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STANDING OPERATING PROCEDURE


SUPPLIES AND EQUIPMENT - CONTRACT ANIMAL HUSBANDRY AREA
I.
PURPOSE:
To establish guidelines for keeping inventory, ordering and tracking supplies and equipment used in the section.

II.
SCOPE:
These procedures apply to all personnel in Animal Husbandry Contract Personnel.

III.
RESPONSIBILITIES:


A.
The Chief, DAH is responsible for, reviewing and updating this SOP annually.

     B.
The Contract Project Manager, Animal Husbandry Contract is responsible for ensuring proper use and maintenance of all items used by personnel.


C.
All personnel are responsible for proper use and maintenance of all items and notifying a supervisor of non-functioning equipment or items needed.


D.
The Logistics and Supply Officer is responsible for the following:



1.
Ensuring that justifications are written correctly, before they are forwarded to Chief, Department of Animal Husbandry (DAH) for approval.



2.
Ensuring that all equipment/supplies are properly identified to minimize loss.



3.
Ensuring that Property Management is notified for all hand receipt equipment received.



4.
Processing requests from the section for supplies,  equipment, and repairs in a timely manner.



5.
Log and maintaining documentation on all items ordered.



6.
Monitoring items ordered on a weekly basis to determine status of the purchase order request in the system.





7.
Notifies Chief, DAH of status of items ordered.



8.
Maintaining a log, tracking purchase order requests, commitments, obligations, and receipt of material.

IV.
PROCEDURES:


A.
GENERAL - All contract Animal Husbandry Supervisory personnel are responsible for keeping their area stocked with supplies needed daily and advise DAH of items needed BEFORE YOU RUN OUT!  It is also imperative that malfunctioning equipment be reported to the Department NCOIC and DAH immediately.


B.
ORDERING



1.
All items requested will be submitted on the appropriate forms provided by the Army and turned in weekly to the Supply Officer. 



2.
Do not re-order items not yet received until coordinated with the Supply Officer, DAH.
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