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MAINTENANCE MANAGEMENT S0P

CHAFPTER

GENERAL INFORMATION

1000 INTEODUCTION TO MAINTENANCE MANAGEMENT

haa as 1ts purpose the pronmulgation of
ingtructicons for the 1mplementation and
ance management within Marine Corps Aiv

! Status and Scope
a Requirementz in thiz Manual are binding on all Marine Corps Alr
Htation, Cherry FPoinit orfdanizations

oy

v3

8]
4

m ong This
ommanrcing Gerneral, Air
2f Facilitiesg}

- This Manual containg instructiong for the implementation and
administration of maintenance management procedures
= Marine integr Mainten System (MIMME!

a The current editionzg of Marine CZorps Order P4750.1, MIMME
intreduction Manual, and Marins Corps Order F4780.2, MIMMS Field
Procedures Manual, egtabliizhes the policies and procedures for the
management of ground equipment maintenance in the Marine Corps The
oblective of MIMME 18 to egfablizh a uniform maintenance management
system for grcound eqguipment.

o Thiz Manual providesz = prehensive guids for fthe perfia noe
and management of ground equlpmenf mainterance within Marine Corps Air
Ztation, Cherry Foint organizations Command and gtaff relaticonzhips
in the accomplishment of equipment mainte nance programg are
eatablighed. Equipment maintenance and mainftenance management
functions are identified, procedures provided for their accomplisghment,

and regpongibility asgsigned the appropriate organization.
ips between MIMMS and other Marine Corps programsg that ars
related are identified and explained.

4. For the purpose of implementation of MIMMS at this command, the
term "Organization" as used in this Manual shall be considered
gynonymoug with "department, branch, detachment arid unit", arid the term
"Commander" synonymous with "manager, head, officer in charge, and
commanding of ficer”
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extract maximum effectiveness

Friori
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MAINTENANCE

To achieve a high

from

MANAGEMENT S0P
state of equipment readiness and

the maintenance and supply system,

it is necessary to establish «¢lear maintenance pricrities In order of
imp« rrance . Ney are
a. The repair of deadlined migszion esgential egquipment.
b. The procurement of repair parts, tools, and publications.
c. The timely flow of equipment through the maintenance cycle
d. The estabiishment and maintenance of accurate records to be
used for future management decisions.
&. Applitability
a . The ground equipment currently gsigned which fallz within the
scope of bthis manual 13 as fcllows
* (1) Small arm= and related equipment asgigned %o the Station
Armory, tTo include MTU
(2} Garrison Mobile Equipment (GME!) and Materials Handiing
Egquipment agsigned to *the Etation Motor Fool,
(33 Audiovisual eguipment aszigned %o the Training and
: Center lesz aviation tralining devices
# 4 Explosive Ordnance Digposal (EQD).
% (53 Crash, #ire, and Rescue (CFR).
* (62 Telephone eguipment assigned to Communicat.ions Eiectronics
Office (CED).
b. The following levels of equipment maintenance are authorized:
(1) Organizational maintenance (lgt echelon) on all asgszigned
equipment .
{2) Second echelon on audiovisual equipment except video
equipment
() Intermediate level maintenance (Zrd echelon!) on assigned
infantry weapong and on video eguipment when a ¢ivilian technician is
agsgigned
(4) Maintenance necezgzgary to ensgure the gafe and =ificient
operation of garrison mobile eguipment (GME) in accerdance with the
criteria e2ftablished by Marine Corps directives in the 11240 and 11280
series. £11 echelons of maintsnance, t¢ incliude 5th echelon, are
authorizoed.
1.4
i
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MAINTENANCE MANAGEMENT SOP 1001

a) cpecifically excluded from the provisions o©f this Manual are
appliances uged Iin goverment guarters, push-tvpe mowers, field printing
eguipment, non-tactical food service equipment, and bicyclies.

1001 IMAND EBEEEPONSIBILITIES

1. The regquirement to maintain matserial in a condition to perform its
zssignad funchion i3 an ntial responsibility of the commander.
Each commander shall personally ensgure that a scund and continuing
squipment maintenance program exisgsts within the organization and that
propsr mainbenance procedures ars followed per applicable directives.
Commanders of all BStation organizationdg are reszZponzible
implementation of, and adherence to the policiez, proce , and
instructions contained in thiz Manual

o To ensgure that an effective eguipment maintenance program 1=
established and implemented, commanders must:

a. Frovide necessary guidance in the formulation of standing
cperating procedures, deskitop procedures, and Lturnover folders

b. Ensure that the necessary tools, test, meaguring and diagnostic
equipment (TMDE) , publications, personnel, supplies, and facilities are

availa

ble and used properly.

e Azzign respongibilitieg Lo individualsg Lo accomplish necezsgary
maintenances and dfs:*'atei documentation

4 Allocate sgufficient time 1o accomplish required maintenance.

e . Provide necesgsary technical training to enable aszigned
pergonnel to accomplish the maintenance missgion.

f Provide the i1mpetus for the program through an active,
rontinuing and visible digplay of command emphagis and genuins
interest The e=ztablishment support and maintenance of a viable
internal review program is ~oritical fto the mainitenance and fupply
=fforta

g . Agsign in writing a Maintenance Management Gfficer as reguired.

h. Conduct periodic working inspecitiong of maintenance activities.

i Engure auftheorized maintenance in current Tableg of Organization
(T/0'g} are not exceeded without prior approval ts this headquarters.

i Engure all requirements and programs which have been
implemented are =tiill arrent and pertinent

T
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MAINTENANCE MANAGEMENT E0F

4. Directer of Training and Education

a. Serves as the principal Station Staff Officer on matiers
pertaining tec training, including egquipment maintenance ftraining

ja) Coordinates with the Station MMO and Civilian Fergonnel
Department (CPD) on the training of maintenance and maintenance
management pevrsonnel
5. Civilian Personnel Department

2 Gerves a3 a 3pecial staff assiztant to the Commanding Gensral
under the cognizance of the Chief of Staff, with respect fto civiliian
ersonnel matters.

1

b Advisgez and givesg direct asgsistance in obtaining availabl
training for eguipment maintenance personnel for both on-the-jiob
training (QJT) and for off station training cl

. Frovides supervisory training requirements of management and
provides advice regarding travel and relat f :
employees.

.
-
[
[
xr
.

W

ed funds

6. ctation Adiutant
3. Assists the Vﬁf toe ensure correcht adminiztrative procedurss a
uged within oc i area directive systems.

In conjunction with the MMO, reviewz the need for Publications
to ensure technical publications, orders, and directivesz are received
by the Staticon in gufficient quantity to maintain an effective
maintenance effort within each commodity area.

7 Ground Safety Cfficer

a Serves az a gpecial =2taff officer to the Commanding General
with redpect To matiers# dealing with gafety.

b Coo natez with the MMC on all aspsciz of sguipmeni

maintenance management operations.

e
)
[&¥)

tation Motor Transpeort Qfficer

a. Serves under the staff cognizance of the Director of
Facilities, with respect toc motor transport matters dealing with
garrizon mobile equipment.

b. Coordinates with Supply, Comptr oller, and Headguartersz Marine
Corps in the procurement, maintenance, nd egquipment evaluation of

-7
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1002 MAINTENANCE MANAGEMENT =0OF

garrigon mob; e equipment necessary for the Station and tenant commands
to accomplish their missions.

< bes with the Sfation MMO on all mainienancs
matters
9, Stabtion Training Audiovisual Zupport Officer

a. Servesz under the cognizance of the Director of Training and
Education.

. Coordinates with Station MMO or: all Training Audiovisual
Support aspecis of equipmant maintenance management operations.

L.l.

[

ing Cfficer,

a . Serves under the direct cognizance of the C AT
‘ s a amall arms

8
nd Headguarters Squadron with respect
maintenance management.

ot O
] 3

3
b Qo

b. Kezpongible for the Station small arms maintenance and
calibration tc include maintenance of regquired equipment records.

<

< Ceordinates with the bation MMC on all agpects of small arms

e b
equipment maintenance management operations.

ul

11 Ztation Maintenance Management Officer (MMO)

a. The Marine Corps Air Station, Cherry Foint Maintenance
Management Cfificer (MMO)} will be assigned as Special Staff Offiicer
under the cognizance of the Director of Facilities Assigmnment <f the
Station MMO will be made in writing with a copy of the appointing
iether retained in the office of the Dirschior of FPacilif =

. 1Y to the Commanding General,
under the gta f ilities, on alil
matiers pertaining to organizational and sgupport egquilipment maintenance

management .

o Advisez the Cmmmanding Gen
egquipment maintenance and the impact
Management etfort on uqu1pre.t readinesgs.

"1~ t’D

W
e
E

-
[

d. Tlang, organizes, and ccordinates the utilization of a
maintenance activities and regources within the Air Station.

e. Prepares the Air Station Maintenance Management SOP

ith and a=si
maintenance production a

O S,
OO TaIn

Coordinatezs w

'h




MAINTENANCE MANAGEMENT Z0OP 1602
g£. Initiates action to correct or change technical publications

in accordance with current directives, ensureg that required allowance
of currently effective technical publicationz are on hand and properl
digtributed, that personnel are trained in their use.

423

Ll

b Flang and implements agsgisgtance vigits/
Commanding General to ensure effectivenessg of Lh

1 Enguresg proper recording and upkeep of maintenance
LI o mAaRlnTenance pefordd
3 Cocrdinates the overall conduct of the Staticn’s eguipment

maintenance prcgram.

14 Commodity Managers
a . Manage the perfcocrmance of equipment maintenance operationz {(toc
inciude contracted maintenance) in the commodity to which assigned.

t

3
5
:
o]
.
ot
o
g

b. Act ag the technical advisgor to the Commander on all <o

1]

oI Plan maintenance production (PM and CM) based on the echelon
of maintenance authorized and regources available.

and supervise the care, inspection, and
main regources available
e, Monitor support and test equipment allowances and ensure that

on hand equipment iz properly maintained, inventoried, and calibrated.

£ Flan and coordinate a quarterly insgpection schedule to ensurse
effectiveness of the maintenance effort

z Initiate action to correct or charnge te R
enzure that reqg 12 ' H .
and cognizant

resource
i Enzure the training and use of assigned operators, maintenance

and guapervigcry perszonnel.

3 Coordinate with the appropriate Supply Officer regarding a:il
supply support matters.
daily, weekly, and bi-weekly validationz and
inciude daily and weekly internal shop validaticneg,
reconciliations with the IMA, and bi-weekly partz
it the appropriate Supply.




i Azgegist in the organization’s budget processg by identifying
maintenance funding reguirements

m. Establish and manage the calibration control procedures and
commodity manager’'s modfication records.

tablish sound maintenance production, preventive maintenance
lity assurance programs.
38 Ensure that maintenancs personnel have a valid

icenge pertaining to Lhe equipment requiring maintenance.

o, Frepare S50F s for maintenance operationg within the commodity.
13, Director of ESupply. Serves as a principal Station Stafi Offic
on matters pertaining to supply support for the egquipment maintenanc
program and coordinates with the MMO and applicable commedity managers

+
i

M

17}

D

nn supply 2upport mathers. Refer to chapthter 3.
14, Station Property Control Officer
2. Serves under the Facilitieg Development Dapa 2
under the cognizance of the Director of Facilities,
Equipment Allowance’'z establishment and control.

b Coordinates with the Station MMO and commedity managers on
Equipment support matters.

- ™ - KR S e o - PO | SRR VN ORI 4 I N . . - - - -
o Regquisition required technical publications not on automatic
digtribution

d. Maintain a supply publicaticn library in supporit of all
maintenance and maintenance management functions.

e . Chapter 3 applies.

1003 STANDING OFPERATING FPROCEDURES (S0F'=2)
1 Need for Uniform Frocedures Maintenance and maintenance
management S0P’z are required to establish policy, assign
regpon2i1bility for certain tasks., and document gftandardized procedures
to be followed in thoze areas where z2itandardization 1a posgible. S0P’ s
provide for the orderly accomplishment of asgigned tasks and engure
continuity of operations.
2. Requirement for Maintenance SOFP’

a. Commanders at ma1 or subordinate commands (MSC) shall publiszh
maintenance management =2tanding operating procedurez {(MMSOF’ =) . The
ingt Wi contained in the MEC MMIOP rieed not contain all
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gubordinate unit functions but fthey will be zuffi
applicable at the unit level, and i@talled to ensgur
unit can perform it® malinitenance mission.

ntly clear,

t')
D m

o Commanders at subordinate command levels, to include detached
commands, authorized second echelon or higher maintenance
more than one commodity area shall publisgh
maintenance procedures are adequately covered
guch cases the MEC MMEOF may be used 1n lieu o
<, Commanders at subordinate command levelsg, to include detached
or separate commands, authorized cond echelon or higher maintenance
capability for ocnly one commodity area =shall publish maintenance

a

1

ment requirements in either a commodity maintenance/unit
ica S0P or a MMEOP except when maintenance procedures are
quately covered in the MSC MMSOF.

d. Commanders at subordinate command
€

1 L8
+ - L
commands, authorized only f1i t echelon maintenance
o4

or separat , T

capablility for organic equipment shall publiish, 22 a minimum

maintenance management procedures ag part of one of the unit’
logigticeg 20F 2 or in a maintenance policy lebtter for the unit’
commodity areas.

e . Where the maintenance misgion of the lower level comman
requires deviation from or amplification to the MSC MMECGE, clea
defined 4 d i
policy h

These proc
fuidance

. The MMSOF zhall include the procedures necesgssary for ih

command to implement the policies and procedures included in th
Manual, other Marine Corps directives, and thosge directives by
headguarters

g Appendix A of the current edition of r4750.2 =getz f
minimum regquirements which musft be addressed in the maintenance
agquipmant to a upperting maintenance corganization aboard the =
management S0F. The current ediftion of TM 4700-15/1 iistes =eve
areas in Chapfter 2 ifthat are ophtional for unit® not supported Dy

FMEE and ghould be addressged in commodity maintenancesunit logil
Fff, MMEOFP, or maintenance policy letter.
h. A current copy of each organization’'s SOF/policy letter

forwarded to the Station MMO.
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1004. DESKTOF PROCEDURES AND TURNOVER FILES

1. Reguirement

a. Standing Operating Procedures (SCP’'=z) assign responsibilties
for certain tasks and provide guidance for their accomplishment.
However, S50F’z do not provide the detailed information necesgzary for
day-to-day accomplishment of the tasks Desk top procedures and
turnover files provide the wheo, what, where, when, why, and how
information required to perform the assigned function. Proper usge of
desktop procedures and turnover fileg will alleviate the adverse

le 3
results which are causged by the temporary absence or the transfer of
personnel, i.e., lack of expertize and contim 1ty in day-to-day
operationg.

b. Dezktop procedures will be prepared for involving
adminigtrative and management funcitions within L

maintenance program, Lo include:

1) All perzonnel tasked with completing the records prescribed

(2) Training NCO’

{3) Technical publications librarians.

(4 personnel involved in Blanket Purchasze Agrecements
(%) Shop supply personnel.
i5) Toolroom persgonnel.

7) Dispatchers.

.

