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AFIT/GLM/LSM/ 87S-40

Abstract

The purpose of this research was to design a training

program for non-supervisory personnel in the Transition

Support Office (TSO) at the Defense Electronics Supply Center

(DESC) in Dayton, Ohio.

The result of this effort is a training program for the

GS-4 Supply Clerk position in the Process Group of the TSO, a

GS-4 Supply Clerk. This program can be used as a model for

the design of training programs for the other positions in

the TSO. The training program consists of a manual for the

trainee and another for the trainer. A guide to the

Provisioning process is included for use with current and

future training programs in the TSO.

Literature on training was surveyed to determine how to

design and evaluate a training program and how trainers can

be most effective. Organizations, both within the Federal

service and in private industry were contacted to discover

what types of programs and materials have worked well for

them. Experts on the Provisioning process were contacted for

information for the office guide. Jobs in the TSO were

analyzed by using auestionnaires, personal interviews with

current job incumbents and their supervisor and a review of

applicable manuals. Training monitors at DESC provided input

on classes outside the TSO that could be used in the training

program.

vi
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A TRAINING PROGRAM FOR NON-SUPERVISORY PERSONNEL
IN THE TRANSITION SUPPORT OFFICE

AT THE DEFENSE ELECTRONICS SUPPLY CENTER

I. Introduction

Background

The Defense Electronics Supply Center (DESC), located

near Dayton, Ohio, manages electronic spare parts for the

U.S. military services, other Federal agencies and foreign

military sales customers. The functions of DESC include

computation of requirements, inventory control, procurement,

distribution, disposal, cataloging and supply. (10:II-1)

The Transition Support Office (TSO), better known as the

Provisioning office, at DESC is the point of contact for the

receipt, control and processing of Supply Support Requests

(SSRs) and supplementary technical documentation received

from the military services (10:IV 3-4).

Provisioning is the process of determining the range and

quantity of items required to support and maintain equipment

during installation and for an initial period of service.

Included in the provisioning process are identification of

items and establishment of data for cataloging (12:3) A

SqSupply Support Request is a request submitted by the military

1D

" '%" " ' ,'% '- -,' " . .... .-. .,.-.-.-. ..- -.. .-.- .-, ... .. . .-. ,v v - .. . ..- -.- -,- .- .,. ,.-



service activity responsible for supporting an end item being

provisioned, to a central material management activity which

manages some of the support items or is a potential manager

of some new support items used in the end item (16:7).

Information submitted on the SSR may include the part number,

manufacturer, quantity needed and the date material is

needed. The largest manual workload in the TSO results from

new items requiring National Stock Number assignment.

In order to perform its mission, the TSO is organized

into two branches within the Technical Operations

Directorate. They are the Liaison Group (SRA) and the

Process Group (SRB). The primary mission of the Liaison

Group is to communicate with other offices and activities to

solve problems on SSRs with the mission of the Process Group

being to ensure that SSRs are processed in a timely manner.

In the TSO, as in any other organization, well-trained

personnel are needed for the organization to perform at peak

efficiency. The implementation of a well-planned traininr

program can prevent the creation of many problems in the

workplace t39:20. . Training that consists .Df &ne enc.-q-

following someone else around and observing what they do

leads to hit-or-miss results. The employee may learn the

specific tasks well but learns little about the rati:naie for

the tasks or how they fit into the "big picture", that is how

work flows to them, what contribution they make, where thLe

work goes next and why (30:50) . Letting new employees .

I°



or swim' is costly and inefficient (6:8) A study Df ten

corporations and government agencies showed that money spent

on employee development results in d More effective and

efficient organization (29:60).

Statement of Problem

The researcher spent almost a year as a supervisor of

the Liaison Group in the TSO and has noted that new employees

must get information wherever they can and are usually quite

confused for the first few months on the job. The TSO does

not currently have a formally defined training program for

its personnel. Current training consists of the new employee

being shown what to do by their supervisor or other

higher-graded employees as time permits.

In the TSO there are nineteen non-supervisory employees

on ten different jobs as differentiated by grade, lob ser-ies

and office assigned. Appendix A shows the different jobs iu

the TSO. Because these 10 jobs are unique, it is difficult

for new employees to know who to ask about a particular task

since tl-er-_ may -e n-o one else doirng that partiuar -

the time.

Two problems result from this situation. Time is wasted

*when the employee must ask several people for an answer to a

problem with their work. Confusion results when the employee

receives contradictory responses from different employees.

• There is also a need for personnel to be able to understan.A

}3
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how their job fits into the overall Provisioning process.

Many mistakes that are made are a result of the employee not

understanding what the effect of their actions are on another

part of the work flow.

In an attempt to remedy this situation, the researcher

designed a training program for one the Supply Clerk job in

SRB. The final goal is to design a program for each unique

job in the TSO; the effort was limited to one program due to

complexities of each job and time constraints.

In addition to the training program, an office gruide t,:

the Provisioning process was also included. This guide is

intended for use in conjunction with all current and future

TSO training programs. The objective of this training

program is to help employees become more effective and more

productive in a shorter period of time than without the

program.

Research Objectives

To develop a training program for the TSO by
researching the specific steps in designing a
successful training program.

2. To investigate the types of training programs that
have worked well for other organizations, both
within the Federal service and in private industry,
and apply the results of these findings to the
development of a training program for the TSO.

3. To analyze requirements of the selected Job t
determine what the employee needs to be able t-
on the job and use these findings to choose what to
include in the training program.

4



4. To evaluate existing training resources, such as
formal training classes, offered by other offices
within DESC to determine if they can be effectively
used to train TSO personnel.

5. To survey existing training materials and determine
an effective format for the training materials to
ensure that they are easy for the involved personnel
to use.

6. To develop a package for each trainer showing what
the trainers need to know to help the trainee learn.
Detailed training objectives and tips on how to
train were included.

7. To research feedback and evaluation methods to
ensure that trainees can demonstrate mastery of th- s-
objectives of the training. These evaluation
materials include both an opportunity for the
trainee to comment on the material presented and a
before-and-after quiz to measure learning.

Limitations of Study

The use of this training program is limited to the TSO

at DESC. Similar offices at other Defense Logistics Agency

supply centers may be able to modify portions of it for use

in those organizations. Supervisory personnel are excluded

because DESC already has an extensive training program for

new supervisors.

Assumnptions

The number and types of positions in the TSO will not

change in the short run (i.e. before the program is initially

implemented) nor will the job tasks and responsibilities of

each position be altered. It is also assumed that the dutiesz

of each position and the specific work procedures for easc

S.
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job task are fixed and will not be changed as a rezs':it of

this effort.
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II. Literature Review

Training Programs

Why Train? According to Martin M. Broadwell, the reason

for training is to improve job performance. Allowing

employees to "sink or swim" is costly and inefficient. The

goal is to improve employee performance in a minimum amount

of time at minimum cost (6:8). W. Robert Houston cites a

study of ten corporations and government agencies showing

that the costs of employee development result in a more

effective and efficient organization (29:60).

Training Methods. A multitude of types and methods of

training are described in the literature but they can all be

placed in two broad categories: On-the-job training (OJT)

and off-the-job training, most typically classroom

instruction.

On-the-Job Training. OJT is probably the most

common way to train employees in industry (2:86). Five major

advantages of OJT are that it requires no special space or

equipment and is practical because employees are producing

and earning while they are learning. It allows for practice

on actual work and for maximum control and use of

reinforcements such as immediate correction of errors before

they become a bad habit. There are also disadvantages to

OJT. A sufficient number of skilled trainers, with enough

time to train, are needed. What is learned depends to a

7
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great extent on the personality of the trainer. Expensive

work space and equipment are tied up during training.

Additionally, the trainee can be pressured because the focus

is often on production rather than training (2:86).

One unique type of OJT is orientation training. This

type of training simply involves introducing the new employee

to the job environment, people and policies of the office.

Office personnel should be introduced gradually to avoid

overwhelming the new person. Assigning a sponsor to the new

trainee is helpful. This introductory period allows the

employee to 'get his feet on the ground' before the demands

on him are increased (2:87-88).

Off-the-Job Training. Training given off-the-job

is the second major category of job training. Training given

away from the regular work site has the primary advantage in

that trainees can give their full attention to the training

without being distracted by job demands. Also, courses may

be available elsewhere in the organization that the

individual office does not have sufficient resources or

pe-rsonnel toconjict by itself. The m:,st sianifica: 

drawback to off-the-job training is the difficulty :,f

transfering off-job experience to the job; the principles

learned in training may not be applied to the actual work

situation but may be important to the individUlI for overall

job knowledge. Typically there is no reinforcement on the

job for classroom learning (2:92-93).

%



One of the most common types of off-the-job training is

the lecture. It is economical if many trainees are involved

because fewer instructors per trainee are needed. However.

exposure to new material does not necessarily guarantee

learning. Lectures do not allow for individual differences

and there is little opportunity for practice (2:94).

Discussions are more effective than classroom lectures;

learning and retention are increased. This technique allows

for interaction between the leader and the participants and

among the participants. The skill of the leader has a great

influence on the effectiveness of discussions (2:98).

There is no perfect way to train; there are some

advantages and disadvantages to all methods. A person

developing a training program must consider the pros and cons

of each method when deciding which type or types are most

appropriate for the given situation. Some additional

considerations are the availability of money, time and

instructors for training (6:24) . A combination of methods

may be required to achieve the desired goals (47:70j).

After determining that a training program would be

beneficial to the organization, the next step is to set up

specific steps to design the program.



How to De~ign a Training Program

Many experts in training have listed steps to follow in

designing a training program. Often these lists are very

similar. Several representative examples are given below.

Rosemary Caffarella, division head of the Division of

Education Studies at Virginia Commonwealth University, lists

nine steps that are essential for designing a training

program. They are:

1. Identify the overall purpose of the training.

2. Formally asses: the need for training by such
methods as task and job analysis or questionnaires.
Include suggestions from previous training programs
and suggestions from colleagues. Conduct a search
of the appropriate professional literature.

3. Identify the specific objectives of the training
program. Consider the purpose of the organization.
the interests of the potential trainees and the
feasibility of the ideas. Make sure that the
objectives can be understood by everyone involved.

4. Make administrative arrangements. Decide how the
material will be presented and identify who the
trainer(s) will be. Budget for the training and
find a suitable location. Schedule the training
activities.

5. Prepare the instructional plan(s) in cooperation
with the individual instructors',ifa.cilita! ;r
Determine what the specific learning obie,:'.; ar .
Decide what methods will be used and gather or
design the instructional materials.

6. Incorporate continuous evaluation. Determine what
will be measured, how and why.

7. Implement the program. Be flexible enough to make
changes during the training.

8. Measure and evaluate the results of the program.
Analyze the program .ind make improvements as
necessary.

10
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9. Report on the valiue of the program to key
individuals and follow-up as needed to answer any of
their questions (7).

John E. Kello, associate professor of Psychology at

Davidson College in North Carolina, gives eight steps for

developing a training program.

I. Establish detailed goals. Clearly state what is to
be accomplished. Failure to do this is one of the
most common causes of ineffective training.

