcases, clothing racks, and filing equipment. (To purchase new or replace, responsibility of HQBN for HQMC staff agencies)

    h.  Blank Forms.  All numbered forms used at this Headquarters.  Requests for blank forms must be submitted to the DirAR (ARD).

        (1) The DirAR (ARD) coordinates all requisitions for blank forms.  This coordination ensures the currency of the form being ordered, determines whether revision is required, and ensures update of the forms management database.  The DirAR (ARD) stocks, issues, and replenishes NAVMC HQ forms used by more than one staff agency, but does not stock NAVMC HQ forms developed for individual staff agency use.  An individual staff agency that develops single user NAVMC HQ blank forms for internal use or NAVMC blank forms used Marine Corps-wide, but are stocked and controlled by the individual staff agency, must maintain its own stock and requisition replenishment as required.

    
 (2) When a staff agency needs to replenish its stock of blank forms, it should requisition at least a 1-year supply.  Replenishment of stock for NAVMC/NAVMC HQ blank forms will be done by reprinting.  Requisitions 

(NAVMC HQ 333) for NAVMC/NAVMC HQ blank forms must be submitted to the

DirAR (ARD).  If adequate internal storage space is not available, staff agencies may arrange for the DirAR (ARD) to store forms, not stock forms, in the warehouse.  In such a case the staff agency will be responsible for its

own inventory control.  Requisitions must include the form prefix (NAVMC, NAVMC HQ, DD, etc.), the form number and current edition date, the title, unit of issue (if known), stock number (if known), and the quantity required.  
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    i.  Publications.  All informative, commercially printed matter such as dictionaries, atlases, books, magazines, newspapers, pamphlets, periodicals and controlled and non-controlled publications from the Marine Corps publications stock point, Marine Corps Logistics Base, Albany, GA, by SASSY

Controlled publications require HQMC sponsor approval per MCO P5400.31.

        (1) Newspaper subscriptions will be accepted only when justified in writing and approved by the DMCS.  The requests will be sent via the 

DirAR (ARD).

        (2) All requests for publications must be job or function-related.  Requests approved by the staff agency head must contain full written justification.

    j.  Office Machinery.  Calculators, dictation and transcribing machines, microfiche equipment, typewriters, electric staplers, time and date stamps, copiers, personal computers, terminals, shredders, and other items of specialized major equipment/systems should be requested separately with full justification and approval by the staff agency head.

4.  Requesting activities are provided with copies of the purchase action taken at the time orders are placed on non-stock items.  The processing cycle for purchased items vary depending on source and availability of the requested item.

5.  Periodical Subscriptions.  The DirAR will approve/disapprove all periodical subscriptions purchased with appropriated funds.  All requests for subscriptions will be submitted to the DirAR under the signature of the staff agency head.

    a.  Heads of staff agencies will:

        (1) Prior to signing any requisition to purchase a periodical subscription, ensure the subscription is mission essential and the requisition states why needed.  Mission essential periodicals relate to mission accomplishment and enhance the professional growth of the Marines.  Periodicals needed to perform a job, those authorized by Marine Corps orders, and those whose absence would adversely affect job performance are included in this definition.

        (2) Ensure authorized periodicals, both specialized and general interest, are made readily available to all interested personnel or offices.  Sharing periodicals will preclude unnecessary duplication of subscriptions.

    b.  The DirAR (ARD) will:

        (1) Review and approve/disapprove all requisitions to purchase periodical subscriptions.

        (2) Maintain a record of all approved requests for paid periodical subscriptions, and provide this record to the staff agency heads for review annually.

5101.  SECURITY OF OFFICE EQUIPMENT.  To ensure the security of office equipment, lock up pilferable items during nonworking hours.  Report missing Government property immediately to the FPS, room 1036, ext. 42121, and follow-up with a memorandum report to the DirAR (ARD), via the staff agency Responsible Officer (RO), by the first working day following discovery of the loss.  
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5102.  ASSIGNMENT AND DUTIES OF RESPONSIBLE OFFICERS
1.  Anyone acting in a command or supervisory capacity may be assigned duties as a RO, and will be responsible for all accountable property issued to their account.

2.  Heads of staff agencies, or their designated representative, will nominate RO's in writing, when a new account is established or at least 20 days prior to the relief of a currently CMR clerk (see Figure 5-1).