8) Shop =2hipping and receliving persocnnel

[

(9) Quality control inspectors.

tay Turnover fiies will be maintained by all commedity managers and
ﬂubordlnwf gupervisgocry personnel.

. Deg r g3/turnover files will be continuously reviewed
for completeness and updated as required. The fellowing minimum
requirements must be accomplished by commandersz or their designated

=
representativesg:

(1) All degktop procedureszs/turncover filez will be reviewed and
approved as current at least once each twelve months.
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,__.
l»]
S

(%) When practical, desktop procedures/turnover files for
personnel =cheduled for trangfer/reasgssignment will be reviewed and
%3 ' 2 current within 30 days prior Lo the ftransfer/reassignment.

r
rs
s
v
rh
pore
D
fo
Y

{2} The review should bte documented as matter of record within
Deaktop Procedures (DTP'S)/Turnover File (TOF’s) by the individual

an ervizor. A record of review page will be gtandard in all
DTP'2/TOF g (Figure 1-1)

e. SOP’'s will gpecify bi ets for which desktop procedures and
turnover fileg are required.

items to be Included 1n Desktop Procedures

a. Job assignment.

b. List of current reference material pertaining to the agszigned
functiong.

< Frocedurez for carrying out requirsd dubies.

d. Telepheone numbers of individuals who might need toc be
ronftacted

] Eeports required

i, Examples of properly completed forms used in aszigned function,
toe include block by block de thrlpfl nsg 1n accordance with local S0P

Z items te be Included in Turnover Filss

a . Title of billet

b, Primary and collateral duties.

g Te whom the individual occupying the billet reports to and
incoumbent billets gubordinate thereto

ad. Migsion of the billet (broad bhillet responsibilitiez}

e Functiong involved in the mission | i
action taken)

f. Location and list of current S0P’s and insgpection checklists
and previous inspection reports and results.

- m I PR - e : 1 A - K - D e <

g. Tasgks and basic operations regularly performed in accompliishin
specific functions

h Ligt o2f required reading.

i Publications and dirsctives which are pertinent o the biilet

1

:
L
Ch 1
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i. Tables of Organization (T/0 ).
k. List of required reports and dat

ers of authorization.

es of submission, to include

1 Relatioer shlp with activities both in and outside fthe oftficial
chain of command, including official liaison and coordinating
functions Brief statement concerning the type of matters on which
these agencies are consguited.

m. Fersonnel contacts within or outside the command, ligting
telephone numbers and “or addresses. The purpose served by contact will
be included

. Miscellanecus information should be included, e.g.,
administrative or operational procedures peculiar to the billet, =zuch
ag dual reszpongibility or 6Uuh0”1+y within particular funcitionsg.

Q

3
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oy
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o Short regsumes of past projects
18 report of each project, and a brief outline of future
ot

att
(‘-T,

congidered unusually important,
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UNIT HEADING

4790
ibn
GATE
From: Communication Officer
To: Individual Concerned

subi; DESKTOF PROCEDURES/TURNOVER FILE

MCOO 4700, 1
(b} AirStaQ FP4790.1
{c} Unit Comm 30F

o]
]
by
w

1. Furpose. To establish the policies and procedures Tor the
management of communications within this platoon in accordance with the

retsrences,

"y
b2

Change:

— 7

an}
1

a. You are directed to review and implement the procedureg
outlined in the references.

b. Changes will be made t¢ thiz Desktop/Turnover File whenever
s e

ary and all responsgible personnel will be notified.

g

a3

ecommendations. Recommendations concerning this desktop
procedures/turnover file are invited. Submit recommended changes to
me
4. Review. These procedures are subject to my review annually. Such
review IS annotated below.

JATE/NAME
DATE/NAME
DATE/NAME
1. M. BOSS
Figure 1-1 -- Sample Format of a Cover Letter for Deszktop
Frocedurezs/Turnover File
i-18
Ch 1
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CHAPTER 2
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CHAPTER 2

MAINTEKNANCE OFERATIONE

2000, MAINTENANCE PCLICY

1. The maintenance management policies and procedures of this command
are in consonance with directives of higher headquarters.

2. Unitsz shall accomplish required maintenance on assighed equipment
within authorized echelons of maintenance in accordance with applicable
order=z and technical publications. Maintenance efforts will be

organized with the goal of maintaining the maximum amount of egquipment
in a ready status.

3 Equipment requiring maintenance beyond the organizational echelon
of maintenance shall be evacuated to the supporting maintenance
£

4 Maintenance Echelons

a Firgt Echelon Maintenance. First echelon maintenance is
periormed by the user or operator of %the equipment. It incliudes the
proper o a = i , 1ubrication, minor
repalr 1 ag may be prescribed
Ly per S allowancss.

b. Second Echelon Maintenance. Second echelon maintenance is that

work performed by specially trained personnel in the organization.
Appropriate publicaticons authorize second echelon maintenance,
additional tools, necessary parts, supplies, te=t eguipment, and
skilled personnel to perform maintenance beyond the capabilities and
facilities of the first echelon.

c. Third Echelon Maintenance. Third echelon maintenance is that
authorized by appropriate publications to be performed by specially
trained units in direct support. of one Or more using organizations.
However, third echelon maintenance may be performed by organic
maintenance units within the using organization in gpecially authorize
cagseg. Third echelon maintenance is authorized a larger assortment of
parts, sub-assemblies, assemblies, and more precise tools and test
equipment than 1S provided to using organizations. Organizations
acthorized to perform third echelon maintenance actions may repair
subassemblies, assemblies, and the overflow from the lower echelons
within limits imposed by special authorization of tools, parts, and
test equipment.. They also support, the lower echelons by providing
technical assistance, mobile repair crewz, and repair parts, when
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maintenance activities are authorized a larger assortment of
assemblies, subassemblies, parts, additional and more precise tools,
and test equipment than 1S provided to lower echelons. Organizations
authorized to perform fourth echelon maintenance may furnish
maintenance contact teams or reinforcing slements to lower echelons,
when required. The principal function of fourth echelon maintenance is
to repair major iterns, assemblies, and subassemblies for return to the
lower echelons or the supply system.

e. Fifth Echelon (Depct Maintenance). Depot maintenance i3
performed on material requiring major overhaul or complete rebuild of
assemblies, subassembliss, end items# or paritg including ths manufacture
of difications, tegting, and reclamation, ag reguired.

Tie nance gerveg to guppert lower categories of maintenance by
i i chnical assiztance and p £ maintenance bevond their
regpongibility Depot maintenance providez stocks of gerviceable
eguipment by using more extengive repair facilities than are available
in lower levsl mainitenance acthtivitbties. Fifith echelion mainitenancs,
synonymous with depot maintenance, is the maintenance authorized for
rebuilding major items, assemblies, paris, accezsorieg, tools, and %Lest
equipment It normally supports gupply on a scheduled

rebuild and return %o g2tock bazig Fifth echelon operationz2 are
gcheduled to employ production and asgembly line methods whenever
practicable

f. Aufhorify to perform maintenance and at what level is contained
in each unit's Tdble of Organl zation (T/0). Authority to exceed the

ST & iithed to thig headguarterz {(Directhter of

il may be granted for a limited period not to
ee for T/0 changes are governed by MCO
P5311.1 and should be coordinated with the Director of Manpower.
5. The maintenance procegs and the relationship of maintenance
production to information flow asz i ing to eguipment status

t e
repcriing will e sitandard among all St
2nd echelon or higher maintenance. jo)s)
used as sgtandard procedure for shop sup

a
ion ocrganizationg performing
dix F, of MCO P4780.2, will be
vigion/commodity managers.

6. A detailed inspection of equipment entered into the maintenance
cycle, and requisition of repair parts and components shall be
accomplished within 2 working days from the date the equipment is
identified as requiring repairs.

7. Shop Maintenance S0OP’s will address the maintenance phases a
engure that the functicona outlined in paragraph 3001 of MCZO P479
accompliaghed.

{

0
o

mmanders and Staff Officers are respongi
ce

prog?ams te include preventive maintenance, ¢
modification of eguipment, calibration, and limited technical
ingpechtions

3
i
S
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2001. ASSIGNMENT OF OPERATORS

1. A specific operator/crew Will be assigned to principal end items
(FEI'2) of equipment for ths performance of operator maintenance on
such equipment. Where necessary, operators may be assigned
reponsibility for more than one piece of equipment to accomplish this
requirement. Commodity managers will maintain a list of all equipment
assigned to operators. When responsibility for equipment cannot be
assigned to a specific operator, the organizational commander must
consider placing the equipment on administrative deadline. Additional
information on administrative deadline is contained in MCO P4790.2.

2. Operators will conduct first echelon maintenance on the equipment
they are assigned to operate.

3. Operators may operate other than assigned equipment only with the
permission of the unit commander, commodity officer, or shop chief.
This practice 1Is discouraged and will only occur when the assigned
operator IS not available. The officer/SNCO granting permission will
ensure the operator maintenance responsibilities are clearly
delineated.

4_. Commanders and commodity managers are to ensure that assigned
operators are properly trained and possess a valid license.

2002. ALLOCATION OF MAINTENANCE TERAINING/FERFOEMANCE TIME

1. Equipment maintenance as well as technical operator and maintenance
Supervisor training will receive emphasis equal to that ziven to
operations and training.

2. Before, during, and after periods of operations or training,
commanders will ensure that adequate time is allocated for completion
of required equipment maintenance.

3. Scheduled maintenance services (preventive maintenance) will be
performed per the appropriate directives and under the
control/supervision of qualified personnel.

4_. Commanders and commodity supervisors are responsible for the
execution of scheduled maintenance] to include a physical modification
check of the equipment, record jacket, SL 1-2, modification control
records, and TI1-5600 series publications.

5. Staff sections which provide support to and/or are tasked with
accomplishing specific station functions such as Motor Transport,
Comm-Elect, TAVEC, Telephone, must ensure that the WOrk day/wesk iz
g2chedulad to permit adegquate time for operator maintenance of the
equipment.
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nage maintenancs and 2upply
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Commanders and commodity officers will asgign in writing the title,
ority, and resgponsibilities of key personnel as follows:
A, Commodity Officer
I« Commodity Chief.
- Maintenance Officer.
d . Maintenance Chief
& . Fublicationg Cierk.
f Layette Bin Clerk
g Mod:ifications Clerk.
h. Recordzs Clerk
i Toolroom NCOD.
J Calibration Clerk.
ove letterg or orderzs wiil be maintained in the degignated

intenance elements will be 30 organized that mainitenance
compozsed of inexwperienced personnel working with skilled
juring active maintenance.

Tze of the priority system and persconnel authorized to sign

ifio priorities 13 contained in MCO FP44006.16

The following pr

a. Wrhenever an
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may have to be upgraded also. The priority of critical parts and/or
maintenance will be in consonance with the ERO priority.

b. An ERO priority will be downgraded whenever the priority of
maintenance and parts is less than ERO priority. The category code of
the ERO may have to be downgraded.

8. Recommend that only one category code "N" ERO per end item be
opened at one time. Upgrading and downgrading of category codes will
bs consonance with the priority. Use of category code "M" and "X’
ERO"s 1is restricted to use by FMF units.

2. Commanders must =nzure that the provisions of paragraph 4003.1 of

this Order are set forth as a mandatory policy during the active
maintenance phase.

2004. EQUIPMENT THAT EXCEEDS MAINTENANCE CAPABILITIES

1. Equipment that exceeds a unit"s capabilities or authorized echelon
of maintenance stated in the mission statement on the cover page of the
unit"s T/0 will be evacuated to the nearest supporting maintenance
facility. All maintenance authorized by the unit will be performed
prior to evacuation to the supporting maintenance facility. Missing
components, accessories, and assemblies may be listed on the ERO
showing the NSN and valid document number of the missing items. Units
requesting maintenance support from the IMA will prepare letters of
authorization to sign ERO’'s (Figure 2-1) and provide a list of
personnel authorized to receipt for material and equipment from the IMA
(Figure 2-2). These letters will be updated on an annual basis or as
changes occur, whichever occurs first.

2. The evacuated equipment will be accompanied with the supporting
equipment documents, i.s., Record Jacket, ERO filled out properly, and
with a reimbursable JON in the appropriate blocks (63 - 76 on line 3 of

the ERO) .

3. Maintenance of commercial equipment shall be in accordance with the
manufacturer™s procedures. |In case of conflict with thig Z0F, the
manufacturer™s procedures shall apply. Unit capabilities toc repair

assigned commercial equipment shall be evaluated by the responsible
commander in terms of psrzonnsl, test sgquipment, toolz, and facilitiesz
assigned, Commercial maintenance zsrvics contracts may be used to
support assigned commercial equipment.

4. When responsibility of a piece of equipment cannot be adequately
assigned an operator or is level "A" packed, that equipment Iis
administratively deadlined. This equipment should be identified and
baggad accordingly. The equipment will not. be used without the conzent
of the Organizational Commander since the organization IS attempting to
conserve equipment and maintenance resources, Requests for placing
equipment into a level "A" pack ztatug are to be submitted to this

2-7
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headquarters (Director of Facilities) for approval. Preventive
maintenance requirements/intervals Tor equipment administratively
deadlined are contained in Chapter 3 of MCO FP47%0.2.

2005. PERFORMANCE OF MAINTENANCE SERVICES

1. Preventive Maintenance (FM) will be scheduled and Is the
responsibility of commanders, commodity officers, users, and/or
oparatorz. Adsguats time must be allocated within ths %raining
schedule or commitment to complete scheduled maintenance services.

2. First: echelon FM'2 are the responsibility of the assigned operator
under the supervision of the commander and/or commodity manager. The
foundation of the preventive maintenance program IS the operator on the
lowest level of maintenance. No one IS more familiar with equipment
than the individual who uses 1t. With proper command guidance,
indoctrination, and supervision, the operator can materially reduce the
deadline rate by using proper procedures iIn the care and use of the
equipment. Command attention and supervision by supervisory personnel
at all levels 1s required to ensure that proper Tirst echelon
maintenance procedures are in effect.

3. Second echelon and above PM”s are the responsibility of the trained
mechanic or technician under the supervision of the maintenance
officer. Accomplishment of required PM’s is the responsibility of the
organization to which the equipment IS assigned. Accordingly,
organizational E0F’=zs will establish policies and procedures for that
organization’s preventive maintenance program. In this regard, Chapter
3 of MCO F4790.2 provides specific guidance for the conduct of
preventive maintenance as Tollows:

a. All required PM services shall be performed, if practical,
prior to evacuating the equipment to a higher echelon for maintenance.
Common sense and good judgement may indicate, however, that certain PM
requirements be omitted if the corrective maintenance action duplicates
or negates the effect of PM. For example, it IS unnecessary to change
oil in a vehicle prior to evacuation, when it IS obvious the engine
will either be replaced or the oil will be removed in the corrective
maintenance process.

b. PM services coming due on equipment which has been evacuated
for higher echelon maintenance remains the responsibility of the owning
organization. Accomplishment will be coordinated with the supporting
maintenance activity. PM services will be completed as far as IS
possible without interfering with the required corrective maintenance.
Again, common sense and good judgement will be used to preclude the
accomplishment of unnecessary PM functions.

