
PROJECT DIRECTOR'S BULLETIN #48 March 31, 1943 

Subject : Master Control sheets for Property Contr ol 

There has been considerable criticism of ?r operty Control 
and War ehousing on the premise the.t supplies vrere received in the 
warehouse &nd neither the warehouse or Property Control notified the 
Sec~ion for which the su,:>plles were ordered . 

Effective at once there will be establlf'.hed i mmediately •i n 
each Section or Unit, as may be decided by the Section Head, a numeri
cal rec.:uis i tion register . For the tL-ne being we v1ill use the form 
WR.A Regional Office Numerical Requisiti on Register . Each Sect ion or 
Unit wlll l<ee) t his r egister of all requisitions submitted by it on 
the VffU\-7 . The unit or section will put i n t he u;:iper l eft- hand cor
ner of WRA-7 their rec.,uisition number and in posting it t o the regis
ter wil l post this nU!'ilber in colu~n three he~de<l froject Requisition 
Number . This section or unit number -shoul d be pr eceded by the ini t i al 
of the Section or Unit. When the five copi es 1.:.re se,nt to Propc.,rt y 
Control, the fifth copy will be numbored: a nd r eturned to the Unit with 
the Project Number on i t , which number will be posted in col umn one. 
When purchase order or purchase orders arc wr i tten Dgi:.i ns t t h,a r equi
sltion, a copy will be sent t o the Unit and this number should be 
posted i n t he columr. headed P. 0 . Nambcrs . ·;;hen the supplies ar e r e
ceived , the i'larehouse Section will send to the Secti on or Unit af
fected a copy of the talley-in and this number will br.: _::ios t ed in the 
last column, thus giving F, comple t e h:i.story of t he r ec,uillition. 

Two Mas ter R~gisters will be maintained , one in Pr o:,erty Con
t r ol, the other in Procurement . Thus, at any time any Sect ion. or 
Unit, by consul ting Pr operty Control or i?rocurement, can ascertui n 
the statu::i of a pccr t icular re::,uisition by referring to the t wo ~e.r t er 
requi sition controls . 

It is mandatory thc.t o&ch Section or Unit ma intain these 
r egister s . Suf ficient forms can bt; secured from the office of t he 
tdmi nistrat ive Officer . 

I n this connection, your att ention is invited to t he f act thet 
to be p:?:'oper l y processed , requisitions shou.Lcl be do. t ed . '!'hey should 
show bel ow the f .t.rst dividing l lne the Division, Secti on, or Unit t o 
whom t he supplies are t.o be deliv€.red. They should be s lgned on the 
line provided after t he second divi s ion lin~ by the Section or Unlt 
Head ::-equesting the servlcE.s or supplies ?,nd a complete descri.)t.ion 
of the articles should be i:)l a.ced under Del.lcription of 1:.r t lcles . The 
cost accounting number mus t be shown r.rith the quantity and the unit 
price . If ther e is e. known sour ce of su~)f)l _y, it 11vill be helpful to 
Procur ement if this is shown on the rC!qui s i t ion . :en cases of ar ticles 
con::;isting of critical materials or which ar e for l ar ge amount s, a 
complete justif ica.t lon should be shown / . ~-) . .. ---·--...., _' 

U . {{,.{/ J-i !.\..a~:d1l,tE~ l;~T 
· Ralph P. :vlerrlt t 

Project Director 
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