3.  RO controlled property includes office machines, nonexpendable, accountable-type items and equipment, and such other expendable or highly 

pilferable-type items for which custodial controls are specified in MC0 P4400.150 and UM4400-15.  Local policies are established by the Commanding Officer,and the Supply Officer of HQBN, Henderson Hall MCNCRC. 

    a.  Formal Account.  All nonexpendable items under $15,000 which do not need maintenance agreements such as general officer furniture and flags, and items containing serial numbers such as handheld calculators, electric pencil sharpeners and staplers, microfiche viewers, desktop calculators, ADP equipment, and other items as specified HQBN supply policy.  

b.   Plant Property.  All items with an initial acquisition cost in excess of $15,000 such as copy machines, reader/printer equipment, and computer/word processing systems.  Any time a serialized item or component is removed/ relocated or replaced, the action will be reported in writing to HQBN Supply.

4.  Appointed RO's will ensure property under their charge is safeguarded, maintained, administered, and accounted for at all times.  

    a.  RO's will obtain subsidiary receipts from the persons having possession of public property.  Either a locally devised receipt or Equipment Custody Record (4440) form (NAVMC 10359) will serve this purpose.  

    b.  RO's will ensure transfers of accountable public property are properly documented.  In no case is an RO relieved of accountability for public property without appropriate documentation.  RO's are not authorized to give away, loan, or dispose of public property. 

5.  The following procedures apply for all accountable public property in the custody of RO's:  

    a.  A formal account Consolidated Memorandum Receipt (CMR) serves as the formal control document for all nonexpendable accountable items and specified expendable items requiring custodial control.  

    b.  A plant account CMR serves as the formal control document for all plant account accountable items.  

    c.  The original, signed CMR's are kept in the Property office at HQBN Supply. 

    d.  RO's are given a duplicate copy of the CMR for use in verifying the formal property and plant account items charged to their account. 

    e.  Signed copies of DD form 1348-1’s are needed for any turn in, transfer, issue, or disposal of gear.  All DD form 1348-1’s will be generated by the property office at HQBN Supply.

    f.  The issue or turn-in of accountable items will be noted on the original CMR as transactions occur.  It is the RO's responsibility to make similar entries on the retained copy of the CMR.  
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5103.  BUILDING REPAIRS AND MAINTENANCE
1.  DoD, Washington Headquarters Services (WHS) is responsible for building repairs and maintenance, to include repair or replacement of permanent fixtures such as fluorescent lights, windows, door locks, heating, and air conditioning equipment, plumbing fixtures, Venetian blinds, and floor tiles.  Requests from staff agencies in FOB #2 for maintenance or repair will be directed to Administration and Resource Management Division via the Electronic Services Request (ESR) system.  

2.  Housekeeping and Cleanliness.  The building managers of FOB #2 and the Pentagon are responsible for keeping the building and grounds neat and clean. Although custodial services have been contracted to do the cleaning, each person is responsible for keeping their work area clean.

    a.  Custodial cleaning services traditionally include:

        (1) Daily emptying of wastebaskets, dusting and spot vacuuming; complete vacuuming and sweeping weekly; and monthly mopping and buffing of tile floors.  Daily cleaning of restrooms, sweeping or vacuuming of entrances, lobbies, and corridors, and policing of entrances, lobbies, and corridors.

        (2) Report problems to the DoD Building Manager.

    b.  Placing unserviceable or excess furniture, equipment, partitions, and extraneous items such as skids, empty boxes, and obsolete publications in public corridors is prohibited by building regulations.

    c.  Occupants are responsible for arranging the removal of excess furniture and material as follows:  

        (1) Submit a requisition to the DirAR (ARD) to request pickup of excess, unserviceable furniture, equipment, partitions, and other non-chargeable items.  These items will be held in the office spaces until they can be picked up.  (now the responsibility of HQBN Supply)

        (2) Call the DoD Building Manager to arrange pickup of bulk paper items such as obsolete files, computer printouts, and publications.

