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Equipment (ACE), will be affixed with an NF1517 by BOSS. It is 
the KPLSS II property custodian’s responsibility to then 
record/track the items on their ACE tracking tool. 

4.4 Information to create Equipment Master Records (EMR) must be 
supplied by KPLSS II in the Advance Notification tied to the 
specific PO or equivalent document. CLC must have the following 
included in the Advanced Notification, in order to accomplish 
record creation: 

 Custodian (Name/Account) 
 End User 
 Building and Room Number where the item will be located 

 
Equipment will be frustrated by the CLC if any information is not 
provided. KPLSS II will address missing information within 2 days 
of receipt, or the issue will be elevated to KPLSS II and BOSS 
Management. 
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4.5 If identification and tagging cannot be accomplished during the 
receiving process due to certain physical characteristics, such as 
cleanliness or access to the equipment, CLC Property Specialists 
shall accomplish the identification requirements in the designated 
location, in coordination with the equipment recipient and KPLSS 
II Property. For questions concerning property issues, the CLC will 
contact KPLSS II Logistics. 
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4.6 If equipment items are sent directly to the customer (i.e., NIST 
catalog purchases, etc.), it is the responsibility of KPLSS II to 
request tagging support via EQUIPMENT, or via the NASA 
Property Management Office (PMO) mailbox.  
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4.7 KPLSS II equipment will be inventoried by the CLC based on a 
written schedule provided by the SEMO. KPLSS II is to resolve all 
discrepancies from the annual inventory of tagged IAGP equipment 
and cyclical inventories of KPLSS II Material.  
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4.8 KPLSS II material will be inventoried by the CLC based on the 
criteria outlined in NP 4100.1F, NASA Supply Support and 
Material Management. Results will be submitted to the NASA 
Supply Officer. Adjustments to the inventory will be accomplished 
by the CLC and the Supply Officer. 
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5.0 Delivery Process  
5.1 CLC Delivery will transport equipment/packages to the stated End 

User and location including the KPLSS II Life Support Building 
(M6-0490), as identified on the receiving and/or Reservation 
documentation and obtain an electronic acceptance signature.  
 
An SMS Pick Ticket for each reservation will be included with each 
issue from KPLSS II inventory. The CLC will also include an Issue 
Authorization document from BOSS Maximo to capture end user 
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electronic signatures as receipt of item   
5.1.1 If an acceptance signature is unattainable from the KPLSS II 

designated Requester, CLC Delivery may obtain a signature from 
any individual within the area/location. If no one is available to 
accept the delivery, the document will be annotated “Delivery 
Attempted” with the date, and the package returned to the CLC 
Delivery Lead/Supervisor.  
 
A second attempt for delivery will be made the following day. If no 
receipt signature is available, then CLC Delivery will annotate the 
“2nd Attempt (date)”, return the package to M6-0744, and contact 
KPLSS II Logistics at ksc-KPLSS-log@mail.nasa.gov for 
disposition. 
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6.0 Inventory Reservation Process  
6.1 Reservations shall be identified by KPLSS II Logistics after review 

of SMS and Maximo data 
KPLSS II 

 At a minimum, the following information must be supplied, in a 
spreadsheet format sent to KSC-DL-BOSS-Materials-
Requirements-Notification via e-mail (do NOT embed the request 
as part of the body of the e-mail): 

 SMS Material # 
 Full description of item 
 Quantity required 
 POC (Name and phone number) 
 Location to be delivered –BLDG # Room #, detailed 

description if required 
o Work Order – if applicable 
o Required by Delivery Date 

 
Only the Requester will receive an acknowledgement of receipt and 
a second email that the items have been issued from inventory. 
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6.2 Any inventory discrepancies will be identified to KPLSS II for 
assistance in the resolution of any issues. 
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6.3 BOSS will satisfy all reservations within 2 business days if no 
discrepancies require attention. 
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7.0 Return of Unused Inventory  
7.1 Only material in its original configuration may be returned to 

inventory. To return material, KPLSS II will use KSC 7-49. The 
stock number or SMS item number must be annotated, in addition 
to other pertinent information on the form. KPLSS II will submit 
completed forms to ksc-dl-boss-warehouse@mail.nasa.gov  
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7.1 Materials and parts without a valid SMS record shall remain with 
KPLSS II until record is established and location identified by 
BOSS.  BOSS shall identify the completion of the SMS record and 

 






