PLANT OR MINOR EQUIPMENT CHANGE (EQUIPMENT TRANSFER)

STANDARD OPERATING PROCEDURE

Equipment transfer occurs when transferring equipment from one clinic/annex to another.  Transfer occur under one of the following reasons:
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Excess Equipment.  If a clinic/annex has equipment that is no longer in working condition and wishes the equipment to be removed from the premises, the Director/Head should complete a Plant or Minor Equipment Change (NDC 5540/2) form in order for the equipment to be transferred to Materiel Management. 
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Issuance of New Equipment.  Materiel Management completes an NDC 5540/2 for new equipment when the Department conducts acquisition of equipment.  NDC 5540/2 is necessary before new equipment is transferred to the end-user.
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Repair Request. Equipment that has failed to continue its function and cannot be repaired onsite by the Command’s repair technician(s) needs to be transferred to Materiel Management, Repair Division.  
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Disposal to DRMO (Defense Reutilization Management Offices.  Equipment located in the any one of the southern clinics/annexes and is no longer functional needs to be transferred to Materiel Management for Disposal.  Non-functional equipment located in the northern clinics are not required to be transferred and will be taken to DRMO to respective Naval bases.

GUIDELINES IN COMPLETING NDCSW 5540/2
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Blocks FROM, DEPARTMENT, AND ROOM NUMBER and TO, DEPARTMENT, AND ROOM NUMBER must be filled out my transferring clinic.
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BARCODE NUMBER is used as an equipment identifier and is located near the serial number.  All Command barcode number begins with the Command’s UIC (66022).  However, there may be existing equipment that still has an old barcode; contact Materiel Management immediately so that a new barcode can be issued.
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DESCRIPTION OF ITEM(S) and SERIAL NUMBER should be filled out by writing the equipment’s nomenclature and serial number, respectively.
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Leave MINOR OR PLANT NUMBER block blank.
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Block TRANFSER should be checked for equipment transfer.
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Director/Head and person conducting the transfer, respectively, should complete APPROVED FOR TRANSFER and TRANSFERRED BY.
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Person receiving the equipment will complete RECEIVED BY.
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