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CHAPTER 1
INTRODUCTION

1-1. Purpose
To establish requirements and assign responsibilities for the Issue, Turn-In, Receipt, Storage, Movement, Security, and Safety of Class I supplies.
	
1-2. Scope
This SOP is applicable to all Utah Training Center personnel and all unit organizations and activities authorized to draw Class I supplies from the Camp W.G. Williams, Utah, TISA.

1-3. Objective
         To standardize TISA and Unit Level Class I supply procedures for all Utah Training Center                                               
         personnel, unit organizations, and activities.

1-4. Concept																						
This SOP describes unit level issue and turn-in procedures and policies as well as TISA policies and procedures.

1-5. Hours of Operations																			
Core operating hours: 0800 - 1200 and 1300 – 1600 Monday through Friday. Direct coordination with the SSM will be made for all requirements for support outside of the normal operating hours.

1-6. References
Required publications and prescribed forms are listed in Appendix A.

1-7. Explanation of Abbreviation and Terms
Explanation of abbreviations and terms used in this SOP are explained in Appendix B.

1-8. Files 
All files and documents will be maintained IAW AR 25-400-2.

CHAPTER 2
RESPONSIBILITIES

2-1. Chief, National Guard Bureau (CNGB)
Determine policy for the ARNG food service program.

2-2. Director, Army National Guard (DARNG)
Oversees ARNG food service program, establishes training criteria, supervises and assists in policy determination, and prepares ARNG subsistence budget.

2-3. State Adjutant General
Oversees the management of food service programs, ensures serviceable equipment is available and a program for training and maintenance for all equipment is established, provides for formal training of food service personnel, establishes awards programs, designates a Food Service Officer or Technician, and ensures all funding requirements are included in the annual budget.

2-4. Director of Logistics (DOL)/ United States Property & Fiscal Officer (USPFO)
Supports food service program, ensures funding requirements are included in the annual budget, monitors all dining facility accounts, prepares, awards, and administers all subsistence contracts, and coordinates with and provides assistance to food service management boards, state installation food service technician/advisor, TISA, and others as required. 

2-5. Food Service Technician (FST)
Is the central point of contact and coordination for the food service program.

2-6. Installation Commander
Supervises, manages, and promotes the operational efficiency of all appropriated fund food service activities on the installation and is responsible for garrison operations, field training operations, and TISA operations. 

2-7. Class I Commodities Manager
Requests all Class I supplies and acts as the Contracting Officers Representative (COR) for the TISA.

2-8. Subsistence Supply Manager (SSM)
Is the accountable sales officer for the Troop Issue Subsistence Activity. Coordinates directly with authorized units/activities and the Class I commodities Manager and is responsible for the issue, turn-in, receipt, storage, movement, security, and safety of Class I supplies at the TISA.

2-9. Unit Commanders
Supervise, manage, and promote the operational efficiency of all food service operations and activities that they maintain operational control over.

CHAPTER 3
REPORTING STANDARDS 	

																					
3-1. Troop Issue Subsistence Management Report (DA Form 7169)
a. SSM will complete DA Form 7169 quarterly, in 4 (four) copies, using completion instructions in chapter 5-3, Figure 5-1, DA PAM 30-22.
(1) Quarterly data will cover transactions occurring during the periods ending 31 December, 31 March, 30 June, and 30 September.
(2) All monetary values will be rounded to the nearest whole dollar using the 5-mill rule. 
(3) Corrections to the report will be tabbed “Corrected Report” 
(4) Original will be retained by the SSM. Copy 2 (two) will be forwarded to the DOL, Copy 3 (three) will be forwarded to the USPFO Supply Management Officer, and copy 4 will be forwarded to the Commander, Utah Training Center .          
b. The USPFO Supply Management Officer or designated representative will consolidate the reports annually, on a fiscal year basis, and submit an annual report to Army Center of Excellence, Subsistence (ACES).

3-2. Equipment Replacement Record (DA Form 3988)
a. SSM will establish and maintain Equipment Replacement Record(s), DA Form 3988, for all TISA equipment using the completion instructions in chapter 5-3, figure 5-14, DA PAM 30-22.
b. DA Form 3988 will be completed in 3 (three) copies and will be updated annually or whenever a piece of equipment is replaced, turned in, or deleted from use.
(1) Original will be retained by the SMM.
(2) Copy 2 (two) will be forwarded to the DOL for inclusion into future budget requests.
(3) Copy 3 (three) will be forwarded to the Unit Training Equipment Site (UTES) for inclusion in future maintenance budgets.

Chapter 4 
OPERATIONS

4-1. Troop Issue Subsistence Activity Accounting
The SSM is the accountable sales officer and maintains records of monetary values showing authorized debits (increases), credits (decreases), and inventory balance on hand in the TISA account.

4-2. Voucher Register and General Control (DA Form 3295)
a.	SSM will complete DA Form 3295 monthly in a single copy using the instruction in chapter 5-5, figures 5-2 through 5-5, DA PAM 30-22.
b.	The SSM will complete and post all transaction to the TISA computer program and produce an automated VRGC no later than 5 (five) working days past the close of the accounting period. 
c.	The SSM will compare the DA form 3295 and the automated VRGC at the close of the accounting period to verify that the automated system is correct prior to starting the next accounting period. 
(1)	When the account balances match, the SSM will prepare, in 2 (two) copies, a memorandum for record stating that the VRGC and DA Form 3295 accounting balances match.
(2)	When the account balances do not match, the SSM will prepare, in 2 (two) copies, a memorandum for record stating the cause of the discrepancy and the actions taken to correct the discrepancy.
(3)	A copy of the memorandum will be attached to automated VRGC and the DA Form 3295.
                                    
