(e i
VTS e —
R — e e
TIME = ki = —]
SUPRLY| () [H o = Sl @
= % R
255\l |- — /
sty
N
Al
N
)\
“4 — —
e R

50, BEFORE
YOU TURN IN
THAT NEXT
ORPER;
PoLBLE-
CHECK TO
MAKE SURE
THAT ALL THE
REQUIREDP
INFORMATION

IF YOU'RE
STILL NOT
CLEAR ON
PROCEPURES,
ASK A sUPPLY
CLERK TO
SHOW You HOW
THEY PREFER
FORMS BE
COMPLETED
AND
SUBMITTED.

~— —

@ 7))\
\ AN ILLUSTRATION OF

HOW TO PROPERLY FILL

\

DA PAM T10-2-1, LIEING )
UNIT SUPPLY SYSTEM
MANUAL PROCEPLIRES),
CAN HELP IF YOU HAVE

QUESTIONS...

v

AND IT AL6O OFFERS )

OUT FORM DA 2765-1
AND OTHER FORMS.

< R

THEN
HONOR THEIR
REQUEST.

Army supply clerks juggle mounds of papers and patience every day, and yet one
complaint they hear is that certain supplies were not ordered and/or never received.

Remember, there are two sides to every story. Supply clerks tell PS that order
forms ranging from hard copy DA Form 2765-1 Request for Issue, individually-
created (but unapproved) forms, or even sticky note “orders” are left on their desks

while they are out.

Important information is often missing on
these requests. It’s not uncommon to discover
that even the name or contact information of the
person who wants to place the order is missing.
This sort of situation makes it difficult for supply
clerks to follow through.

Some supply clerks may make phone calls
in an attempt to track down the owners of
incomplete orders, but most do not have the time.
It’s common sense: Orders missing necessary
information cannot be filled.

Another issue is legibility and accuracy. It’s
important to be sure NSNs are correct on your
order, because transposed numbers can lead to
incorrect orders, or orders that cannot be placed.

HERE'S A HINT:
A S7/ICKY
NOTE 15 NoT
A PROPER
SUBSTITUTE
FOR AN
OFFICIAL
ORDER FORM!

ALWAYS MAKE A FINAL
ASSESSMENT OF YOUR
OWN EFFORTS. WHEN
ORPERING SUPPLIES,

Do You...

@ ensure your handwriting is
legible on written requests?
(Or would your scribbling
make a doctor’s look neat by
comparison?)

@ confirm that NSN or part
numbers are printed correctly
and clearly? Or could that 7
be easily mistaken for a 2?

@ provide your contact
information with the order
in case the supply clerk has
questions?

@ keep a photocopy of the
completed order form in
your own files to remind
yourself of what you ordered
and when, so you can follow
up if necessary?

FOLLOW
THESE SIMPLE
GUIPELINES SO

YOU WON'T CAUSE

SUPPLY DELAYS

IN YOUR UNIT!
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