           CONSOLIDATED ISSUE FACILITY (CIF) TURN-IN PROCEDURES

INTRODUCTION:

Within the next month, your unit will begin turning the Individual Combat Clothing and Equipment (ICCE) in to the Centralized Issue Facility (CIF).  Specific dates for each unit’s turn-in will be provided in a later message.  The unit must accomplish the steps below, by phase, in order to ensure a successful turnover of ICCE to the CIF.

BACKGROUND:  

The Consolidated Issue Facility is an inventory efficiency initiative that reduces the burden of ICCE management and accountability for the operating force Commander and his/her using unit supply section.  The CIF, will not remove the requirement for supply accountability, for all other using unit T/E assets, to include consumables associated with ICCE.  The CIF has been successfully integrated into both II and I MEF progressively.  The preponderance of comments to date have been positive and the cost avoidances involved with the repair of ICCE and centralized management have significantly enhanced mission readiness.  Through the lessons learned of the other MEF’s, the key to successful transition to the CIF has been proper preparation.  To date, the biggest problem identified with the turn-in is IMR accuracy and Alpha Roster Reconciliation.  See Alpha Roster Reconciliation step below.    

PHASE I:  PREPARATION OF ICCE AND RECORDS.  (TIMEFRAME:  IMMEDIATE)

· Issue each individual a full set of ICCE.  All Individuals should have all required items issued and annotated on the individuals IMR Card.  The CIF has minimal space for storage of gear.  All attempts should be made to ensure every individual has a full set of ICCE.  Tariff size non-availability is the only acceptable justification for less than full set issue.  No hard cards should be being used; this will reduce the amount of gear on hand and the headache of those individuals that may need gear in the future.        

· Terminate all temporary loans of ICCE.  Temp loan records will not be turned over to the CIF.  If for some reason an ICCE temp loan cannot be collected; i.e. float, emergency leave, operational location, the items will be transferred to the individual’s IMR card.  This will be done as a last resort, for gross amounts of gear on IMR’s may create a shortage throughout the base.

· Audit and reconcile all IMR records.  In many units Alpha roster reconciliation seems not to be conducted correctly.  Receive a UD/MIPS file (or whatever local system is tracking personnel within your unit or CPAC) from your CPAC/Perso to download into Barbara Sirs. (You can do it by hand, but we recommend using UD/MIPS and Barbara Sirs.  This will correct misspellings, rank changes, EAS's and save man hours.) If you are not using Barbara Sirs as your inventory management system, reconciliation is still critical with any other system: IMR/TURBOSIRs. Upon completion of your Alpha Roster reconciliation, conduct causative research on why individuals are not on your units’ Alpha roster.  Note:  if a Marine has changed names, due to marriage, divorce or religious convictions, print off a new IMR and have it resigned by the individual.  Second, individually match each personal IMR with your unit’s Alpha roster.  Ensure the number of hard copy IMR’s match the number of IMR’s annotated in Barbara Sirs.  Third, verify all items annotated on the IMR’s are entered into Barbara Sirs.  Lastly, verify that all IMR’s are legible; all items are initialed for, and properly signed.  There should be no pen annotations on the IMR’s upon turnover of assets. 

· Commanding Officer Certification Letter.  A letter certifying that all IMR cards and BARBARA SIRS records were audited and reconciled to ensure that all personnel are on the current unit alpha roster will be signed by the unit commander.  A copy of this letter will be included with the records turned over to the CIF, and a copy will be maintained in the unit’s voucher files.  This letter will also comment on any unusual circumstances.  For example, if the unit had a policy of issuing flak jackets without the neck or groin protector, or items issued under the incorrect NSN, that information should be included in this letter.  

· Unserviceable gear.  Units will separate all unserviceable gear prior to the scheduled date of turnover; making sure unserviceable gear is isolated.  DO NOT DRMO ANY GEAR!!!  CIF personnel will determine which unserviceable gear will be accepted and which should be disposed of.  No ICCE gear will be turned into DRMS until inspected by CIF personnel.  Unserviceable gear that is not accepted by the CIF will be turned into DRMS by the owning unit.  All gear will be placed on separate location within the warehouse.

· Laundering Equipment: All items will continue to be laundered until one-week prior to turn in.  Upon transfer of gear, no items will be on-hand at laundry.  

· Inventory Availability:  In the best interest of the unit all items should be on-hand to be turned in; this will produce one transaction and minimize loss of government property.   As a last resort, items that are not available on the scheduled turn in day will be turned in at a later date.  The schedule for late turn in will be requested through the chain of command.  Transportation of late items to be turned in is a unit responsibility.