4-3. Adjustment Voucher (DA Form 3295-1)
SSM will prepare DA Form 3295-1, using the instructions in chapter 5-9, DA PAM 30-22, to correct 
erroneous entries posted to the DA Form 3295. 

4-4. Gains and Losses
a.	The terms “gain” and “loss” refer to an unidentifiable accounting gains or losses as reflected on the DA Form 3295.
b.	The authorized gain or loss is 0.5 percent of the total issue, sales, and transfers for the accounting period.
c.	The SSM will complete DA form 4170, Statement of Gains and Losses, for all unidentifiable gains and authorized losses using the instructions in chapter 5-11, figure 5-7, DA PAM 30-22. 
(1)	When unidentifiable gains exceed the authorized tolerance the SSM will attempt to determine the reason for the variance and explain any corrective actions taken in the remarks section of the DA Form 4170.
(2)	When unidentifiable losses exceed the authorized tolerance the SSM will initiate a DA Form 4697, Report of Survey IAW AR 30-22, chapter 3-16 and AR 735-5, chapter 13.											
d.	Identifiable losses will be documented by the SSM on DA Form 3161, Request for Issue or Turn-In, in 2 (two) copies.
(1)	Copy 1 (one) will be posted to the automated VRGC.
(2)    Assign copy 2 (two) a voucher number and post it to the DA form 3295. 
																								
4-5.  Price Changes
a.	All price changes will be document on DD form 708, Inventory Adjustment Monetary Account,      
  	at the beginning of each accounting period.
(1)	The SSM will complete DD Form 708, using the instruction in chapter 5-14, figure 5-9, DA PAM 30-22, in 2 (two) copies, and post copy 1 (one) to the automated VRGC at the beginning of each accounting period.
(2)	The SSM will post copy 2 (two) to the DA form 3295 as the second voucher of the accounting period.
b.	Prices are established and distributed by DSCP, Defense Supply Center, Philadelphia, and will be used as a basis for pricing for all Prime Vendor furnished items.
c.	The SSM will use the receipt prices for all items received from sources other than Prime Vendor.

4-6.  Lost or Missing Vouchers
a.	The SSM will maintain a temporary holding file for all vouchers until the automated VRGC and the DA form 3295 are complete. Upon completion the vouchers will be filed IAW AR 25-400-2.
b.	When a voucher becomes lost, the SSM will use the instruction in chapter 5-15, DA PAM 30-22, to complete the DA Form 3295 for the accounting period.

4-7.  Incomplete Vouchers
When a voucher is incomplete the SSM will take required action to complete the voucher within 5 days of the close of the accounting period.

4-8.	Filing and Arrangement of Completed Vouchers
	a.	The SSM will verify that all vouchers are complete and properly closed.
b. 	The SSM will file all vouchers that support the DA Form 3295 in numerical sequence in folders labeled IAW AR 25-400-2 with supporting documents in sequence within organizational headings or Unit Identification Codes (UIC).
	c.	Vouchers will not be removed from the voucher file without approval of the SSM.

Chapter 5 
RECEIVING PROCEDURES

5-1.	Receiving Subsistence
a.	The SSM will coordinate directly with all vendors for delivery dates and times.
b.	Veterinary support will be utilized to the fullest extent possible to ensure that Class I items are being received from authorized sources and are fit for human consumption.
(1)	The SSM will coordinate with veterinary services personnel for inspection of Class I items by providing them with dates and times of expected deliveries.
c.	The SSM will conduct unannounced spot checks of deliveries and file a memorandum for record indicating any deficiencies identified and the corrective actions taken.
d.	Upon receipt of Class I items, the SSM or authorized representative will:
(1)	Inventory the items being received against the receiving documents and note any discrepancies on the receiving document.
(2)	Check the condition of items being received IAW TB MED 530, ALLFOODACT, or other pertinent regulations to ensure that it is fit for consumption.
(3)	Sign, using payroll signature, and date all receiving documents
		(4)	Affix an Inventory Label to one or more cases indicating the month and year received.
		(5)	Place the item in the proper storage location.
e.	The SSM will post the receipt to the automated VRGC and to the DA form 3295 IAW chapter 4 of this SOP.

5-2.	Rejecting Subsistence
	Items that are damaged, decayed, or not of proper condition will be rejected.

5-3.	Recording Receipts
a.	The SSM will use and maintain DA Form 272, Register of Vouchers to a Stock Record Account, at each receiving location, to record all receipts. Instructions for completing DA Form 272 are contained in chapter 5-23, figure 5-8, DA PAM 30-22.
(1)	Prior to unloading, the next open voucher number for the accounting period will be assigned to the shipment and provided to the receiving personnel.	
(2)	The receiving personnel will record the voucher number on the corresponding receipt documents.
i.	Receiving personnel will complete a hand written DD Form 250, Material Inspection and Receiving Report, for all Government deliveries received without a preprinted receiving document.
	ii.	Local deliveries will not be received without a completed receiving document
(3)	The SSM will immediately assign a voucher number and post it to the DA Form 3295.
b.	Weekly the SSM will verify that all receipts are properly posted to the DA Form 272, DA Form 
3295, and the Automated VRGC.
c.	At the close of each accounting period, the DA Form 272 will be filed IAW AR 25-400-2.	

5-4.	Reporting Shipping Discrepancies or Unsatisfactory Subsistence
	a.	All discrepancies in shipments will be reported to the SSM.
b.	Receiving personnel will have the receipt document corrected and both the receiving personnel and carriers representative will sign all receiving documents where corrections have been made.
c.	A copy of all receiving documents containing discrepancies will be forwarded to the Class I Commodities Manager for resolution with the vendor.
d.	For Government provided shipments, SSM will complete SF 364, Report of Discrepancy, and forward it to the SOS for resolution.

