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ef BUMEDINST 6700.2B

(b) BUMEDINST 4235.7

(c) NAVDENCENINST 4200.1 (Sole Source)

(d) NAVDENCENINST 4400.1A (Supply Requisitioning)

(e) NAVDENCENINST 5540.2B (Property Accounting)

(f) NAVDENCENINST 6700.1E (Dental Equipment Maintenance/
Repair
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Encl: ) Equipment Disposition Process

) Equipment Loaning Process

) Investment Equipment Budget Submission Process
) Equipment Review Process Overview

) Detailed Equipment Review Process

)

Budget Equipment Input Form

1. Purpose. To establish policy and procedure regarding the
management, replacement, procurement and maintenance of equipment
in accordance with references (a) through (h).

2. Cancellation. NAVDENCENSDIEGOINST 6700.2B.

3. Background. Effective equipment management addresses the

process of acquisition, utilization, redistribution, and
maintenance of equipment at BUMED managed activities.

3. Definitions:
a. EQUIPMENT - Equipment meets the following criteria:
(1) Has an expected useful life of one year or more.

(2) Is used in the furtherance of the assigned mission of
the activity. ‘

(3) Is not consumed in performance of its work.

(4) Is not an integral part of a "Class 2" Plant Property
Item. Equipment falls into one of the following two categories:

(a) DENTAL EQUIPMENT. Equipment used in the delivery
of dental care.
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{(b) NON-TECHNICAL. All equipment and furnishings in
use at an activity which do not fall into the Dental Equipment
category.

b. MINOR EQUIPMENT. Navy-owned personal property with an
acquisgition cost between #500 and #50,000. Also included as
Minor Equipment iz any equipment item which is considered to be
highly pilferable.

c. INVESTMENT EQUIPMENT. Equipment with an acquisition cost
of greater than #50,000. Defined as "Class 3° of Plant Property.

d. PLANT PROPERTY. All Navy-owned real property and Navy-
owned personal property of a capital nature in use at activities
of the Naval Shore Establishment. For management purposes plant
property items are divided into the following clazsszes:

(1) Clagss 1 - Land
(2) Class 2 - Buildings and Improvements

(3) Clags 3 - Investment Equipment, other than
industrial, with an acquigition cost of greater than #50,000.

(4) Class 4 - Industrial Production Equipment
4. Policy:
a. Identify equipment requirements as early as possible.

b. Maintain the integrity of the equipment prioritization
process.

c¢. Plan equipment delivery and installation to minimize
delays in availability and disruption of patient care zervices.

d. Assgesa impact of equipment procurement upon other
functional areas of the command and initiate action as necessary.

e. Budget for necessary resources in a timely manner. This
includes fiscal planning based upon procurement conatraints and
command regquirements.

f. Utilize serviceable or excess equipment whenever feasible
to preclude procurement actions.
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g. Provide guidance for equipment replacement and
maintenance procedures.

5. Respongibilities:

a. The Commanding Officer has complete responsgibility for
all phases of management and internal control of property and
equipment at this activity.

b. The Head, Materiel Management is responsible for the
procurement, receipt, identification, maintenance and disposition
of equipment within the command.

c. The Equipment Review committee is responsible for
identifying and prioritizing all equipment requirements and
forwarding appropriate documentation to Material Management for
action. The Equipment Review Committee is comprised of the
following: Executive Officer, (acting Chairman); Branch
Directors; Head, Materiel Management; Head, Repair Division;
Equipment Manager; Comptroller.

d. Command Consgultants shall review pertinent equipment
requests prior to the equipment review meeting. This action will
be coordinated by the Equipment Manager and will serve to promote
standardization and resource sharing.

e. Branch Directors and Department Heads are responsible for
the custody, security, proper care and use of all equipment in
their area of responsibility. Branch Directors are also

regponsible for providing detailed documentation required for the
implementation of the Equipment Review Committee.

