Quarterly Handpiece Inventory Instructions
1. To conduct the Handpiece Inventory, Materiel Management sends out a copy of the clinic/annex’s inventory list.  The clinic/annex's designated personnel will then need to physically compare and match the serial numbers of the handpieces with the list given by Materiel Management.
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To ensure that designated personnel physically compares and matches the serial numbers with the ones on the list, the MANUFACTURER (MFR) block in the list needs to be filled out accordingly. 
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If handpiece is in Repair Division for repair, indicate "YES" (Y) on REPAIR block of the list; otherwise indicate "NO" (N).
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Designated personnel must initial each line item.
2. If a correction of the inventory list is needed due to:
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MISSING HANDPIECE - DD Form 200 (Property Loss) needs to be completed.
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HANDPIECE THAT ARE NOT IN THE INVENTORY LIST AND NEED TO BE ADDED – Equipment Inventory Information Sheet must be completed. A Memo signed by the Branch Director that reflects the situation also needs to be submitted. 
3. Each block of the forms stated above needs to be filled out properly. Samples of the forms and memo are mailed out to each clinic/department with the list of the Handpiece inventory.
4. A reminder memo/e-mail/phone call will be made prior to the deadline. It is desirable to submit the inventory report ahead of schedule. Deadline for the inventory are as follows:
[image: image6.png]



First Quarter - 20 December
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 Second Quarter - 25 March
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 Third Quarter - 25 June
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 Fourth Quarter - 25 September
Any extensions to these deadlines must be done via memo to the Department Head, Materiel Management with valid justification.
5. The points of contact (POC) for the Quarterly Handpiece Inventory are:

SH2 Carter, kecarter@ncdsw.med.navy.mil
(619) 556-9549   DSN 526-9549
FAX: 619-556-8604 
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