5-5.	Processing No Cost Receipts
	When Class I items are received at no cost, the SSM will:
a.	Assign a voucher number to the receipt document and post the receipt to DA Form 3295 at a zero dollar value.
		b.	Store and mark stock so as to keep it segregated from the other stocks.
c.	Issue to authorized users at no cost and enter “FREE ISSUE” on all copies of the issue documents.
d.	Ensures that the items are not entered on DA Form 4538, Abstract of Issues/Sales, or entered on DA Form 2969, Food Cost and Feeding Strength Summary, unless required by HQDA.

5-6.	Turn-in of Subsistence
a.	Using Unit/Authorized Activity will complete DA form 3294, Ration Request/Issue/Turn-In Slip, in 2 copies using turn-in instruction in figure 8-2.
(1)	Only Nonperishable subsistence, complete cases of MRE’s/TOTM’s, and unopened, complete modules, of UGR heat and serves will be received for turn-in. 
		(2)	UGR/A’s and perishable subsistence will not be accepted for turn in at the TISA. 
b.	All subsistence items received for turn-in will be placed in Medical Hold pending inspection by the VSP.
(1)	Items found to be fit for issue will be labeled “ISSUE FIRST” and be placed into normal stock.
(2)	Items found to be unfit for issue will be documented on DA form 3161, Request for Issue or Turn-In, figure 5-1, and destroyed. 
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	[bookmark: Check1]REQUEST FOR ISSUE OR TURN-IN
(DA PAM 710-2-1)
	|_|
	ISSUE
	SHEET NO.
	NO. SHEETS
	3.  REQUEST NO.
	4.  VOUCHER NO.

	
	|_|
	TURN-IN
	     
	     
	     
	     

	1.  SEND TO:      
	5.  DATE MATERIEL REQUIRED
     
	6.  DODAAC
     
	7.  PRIORITY
     
	8.  ACCOUNTING/FUNDING DATA
     

	2.  REQUEST FROM:      
	9.  END ITEM IDENT
     
	9a.  NAME/MANUFACTURER
     
	9b.  MODEL
     
	9c.  SERIAL NO.
     

	* CODE          ISSUE                   TURN-IN
                         I-Initial                    FWT-Fair Wear and Tear        EX-Excess
                         R-Replacement     RS-Report of Survey              SC-Stmt of Charges
	10.  PUBLICATION
     
	11.  JOB ORDER NO.
     


	12.  ITEM NO.
	STOCK NO.
	ITEM DESCRIPTION
	UNIT OF ISSUE
	QUANTITY
	CODE *
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	UNIT PRICE
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“The subsist
e
nce items listed have been inspected and are unfit for human consumption/intended use”
_______________________________________
Name
, 
Rank
, TISA Manager
“The subsist
e
nce items listed are unfit for their original intended use.  There is no evidence that the damage or deterioration was due to the fault or neglect of 
TISA
 personnel.  Items have no resale value.”
___________________________________
Name
,
Rank
, SSM
“Disposal of the listed subsist
e
nce items was accomplished 
on  
_
_________________________ 
for the 
TISA
.  Items were disposed of by dumpster at building 1000, Camp
 
W.G.
 
Williams, 
Riverton
, 
Utah
 
840665-4999
______________________________________
Printed name of
 
Appointed Witness.
______________________________________
Signature of Witness
)     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
     
	     
     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	SHEET TOTAL 
	     
	GRAND TOTAL       

	13.  ISSUE/TURN-IN “QUANTITY” COLM IS REQUESTED
	DATE
	BY
	14.  ISSUE QTY IN “SUPPLY ACTION” COLUMN
	DATE
	BY
	15.  REC QTY IN “SUPPLY ACTION” COLUMN
	DATE
	BY

	DA
	FORM
MAY 83
	3161
	REPLACES EDITION OF JUN 73 WHICH WILL BE USED UNTIL EXHAUSTED.
	

	                                                                                                                                                                                  Figure 5-1                                                                              US GOVERNMENT PRINTING OFFICE:  1987 0 - 189-109



Chapter 6
PRICES AND HANDLING DEFECTS

6-1.	Establishing Prices
		a.	The SSM will use invoice (receipt) prices for local purchase items.
		b.	Standard prices for subsistence purchased under contract will be established using the contract          
            		item price.

6-2.	Hidden Defects
a.	When suspected or latent defects are discovered during storage the subsistence item will be placed in Medical Hold and the VSP will be notified. 
(1)	Items found to be fit for issue will be labeled “ISSUE FIRST” and placed into normal stock.
(2)	Items found to be unfit for issue will be documented on DA form 3161, Request for Issue or Turn-In, figure 5-1, and destroyed. 
b.	When suspected or latent defects are discovered during preparation, the subsistence item will be returned to the TISA, if possible, for replacement. If the item cannot be returned, the FOS, Food Operations Sergeant, will complete and forward SF 364, Report of Discrepancy, explaining the defects and pick up a replacement item from the TISA. 
c.	The SSM will place any subsistence items that are returned in Medical Hold and the VSP will be notified. 

