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CHAPTER 1

GENERAL INFORMATION

1000. INTRODUCTION
1.  These standing operating procedures (SOP) provide a comprehensive guide to the management of maintenance functions within Headquarters Battalion.  Functions to be performed and procedures to be followed have been identified as well as the fixing of maintenance responsibilities.  This SOP establishes command and staff relationships that will exist in the conduct of maintenance functions.  It establishes and identifies the various maintenance programs and their interface with the unit’s mission and provides general guidance to ensure efficient and effective accomplishment of mission-essential tasks.

2.  The principle maintenance objectives of this command are to:

a. Provide maximum operational readiness of equipment at minimum cost and effort.

b. Define and establish uniform management policies and procedures for equipment maintenance.

c. Detect and correct potential or actual equipment failures at the lowest practical level of maintenance.

3.  In all cases of functions not covered herein and in all instances requiring higher guidance, refer to APPENDIX A, reference (h).  APPENDIX A is this SOP’s list of references.

1001. COMMAND RESPONSIBILITIES
1.  The Battalion Commander is responsible for all aspects of the maintenance management program.  In order to fulfill this responsibility, the Battalion Commander will be made constantly aware of the condition of equipment and the status of maintenance within this organization, to include supporting maintenance programs.

2.  To ensure an effective maintenance management program, commodity managers and company commanders:

a.  Will be held responsible for the proper conduct of the equipment maintenance program within their sections or companies.  This responsibility must extend down to your lowest elements.

b.  Will ensure the maintenance of equipment, to include supporting maintenance programs per current technical manuals, Marine Corps orders, and this SOP.

c.  Will be prepared at all times to advise the Battalion Commander on the status of maintenance within their units.

d.  Will immediately report to the Battalion Commander all maintenance problems that cannot be resolved through normal channels and procedures.

1002. STAFF RESPONSIBILITIES
1. S-1 Officer.
 The S-1 serves as the principal staff officer on matters pertaining to the assignment and replacement of maintenance personnel.  The S-1 will:

a.  Coordinate with the S-4 Officer on the assignment of maintenance personnel.

b.  Coordinate with the MMO on all matters pertaining to publications and assignment of maintenance personnel.

2. S-2 Officer.
 The S-2 is responsible for personnel security clearances and matters concerning material security.

3. S-3 Officer.
 The S-3 serves as the principal staff officer on matters pertaining to training, including equipment maintenance training, in concert with the Maintenance Management Officer.

a.  The S-3 and S-4/MMO will coordinate on the scheduling of technical training, by higher headquarters, of maintenance personnel.

b.  The S-3 will exercise staff cognizance over the Battalion NBC commodity.

4. S-4 Officer.
  The S-4 serves as the principal staff officer on matters pertaining to logistics and equipment maintenance.

a.  The S-4 will coordinate the logistical functions of the battalion staff, the companies, and the commodity areas.

b.  The S-4 will exercise staff cognizance over the Battalion MMO, Supply Officer, Ordnance Officer, Motor Transport Officer and Food Service Officer.

5. S-6 Officer.
  The S-6 serves as the principal staff officer on matters pertaining to communications and electronics.  The S-6 will coordinate the maintenance of communications and electronic equipment with the S-4 and the MMO.  In the performance of his duties as the Commodity manager for the maintenance of all communications and electronic gear, the S-6 will be tasked by this Order per paragraph 1002.8, Commodity managers.

6. Battalion MMO.  The Battalion MMO will be appointed in writing.  He will coordinate the use of maintenance resources and coordinate matters where staff sections contribute directly or indirectly to those efforts.  In general, the MMO influences the maintenance management program.  In support of this the MMO will:

a.  Serve as a special staff officer under the staff cognizance of the S-4, with respect to equipment maintenance management.

b.  Advise the Commanding Officer on all matters relating to equipment maintenance and its impact on operational and combat readiness.

c.  Plan, organize, and coordinate the use of maintenance resources.

d.  Advise, update, and assist in the preparation of all maintenance related SOPs.