· SL-3 Complete.  All items listed on the IMR card should be issued SL-3 complete.  For example, if a Marine is issued a flak jacket/outer tactical vest, that flak jacket should be issued with all of its components; the neck and groin protectors should be issued to Marines and turned over separately to the CIF.  If the unit did not issue flak jackets with all of the components, that fact must be stated in the accompanying letter of certification.  On a unit basis, flak jackets can be issued without all components as long as the policy is uniformly applied to all Marines in that unit.  In other words, in a given battalion, flak jackets can be issued out without some or all of the components as long as all Marines in that battalion received identical issues.  All items should be issued per tariff sizes, National Stock Numbers (NSNs), and annotated correctly on the individuals IMR card.   

· MOLLE gear.  All MOLLE items listed on the IMR card (that will be turned over to the CIF) must be issued SL-3 complete.  If there are SL-3 deficiencies that make it impossible to comply with this, that fact must be stated in the accompanying letter of certification.  MOLLE gear will not be assembled.  MOLLE gear will be inventoried by component and assembled with the CIF present during the turn-in.  The CIF will only issue complete sets of the basic configuration of MOLLE.  The unit will maintain additional MOLLE components, such as the components for the SAW gunner.   Normally these additional components will be issued out by the unit armory. 

· Spot Inventories.  It is recommended that each unit conduct, at a minimum, two spot inventories using two TAMCN’s a week.   Conduct the inventories by NSN and annotate the MAL accordingly.  All records should be as accurate as possible.

· Separate ICCE by NSN, Not TAMCN.  All items need to be separated by NSN within the warehouse; except for SL-3 items belonging to the main TAMCN.   All SL-3 items that belong to the main TAMCN should be attached (example: ALICE packs, MOLLE). The only exception will be the Modular Sleep System; all other items will not be assembled (helmets cover on helmets, cartridge belts, etc.). 

PHASE II:  FINAL PREPARATION (TIMEFRAME:  1 WEEK PRIOR TO TURNOVER)
· Conduct an Alpha roster Reconciliation. Conduct causative research prior to CIF arriving.  All records must be as accurate as possible! 

· Recover all Temp loans.  No Temp loans will be accepted by the CIF.

· Pick up laundry from Commercial Laundry Facility.  Maintain all dirty Laundry on hand for turn-in.

· Set a drop-dead date for Supply closure and preparation of turn-in.  For turn-in to be a smooth transaction it is recommended that supply close the warehouse/issue area to concentrate on the turn-in while the CIF is aboard.  

· Check-in/Check-Out Sheets.  Notify S-1 to ensure all check in/out sheets have been changed and are directed to the CIF.  Word must be passed within the command of the new procedures.

· NSNs to be turned over.  Review the list of items to be turned over (see below).

· IMR Cards.  Make copies of all IMR’s on-hand for supplies records.  All original IMR’s will be given to the CIF.  All originals will be paper clipped alphabetically and placed in a folder.

· MHE Support.  Submit equipment request for a pallet jack if one is not available within the warehouse.  A forklift is only needed if palcons are stacked three high within the warehouse.

· Documentation.  Receipt and Issue Document (DD 1348-1), and packing envelopes will be needed.  We recommend a quantity of 100 each.   

PHASE III:  DAY PRIOR TO TURNOVER (TIMEFRAME:  1 DAY BEFORE TURNOVER)

· Establish contact with the CIF.  Verify building name, their points of contact, and start time.

· Stage equipment needed for turn-in.

· Print a Locator Deck by location sequence.

· Commanding Officer Certification Letter.  Commanders will certify in writing that his unit reconciled its individual issued records with its updated alpha roster and that they annotated any discrepancies.  The certification letter will be presented to the CIF Manager on the day of turn-in of gear and records.

· BARBARA SIRS USER ID.  The User ID and password for the BARBARA SIRS database will be the word “MARINE” (all capital letters without quotation marks).

Phase IV:  TRANSFER OF ICCE AND ADJUSTMENTS OF RECORDS (TIMEFRAME:  DAY OF TURNOVER)

· Required Personnel.  The following personnel are required to be present during the turnover of ICCE to the CIF: The unit supply officer, MSC/E Supply representative, and CIF personnel; in addition, the unit will have a minimum of seven Marines to facilitate a joint inventory.  All seven Marines need to be present during the inventory.  Supply must concentrate on the turn-in while the CIF is present to ensure the accuracy of all records.  

· Turnover Records.  The unit supply officer will turn over to the CIF all of the original IMR cards for gear signed out to individual Marines.  Additionally, a copy of the BARBARA SIRS database will be provided.  

· Adjusting Property Records.  D9Zs will be used to drop all ICCE gear off the unit Mechanized Accounting Listing (MAL), bringing the total for TAMCN to a quantity of zero.  All DD1348-1’s must be maintained along with the Money Value Gain Loss (MVGL) statements in accordance with MCO P4400.150E.