6. Procedures:

a. INSPECTIONS. Walk through inspections shall be conducted
periodically by members of the Equipment Review Committee in
order to identify unused or obsolete equipment. Identified
equipment shall be reported to the Head, Materiel Management for
redistribution or digposition.

b. DISPOSITION. If equipment is worn or damaged beyond
economical repair or obsolete, the process outlined per enclosure
(1) shall be followed.

c. TRANSFER. When a Branch Clinic or department requires
equipment items which are in the custody of another regponsible
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area, the process outlined per reference (e) szhall be followed.
This process also applies to the transfer of equipment from or to
other commands.

d. LOAN EQUIPMENT. On occasion, command personnel may
desire or be required to complete administrative assignments
after normal working hours. Selected property may be removed
from the facility for the =zole purpose of accomplishing command
buginess. The use of Government property for personal business
is prohibited. Branch Directors shall be issued a property pass
book, (NAVSUP Form 155), and are authorized to approve the
loaning of equipment from their areas of responsibility.
Enclosure (2) outlines this process.

e. EQUIPMENT OPERATION. No equipment item shall be used for
any purpose other than to perform the work for which it was
designed. The operator of an equipment item is responsible for
uging it in accordance with the manufacturer’s operating
instructions, for routine cleaning, for minor adjustments
identified by the operator’s manual as “Operator Adjustments’,
and for the proper storage after use. The Branch Clinic Minor
Maintenance Technician shall be promptly notified in the event of
equipment malfunction. Operators shall not attempt to repair any
equipment item. Reference (f) outlines the repair process for
all dental equipment.

f. INVENTORIES. The Equipment Manager shall be responsible
for initiating equipment inventoriesz within the command in
accordance with references (e) and (g).

g¢. IDENTIFICATION. Branch Directors and Department Heads
will ensure that each equipment item is properly identified with
the necessary bags and or markings. Equipment items not properly
identified will be reported in writing to the Equipment Manager.

h. EQUIPMENT REVIEW AND BUDGETING. The procurement process
for the acquisition of both technical and non-technical equipment
for the command will be accompliszhed pursuant to the directives
of the Equipment Review Committee, the availability of funding
and applicable procurement regulations.

{1) BUDGETING@ FOR INVESTMENT EQUIPMENT. The procurement
of Investment Equipment muzt be approved by Chief, BUMED.
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Reference (b) provides guidance for seeking approval to procure
investment equipment. Enclosure (3) explains in detail the =teps
required to comply with Investment Equipment Submissions.

(2) BUDGETING FOR MINOR FPROPERTY. The procurement
process for the acquisition of minor property within the command
is outlined per enclosures (4) and (5). Branch Directors are
required to solicit input from their functional areas. This
input will provide the necessary documentation to ensure the
integrity of the prioritization process.

(3) EMERGENT EQUIPMENT REQUESTS. All emergency requests
for equipment will be routed to the Head, Materiel Management for
action. The request must originate from a Branch Director and
include the following; a memo explaining the urgency of the
procurement and impact upon patient care, a complete 4235/1 or
4235/2 request for procurement as necessary.

i. EQUIFMENT PROCUREMENT

(1) The Repair Division will formalize the required
request for procurement, (4235/1 and 4235/2), using the "Budget
Equipment Input”, enclosure (6), as supporting documentation,
pursuant to the results of the Equipment Review Committee
Prioritization.

(2) Formalized requests or equipment will be researched
in Materiel Management and forwarded, as funding becomes
available, to the Comptroller for funding approval. Unfunded
requests will remain on file with the Equipment Manager. Status
of procurement actions will be forwarded as necessary to all
members of the Equipment Review Committee.

