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	1.0  PURPOSE, APPLICABILITY, SCOPE, AND EFFECTIVE DATE 


1.1. This Process Chapter is authorized under sub-paragraph E2.1.1.16. of Enclosure 2 to Department of Defense Directive (DODD) 5105.22, Defense Logistics Agency (DLA), dated December 6, 1988.

1.1.1. This Process Chapter incorporates DLA Source Documentation Retention Policy Letter, dated November 23, 1998, which provides implementing DOD 4000.25-2-M policy.

1.1.2. This Process Chapter applies to all Headquarters (HQ) DLA and DLA Field Activities (DLA FA).

1.1.3. This Process Chapter establishes and implements policies, processes and procedures necessary to the effective, efficient and economical conduct of official Agency business.

1.1.4. Effective Date: July 8, 2003 

NOTE: This Process Chapter completed its Annual Review on March 27, 2006 and remains essential to the effective, efficient, and economical conduct of official DLA business. 

	2.0  INTENT


2.1. The intent of this Process Chapter is to supplement DOD guidance contained at http://www.dla.mil/j-6/dlmso/eLibrary/Manuals/MILSTRAP/012_Chap07_CH2.doc, for retention of source documents. Source documents substantiate supply transactions that affect the on-hand balance. This chapter will provide DLA policy guidance to ensure audit trail control is established and maintained, define a source document, archiving requirements, and retention criteria. For DOD material consigned to, and issued from, and in the custody of a DLA storage activity, appropriate source documents must be retained to ensure material accountability and audit ability of balance effecting transactions posted to the accountable records.

2.1.1. The intent of source document retention is to retain an image of all inventory balance affecting supply transactions that substantiate changes to on-hand inventory balances. Supply source documents portray the record quantity of receipt, release, shipment, issue, transfer and physical inventory adjustment of property.

2.1.2. The precept of material accountability is to ensure that the physical quantity and the record quantity are in agreement. 

2.2. The typical outputs of this and subsequently referenced processes are:

2.2.1. Proper source documentation supporting balance effecting transactions.

2.2.2. Electronically retained records. An archived “hard-copy” properly indexed electronic copy of the source document, with on-line retrieval capability. 

2.2.3. Electronic access to source document data.

2.2.4. Exact image of the source document to provide integrity of data.

2.2.5. Compliance with DOD 4000.25-2-M, Military Standard Reporting and Accounting Procedures, MILSTRAP, for ensuring material accountability. 

2.3. The more accurate material records are the greater assurance that DLA can uphold its vision of delivering the ‘right item’ at the ‘right time’

2.3.1. DLA distribution centers maintain the accountable record system and report quantitative asset balances for all material stored, regardless of ownership.

2.3.2. Appropriate source documents will be retained and utilized to resolve discrepancies. This supports the Agency goal to structure internal processes to deliver customer outcomes. 

	3.0  POLICY


3.1. It is DLA policy that all supply source documents substantiating an inventory record balance change will be archived and retained for audit research for at least two years. On-line access to supply source documents data must be provided for DOD Component read only access. DLA Security Assistance source documents will be retained 2 years in an active file, and 28 years in National Records Archive. 

	4.0  PROCESS AND RESPONSIBILITIES


	4.1  Process Inputs


4.1 Process Inputs

4.1. The process begins when an inventory balance affecting transaction is generated via an electronic record in Distribution Standard System, or via an annotated paper document that contains shipment/delivery information which affects the inventory balance but is not retained as a part of the information system transactional record. 

4.1.1. All receipts (Document Identifiers D6x/D4x) must be retained/archived because the source document provides the only means of verifying and supporting the posting of receipt transactions to the accountable record.

4.1.1.1. Examples of source documents in support of a receipt include: Material Inspection and Receiving Report, DD250, Order for Supplies, DD1155, Requisition and Invoice/Shipping Document, DD1149, Report of Discrepancy, SF 364, or Transportation Discrepancy Report, SF 361. Documentation concerning discrepant receipts will be retained with receipt documents, as well as any Unique Item Identification (UII) listing accompanying the material.

4.1.2. Documents 

4.1.2.1. Issues of non-controlled items to off-base customers (Document Identifier Codes A2x/A5x) are posted to record as proof of shipment and shipment history is retained in DSS. Therefore, the requirement to image the A2x/A5s is dependent on mode of shipment and electronic visibility of line item manifest.

4.1.2.2. Issues of non-controlled items to on-base customers (Document Identifier A5x) are posted to DSS with local delivery mode of shipment. Source documents that are annotated with Proof of Delivery information that is not available in DSS Material Release Order (MRO) history must be retained/archived.

4.1.2.3. Issue documents which are annotated with Unique Item Identifiers (UIIs), or are accompanied with a UII listing must be retained/archived as source document.

4.1.3. Shipment Documents 

4.1.3.1. Retain/archive all shipment generated source documents in accordance with DOD 4000.25-2-M Military Standard Transaction Reporting and Accounting Procedures, MILSTRAP, http://www.dla.mil/j-6/dlmso/manuals/MILSTRAP/012_chap 07.doc 
4.1.3.2. Release of material for an ‘off-base’ issue is documented via: Commercial Bill of Lading (CBL), Main Form, SF 1109, Continuation Sheet, Transportation Control Movement Documents, DD 1384, Issue Receipt/Release Document with UII annotation or listing Freight Manifests.