Chapter 7 
INVENTORIES
	
7-1.	Inventories Within the Troop Issue Subsistence Activity 
a.	The SSM will ensure that all inventories are conducted IAW this SOP, chapter 5-15, AR 30-22, and chapter 5, section V, DA Pam 30-22.
(1)	The annual accountability inventory will be conducted on the last working day of the September accounting period.
(2)	The quarterly accountability inventories will be conducted on last working day of December, March, and June accounting periods.
(3)	The book inventory will be computed for all vouchers on the last working day of each accounting period.
(4)	Transfer of accountability inventories will be conducted as needed IAW AR 30-22 and DA Pam 30-22.
b.	The SSM will complete and forward, to all interested parties, an Inventory SOP IAW figure7-1 of this SOP.
c.	The TISA will not make any Issues or accept any Turn-Ins during an inventory. Subsistence items received during an inventory will be posted to the next accounting period following the inventory.
	
7-2.	Annual Accountability Inventory Procedures 
a.	The SSM will request, in writing, from the post commander, a disinterested inventory officer be appointed for the purpose of taking a separate accountable inventory.	The request will be made NLT 30 days prior to the Annual Accountability Inventory.
		b.	The inventory will be conducted by the following 2 (two) teams:
(1)	Inventory Officer Team. The team will consist of the Inventory Officer and an assistant as designated by the SSM.
			(2)	TISA Team. The team consists of the SSM and an assistant.
c.	Each team will conduct a separate inventory count. The teams will not count the same item at the same time. The Inventory Officer and the SSM are responsible for the correct recording of counts of all subsistence. 
d.	The SSM will provide inventory listings, in 3 copies, for the purpose of conducting the inventory. The listings will include, but are not limited to, the installation name, name of the SSM, date of inventory, item nomenclature, NSN/MCN, and the following statements.
(1)	To the best of my knowledge and belief, this inventory is correct. It was taken by persons under my supervision, and me, and has been reconciled with that of the Troop Issue Subsistence Officer. All discrepancies have been adjusted and corrections made on this copy of the inventory listing. This inventory has been secured at all times and will be delivered by me, personally, to the Director of Logistics (DOL).Typed name of inventory officer, duty phone number, date, signature.
(2)	To the best of my knowledge and belief, this inventory is correct and covers the accountability period from date to date. Typed name of SSM, date, signature.
e.	The SSM and Inventory Officer will: 
(1)	Perform the inventory in a manner to ensure that 2 (two) separate and distinct counts are taken.
(2)	Add to the inventory list any items found in stock that are not on the inventory listing.

																							




(3)	Make recounts when inventoried items do not match. Recounts will continue until both inventory counts match.
(4)	Reconcile the inventories when the counts are completed.
(5)	Record the final inventory count.
(6)	Sign and Date required statements upon completion of the inventory.
		f.	The SSM will also extend the inventory and post it to the DA form 3295.
		g.	The inventory officer will verify the cost extension and dollar totals of the inventory and deliver 
          	        the inventory to the DOL.
h.	The inventory will be retained and filed IAW AR 25-400-2. Worksheets may be retained or destroyed.

7-3.	Quarterly Accountability Procedures 
The SSM will use 2 (two) separate TISA teams to conduct the inventory. Procedures for the inventory are the same as 7-2 above.

7-4.	Transfer of Accountability  
a.	When a transfer of accountability inventory is required, the newly appointed SSM will act as the inventory officer and the inventory will be conducted using the procedures outlined in 7-2 above.
b.	In the event that losses exceed the authorized tolerances, the outgoing SSM will complete DA form 4697, Report of Survey, to account for the losses. 	
c.	The newly appointed SSM will maintain a copy of the inventory, report of survey, and inventory adjustment voucher IAW AR 25-400-2.

7-5.	Loss or Absence of the Subsistence Supply Manager 
Upon the loss of a SSM or after 30 days absence, the Post Commander will appoint a new SSM. The Post Commander will appoint an inventory team to act as the outgoing SSM and a transfer of accountability inventory will be conducted IAW 7-4 above.




































Troop Issue Subsistence Activity (TISA) Inventory SOP

	 
	Annual Accountability Inventory

	 
	Quarterly Accountability Inventory

	 
	Transfer of Accountability Inventory

	 
	Special Inventory


1.	Type of Inventory to be Conducted:		




2.	Date and Location of the inventory.
		a.	The inventory will be conducted on, DATE: ____________________________.
b.	The inventory will be conducted at the Utah Training Center Logistics Center, Building 1000, 17800 South Camp Williams Road, Riverton, Utah.

3.	An Inventory Officer will be appointed for the Annual Accountability Inventory using the procedures outlined in Chapter   7-2 (a) of the TISA SOP.

4.	The Inventory will be conducted by the following personnel: TEAM 1:	_____________________________________
															_____________________________________

TEAM 2:	_____________________________________
															_____________________________________	
5.	Reporting Procedures.
Personnel assigned to conduct the inventory will report to the inventory location NLT 0800 on the date of the inventory listed above.

6.	Briefing Procedures.
Personnel assigned to conduct the inventory will receive a safety briefing prior to the inventory and will be briefed on the proper inventory procedures listed below.

7.	Inventory Procedures.
		a.	The Inventory Teams will: 
(1)	Perform the inventory in a manner to ensure that 2 (two) separate and distinct counts are taken.
(2)	Add to the inventory list any items found in stock that are not on the inventory listing.
(3)	Make recounts when inventoried items do not match. Recounts will continue until both inventory counts match.
(4)	Reconcile the inventories when the counts are completed.
(5)	Record the final inventory count.
(6)	Sign and Date required statements upon completion of the inventory.
			b.	The SSM will extend the inventory and post it to the DA form 3295.
			
8.	Inventory Records.
a.	When an Annual Accountability Inventory is completed, the Inventory Officer will hand deliver a completed copy of the inventory to the UT-DOL.
		b.	For all other inventories the SSM will hand deliver a completed copy of the inventory to the UT-DOL.
		c.	The SSM will retain the original inventory records IAW AR 25-400-2.