2. Observe the work being done. Understand what each
job entails.

3. Work intensively with people who have on-the-job
experience. Use them as trainers, if possible,
bearing in mind that experience does not
automatically qualify a person to train. With the
help of the experts, determine what is to be covered
and how it should be presented. Be sure that
on-the-job and classroom training are integrated for
maximum effectiveness.

4. Observe skilled workers on the job. Be sure that
important steps have not been left out.

5. Plan evaluation of the training. Measure the
participants reaction to the program and whether the
training accomplished what it set out to.

6. Train the people chosen to serve as trainers. Gooi
communication skills are essential. Additionally,
tne trainers chosen must be willing to train ani

:ave the time !o do it.

7. Set up a test of the training program. Start it on

a small scale and make any necessary improvements.

8. Monitor and evaluate the program and make any

necessary changes. The materials used should be
modified to reflect any changes in procedures or
regulations as well as feedback from comments and

program evaluation (30).

%I%



The sequence of events listed by Robert F. Sullivan,

assistant professor of Educational Technology at the

University of Toledo in Ohio, and Donald C. Miklas, president

of Omega Triangle Consulting Services, are:

1. Obtain executive support for the program. This is
extremely important to ensure its success.

2. Develop measures of performance for each area
included in the training. With the help of subjec.
matter experts for each area, analyze the tasks
involved to determine what skills or knO~ledge is
required, what methods can be used to achieve this
and how the trainee is to be evaluated.

3. Set the training schedule for each trainee. The
schedule should be flexible enough to allow for
employees who learn faster or slower than average.

4. Assign a mentor or trainer to each trainee. Hold a
special training sesion for the mentors to clarify
their roles in the training process. Participation
of the mentors should always be voluntary.

5. Develop the training manual with input from the
trainees, mentors and training staff. The manual
should include the schedule, areas covered and
requirements for each area.

6. Develop reports on the training for both the trainee
4 and the supervisor. Reports should ask the trainee

to rate his or her own performance as well as the
effectiveness of the program. In addition, an
employee-supervisor conference report to be
completed jointly and incluide any recommendations
for farther action 144).

An article by Fred G. Lippert in the June 1984 issue of

Supervision expands on the widely accepted 'Four Step IMethod!

for training by adding two additional steps to make it more

effect ive.
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The "Four Step Method" consists of the following:

1. Interest the learner in the subject to be presented
by demonstrating its usefulness.

2. Show the learner what to do in blocks of closely
related steps.

3. Have the learner practice what was presented.

4. Test the learner by having him complete an entire
task on his own to ensure that he is ready to
perform on the job.

According to Lippert, two essential steps are often

overlooked. First, before training begins, determine the

objective of the training, select the key points and arrange

them in logical order. It is counter productive to try to

present everything known about a subject since the learner

cannot possibly absorb it all in such a short time. Second,

evaluate the results of the training after learner is back on

the job to determine whether performance has been

improved (31).

Training in Other Organizations

SSR Pzoce ssinq Offices at Other Defense Suppl'y >:-:e

Training in these offices is done much the same way as in the

TSO at DESC. Generally the new employee is assigned to sit I
with a more experienced employee who shows them what to do

(1;21;33;40) . At the Defense Construction Supply Center

(DCSC) , in Columbus, Ohio, an example SSR package is made up

for the trainee to try to work (I) . The supervisor holds

A



informal training classes on various subjects of interest on

a weekly basis at the Defense Industrial Supply Center (DISC)

(33) . No formal tests are administered during on-the-job

training. Most centers send employees to the formal

Cataloger training classes discussed later in this

chapter (1;21).

2750th Air Base Wing. WPAFB. This organization's Supply

Training Office provides training for their personnel. After

a topic to be presented is chosen, the trainer researches

manuals and works with a specialist who actually works in

that area to decide what information to present. A lesson

plan and handouts are then developed. The topics covered in

the lesson plan and the handouts are kept in the same order

to make it easier for trainees to follow what is being

presented. Detailed instructions are included in separate

attachments that the employee can easily keep and refer to on

the job. Some of the courses given include tests or

exercises which are open book. Students are given critiques

to fill out on the facility, the instructor and the z'ours-

itself (36)

Private Industry: National Cash Register (NCR) and:

Reynolds & Reynolds. The NCR Technical Education Center.

located south of Dayton, has an extensive and rigorous

program to train equipment repair personnel. When new

equipment is developed, training for the repair of that

equipment is designed at the same time. Training Iesizners



must decide what tasks repair personnel need to be able to

perform. A course is designed around these tasks including

course objectives and objectives for each lesson within the

course that specify what the trainee must be able to do upon

completion of the course. The lessons include tests which

are taken via computer terminal where the trainee must answer

each question correctly before moving on to the next

question. Instructors are available to assist a student who

has difficulty on a particular question. A pre-test option

is available to allow an employee to test out of a module if

already experienced in that area. A survey is taken after

each class to get the students' opinions of the course

including the time spent on various tasks, the sequence of

materials and the ability of the instructor.

Technicians who are chosen to be trainers are sent to a

five day effective teaching workshop in addition to about

eighty hours of self-paced material on instruction

techniques. Also, before teaching a course, the new

instructor sits through the course twice.

A va ia-i ri process Is c,,nucted z:efDret -rai L

given to new trainees to ensure that employees with a given

background can do the specified tasks as a result of the

training. The validation is run twice with modifications

made as a result of each validation. The program is then

implemented and run for one year when former students are

surveyed for suggested improvements (45).

15
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At Reynolds and Reynolds Corp. , in downtown Dayton,

training design begins with a study to define what skills are

needed in three major areas: management, sales and customer

service. After the needed skills have been identified, Human

Resource Development personnel look for vendors from whom

they can obtain pre-defined and tested training materials

"off-the-shelf". If none are available, as would be the case

in company-specific training, a new training program must be

designed within the company by Human Resources Development

personnel.

Two facets of each skill selected for training are

presented. First, the concept and how it fits into the job

are given and second, the new skill is practiced. Both of

these are important for understanding and retention of the

new information. No tests are given since it is the

philosophy of the organization to be non-threatening. The

practice lessons negate the need for tests as a means to

encourage retention. Additionally, many of the skills

presented do not lend themselves to paper and pencil tests.

After training, an immediate evaluation is done !Dy tne

trainees of the content, presentation and applicability of

training to the job. A follow-up is done 30, 60 and 90 days

later to see how much the training is being used on the iOb.

* No formal validation of the training is done prior to initial

presentation because the follow-up process shows whether Or

not the objectives of the training were met (46).



Job and Task Analysis

Questionnaire. A job analysis questionnaire used for a

similar job analysis at the University of Tennessee at

Knoxville was adapted for use in this research (43) . The

questionnaire was given to current job incumbents and in a

slightly different form to their supervisor. Appendices B

and C are the employee and supervisor questionnaires

respectively.

Interviews. Interviws were conducted with the two

employees assigned to the Process Group Supply Clerk position

and their supervisor to obtain more detailed job information.

The employees were asked to give a step-by-step demonstration

and explanation of each task performed on the job (38:41;51').

Questionnaires and interviews are discussed in more detail in

Chapter IV.

Existing Training Resources

There are several programs currently in existare t

can be incorporated into training prcgrams fr t.e

Technical Operations Directorate Orientation. The

Technical Programs and Systems Office within the Directorate

oganizes this training as needed for employees new to the

Directorate. New employees are given the Directorate missi:n

briefing to get an overall picture of what the Directorate of

Technical Operations does. After this they spend an r

17



two in each division within the directorate receiving a short

introductory briefing on what that division does and a tour

of the area.

Cataloger Training. The Logistics Data Division, within

the Directorate of Technical Operations at DESC, has a series

of classes given to cataloger trainees consisting of

approximately two months of formal classroon sessions on a

variety of cataloging topics. Training modules published bY

the Defense Logistics Services Center (DLSC) are supplemented

with additional topics including blueprint reading and

provisioning support. The DLSC modules contain an

instructor's handbook, slides and a student workbook. The

additional topics are given by a DESC expert in the area

being presented (32). Topics covered in Cataloger Training

are shown in Appendix D.

Technical Services Training. The Technical Services

Division, also within the Technical Operations Directorate at

DESC, has a complete training program set up for its

Equipment Specialist trainees. Their program includes both

classroom and on-the-job training. Areaz zovered ;n

Technical Services training include DESC cataloging

procedures, item entry control, procurement support and

technical assistance (42),

Other Resources. Larma Hart, an Employee Development

Specialist assigned to DESC's Personnel Office, was contacte,

regarding training opportunities outside the Tezhnical

~13



Operations Directorate that are applicable to the programs

designed. An Accelerated Reading course, offered at DESC

about twice a year, was included in the Supply Clerk training

program at Mrs. Hart's suggestion (24).

Format of Training Materials

Samples of training materials used in other offices and

organizations, such as the Cataloging and Standardization

Center (CASC) and the 2750th Air Base Wing at

Wright-Patterson Air Force Base, were gathered during

interviews with personnel involved in designing and

conducting training (8;11;13;14;15;23;49;50). All of them

begin by giving the title of the training and an introduction

of the materials. They are then broken up into tasks or

subjects each of which is introduced and explained in some

detail. Many contain examples of forms used, tables of

information needed on the job or other exhibits that can be

saved by the trainee and used as references on the job.

Tests or course critiques are sometimes placed at the end of

nie trainina raterl*3n.

How to be an Effective Trainer

Motivated and well-informed trainers are crucial to the

success of any training program. Outlined below are some

methods trainers can employ to be more effective.

19
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Training~ sessions should be scheduled to keep fatigue

and boredom to a minimum. Scheduled breaks actually improve

learning rather than waste time (39:51).

Trainers should have the trainee show that he

understands by actually doing the task being trained rather

than just stating that he understands. Doing this makes the

trainee responsible for his own learning. The steps involved

are: demonstrate the process while explaining what is being

done, have the employee tell the trainer what to do while the

trainer does the task and finally have the trainee

demonstrate the task while explaining what he is

* doing (6:101).

Actual practice by the trainee of the new tasks along

with feedback on how he is doing is critical to learning;

that is "practice with feedback makes perfect'. Positive

reinforcement results in maintenance of the desired behavior

on-the-job after training is over (35:99,125-126).

Reinforcement or a reward for an appropriate response is one

principle of good training design (25:53). The instructor

,101ul1d disCUSS the performance of the trainee with him

specifically and frequently. This gives the trainee evidence

of his progress and lets him know where he stands at all

times (22:109). Trainers should avoid "overteaching", that

is explaining every possible way to do the job, and

overwhelming the trainee (47:90) . Simply explain one good



way to do the job and allow the trainee to develozp his --,wn

methods through practice.

Evaluation Methods

Two areas of training program evaluation are addressed

here: First is the participant(s) reaction to the training -

how well did they like it? The second area is learning; what

principles or facts were learned? Two other evaluation areas

are not addressed in this program because they are outside

the scope of this research effort. They are behavior chan.es

as a result of training and tangible results to the

organization in terms of reduced cost, improved quality, etc.