3.  Facilities, Safety, Health, and Fire Protection Representatives  

    a.  Federal Property Management Regulations (FPMR), par 101-20.109.3, requires agencies occupying DoD-owned/controlled buildings to appoint a safety, health, and fire liaison to establish safeguards that will minimize personal harm, property damage, or impairment of agency operations.  The DirAR (ARD) is assigned this responsibility for HQMC.  However, to ensure spaces occupied by HQMC personnel meet or exceed accident and fire prevention policy objectives, it is necessary for staff agencies to appoint a representative to assist the DirAR (ARD) in carrying out this responsibility.

    b.  Because of the frequent turnover of personnel assigned to HQMC, staff agencies will assign this responsibility to an authorized T/O billet requiring a LtCol/above.  Staff agencies are also required to keep the DirAR (ARD) informed of the name of the incumbent filling the assigned T/O billet.

    c.  In addition to the duties outlined in the FPMR, the staff agency representatives will be responsible for:

        (1) Ensuring their personnel comply with paragraphs 5103.1 and 5103.2.

        (2) Inspecting all spaces occupied by their staff agency or division 

and adjoining public areas (corridors, restrooms, sinkrooms, etc.).
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  (3) Initiating appropriate action following paragraphs 5103 and 5104, to correct any discrepancies noted.

        (4) Maintaining a log of discrepancies noted, dates and actions taken, and dates of correction or follow-up actions.

4.  Building Equipment.  Personnel may not move door sign holders and other building equipment from one room to another.  Contact the DoD Building Manager for desired changes.

5.  Central Air conditioning/Heating.  Federal Property Management Regulations specify that, during working hours, room temperatures will be kept at 78-80 degrees Fahrenheit in the summer and 65-68 degrees Fahrenheit in the winter.  Central systems are monitored and controlled by building engineers through a series of central control panels.  FOB #2 is cooled and heated by a combination of fresh air and chilled/hot water convector systems.  The air vents provide circulation while the convector units provide the cooling/heating of internal air.  System effectiveness depends on equalized air pressure throughout the building.  The blocking of fresh air vents, opening of windows, or storing of material in front or on top of convector units could cause improper functioning of the system, not only in the immediate area but in all rooms of the wing or zone.  Any malfunctions in the cooling/heating system or equipment should be reported to the DoD Building Manager.

6.  Installation and Operation of Coffee Messes.  Staff agencies wishing to have coffee messes must send a memorandum via the head of the staff agency, to the DirAR (ARD) for forwarding to the DoD Building Manager.  The request will describe the appli​ances, its intended use (coffee or water), number of users, and proposed location.  Before a permit is issued, the installation must meet the following requirements:

    a.  Safety Requirements

  (1) The electrical circuit must be able to handle the additional load.

        (2) The appliance must bear the label of Underwriters Laboratories or other approved testing laboratories, be free of any defect at the time of installation, and be inspected and approved by a qualified electrician.

        (3) All electrical appliances must have indicator lights that remain lit as long as current is being supplied to the appliance, and preferably contain an on-off switch.


  (4) All electrical appliances shall be turned off promptly after use to avoid overheating and creating a potential fire hazard.

    b.  Building Manager Inspection.  DoD will inspect periodically, all installations of electrical appliances to guard against a possible fire hazard.  If an installation does not conform to safety, installation, and sanitary requirements, it will be removed.

7.  Decorations.  Festive decorations may be set up in HQMC occupied spaces under the following conditions:

    a.  Manufactured decorations, such as crepe paper, drapes, curtains, cotton, cardboard, flock, and similar material are flameproof.  At no time will spray-on type decorations be allowed.  Only masking tape may be used to hang decorations on walls or doors.
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    b.  Christmas Trees
        (1) Live trees are not permitted.

        (2) Artificial trees must be flame-proof to the satisfaction of the Fire Marshal.          

        (3) Artificial trees may not be set up before 10 December and must be removed by 3 January.

        (4) Artificial trees must be properly placed.  Trees must not block an exit door or obscure an exit sign.                                          

        (5) Only decorations of non-flammable material are permitted.

        (6) Candles or flame decorations are not permitted.

        (7) Electrical wiring may not be used on metallic trees.  Metallic trees may be illuminated by use of spotlights placed at a safe distance.

        (8) Electric lights used on trees must conform to the appropriate

jurisdictional code and be U.L. approved.

    c.  Holly, cornstalks, straw, and similar materials shall not be used.