											








Figure 7-1


Chapter 8  
A RATION SUPPORT METHODS AND ISSUES

8-1.	Forecasting A-Ration Requirements
A-Ration requirements will be forecasted IAW the instructions listed on UTNG form 4004, figure 8-1. Forecasts should be updated upon any change in ration requirements and forwarded through the Class I Commodities Manager to the SSM. 

8-2.	A-Rations
a.	A-Rations will be requested on DA Form 3294 using the instructions in figure 8-2.
b.	The menu schedule, figure 8-3, will be used as a basis for all A-Ration issues.
(1)	Requests for deviation from the menu schedule will be made on a memorandum through the Class I Commodities Manager to the SSM NLT 30 days prior to the scheduled training event.
c.	Condiments will be requested on DA Form 3161 and attached to the original ration request.
d.	Requests for A-Rations will be submitted through the Class I commodities manager to the SSM NLT 30 days prior to the required training period. 	

8-3.	Non-Cataloged Items
a.	Requirements for items not normally cataloged, issued, or stored at the TISA will be requested on DA form 3294. The requested item will be listed in the item column with the nomenclature, size, and quantity required. 
b.	All special orders require prior approval from the Class I Commodities Manager and must be requested 90 days from the actual training event.
		c.	Special Orders cannot be cancelled, rejected, or turned in.

8-4.	Warming and Cooling Beverages

a.	Warming and cooling beverages will be request on DA form 3161 and must be accompanied by a memorandum from the commander requesting that extra warming and cooling beverages be issued based on the training requirement. The memorandum will include the type of training, location, training dates, and number of personnel being supported.
b.	Requests for warming and cooling beverages will be sent through the Class I Commodities Manager to the SSM NLT 30 days prior to the training event.

8-5.	Issue Procedures
		a.	All issues made from the TISA will be direct warehouse issues. 
		b.	Only personnel authorized on DA form 1687 will receive rations.
(1)	Authorized representative will make an appointment to receive rations with the SSM NLT 7 days prior to the training event
c.	The SSM will prepare a ration worksheet for each issue using the TISA automated system. 
		d.	TISA personnel will pull and preposition all issues using the ration worksheets provided by the SSM.
			(1)	Any changes to the issue will be noted on the worksheet.
			(2)	Substitute or NIS items will be approved prior to issue by the Class I Commodities Manager.
e.	The SSM will make any changes required to the automated issue slip.
f.	The authorized representative receiving the ration issue will inventory the items being received and sign and date the automated issue slip.
		g.	The SSM or authorized representative issuing the rations will sign and date the issue slip.
(1)	The original issue slip will be retained by the SSM and a copy will be provided to the unit/authorized activity receiving the rations.

8-6.	Document Processing After Issue
a.	Upon completion of the issue, the SSM will post the issue slip to the automated VRGC IAW paragraph 4-2 of this SOP and DA form 4538 IAW figure 5-11, DA Pam 30-22b.	
b.	The completed issue documents will be filed in the temporary holding file until the end of the current accounting period and    then filed IAW AR 25-400-2.

8-7.	Travel Rations
a.	The following items are authorized for motor convoy and aircraft travel.
			(1)	MRE
(2)	TOTM
		b.	Commanders are authorized additional food items not to exceed 20 percent of the current BDFA as a special food allowance.




8-8.	Forced Issues
a.	Forced issues will only be made as a last resort to prevent losses of subsistence items and will only be made at the direction of the VSP.
b.	Issue slips for forced issues will be clearly marked “FORCED ISSUE”.
c.	Forced issues will not be posted to the unit/authorized activities DA form 4538.
		d.	Stocks that cannot be used will be processed for disposal IAW Chapter 5-6, b, (1) of this SOP.

8-9.	Mandatory Issues
a.	Mandatory issues will be made to reduce excess stocks and expedite the issue of short shelf life stocks identified by the VSP.
		b.	All mandatory issues will be coordinated by the SSM with the Class I Commodities Manager.

8-10.	Potable and Dry Ice
a.	Dry Ice is not an item of subsistence supply and will not be furnished by the TISA.
		b.	Potable ice will only be procured from authorized sources IAW VETCOM Circular 40.
		c.	The allowance for ice will not exceed 7 lbs per person per day. 
d.	Ice will be request, by the commander, on DA form 3161 and forwarded through the Class I Commodities Manager to the SSM  NLT 30 days prior to the scheduled training event.
		e. 	Completed issues will be processed IAW 8-6 above.




































															





QUARTERLY STRENGTH REPORT
AND RATION FORCAST


UNIT:__________________________________      QUARTER ENDING:___________________________________________

ASSIGNED STRENGTH:__________________      LOCATION:__________________________________________________

	POC: ___________________________________	PHONE: _____________________________________________________

	MUTA
DATE

	PICK-UP
POINT
	MENU
#
	FORCAST STRENGTH

	UGR, TOTEM, CONTRACT MEALS, CATERED.  Please indicate which type of meal is requested for each meal.

	
	
	
	BREAKFAST
	LUNCH
	DINNER
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	



THIS REPORT MUST BE FORWARDED TO THE USP&FO FOOD SERVICE COMMODITY MANAGER, ON OR BEFORE THE LISTED DATES BELOW.

CALANDAR QUARTER     DUE DATE
JAN-MAR                        1 OCT
APR-JUN	                        1 JAN
JUL-SEP			       1 APR
OCT-DEC		       1 JUL

ANNUAL TRAINING FORCASTS MUST BE SUBMITTED 180 DAYS PRIOR TO THE START OF THE ANNUAL TRAINING PERIOD.

