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I.
PURPOSE:
Establish procedures for conducting Commissary runs and ensuring products are ordered in a timely manner by authorized personnel.

II.
SCOPE:
Applicable to Division and Contract Personnel.

III.
RESPONSIBILITIES:


A.
Chief, Department of Animal Husbandry (DAH) shall be responsible for the implementation of all policies and procedures contained within this SOP and for its annual review.


B.
NCOIC, DAH, to update this SOP annually and to ensure daily operations are in compliance with this SOP.


C.
It is the overall responsibility for all personnel involved in the acquisition and issue of commissary items within the Division of Veterinary Medicine to adhere to the policies and procedures contained within this SOP.


D.
The contract Project Manager shall ensure the provisions of this SOP are adhered to.

IV.
PROCEDURES:


A.
General Procedures:



1.
The contract Transportation Supervisor will appoint the individual responsible for conducting each Commissary run.



2.
The Department of Animal Husbandry (DAH) are the only persons authorized to change the Commissary run or time.



3.
All Commissary runs will be conducted in a Government vehicle.  No personal business, to include lunch, will be taken during this run without prior approval from the Chief, DAH.


B.
Specific Procedures:



1.
Each Friday the driver will pickup the commissary order from the DAH.



2.
Each Friday the driver should arrive at the commissary as early as possible but no later than 0800.



3.
The vehicle will be parked at the rear of the Commissary (loading dock).



4.
The driver will enter at the rear of the building and contact the warehouse supervisor.



5.
After notifying the warehouse supervisor the driver will proceed to fill the order.  Commissary personnel will fill the produce order.  Record prices of all purchases on the commissary order form.



6.
After filling the order, the driver will contact DAH and a Division credit card holder will report to the Commissary to purchase the items on a government IMPAC credit card.



7.
The driver will check all produce for spoilage before leaving the Commissary.



8.
The order will be separated for DAH or DAM and then delivered to the appropriate building.  The individual receiving the order will sign the commissary order.



9.
All paperwork will be turned into DAH at the completion of the run.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-035 dated May 1997.
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