(3) Upon the receipt of funding request will be forwarded
through the established procurement process, to the Purchasing
Department for appropriate action. All procurement guidelines as
set forth in references (c) and (d) will be adhered to.

j. EQUIPMENT RECEIPT

(1) A Medical Dental Equipment Maintenance Record will be
prepared and filed by the Repair Division upon receipt of each
equipment item received. Upon receipt all equipment items will
be properly tagged and entered into the PMBS system by the
command’s Equipment Manager.
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k. EQUIPMENT MAINTENANCE

(1) Dental equipment maintenance will be performed in
accordance with reference (f)}. Maintenance contractas for
technical equipment items will be initiated, after a detailed
cost analyzis is performed, and administered by the Repair
Division. Instructionz on the use of these contracts will be
forwarded to Branch Dental Clinic Directors.

(2) Contracts for the procurement, maintenance and repair
of non-technical equipment including all communication and office
equipment will be initiated from the Operating Management
Department. Instructions outlining the utilization of theze
contracts will be forwarded to Branch Clinic Directors via Head,
Operating Management.

7. Action: All command personnel are responsible for
maintaining the integrity of the Equipment Control Program and
gtrict adherence to this directive.

/
R. C. MELENDEZ
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New Equipment Disposition Process

Receive Equipment and\
4235 from Supply )

|
|

Get Copy of Receiving
Document from Supply

Does the Item Have a

4235/2 or 423/1? No—»

Place "Property of NDC San Diego”
Sticker on the Item and Send to Proper No
Destination

Is the ltem >$500.00
or Highly Pilferable?

Yes

Assign Bar Code and
Plant Account Number

Is the ltem
>$50,000.007?

Assign Bar Code and
Minor Property Number

Enclosure (1)
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Write Bar Code,
Property #, Serial #,
and Model # on

Receiving Document \

I

Make Copy of
Receving Document
and Attach to ltem

Input All Pertinent Data
into PMBS Program
from Receiving
Document

Is Item Used for
Patient Care?

No
v

Return Item to
Supply for Delivery

Have Receiving

Activity Sign Receipt of ’

Yes—»

Give Item and
Document to Repair for
New Equipment
Inspection and entry
into Biofacs Program

Repair will Deliver ltem
to Receiving Activity

ltem and Keep a Copy

\/r\

Return Original Signed
Receipt to Property
Manager

Fill Signed Receipt in Proper
Activities Folder
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cquipment Loaning Frocess

/Individual has justifyable
need to use gov't property
outside of workspacy

Contact Branch
Director/Property
Manager with
equipment needs

ranch Director/Prope
Manager decides if
request is justified?

No»@rmission DenieD

Yes

h }

Properly fill out
Property Pass (5512)
NAVSUP form 155

Date issued Minor/Plant
Brief and date item Property
Users Name Equipment explaination will be returned Account
Rate/Rank Name why item is (normally not Number &
being used. exceeding 72 Bar code
hours) Number

Give original of pass
to recipient

Leave copy in
Property pass book

<Ensure itemis return@

Enclosure (2)



NAVDENCENSDIEGOINST 6700.2C
1005

. 1 noy. 1005
Investment Equipment Budget égub?mlssmn
Process

ﬁmt Quarter Equipment Manager Solicits
| ERC Members Investment Equipment

‘\ Needs IAW HSO Directives /

Provide Definition of Investment Equipment
in Memo Update of Previous Submissions

Equipment Review
Meeting Held

All Request Prepared
and Presented at ERC
Meeting

ERC Prioritizes
Investment Equip.
Needs

Formal Request
Prepared IAW HSO
Directives

Forward Investment Equipment
Requests to Comptroller

Budget Year Plus Two as
Directed Request Submitted by
Comptroller

Budget Year Plus Three as
Directed Requests Submitted by
Comptroller

Enclosure (3)
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Equipment

Review Process
Overview

‘ ERC Members Provide I

Equipment Budget Input l

Forms to the Equipment .
Manager

Request Data
is Processed
and

ViioVinataoo e

Equipment Review
Meeting Held, ltems
Prioritized

Procurement
Réquests
Prepared by
Equipment
Manager

No

All Items
Prioritized ?