8.  Energy Conservation
    a.  Federal Property Management Regulations mandate the practice of energy conservation in all DoD-controlled space.  Cooling and heating of space and lighting should be reduced to minimal acceptable standards for personal comfort.  Employees are encouraged to:

        (1) Use minimum artificial lighting during daylight hours.

        (2) Keep all unnecessary lights turned off, such as those in storerooms, closets, or other spaces not being occupied.

        (3) Turn off lights, machines, and appliances when leaving the work area.

        (4) Keep windows and outside doors closed at all times. 

        (5) In areas containing individual window air conditioning units, close the dampers which admit outside air.

        (6) Dress appropriately for lower winter temperatures and higher summer temperatures.

        (7) Do not turn on equipment such as copy machines, typewriters, calculators, etc., until needed.  Turn equipment off when no longer in use.

        (8) Use stairs in lieu of elevators.

        (9) Draw or partially close blinds, shades, and draperies on the sunny side of the building during hot weather and open during cold weather for solar heat gain.

        (10) Notify the DoD Building Administrator of any areas requiring service to prevent waste of utilities.

    b.  Exceptions to paragraph 8a, may be granted to protect or operate specialized equipment such as computers, but only after consultation with technical personnel, and presentation of supporting evidence that supplemental
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cooling/​heating or lighting is required.  Any exceptions must be approved by the DoD Building Administrator and be concurred in by appropriate energy conservation coordinators.

5104.  BUILDING ALTERATIONS
1.  DoD (WHS) provide building alteration services including construction and removal of permanent partitions, installation and relocation of electrical outlets or power poles, and painting.  The Washington Headquarters Services Building Administrator must approve all alterations.  Projects of major proportions require further approval by the Federal Building Fund Administrator of the Naval District of Washington (NDW) and the Office of the Secretary of Defense (OSD).  As such, all proposed moves involving alterations must be coordinated with the DirAR (ARD).  Submit all requests for alterations indicating work required to the DirAR (ARD).

2.  Extension Cords.  Extension cords will not be used as a substitute for permanently installed receptacles.  If used as temporary power source, extension cords will:

    a.  Be approved by an underwriters laboratory and be of heavy duty design.

    b.  Be three-wire with the three-wire properly installed as an equipment ground connection.

    c.  Be protected against accidental damage that may be caused by traffic, sharp corners, or pinching in doors.  They will not be fastened with staples, hung from nails, suspended by wire, etc.

3.  Unauthorized Alterations.  Federal Property Management Regulations prohibit individual "self-help" alterations or improvements in any DoD-controlled space.  Only DoD may make alterations and improvements.  Any individual making unauthorized alterations or improvements will be held financially responsible for restoring the space to its original condition.

4.  Contract Modifications.  Approved alteration work requests are binding contracts between the Marine Corps and DoD, therefore no changes negotiated 

between occupants and workmen are authorized.  If legitimate requirements have changed, contact the DirAR (ARD) to either modify or cancel the approved work request.

5.  Alterations and Construction Plans.  Requisitions involving alterations or modifications to existing space, including extensive electrical outlet relocations, must be accompanied by proposed office layouts including furniture locations and grades of personnel occupying desks located within the space.  The DirAR (ARD) will provide assistance and guidance in preparation of design layouts upon request.

5105.  DISPLAYS IN MAIN ENTRANCE LOBBY AT HEADQUARTERS MARINE CORPS.  The DirAR (ARD) is responsible for the decor of the main entrance lobby at HQMC.  HQMC activities wishing to schedule temporary exhibits in the lobby must contact the DirAR (ARD), requesting approval to include type of display, justification, and inclusive dates.

5106.  HEADQUARTERS BULLETIN BOARDS
1.  The DirAR (AR-1) maintains the bulletin board located between rooms 1018 and 1020.  Individuals who desire to post an advertisement will prepare it on a 4x6 card, using the following guidelines, and submit it to the DirAR (AR-1), room 1022.

    a.  Type or print advertisement lengthwise (see Figure 5-2).
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    b.  List the owner's name, organization, office phone, and room number on the back of the card.

    c.  Use an appropriate heading (i.e., House for Sale, Auto Wanted, Furniture for Sale, etc.) with only similar items on one card.

2.  Acceptable advertisements will be posted for 60 workdays and then removed. If space on the board permits, advertisements may be renewed upon request.

3.  Commercial, help wanted, personal service, organizational or club notices, and similar-type advertisements will not be accepted or displayed.