(9:18-2;2:142-144). Both reaction to training and learning

should be evaluated and used to improve the training

program (7:83).

Learning is enhanced if the trainee is happy with the

program because more time is spent learning rather Than

trying to find fault with the program. Allowing an

opportunity for trainee feedback will let the trainee know

that program designers are interested in their opinion inr

this should make them more satisfied with the program.

Additionally, it is important to obtain trainee reaction

because valuable suggestions for improvement can be gotte.n

this way. It is important to get written comments from the

trainee on the program for later review and analysis. .=,ze

should be given to allow the trainee to comment on areas n:t

. -Ii* ; - . KNM



specifically addressed by the questions; a question such as

"What would have made this session better?" can be used for

this purpose (9:18-4 - 18-5).

Before-and-after tests are one widely advocated way to

measure learning (39:161;9:18-13) . Before-and-after tests

are useful in two ways. A skill-level test can be given

before training to assess what the trainee already knows and

avoid wasting the participants' time (47:171) . Perhaps most

importantly, these tests allow the trainee, trainer and

supervisor to see what was learned. Results of the tests

can be used to show where additional training is needed. A

control group should be used when measuring learning whenever

possible to make to results as valid as possible (2:143).

Using the above background information, a methodology

for the design of a training program for the TSO was

developed.

)A%
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III. Methodology

Sources of Information

To determine what specific steps are involved in the

design of a training program, the researcher surveyed

professioaal journals such as Training and Training and

* Development Journal as well as books on training design.

Experts in the field of adult education were interviewed to

see what training design methods are actually being used both

within the DoD and in private industry. (Objective 1)

Other programs that have worked well were located by

contacting persons involved in employee development in

* private industry with organizations known for having

excellent programs such as National Cash Register (NCR) and

Reynolds & Reynolds, both located in Dayton, Ohio. The

researcher also contacted management personnel in similar

offices at three other Defense Supply Centers to discover

what types of programs are in place in those offices and tO

get the opinion of the interviewee of the effectiveness of

the program. From a detailed review of the research done on

existing programs along with the results of the literature

review, the researcher determined what types of training are

most appropriate for the TSO at DESC. (Objective 2)

Information for the overall office guide was gathered

from interviews with military service personnel and DESC

~ ~ ~ ** *~ K.'* . .3
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personnel involved in various Provisioning functions as well

as a review of relevant journal articles, manuals,

regulations and instructional materials.

One unique job in the TSO was selected to be analyzed to

determine what to include in the individual training manual

and to ensure that the program included training on all

important aspects of the job. This analysis entailed a

written questionnaire completed by the current job incumbents

and the supervisor and follow-up interviews to gather more

information and clarify any necessary questionnaire answers.

A review of the position description as well as current

manuals and regulations was also included in the job

analysis. (Objective 3)

A training expert from the Civilian Personnel Office a,

DESC and training monitors within the Directorate of

Technical Operations where the TSO is located were contacted

ti, discover what training classes and materials are already

available in other offices that may be used by TSO perscnnel.

Tnese resources were incorporated into the program where

appropriate. (Objective 4.

Existing training programs were surveyed to determine an

effective format to present the information in the training

manual and trainer guidebook. Interviewees involved in

designing and administering training programs were asked for

samples of training materials used in their organizations.

S'Chjective 54
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Information for the trainer guide on how to be an

effective trainer was gathered from the review of the

literature. Information on how to present material and how

to give feedback on the trainee's progress was included.

(Objective 6)

The literature review was the source of information on

how to evaluate the effectiveness of the program. Eotli t:1c-

trainee's reactions to the training and learning are

measured. Feedback from the trainee critique is intende-1

provide for improvements and updates to the training

programs. The quiz gives the trainer an opportunity to

identify what material requires additional review.

(Objective 7)

Product of Research

The product of this effort is a complete traininr

package for the selected position in the TSO consistin,,

the following:

Part i . TS.O, :?era:i.,Dn- ,LUIPie.

1. Shows what the office does and hiow it2 ;.>ZL 'L
fits in with other organizations.

2. Allows the individual to see where their
fits into the 'big picture'.

Part II. Individual Employee Training Manual.

1. Shows what the employee is expected to be -i-,.-
to do on the job.

25



2. References for additional information ab,,ut
individual job objectives.

3. Detailed procedures for each objective.

Part III. Trainer Guidebook.

1. Tips on how to be an effective trainer.

2. Objectives with detailed procedures for each
one.

Part IV. Evaluation materials.

1. To measure the effectiveness of the training.

2. Forms a basis for improvement of the training.

Interviews

Interviews were another important source of information.

Several interviews were conducted in the course of this

research. Interviews were conducted with personnel invo'ved

in training program design and implementation to tap their

experiences and apply them to the design of training proarms

for the TSO. Persons knowledgeable about Provisioning were

interviewed for information for the office guide. T,

personnel were interviewed to obtain information ab.u :

.3-eected :e .

There are several advantages and disadvantages to

interviewing.

The primary advantage of interviewing is adaptarbi'.,;

it is possible to follow-up on interviewee resrcnses therz

obtaining more data and greater clarity. Another advartrit

is that subjects can be covered in greater ,ieP-1 1> ii-

26



questionnaires are used. In addition, interviewing yields

more complete responses to open-ended questions. (3:309-31.21)

The interviewer can modify the situation when necessary: any

misunderstandings can be cleared up before the question is

answered. Finally, it is almost impossible to get some kinds

of information, such as emotional reactions to events, any

other way (26:75).

In addition to the advantages, there are several

distinct disadvantages to the interviewing technique. The

adaptability resulting from the ability to tailor the

interview to each individual interviewee leads to

subjectivity which can lead to bias. The responses may be

naccurate because the respondent is trying to please the

interviewer or because there is an antagonistic relationship

between them. The process assumes that the respondents are

willing and able to provide reliably accurate responses. The

interviewer may seek out answers supporting preconceived

notions. interviewinq is time-consuming and requires

practi-:e in order to be done well (3:3119-312;26:75".

~r'win is acoropriat.e in this research becaise i

many cases different people were asked different questi,.ns

making it impossible to design a standard questionnaire.

Al, 'he mstions asked were open-ended and the respondent z

are most likely to proviie complete answers in an interview

Sa'in. Adaptability is necessary, especially when

27
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conducting the task analyses, to ensure that all relevant

information is gathered.

Validation

It is important to validate research efforts to ensure

that the stated objectives were accomplished. This can best

be done by unbiased experts in the field being researched who

were not involved in the actual research (11:54). The

completed product was submitted to two experts in the field

of employee development and training design to validate the

effort. Their feedback was incorporated into the program.

The validators are listed in Appendix E.

In addition to the independent validation, it is

important to have personnel familiar with the jobs review the

product to ensure that important details were not left out.

Current employees on the Supply Clerk job reviewed the

objectives and confirmed that they adequately cover the

responsibilities of the position. Prior to actual

implementation, the entire product will be reviewed with them

in great de-tail and updates made as necessary. -hIs 13Wa S -D7

done prior to publication of this research due to time

constraints.



IV. Analysis

Steps in Training Program Design

The following is a list of steps in training program

design synthesized from the research presented in Chapter II.

1. Identify the specific objectives of the training;
what does the employee need to be able to do on the
job?

2. Obtain the support of upper management and keep them
informed. This is crucial if the program is to
succeed.

3. Do a job or task analysis to determine how the job
is being done and how it should be done.

4. Put together the training materials or manual.
Break the training up into manageable areas and set
up a flexible schedule to allow for faster or slower
than average learners.

5. Prepare the lesson plans and other guidelines for
the trainers.

6. Implement the program. Be flexible enough to make
needed changes on-the-spot if possible.

7. Evaluate the training and improve the program based
on the findings. Evaluation should take two
different paths. First, obtain comments and
suggestions for improvement from the participants.
Also, monitor the trainee's progress on the job;
their reaction to the program is important
but even more important, from the point of
view of the organization, is the effect training
has on performance on the job.

Job and Task Analysis

Questionnaire. The questionnaire was designed to gain

initial responses to be expanded upon in the interviews.

29!
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The employees were asked how long they had been on The

job and at DESC. Presumably employees on the job longer

would have a better understanding of their jobs and would be

able to provide more information that could be used in

designing a training program for that job.

Several main areas were covered by the questionnaire.

Question number 1 asked what the general purpose of the job

was to get the respondent thinking about the job. Questions

2, 3 and 12 addressed what the employee needs to be able to

know or do to do the job. Questions 5, 7, 8 and 9 asked frDr

difficult or error-prone job aspects so that these could be

emphasized in the training programs being designed.

Questions 10 and 11 asked about personal contacts required Don

the job for the purpose of deciding whether a briefing

techniques or another course in dealing with people should be

included. Question 4 asked the length of time needed t,:,

learn the job to guage how long the training program should

take on the average. Question 6 asked about previ,.is i

or training received that were helpful lemployee) r

for the job (supervisor) so that these could be included in

the program.

The questionnaire was kept short so that the reo,,son,1en,

would not become tired of filling it out and give only

sketchy or incomplete answers as a result.

30
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Most answers received were fairly complete but required

a follow-up interview to get enough information to design the

programs. One area that was consistently incomplete were the

questions asking what procedural guidance was used in

performance of certain duties. One explanation for this is

that some employees do not know what procedure or manual

provides the basis for a particular task because they learned

how to do the task by someone telling them how to do it

rather than consulting the manuals to find out. Another

explanation is the fact that many of the tasks are not

covered in detail in any written procedure; the procedures

state that a task should be accomplished but do not say how

to do it.

There was, in general, a consensus between the employee

and supervisor responses to the questionnaire. The responses

of the two employees were identical because they filled out

the form together and provided the same answers.

All agreed that the general purpose of the positi.r

c rovie clerical assistance to the office in pr,:essin:

37 o. This informaion was used to writ the introJic Lr

the trainee and trainer manuals.

The duties listed in the responses were used as a

starting point for interviews with both the employees and the

upervisor. These responses formed the basis for the

objectives. Again, there was wide agreement on what the

Sduties of the position were but the employees tended tc btre
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them down into finer detail. This tendecy reflects the

attention to detail required on the job itself but not

required for a supervisor.

Possible errors cited included mis-filing of items and

sorting packages incorrectly. Notes were included in the

trainer manual to alert the trainer to potential problem

areas.

One month was the amount of time listed by all

respondents as the time required to become reasonably trained

on this position. This was therefore given as the suggested

time for the post-training quiz in the trainer manual.

No training on any special machines or equipment is

required for this position. Also, the personal contacts

required do not necessitate training in telephone technique,

effective briefing or any other type of course in dealing

with people.

Follow-up Interviews. Follow-up interviews were

conducted with current employees on the applicable job an-'

* e ?rcess Group supervisor to clarify questionnaire arswers

and get more information. During the interviews, the

interviewees were asked to describe vario.s tasks done on the

job including the purpose of the tasks, how they were done_

where the work comes from and the result of the work. Alsc

at this time, employees were observed on the job tO see wrha-

they do and how they do it.
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It was necessary to interview both the employee and

supervisor to get a complete picture of the job. Employees

are better able to describe the details and intricacies of

the job while the supervisor often has a better grasp of how

the job fits into the overall process. Personnel interviewed

for the training program designed in this study had been on

the job long enough to have a clear idea of what they do and

why. It would be more difficult to design a training program

if such people were not available.