4. PM”s will be conducted per the current technical manuals and
lubrication orders applicable to the specific equipment. Maintenance
intervals are specified in the above publications. These PM services

2-a
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are generally cyclic in nature (calendar, mileage, rounds fired, or
hours of operation basis). Therefore, they must be scheduled on a
periodic basis. This achieves a systematic inspection, detection, and
corraction cycle that prevents potential failursz sithsr before they
occur or before they develop into major defects. |If the instructions
in the technical publications conflict with those of the manufacturer,
the manufacturer®s instructions will be complied with ts preclude
invalidating any available warranty.

5. A systematic PM program will ensure a high equipment readiness
program. The responsibility of PM services rests with the commander
and 1s one of the most important factors in the organization®s
maintenance program. Preventive maintenance 1S one of the most
difficult responsibilities of command. Because the end results of PM
services are not obvious, PM schedules are sometimes neglected or
omitted.. Frequent command inspections are encouraged. Enthusiasm is
contagious. By evidencing an interest in the condition of equipment,
supervisory personnel can influence the operators and technicians/
mechanics 1In their maintenance efforts.

6. Commanders are authorized to vary the frequency of scheduled PM
services when climatic conditions, operational commitments, or
addtional factors warrant variation of the frequency of established PM
schedules. Any variation of PM Scheduled must be documented with
sufficient justification. |t equipment is placed in administrative
storage, placed on administrative deadline, or equipment has low usage,
preventive maintenance services may be deferred or intervals extended.
The individual authorizsed to defer maintenance services, the criteria,
and PM requirements are contained in MCO P4790.2 (Figure 3-3).

7. When equipment technical manuals 4o not =ztablizh a definite PM
frequency for the end item, the commodity manager will establish a PM
schedule per MCO r4720.2. The interval will not be greater than
semiannually.

8. Corrective Maintenance (CM) will be performed by the authorized
echelon of maintenance as established by %he T/0. Commodities will not
requisition parts that exceed their authorized echelon of maintenance
as established In the EL-4'=z/partz manuals, The Source Maintenance
Recoverability (5SMR) code specifies which parts may be installed at the
organizational level.

8. The maintenance emphasis of the equipment holder or user IS the
proper performance of PpM's. This will contribute both to operational
readiness and to a corresponding reduction of all other maintenance
services. The supporting maintenance activities requirements
compliment the user®s maintenance. The commodities maintenance 1s
primarily directed at correcting equipment malfuctions. This
relationship and emphasis cannot be over stressed.

10. Commander”s will combine the use and efficiency of all maintenance
resources available, and monitor maintenance requirements of

2-9
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zubordinates. As a lagt reszort, overflow maintenance may be requested
from the next higher e\nl ol maintenance gupport. Hegueszts for
overilow maintenange should be routed through the chain of command.
il Adequate time following operational training commitments will be
dcheduled to perfcrm M and CM. Thisg maintenance may be performed
concurrently with training requirements.
12, Equipment reguiring calibration servicezs will be svacuated to Teat
Equipment Control Branch, Comm-Elec Divigion; Naval Aviation Depot or a
commercial vendor ag appropriate, with the excepticn of EOD and the

H

armory who wiil uti

15, Modifications will
maintenance.

orformed by the authorized echelon of

[aa
s}

14. Contact Team Maintenance

a. There are times when it ig not practical or posgsgible to
deliver equipment requiring repair te the supporting maintenance
organization. Such is the oaze when Pqulpm@rt is permanently installsd

n a fixed location or when a quantity of the type of equipment i
S ai n

i
organization requires the accomplishment of the

ame maintenance action
such az modification. In such cases, it i2 more practical to provide
maintenance support at the equipment location by use of contact team
b. Contact teams will be task organized to provide the support
reguired. It may consiszt of one or more persons equipped with the
neceggary tegt eguipment and/or toolisg reguired to accomplish the
gpecific task reguested.

. The decigion to utilize a contact team will be made by the
head of the supporting maintenance organization after consgidering such
factors as transportation eosts, the feagibility of moving the

o sifuat%ma.

Requests for a contact

+ =

equlipment, work space in the =zh
te il . )

supporting maintenance organlzation in writing. Dyhbmentamlon

an EROC) ig required where the support iz provided.

15, Chapter 3 of MCO P4790.%2 provides additional policy information of
great value concerning maintenance services and procedured.

Maintenance supservisors are gtrongly encouraged to read thisg chapter in

=Y Froper record keeping procedures cannct be over emphasized.
The maintenance records document actual gervicesg performed. Quality
Al rol and supervigion 12 reguired to enzure that maintenance servicesg
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were actually performed as indicated to ensure the safe operation of
equipment. In the event that the equipment is transferred, the
equipment record jacket is the sole source of equipment maintenance
documentation.

b. Accurate equipment records are the responsibility of everyone
in the chain of command, from the Unit Commander to the operator.
Record jackets will be maintained per TM 4700-15/1 and appropriate
technical manuals. Additionally, safety messages will be included in
each record jacket. Commodity officers will ensure that those messages
are retained in the record jackets.

c. The commodity officers will be required to maintain, prepare,
care for and handle all maintenance records. Maintenance records will
not be given to the uzer. When equipment IS temporarily loaned or
issued, a temporary record jacket will be reproduced for the using
unit. The original record jacket will leave the commodity shop
intermediate maintenance services or when the equipment has been
permanently transferred from the organization to another.

2. Record Types

a. Maintenance Records. Maintenance records are maintained to
provide a history of equipment maintenance requirements, to ensure the
performance of required preventive maintenance, and to facilitate
management decisions. Maintenance records are further classified as
aquipment records or maintenance resource records.

b. Equipment Records. Records required by the current edition of
TM 4700-1571 will be maintained on equipment held by Station
organizations. Records for equipment for which no records are
specified in TM 4700-15/1 will be maintained in accordance with other
applicable Marine Corps directives or in the case of commercial
equipment, in accordance with the manufacturer’s instructions. |If no
Marine Corps requirement exists, commanders will establish records that
require the accomplishment of preventive maintenance. Entries Iin
equipment records will be made at the time of maintenance action by the
individual performing the action. Commanders will establish procedures
to ensure that individual equipment records reflect all maintenance
actions performed by the owning or the supporting maintenance activity.

c. Maintenance Resource Records. Maintenance resource records are
those maintained in conjunction with individual resources. For
example, completion of technical schools Is recorded in an individual’s
service record. Maintenance expenditures are recorded in maintenance
documesntz (e.g., the SRO or EEQ) and rsquizitionz related to equipment
maintenance i1n supply records. Duplicate records maintained elsewhere
within the unit will be held to the minimum required for effective
management.

2-11
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Uge of Equipment Repair Order (ERC)

{a) An ERC, NAVMC 10245, will be used by the following
Armory, TAVEC, EGD, and CFER.

{b) All =ntries on the ERGC will be completed in accordance
1571, Orfanizational commanders desiring to use snhries

flected as optional for non Field Maintenance Subsgsysgsiem
will indicate the specific entriez required in the unit’z
OP.

Use of the Shop Repair Order (SROJ

(a) A SRO, NAVMC 6-11200/3A, will be used the following

equipment commodities angineer garriscon mobile eguipment {(GME)
antomotive GME, and material handling GME

(b} A SRC will also be o
on nonappropriated funde egulipment
mxch:ﬂge, or Club zystems eguipment!
of Congtruction’s (ROICCY equ lp\‘.zent

() All entriez or! the SRO will be completed 1n accordanc
with TM 4700-15/1.

{3} Uzge of the Equipment Repair Order Shopping Ligt (EROSL)

{a! The EROSL (NAVMC 1092%) ias designed to be used in
conjunction with the ERC to reguigition, receipt for, cancel, record
partial issues and credits ¢f repair parts, and secondary repairables
asgeciatbed with ground equipment undergoing repair. The EROEZL has been
degsignated primarily for units supported by the FMSS

{b} Uge of the EROZL iz opti oy
the FMES. If local forms (DD 1348.1) ar
digpogition instructions will remain the

{¢) Thosge organizations, not supported by the FMS3, using
the EROSL wiil use only the 4" card (Parig Requisition) Instructions
for completion of the EROSEL are contained on the template, which iz
attached to the EROSL pad arnd in TM 4700-15/1 The ERCEL will be
compieted az outlined in TM 4700-15/1

{d) Though *the EROSL may not be the contrcel (i.e., DD
1348-1, ete.) document for the actual reguigitioning of repair paris,
the organization’'= maintenance and gupply sections may ufe 1t as an
effective management tool during the internal validation and
reconciliation described in Chapter 3 of MCO F4790 .

d. Local Records Local records are those maintained by a unit in
additicon to those required by higher authority. e the maintenance
of any record reguires the exwpenditure of perzor regources, L use
2-12
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of local records shall be kept to a minimum necessary to satisfy
definite information requirements of the unit. Such records will be
established only when it can be demonstrated that a unit record would
be beneficial to other activities. Organizational commanders shall
submit copies of all forms used and an explanation of the record
keeping zsyztem/requiremsnt to the Station MMO for review. Local
records are not authorized when Marine Corps standard records that do
the job are available.

2. Records Review. Commodity supervisors will periodically, not
less than semi-annually, review all records being maintained to ensure
that a requirement exists for their continued use. Particular
attention should be given to local records. Recommendations for
improvements to records required by higher authority will be submitted
through the chain of command to the requiring activity.
Recommendations submitted to Headquarters Marine Corps shall be
submitted via the Commanding General (Director of Facilities, (MMO)).

f. Records Responsibilities. Organizational maintenance SOP"S
must designate the types of records required for the organization and
the responsibility for the preparation, care, and handling of
maintenance records, by billet.

2007. REPORTS

1. Maintenance reports provide data and information for use in
determining policy; planning, controlling, and evaluating operations
and performance; and preparing reports for higher authority. Format
and frequency of reports are determined by the specific requirements of
the requiring organization.

2. Commanders will ensure that local reports are required only to meet
definite requirements, that they are economically designed, that the
information cannot be obtained from an existing report, and that they
are cancelled when no longer justified.

3. Organizational Z0F'zs will address those reports required by higher
headquarters and specify the responsibility by section or billet for
rspert preparation. Within maintenance management, reports required by
higher headquarters are found in various directives. Most often they
are required in maintenance-related programs as discussed in chapter 3
of this Manual. Moreover, reporting requirements within maintsnancs
management and related programs are not always on a scheduled basis;
consequently, this type of report Is often overlooked,

4 _. Recommendations for improving reports will be submitted via the
chain of command to the Headquarters requiring the report. All
recommendations concerning reports required will be submitted via the
Commanding General (Director of Facilities (MMO)) .
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2008, MODIFICATION OF EQUIPMENT

1 The current editions of MCO F4790.2 and MCO FP4400.54 reguires each
gection/uni® h for equipment, regardiesz oI the
sohelon of , to eztabliszgzh a modfica

program. ing policieg and procedures are set
forth for

=) Ezgftablish a modification c¢ontrol point by billet in the
organization’s maintenance S0F and cutline itz rezponzibilities

h a m

< e
P

dification control program per MCOQ F4

on should be reprcduced and provided to the commodity
on control point for use in desktop procedures)

informat

modifica

oF e 1T
T

+3

M 47

2

Maintain modification control records per 0-15/1

9]

* qd. Notify the Station MMO by phene of ail

9}

ompleted MI's.

e. Quarterly, as the new SL 1-2 is published or upon receipt of an
applicable TI 5660 series publicationz, update the commedity managers
modification control recordz with all applicable MI’'s

82 maintenance actions

*n or characteriztics in order

intainability, reliability,
3. Modification of Marine Corpg equipment will be accomplished oniy
when directsd by the Commandant of the Marine Corpg. Authority and
direction to modify Marine Corpz equipment is contained in Modification
Ingtructions (MI' =) Modification Instructions are clasgified as
"Trgent” c¢r "Normal az follows:

2. Urgent - A modificaticn reguired to prevent death or zerious
injury Lo personnel, prevent damage to equipment, or to make changes
that are congidered =20 essential that their accomplizhs
compieted at the earliszst possible time Urgent MI’
reguired completion in the time compliance paragraph
upon recelipt date and may resirict the operation of
equipment

Normal - All other modificationsz. Normal modifications musti he
eted within one vyear of ithe effective date of the MI and are
ily accomplished within a planned/scheduled baszsisz.

. Kite or material requir ing a medification should be
e i

P i

requisitioned in accordance with the current edition of UM 440CG0-1%,
uzing Demand Code "N’ {nonrecurring demand) Regquigitions rsesceived by
MCLE, Albany, within 12 months from the effective date of the MI w:ill
he filled on & "free izzue’ basiz. FReguizitions received aftar the
2-14
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12-month period will be filled on a free-issue basis only if the kits
and material which were initially procurred to support the MI are in
stock. Upon depletion of material stocks initially procurred for
aquipmsnt In ugs or aftsr the 12-month free-issue period, whichever
occurs last, requisitions will be rejected with Status Code ME, and the
components of the modification kit (MCO P4400.84).

4. The owning organization 1is responsible for ensuring that all
modifications required on equipment are accomplished and properly
recorded in equipment records.

5. Equipment requiring modifications that exceed the maintenance
capability of the owning organization will be reported to the
supporting maintenance organization, if capable of performing the
modification will determine the total requirement for all supported
units, obtain the required partz/material, and establish a schedule for
the accomplishment of the modification.

6. Equipment modification will be accomplished in conjunction with
preventive or corrective maintenance whenever possible. For example,
normal modification should be performed at the next scheduled quarterly
preventive maintenance or during corrective maintenance.

7. Garrison Mobile Equipment (GME) Modification Control. All tactical
configured equipment held as substitute items will be considered
commercial (G-TaAM). The Station MMO may authorize modification of
garrison mobile equipment on an as required basis when such
modification to the equipment IS of a temporary nature and the intent
iIs the eventual return to the basic design of the vehicle. With the
exception of fire fighting apparatus (FFA)} and crash fire rescue {(CFR)
equipment, modification, modernization, or alteration of GME can be
performed without prior approval of HQMC as long as the equipment code
will not need to be changed as a result. These types of modifications
do not require any record entries other than a R0. Request for
approval of modifications to FFA and CFR equipment and modifications
which necessitate an equipment code change shall be submitted to CMC
(LF3-2) via the Commanding General, Director of Facilities (MTO). Each
request shall include justification, vehicle description, Marine Corps
registration number, and the estimated cost. The current edition of
MCO P11240.106 provides additional information.

2009. SUPPORT AND TEST EQUIPMENT

1. General

a. Calibration i1s the process by which a standard, test, or
measuring instrument IS compared to a standard of higher accuracy and
adjuzted to as=zure that the instrument. being tested meets
specifications approved by the Marine Corps. The Marine Corps
Calibration Program is described in MCO P4790.2 and MCO 4733.1 and
amplified in Tl 4733 series publications.

2-15
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b. Test Measuring and diagnostic equipment used in the maintenance
of other Marine Corps equipment must be periodically calibrated to
ensure that repairs are properly accomplished and/or the accuracy of
the repaired item. The calibration process 1s a continuing effort
applicable to all commodity areas and technical fields test and
measuring equipment.