e.  Coordinate and assist commodity managers in establishing maintenance production, quality control programs, and a Product Quality Deficiency Report (PQDR) program.

f.  Monitor actions to correct or change technical publications per current directives.

g.  Ensure that required allowances of current technical publications are on hand, properly distributed, and effectively used.

h.  Identify facility requirements for maintenance operations training, and coordinate the use of available facilities.

i.  Manage the Automated Information System to ensure timely and accurate maintenance related report submission.

j.  Plan, organize, coordinate, and monitor the calibration program.

k.  Plan and conduct inspections to evaluate the effectiveness of maintenance efforts.

l.  Ensure the proper recording of maintenance information and the proper upkeep of required maintenance records.

m.  Coordinate with the Personnel Officer relative to maintenance personnel staffing goals, allocations, and assignments under the cognizance of the S-4 Officer.

n.  Coordinate with the S-3 relative to unit operations and submit a weekly training schedule to document and track the maintenance process.

o.  Coordinate with the S-3 relative to the balancing of operational requirements and maintenance scheduling.

p.  Coordinate the overall conduct of the organization’s equipment maintenance program.

q.  Coordinate with the Supply Officer relative to ordering and requisitioning repair parts and to all other supply support.

r.  Assist in the unit budget process by identifying maintenance funding requirements.

s.  Assure that procedures contained in this Order are implemented and coordinated with supporting units from 2d Force Service Support Group (FSSG).

t.  Monitor the unit’s Modification Control Program.

u.  Assist the S-4 with conducting a weekly maintenance meeting to brief the Commanding Officer on combat readiness and discuss maintenance concerns with the commodities.

7. Supply Officer.  The Supply Officer serves as a special staff officer to the Commanding Officer under the staff cognizance of the S-4 with respect to general supply matters, including supply support for the equipment maintenance program. The Supply Officer will coordinate with the MMO, commodity managers, and company commanders on supply support of maintenance operations.

8. Commodity Managers.  The Ordnance Officer, Maintenance Management Officer, Communications-Electronics Officer (S-6), Motor Transport Officer, NBC Officer, Small Craft Maintenance Officer, and Food Service Officer will be responsible for the Defense equipment and maintenance programs under their charge.  Commodity managers will:

a.  Monitor maintenance programs and policies.

b.  Monitor deadline rates, aggressively striving to upgrade the unit’s combat essential equipment status.

c.  Advise the MMO of critical maintenance problems and recommend courses of action, which remedy these problems.

d.  Coordinate the introduction of new equipment and establishment of supporting maintenance programs.

e.  Implement effective equipment modification, calibration, preventive maintenance, corrective maintenance, and publication control programs.

f.  Review the AIS reports for accuracy and ensure prompt submission of all changes of status of deadline equipment.

g.  Conduct review of publication allowances in coordination with the S-1 Officer.

h.  Advise the Commanding Officer on all commodity/ maintenance functions of a technical nature.

i.  Plan maintenance work based on the maintenance level authorized, priority, level of personnel experience, tactical situation, and availability of parts, tools, and equipment.

j.  Inspect equipment periodically and ensure that the required records are maintained properly and that performed maintenance conforms to established standards.

k.  Use maintenance data to evaluate equipment performance and maintenance production.

l.  Carry out maintenance production and quality control (QC) programs.

m.  Establish and conduct a technical MOS training program for their personnel.

n.  Maintain close liaison with the MMO and the Personnel Officer to anticipate personnel shortages within their sections.

o.  Establish and conduct a maintenance program per appropriate technical publications and directives of higher headquarters and this Order.

9. Operators, Mechanics, and Technicians.

a.  The performance of operators and mechanics/technicians in carrying out their individual maintenance tasks will determine the overall condition and combat readiness of tactical unit equipment.

b.  Mechanic/technician responsibilities include, but are not limited to, the following:

(1) Diagnosing problems using authorized tools and test equipment.

(2) Performance of inspections and identification of deficiencies and shortcomings per published maintenance standards.

(3) Repair and service of equipment within authorized maintenance levels per T/O.