The interview results were primarily the introductions

and step-by-step procedures for each objective contained in

the training packages.

Position Description. The position description for the

job was reviewed to get additional background information

about the job prior to the interviews.

Other Traininq Resources

Several outside resources were investigated for-

inclusion in this training program.

The Technical Operations Directorate Orientation is

given very shortly after the employee is hired into the

Directorate. For this reason, it is difficult for trainees

to understand many of the details being presented to them but

it does give some flavor of what the Directorate is all ibou

and is therefore useful.
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Currently the TSO sends its personnel to the entire

series of Cataloger Training classes on a space available

basis. Not all of the topics are directly relevant to the

jobs in the TSO, however. A more efficient course of action

would be to send TSO personnel to selected topics that relate

directly to their particular job. This would take the

trainee away from the desk for a shorter period of time and

free up more space for others who may have a greater need for

the cataloger training.

Technical Services training is not now available for use

by TSO personnel due to time, personnel and other constraints

within the Technical Services Division. Several portions of

this training may be useful to TSO personnel if the

opportunity becomes available in the future since several

positions within the TSO interact and work with the Equipment

Specialists in that division on a daily basis.

The Accelerated Reading course includes a segment on

reading numbers quickly and accurately, a useful skill when

sorting Supply Support Request packages, a major duty of Ile

Supply Clerks in SRB.

After gathering the information to be included in the

training program, it must be put into a format usable by both

trainees and tra'ners.
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Format of Training Materials

The trainee materials designed as a result of this

effort begin with a short explanation of the position

followed by a list of suggested outside courses to be taken,

an introduction to the office guide and a list of objectives

covered in on-the-job training. Each objective is then

covered in greater detail including procedural or other

references, a short introduction and step-by-step

instructions.

The manual for the trainer contains all of the things in

the trainee package along with tips on how to train, a course

critique and a short quiz.

Training materials must be effectively used by the

trainers to gain maximum benefit from the training program.

Given below are some tips for trainers to use in presenting

new material to trainees.

l for Trainers

The i 1eaL method tD use when showina a oerson how t D

a new task is the following three step method:

1. Demonstrate the task while explaining it to the
trainee.

2. Do the task while the trainee explains it.

3. Have the trainee do the task while explaining it.
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This allows the trainee to practice which iS cruc ial to

retention of new information.

It is important to let the trainee know how they are

doing. Give positive reinforcement by praising them when

they do something right. Correct any mistakes and explain

the right way to do the task immediately; if this is not done

the trainee could develop a bad habit which will be more

difficult to break later. In short, both positive and

negative reinforcement are needed for learning.

Presentation of more material than the trainee needs to

know to do the job or "overteaching' can confuse the trainee

and keep him from absorbing other necessary information. It

is not necessary to show the trainee every possible way to do

the job; just show one efficient way and let the new employee

develop his own methods as he learns.

Finally, scheduled breaks, as often as every hour, allow

the trainee to rest so that more new material can be learned.

Forcing the trainee to try to learn when he is tire, can be

counterproductive because the material will Just have to be

repeated more often before it is understood.

Evaluation and Feedback

As previously stated, there are two facets to training

prggram evaluation: trainee reaction and learning.

Reaction. Trainees who react positively to a training

ex~erience will be more likely to benefit from it.
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Additionally, trainee comments can be a valuable source or

information for improvement of the program. Interview

responses and the literature review along with two sample

evaluation forms were used to design a training evaluation

form for the TSO. The form was limited to two pages so that

the trainees would be more inclined to give maximum attention

to each individual question. Open-ended questions were

included to allow the trainee to express any concerns rot

directly addressed by the questions. The TSO trainirng

evaluation form is shown in Appendix F.

Learning. A short paper and pencil test was develoredo

to be administered as part of the training program. The test

is to be given twice, both pre-training and post-training.

The first test is given before training begins and is

used to assess the trainee's background related to the job.

The same test is to be given again after all objectives

have been presented and practiced by the trainee. The exact

timing will be left to the discretion of the trainer wh: iS

in the best position to letermine when the trainee

to take the test. t was suggested that the- -

one month after training begins based on responses to the

questionnaire. The results of the post-trainins test ae

used to show the trainee how much they have learned an:

schedule additional explanations and practice where.e

While the quiz measures retention of facts, it is

necessary for the trainer to observe trainee pert,: rman e :
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the job to ensure that .. ojectives are being performed

correct ly.
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V. Conclusion and Recommendations

Conclusion

The conclusion to this thesis is non-traditional in that

the conclusion is actually the training program which is the

result of this effort. The training packages immediately

follow this chapter and include the TSO Operations Guide, the

Training Manual and the Trainer Manual.

This entire effort including the training packages was

validated by two independent experts in the field of

training.

Validation. The two validators thoroughly reviewed this

effort both in terms of completeness and in light of their

expertise in training program design.

Mr. Clayton recommend that the training programs be set

up as objectives rather than tasks as was done originally.

Objectives state what the trainee will be able to do at the

end of the training while tasks merely show what the

different parts of the job are. This change was made using

quidelines on writing objectives supplied by Mr. Clayton. He

also stated that while trainees can demonstrate that they are

able to do a given task, they cannot actually show that they

understand something. Several sentences within the text were

modified as a result of this.

Ms. Houtz suggested clarification and further

explanation of several areas in the text and in the trainina
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programs to make the product more logical and easier

understand. She also suggested including a more extensive

validation process involving TSO personnel. TSO personnel

will become more involved in the validation process prior to

actual implementation.

Implementation. Actual implementation of the training

program was not accomplished as a result of this research

effort due to time constraints. After the author returns tD-

work at DESC, in October 1987, completion of the remaining

training programs in the TSO will her primary Job as directei

by Mr. Lewis Terhune, Director of Technical Operatio3ns. All

of the programs will be implemented on an as needed basis

when new employees are hired into the office. Manacement :,f

the Directorate of Technical Operations has been briefed and

supports this course of action.

Ideally the programs should be implemented using a

control group who use current training methods so that the

results of the two methods can be compared. This is not

possible due to the small number of people on each job. in

some cases only one has a given job. Additionally, it i3

highly unlikely that two identical jobs would be vacant at

the same time.

Observations of the initial run of each program and

responses from trainee critiques will be used to 'fine tune-

and improve the program. All training programs will be

lupdated as necessary when lob reauitements chan
44
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Recommendations

The primary recommendation from this research is that

the program resulting from it be implemented in the TSO at

DESC and used to improve operations in that office. This

program should be used as a model for the design of trainin,:

programs for other non-supervisory positions in the TSC.

!t is further recommended that this program and :i2ers

that follow be reviewed for improvement and an necezsary

updates on a continuing basis.

4

F 4



TSO OPERATIONS GUIDE

STUDENT HANDOUT

TRANSITION SUPPORT OFFICE TRAINING

NAME:__ __
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ACRONYMS USED IN THE TSO OPERATIONS GUIDE

AUTODIN - Automatic Digital Network

DESC - Defense Electronics Supply Center

DLA - Defense Logistics Agency

DLSC - Defense Logistics Services Center

FSD - Full Scale Development

IEC - Item Entry Control

II - Item Identification

IM - Item Manager

IMM - Integrated Materiel Manager

NSN - National Stock Number

PTD - Provisioning Technical Documentation

SAMMS - Standard Automated Materiel Management System

SPTD - Supplementary Provisioning Technical Documentation

SSR - Supply Support Request

T:P - Total Item Record

T,? - Transition Support Office
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Introduction

Provisioning is the process of identifying and acquiring

the supply support necessary to ensure that a new system can

be maintained during the period of time needed for normal

replenishment systems to come on line and provide adequate

support (4:37). This guide provides an overview of the

provisioning process from the initial planning staces unti"

the first delivery of spare parts is received.

Military Service Role

The process begins when a need for a new malor system

has been identified and determined to be valid. The new

system may be a plane, ship, tank or whatever else is neecesi

to defend the United States or our allies. Briefly, the

major system acquisition process contains four phases:

Concept Exploration - During this phase, alternative

solutions to the problem are identified and explored.

Solutions may include a change in doctrine, deployment ,of

a.:ci:ional perscnnel or ourchase of a new weapon sys em.

Demonstration and Validation - The best alternatives from t.:e

first phase are expanded and studied in more detail. Limited

system hardware prototyping may be included.

Full-Scale Development - During this third phase, the new

system, including all essential support equipment ani

documentation, is designed, leveloped, faricate/ a-nd testei.
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The result of this phase is a pre-production pr:totype of the

system and the documentation needed to produce it for

operational inventory.

Production/Deployment - During this phase the actual system

is produced and deployed to the operating activities who will

be using it. (34:8-18)

The entire major system acquisition process may take 15, years

or more.

Provisioning planning should begin as early as possible,

even as soon as the concept exploration phase. Program

Managers in the Military Services who oversee the major

system acquisition process are responsible for selecting a

provisioning strategy to ensure that provisioning

requirements can be included in the Full-Scale Development

phase (4:37). Included in the strategy will be the

provisioning method which commonly includes a formal

provisioning conference (4:37;20) .

The provisioning process includes determinatic,n

spare parts will be required (the range of items) an -_e

cquantities :f each part that will be neeLe. .

Technical Documentation (PTD) and Supplementary Provisi;,nin

Technical Documentation (SPTD) for the needed items may cc

requested as part of the Full-Scale Development FSD'

contract if production options are included. Otherwise, FCD

and SPTD are included in the terms of the actual crc'ictir-

contract. PTD is the list of items to be prvi.i, J?
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includes engineering drawings that are used in support of

provisioning and cataloging actions. Interested military

service activities meet with the contractor at the

Provisioning Guidance Conference held within 45 days of FSD

contract aw~rd to resolve any questions regarding contract

requirements (4:38). After delivery of the PTD and SPTD,

dczisions are made as to where items will be managed and

whether they will be repaired or thrown away when they fail

(5:33) . Technicians also check to see if there are any

substitute items already available for the needed spares.

All of this information is discussed at the formal

Provisioning Conference by representatives of the military

service activity having logistical responsibility for tihe enQI

item. Prices for the new items, some of which are

recommended by the contractor, may also be discussed at the

conference (20). After the Provisioning Conference, retail

and replenishment quantities are computed for the needed

spare parts that are to be managed by a Defense Logistics

Agency activity, based on how often an item will need ce re

reDiace due to normal maintnance or fai 're

quantities are those needed for initial service support

requirements (17:E-3-9) . Replenishment quantities are those

required to support the end item during the first year , is-

(17:E-3-II> . For new spare part items to be managed by an

activity other than the provisioning military service, :te

service communicates its requirements to E-LA by the use fa

Supply Support Pequest ('SR) (20:4:39)

.16
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Processing by the Defense Electronics Supply Center

The mission of the Defense Electronics Supply Center

(DESC), part of the Defense Logistics Agency (DLA), is to

manage electronic spare parts for the U. S. military

services, other Federal agencies and foreign military sales

customers. Functions of DESC include cataloging,

requirements computation, inventory control, procurement,

distribution, disposal and supply (10:II-1) . The computer

system used at DESC is the Standard Automated Materiel

Management System (SAMMS). Subsystems of SAMMS include

Provisioning, Requirements, Technical, Distribution,

Procurement and Financial.

