EQUIPMENT ACCOUNTING

RECEIVING, BARCODING AND TRANSFERING OF EQUIPMENT WHEN RECEIVED AT NDCSW MATERIEL MANAGEMENT DEPARTMENT 
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Materiel Management receives the equipment and is logged into Receiving Logbook. 
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If it is determined that the equipment needs to be barcoded, an Equipment Inventory Information Sheet is completed and given to the Equipment Manager with copies of the Requisition NDCSW 4235, packing slip and invoice.
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The Equipment Manager barcodes the equipment and turns over equipment to Repair Division for safety-check. 
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After the equipment is checked it will be issued to the appropriate clinic with NDCSW 5540/2 (transfer sheet).  If the clinic/department is NAVSTA, ADL and Repair, NDCSW 5540/2 is not required.

RECEIVING, BARCODING AND TRANSFERING OF EQUIPMENT WHEN RECEIVED AT SOUTHERN CLINICS
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When the equipment is received the Supply Petty Officer is to conduct a safety-check on the equipment and is to call the Materiel Management to inform receipt of equipment.

[image: image6.png]



If it is determined that the equipment needs to be barcoded, an Equipment Inventory Information Sheet is completed by the Supply Petty Officer.  Copies of the Requisition NDCSW 4235, packing slip and invoice along with the Equipment Inventory Information Sheet should be forwarded to Materiel Management.  
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Upon receipt of paperwork Materiel Management sends a barcode via guard mail. 

RECEIVING, BARCODING AND TRANSFERING OF EQUIPMENT WHEN RECEIVED AT NORTHERN CLINICS
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When the equipment is received the Supply Petty Officer is to conduct a safety-check on the equipment and is to call the Materiel Management staff to inform them receipt of equipment.
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If it is determined that the equipment needs to be barcoded, an Equipment Inventory Information Sheet is completed by the Supply Petty Officer.  Copies of the Requisition NDCSW 4235, packing slip and invoice along with the Equipment Inventory Information Sheet should be forwarded to Materiel Management.  
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Upon receipt of paperwork Materiel Management sends a barcode via FedEx.
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Any equipment received by Material Management Department for northern clinics will be barcoded by Material Management personnel.  Materiel Management will conduct safety-check and forward the equipment to the respective clinic via FedEx.
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