2. Definitions

a. Test, Measuring, and Diagnostic Equipment (TMDE). Test,
measuring, and diagnostic equipment includes all electrical and
electronic test instruments, radiac instruments, mechanical
instruments, mechanics tools and equipment, ordnance gauges and
instruments, engine analyzers, and any other item of equipment used to
test equipment, measure equipment parameters, or diagnose equipment
faults.

b. Full Calibration. A classification assigned to those items
which must be accurate across their full range of measurements.

c. Calibration Not Required (CNR). A classification assigned to
items not requiring calibration due to:

(1) I1tem 1S listed iIn current calibration manuals/dirsctivas as
CNR.

i (2) An administrative decision, made by the commander, that the
item IS used for qualitative (relative) measurements only.

d. lInactive Calibration. A classification assigned to items not
in current use which are not calibrated to conserve fiscal resources.
Items bearing an iInactive sticker must be calibrated prior to being
used.

e. Rejected Calibration. A classification assigned to test or
measuring equipment that has been returned to the user uncalibrated
because it fails to meet the acceptance standards of the calibration
laboratory. Such equipment may require corrective maintenance or the
replacement of accessories prior to calibration.

f. Special Calibration. Formerly referred to as "Limited
Calibration", this classification iIs used for equipment which 1S not
calibrated over itz entire range of operation. Examples are: torque
wrenches which are calibrated for clockwise operation only, meters or
signal generators which are calibrated on one or a portion of the
scales (ranges) available.

2. Quantitative Measurement. The performance of accurate
measurements at a specific value within established tolerances. A
measuring device used for quantitative measurements do require
calibration.
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2010 MAINTENANCE MANAGEMENT SOP

i Ensure current labelg are ffixed to all TMDE.
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1. Commanders are responsible for the prevention of accidentsz
involving personnel, equipment, and property within their organization
Th=y will incorporate gafe practices into all operations and will
initiate corrsctive action to ellmlnatﬂ zafety hazards. Supervisgor
perzonnel at all levels ghall engure that all personnel in their charge
are inztructed in gafe measures applicable to their resgpective areas of
operation and that all zafety regulations are strictly obzerved and
enforced

P The Station Bafety Offl izhment and

icer 13 responsible for the
function of the Command’ & & e

e lish
afety program. The unit's Safety Officer,
acting in <onjunction with the £ f d the
6;

maintenance officers will

ac

developed and folxuwed in all maintenance operations.

Z, Standing operating procedures for safety within thig command are
set forith i ABD FSI00.8. The Marine Corps Safety Frogram i3
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MAINTENANCE MANAGEMENT SOP 2010

established by MCO 5100.8. A comprehensive treatment of safety
precautions 1S contained in NAVMAT P5100.

4. General Safety Precautions Applicable to All Maintenance Areas

a. All maintenance areas shall be continuously inspected for
safety hazards and good housekeeping.

b. Personnel shall immediately report all potential hazardous
situations to their immediate maintenance supervisors.

c. Horseplay shall not be allowed within any maintenance facility.

d. All equipment shall be operated in accordance with existing
regulations.

e. Only authorized cleaning agents will be used for cleaning.
Gasoline i1s not authorized for cleaning.

f. Fire bills, fire alarms, fire extinguishers, and fire status
assignments shall be clearly marked. The "fire® and "medical”
emergency telephone numbers shall be posted near each fire station and
telephone location.

g. Spilled POL shall be cleaned up immediately.

h. All working areas shall be constantly policed and kept free of
debris.

i. Tools shall be properly stored when not in use.

i. Shop areas shall be well ventilated.

k. Personnel shall wear appropriate safety equipment at all times.

This equipment includes, but s not limited to: Safety shoes, eye
shields, ear protectors, gloves, and protective sults.

1. While performing maintenance, personnel shall not wear
loose-fitting clothing or jewelry. When working with electrical
sources, no metal, jewelry, or dog tags will be worn.

m. All tools shall be used properly and only in jobs for which
they are designed.

n. Handles shall be kept secure and mushroomed or burred heads
shall be dressed down on hammers, chisels, etc.

o. Sharp tools shall be stored in a safe place when not in use.
p- When using tools, the working force shall be applied in a

direction away from the body.

2-19
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5. The preservation of human life and goverment property 1is of primary
interest to this Command. It is not sufficient to treat personnel
after they have been injured or to reclaim/rebuild damaged property.
Safety consciousness cannot be assumed; 1t must be developed.
Supervisory personnel must continually strive to identify and impress
upon their personnel the dangers inherent in their particular MOS, as
well as their prevention and cure. Personnel must be trained to
provide immediate and appropriate first aid in the event of an
accident.

6. Load testing, as required by MCO P11240.106, will be accomplished
by all station organizations.

2011. RECOGNITION OF PERFORMANCE

1. The maintenance management program will be a success only if
trained, motivated maintenance personnel are available. Commodity
managers will continually reveiw the quality of the personnel assigned
and take corrective/commendatory action as required.

2. Supervisors at all levels will provide on-the-spot corrections and
training where evaluation indicates less than adequate performance.
Disciplinary action will be iInitiated where appropriate, such as when
negligence, indifference, or a lackadaisical attitude iz detected,

3. Often our attention IS focused on the substandard performer. This
IS particularly true among individuals performing in support billets
who are often only noticed when something goes wrong. Commodity
managers are encouraged to officially recognize superior performers
whenever warranted.

4. 1t 1S the responsibility of all supervisory personnel to recommend
personnel for awards, promotions, meritorious masts:,and any other
recognition of superior performance. Recognition of outstanding
performance is the most effective motivating factor the commodity
manager has. The recognition of personnel leads to a high state of
morale and produces a better working environment for maintenance
personnel.

2012. COMMODITY PERSONNEL ASSIGNMENTS

1. The commodity”s T/0 serves as the basic management tool for
personnel assignments within the command. The T/0 concept IS not
inflexible; however, military personnel assigned critical M0S’s will
not be assigned outside their MOS's per MCO P1200.7.

2. Commanders and Staff Officers in conjuction with appropriate
Personnel Officers are responsible for ensuring personnel
misassignments are strictly controlled and do not have an adverse
impact on maintenance and operations.

2-20
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UNIT HEADING
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From: Commanding Officer/Directorate

To: Commanding Officer, 24 Maintenance Battalion, 24 Force Service
Support Group, Camp Leieune

Sub; :  AUTHORIZATION TO SIGN EQUIPMENT REPAIR ORDERS (ERO’S) NAVMC

10245’ and EQUIPMENT REFAIR ORDER SHOPPING LISTS, (EROSL’'S)
NAVMC 10925'¢3

Ref: (a) AirSta0 P4790.1
(b) FsSsGOo P4790.4

1. Per the references, the following personnel are authorized to sign
Equipment, Repair Orders (ERO’s), NAVMC 10245'=z and Equipment Repair
Order Shopping Listz (EROSL’z), NAVMC 10925°s:

a. Perzonnel authorized to gign priocrity 14 thru 07 ERO =
NAME GRADE BILLET SAMPLE EIGNATURE
Commanding Officer
Directorate

b. Fersonnel delegated the authority to sign priority 07 parts
requistions (EROSL’s), NAVMC 10825'2, once the supporting Equipment
Repair Order (ERO), NAVMC 10245, has been authorized by the Zommanding
Officer/Directorate:

NAME GRADE BILLET SAMPFLE SIGNATURE

Officer in Charge
Commodity Manager

C. Persgonnel authorized to sign priority 14 thru 09 (ERO’s), NAVMC
10245 3 and (EROSL'=) . NAVMC 109257=:
NAME GRADE BILLET SAMPLE SI1GNATURE

2. This letter supersedes the previous letter of authorization dated,

/s/
Commanding Officer

Figure 2-1 -- Sample format, of letter of authorized Personnel to =i1gn
(ERC’s, EROSL's) by priority.

b
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Subi:

Ref:
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MAINTENANCE MANAGEMENT
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UNIT HEADING

Commanding Cfficer
Commanding QOfficer, 2d Maintenance Battalion (Atin: MOZ)

]

AUTHORIZED PERSONNEL TO RECEIPT FOR MATERIAL AND EQUIPMENT FROM
THE INTERMEDIATE MAINTENANCE ACTIVITY

{a) AirStald P4790.1
{b) 38G0O F4790.4

Fer fhe instructions contained in references the following
personnel are authorized to receipt for material and eguipment From the
gupperting intermediate maintenance activity.

NAME GRADE SSEN SAMFLE STGNATURE
2. This letter supersedes the previous letter of authorization dated,
s/
Commanding Officer

Figure 2-2 -- Sample format of a letter Authorizing Ferzonnel to
Heceipt for material and eguipment at the Intermediatle
Maintenance Activity
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CHAPTER 3
SUPPLY AND FISCAL SUPPORT

PARAGRAPH
SUPPLY SUPPORT ..t nna s ana i nees 3000
REPAIR PARTS REQUEST SYSTEM ........ccviviiiiinn s, 3001
REPAIR PARTS CONTROL ...viiii i iiiiiiie e 3002
DIRECT EXCHANGE . ... it i i it s s e e a s 3003
NEW EQUIPMENT ... e e e e e aas 3004
MOUNT OUT .t ettt e e 3005
VALIDATION AND RECONCILIATION ......... ..., 3006
TOOLS, SETS, CHESTS, AND KITS ..., 3007
FISCAL SUPPORT .t 3008

FIGURE

3-1 -- SAMPLE FORMAT OF A LETTER REQUESTING AUTHORIZATION

FOR CANNIBALIZATION/SELECTIVE INTERCHANGE

3-2 -- FORMAT FOR MAINTENANCE/SUPPLY WORKSHEET
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MAINTENANCE MANAGEMENT SOP

CHAFTER 3
TUFPPLY AND FISCAL SUPPORT

3000. STJPPLY SUPPORT

1. General

a. Effective maintenance cannot be accomplished without effective
supply support. If maintenance is accomplished on a scheduled basis
and necessary parts are placed on order when required, the supply
system will readily respond to the requirement. Eguipment should not.
be allowed to deteriorate to the point where trcuble has become
compounded. Thisg will increase the resgponse time of the supply zvstem.

b. Maintenance at any echelon cannot be accomplished without
adequate supply support. Ignorance of proper procedures; failure to
ensure timely requistioning, reconciliations and follow-ups; improper
accounting, storing, and iIssuing parts/material contribute to the
breakdown «f the supply maintenance chain. Aggressive follow up
actions are as much a function of maintenance as installation of the
part when it is obtained.

. To facilitate supply support, preventive maintenance fervices
on equipment should be scheduled over the entire period of the
requirement. For_example, quarterly FM's =hould be spread over the
entire quarter. This not only aids maintenance by providing an even
wmenniwat, 1% e2nables bthe supply Iystem o Tapture valuable usage data,
thus allowing stockage of the parts/material used iIn providing the
service. Stockpiling of parts iIn the maintenance facility and
obtaining parts from other sources (scrounging) and not reporting
uzage, does not create usage data and results in the supply =ystem not
being able to provide the part readily when the stockpile cr other
sources are exhausted. The supply system will support the maintenance
effort if maintenance personnel provide the required input
documentation and practice supply discipline.

2. Supply Coordination. Coordination between the maintenance and
gupply activities is essential to the maintenance effort. Open active
the

communication channels must exigt between maintenance uni
gupporting supply agency. The supply officer must b
problems of the maintenance officer and enzure that ¥
are used and that supply discipline lg practiced in the maint
ghop. Supply disgecipline iz characterized by:

a. Only required mazterial IS requested.

b. Proper forms and procedures are used to request the regquired
material.
2. Material is properly used.

&)
!
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3001 MAINTENANCE MANAGEMENT SOF*

d. Material not used :s returned promptly to the supporting supply
agency.
e. Demand history is recorded for items obtained Ffrom zources

outside the supply system.

f. Outstanding requisitions are reviewed biweekly to validate the
continued need for the material
3001 EEFATR PARTS REQUEST SYSTEM

1. Sources of Supply

a. Stocked/Non-Stocked Items

(1) The requisitioning, receipt, storage, and issue of repair

parts and materials for the Station Armory shall be conducted through
the Station Froperty Control Office in accordance with the current
editiong of UM 4400-1%, UM 4400-124, and MCC F4790.2.

{2) The requisitioning, ecelpt, sztorage, a
parts and materials for all other Station organi at
conducted through the Director of Supply (Navy Suppl
with the current edition of NAVSUFINST 4400 Series.

. Won-System Ihtems. Repair parts not zioccked in the Zupply
System (Non-Syzstem Items) may be purchased by authorized maintenance
organizations from local vendors in accordance with AirStaC P11016.°%2
for the Station Armory and for all other Station organizations in
accordance with ABQO 4236.5.

2. Source, Maintenance Recoverability (SMR) Codes

=Y Repair parte will not be ordered for any echelon of maintenance
that exceeds the authorized capability of the unit. The echelon
authorized to remove, replace, and repair a part/component ig indicated
by the third and fourth digite of the Source, Maintena ance, and
Recoverability (SMR) Code The third digit identifies the echelon that
may remove and replace the part/component SME codesg are listed in

-4's and repair partsz list

b. To the maximum extent possible, all parts required tc repair an
item of equipment. will be requisitioned at one Lime to preclude
prolonged. deadline time.

3. Requisition Priority Designators
a. Priorities will be assigned to repair parts requisition per the
instructions centained in the current editions of MCO 4400.16 and UM
= he proper p ] 18 determined by combining the

D) with the Urgency of Need Designator
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b. Unit commanders may delegate in writing the authority +to sign
UND "A" requistionsg (DD 1348 or ERCSL's) required to gupport Equipment
Eepair Orders (ERO’s) that are properly authorized. The approved ERO
musgt be assigned a UND "A" pricrity and signed by the appropriate
authority. Thiz authority may be ewtended to include cat o
ERO’s of similar priority that is supported by a proper
bagse ERO.

[T

SECTY

sRT

vy authorized

=. FPerzons authorized %o review/approve UNL "A" and "B’ prioritv
designators will affix their signature to the original and retained
copy of all supply/maintenance documents requiring approval prior %o
submissions to the service provider.

3002. REFAIR PARTS CONTROL

1. ?2re-expended Bins

a. Fre-expended bin (PEB) items provide continuous availability of
low-cost, fast-moving items for mechanics and technicians performing
maintenance. The primary reason for maintaining PEB iS to enhance

maintenance operations and economicai management of low-cost,
fast-moving, expendable items.

b. The PEE criteria is as follows
(l) Fagt-moving consumableg eligible for gtockage a= PEB items
are tho with =2ix hits in 2ix months when the full unit of igssue (U/I)
i= ppllﬁd/ﬁonsumed and one hit in gix months when less than a full U/I
iz applied/consumed.

2) Consumables approved for stockage as FEB will not exceed 30
days of supply for each unit., based osn an averages demand cver the
previousz 12 months .

