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SELECT DATA ELEMENTS FGR RECORDING TRANSACTIONS

PLAN PROCEDURES FOR MAINTAINING SUPPLY STOCK RECORDS

PREPARE DOCUMENTS FOR NON-MEDICAL EQUIPMENT TRANSACTIONS

DETERMINE THE METHOD OF DESTRUCTIDON FOR DIFFERENT TYPES OF
MEDICAL SUPPLIES

MAINTAIN FILE OF AUTHORIZATIONS, INCREASES, OR DECREASES TO
THE CONSOLIDATED LISTING

DETERMINE REQUISITION PRIORITIES

COCRDINATE THE RELOCATION OF PROPERTY BETWEEN PROPERTY
CUSTUODIANS

SUPERVISE APPRENTICE MEDICAL MATERIEL SPECIALISTS (91530)
PREPARE AND SUBMIT LOCAL PURCHASE REQUESTS TD BASE
PROCUREMENT ACTIVITY

INSPECT RECEIPTS AND ISSUES FOR PROCESSING PRIOR TO
INVENTORY

MAINTAIN AND DISTRIBUTE THE CONSOLIDATED LISTING (CL)
PLAN PROCECURES FOR CONTROLLING THE FLOW OF DOCUMENTS

DESIGNATE ITEMS FOR DISPOSAL

PREPARE DOCUMENTS TO BE DESTROYED OR RETIRED

MAINTAIN AND SEARCH STOCK LOCATOR FILE OR AIR FORCE
LOCATOR CARDS

MAINTAIN LIBRARY OF GSA CATALOGUES, VENDORS® CATALOGUES,
AND OTHER PROCUREMENT DATA

INDOCTRINATE NEWLY ASSIGNED PERSONNEL

ANALYZE INVENTORY FINDINGS AND PREPARE INVENTORY SUMMARY

REQUISITION SPECIAL ITEMS SUCh AS DIAGNOSTIC BIOLOGICALS
AND REAGENTS

ESTABLISH MINIMUM STOCK LEVELS

POST STOCK SUSPENSION NOTICES

COMPUTE FILL RATES

DISTRIBUTE FINANCIAL DATA TO INTERESTED AGENCIES
MAINTAIN MEMO DGCUMENT REGISTER

PREPARE REQUESTS FOR CHANGES IN ALLOWANCES AND
AUTHORIZATICNS (AF FORM 601A)

MAKE IDENTITY OR STOCK RECORD CHANGES ON PRDPERTY ITEMS
SUBMIT SUGGESTED SOURCES OF LOCAL PURCHASE ITEMS TO BASE
PURCHASING AND CONTRACT OFFICE (P + C)

CONDUCT INVENTORIES OF LOCAL PURCHASE ITEMS

MAINTAIN LOCAL PROCUREMENT DOCUMENT REGISTER

RECORD BASIC IDENTIFYING DATA ON DOCUMENTS

PREPARE FORMS TO SUSPEND UNSUITABLE MATERIEL FROM ISSUE

PREPARE INVENTORY ADJUSTMENT DOCUMENTS (AF FORM 85)

COCRDINATE PROCEDURES FOR COMPUTER PRODUCTS WITH BASE DATA
PROCESSING INSTALLATION

RECORD FUND OBLIGATIONS

POST STOCK DOLLAR VALUES TO OBLIGATION AUTHORITY (0A)
INSPECT STORED PROPERTY TO SEE THAT LOAD LIMITS AND
SECURITY CONDITIONS ARE MET

PREPARE AND SUBMIT EMERGENCY PURCHASE REQUESTS TO BASE
PROCUREMENT ACTIVITY

SCREEN, COMPUTE, AND POST STOCK LEVELS

COMPUTE INVENTORY ACCURACY PERCENTAGES

FILL OUT FORMS FOR CONDEMNED ITEMS
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