4.1.4. Adjustment Documents. Retain/archive all adjustment/reversal documentation (D8A/D9A) in support of causative research. Causative research documentation might include:

4.1.4.1. Item transaction history.

4.1.4.2. Copies of unposted, rejected, duplicate and/or incorrectly posted supply transactions, (e.g., receipts, issues, condition code changes, etc.) discovered that impact the causative research decision.

4.1.4.3. Unique Item Identification (serialization number by item list).

4.1.4.4. Copies of count history (Location Transaction History/Inventory Evaluation Research Listing, (IERL)).

4.1.4.5. Proof of corrective action taken to correct an incorrect inventory record quantity.

4.1.4.6. Research checklist narrative summary of research performed. 

4.1.4.7. Signed Inventory Adjustment Vouchers (IAV).

4.1.4.8. As required, Financial Liability Investigative of Property Loss (FLIPL) DD 200, DOD 4000.25-2-M, Military Standard Reporting and Accounting Procedures, Chapter 7, http://www.dla.mil/j-6/dlmso/manuals/MILSTRAP/012_chap07.doc and DOD Financial Management Regulation (FMR), DOD 7000.14, Volume 12, Chap 7, http://www.defenselink.mil/comptroller/fmr/12/12_07.PDF 
	4.2  Subprocesses 


4.2.1. Determining if paperwork is source document.

4.2.2. Collecting all source documents.

4.2.3. Ensuring all source documents are scanned for digitized imaging.

4.2.4. Assigning source document file index name/number.

4.2.5. Scanning source document.

4.2.6. Archiving source documents 

	4.3  Process Mechanisms


4.3.1. Creators/receivers of information, distribution center personnel

4.3.2. Scan station scanning media

4.3.3. Key From Image (KFI) indexing or Optical Character Recognition (OCR) to index documents properly. 

4.3.4. Data storage media and repository

4.3.5. Web-based connectivity 

4.3.6. Authorization for source document view only access 

	4.4  Process Controls


4.4.1. All source documents will be scanned and archived via a KFI or OCR index number and passed to the DLA repository. 

4.4.2. Archived source documents will be managed at the ‘hub’ level with access made available for searching and browsing through use of a web-enabled application. 

4.4.3. Access to archived source documents will be web-based, password protected and made available via local area network (LAN), to all authorized users, e.g., material owners, inventory managers, inventory researchers.

4.4.4. DOD 4000.25-2-M, Military Standard Reporting and Accounting Procedures, MILSTRAP, Chapter 7, http://www.dla.mil/j-6/dlmso/manuals/MILSTRAP/012_chap 07.doc 
4.4.5. DoDD 5015.2 DoD Records Management Program, March 6, 2000 http://www.dtic.mil/whs/directives/corres/html/50152.htm 
4.4.6. DLAI 5015.1, DLA Records Management Program, date: March 1, 2000 http://www.dlaps.hq.dla.mil/dlai/i5015.1.htm 
4.4.7. DLAD 5015.1 DLA Records Management Program, October 26, 1999 http://www.dlaps.hq.dla.mil/dlad/d5015.1.htm 

4.4.8. Memorandum of Agreement (MOA) Defense Automation and Production Service (DAPS) and Defense Distribution Center (DDC), dated April 9, 2001.

4.4.9. Security Assistance/Foreign Military Sales Policy, October 10, 2001 http://www.supply.dla.mil/fms.asp
	4.5  Process Flowchart


	4.6  Subprocesses, Descriptions, and Responsibilities


4.6.1. Determining if paperwork is source document and requires archiving. As material information is processed, each work area will identify all source documents for the receipt, shipment, issue, transfer and physical adjustment that have been annotated in some way, i.e., signature on a DD 250, Commercial Bill of Lading (CBL) shipping information, weight and cube, generally, any balance affecting document that has data that would not be found in the electronic systems support.

4.6.2. Procedures for collecting all source documents in each process area to be scanned and archived.

4.6.3. Ensuring all source documents are carried to the scan station for digitized imaging. All source documents for each work area will be carried to their assigned scanning station for scanning into the archive/retrieval system. 

4.6.4. Assigning source document file index name/number utilizing a methodology for easy retrieval. Prior to scanning of the source document, the on-site personnel will assign an index number. This index number will be utilized by users to retrieve source documents as needed. 

	5.0  ADDITIONAL INFORMATION 


N/A 

	6.0  COMPETENCIES / CERTIFICATIONS


TBD
	7.0  ACTIVITY BASED COSTING / REPORTING CODES


Activity code: 4.1.14.4, web number: 4.01.14.04, Provide Records Management/Retention Definition: Work effort performed to maintain the official records of the organization/agency. 

	8.0  POINT OF CONTACT


Beth Altman, J-3- J-373
Phone: 703-767-2531
E-mail: Beth.Altman@dla.mil

	9.0  AUTHENTICATION


9.1.  BY ORDER OF THE DIRECTOR

Richard J. Connelly
Director, DLA Support Services
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