(3) To accommodate peak demand periods for units supporting
fourth and/or fifth echelon maintenance, the highest two months usage
of the previous 12 months history may be averaged to establish 39 days
of =upply for the line item. Further, local exceptions are authorized.
for specific, peculiar uzage patterns for U/1, zuch az feet, or gallons,
provided each is justified in 30 days of supply and the item IS under
eztablished dollar limitations.

(4) Those consumables applied in quantities less than a ful:
usI 8., box, hundred, mix, etc.} will be held not to exceed two full
U/1's, except if 30 days of supply 13 the greater quantity. See
paragraph 3002.4 for more details.

(5) Ztcckage fo i8 authorized if the dollar value of t
andard unit price of item having a U/I of pair or each iz less
than or equal %to #2%5, or if lezg than or sgual to #50 for an ite
having a U/I of other than pair or each.

i
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3002 MAINTENANCE MANAGEMENT SOP

C. Stockage and dollar value for Station Motor Transport will be
in accordance with MCO P11240.106.

d. Autheorization letiterzs from Commanders authorizing FPEB 2 will
contain the following information at a minimum:

{1) National stock Number/Fart Number.
(2) Nomenclature.

(3) Unit of Issue.

{4) Unit Cost.

(5) Requisitioning Objective.

(6) Total cost.

{(7) Reorder Point (ROP)

(8) Bin Location # (entries under thig column may be left
tapped and subsequently entered in pencil or grease pencil by the
tioc

sec N maintaining the FEB)
e. Once a FEE is authorized, each bin must be established with the
following anncotated on the bin; bin #, and NSN. When a unit dealz with

small parts, the reorder point quantity is placed in a bag in the bin.
When the parts personnel have to open the Gag to get- a part, they know
it ig time to reorder more parts.

f. All items that bins are prepared for must be authorized by the
Commander. If an item @S not on a shop's PEB letter, it is not,
authcrized in the bin.

g. New items recommended for inclusion in the PEB may be
incorporated in to the FPEB authorization letter on a one time basgis
only. These new items s3hould be placed at the end of the letter under
the heading "NEW ITEMS". Initial projectiong for requigitioning
objechivez {(R0'2! will not sxcsed one unit of isgsgue {(U/I) for other
than each (EA) or pair (PR) or a quantity of 20 for U/I’2 of EA or PE.
The reorder point (ROP) will not exceed five. If the item failsz Lo
meet the PEB criteria within twelve months, the item will be deleted
from the authorization letter and any remaining guantiitiez will be
rolled back to supply.

h. FEB Computations:

(1) Prior tc the computation of the RO and ERDOP for new items, a
minimum of twelve months Ubage data (gquantity used, reguisitioning
delays, number of orders, etc.) must be collected for each item

etter. Once an item has estabvlizhed =

P‘-‘

included in the authorization
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usage patbtern, ftwelve monthg of usage data must be used to identify
gtockage levelg. Therefore, PEB quantities go through a maturation
cycle from initial projection to stockage basged on year’ data
The twelve monthsg us andard ig8 esgtablished to for
geagonal fluctuations e preferred method of mai

hist data i the usze of local automated £,
iog-books, or dropsh ction ¢f a suitable method iz leit Lo
the Commanders diszcor

From the recorded usage, data the average number of partis
month {(U) and average procurement lead time (T o
caloulated., The below equations apply:

{a) Usage (U) = sum of the parts applied during the
pericd of fime
number of months {(preferabiy 12)

o
)
=3
fa}
A
=
0
3
o}
o
ot

Lead Time (T} = zum of requizitioning
time delays
number of requi

iy

”

itiong

delays <an hrough the
= Regu:is defined
day the EER ed t

he maint dat
g Cz d %

-3
e

culd te rounded to the

0
j=a

=
menthly usage quantitbties
{intergsr}

he FEE formulasg are:

(a) ROF

I
—
+3
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to facilitate proper accounting. Prior to turn-in, parts will be
properly identified by National Stock Number. Repair parts will not be
stockpiled in maintenance sections. "Goody Boxes" will not be
condoned.

3. Maintenance by Cannibalization. Maintenance by cannibalization Iis
defined as the removal of a serviceable part of component from one item

of equipment for use 1In repairing another item of equipment. Selective
interchange is cannibalization.

a. Cannibalization of mission-essential equipment IS not
authorized.

b. Cannibalization for commercial-type items of station property
will not be employed except when, in the opinion of the commander, such
an item -is no longer usable in its present condition and could not be
economically repaired and used for the purpose for which originally
intended, nor could it be expected to realize a fair market value if
used For trade-in purposes,

4. ERO/2RD BINS

a. |If more than one repair part has been requisitioned for an item
of equipment and it IS impractical to install the partz individually as
they are received, an ERO/3ZE0 bin (alzo known as layette binz) will be
established either by the organization®s supply section or in the
maintenance shop.

b. The commander must specify procedures for the use and control
of ERQO/SRC bins and the responsibility for the maintenance and control
thereof. MInimum procedurez which must be established are az followz:

(1) Designate by billet who has responsibility for the layetee
bins.

(2) A copy of the EROSL be maintained with the parts that are
placed in the layette bins.

(3) All parts received by the maintenance shop will have the
associated requisition annotated with the julian date received and the
layette bins clerk®s initals.

(4) When all parts have been received, the maintenance
supervisor will be notified.

(5) When the technician picks up the repair parts, the
technician will affix and his/her Initials.

{6) Access to the area where parts are stored will be
controlled to eliminate the possibility of parts being used on
equipment other than for which they were ordered.

3-8
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(7) Each item must be tagged/marked with the applicable ERO/SERO
number .

(8) Each item on requisition must be validated biweekly.

3003. DIRECT EXCHANGE. Presently Marine Corps Ailr Station units do
not maintain any Maintenance Float/ORF items.

3004. NEW EQUIPMENT

1. Folicy for Using/Servicing Organizations

a. New items of equipment will be placed on administrative
deadline-and will not be put into service until all of the following
standards, as applicable, have been met by the using/servicing

organization.

(1) All authorized stock levels/allowances of peculiar support
items (repair parts, components, collateral equipment, kits, test
equipment, tools, and technical manuals) are on hand.

(2) Adequate stocks of common support items are on hand.

(3) Sufficient trained operators are on board.

{(4) Sufficient trained technicians/mechanics are available at
all repair echelons.

(3) Adequate fTunds have been requested in the appropriate
fiscal year budget.

b. Quality Deficiency Reports will be submitted, as applicable, in
accordance with MCO 4855.10.

2. Activation of New Equipment

a. Upon activation of new equipment, commanders will notify the
Station Maintenance Management Officer.

b. Ensure that supervisory personnel are familiar with the
contents of MCO 4400.32.

3005. MOUNT OUT. Marine Corps Air Station units do not maintain any
mount out stocks.

3-9
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3006. VALIDATION AND RECONCILIATION

1. Definitions

a. Validation. This is the process by which requirements are
confirmed. 1t involves confirmation of requirements which are still
needed, cancellations, receipts, scrounges, and current status. When
confirming needed requirements, the customer must ensure that they
still exist, have been made known, and are resident in the supply
#ytem.

b. Reconciliation. The process by which an organization ensures
that validated requirements are properly logged within the supply
system.

2. ERequirsmsnts. Validation and reconciliation must be conducted for
the sources of supply addressed in paragraph 3001.1 preceeding.
Accordingly, the following procsdurez are established;

a. Daily Validation. The shop/records clerk will accomplish
the following;

(1) Ensure that the EROSL, or the material record of the
SRO has been completed for all ERQ’'s/SRQ’'s opened the previous day
requiring parts.

(2) Ensure that all material received from the

organization’s supply section has been issued to a mechanic or stored
in an ERO/SRO bin.

b. Biweekly Validation. Once every two weeks, the

shop/maintenance officer/supervizor or NCOIC will accomplish the
following:

(1) Review the daily validation procedures to ensure that they
are being accomplished properly.

(2) Ensure that all ERQO’'g/3R0'z cite the actual condition and
that the status IS correctly reported.

(3) Inventory the contsntg nf all ERO bins by comparing the
appropriate EROSL, Shopping list, or SRO to the quantity on hand.
Annotate the EROEL, zheopping list, or 2RO with an asterisk where there
are changes, and report any requirements to the organization’s supply
section.

c. Biweekly Reconciliation between the Organization”s Shop
Maintenance and Shop Supply (Figure 3-2). Upon completion of the
biweekly validation, reconcile sach EROZL/zheopping listimaterial record
section of the SRO with the outstanding demand cards held by the
organization’s supply section.

3-10
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(1) Ildentify those parts no longer required and destroy the
demand card.

(2) ldentify those parts received but not shown as received
by the organization’s supply section, and destroy the demand card.

(3} ldentify those parts not received but shown as received,
and have the organization’s supply section obtain a demand card (if the
item 1s still vI13) from the Navsup Customer Service
manager .

d. Biweekly Reconciliation between the Organization’s Supply
Section and the Manager at Customer Service. Check the status for each
demand card and request the item manager to take action as follows:

(1) UNp A, B, and C requisitions for which the most recent
status received has been over 30 days need follow-up with the source of

supply.

(2) UND A requisitions for which the most recent status
received has been over 15 days need follow-up with the source of
supply.

(3) UND A and B requistions for which the most recent status
received has been over 30 days need follow-up with the source of

supply.

3007. TOOLS, SETS, CHESTS, AND KITS

1. General. Each tool set, chest, and kit within the organization
will be located, and responsibility for accounting and maintaining the
tool set, chest, or kit will be specified by billet in the
organization’s shop maintenance SOP.

2. Inventory

a. A complete inventory of all tool sets, chests, and kits will be
made using the appropriate SL-3, SL-3 extract, or U.S. Army supply
catalog for those items resident in the supply system.

b. For tool sets, chests, and kits procurred commercially, a local
stock list inventory will be prepared from the accompanying commercial
manual .

c. All common or special tool =etz, chests, or kits and the
required inventory intervals are as follows:

(1) Individual tools stored by the zsction tooclroom for
check-out to maintenance personnel will be inventoried monthly using a
locally prepared stock list.
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(2) Those securely stored by the section toolroom for uzs by an
individual/crew on an "as required” basis will be inventoried when
issued, upon return, and monthly.

(3) Those issued to individuals with locks and secured iIn a
storage area provided for the exclusive use of that individual will be
inventoried upon issue, quarterly, and upon turn-in.

{4) Those securely stored by the organization®s supply section
and not in use will be inventoried annually.

3. Control

a. The current edition of MCO P4790.2 provides an inventory
control record. This format will be used by Station units recording
monthly,-quarterly, and annual iInventories. When a set, chest, or kit
does not have an SL-3, organizational commanders will ensure locally
procured inventory forms in this format are used.

b. Tool sets, chests, or kits issued to individuals will be
secured when not in the custody of the individual. A duplicate key or
a copy of the lock"s combination should, when practical, be maintained
by the responsible officer.

c. Tool sets, chests, or kits held by an organization for issue to
individuals will be maintained In an area secured against pilferage.

d. Daily izZzus and receipts for tonl getz, cheztz, and kitz will
be recorded in a log book. Minimum entries to be recorded are as
follows: date, description, time out, check-out inventory completed,
time in, check-in inventory completed, and Zignaturs, The inventory
columns will be initialed by the individual checking out the tool
kit, set, or chest in or out, respectively.

e. The remarks section of the inventory form will be annotated
with document number for items which are missing or unserviceable.
Each organizational commander muzt ensure that each
missing/unserviceable component 1S placed on requisition and that the
gection Supply maintains current validation of these documents,

f. Tool kits, sets, and chests held in toolrooms from which tools
are issued temporarily to mechanics on a recurring basis will be
inventoried monthly by an individual, other than the toolroom
custodian, designated by the Responsible Officer.

g¢. Annual inventories of sets, chests, or kits not currently in
use will be conducted during the regular annual physical inventory of
property. The original of the inventory will be retained in the
organization®s files and a copy placed in the kit, set, or chest. The
kit, set, or chest will then be banded or locked to preclude
unauthorized use of the tools contained therein.

3-12
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h. Inventories will be maintained on hand for one year and contain
the date of the inventory, the signature of the individual conducting
the inventory and the individual supervising the inventory. Personnel
gupervizing the inventory will snzurs that during ths inventory the
tools are inspected for serviceability and safety hazards and that
required maintenance 1S conducted.

3008. FISCAL SUPPORT

1. General. Adequate fiscal support is vital to the maintenance
effort. Funds are required to purchase required parts, materials,
and/or services. Failure to allocate sufficient funds for maintenance
precludes the accomplishment of required preventive and corrective
maintenance services resulting in iIncreased deadline of equipment and,
ultimately, the inability of the activity to accomplish iIts assigned
mission.

%, Budgeting of Maintenance. Annually, Station organizations are
required to develop their budget estimates for their organization for
the current fiscal year, the coming budget year, and the budget year
plus one. Maintenance Managers will participate in the development of
the budget and ensure that the requirement for maintenance related
funds are included in the operating and maintenance budget estimate.
Data required to support the estimated maintenance expenditures can be
obtained by reviewing equipment records and supply records to determine
past expenditures for maintenance services and parts. A valid estimate
of the fundz required for maintenance can be obttainsd by proiscting
past expenditures for maintenance services and parts. A valid estimate
of the funds required for maintenance can be obtained by projecting
past axpsndituresz INto future operations and by taking into
consideration the unit mission and the equipment to be supported
(increased age of old equipment, the introduction of new equipment).

3. Utilization of Maintenance Funds. The expenditures of funds
allocated for equipment maintenance and maintenance management
personnel to ensure their effective utilization. This can be
accomplished by:

a. Providing continuing attention and emphasis to the
accomplishment of preventive maintenance to preclude the necessity for
more costly corrective maintenance.

b. Reviewing maintenance procedures to ensure economy of
operation.

Cc. Reviewing equipment records to detect repeated failures.
Repetitious failures may be indicative of improper or incomplete
maintenanczs. I|If the same problem recurs frequently and 1S corrected by
replacing the same part each time, the indication IS that maintenance
personnel are treating the =zyptom rather than finding the true
underlying cause of the fault.

3-13
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d. Ensuring compliance with the current edition of ABQ P7000.6
(SOP for Financial Management).

3-14
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UNIT
Marine Corps Air Station
Cherry Point, North Carolina 28533-5000

4790
ID
DATE

From: Commanding Officer/Dirsctorate
To: Commanding General, Marins Corps Alr Station, Cherry Point
(Attn: Director of Facilities, MMO)

subj: REQUEST FOR AUTHORIZATION FOR CANNIBALIZATION/ZELECTIVE
INTERCHANGE

Ref: (a) Airftad P4790.1

1. Per the reference, it IS requested that the cannibalization/
selective interchange indicated below be authorized.

UNIT EVAC OWNING DATE
ERO# Er0# NOMEN SERIAL # TAMCN 1D # UIC PRI RDD EVAC

Repair parts to be exchanged:

ITEM
DATE ITEM SERIAL
NOMEN NSN PRI DOC STATUS SERIAL FROM # T0

a. (Give an explanation of what repair parts are to be exchanged
between what specific equipment).

b. (Give the reason why the parts exchange is required indicating
that an operational commitment iIs imminent and that the required repair
parts will not be received prior to the ERDD).