4.  Heads of staff agencies who maintain a bulletin board will ensure:

    a.  Written regulations governing the use of bulletin boards under their cognizance are published and outline the types of items acceptable for posting.

    b.  Bulletin boards are kept in a neat, orderly manner and only official matter is posted.  Recreational information is considered official matter.

    c.  Bulletin boards are inspected frequently to ensure no material prejudicial to the maintenance of good order and discipline is displayed.

5107.  POSTING OF NOTICES AND OTHER MATERIALS ON WALLS, DOORS, AND ELEVATORS
       OF FEDERAL BUILDINGS
1.  Following DoD Public Building Service (PBS) regulations, all items for posting will be placed on bulletin boards only.  No material is to be fastened to walls unless approved by DoD Building Administrator.

2.  Posting material by taping to walls, doors, and elevators is unsightly and causes damage to the surface finishes involved.

5108.  SMOKING IN HQMC OCCUPIED SPACES
1.  A smoking policy has been established per guidelines set forth by DoD.  Regulations for smoking in HQMC-occupied spaces, except Henderson Hall, are published and distributed by the Building Administrator in the form of Washington Headquarters Building Circulars.  Specific policy covering HQMC 

personnel are outlined in MCO 5100.26.  The policy states that smoking is prohibited except in designated areas.  Unless otherwise designated by the DirAR, smoking is prohibited in all HQMC assigned spaces; i.e., those spaces specifically designated for use or occupied by HQMC personnel, such as offices, auditoriums, conference rooms, training areas, lobbies, corridors, elevators, stairwells, restrooms, eating areas, warehouse, storage, and loading dock areas.

2.  The Building Administrator may, as directed by GSA, publish additional guidelines pertaining to this policy.

5109.  PROHIBITION ON ALCOHOL.  Alcoholic beverages are not permitted on the Pentagon Reservation (of which Federal Building Number 2, Arlington Annex is included) without written permission from the ACMC.  Submit requests for the use of alcoholic beverages to the ACMC via the DirAR.  The DirAR will forward such requests to the ACMC for approval or disapproval, and provide a copy of any approvals to the Defense Protective Service.

5110.  ENTRAPMENT IN ELEVATORS.  Elevator malfunctions are extremely dangerous to both passengers and rescuers.  To reduce the possibility of physical injury, the following procedures shall be observed:
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1.  Engage the alarm bell inside the elevator car.

2.  Use the elevator telephone to call authorities as outlined on posted emergency instructions.  If no instructions are posted, passengers should call their office and request the Building Manager or Federal Protective Service be notified.

3.  Wait for DoD authorized elevator mechanics.

4.  Do not try to force open elevator doors or leave stalled elevator cars unless instructed to do so by DoD elevator mechanics.

5111.  REQUEST FOR SPACE ALLOCATION AND UTILIZATION
1.  The DirAR (ARD) is responsible for the planning, allocation, and management of space.

2.  The DirAR (ARD) will make space assignments in compliance with DoD criteria standards except when available space assets, building structural design, or other factors prevent adherence to the following authorized allowances:

a.  Private Office Space
        P-1  600 SQFT  CMC, ACMC

        P-2  400 SQFT  Deputy and assistant chiefs of military services or heads of offices reporting directly to positions in P-1 category.

        P-3  300 SQFT  Division heads (SES, general, and above), or deputies to positions in P-2 category.

        P-4  200 SQFT  Division heads (GM-15/14, colonel), or compARSle positions requiring private offices.

        P-5  150 SQFT  Division heads (GM-13, lieutenant colonel), or compARSle positions needing private offices, branch heads (GM-15/14/13, 

colonel, lieutenant colonel), who report to positions in P-4 category, and administrative or professional personnel (GM-15/14, colonel) who require private offices. 

        P-6  100 SQFT  Branch heads (GS-12, major and below or compARSle positions), and administrative or professional personnel (GM-13, lieutenant colonel and below) who require private offices. 

    b.  Open Office Space
        0-1  110 SQFT  Unit supervisors (GS-9, E8, WO, 01, or above) who supervise six or more employees.

        0-2  90 SQFT  Unit supervisors (GS-7, E7, or below) who supervise six or more employees, and administrative or professional personnel (GS-7, E8, 01, or above).