SUBMIT IN 1 COPY

UTNG Form 4004 revised 13 Jan 03


Figure 8-1 		 																								
	RATION REQUEST/ISSUE/TURN-IN SLIP
	Date (YYYYMMDD)

	For the use of this form, see DA PAM 30-22; the proponent agency is DCS, G4 
	

	To: TISA, CAMP W.G. WILLIAMS, UTAH  84065-4999
	Request
	X 
	

	From:
	Issue
	 
	 

	Consumption date(s)
	Turn-in
	 
	 

	Number of meal(s) requested 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Issue Date
	 
	 

	Items
	U/I
	B
	L
	D
	B
	L
	D
	B
	L
	D
	Total
	Supply action
	Unit        Price      
	Dollar         value

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	 
	 
	 
	
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	Requested by:
	Issued by:
	Issued by:
	Total dollar

	Received by:
	Received by:
	Received by:
	Control no.

	Page no.                                                              1
	No.of pages 1             
	Remarks:

	DA FORM 3294, JUL 2002                                             DA FORM 3294-R, JUN 1990, IS OBSOLETE.                                (FIGURE 8-2)                                                                             USAPA V1.00



	



Figure 8-2 (Continued)

Instructions for completing DA form 3294 as a Request for Issue.

	(1)	FROM: Enter the Name, Address, and UIC of the organization submitting the request.
	(2)	REQUEST: Place an “X” in the block.
	(3)	DATE: Enter the date to be submitted.
	(4)	CONSUMPTION DATE(S): Enter the inclusive dates the rations will be consumed.
(5)	NUMBER OF MEAL(S) REQUESTED: Enter the number of breakfasts, lunches, and dinners required each day directly above the corresponding meal time.
(6)	ITEM: Enter the type of rations.
(7)	U/I: Enter “ME”
(8)	B, L, AND D COLUMNS: Enter the appropriate Menu number from figure 8-3 in the appropriate column.
(9)	REQUESTED BY: 	Commanders Name, Rank and signature 

Instructions for completing DA form 3294 as a Request for Turn-in.

(1)	FROM: Enter the Name, Address, and UIC of the organization submitting the request.
	(2)	TURN-IN: Place an “X” in the block.
	(3)	DATE: Enter the date to be submitted.
	(4)	ITEM: Enter the nomenclature of the item being turned in.
(5)	U/I: Enter the unit of issue for the item being turned in.
(6)	TOTAL: Enter the total number of each item being turned in.
(7)	REQUESTED BY: 	Printed Name and Rank of the individual making the request. (Must be the commander or designated representative listed on DA form 1687.)






































Utah Army National Guard
Menu schedule
CY 2007 and 2008


2005 	MONTH  	1st DRILL DAY		2nd DRILL DAY		Optional Menu

							January		Menu #1				Menu #2			
							February		Menu #3				Menu #4
							March		Menu #5				Menu #6
							April			Menu #7				Menu #8
							May 			Menu #9				Menu #10				Dinner #10(a)
							June 			Menu #11				Menu #12
							July			Menu #13				Menu #14				Lunch #11
							August		Menu #1				Menu #2				Lunch #11
							September		Menu #3				Menu #4				Lunch #11
							October		Menu #5				Menu #6
							November		Menu #7				Menu #8				Dinner #15
							December		Menu #9				Menu #10				Dinner #15 & #10(a) 

2006	         MONTH	         1ST DRILL DAY		2ND DRILL DAY	        Optional Menu

							January		Menu #11				Menu #12
							February		Menu #13				Menu #14
							March		Menu #1				Menu #2
							April			Menu #3				Menu #4
							May			Menu #5				Menu #6
							June			Menu #7				Menu #8				Lunch #11
							July			Menu #9				Menu #10				Dinner #10(a), Lunch #11
							August		Menu #11				Menu #12				Lunch #11
							September		Menu #13				Menu #14				Lunch #11
							October		Menu #1				Menu #2
							November		Menu #3				Menu #4				Dinner #15
							December		Menu #5				Menu #6				Dinner #15

  					 Dinner #10(a) = Top Sirloin Steak         Breakfast #15 = Continental	      Dinner #15 = Holiday Meal	
*NOTE: Dinner Menus #15 and #10(a) are only authorized ONCE per calendar year.*

MEAL #		BREAKFAST				LUNCH				DINNER


1			French Toast & Ham			Barbecued Beef			Baked Chicken
2			Bacon & Eggs				Ham Steaks			Roast Turkey
3			Pancakes & Sausage			Swedish Meatballs		Steak & Onions
4			Creamed Ground Beef		Fried Chicken			Spaghetti
5			French Toast & Bacon		Yankee Pot Roast		Veal Steaks
6			Sausage & Eggs			Mexican				Baked Fish Portions
7			Pancakes & Ham			Beef Stew With Rice		Baked Chicken
8			Creamed Ground Beef		Baked Pork Chops		Roast Beef
9			French Toast & Ham			Barbecued Chicken		Beef Cubes With Noodles
10			Pancakes & Sausage			Pizza				Salisbury Steaks
11			French Toast & Ham			Hamburgers/Cheese		Oriental
12			Creamed Ground Beef		Pork Steak			Chili Con Carne/Rice
13			Sausage & Eggs			Lasagna				Pepper Steak
14			Bacon & Eggs 				Meat Loaf				Roast Turkey	


Figure 8-3






Chapter 9 
OPERATIONAL RATIONS

9-1.	Forecasting Operational Ration Requirements
Operational Ration  requirements will be forecasted IAW the instructions listed on UTNG form 4004, figure 8-1. Forecasts should be updated upon any change in ration requirements and forwarded through the Class I Commodities Manager to the SSM. 

