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I.
PURPOSE: To outline procedures for conducting inventory and ordering feed and bedding.

II.
SCOPE: Applicable to all Departmental and contract personnel.

III.
RESPONSIBILITIES:


A.
The Chief, Department of Animal Husbandry, will review this SOP annually.


B.
The Civilian Project Supervisor (CPS) will order animal feed and bedding and notify sections of anticipated arrival dates of requested items.  The CPS will update this SOP as needed.


C.
All DAR and contract personnel will read and comply with these provisions.


D.
The persons responsible for requesting animal feed and bedding will ensure compliance with these policies and procedures.

IV.
PROCEDURES:


A.
General:



1.
The Civilian Project, Supervisor/designee is the only person authorized to place or amend orders for feed and bedding.



2.
Fruits, vegetables, and commissary supplies are ordered through the Logistics and Supply Officer.



3.
The CPS shall appoint the individuals responsible for conducting the inventory and requesting feed, bedding, fruits, vegetables, and commissary supplies through the Logistics and Supply Officer or the Civilian Project Supervisor.


B.
Inventory And Ordering:



1.
The individuals designated as primary will conduct physical inventory weekly using the approved inventory form.




a.
The inventory shall be faxed or hand carried to the Logistics and Supply officer/designee by close of business on each Friday.




b.
In the event the primary individual is on leave, the alternate will conduct and furnish the inventory.



2.
All orders for animal feed, bedding, and/or commissary supplies should be based on:




a.
Inventory on hand.




b.
Anticipated animal census/special requirements for the following week.




c.
No more than one-month supply of these items should be on hand within sections.  The guiding principle is rapid turnover of animal feed/bedding in an effort to ensure fresh supplies in support of the animals.  Only the Chief, DAH, may authorize exceptions to this policy.


3.
All orders for fruit, vegetables, and commissary supplies shall be furnished to the Logistics and Supply officer/designee by the primary individual responsible, no later than COB Friday for items required for delivery the following week.  The approved form shall be used to place orders.



4.
The Logistics and Supply Officer/designee will process all orders for fruit, Vegetables, and commissary supplies no later than close of business Monday.



5.
All orders for animal feed and bedding shall be placed each week by the Civilian Project Supervisor, as needed, based on inventory at hand, and/or anticipated and animal census.

VI.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-413 dated May 1997.

REVIEWED AND APPROVED:

JOHN H. PARRISH

LTC, VC

Director, Division of

Veterinary Medicine

PREPARED BY:

3

