	“SUPER SERVMART”
(PROCEDURES)


	 


	GENERAL OVERVIEW

In March 2003, Management Consulting, Incorporated (MANCON) was awarded a contract to manage the operation of the Fleet and Industrial Supply Center, Norfolk Virginia, SUPER SERVMART.   "SUPER SERVMART" is located at FISC Norfolk in Building W-135, Naval Station Norfolk on the waterfront across from Pier 8.  The SUPER SERVMART inventory includes over 7,000 line items available in the store with thousands more available through the Special Order Service from SUPER SERVMART vendor catalogs. 

SUPER SERVMART is a Third Party Logistics (3PL) initiative.  The mission of the 3PL Program is to provide the customer with direct access to vendors of materials and goods while decreasing delivery time, and reducing warehousing, inventory and other associated costs.

LOCATION AND HOURS OF OPERATION  

The NAVSTA Norfolk SUPER SERVMART is located in the West-End of Building W-135, across from Pier 8, on NAVSTA Norfolk. 

The hours of operation for NAVSTA Norfolk SUPER SERVMART are 0700 to 1600 Monday through Friday except Federal holidays.   

Numbers for the SUPER SERVMART facility are as follows:


	 

	 


	General Information
	· Phone: (757) 451-8030
· Fax: (757) 451-4957

	Special Order Desk
 
	· Phone: (757) 451-8019
· Fax: (757) 451-4957

	Store Manager
 
	· Phone:  (757) 451-4956
· Fax: (757) 451-4957

	Contracting Officer’s Representative
Contracting Officer 
 
	· Phone: (757) 443-1243
· Phone:  (757) 443-1437


	 




	SUPER SERVMART ON-LINE 
SUPER SERVMART is a participant on the DoDEMALL for ease of shopping via a secure Internet connection.  New shoppers may go 
to the Home Page of the DODEMALL at www.email.dla.mil and register to receive logon authority to shop or browse.  Authorized shoppers
can access the SUPER SERVMART in-store catalog as well as many vendor catalogs offering thousands of additional items for purchase.  SUPER SERVMART will deliver orders placed through the DODEMALL to the customer within 24 hours of receipt of order.  On-Line shopping requirements are established by the DODEMALL 

SUPER SERVMART REQUISITIONING PROCEDURES 
Effective 3 May 2004, the Government Commercial Purchase Card (GCPC) is no longer optional and is mandatory for use as the method of payment to the following dollar thresholds: 

$100,000    CV/CVN/LHA/LHD  ships

$100,000     Other afloat activities  

$100,000     Ashore activities


	 


	To utilize the GCPC as a Method Of Payment the APC must adjust the cardholder’s account limits and reissue Cardholder Authority Letters to accommodate method of payment prior to shopping at SUPER SERVMART.  If the cardholder is not personally picking up material from the SUPER SERVMART, the following procedures shall be followed.  To ensure the purchase card number is not compromised in instances when the purchase cardholder is not accompanying the shopper to the SUPER SERVMART store, the Purchase Cardholder is required to provide a letter to the SUPER SERVMART Store Manager as described below to authorize shoppers.  The number of shoppers will not be limited, however prudent oversight by the command is advised:




	 


	A.    An initial letter from the Commanding Officer  (or Designee if authority to sign By Direction is delegated) on Command Letterhead  
addressed to the FISC Norfolk SUPER SERVMART.  The letter in question, shall follow the below format: 

1.    UIC (with Service Code i.e. N00189) 

2.    Purchase Card Information 

A.  Purchase Cardholders Rate, Rank, Name (as it appears on the purchase card), signature and phone number 

B.   Purchase Card Number 

C.   Card expiration date 

             3.  Commanding Officers Signature (or designee if authority to sign by direction is delegated)


	 


	All authorized shopper shall have a  “SUPER SERVMART Shopping List” which specifies the items to be purchased and is signed by the Purchase Card holder with a specified “Not To Exceed” (NTE) dollar amount.  This document effectively acts as an order from the Purchase Cardholder to the SUPER SERVMART service provider.  The shopper is effectively the receiver of the material and should not be the funds approval authority.   Upon the Authorized Shoppers return to the command with the purchased items, the cardholder shall validate the shopping list with the receipt.  The shopping list and receipt shall be retained in the Purchase Cardholders file.  