9-2.	Operational Rations
	a.	The following items are considered Operational Rations and are available from the TISA.
		(1)	Meal, Ready to Eat, MRE.
		(2)	Ration, Cold Weather, RCW.
		(3)	Unitized Group Ration, Heat and Serve, UGR-HS.
		(4)	Unitized Group Ration, A-Ration, UGR-A.
		(5)	Tailored Operational Training Meal, TOTM.
		(6)	Ultra High Temperature Milk, UHT.
b.	Requests for Operational Rations will be submitted through the Class I commodities manager to the SSM NLT 30 days prior to the required training period.
	(1)	MRE(s), RCW(s), and TOTM(s) will be requested on DA form 3161.
	(2)	UGR-HS, UGR-A, and UHT will be requested on DA form 3294 using the instructions in figure 8-2.

9-3.	Issue Procedures
a.	All issues made from the TISA will be direct warehouse issues. 
		b.	Only personnel authorized on DA form 1687 will receive rations.
(1)	Authorized representative will make an appointment to receive rations with the SSM NLT 7 days prior to the training event
		c.	TISA personnel will pull and preposition all issues.
d.	The authorized representative receiving the ration issue will inventory the items being received and sign and date the automated issue slip.
		e.	The SSM or authorized representative issuing the rations will sign and date the issue slip.
(1)	The original issue slip will be retained by the SSM and a copy will be provided to the unit/authorized activity receiving the rations.

9-4.	Document Processing After Issue
a.	Upon completion of the issue, the SSM will post the issue slip to the automated VRGC IAW paragraph 4-2 of this SOP and DA form 4538 IAW figure 5-11, DA Pam 30-22b.	
b.	The completed issue documents will be filed in the temporary holding file until the end of the current accounting period and then filed IAW AR 25-400-2.

Chapter 10
EXCESSES, DISPOSALS, AND LOSSES
	
	10-1.	Reduction and Reporting of excesses
		When excess subsistence cannot be used locally, the SSM will:
		a.	Attempt to redistribute the excess to other DOD activities.
		b.	Report the excess to DOL.
		c.	Have excess inspected by the VSP.
		d.	Dispose of items no longer fit for consumption.

	10-2.	Unfit Subsistence
		a.	Subsistence will be disposed of when it is damaged, deteriorated, or no longer suitable for its intended use.
		b.	The SSM will request inspection of any suspect item from the VSP
c.	All suspect items will be placed in the Medical Hold Area until they have been inspected by the VSP and the final disposition has been determined.
		
	










10-3.	Disposal Procedures
a.	Items being destroyed will be documented on DA Form 3161, figure 5-1.
		b.	Destruction must be witnessed by a person appointed by the Post Commander or designated representative.
			(1)	VSP and TISA personnel will not act as a witness.

10-4.	Veterinary Inspection Sample Withdrawals
Veterinary Inspection Sample Withdrawals will be processed as an issue slip and posted to the automated VRGC as “Vet Samplings”.

Chapter 11 	
SAFETY

	11-1.	Personnel Safety 
All members of the Logistics staff, either full time technicians or M-day personnel will observe all safety rules at all times, these items will include but are not be limited to the following:
a.	All fork lift operators will be fully qualified, and will be familiar with the OSHA rules for fork lift safety, they must be licensed for the size of vehicle and be familiar with all safety equipment for that piece of equipment. Seat belts will be worn at all times during operations.
b.	All personnel will be issued safety boots, safety glasses, hearing protection, as well as additional safety equipment as needed, safety equipment will be worn at all times, and be in a serviceable condition...
c.	Extra caution will be taken when operating fork lifts around ground personnel, and the operator will insure that he knows where all ground personnel are at all times.
          	d.	At no time will the fork lift be used to transport personnel/riders.
e.	Spills of any type, either liquid or solid will be cleaned up immediately. Any spill of a hazardous material will be reported to the Hazmat identifier to insure proper care is taken in the clean-up procedures.

	11-2.	ALFOODACT Messages
		Immediately upon receipt of an ALFOODACT message the SSM will:
a.	Identify stocks of suspect items on hand.
b.	Place suspect items in the medical hold area and suspend the item from issue.
c.	Notify all customers and request that the item be turned in to the TISA for replacement.
d.	Retain suspect item in  the medical hold area until final disposition from DSCP is received.
e.	File the ALFOODACT message in a separate file for a minimum of 1 (one) year or until final disposition, whichever is later.

Chapter 12
STORAGE

	12-1.	General Storage Requirements 
		Storage of subsistence will be IAW TB MED 530, DOD 4145.19-R-1,  and all other applicable regulations and directives.

12-2.	Temperature Control 
a.	The following areas are temperature controlled and contain temperature sensitive subsistence. These areas must be maintained at their noted temperatures.
(1)	Area J,  48 to 52  degrees.
(2)	Area K, 35 to 38 degrees.
(3)	Area L, 34 to 36 degrees.
(4)	Area H, -10 to 0 degrees.
b.	A TISA Form 1, Temperature Maintenance Chart, will be maintained at each temperature sensitive area. TISA personnel will check the temperature of each area, a minimum of twice daily, and record the current temperature.
		c.	Instruction for completing TISA Form 1 are in figure 12-1.
d.	Immediately upon discovery of an area that is functioning outside of the required temperature range, Camp Williams Facilities Maintenance will be notified.
(1)	If repairs to the area cannot be completed soon enough to prevent damage to the subsistence items, the items will be moved to a suitable location for storage until the repairs are completed.
		e.	SSM will file the completed Temperature Maintenance Charts IAW AR 25-400-2.
	