(4) Identification and requisitioning of required authorized repair parts using the correct nomenclature, national stock number, and quantity.

(5) Recording maintenance accomplished accurately within ATLASS II+.

c. The equipment operator’s responsibilities include, but are not limited to, the following:

(1) Using and maintaining assigned equipment in a conscientious manner in order to preclude premature and unnecessary repairs.

(2) Proper care, cleaning, and other first echelon maintenance.

(3) Detecting and reporting equipment failures as they occur.

10. Staff Interaction.  Coordination between the Commander’s executive and special staff is essential to ensure accomplishment of the maintenance mission assigned to this organization.  Staff members will consult with each other on all matters of mutual concern.

1003. DESKTOP PROCEDURES AND TURNOVERS.

1.  Changes in personnel may result in a breakdown in the continuity of operations.  In order to minimize any potential disruption, it is necessary to maintain a comprehensive and well-organized set of desktop procedures and turnovers.

2.  All maintenance billet holders and personnel tasked with additional duties will maintain either turnover or desktop procedures; a list of all billets required to maintain turnovers and a list of all billets required to maintain desktops is located in reference (a), pg. 1-21 and (n) pg. 1-12. 

3.  Desktop procedures will contain, at a minimum, all information required by reference (a), paragraph 1-21 and (h) pg. 1-12.

4.  Turnover procedures will contain, at a minimum, all information required by reference (h), pg. 1-13.

5.  Desktop procedures and turnovers should be arranged in such a manner as to permit ease in changing sections requiring frequent modification.  The most important consideration is that the content of the folders should be directed towards rendering maximum assistance to the relief or to other personnel in your absence.
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CHAPTER 2

OPERATIONS

2000.   MAINTENANCE POLICY
1.   Maintenance Commodities will organize available resources to accomplish the unit’s maintenance mission.  To accomplish this mission, maintenance of all organic equipment will be conducted in compliance with current directives, technical publications, operational commitments, and require scheduled periodic services.  Toward that end, the importance of policies and procedures relative to sound maintenance procedures will be stressed at every level. 

2.  Maintenance operations are directed toward maintaining the highest degree of equipment readiness. The following maintenance actions are required:

a.  Preventive maintenance (PM)

b.  Corrective maintenance (CM)

c.  Equipment inspection

d.  Equipment evacuation

e.  Equipment modification

f.  Equipment calibration

g.  Support and test equipment control

h.  Publications control

i.  Inventory control

j.  Quality control (QC)

3.  PM and CM programs will be established and administered per paragraphs 3002 and 3003 of MCO P4790.2__.  Commodity managers will ensure that personnel adhere to proper PM and CM practices.  The MMO will ensure that Commodity Managers establish and comply with the procedures set forth in the MCO P4790.2__.

4. All maintenance actions, to include first echelon will be performed by qualified personnel.  Second echelon maintenance actions will be performed at commodity maintenance shops.  Equipment requiring repair that exceeds this command’s authorized echelon of maintenance will be evacuated to the appropriate IMA at 2d FSSG.  All maintenance actions within this command will be performed per this Order and directives from higher headquarters.

2001.  ELEMENTS OF MAINTENANCE MANAGEMENT.  Maintenance management consists of four principal elements.  Each element is comprised of several factors, which determine the element’s application to a maintenance management program.  These elements and their related factors are shown below.

Command
Resources
Production
Information






Interest
Time
Preventive Maintenance
Records

Organization
Personnel
Corrective Maintenance
Reports

Policies
Repair Parts
Calibration
Automated Information System

Procedures
Tools and Equipment
Modification
Readiness Reporting

Supervision
Facilities
JOAP



Funds




Publications



2002.   ASSIGNMENT OF OPERATORS/CREWS
1.  When feasible, the Responsible Officer will assign a specific operator/crew to each end item for the performance of operator maintenance and foster operator pride in their designated equipment.  The performance of all required 1st echelon maintenance ultimately rests with equipment owner, the RO.

