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STANDING OPERATING PROCEDURE


RECEIVING SUPPLIES AND EQUIPMENT - BLDG 40
I.
PURPOSE:
To establish procedures for properly receiving supplies in Building 40.

II.
SCOPE:
All personnel authorized to receive supplies and equipment at Bldg. 40.

III.
RESPONSIBILITIES:


A.
The Chief, Department of Animal Husbandry is responsible for reviewing this SOP annually. 


B.
The Civilian Project Supervisor shall update this SOP annually and provided the proper training to all civilian personnel involved in receiving supplies under their supervision to ensure compliance with this SOP.   


C.
The Department NCOIC is responsible for the execution of the military aspects of this SOP at their level.  The NCOIC is further responsible to ensure the proper training to all personnel involved in receiving supplies under their supervision. 


D.
The Logistics and Supply Officer will inform the appropriate supervisor of items to be received at Bldg 40.


E.
All personnel identified in item II above will be responsible for reading and complying with the provisions herein.

IV.
PROCEDURES:


A.
Check shipping documents and ensure that the shipment has arrived as ordered and has  been delivered to the correct facility.


B.
Inspect all items as they are delivered to vivarium.


C.
Do not accept any broken or damaged items.  Only undamaged items will be accepted. Inform Department NCOIC and/or DAH.


D.
Sign the packing slip signifying receipt of the items. Any damaged or missing items will be documented on the packing slip.  Notify the Logistics and Supply Officer of any discrepancies with the  shipment and forward the packing slip.
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