Functions of the Directorate of Technical Operations.

Supply Support Requests (SSRs) are received by the Transition

Support Office (TSO) , a division of the Directorate of

Technical Operations. The TSO is the point of contact for

the receipt, control and processing of SSRs (5810 manual:V-3

and 4) . SSRs received may be one of three types or

-. n i, i - i nx ri

Condition 1 - A request for support on a National Srock

,Number (NSN) currently managed by an Integrated Material

Manager (IMM).

Condition 2 - An SSR for an item not currently managed

by an IMM.

47
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Condition 3 - A Supply Support Request for a part

numbered item (no NSN currently assigned) requesting

cataloging and supply support (27).

Condition 1 SSRs are received via AUTODIN (Automatic

Digital Network) and are processed almost entirely by

computer; condition 2 SSRs represent a very low percentage of

the workload of the TSO. Therefore, we will focus our

attention on the condition 3, part number, SSRs which

represent the primary manual workload of the TSO.

The TSO receives punched SSR cards along with technical

data/drawings by mail for these condition 3, part number

SSRs. Examples of information submitted on SSRs are: retail

and replenishment quantities, item unit of issue, productior1

leadtime, unit price, part number and manufacturer's code,

other known users of the item and other information needed to

correctly catalog and procure the item (17:E-4-10 - E-4-18.

The cards are separated from the drawings and forwarded to

the Office of Telecommunications and Information Systems

(DESC-Z) for duplication. Both sets of cards are returned to

the TS0. The new, duplicated set is input into DESC's main

computer by the Data Transcriber in the Liaison Group. Use

of the new card set minimizes errors due to cards mutilated

in the mail. The SSRs are then automatically transmitted via

AUTODIN to the Defense Logistics Services Center (DLSC) in

Battle Creek, Michigan. This activity screens the part

numbers by computer to determine if an NSN has already been

48



assigned. Advice is automatically transmitted to the

submitting military service if a match to an already existing

stock number is found. If no NSN match is found, various

products are generated to the TSO including a detail listing

of each SSR. punched cards to be used to input file

maintenance actions and a pre-printed envelope to hold all of

these materials. These items are matched to the appropriate

technical drawings and packages are assembled for further

processing. The Process Group within the TSO assigns a

tentative Federal Stock Class (FSC) to each SSR, if one was

not assigned by the submitting activity, and forwards the

packages to either the Technical Services Division (DESC-ST"

or the Logistics Data Division (DESC-SL), depending on the

FSC, for Item Entry Control (IEC) (28).

IEC is a review process to ensure correct identification

of items of supply. During this part of the process, the

FSC, item name, part number, manufacturer's code and other

information submitted on the SSR are reviewed for accuracy.

Incorrect submissions are rejected back to the submiter II

orrectioz.ns cannot m amade by the reviewer en 

are also reviewed for reasonableness during the :EC r.cesz.

The SSR may be passed to another DLA inventory management

activity such as the Defense General Supply Center (DGPT -)t

Richmond, VA, if DESC is not the correct manager. Reviews

are also conducted to determine whether any substitute it ms I
are available. If a substitute is found, it is offered t0:

the ilirtarv service submitter who can either aczezt

", " '" "W '. ' "."" " ""-. .' .4" ." ," " " ." " ." " " .-" ." -" " " . .--- --" •I



reject the offer (17 :4-2). Any file maintence needed as a

result of IEC is done by the TSO. Follow ups are also

conducted by TSO personnel to ensure that IEC is done in a

timely manner. After IEC, the SSR packages are returnedl to

the TSO for control and file maintenance (28). The accepted

SSRs are then routed to the correct branch in SL for Item

Identification (II)

Item identification is the process of writing up

detailed descriptions of the items according to specified

formats. The identifications are then input into DESC'S

central computer via remote terminals. The IIz are subjected

to rigorous quality control to ensure accuracy and

transmitted to DLSC. DLSC then uses the II information and

the data submitted with the SSR to build a Total Item Record

(TIR) for the new item and assign a new NSN.

The Provisioning subsystem of SAMMS then automatically

passes item information to the Requirements subsystem where a

upply CoDntrol File iz built for the item. Based on the

quantities reauested in the original SSR, the system

ietwrmines whether the item will be bougTht for stock or

bcught only upon receipt of a requisition and shipped

directly to the customer. Stockage levels are computed for

the items to be stocked.

Directorate of Sunply Onerations Duties. Inventory

Managers (IMs) within this Directorate (DESC-O) receive

"Pecommended Buys" For- new NSN.s for whi.:h stock is to be

/'-,



maintained in anticipation of future requisitions from the

military services or other customers. A Standard Supply

Control Study (Study) is automatically generated for every

stock number below its computed reorder point contained in

the item's file. IMs review levels shown on the Study to

ensure that they are in accordance with current Directorate

policy. Any incorrect information is changed and the buy

quantity is recomputed accordingly.

All buys for new Provisioning items over $5000 (buy

quantity multiplied by the item's unit price) must be

validated prior to being approved by the IM. Retail and

replenishment quantities submitted on the original SSR are

validated by contacting the submitting military service

activity (37). These validations are quite beneficial in the

sense that the validated quantities are often different than

the original quantities. Of all items validated, almost half

come back with quantity changes; over 80% of the changes are

reductions. DESC avoids spending between $9 million and $24

million during a Fiscal Year through this validation ,

(19). The money saved --an then be sen: ti C i~ems

more urgent requirements.

If the requirements have been changed as a result Df t.e

validation, the IM recomputes item levels and revises the f-,

quantity accordingly. Based on the IM's decision, buy

information is then input to the main computer via remate

terminal. Technical data availability andi fundin, are

Dlj



checked automatically: if no problem is found in either ,f

these areas, a Purchase Request is computer generated by the

Procurement Subsystem to the Directorate of Contracting and

Production.

Directorate of Contracting and Production Duties. Buys

are processed by this Directorate (DESC-P) much the same as

any other first time buy (18;48). The only difference being

that if a high contractor quote or minimum buy requirement

causes the dollar value of the buy to exceed $5000,

provisioning quantities must be validated by a similar

process used in the Supply Operations Directorate if it has

not already been validated (37).

The following is a brief description of the procurement

process at DESC. Different procedures are called for

depending on the dollar value of the buy. For some buys

under $2500, the purchase may be awarded automatically by

computer under an already existing Blanket Purchase Agreement

with a specific manufacturer. Some other buys between S$25C

and $25,000 will be solicited for quotes automatically by

:omputer then assigned to a buyer based on the Feaez-ra -

Class of the item being bought. All buys over $10,000 and

some exceptions under that amount are assigned to a buyer for

manual solicitation and award. For buys over $25,000, the

buyer must develop an Advance Acquisition Plan before

proceeding with the solicitation. By law and regulation

efforts are made to award to small business whenever
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possible. HLgh dollar value buys (.over $10,000 if only one

source is known, over $25,000 otherwise) must be published in

the Commerce Business Daily before the solicitations for bids

are sent out.

In the past, the sealed bidding or formal advertising

process has been preferred over negotiation. With the advent

of the Competition in Contracting Act in 1984, however, the

two methods are now approximately equal. The primary

emphasis now is on maintaining full and open competition.

Offers to manufacture an item are now entertained from any

contractor able to make the item; that is, there is no

necessity to buy the item from a single specified source.

When ready to solicit the procurementthe buyer sends

out a request for a bid (,sealed bidding), a quote

(negotiation) or a proposal (high dollar negotiation) . Bids

are opened at precisely 2 o'clock in the afternoon on the

scheduled closing date in the bid room. An award is made to

the responsible and res'nonsive bidder offering the lowest

price. Quotes and DrDposals must be received by the buyer at

a spe:cified aine ni ate. hey are eval.:ated zv tne buyer

and, if necessary, negotiations are conducted with all

offerors within a competitive range. An award is then made

to the contractor makin.- the best otfer. This usually means

the lowest price but could also include other factors such as

delivery schedules Lf urqent requirements are involved.

25



After award, responsibility is passed from t1qe huyer and

the procuring contracting officer to an administrative

contracting officer who monitors contracor performance and

handles any problems that occur. Examples of such problems

are late delivery, packaging problems or requests for

quantity changes from the IM (18;48).

After production, the contractor ships the material to

DLA warehouses located around the country where they stay

until requisitioned by a military service customer.
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I ntroduct ion

The purpose of this position is to provide supply

clerical assistance to the Transition Support Office (TSO) in

controlling and processing documents and cards for electronic

data processing and to perform supply clerical functions in

processing Supply Support Request (SSR) packages.

Suggested Outside Courses to be Taken

1. Technical Operations Directorate Orientatin if you
*are new to the Directorate).

2. Accelerated Reading Course (scheduled by the
Civilian Personnel Office).

. Cataloger Training ,:,les:

a. Introduction to the Federal Cataloging Systemu,
b. Supply Support Requests/Provisioning.

4 . Standard Automated Material Management System
(SAM MS)

TSO Operations Guide

A copy of this guide should be provided to you. zAsk

your trainer -.D get you one if you 1o not have ,e -

provides an overview of the entire provisioning process of

which the TSO is a vital part. If you have any questions

while reviewing the guide, ask your trainer or supetvis.2 ,

explain.

.-. ,



(biectives of this Triinin Program

i. Upon completion of this objective, you will be able
to accurately sort Supply Support Request (SSR)
packages b--y Federal Supply Class (FSC) and deliver
them to the correct office for Item Entry Control
(IEC).

2. Upon completion of this objective, you will be abl3
to sort Supply Support Request (SSR) packages zy
Action Code/Action Taken Code and deliver the
appropriate packages to the correct office fr item
Identification (II)

3. Upon completion of this objective, ",,, will S 3
to seect eni,:al data an e ct no_- :tzc n,-a io.r
from rejected Supply Support Request KSSP) racka:es
and mail this information to the corre,t miaitar
service activity.

4. Upon completion of this objective, you will be arle
to select alternate item referrals from appropriate
Supply Support Request (SSR) packages and mail the
offers to the correct military service activities.

S. Upon completion of this objective. you will be able
to file final advice listings (F-209s) by
Provisioning Control Codes in the correct
Provisioning History File Envelopes.

6. Upon completion of this objective, you will be able
to remove the oldest information from the
provisioning history files, dispose of them properly
and prepare the shelves to receive new Provisionn,
History File Envelopes (PHFEs )

.- _ - -- - 1~ -? p =

The referenced manuals are located in the offi e of tat

SPA branch chief. These references are tor backrcsnd

inf,-,rmatiosn or reference f-oDr codes only. Y ,u r,eca not try Si

read them in their entirety. Detailed procedures for each

objective are providLd in thi; manual.