2. The point of contact for this exchange is , at
extension .
r2/
{Commanding Officer, Directorate)
Figure 3-1 -- Sample Format of a Letter Requesting Authorization For

Cannibalization/Selective Interchange.
3-15
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MAINTENANCE SUPPLY WORKSHEET

SHOP _ o PREPARED BY _ __ DATE _ _
SUPPLY: RECEIVED BY ____________ DATE ________ WORKED BY ___ __ _____
RETURNED TQ MAINTENANCE BSHOP _ _ _ _ _ _ oo DATE ______ __ ____
ERO DOCUMENT NSN/PART ACTION REQUESTED ACTION TAKEN
NUMEER NUMBEER NUMBER QTY BY MAINTENANCE BY ZUFPLY

Figure 3-2 -- Format for Maintenance/Supply worksheet.

3-16
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CHAFTER 4

MAINTENANCE TRAINING

2000, GENERAL INFORMATION

i Maintenance/maintenance management training isg a command
spongibility and requires command intereat to develo workable
ralnlng progranm. Effective maintenance cannot b iizhed by

untrained personnel. Although the majority of mainte
receive formal school training and are asgigned an MOS
Claggification upon completion of the school, thizg does not, i
itgelf, make them insgtantly qualified as experts in their regpecti
fields. The instruction received provides *the bagiz for devel
qualified mechanics/technicians. Expertise is2 gained through
experience by application of the principleg lear e
gupervigion of more gqualified (experienced) mechanicg/technicians.
Tra

1
e personnel
b

2 aining provided

training. it iz no i

cperate the eguipment js) tors mus

maintenance regquirements and technigues, usge of technigues, use of

technical publications, and supply and maintenance procedures.

Zimilarly, mechanicsz/technicians must receive training on egquipment

operation 1 enance tenhn1quaﬂ, use manuals,
pply A r dursz, and the fu the

maintenanc pia*ned in Chap Supervigors

mugt recei .rine Corps supply and maintenance

system=z, how Lo obtain and usge supply and maintenance publicationsg,

and detailed inatruction on the maintenance related programs is

explained in Chapter & of this order.

3. The unit Training OIC in coordination with the MMO and commodity
managers is responsible for identifying training needs, establishing
training cbjectives, and developing the unit's
maintenance/maintenance management training program.

TRAINING REQUIREMENTS
1. MCC 1500.40 sets forth the policy, philosophy, and pricritiszs for
Military Occupational Specialty (M0OS), Mission Oriented Training
{MOT) , and Skill Progression Training (SPT). Accordingly, commanders
will ensure that required training is included in the unit’s annual

training plan and the minimum hours per quarter for each subject is
accomplished.

2. Commanders will be responsgsible pursuant to MCO 1500.40 the
geiection of topics, preparation of legson planz/iraining aids, and
the asegignment of instructorz for maintenance operator “raining. The
subjiects liszted herein are consgidered eszential to the organization’s
maintenance program. Included areas within each subject fhould be
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tailored to the traineesg; i1.e., operator, technician, direct
supervisgor, or gtaff superviso” The list is not to be considered
a1l inclusgive; additiconal subjects determined to Le necsgzgary by Lhs
ocrganizational commander shall be included in the organization’'s

training program. Figure 2-2 of the current edition of MCOC F4790.2
provides ftraining topics which may be used for the selection of
topias.

’O

a. Marine Corps Technical Publications. (i.e., technical
manuals, technical |nstruct|ons, modification Instructions, zupply
ingtructions sStock 1istse, etc.) Acquisition, maintenance, and use of
the publications should be stressed. The activity publications
control wWill be explained in detail.

b. Calibration Program. Purpose of calibration,
regpeongibilities, and documentation reguired by the activity
calibration control program.

«. Modification Program. Requirement and authority fFfor
modification of squipment and the modification control program.

d. Preventive Maintenance, Requirement, schedulin:
documentation, preventive maintenance indicators.

0,

mex 1—.3‘5,

e . Corrective Malntenance. Program egtablished within %he
organization for accomplishing required corrective maintenance,
evacuation procedures, etc.

f. Echelons of Maintenance. Responsibilities for each echelon.
Echelon authority by Table of Organization.

g£. Equipment Records. Operational and maintenance records.
REesponzibilities and procedures for completing forms.

h. Inspections. Use and types
i. afet ty. Operational and maintenance records.

ResponS|b|Ii ies and procedures for completing forms.

[0
Foh

j. Quality Deficiency Reports. Furpose, proper completion
forms, sgubmizsion of reports.

[
1]
(g
[
i
o]
(=

k. Report of Discrepancies in Support Fublicationsz.
NAVMO 10773
NAVMC 10772,

1. Shop organization and manadgement.
m. Control of tools, =support, and test equipment.

n. Equipment preservation procedures.
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o. Supply Support. Use of forms, priority designators, urgency
of need designators, control of repair parts, and pre-expended bins.
Validation requirements and procedures.

P Maintenance Related Programs. Purpose, use, and procedures
of those maintenance related programs set forth in chapter 8 of this
order.

q. Financial Management. Budget process and resgponsibilitieg
within the activity.

r. Secondary Repairable Program. Purpose and procedures for
use.

3. Maintenance SOP"s and Dezsk Top Procedures. Purpose,

requirements, preparation, and use.

t. Marine Corps Integrated Maintenance Management System's
Automated Information System (MIMMS-AIS). FMF versus post and
station application.

7. Formal Schools

a. Formal =c
by the Marine r
civilian instit
on a particula
an occupation

natruction extablish
s tment of Defense, or
g provided may be =2pecializsd, 1.e

or it may cover all facet

b. Commodity managers and maintenance managers shall continually
review avaiiable courses of instruction and request quotas as needed
to ensure assigned personnel receive the benefits which can be gained
by this type of instruction. Requests Ffor quotas should be based on
the current and planned needs of the organization and preparation of
individuals to fill positions of higher grade an3 increased

regpnongibility
< Nominationsg to formal gchools will be basged on an
individual's gqualificaticons

d. Organizational commanders and the Station Maintenance
Management OFFicer will coordinate With the Director of Training and

Education In requesting gquotag.

nce courses, avaliable from
irces, can be used %o
inghtruction They zhould not
methods of 4raining
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(@]
[ ]

economic 2nande = 2 malncenandcs
management training must be pru ided in deta ational and
maintenance supervisors, the fundamentals of ce must be
digseminated to all personnel.

b. The Marine Corps has established a Maintenance Management
Of ficera/Staff Noncommissioned Officers School at Landing Farca
Training Command, Little Creek, Virginia. This courze 1S available
to all ground officers (WO to LtCol) and SNCO'=s. Requests for quotas
to thig course will be coordinated with Station MMO.

c¢. The Station Maintenance Management Officer will hold periodic

seminars, with all unit MMO’s, MMC's, commodity managers attending to
to diszcugs mutual problem areas and new programs being adopted.

4002, FIELD TRAINING. Currently, opportunitez TOr Maintenance
Training in the field IS not available as Air Station units are
normally associated with a Non-Tactical environment

4003, INITIAL SKILL TRAINING (I&T) AND SKILL PROGRESSION TRAINING
{(SPT)

1. IST and SFT are probably the esasiest and least expensive ways of
improving the gqualification of maintenance personnel. I8T iz that
training undertaken by each Marine subseguent to recruiit/off
acquigition training to initially qualify for a hasgio Milita
Jcocupational Specialit (MOZ) . Thisg ftraining may be conduct
inatitutions ag formal schools or 1n units asz on the iob tra

(OJT), managed on the job training (MOJT), fields =2kills training
(FET) for enlisted Marines. SPT ig that training received subssguent
to initial skill qualification training, which provides a Marine with
additional skills and knowledge in hiz/her MOE to perform at a more
zkillaed level or in Supservigory pozition 23T i3 probably ithe
eaziezt and probably ithe mozt abused methed of training

7. The Marine Corps Institute (MCI), the Department of the Army, as
well ag other gervices, offer a wide range of maintenance related

correzspondence courses. Commodity managers are strongly encouraged
to coordinate with the MMO and Training 0OIC to determine the content
and availability of such courses for unit maintenance personnel.

3 Maintenance training iz available from the Intermediate
Maintenance Activity (IMA}, 2d Maintenance Battalion, 2d Force
cervice Supporit Group. Reguests for maintenance itraining will be
submitted to thig headgquartera (Director of Faciiities, MMO T,

1 i
Requests will gstate dates, time, type of training, and number of
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personnel required. Training support from the IMA will be dependent
on commitments and availability of 24 Force Zervice Support Group
perdonnel

4004. TECHNICAL TRAINING

Technical training (s8kill progressgion MOS training) is Pequired

|

for all technicians and maintenance gupervigors and will provide the
level and degree of inzstrucition necessgsary to perform maintenance
duties commensgurate with rank and MOS. All asgigned personnel ghall
be afforded the opportunity te participate in all types of training
avalla:1p to enhance their proficiency. Quotas for formal schools
will be requested and, if made available, filled with gualified
personnel. Commanders will include technical training on the unit

raining schedule, provide necesgssgary on-the-job training, and
encourage enrollment in available correspondence courses.

2. The following minimum requirements in the area of technical
training are required to be accomplished.

a. chnical training will be conducted whenever new equipment
is introdwued or new maintenance personnel are introducsed to fhe
unit’s egquipment.

b. Technical training will be conducted in the use and care of
various toclg, test, measuring, and diagnostic eguipment.

¢. The adequacy of unit, training shall be determined by the
administration of skill tests upon completion of the training.

d. Refresher training will be conducted as determined by the

condition of equipment and/or the results of inspections.

40058 . CROSE TRAINING
1 Crozg training isg used to familiarize an individual ith aspects
o an MCGE or occcupational field other than normally performed. It iz

£

4

of particular benefit to individuals whoze asszigned MOS/Job
Jegcription merges with other MOS/Job Descriptions at a higher gr
cquainting them with the fundamental requiremeniz of iLthe combine

S

in a 4
MOS/Jcb Dezcriptiocon. Cross training of mechanics and technicians
inoreasges our maint@n— ce Ekills bags and providesz flexibility in
meeting maintenance regquirements
2 Cross training will be conducted as follows

a Commedity managers will cross train selected personnel within
their shops=.

. Cross training will be confined to perszonnel within the same

o
0}

cupational field.
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c. Cross training of personne
il

from different occupational
fields will be accomplished to f S

|
I skill shortages only.

d. Crosg trained personnel must be effectively used within the
commodity.

!;L)
fomet

iby manag rg will ensure that recerdsz arese maintained on

4006, CIVILIAN EMPLOYEE TEAINING AND DEVELOPMENT

Training Policy. The Civilian Personnel “epartmen* is
spongible, in conjunction with appropriate ]
d, for the training of civil szervice émplcyees aboard ?t
iz respongibility includes the training required to intro:
intenance persgonnel of all Station organizationsz to new eguipment
and procedures.

wm
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rogram. The Civilian Perszonnel De
in itz annual training preogram that training nec
civiiian employees are prepared to dischargse thei
regponzibilities.

z. TRequests for Training. Requests for formal training will be

submitted per the current edition of ASC P12410.16 (Civilian Employee
Development and Training Program)
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CHAFTER B
INSPECTIONS/VISITS AND QUALITY CONTROL

53000. GENERAL

1. To suppiement information received on equipment status, commanders
at all levelz musgst ensure that proper operating and malntendnne
procedures are being utilized in their organizationz. Thisz ig
by inspecticonsg and vigite conducted by the commander or member
staff Ingpections e one of the principle means available to a
e

. ar

ommander, by which th commander can ascertain whether the planning
ani organization are sound, the staff iz functioning effectively, and
if the directives are clear, understood, and being effected by
s#ubordinates. Inspections promote efficiency and econcmy of operati
by ident 1fying procedural deficiencies, equipment defects and improper
utilization of maintenance regources.

2. Of equal importance to the information gathering aspect of
inspections and vigits is the impact of operations of the visibls
display of command interest demonstrated by frequent visits to the

maintenance area by the commander and the staff. Not, only will the
commander be better informed but the recognition afforded the
maintenance effort will emphasize the importance placed on maintenance
by the commander. Such recognition will provide the impetus for a more

effective and responsive maintenance program.

N Maintenance inspections are conducted by the unit commander cr hisz
gtaff ag well asg higher headgquarters in the form of staff visgita,
technical inspections, or command 1n5p ctions. Such insgpections may be
conducted in different ways and for a riety of reasons. The type of
inspection usged should be determined by the command based on the
ingpection objective desgsired. Maintenance inspection regquirements are
found in the current edition of MCO FP4780.2.

4. There are two basic types of inspections; formal and informal. The

names are descriptive of the atmosphere in which the inspections are
conducted and rnot necessarily of the content of the inspection itself.

5001, FORMAL INSPECTIONS

1. Formal inspections are normally announced in advance and conducted
in accordance with an esgstablished schedule or procedure. Checklists
will be used by the inspectors and may be uzsed by the unit to ;Pepaxe
for the inspection. During the period allocated, the formal inspecti

in t
is the primary activity of the ingpected unit and personnel and
ble

equipment are made available to the maximum extent possible. Formal
command inspectionz will be conducted annually.

2 Marine Corps Order P47902.72 provides a sample checklist that may be
used as & guide by all units in the develocpment of checkli=zts suitable
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to their Own inspectionszs. All aspects of the unit are subject to
ingspection during the inspection period.

3. REegardlesz of what ig %o be inspected, or the type of inspection to
be conducted, inspections must be limited to pinpointing def;u iencies.
On finding a deficiency, inspectors will explain to the individual
conzerned, and identify appropriate reference material. Gut=ztanding
areas and procedures will be scrutinized closgely to determine if
procedures utilized may be used elgewhere and to afford degserved
recognition %Yo the personnel involved.

4, Inspections must be objective and tazed on realistic and measurable

standards. Judgements muzt be devoid of emotion and not based or the
personalities of personnel encountered.

5. Formal inspections of maintenance commodities areas wiii te
conducted to

a. Dizcover failure or the indication of failure of parts and
assemblies.

b. Ensure maintenance records are being maintained properly.
c. Engure maintenance iz being properly performed
d. Evaluate szhop procedureg.

e. Determine 1f the commodity complies with the directives of
higher headquarters.

f. Evaluate proficiency of maintenance personnel.
h. 1Inspect maintenance management and MIMMS procedures

6. Maintenance Management Inspection (MMI)

a. The MMI program will be established and conducted by the
Station MMQ. The ingpection will encompass all areas of maintenance
and maintenance management urder the cognizance >f the MMO.

b. Organ izational commanders who have equipment assigned to the
Station will eztablish iInspection =zchedulez to evaluate maintenance
management as it e5¥a| s to uzer maintenance {@. rdnance, Moto
Frangport, etac.) . the organization does not own' the equipnient but

tagzked WIth zupporting maintenance, an inspection WIll be zcheduled
evaluate lzt echelon maintenance of those units which It gupports
g., commercial type communications-electronics eguipment) .