        0-3  60 SQFT  Clerical, stenographic, and all other personnel.

3.  When requesting additional space to accommodate approved expansions or new programs, staff agencies shall submit their space requirements based on the aforementioned allowances.

    a.  Requests will indicate if the requirement is:
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        (1) Intermediate - needed within the next 8 months.

        (2) Current - needed within the next fiscal year.

        (3) Long Range - needed within the next 5 years

    b.  Heads of staff agencies are responsible for the proper use of allocated space.

    c.  The DirAR (ARD) will conduct periodic surveys to ensure space is being properly used.  Based on these surveys, the DirAR (ARD) may make reallocations of space as appropriate.

    d.  Staff agency requests for additional space shall be accompanied by completed Request for Space (SF 81) supported by DoD Space Requirements Data Forms DD-1450 and DD-1450-1.

4.  Annually each staff agency must submit an original DoD Space Requirements Data Forms DD-1450 and DD-1450-1 to the DirAR (ARD) no later than

30 September.  Staff agencies should base this report on their on-board strength and current T/O broken down by officer, enlisted, and civilian.  Vacancies should be identified and submitted with authorized space allocation for the position.

5.  The DirAR (ARD) is responsible for maintaining space and personnel figures for use in preparing reports to higher authority as required, and to justify current space allocations.

5112.  FUNDING FOR HEADQUARTERS NON-IT EQUIPMENT AND SERVICES
1.  AR Division (ARD) is funded to support Non-IT equipment requirements (copiers, facsimiles, shredders, scanners) and related services for the HQMC. Customers submit their requirements via the Electronic Requisitioning System (ERS).  Funding availability will be determined by the ARD Non-IT equipment commodity manager.  If funding is not available, the request will be returned to the customer for application of their own funding, or re-submission later in the fiscal year when additional AR funding may be available. 

2.  AR Division (ARI) is funded to support most non-NMCI Information Technology Equipment (ITE) requirements.  Non-NMCI ITE requirements include only those hardware devices and services not supported by NMCI.  It must also be noted that ARI is not funded to purchase non-NMCI desktop computers, laptop computers, or servers as those devices are supported under MARCORSYSCOM’s Marine Common Hardware Suite (MCHS) program.  To purchase non-NMCI items, customers must submit their requirements using the C4-sponsored IT Waiver Procurement System.  If the request is approved, customers must then submit their requirements via the Electronic Requisitioning System (ERS).  Funding availability will be determined by the ARI ITE commodity manager.  If funding is not available, the request will be returned requesting the customer to either provide their own funding or for re-submission later in the fiscal year when additional AR funding may be available.

3.  AR Division (ARI) is funded to support most telecommunications requirements (equipment and services). Customers submit their requirements via the Electronic Requisitioning System (ERS).  Funding availability will be determined by the ARD Non-IT equipment commodity manager.  If funding is not available, the request will be returned to the customer for application of their own funding, or re-submission later in the fiscal year when additional AR funding may be available. 
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MEMORANDUM

From:  Appropriate Headquarters Staff Agency

To:    Supply Officer, Headquarters Battalion, Henderson Hall

Subj:  ASSIGNMENT AND DUTIES OF RESPONSIBLE OFFICER

Ref:   (a) MCO P4400.15, Consumer-Level Policy Manual

       (b) MCO P5000.21, HQADMINMAN

1.  Effective (20 days prior to relief), (New RO name and grade)
will assume the duties of RO for account number _____ relieving

(Name and grade).

2.  The above individuals will conduct a joint inventory of all custodial and plant property on charge and report all overages or shortages in writing to the Commanding Officer, Headquarters Battalion by the above effective date.  The references refer.

3.  The RO will report to Battalion Supply, Henderson Hall to sign the original Formal Account and Plant Account CMR.

                                        J. J. MARINE


Figure 5-1.--Assignment and Duties of Responsible Officer.
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HOUSE FOR SALE - $266,500

      3 Bedroom, 1½ bath, brick rambler, near schools, bus, and shopping.

      In Alcova Heights, 1001 7th Street, Arlington, VA. 

      Home telephone:  (703) 311-0000.  Located 4 blocks from Columbia Pike.

      (703) 614-6000 DWH  (Picture optional)  (703) 971-8888 AWH


Figure 5-2.--Advertisements.
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