.=7I
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OBJECTIVE 1: -Than comletio:n of this oz~ect ive.yo

able to accurately sort Supply Support Req~uest (22>raka-se

by Federal Supply Class (FSC) and deliver them to thecret

office for Item Entry Control (IEC).

PEFERENCE: DLAM 4140.26, Chapter 4 and Appendix E.

INTRODUCTION: After SSR packages are assembled, a Feae ral

Stock Class (FSC) is tentatively assigned to any SS? where

the submitting military service has not already assicned an

FSC. The CSRs are then sorted by FSC and forwarde& to e::ner

the Logistics Data Division (SL) or the Technical Services

Division (CST) for Item Entry Control (IEC).

PROCEDURE:

1. Get SS packages from baskets on the SS? iistri ur:-ir

table when told to by one of the lead Supply Specialists

'.4B

. 2'or the z.:ka-e. b'?SFC -l C':: f th -s _ '_ <M

~. Deliicr the packages ,to me appr: prate o,:e cc7 :ri1n:

to the table in Attachment 1 to this obective.

°
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ATTACHMENT I

Offices Responsible for IEC by Federal Supply Class FS,

SLC SLD SLE

,-965 5915 .590

5985 5999 53 '0

STCA STCB 5-CC -Tf.

5905 5945 5920 5925

5955 6625 5925 

5930

STDA STDB STDC STDD

59i0 1200s 5960 5962 Ca oters .

1400s 5961

1600s 5962 (ROM/PROM)

4900 5 963

7000s

5qS

, ' < _, ' ' ... ... ... .. ,'/- .'.. ,-:'" :."'-;.% '" -%..% L'%'> -''.-.% , , ",.. . .. ., "''.'-.;'"- '.,' : ' t.""



-rwna n wLn anmn % M - I. f I k - v 9w w w- W WV .' W .' : .V . ., -

OBJECTIVE 2 Upon completion of this obiective. you will e

able to accurately sort Supply Support Reuest (SCIP' packages

by Action Code/Action Taken Code and deliver the appropriate

packages to the correct office for Item Identification (II).

REFERENCES: DLAM 4140.26, Chapter 4 and Appendix E.

DLAM 4140.2, Chapter 39 and Appendix B-230.

INTRODUCTION: After Item Entry Control (IEC) has been

completed, SSR packages are returned to SR for file

maintenance action. The items accepted for National Stock

Number (NSN) assignment are sorted be Federal Supply Class

(FSC) and delivered to the Logistics Data Division (SL) for

Ii.

PROCEDU"RE:

I. Receive SSR packages on your desk from the SRB ead

Supply Specialists.

. Sort packages by Action Code/Action Taken Code biacffi

and 33 of the DESC Form 47)

OJ- a-ccepted for NSN assignment.

00/01 - offer of alternate NSN/part number.

Anything else is to be considered a reject (see step S t

this objective)

Action Codes (0 series) are explained in DLAM 4140.2.

Appendix B-2310.

(,'0
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Action Taken Codes (Y_ series and numeric) are explained

in DLAM 4140.26, Appendix E-l.

3. Sort the "OJ" packages by FSC. Put your name in the top

right corner of the Form 47. Sign and date the package and

indicate the office it is to be routed to in the routing and

signature block area of the Form 47. Attachment 1 to this

objective shows which FSCs are assigned to each branch in K.

4. Carry the packages to the appropriate office.

-. .Return the data to the mii-:arv servi:es ror re;e:-eD

SSPs (see Objective 3 for instructions).

6. Mail alternate item offers to the military services fir

00/0I packages (see Objective 4 for instructions)

]I

)I

' I



ATTACHMENT 1

Offices Responsible for 71 by Federal Supply Clss 'FC

T L

SLC SLDL E

5935 1660 -- 2 " -

5955 5910 14]G.s

5965 5915 4931

-"0 00 Sa_ 9 .

5985 5930 59C5

6625 5960 592.5

5961 5945

5962 5950

5963 599

5980 6 C ', ] s

5999

70CGs
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OBJECTIVE 3: Upon completion of this objective, you will e

able to select technical data and reject notifications from

rejected Supply Support Request (SSR) packages and mail this

information to the correct military service activity.

REFERENCES: DLAM 4140.26, Chapter 4 and Appendix E.

DLAM 4140.2, Chapter 39.

INTRODUCTION: Technical drawings that were submitted wit>

SSRs by the military services must be returned to them if the

S'3 are rejected.

PROCEDURE:

i. Receive rejected SR packages in your incoming basket

from the SRB lead Supply Specialists.

2. Remnve technical data from the packages. ror items

rejected with an OB/36 (SSR returned for reasons not ccverei

'-i n ex.;stng action taken code) , remove the teccnca' .i 

-he D. rm 2241 (Standari Alternate Item Peferral

3 Locale the activity code on the technical data and,"or the

2241. Obtain an address lazel from the S3PI address iace"

tibe to ce used to mail the information to the military

se-'i:e act ivlty.

6,3



4. Place the materials to be mailed out in an envelDpe an,!

stick the address label to the envelope.

5. Put the addressed envelopes in the outgoing mail basket.

i
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OBJECTIVE 4: Urn ompletion of this objective, yoi

able to select alternate item referrals from appropriate

Supply Support Request (SSR) packages and mail the offers to

the correct military service activities.

REFERENCES: DLAM 4140.26, Chapter 4 and Appendix E.

DLAM 4140.2, Chapter 29.

D D 41CO.'. Volume 10, Table ',4,

INTRODUCTION: During Item Entry Control (IEC). tecnnicia-.

may discover an item similar tD the one reiuestee: -,n

The substitute item may' be of hi-her qualitv than -

requested item or one that iS already stocklisted " a

National Stoczk Number (NSN) . The militarv servie,- _s muit

approve any s ihstitet _s before thev are act ual lv mai:e.

several Air Force ativities, evaluation of the alternate

item is done by the Cataloging and Standardization Lenter

'ASC, in Battle re ek. >Uch[_n.

1. Receive 00 and 01 offer packaaes.

90 - ,cenerates a YL, alternate NSN otfer.

- ,ener ate { a Y alternate -art number .

2. :emove the DD T:rm .A"I ,anlard Alternate :-m

Referral/P ject Not if i.:,~iton] from each .zka e

. , 9-', .,',,.;, ,-', '._<_,', '.-, ,,',.?, ;,, ,. ,',.'. ,, .-.- , ,2,. -.................-..... •..-..-.-.....,..-."-..-.v_......, ...



. A-ach th4 data to thei original copy of the 2241

4. Separate activities SX (Oklahoma City Air Logistics

Center), SU (Ogden Air Logisticz Center) and TG

(Warner-Robins Air Logistics Center) from the others.

Alternate item offers for these activities are sent to CASC

for evaluation. Pull an extra copy of the 2241 only (without

data) to be sent to the submitting activity. See DoD Manual

4100.39, Table 104 for a list of activity codes wit: their

associated names an: addresses.

. File a copy of the 2241 in the Provisioning History File

Envelopes by Provisioning Controls in this order:

Provisioning Control Code (PCC)

Date of Request (DOR)

Activity Code 'AC)

6. Stamp or write the date in block 20 of the 2241 when t

is mailed out.

7. Stamp or write your name on the top right corner :5 the

DESC Form 47.

. . F>le i ll '§,'/ o ackaces in the YL/ susz-_nse

n4.-aifi a resyi. T2es are fr:ei in tkeo~:.:i=i

- & %i Ionln i ntresz

Provisioning Control Code (PCC

Date of Reauest (DOR)

-tl Seri Number (2'

3. Pall an idres. abel from the CR?. address label fiXe

eah of the 2241s by activity sole. Also, pull a label S.L

,7CASOi fr a,:: iv ,tie. ... , U .ini TO.

A ,., F -- r t- .
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I0. Place the materials to be mailed in an envelocpe an:4

stick the correct address label to the envelope. Remember.

CASC gets the original copy of the 2241 with the technical

data attached.

11. Place the envelopes in the outgoing mail basket.
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OBJECTIVE 5: Upon completion of this objective, you will he

able to file final advice listings (F-209s) by Provisioning

Control Codes in the correct Provisioning History File

Envelopes.

REFERENCES: DLAM 4140.26, Chapter 4 and Appendix E.

DLA? 4140.2. ChaptEr 39.

INTRODUCTION: After final action has been incut :n r,

individual SSR, an F-209 Final Advice Listing is

automatically output to the Transition Support 0 fic e -

These are retained in the Provisioning History Files for

future reference.

PROCEDURE:

1. Receive F-209 listinqs in incoming basket.

2. Sort the F-209s by Provisioning Controls in this orier

Provi-ioninq Control Code 'PC'"

Date of R3euest (DOR)

Act ivity/ Cjde (AC)

Provisioning control information is shown at the top of

each page of the F-209 listing.

3. File the F-209s in the brown Provisioning History Fi'e

Envelopes (PHFEs) Start by checking the most c,,irrent e

(top row) first, then move down.

6,5
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4. There will pr,:,bably be some F-09s remaininz fsr :rhic

there are no PHFEs. Place these in the paper recycle crs

they are not saved.

II

t.A~~~~~~~~tdt~~~~~ .I.X .t .t~ .I .x . -~ -~ -~ -A-? -x -r - -~s -' -.7 t- x . - - -a .
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OBJECTIVE 6: Upon completion of this objective, you will

able to remove the oldest information from the provisioning

history files, dispose of them properly and prepare the

shelves to receive new Provisioning History File Envelopes

(PHFEs).

REFERENCES: DLAM 4140.26, Chapter 4 and Appenlix E.

DLA;: 4140.2, Chapter -,.

INTRODUCTION: Files of in process and ,ompleed $pIy

Support Re-.uests (S-Ps) are mnaintainedi in tne Trariti-

Support Office (TSO) for one year. The files are arrae.:

four rows with the top row being tie most recent .ruarter a:.1

the bottom rjw being the oldest SSRs. Each 4uarter these

files are purged of the oldest SSPs to allow spae-e

new ,n-es .

OC 7E'iL E:

files <hi ttr fles no m t s Z l-2 -'. 0t

a. Remove any technicaL, drawin zs ani mail them a 'ri.

4.-e sibri it : , mi itarv :ervi "e 'see P= rn f - a .. .

ir ntr. t - .*,r~s

L%



I-) 7,m ne -one copy of each DD Form 2241. Fi h ese 1-1

the Provisioning Control HistoDry File drawers iby ProviSi-Drlnq

Controls in the following ordaer:

Provisioning Control Code (PCC)

Date of Request (DOR)

Item Serial Number (ISN)

C.Remove any computer cards -and put them irL tne car*i

recytcle bins.