—~ kb
[S 1))

]

c. Reports of the inspection will be distributed to the commander
=3

of the organziation Inspected, the Station Inspector and, Station MMO.
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5002. INFORMAL INSPECTIONS
formal inspections normally encempass all areas of a unit's
informal inspections may examine only a gpecific area of
Checklists may or may not be used. The gimpleszit form of an
ig the observation of a 2pecific funcition during a routine
Informal inspectiong are normally conducted while a unit
normal operations
2 informal inszpections are encouraged at all levels of command. This
tool can provide the commander with an appreciation for the strengthsz

and weakne
and personnel.

of the
It
the uni

ol
Ises

:

interesgt in t’
Informal

MMG .

1. Introduction.
obtain first, hand
which casze they take

also
3

Visits are used
information.

maintenance and maintenance management procedures
provides a visgsable expreszssion of hisz
maintenance management programn.

command

]
[»]
3
n
T
e

the Marine
ting to

¥
¥

may be reguested from
gsubmitted in wpri

lities=s, MMO) .
will
outlined

QIC/Commodity Manager
Procedures will

be

IN the same mManner as inspections
Visits may be conducted Fformally, in
on the aspects of a formal inspection or they may

to

be conducted in a very informal manner s2tresszing sxcha nge of
information and ideas. Visits fall essentially into “hree categories:
command visits, gtaff visits, and liaison vigits

2. Command Vigits.

maintenance areas by

The importanc

vigits
commanders

e of
crganizational

to the operation/
cannot be

over emphazized. Periodic, unscheduled vigits by the commander will
provide information on working conditionz, conditions of eguipment, and
procedures actually utilized that may not be available from any other
Fource. Additionally, visiiz by the commander are visible indications
of the interest the commander has in maintenance and the emphasis the
commander places on it. The information obtained by the commander ig
not the only benefit of command vigits. The impact on morale and the
recognition afforded maintenance personnel will result in an incrsase

in the efficiency of

3. Liaison Visits
familiarization, and
beneficial between or
sxigts=

the unit maintenance program.

Visits for the exchange of information,
coordination are frequently necessary, and always
ganizations where no Junior-senior relationzhip
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5004. FSMAO ANALYSIS VISITS

1 Field Supply and Maintenance Analysgig Q0ffices
provide the Commandant of the Marine Corps with d
representation by analyzing the effectivenesg of
management procedures. The obiective of FSMAO an
efficiency in gupply and maintenance management o

a. Providing clarification of Marine Corps S
Directives and Fublications

b. Izolating problems related to supply and
procedures, providing instructions in proper proc
and appropriate

< Appriging commanders in the
discrepancies and problem trends.

d maintenance
to promote
s by:

upply and Maintenance

maintenance
edureg asg necegsgary

chain of command of significant

d. Froviding the Commandant of the Marine Corps (LFP-

infcrmation on the effectiveness of Marine Corps
directives and procedures to include recommendati
appropriate.

e. Analy=isg visits are announced approximate
by letter from FSEMAO to unit being analyzed.
tivesg are authorized to analy
and records of 2upply and mail
horized to require physical i
aintenance and disposition of
y records deemed neceszary.
mmanders and their respective
to provide requested records
nel When required, clerical
being analyzed
4, Upon the conclusion of h@ anaiysiz and prior

the Commander, the analyszisg team will normally cr

Supply and Maintenance
ons for changes, when

ly 30 day=z in advance

corregpondence,
e activitiesz.

and to

0}
2
ot
O

and to ma 1
assigtance will b

g

to the out-brief with
itigque the working

level firast where knowledge and experience have their greatest effects.
The critique will cover all digcrepanciez noted, to include those
corrected during the analysis and thoze regquiring further action The
analysis team will critigue the Commander on areag conzZidered to be
most gignificant and reguiring command attention During this
critigue, the Commander will have the spportunity to vaguss:
clarification of any findings ¢r recommendations

5. FSMAO prepares two reports, the checklist (inf
{(formal) report,.
noted during the analysis and i=

20 days after the analysis,

retained by the

formal) and the final

The checklist provides comments or: all discrepancies

unit. Approximately

FSMAO submits a formal written report

containing zidénificant findings and recommendations %e¢ +the Commanding



MAINTENANCE MANAGEMENT SOP 3007

General via the Commander of the unit analyzed. Reports which contain
gignificant FiIndings and reports containing repeat findings are =zent tO
the Commandant, of the Marine Corps.

[}

INSFECTION REFOEKRTS

[
[
(&

N

1. Immediately following an iInspection, a critique, covering all item
noted during the inspection, will be given to the unit. commander and
personnel inspeacted by the inspecting party. This critigque iz not the
same as a formal report in that =zome discrepancies may not appear :n
the formal report. The critique will cover a?l areas inspected,
highlighting both the positive and negative aspects wiih a goal of
improving or helping the unit"s maintenance management program.

i

2. An inspection report, wiil be prepared DY all maintenance or
maintenance management inspectors for all formal inspections conducted
by thig Command.

PO
3.

h
o
(R IR

All insgpection/analysis reports will be thoroughly reviewed and

vzed by unit maintenance perszsonnel to determine trends within the
Analy=ziz should not be confined to reports on individual

ons or to reports from particular inspections. Analysieg should

iude a review of all previous inspection reports and an evaluation

the units internal ftraining and inspection program.

ot b
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4. Inspection reportz will be maintained on file by inspected units
for a period. of two years.

5006. CORRECTION OF DISCREPANCIES

1. All discrepancies noted during the inspection will be corrected in
an expeditious manner. Preparation for future inspections will include
special emphasis on previously ncoted discrepancies to insure they do

noT recur .

2. EReportz of action taken to correct discrepancies not in formal
inspections will bLe submitted to this Headquarters (Director of
Facilitieg) within 30 days of receipt unie=z=z otherwise directed in the
report.

5007. QUALITY ASSTJRANCE (QA)

1. The objective of quality control is to maximize equipment
readiness, efficiency, and reliability by ensuring that proper and
efficient maintenance and procedures are performed during the
maintenance process. Each organizational commander tasked with
performing equipment maintenance will establish quality assurance
procedures INn the shop maintenance SOP.
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2. QA is one of the key cbjectives of maintenance operations. The
quality assurance system is comprised of:

a. A strong iInternal review program.

b. Quality Control (QC) plans which include all activities
(training, reviewing applicable technical publications (TM's, ALO’=,
scheduling, etc.) that occur prior to maintenance being performed and
are aimed at the prevention of defects.

c. Inspections that are primarily aimed at eliminating inferior
workmanship and equipment failure after it occurs, but before the
equipment reaches the user.

3. "Quality” ig generally defined as "fitness for uze'. Availability,
maintainability, and reliability are the attributes of a sound quality
aszurance program. Availability defines the continuity of service
provided by the equipment. Reliability refers to the length of time
the equipment can be used before it fails (Mean Time Between Failure
(MTBF)) . Maintainability refers to the restoration of the equipment to
full service after a Ffailure (Mean Time to Repalr {(MTTR;). he
relationzhip between the three terms can be expressed as:

Availability = MTBF
MTRF + MTTR

Through the use of higtorical records maintained within the commodity
2hop, equipment availability can be easily calculated. If the
equipment availability percentage for particular types of equipment
drop below 80%, causeg need to be identified for immediate corrvecition
and long term supervigion. Adverse maintenance trends can be directly
linked to a lack of =gound cquality assurance procedures.

4. To implement planning and control of quality throughout the
maintenance cycle requires the following sSequence of steps:

a. ldentify the conformance standards in the applicable technical
manuals (i.e. define the fitness FOr use attributes).

b Eztablisgh an insgpection program for maintenance and aszzdociated
paperwerk procedures
=. Find and correct causes of poor guality (non-conformance)

through proper supervision, training, and planning (QC) .

d. Notify appropriate headquarters, maintenance management
personnel, and supporting maintenance facilities of design flaws
through the uze of Quality Deficiency Report’'s (QDR'z) (SF 768).

e. Sustain the commitment of Commanders, cognizant maintenance
perzonnel , and operators to maintain equipment in a fully Ffunctional
and safe state (quality awareness).

1
t
0
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be inspect

g sghould 1 ,

f training P 4 .

Lol The <cbie e i

re uger protection and misgzion attainment. Towzard

upsrvisgors =l b nly th 2 and
Fechnic ; = ing problems which prevent them from performing
their tazks right the firgt time Hapid response to the individual
identifying the problem ig necessgary to maintain interesgi, involvement,
and credibility In the defect cause removal phase of the QA progran
€. Quality assurance works directly with the commodity's PM and CM
Trograms in three main areasz:

a Acceptance of equipment will establiszh all known dicrepancies
prior bto "the performance of maintenance. This ensuresg that all parte
required will be ordered at cne time. Faulty LTI’s lead to exceszive
maintenance cycle time and degraded readiness.

b Supervisory checks of repairs in progress examine actions
performed by cperators and technicians. On-the-z2pot correction should
be uzed when less than satizfactory performance is noted.

[=IN Final inspectioc
directives Thiz will

. Each commodity will appoint at least one QA inspector. The QA
ingpectOr will be =zchesl trained mechanics/technicians, and will be the
only personnel authorized to inspect, accept, and approve work. It

cannot be over emphasized that the QA inspector demonstrate sound
judgement, maturity, superior. technical ability, and forceful
leadership. Lack of the above traits invariably leads to inferior
dervice and sometimes tragic results.

8 otal quality concept requires that the quality assurance

p ive significant command attention and proper =ztaff

f i The keys to success are the commander communicating

hi ar g ity asgssurance goalg, and a strong inbternal revisw progran
established by 0IC’s and cnmmodity gupervisors to ensure that commodity
areas are conducting the appropriate 1n pections and gquality control
planning The coatz of a lack of quality are injured gervicemembers
and/or degraded mission capabilities.

5008, MAINTENANCE MANAGEMENT ASSISTANCE TEAM

1. The Maintenance Management Assistance Team (MMAT) 1S established
for the sole purpose of assisting Station organizations in
establishing, implementing, and maintaining their maintenance managment
program and are used as the inspecting agent of the Commanding General
for Maintenance Management .

]
f
[EW]
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2. The MMAT will be tasked organized for each commitment. It wiil
consist of the Station MMO, Station Maintenance Management Chief, and
commod ity specialist from other organizations as reguired.

3 The MMAT will respond to requests from commanders/officers in
charge to evaluate and/or asszist their maintenance managemsnt program
Fequests may be submitted to the Commanding General (Director of
Facilities (MMQ)1) .

R
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CHAFTER &

FACILITIES

6000. GENERAL. Efficient equipment maintenance can be achieved only
when the activity has the maintenance facilities necessary to perform
the authorized echelon of maintenance on the equipment supported and
when the facilities are properlyY utilized. Maintenance facilities
consist of buildings, land, shelters, and all permanent, improvements
that are uszed fTor maintenance purposes. Thus, not only must a building
be provided, it. must, also include the necessary utilities, ¢.¢.,
lighting, plumbing, ventilation, etc..

6001. RESPONSIBILITY

-

1. Facility Assignments. The Director of Facilities iS re=zponzib

for the assignment, including maintenance and storage facilities. AII
requests for assignment, additions, or improvements of facilities are
required to be submitted In writing to the Commanding General (Director
of Facilities). Any proposals for acquisition, expansion, or
modification OF Facilities should be c¢learly stated and amplified by
sketches or outlines, as appropriate, at the time of submission.

=. Fommanders are responsible for the proper utilization s¢ assigned
facilities. Inherent iIn this responsibility is the requirement to

ensure that the facilities are properly maintained and policed.
3. Maintenance managers are responsible to the commander fo» the

day-to-day utilization of maintenance facilities and for the internal
organization of facilities asszigned.

86002, MAINTENAMCE AREAS

1. Location. Maintenance areas should be located as close as posgzible
to billeting, messing, and operating areas to reduce travel time of
personnel and the need to transport equipment.

2. Reguirements. To satisfy the requirements of maintenance, the
facility provided must do more than merely provide shelter from the
elements. It must contain, among other things, adequate heating,
lighting, plumbing, selecirical power, and ventilation of facilities

a. Heating. The capability must exist to provide sufficient heat
to allow assigned personnel to accomplish required maintenance.
Extreme cocld limite the capabilities of maintenance persgonnel to
accomplish required tasks. If{ a central heating unit dossg not exizt,
organizational commanders should arrange for the insztallation of space
heaters for use
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F4

b. Lighting. Adequate lighting must be provided to accomplish
assigned tasks and without constituting a health hazard to personnel
Lighting requirements have been established by the Occupational Safety

and Health Administration FToOr various occupations. Commanders zhculd
determine adequacy of existing lighting by requesting a lighting survey
be conducted. Regquestz should be submitted to the Director of

Facilities.

al Plumbing. Water must be provided in gsufficient guality and at
the desired location required to accomplish the maintenance tasks and
to provide necessary drinking water and toilet facilities. Additional
facilities are required in battery charging areas.

d. Electrical FPower. Electrical power required for the cperation
of tools, test equlpment, and Shop equipment must be available in +the
proper phase, frequency, and voltage required.

2. Ventilation, Proper ventilation ig a neacessiity for the =zafehy
of personnel. This is a prime requisite in areas where vehicular
equipment IS maintained, where equipment is cleaned by using chemicals,

and in battery charging areas.

f Additiocnal requirements may exist which are peculiar to the
type of equipment being maintained. An example of thisg is the
provigion of an adeguate grounding system where slectrical orp
ElﬁCtPUMlL equlgment iz being repaired. Commanders and

enments

commodity/maintenance managers should determine gpecific requ
b rt and

and engure they are provided to facilitate the maintenance eff
enhance perszonnal and squipment zafety.

[
O"'

3. Organization The maintenance shop should be organized to provide
for efficient workf low, personnel safety, and the economic use of
fuppori and ftest pqu1pm~nt. Although the differences required by each
tznmJALJy area preclude a standarized shop arrangementi, there are
ertain characteris flhs which are common to all @hops. Theze include
maintenance area, shop off 5l rocom 2upply, publications
ary, and the shipping/receiving (c in/check- out) areas.
ndix Z of MCC P4790.2 pr ov1des additional information r

10p organization.
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a. Maintenance Area. The ma
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nance area 12 the focal point
around Wllph all other =zhop o ces
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arranged. Supporting
to malntpnance per onnel in
el eX: cOm

gsectiona/cffices must be i
order tn expedite the main g

the iob. The maintenance area must be larsg enough to sustain the
maintenance requirements of the shop. Access to the maintenance
should be limited to shop personnel and those visitors cleared
the zhop office. The work areas should be divided into Eroupii
like maintenance areasg which have common power, lighting, ventila
and test eguipment requirements. Common use test and support =qui
(equipment which is used in more than one operation or on various
of equipment) should be so located that it is readily accessible te
who reguire itg usa.
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b chop Office. The shop office ghould be located adjacent to

ghipping/receiving to facilitate proceszing paperwork and contact with
cusgtomers A1l perzonnel desziring to =snter the shop, other than

= agzigned, =2hould be reqguirsed to check in and out at the =hop

ce not only for conitrol but to preclude interference in the
maintenance procezs Ideally, all ghop functiong should bs visable
from the zhop office

c. Toolroom, Supply, and Publication Library. These arsaz zhould
be located adjacent to the maintenance area. The accessibility of
these areas to maintenance personnel will encourage their use and

preclude prolonged absences from the job underway, thus expediting the
maintenance process.