2.  At no time will an operator operate a piece of equipment that he is not properly licensed to operate.

3.  Operators will not operate equipment that they are not assigned to unless specifically ordered to do so by their Commodity manager, OIC, or SNCOIC.

2003.   ALLOCATION OF MAINTENANCE TRAINING/TIME
1.  Commodity managers/Company commanders will allow for adequate time and emphasis to be placed on equipment maintenance and maintenance training whenever operations allow so.

2.  Commanders will ensure that adequate time is allocated for completion of required equipment maintenance following deployments, tactical exercises, and training.  When possible, the battalion will use maintenance stand-down procedures to organize, facilitate, and streamline maintenance operations following such exercises.

3.  Preventive maintenance (PM) services will be scheduled and performed per appropriate technical manuals and directives as they become due.  Chapter 3 of the current edition of MCO P4790.2_ provides detailed guidance on the conduct of preventive maintenance services.

2004.   SHOP OPERATIONS
1.  Commodity managers will ensure procedures provide for systematic forecasting and scheduling of equipment maintenance.  Personnel who possess only basic skill levels will be provided skilled supervision during active maintenance operations.  Orderly work flow, safe and efficient use of resources, and a functional quality control program are essential requirements.  The essential elements of information for implementing these requirements appear in this Order and in the current edition of MCO P4790.2_.

2.  This command is authorized organizational maintenance on all equipment organic to the battalion as per T/O.

ORGANIC MAINTENANCE
Armory


2d echelon repair on ordnance equipment

Comm Co.
2d echelon repair on comm/elec, motor transport, and engineer equipment.

Truck Co
          2d echelon on motor transport equipment.

Small Craft Co.     2d echelon maintenance on RACS, 

Communication-Electronic and engineer equipment.

MP Co               1st echelon operator maintenance only

NBC



1st echelon operator maintenance only.


Field Mess

1st echelon operator maintenance only.

Cam/Repro


1st echelon operator maintenance only.

INTERMEDIATE MAINTENANCE
Comm Co


Limited 3rd IAW T/O mission statement. 

SCCo



Limited 3rd IAW T/O mission statement.

3. Key personnel.  Shop organization in commodity sections will be established to designate those applicable key billets listed below and any other that are critical to shop operations:

a.  Shop/Commodity OIC.  Assumes overall responsibility for maintenance scheduling/operations and required support.

b.  Shop/Commodity Maintenance Chief.  Assists OIC in maintenance functions and overall operations of the shop.

c.  Quality Control NCO.  Ensures work is being accomplished per equipment TMs and other orders/directives as applicable.  Inspects to ensure modifications are completed on all equipment entering the maintenance cycle.

d.  Tool Room NCO.  Establishes tool control/accountability and ensures adequate tools/equipment are serviceable and readily available for use in maintenance operations.

e.  Supply Clerk.  Ensures proper and timely processing of requisitions for needed supplies/materials and assumes responsibility for accounting of such supplies , and conduct daily reconciliation/validation of parts received and parts contained in the layettes bin..

f. Maintenance Management Clerk. Monitors processing and posting of all submissions into the AIS and ATLASS (Asset Tracking Logistics and Supply System) II+.  Monitors ADHOC DPR for all equipment inducted for maintenance, and assist with daily reconciliation/validation of parts received and parts contained in the layette bin. Monitor section Publications, Calibrations, Modification programs, and assist the Training NCO.

g. Publications NCO.  Ensures that both the technical and directives libraries are kept current and up to date.  Specific procedures are in chapter 7 of this Order.

h. Calibrations Clerk.  Responsible for monitoring shop equipment requiring calibration and evacuating equipment to the calibration control point or to calibration maintenance facilities per procedures set forth in this chapter and in chapter two of the current edition of the MCO P4790.2_.

i. Modifications Clerk.  Monitors established modification program ensuring all modifications are accurate and timely.

j. PEB NCO.  Ensures the PEB is maintained per all applicable references cited in paragraph 3002.2 of this Order.  Reorders PEB parts per authorized reorder points and works closely with the SNCOIC to track IPV/Mechanic choice replenishment.

k. Training NCO.  Assists the Commodity Manager and Section SNCOIC with MOS training for the shop section. Schedules training with the Company Training NCO and Battalion S-3 Training SNCO. Ensures training is properly recorded via attendance roster, critique sheets, and class outline.