	







Chapter 13
SECURITY

13-1.	General Security
a.	The TISA has been identified as a Mission Essential Vulnerable Area, MEVA, IAW AR 190-13. 
b.	The SSM will complete a Risk Assessment of the TISA facility annually IAW DA Pam 190-51 and forward it to the installation security officer for inclusion in the installation risk assessment.
c.	IAW AR 190-51,  the following security measures will be implemented and adhered to in order to prevent unauthorized entry and pilferage of subsistence stocks.
		(1)	Authorized personnel signs will be posted at all entrances to the TISA.
		(2)	The entrance to the subsistence cage will be kept secure when not under surveillance by personnel assigned to the facility.
(3)	Key and access control will be maintained by the Logistics Key Control Custodian. Only individuals authorized access to the subsistence supplies will  be granted access.
		(4)	Personal packages will be prohibited from the subsistence supply area.
		(5)	Shipping containers will be inspected and flattened to ensure they are empty prior to disposal.

13-2.	Highly Pilferable Subsistence Items
		a.	Subsistence items that are highly pilferable will be stored in a secured supply cage within the warehouse. 
b.	The supply cage will remain secured at all times. 
c.	Entry into the supply cage will be limited to TISA personnel and required inventory personnel. 
(1)	Inventory personnel will be accompanied by the SSM or designated representative.
d.	At no time will unauthorized personnel be allowed access to the supply cage.








































	TEMPERATURE MAINTENANCE CHART
	1.  MONTH/YEAR

	For use of this form, see TISA SOP; the proponent agency is UT-AGCW-TISA
	

	2.  PROPER TEMPERATURE RANGE
	3.  LOCATION

	DATE
	TIME
	TEMP
	INITIAL
	TIME
	TEMP
	INITIAL
	TIME
	TEMP
	INITIAL
	TIME
	TEMP
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	TISA form 1, 06 AUG 04                                              Figure 12-1


																									


Figure 12-1 Continued

Monthly:

Block 1: Enter the Month/Year
Block 2: Enter the proper temperature range from 12-1, a, above.
Block 3: Enter the corresponding Area.

Daily:

Time Block: Record the time that the temperature was checked for the corresponding date.
Temp Block: Record the temperature observed for the corresponding date and time.
Initial Block: Initial for each time that the temperature is recorded.















































																						




Appendix A – Required Forms and Publications	

		
	
	PUBLICATIONS
	

	AR 25-400-2
	The Army Records Information Management System (ARIMS)

	AR 190-13
	The Army Physical Security Program

	AR 190-51
	Security of Unclassified Army Property

	AR 30-22
	The Army Food Program

	AR 735-5
	Policies and Procedures for Property Accountability

	DA Pam 190-51
	Risk Analysis for Army Property

	DA Pam 30-22
	Operating Procedures for the Army Food Program

	DOD 4145.19-R-1
	Storage and Material Handling

	TB MED 530
	Occupational and Environmental Health Food Sanitation

	VETCOM Circular 40
	Directory of Sanitarily Approved Food Establishments

	
	

	FORMS
	

	DA Form 1687
	Delegation of Authority

	DA Form 2028
	Recommended Changes to Publications and Blank Forms

	DA Form 272
	Register of Vouchers to a Stock Record Account

	DA Form 2969
	Food Cost and Feeding Strength Summary

	DA Form 3161
	Request for Issue or Turn-In

	DA Form 3294
	Ration Request/Issue/Turn-In Slip

	DA Form 3295
	Voucher Register and General Control

	DA Form 3295-1
	Adjustment Voucher

	DA Form 3988
	Equipment Replacement Record

	DA Form 4170
	Statement of Gains and Losses

	DA Form 4538
	Abstract of Issue/Sales

	DA Form 4697
	Report of Survey

	DA Form 7169
	Troop Issue Subsistence Management Report

	DD Form 250
	Material Inspection and Receiving Report

	DD Form 708
	Inventory Adjustment Monetary Account

	SF 364
	Report of Discrepancy

	TISA Form 1
	Temperature Maintenance Chart

	UTNG Form 4004
	Quarterly Strength Report and Ration Forecast
























																									



Appendix B - Explanation of Abbreviation and Terms
	ACES
	Army Center of Excellence, Subsistence

	BDFA
	Basic Daily Food Allowance

	CNGB
	Chief, National Guard Bureau

	COR
	Contracting Officers Representative

	DARNG
	Director, Army National Guard

	DOL
	Director of Logistics

	DSCP
	Defense Supply Center, Philadelphia

	FST
	Food Service Technician

	HQDA
	Headquarters, Department of the Army

	IAW
	In Accordance With

	MCN
	Management Control Number

	MEVA
	Mission Essential Vulnerable Area

	MRE
	Meal, Ready to Eat

	NIS
	Not in Stock

	NLT
	No Later Than

	NSN
	National Stock Number

	OSHA
	Occupational Safety and Health Administration

	RCW
	Ration, Cold Weather

	SOP
	Standard Operating Procedure

	SOS
	Source of Supply

	SSM
	Subsistence Supply Manager

	TISA
	Troop Issue Subsistence Activity

	TOTM
	Tailored Operational Training Meal

	UGR-A
	Unitized Group Ration, A-Ration

	UGR-HS
	Unitized Group Ration, Heat and Serve

	UHT
	Ultra High Temperature Milk

	UIC
	Unit Identification Code

	USPFO
	United States Property & Fiscal Officer

	UTES
	Unit Training Equipment Site

	VRGC
	Voucher Register and General Control

	VSP
	Veterinary Services Personnel



															













































																						