Special Instructions:

· Unit Deployment Program (UDP).  The concept for support of UDP units is as follows:  For units leaving on UDP deployment, no later than 10 days prior to departure, the unit will notify the CIF of their intended departure date.  The unit and the CIF will schedule a date upon which units will turn in their gear.  A company sized unit will be scheduled a turn in date.  On the appointed date, the company will report to the CIF and all Marines will turn in their gear.  Normally, separate blocks of time will be reserved for each platoon to avoid excessive lines and delays.  Each Marine will be given a receipt for the gear that they turned in.  Gear not turned in will remain on the Marine’s account.  The record will not be cleared until a missing gear statement is processed, or the Marine replaces the lost gear.  A Marine will not be issued any additional gear until his account is cleared.  Issues to returning UDP units will be scheduled similarly.  A unit will schedule an issue date with the CIF.  Normally, one company-sized unit will be processed each day in order to minimize lines and delays.  For units located at Camp Hansen or Camp Schwab, the issue and turn in of equipment for UDP units will be done at either the Camp Hansen or Camp Schwab satellite CIFs.  For aviation UDP units located at MCAS Futenma or Camp Foster, the issue and turn in of equipment for UDP units will be done at either the Camp Foster (when activated) or main CIF at Camp Kinser, as agreed upon by the unit and the CIF.

· Missing gear statements.  The process for handling missing gear statements remains essentially unchanged except for the fact that the Marine will take the completed missing gear statement to the CIF.  If the Marine is not absolved of responsibility, he will not be checked out of the CIF until he replaces the gear or reimburses the government, or his account is otherwise resolved by his command.  Using current procedures, supply officers will process NAVMC 6 Checkages. 

· Check in/check out procedures.  Check-in and check out sheets will be annotated by the CIF.  Units will not allow Marines to check out without reconciling their account at the CIF.  Units that do not enforce this policy may be charged for equipment not turned in by departing Marines. 

· Command relations.  The CIF manager and unit supply officer should make every effort to resolve minor problems amicably.  Issues that cannot be resolved at that level should be addressed to the MSC/E Supply or MEF Supply Sections.

· Receipt of ICCE items after CIF turn-in.  Units that receive shipments of ICCE after they have turned over their ICCE and records to the CIF will receipt for that ICCE in purpose code “A” and issue the equipment to their supporting CIF.

ICCE to be turned over to the CIF:

ITEM                    TAMCN           NSN             SIZE/REMARK 

NECK PULLOVER           C0260           8440013878509   ONE SIZE 
CAP, KNIT               C1055           8405010061074   OLD 
DRAWERS, C/W            C1091           8415014155664   XSM 
DRAWERS, C/W            C1091           8415014155667   SM 
DRAWERS, C/W            C1091           8415014155669   MED 
DRAWERS, C/W            C1091           8415014155672   LG 
DRAWERS, C/W            C1091           8415014155761   XLG 
GLOVES, MEN & WOMEN     C1107           8415013107336   3OLD 
GLOVES, MEN & WOMEN     C1107           8415013107337   4OLD 
GLOVES, MEN & WOMEN     C1107           8415013107338   5OLD 
GLOVE INSERTS           C1120           8415014632196   SM 
GLOVE INSERTS           C1120           8415014632374   MED 
GLOVE INSERTS           C1120           8415014632381   LG 
GLOVE INSERTS           C1120           8415014632385   XL 
LINER, COLD WEATHER     C1150           8415007822886   XSM 
LINER, COLD WEATHER     C1150           8415007822887   SM 
LINER, COLD WEATHER     C1150           8415007822888   MED 
LINER, COLD WEATHER     C1150           8415007822889   LG 
LINER, COLD WEATHER     C1150           8415007822890   XLG 
LTWT FIBERPILE SHIRT    C1250           8410014701130   SM 
LTWT FIBERPILE SHIRT    C1250           8410014701135   MED 
LTWT FIBERPILE SHIRT    C1250           8410014701136   LG 
LTWT FIBERPILE SHIRT    C1250           8410014701137   XLG 
UNDERSHIRT, C/W         C1261           8415014155901   SM 
UNDERSHIRT, C/W         C1261           8415014155906   MED 
UNDERSHIRT, C/W         C1261           8415014155913   LG 
UNDERSHIRT, C/W         C1261           8415014155916   XLG 
BELT, INDIV EQUIP       C3040           8465013221965   MED 
BELT, INDIV EQUIP       C3040           8465013221966   LG 
WATER CANTEEN           C3060           8465011150026   N 
CARRIER, E-TOOL         C3070           8465000016474   N 
CASE, SMALL ARMS        C3115           8465000016482   N 
COVER, HELMET           C3124           8415010927514   XSM/S 
COVER, HELMET           C3124           8415010927515   MED/LG 
COVER, WATER CANTEEN    C3130           8465008600256   N 
CUP, WATER CANTEEN      C3140           8465001656838   N 
FIRST AID KIT           C3150           6545010948412   N 
FRAME ALICE PACK        C3195           8465010738326   N 
HELMET                  C3215           8470010927525   XSM 
HELMET                  C3215           8470010927526   SM 
HELMET                  C3215           8470010927527   MED 
HELMET                  C3215           8470010927528   LG 
HELMET                  C3215           8470013003819   XLG 
E-TOOL                  C3230           5120008785932   N 
IMPRVD E-TOOL W/POUCH   C3230           5120014767556   N 
LINER, W/W PONCHO       C3270           8405008893683   0 
MAT, SLEEPING           C3310           8465011093369   N 
FIELD PACK, CAMO        C3337           8465012535335   N 
FIELD PACK, GREEN       C3337           8465010199102   N 
PONCHO, W/W             C3400           8405011000976   N 
SLEEP SYS W/BIVY        C3421           8465014456274   N 
SLEEP SYS W/O BIVY      C3421           8465013951154   N 
SLEEP BAG /BLACK        C3421           8465013980687   N 
SLEEP BAG /GREEN        C3421           8465013980685   N 
COMPRESSION SACK        C3421           8465013985428   N 
STAND, CANTEEN CUP      C3423           8465012503632   N 
SUSPENDERS, IND         C3445           8465000016471   N 
VEST FRAG               C3495           8470010928497   XSM 
VEST FRAG               C3495           8470010928498   SM 
VEST FRAG               C3495           8470010928499   MED 
VEST FRAG               C3495           8470010928500   LGE 
VEST FRAG               C3495           8470010928501   XLGE 
OUTER TACTICAL VEST     C3495           8470014651863   XSM 
OUTER TACTICAL VEST     C3495           8470014651864   SM 
OUTER TACTICAL VEST     C3495           8470014651866   MED 
OUTER TACTICAL VEST     C3495           8470014651867   LGE 
OUTER TACTICAL VEST     C3495           8470014651868   XLGE 
VEST, TACTICAL LOAD     C3498           8415012968878   N 
MOLLIE RIFLE SET        C5430           8465014596572   SET 
WAISTBELT MOLDED        C5430           8465014652109   SM 
WAISTBELT MOLDED        C5430           8465014652110   MED 
WAISTBELT MOLDED        C5430           8465014652111   LGE 
PARKA, GORTEX           C5652           8415014219245   XSXSH 
PARKA, GORTEX           C5652           8415014219248   XSSH 
PARKA, GORTEX           C5652           8415014219250   XSREG 
PARKA, GORTEX           C5652           8415014219254   XSLNG 
PARKA, GORTEX           C5652           8415014219255   SXSHT 
PARKA, GORTEX           C5652           8415014219257   SMSHT 
PARKA, GORTEX           C5652           8415014219261   SMREG 
PARKA, GORTEX           C5652           8415014219263   SLNG 
PARKA, GORTEX           C5652           8415014219265   MXSHT 
PARKA, GORTEX           C5652           8415014219267   MEDSHT 
PARKA, GORTEX           C5652           8415014219270   MREG 
PARKA, GORTEX           C5652           8415014219272   MEDLNG 
PARKA, GORTEX           C5652           8415014219273   LRGSHT 
PARKA, GORTEX           C5652           8415014219275   LRGLNG 
PARKA, GORTEX           C5652           8415014219276   LRGREG 
PARKA, GORTEX           C5652           8415014219279   XLREG 
PARKA, GORTEX           C5652           8415014219280   XLRGLN 
COVER/BIVY              C6155           8465014168517   N 
TROUSERS, GORTEX        C6632           8415014512773   XSMXSHT 
TROUSERS, GORTEX        C6632           8415014512790   XSMSHT 
TROUSERS, GORTEX        C6632           8415014512807   XSMREG 
TROUSERS, GORTEX        C6632           8415014512808   XSMLN 
TROUSERS, GORTEX        C6632           8415014512817   SMXSHT 
TROUSERS, GORTEX        C6632           8415014512917   SMSH 
TROUSERS, GORTEX        C6632           8415014512925   SMREG 
TROUSERS, GORTEX        C6632           8415014512934   SMLN 
TROUSERS, GORTEX        C6632           8415014512940   MEDXSHT 
TROUSERS, GORTEX        C6632           8415014512954   MEDSHT 
TROUSERS, GORTEX        C6632           8415014513183   MEDREG 
TROUSERS, GORTEX        C6632           8415014513193   MEDLN 
TROUSERS, GORTEX        C6632           8415014513204   LGSH 
TROUSERS, GORTEX        C6632           8415014513205   LGREG 
TROUSERS, GORTEX        C6632           8415014513206   LGLN 
TROUSERS, GORTEX        C6632           8415014513251   XLREG 
TROUSERS, GORTEX        C6632           8415014513260   XLGLN 
BAG, CLOTHING           K4030           8465002616909