Yes

Wait for Excess

Funding or Funding
Planned Available ?
Funding

Yes

|

Procure Equipment
AN

Enclosure (4)
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01 nov B Equipment
Review Process
Overview

| ERC Members Provide t
Equipment Budget Input |
Forms to the Equipment

Manager

Request Data
is Processed
and

Equipment Review
Meeting Held, Items
Prioritized

y

Procurement -
Requests
Prepared by
Equipment
Manager

All Items
Prioritized ?

Yes

Wait for Excess

Funding or Funding
Planned Available ?
Funding

Yes

'
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Detailed Equipment Review Protess

ﬁ quarter Equipment Mgr. distrib@

"\ data and forms to ERC members/

ERC members (Branch Directors)
coordinate with Dept. Heads to identify
requirements

|
v v v v

Category 1 Category 2 Category 3 Category 4
Safety ~ Show stopper Replacement Nice to have

ERC member completes |
Equipment Budget Input forms
and verifies/validates all BDC

requirements

Input forms forwarded
to Command
Equipment Mgr.

Info complete?

Yes
v
Equipment Mgr. prepares Category
Prioritization forms including any
previous outstanding items

Equip. Mgr. coordinates with ERC chairman
and schedules ERC Mtg. during 2nd, 3rd or 4th
quarter command conference

Enclosure (5)



NAVDENCEN
o1y

57

gS}g%EGOINST 6700.2C

3

\ 4

Completed or revised Category Prioritization
forms forwarded to ERC members at least 3
weeks prior to Mtg.

!

ERC member verifies
input to be prioritized

Deletions?

No

\ 4

Additions or

Contact Equip. Mgr.
within 1 week

Input forms forwarded to Command Consultants

for review

Equip. Mgr. coordinates with ERC chairman
and schedules ERC Mtg. during 2nd, 3rd or 4th
quarter command conference

b

ERC Mtg. held

v

v

v

v

Contacting constraints
identified

PMBS available

Biofacs data available

Command Consultant
input

|

v

discussed

Items not on
prioritization list are not

ERC prioritize items in
category 1 through 4

|

Equipment Mgr. prepares 4235's
using the following guides

v

v

Approved/Prioritized
ERC listing

Equipment Budget
Input forms

Historical data

©
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:

Completed 4235's with attached copies of
input forms, forwarded to Technical
Research

Request are thoroughly
researched but not
entered into the
Procurement System

Prioritization
complete?

Z
o

Yes

4

Equipment Mgr. maintains file of all
prioritized and researched request

Memo forwarded to Comptroller via
ERC Chairman stating amount of
equipment ready to procure

No Funding available? >«

Yes

4
Comptroller notifies ERC Chairman

of availability and amount

Prioritized request category 1 to 4 matched with
available funding and forwarded to Comptroller
for initiation of procurement process
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End of vear excess
funding available?

s
\\\

>Yes

ltems procured

ltems received, tagged and

distributed per "Equipment Budget
Input forms" information

ERC members updated monthly
through STD spreadsheet format

Equipment Mgr. maintains file of
unfunded request

Has all equipment

No

>

been procured?

Yes

v

Forward listing of outstanding
request or completed status to ERC
members
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(AReplacement*® MSafety OShow Stopper A0ther (wish list)
* |f replacement item, please provide Minor Property Number Barcode Number
CLINIC: DEPT: ROOM:
MFG # COMPLETE DESCRIPT. INCL. CATALOG PG NO. Areaofuse | QTY | ui PRICE EXT PRICE

OR PHOTOCOPY. Attach all necessary
documents. One component description
per page please!

JUSTIFICATION INCL. SOLE SOURCE, OTHER DOCS AS NECESSARY TOTAL PRICE THIS ORDER

SUGGESTED SOURCE INCL ADDRESS AND TEL NO.

REPAIR O Acceptable O Unacceptable
Comments and Recommendations:

Command Consultant: 0  Acceptable 0 Unacceptable
Comments and Recommendations:

CUSTOMER PRINT NAME AND SIGNATURE Phone #:

Enclosure (6)