:.ezosi-t the rest of the material irk tne-_ papoer r

2. Move the contents of each shelf down to the next twe

shelf le- avinig the top shelf empty.
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Int ro~iuc t ion

The purpose of this position is to provide supply

clerical assistance to the Transition Support '3ffice iT' in

controlling and processing documents and cards for electror:ni

data processing and to perform supply clerical functions t

processing Supply Support Request pS ackaq:es

i or Effective Traininq

I. The following three step metiod is the idea. way -

demonstrate a new task.

a. Demonstrate the task :.D th. trainee w'ne.,
explain what is beinc done.

b. zave t.e -rii r.e r I' wnat
do the task.

'Have the trainee do the task and explain -
he ,--,r sh. :oin, at sh same m me.

". Pr,3 1: i.- .3 ery [M , r- r n h 3 r. ea rn u r,,

...

S ec i f t '

-h 3 . :en-fl- e a. 5

,n i nm mum .. A x ma y",n ... 1.;"r e e t w n r a -s

73
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The guiz included in this package is to be given so tne

trainee twice. The first time is before training begins to

find out what they already know. The second is about one

month after training begins when you feel that they have

achieved an adequate mastery of the objectives. This will

show them how much they have learned and see where any

problem areas are. Be sure to give them the r asht answe-r.

and discuss them fully especially after the second zime

quiz is given. It is not important that they have ne exa:-

same wording as on the answer key as long as the answers are

similar.

The quiz does not replace the need for feedba-'-

reinforcement on a dailv basis. The trainee's actual

performance on the objectives should be assessed on the tzb.

Student Evaluation of Training

Have the crainee fill out the Student Evaluati.r cf

Tr in n a f'te r the econd --iiz ha-- ee c,_-mpi eted a.Ia

d i.3cusse . hen? omp leted, it is be use: by you a ':

siupervisor to improve the training program and meth-,s t

make it as effective as possible.

7/4
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Sugaeste Q":tsiie Courses to be Taken

1. Technical Operations Directorate Orientation (if
trainee is new to the Directorate).

2. Accelerated Reading Course (scheduled by the

Civilian Personnel Office).

3. Cataloger Training Modules:

a. Introduction to the Federal Cataloging System.
b. Supply Support Requests/Provisioning.

Standard Automated Material Management System
(SAMMS).

TSO Operations Guide

Provide a copy of this guide to the trainee. Have them

read throuah it in their spare time. Tell them to ask you or

your supervisor any questions they may have about the

information in the guide. It provides an overview of the

entire provisioning process of which the TSO is a vital part.

CLonectives of this Training Program

1. Thon completion of this objective, the trainee wi'
be able to accurately sort Supply Support Pe u-s:

S'R5, packages by Federal Supply Class (Fc'S) and

:,.ntr.l 1 5 _IE_

2. Upon completion of this objective, the trainee will
be able to sort Supply Support Request (SSR)
packages by Action Code/Action Taken Code and
deliver the appropriate packages to the correct
office for Item Identification (II).

3. Upon completion of this objective. the trainee will
be able to select technical data and reject
notifications from rejected Supply Support Request
('R) packages and mail this information to the
correct military service activity.

75
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. Upon completion of this objective, the trainee- wi
be ahle to select alternate item referrals from
appropriate Supply Support Request (SSR) packagjes
and mail the offers to the correct military service
activities.

5. Upon completion of this objective, the trainee will
be able to file final advice listings (F-209s) by
Provisioning Control Codes in the correct
Provisioning History File Envelopes.

6. Upon completion of this objective, the trainee will
be able to remove the oldest information from the
provisioning history files, dispose of them properly
and prepare the shelves to receive new Provisioning
Hiscory File Envelopes (PFREs)

,4

References

The referenced manuals are located in the office of the

* PRA branch chief. These references are for background

incormation or reference for codes only. The trainee neei

not read them in their entirety. Detailed procedures for

each objective are provided in this manual.

.4
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OBJECTIVE I: Upon completion of this objective, the trainee

will be able to accurately sort Supply Support Request (SSR)

packages by Federal Supply Class (FSC) and deliver them to

the correct office for Item Entry Control (IE).

NOTE TO TRAINER: Delivery of the packages to the correct

office is important. Accuracy should be stressed here.

Speed is also important but it is a secondary r:rnsiiera:i..

to accuracy.

REFERENCE: DLAM 4140.26, Chapter 4 and Appendix B.

INTRODUCTION: After SSP packages are assembled, a Federal

Stock Class (FSC) is tentatively assigned to any SSR where

the submitting military service has not already assigned an

FSC. The SSRs are then sorted by FSC and forwarded to r

the Logistics Data Division (SL) or the Technical Services

Division (ST) 'or Entry -Control (IEC.

?'R;CEYU E :

I. Get SSR packages from baskets on the SSR distribution

table when told to b;y one of the lead Supply Speciali:-..

SPB.

2. Sort the packages by FSC (block 6 of the DESC FOPM 47'

L. Deliver the packages to the appropriate office accordina

to the table in Attachment I to this objective.

77
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ATTACH!ENT 1

Offices Responsible for IEC by Federal Supply Class F2C

SLC SLD SLE

5965 5915 5950

p 5985 5999 5990

STCA STCB STCC STOD

5905 5945 5920 5935

5955 6625 5925

5930

STDA STDB STDC STDD

5910 1200s 5960 5962 (all E. er

1400s 5961

1600s 5962 (ROM/PROM

490, 5963

sSO~l 5980

7 000s
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OBJECTIVE 2: UIZon completion of theis ob ectiv-, z3L -r-e

Wil1 be able to sort Supply Support Request (tSSR) packages by

Action Code/Action Taken Code and deliver the appropriate

packages to the correct office for Item Identification (II

NOTE TO TRAINER: Delivering the packages to the right office

is important. Accuracy should be stressed here. Speed is

also important but it is secondary to accuracy.

REFERENCES: DLAM 4140.26, Chapter 4 and Appendix E.

DLAM 4140.2, Chapter 39 and Appendix B-230.

INTRODUCTION: After Item Entry Control (IEC) has been

completed, SSR packages are returned to SR for file

maintenance action. The items accepted for National Stock

Number (NSN'' assignment are sorted be Federal Supply Class

(FS7C' and delivered to the Logistics Data Division (SL) for

. a.kages from the SRB lead Supply

Specialists.

2 . Sort p.ackages by Action Code/Action Taken Code (blocks: 2

and 3 of the DESC Form 47).

OJ - accepted for NSN assi,-nment.

OOOI - offer of alternate NSN/part number .

79
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Anything else is to be considered a reiect 'see .tCe D;17

this objective).

Action Codes (0_ series) are explained in DLAM 4140.2.

Appendix B-230.

Action Taken Codes (Y_ series and numeric) are explained

in DLAM 4140.26, Appendix E-i.

3. Sort the 'OJ' packages by FSC. Put the name of the clerk

in the top right corner of the Form 47. Sign and date the

package and indicate the office it is to be routed t in _h

routing and signature block area of the Form 47. Attachnment

1 to this objective shows which FSCs are assigned to each

branch in SL.

4. Carry the packages to the appropriate office.

S. Return the data to the military services for rejected

*SRs (see Objective 3 for instructions).

6. Mail alternate item offers to the military services for

00/0I packages (see Objective 4 for instructions)

.-,
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ATTACHMENT i

Offices Responsible for II by Federal Supply Class

S___ SLD SLE

5935 1660 120Cs

5955 5910 140 0Ts

5965 5915 4931

'O s CJ9

5985 5930 .

6625 5960.G9T

5961 3<-3

5 9 6 2 
C, . "

5980 60 CO.

5999

7000s

,31I
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OBJECTIVE 3: Upon completion of this ,oblective, he :rainee

will be able to select technical data and reject

notifications from rejected Supply Support Request SSP

packages end mail this information to the correct military

service activity.

NOTE TO TRAINER: It is important to ensure that -i i

go back to the correct submitting activity. Aqain,

accuracy over speed.

REFERENCES: DLAM 4140.26, Chapter 4 and Appendix E.

DLAM 4140.2, Chapter 39.

INTRODUCTION: Technical drawings that were submitted with

SSRs by the military services must be returned to them if the

SSPs are rejected.

PRO CEP:

!. R. ceive FC'aed, 52? packages '-fro th ZRB "a: : ::"

Specialists.

2. Remove technical data from the packages. For items

rejct ed with an OB/36 (SSR returned for reasons n.ot v

by an existinq action taken code) , remove the te:zni:ll ia

and the DD Form 2241 (Standard Alternate item Referral

Notification)

,""""
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L'41 . Obtain an ad'1ress la'eI frorn th e d ai:res "abe

file to be used to mail the information to the military

service activity.

4. Place the materials to be mailed out in an envelope and

stick the address label to the envelope.

5 Put the addressed envelopes in the outgoing mail basket.

03
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OBJECTIVE 4: Upon completion of this objective, -Ie rinee

will be able to select alternate item referrals frm

appropriate Supply Support Request (SSR) packages and mail

the offerz to the correct military service activities.

NOTE TO TRAINER: A possible source of errors -n thnis Ias 4.

orc t~n~t,_ o send he ori_ ina * o _. "

toe applicable activities.

REFERENCES: DLAM 4140.26, Chapter 4 and Appendix E.

DLAM 4140.2, Chapter 39.

DoD 4100.39M, Volume 10. Table 104.

INTRODUCTION: During Item Entry Control (IEC), technicians

may discover an item similar to the one requested on the 7SR.

The substitute item may be of higher quality than the

requested item or one that is already stocklisted with a

Nat icnal Stock Number (NSN) . The military services mist

iot m-e.any subztitut-es before the,- are 2 actually mad.- .

several Air Force activities, evaluation of the alterna'>-

item is done by the Cataloging and Standardization Ce nter

(CASC) in Battle Creek, Michigan.

J#



,_. Receive and ffer aacnades.

- ;enerates a YfL, aIT-ernate ',N D fsf er.

01 - ;enerates a Y0 alternate part numner offer.

2. Remove the DD Form 2241 (Standard Alternate item

Referral/Relect Notification) from each package.

3 Attach the data to the ori,:inal copy of the 224:.

4. Separate activities 'X (Oklahoma osty Air L'Jistils

,.'_n er", , : _ .en ±Air ".SSt iOs tenter, ai'i -

(Warner-Robins Air Loqisti,:7s Center) from the others.

Alternate item Dffers for these activities are sent - A--

for evaluati n. Pull an extra copy :f the 2 24 1 D nI .

,data) to be sent to the submittinq activity. See 2cZ a-,n i

41O. 39, Taje 1:34 f:r a lis t a ctivty &ez cZ w t1 -_ Z

associated names and addzesses.

5. File a :opy of the 2241 in the Provisioning Hise r; i

Envelopes by Provisionina Controls in this *orer.

Provisioning Control Code (PCC)

Date o:,f Request 'DOh

Activity Code ,AC),

* r. Stamp *ur 'rite z-_e lat in b :sck " -1 e 22,, - -

is mailed -out.

7. Stamp or write the name of the clerk on the top r-,ht

corner of the DESO F-,orm 47.

A4?N, Ptt%, .. V*Ie? .. * •- . . ,,.. .. %. -.
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await a reply. These are filed in the fowin : et r

Provisioninq C,orlt r ol .