6C03. STCRAGE AND CONTROL

lities is o

ci f
by the unit t
-

a
A
ol (5

gquipment in ea:

2. Particular attention must be given to equipment stored in
maintenance facilities which are geldom used. Consideration ghould be
given to boxing and banding this equipment to prevent loss and
pilferage.
3. Equipment will not be gtored in vioclation o¢f current fire
regulations.

.
4. The procedures for collection, storage, and turn-in of hazardous

wagte will be followed as directed by current regulationsz.
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CHAFTEE 7

PUBL ICATIONS AND DIRECTIVES

7000. GENERAL

1. It 1is essential that the necessary publications and directiveg be
available and that their use be understood by all personnel who need
the inforriiation they contain. Mozt operators and maintenance perzonnsl
receive familiarization training on publications and directiveg while
undergoing training for their MOS. They dOo not, however, receive any
in-depth training on how to determine publications requirements or on
how to obtain and maintain publications and directives; nor 1is this
information provided in higher level schools. This training must,
therefore, be provided by the activity head.

2. Technical publications associated with Marine Corps equipment may
publighed by CMC, other chiefs, Or commercial vendors. The current,
ition of MCO FP8215.17 provides information on the Marine Corps

chrnical Publication SyStem.

1. Activity Heads. Activity heads shall ensure that required
publications and directives are available zand that perzonnel are

trained in thelr use, acguisgition, maintenance, and dissogition.

2. Adjutant. The Adjutant exercises primary staff cognizance over the
activity"s publications control and distribution system. 1In
conjunction with the MMO, commodity managsrsg, and maintenance

managers, the Adjutant will establish the activit®# 'z publication
requirements and internal disgtribution.

3. MMO. The MMG exercises staff cognizance over the acquisition,
maintenance, and usze of technical publications and ensures that the
activity training program includes required training on publications.
The MMO providez technical assistance to the Adjutant in determining
the publications reguired, their guantities, and their internal

distr ibution.

4. Commodity/Maintenance Managers. Commodity/maintenance managers
establish required technical libraries within their areas of
rezponsibility and provide required training on the acquisition, use,
and maintenance of publications. Commodity/maintenance managers will
establish a publications inventory and control system and provide inpu%
to the Adjutant and MMO on publications required from automatic
distribution.
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7002. PUBLICATIONS IN sUrPPORT OF LIBRARIES

1. Checkiists. A checklist, of effective directives, MCBul 5215, 1S
publi shed quarterly by CMC and all other echelons of command who issue
directives. These checklists must be used to ensure that the current

edition of all required directives are on hand.

SL 1-2, Index of Authorized Publications Ffor Equipment Support. SL
1-2, published quarterly by CMC, provides a listing of all publications
authorized to be used in operating and maintaining Marine Corps
Equipment,. The index, arranged in equipment indentification number
gseguence, ligts all publications authorized arid required for the
operation and maintenance for each type of equipment, under +the
equipment’'s ID number. However, since some end items contain
components which have publications oFf thelr cwn, the components may
also have to be referenced to obtain a complete listing of publications
required for such end items. For GME, which are not listed, commercial
manuals apply.

e D

2. SL 1-3, Index of Publicationg Authorized and Stocked by the Marine

Corps. SL 1-3 publighed by CMC provides listings by prefix control
number (PCN) and short title of ail publications stocked at MCLB,
Albany. Included in each listing iz the distribution code under which

b

the publication iz automatically disgtributed.

4. Upon receipt of the SL 1-2/1-3 quarterly, a review of technical
public i 11 be conducted and all required changes appropriately
T 4
(9

5. NAVMC 2761, Publications Stocked by the Marine Corps {(Indexed by
Digtribution). Thig publication ig indexed by the Marine Corps
digtribution codes/lists that are shown in the current edition of MCO
5600.45%, and algo includes publicationg distributed to

gpecial distributions.

7003. PUBLICATIONS CONTROL SYSTEM

1. General. The establishment of a publications control zyszstem is
accomplished by determining requirements, establishing internal
distribution, and establishing an inventory control and requisitioning
process.

Zz. Determining Requirements. To determine an activity’ s requirements
for publications it is necessary to ascertain the types of equipment. to
be supported, the echelon of zupport provided, the guantity of
publicationz required, and in what .ccations. This is accomplished by
uging the T/E or activitv allowance lisgt, the T/0 cover page, the 5L
1-2, and the SL 1-3. Heads of subordinate elements in an activity
receiving publications through the activity’s internal distribution
fhould accomplish the following:

7-11
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a. Using the T/E (or allowance list), prepare an inventory for
each type of equipment rated/supported. At this time, only equipment,
nomenclature, ID number, TAM number, and guantity rated/supported need
to be completed.

{1} Bupport maintenance activities require publicationg for the
egquipment of all activities supported.
(2} ID and TAM numbers can be found in %he NAVMC 1017.
b. Refer to SL 1-2 to determine the publications required for each
type of tactical equipment,. Only those publications required for %he
echelon of maintenance authorized in the "logistics capabilities"

paragraph of the T/0 cover page should be listed on the card, except.
that, all medification instructions and technical instructions sheuld be
listed and held regardless of the echelon of maintenance authorized.

e PCN, found in the SL 1-3 on the inventory for each

ed
d The number of copies of each publication required ig dependent
on the number of technical librariez to bhe egtablisghed, the number of
‘opies in sach library, the gquantity of egquipment to be supported and
the method of employmert 0f the eguipment. It iz not considered
practical in all cases to have a sget of publications pertaining hto an
item of equipment for each item possessed. The following may be used
ag guide in determiningthe requirements for operational (lst and 24
H : ¥ ] DRE
If the number of items Activity should have:
on hand 1S:
1 %o 10 One publication each
11 to 20 One publication for every
TWO equipments
21 to 30 One publication for every

three equipments.

The above is merely a guide; the actual determination Of requirements
will be made by the activity head.

e. Technical publications of a general nature (e.g., TM 4700-15/1,
Equipment EKecord Procedures) and those technical manuals and technical
ingtructions which provide general information concerning a commodity
area, maintenance or maintenance mauagemehu, may noit be listed under
the equipment to which they apply. To identify this itype of
publication, 1t is8 necesgsary to review that part of the ZL 1-3
which lisgts the publications by shorit title; or determine their
exigtence Lhrough the publication being referenced in cther
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s or checklistse. The determination of

ives,
ompliished in the same manner 32 %the eguipment
=3
Pl

3. Internal Distribution. Directives received as a result of
requisitions submitted will normal ly be recaived through the mail.
These publications can be identified by the copy of the requisition
document in the package of publications. Publications received by
requisitioning should be forwarded to the activity®s supply shop where
the requisitioning should be forwarded to the activity® s supply shop
where the requiszition can be recorded as having illead ha
publications delivered to the szection(g) that ori

.
v}

oo

9
s

4. Inventory Control. Inventory control is the means usge
that the pubklications received are properly maintained.
the activity’'s directive on publications zhould be ths moazt d
gince the instiructicns provided will be used daily by the pub
librarians in the gubordinate elements of the activity.
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a. Publications Libraries. The locations (by shop/section) of all
libraries within the activity must be identified. Although the
arrangement of directives iz specified in the current =sdition of MCO
F5215.1, the arrangement of technical publications i1s left to the
discretion of the activity head and, in moszt cases, to the =zhop
officer. Publications may be arranged in numerical order by
publization number or grouped by equipment type.

b. Requisitioning lInstructions. The procedures to be used within
the activity for requisitioning publications must be explained in
detail. Instructions should Include any mandatory review procedures
established for control purposes.

c. The establishment of an inventory control system for each
library established is mandatory. File copies of requisitions
submitted for publications should be maintained by the librarian.

d. Libraries will be physically inventoried upon receipt of new
checklists and an updated <1 1-1. Superseded and cancelled
publications and directives will be disposed of iIn accordance with
current directives. Requisitions will be submitted for thoze
publications/directives authorized and required but not on hand.

7004. RECOMMENDED CHANGES TO FUBLICATIONS

1. FPublicationz Tor commercial type equipment, including garrison
mobile equipment, are normally procured and diztributed with the end
items. Very few OF these publications are available through the Marine
Corps Publications System and, as a result, are not listed in the SL
1-2 and SL 1-2. Operation and maintenance publications for commercial
type equipment must be procured locally through the equipment
distribution or from the egquipment manufacturer by the activity
requiring the publication.

~J
!
o)
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2. Publications for commercial equipment will be managed and
controlled in accordance with the provisions of this section.

3. Marine Corps Orders in support of Garrison
crdered through the Director of Facilities.

at the Facilities Directorate will verify the requirement and =zubmit

Mobile Equipment will

all regquests to the Station Adjutant. The Station Adjutant upon
receipt of a request will order the reguired publications.

The Management Agsistant

be

7605. FUELICATIONS REQUEST. AIll requests for publications will go via
the Station Adjutant. The MMO will screen all technical manual
requests. XHequestz will be submitted on an 80 card column worksheet,.
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d. Ensure the following procedures are accomplished during
submission:

(1) For a Category | ODR. Suspend the use of such material and
notify the Commanding General (Code 808-1), Marine Corps Logistics Base
(MCLB) , Albany, Georgia, directly by message. The Commandant of the
Marine Corps (Code LMA-21, major Marine Corps commands, the supported
and supporting units will receive information copies. The message will
be prepared for release by the Director of Facilities. The message
2hall be completed iIn accordance with Moo 4855, 10, The notification
shall include the reasons for the suspension of use and other pertinent
details. This action shall be followed with the Submission of a &F 753
(@DR) within 48 hours of the message transmittal. The =F 388 shall be
prepared in accordance with MCO 4855.10 and shall contain the message
date tims group (DTG}, the same rapert control number as uszsd on the
message ,- a complete explanation of the circumstances that necessitated
the suspension, a request for disposition instructions, and a statement
of location of the exhibit.

(2) For a Category II ODR

{a) Suspend the use of ths item Or matsrial, 3z necoesz
Submit a QDR using the £F 368 as outlined in MCO 4855.10.

v

ATY

(b) Forward the QDR in triplicate to Commanding General
(Code 308-1), MCLB, Albany, Georgia 31704-5000 (sreening point), with a
copy to the Director of Facilities, Marine Corps Air Station, Cherry
Point, North Carolina 28533-5000.

(¢) Forward the QDR within 30 days after discovery of the
deficiency.

(d) Hold defective material as an exhibit for possible use
in the investigation of failure.

(3) Categorization of the ODR. Enter "C" for category | and
"R" for category 11. For example, M00973-83-006 R, the category | date
time group (DTG) and the message report control number shall be shown
in item 22 for the SF 363 Tfollow-up.

(4) For all ODR Categories

(a) Maintain all backup/supporting documentation and/or
exhibits until the screening point calls for the data or receipt of the
control number and disposition instructions from the screening point.

(b) Upon notification from the screening point that the
data/exhibits are not required, repair/overhaul, returning items to
stock, using the appropriate condition code, or make disposition in the
best interest of the Goverment.

8-4
Ch 1
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Re PR R ]
neq BIVICNLINE
ately
analyzed a ctivity
supporiting a
awcumenbat;
& The Ztation Maintenan Management Qfficer’s responszibilites are as
follows
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determination of the economical repairability of equipment to preclude
the unnecessary expenditure of maintenance funds when item replacement
IS more economical.

4. Proper maintenance of equipment records IS essential to this
program. Organizational commanders will ensure compliance with the
record keeping resquirsmantz sztablighsd In bhs current sdition of TM
4700-15/1.

8003. RECOVERABLE ITEMS PROGRAM

1. The purpose of the Recoverable ltems Program (RIF) IS to ensure
recovery and evacuation or disposal of principal repairable items which
are excess to an organization’s requirements, require repair that Is
beyond the capability of the activity, or are not economically
repairable when the condition of the equipment and the asset position
of the Marine Corps are considered. The program iIs explained and
procedures for 1ts implementation are set forth in the current edition
of MCO P4400.82, Controlled Items Management Manual.

2. Determination of the condition of equipment to be reported iIn the
program is the reponsability of maintenance organizations.

8004. REPLACEMENT AND EVACUATION PROGRAM

1. The Replacement and Evacuation (R&E) program IS designed to extend
the service life of Marine Corps equipment by providing for its timely
replacement and evacuation for rebuild while assuring the required
material IS on hand in the using activity. This IS accomplished by a
planned retrograding of selected equipment for rebuild after like items
have been provided to using activities. The program iIs explained in
Chapter & of the current sdition of MCC P4400.82, Controlled Item’s
Management manual .

2. Nomination of equipment assigned to Station organizations will be
coordinated by the Station MMO.

8005. REPAIR AND RETURN PROGRAM

1. The R&R Program was developed to support those assets not supported
by the R%E Program. Equipment is evacuated to MCLB Albany for rebuild
and return to the organization. The major concern for Station units is
the item may not be returned for up to six months.

2. Before nominating a item for the R&R Program, the following should
be considered:

a. The affected commodity should be able to perform i1ts mission
without the equipment for several months.
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b. Commodity managers should project for the eventuality that all
nominated equipment may be evacuated in one month.

c. Commodity managers must make prudent management decisions
concerning nominations and be able to support all opsrational/training
commitments.

8006. GARRISON MOBILE EQUIPMENT (GME)

1. Definition. Garrison mobile equipment is used to perform
transportation and maintenance at Marine activities. It consists of
passenger vehicles, cargo vehicles, materials handling equipment, and
railway rolling stock. Garrison mobile equipment Is commercially
available equipment and Is not intended for tactical use.

2. General Information

a. Management, acquisition, and use of garrison mobile equipment
are governed by MCO P11240.106.

b. Garrizon mobile equipment iz to be uzed to the fullest pozzible
extent to meet general support requirements so as to avoid a decrease
In readiness oF tactical equipment.

c. The basic policy governing operational management of GME at
Marine Corps Air Station IS AS0 P11240.106.

d. The Station Motor Transport Officer (SMTO) 1S assigned as the
Fleet Manager for GME and as zuch IS assigned the responsibility for
the administration, operation, and maintenance of all GME assigned to
Marine Corps Air Station, Cherry Point.

3, Maintenance

a. The Station MTO is responsible for the first through fifth
echelon of maintenance on all administrative use Motor Transport
equipment assigned. Maintenance of GME engineering equipment IS
accomplished at the Heavy Equipment Section.

b. Whenever administrative use motor vehicles are assigned on a
permanent basis or while iIn garrison, the suing activities are
responsible for first echelon maintenance (driver’s maintenance).

c. Repairs and preventive maintenance services on GME will be
performed per MCO P11240,106, appropriate vehicle, and technical
manuals. Equipment resource records (i.e., NAVMC 695D, Motor Vehicle
and Engineering Equipment Record Folder, NAVFAC 9-11200/34, Shop Repair
Order, atc.) will be used and maintained per the current edition TM
4700-15/1. General forms and records as they apply to GME are
contained in Chapter 2 of TM 4700-15/1,
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