The requiring command is responsible for updating its authorization letter every six (6) months from the date of the last letter or upon closure 
of the Purchase Cardholders Account.  Note:  Commands are reminded that the Purchase Cardholder is authorized to shop at anytime. 

Purchase requirements over the above limits may be submitted to the on-site FISC Norfolk Purchasing Agent on a "not-to-exceed" form 
(i.e. DD 1149) for approval prior to shopping. The form presented must be an original and contain a Line Of Accounting (LOA), Point Of Contact (POC), Complete Phone Number and a Not To Exceed (NTE) dollar limit per transaction.  Carbon copies, requisitions that are not signed, contain an altered monetary limitation, or are otherwise improperly prepared will not be honored. 

SUPER SERVMART ELECTRONIC CATALOG
The SUPER SERVMART Catalog is updated monthly and may be acquired on a formatted floppy disk or CD at the customer’s request.
The SUPER SERVMART Catalog is also available for download.  To download the latest Catalog click here.  The file contains inventory 
item number, description, unit of purchase, cost, vendor and JWOD information for the entire in-store catalog.  The in-store SUPER SERVMART catalog, is available at the Service Desk or for additional questions please, contact the SUPER SERVMART Customer Service Desk at (757) 451-8019.


	 


	SHOPPING IN SUPER SERVMART 

Prices listed in the SUPER SERVMART catalog are the effective prices at publication.  Prices listed in the catalog are updated monthly 
and customers are encouraged to return their diskette accordingly for update.  Therefore, the prices listed should only be used as guides in estimating the total cost of the items to be purchased.  It is recommended that a 10 percent variance of the total estimated cost of the required material be added to the shopping requirement.  

Customers will shop for material required and carry it to the checkout counters; large quantities of bulk items (i.e. rags, copier paper, paper towels, toilet paper, etc.) will be pulled from bulk storage and brought to the customer loading dock.  There are no quantity restrictions placed on material obtained through SUPER SERVMART.  All items carried are available on the sales floor in quantities, which are sufficient to meet most demands.  In addition to in-store stock vendor catalogs are available for special order items.  Items ordered from the vendor catalogs will be available for pick up or delivery as agreed to at the time of purchase.   Every effort is made to have special order items available next day however, some items may take longer to arrive due to shipping delays, or items not in stock at the vendors warehouse. 

Customers will checkout at the SUPER SERVMART checkout counters.  SUPER SERVMART personnel will tally each item purchased.  The total on the cash register tape will be compared with the requisition monetary limitation when required.  If the total is equal to or less than the limitation, the checkout clerk will obtain the customer's signature, rank or rate, and phone number.  This completes the transaction and acknowledges receipt of the material by the customer.  The checkout clerk will retain the original requisition and return the cash register tape. 


If the total of the transaction is greater than the monetary limitation, the customer will be allowed to return sufficient material to bring the total
and limitation into agreement, or will be required to wait until approval is obtained from the Authorizing Official to increase the money value of the document.  If the Authorizing Official cannot be located, the excess material must be returned to the shelves. 

HAZARDOUS MATERIAL 

MSDS sheets for items in the SUPER SERVMART store inventory are retained in the office and are available upon request by the customer.  

ESTABLISHMENT OF NEW ITEMS FOR SUPER SERVMART 

One of SUPER SERVMART's objectives is to provide ready access to fast-moving, low-cost consumable items.  To help FISC Norfolk meet this objective, SUPER SERVMART actively solicits recommendations from customers for items to be considered for availability in SUPER SERVMART.  If the recommended material is routinely available through FISC Norfolk and is sufficiently requested by customers in quantities warranting SUPER SERVMART stockage, every attempt will be made to provide that material to our customers.  To request an item be available in stock contact the SUPER SERVMART Customer Service Desk at (757) 451-8019, complete a customer survey form upon your next visit to SUPER SERVMART.
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