Provisioning Control Code (PCC)

Date of Request (DOR)

Item Serial Number (ISN)

,9. Pull an address label from the SRB address iabe e

each of the 2241s by activity cooc .Also, ru "  !

CASC fr -icrviries SX, StU and G.

10. Place the materials to be mailed in an enve1e:

stick the correct address label t,-, the envelope. Rem mber

CASC gets the original copy of the 2241 with the t nn:

data attached.

11. Place the envelopes in the outqoing mail basket.



OBJECTIVE 5:Upon completionI f this objective, the trainee

will be able to file final advice listings (F-209s) by

Provisioning Control Cod~es in the correct Provisioning

History File Envelopes.

NOTE TO TRAINER: This is not a high priority task -it

should be done as time permits but at least weekly.

R.EFER.ENCES: DLAN 4140.26, Chapter 4 and Appendix E.

DLAM 4140.2. Chapter 39.

:NTRCDCCTCN: After final action has been input orn an

individ~ual SSR, an F-2C'9 Final Advice Listing is

automatically output to the Transition Support Office ;TSJ

These are retained in the Provisioning History Files i

futuire reference.

1, 7ywi-n F- list ings in incoming Lask-.

Provisioning Contral Code F77,

Daloof ejest 0-R)
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3. File the F-209s in the brown Provisioning History File

Envelopes (PHFEs). Start by checking the most current files

(top row) then move down.

4. There will probably be some F-209s remaining for which

there are no PHFEs. Place these in the paper recycle bins:

they are not saved.

.48
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OBJECTIVE 6: Upon completion of this objective, the trainee

will be able to remove the oldest information from the

provisioning history files, dispose of them properly and

prepare the shelves to receive new Provisioning History File

Envelopes (PHFEs).

NOTE TO TRAINER: Make sure that all 2241s are pulled from

the packages being purged and saved in the correct file.

REFERENCES: DLAM 4140.26, Chapter 4 and Appendix E.

DLAM 4140.2, Chapter 39.

INTRODUCTION: Files of in process and completed Supply

Support Requests (SSRs) are maintained in the Transition

Support Office (TSO) for one year. The files are arrangeoi in

four rows with the top row being the most recent quarter an:

the bottom row being the oldest SSRs. Each quarter these

files are purged of the old-st SSRs to allow space

new ones.

PROCEDURE:

1. Remove the files from the lowest shelf of the histor-y

files and sort the contents as follows:

a. Remove any technical drawings and mail them back t,-

the submitting military service (see Return of Data task :cr

instructions).

29



b. Remove one copy of each DD Form 2241. File these in

the Provisioning Control History File drawers by Provisioning

Controls in the following order:

Provisioning Control Code (PCC)

Date of Request (DOR)

Item Serial Number (ISN)

c. Remove any computer cards and put them in the card

recycle bins.

d. Deposit the rest of the material in the paper recy: e

bins.

2. Move the contents of each shelf down to the next lower

shelf leaving the top shelf empty.

90
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QUIZ

1. Which procedure is done first: Item Identification or

Item Entry Control?

2. What does an OJ action code mean?

3. What does an 00 or 01 action code indicate?

4. What is done with technical data submitted with a Supply

Support Request (SSR) if the SSR is rejected?

C. What is -on.: with F-209 Final Advie listings-

6. How long are SSRs kept in the Provisioning History Files-

911



7. Who originates SSRs?

8. Which SSRs represent the primary manual workload of the

Transition Support Office (SR)? Circle one.

Condition 1 Condition 2 Condition 3

9. Which directorate at DESC is responsible for determining

how many of a new stock numbered item will be bought?

10. Is the procurement process much different for newly

provisioned items than for other first time buys?

I ----- ----
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KEY FOR QUIZ

1. Which procedure is done first: Item Identification or

Item Entry Control?

ANSWER: Item Entry Control.

2. What does an OJ action code mean?

ANSWER: The Supply Support Request ha- been acceptei

National Stock Number assignment.

3. What does an 00 or 01 action code indicate?

ANSWER: An alternate National Stock Number or part

number is being offered to the military service submitter.

4. What is done with technical data submitted with a Supp'y

Support :. uest (SSP. if the SSP is rejected:

ANSWER: It is mailed back to the military service

s,bmitter.

_ . Wh-at i.3 done wit. 3-239 Final Avice "s3 s1

ANSWER: They are retained in the ProvisioDninq Hit r

Files for future refs-rence.

6. How Ir,nj are 2.,NS kept in the Provisinirq H.is -ry .

ANSWER: One year.

93
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7. Who originates SSRs?

ANSWER: Military service submitting activities.

8. Which SSRs represent the primary manual workload of the

Transition Support Office (SR)? Circle one.

Condition 1 Condition 2 Condition 3

ANSWER: Condition 3

9. Which directorate at DESC is responsible for determining

how many of a new stock numbered item will be bought?

ANSWER: The Directorate of Supply Operations.

10. Is the procurement process much different for newly

provisioned items than for other first time buys?

ANSWER: No, they are done much the same way.

94
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STUDENT EVALUATON OF TRAINING

Job Title:

Office Symbol: Date:

(You may use the back of the page for comments if necessary.)

-. Rate the overall training program using the following

scale:

a. Excellent b. Good c. Fair d. Poor

2. Were the training materials effective?

Yes No_ If no, what changes would you make?

3. Did the trainer present the information clearly?

Yes No If no, please explain:

4as tnIe time spent on any, objective:

Too short? Yes- No__ If yes, which ones?

To tong? Yes.. No . If yes, which ones?
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S. Is there any additional information that you would like

to have included in the training program?

6. Do you have any other comments/recommendations for

improvement of this training program?

96
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APPENDIX A

Positions in the TSO

SRA SRB

GS-2001-11 General Supply Specialist 2

GS-2001-09 General Supply Specialist 1

GS-2001-07 General Supply Assistant 2 6

GS-2005-05 Supply Clerk 1

GS-2005-04 Supply Clerk 1 2

GS-2005-04 Supply Clerk (Typing) 1

GS-0356-03 Data Transcriber 1

TOTALS 9 10

9)7
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APPENDIX B

Position Questionn ire

NAME_ DATE

JOB TITLE OFFICE SYMBOL

Length of occupancy of position

Length of service at DESC

1. What is the general purpose of this position?

2. Describe the primary duties of this position. Include

any regulatory or procedural guidance, that applies to each

duty (example DLAM 4140.26).

a. Daily duties Guidance % of Time

93



b. Regular periodic duties

(weekly, monthy, etc.) Guidance %6 of Time

c. Significant occasional

duties at irregular intervals Guidance 96 of

Time

3. List machines or equipment used in performance of this

job (i.e. computers, microfiche readers, typewriters, etc.)

4. What is the average time, in months, required to learn

this job?

99



5. What, in your opinion, is the most difficult part of the

job to learn?

6. What skills, knowledge, education or training that you

received helped you do the job better?

7. What errors are likely to occur in this job?

* 8. How are these errors discovered?

9. What is the probable effect of these errors?

100



10. With whom does this position require contact? Check all

that apply.

Immediate Co-workers

_ Employees in other offices within the Directorate of

Tech Ops

Employees in other Directorates such as Supply or Data

Systems

Representatives of military service activities

_ Other (please describe)

11. What are the purposes of these contacts?

12. What job knowledge or skills should an incumbent of this

job posess? (i.e. What does a person need to know how to do

to perform this job?)

101



13. List any other information which might be helpful in the

design of a training program for this job.

THANK YOU FOR YOUR HELP!



APPENDIX C

Position Questionnaire - Supervisor

NAME DATE

JOB TITLE OFFICE SYMBOL

1. What is the general purpose of this position?

2. Describe the primary duties of this position. Include

any regulatory or procedural guidance, that applies to each

duty (example DLAM 4140.26).

A. Daily duties Guidance % of Time

103



b. Regular periodic duties

(weekly, monthy, etc.) Guidance % of Time

c. Significant occasional

duties at irregular intervals Guidance % of Time

3. List machines or equipment used in performance of this

job (i.e. computers, microfiche readers, typewriters, etc.)

4. What is the average time, in months, required to learn

this job?

104
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5. What, in your opinion, is the most difficult part of the

job to learn?

6. What skills, knowledge, education or training are

necessary to do this job well?

7. What errors are likely to occur in this job?

8. How are these errors discovered?

9. What is the probable effect of these errors?

1',)



10. With whom does this position require contact? Check all

that apply.

* ____Immediate Co-workers

Employees in other offices within the Directorate of

Tech Ops

Employees in other Directorates such as Supply or Data

Systems

Representatives of military service activities

____Other (please describe) _________

11. What are the purposes of these contacts?

12. What job knowledge or skills should an incumbent of this

job poses:? (i.e. What does a person need to know how to do

to perform this job?)



13. List any other information which might be helpful in the

design of a training program for this job.

THANK YOU f )R YOUR HELP!

10)7



APPENDIX D

Topics Covered in Cataloger Training

1. Introduction to the Federal Catalog System.

2. National Stock Number.

3. Item Identification.

4. Federal Supply Classification.

5. Item Name Development.

6. Types of Item Identification.

7. Reference Numbers.

8. Major Organizational Entity (MOE) Rules.

9. Federal Item Identification Guide (FIIG).

10. Total Item Record (TIR).

11. Cataloging Publications/Tools.

12. Interrogations.

13. Supply Support Requests/Provisioning.

14. Catalog Management Data (CMD).

15. Standard Automated Material Management System (SAMMS).

16. Defense Integrated Data System (DIDS).

f'. Blueprint Reading.

18. Master Cross Reference Listing (MCRL).

19. Item Management Coding (IMC).

20. Technical Support.

21. Item Entry Control (IEC).

22. Technical Drawing.

V~q ' ' , < i , , .-, F,, .- ? , - .' ,°. ' -, .v / , -'- . --,. -.k ,- -. , - .,
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23. Technical Information and Storage Control Application
(TISCA).

24. Value Engineering Support.
25. Military Standard Item Characteristics Code Structures

(MILSTICCS).

26. Preparation of New Items.

27. Quality Assurance in the Federal Cataloging System.

28. Data Input/Output Procedures.

29. Revision/Transfer/Cancellation.

30. Defense Logistics Services Center (DLSC) Edits.

31. DLSC Operations.

32. Cataloging Interface.

33. International Cataloging.



APPENDIX E

Validators

NAME POSITION

1. Ron Clayton Supervisory Employee Development
Specialist, DESC

2. Beverly Houtz Educational Specialist, AFIT

-110



APPENDIX F

Student Evaluaton of Training

Job Title:

Office Symbol: Date:

(You may use the back of the page for comments if necessary.)

1. Rate the overall training program using the following

scale:

a. Excellent b. Good c. Fair d. Poor

2. Were the training materials effective?

Yes_ No If no, what changes would you make?

3. Did the trainer present the information clearly?

Yes No If no, please explain:

4. Was the time spent on any objective:

Too short? Yes___ No If yes, which ones?

Too long? Yes- No_ If yes, which ones?

ill



5. Is there any additional information that you would like

to have included in the training program?

6. Do you have any other comments/recommendat ions for

improvement of this training program?
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