4.  All maintenance services will be requested through ATLASS II+. When properly executed and controlled, the WON/Task # becomes an order for services as well as authority to expend funds and requisition necessary parts to effect repairs.  The Task # is used for transmitting work from the organizational level to higher echelons.  The WON/Task # will be initiated per ATLASS II+ users manual.

5.  Priorities used for repairing equipment and ordering parts will be assigned utilizing criteria established reference (b), pg. 6, encl. (1).  Not Mission Capable (NMC) and Anticipated Not Mission Capable (ANMC) indicators will be assigned per UM 4400-124, pg. 4-4-141 and TM 4700-15/1H. All deadlining parts will be requisitioned with a RDD (Required Delivery Date) of NO7.  Priority 13 will have a Julian Date as its RDD.

a. Commodity managers will ensure that priorities/indicators assigned each demand are consistent with the actual urgency of need.  The parts Summary within ATLASS will be monitored by the MMO to ensure compliance.

b. All readiness reportable items, as listed in the current MCBul 3000 series, that are combat deadlined will be assigned a priority of at least 05/06, and will be assigned priority 02/03 if properly justified per the current version of MCO 4400.16.

c. Personnel as designated by commodity managers per the provisions of the current edition of MCO 4400.16 and Battalion Authorization List will approve all Tasks.  The MMO office will notify intermediate maintenance/supply activities of personnel authorized to approve WONs/Tasks and NAVMC 1348s and to turn in or receipt for items of equipment.  Such notification will be in letter form to the MOS via the Commanding General, 2d FSSG.  The letter will contain a listing of individuals designated and will be updated semi annually by the MMO.  

d. Commodity managers are responsible for submitting all additions and/or deletions to the MMO.

6. Owning units will process all WONS/Tasks per TM 4700-15/1H.

7. Change and assignment of TASK priority and category code.

a. The S-4, the Executive Officer or the Commanding Officer will approve all 02 or 03 priority WONS/Tasks.

b. The Task will be closed out when the maintenance closeout phase has been completed, and not held open for additional parts or service, which may be opened on a new WON.  

8.  Equipment involved in accident, abuse or misuse.

a. Equipment involved in an accident or indicating obvious signs of misuse or abuse will be inducted into the maintenance cycle with a job status of AWT INSP.  The RO and Company Commander who own the equipment will be notified and request an investigation on the equipment to the Commanding Officer.  At that time, the job status will be changed to INV PRG.  The equipment will be held in maintenance, pending completion of investigation.  

b. The maintenance process will be continued once the investigation has been adjudicated.

2005.  EQUIPMENT THAT EXCEEDS MAINTENANCE CAPABILITIES
1.  All equipment exceeding the unit’s maintenance capabilities will be evacuated to the appropriate Intermediate Maintenance Activity (IMA).

2.  Equipment may be evacuated to the IMA if the repair requires facilities, equipment, or skills, which are unavailable at the battalion commodity level, or if the item exceeds the unit’s authorized echelon of maintenance.

3.  The following procedures are established for the induction of equipment into the maintenance facility for repair:

a. The WON/Task will be used for submitting all work requirements.  A Task will be initiated and evacuated through ATLASS to the appropriate Intermediate Maintenance Activity and communicated to the IMA to ensure that the task is visible in the FSSG mailbox Awaiting Acceptance. 

b. Organizational maintenance must be complete to the extent that discrepancies do not affect or prevent the performance of requested maintenance.  This must include thorough proper lubrication contained in the required LO (Lube Order) and cleaning.

c. All collateral equipment, except for items that are required by the maintenance activity to perform the requested repairs, will normally be removed prior to acceptance.

d. Equipment awaiting or undergoing corrective maintenance (CM) must still receive the required periodic PM services by the owning unit.

4.  All requests for investigation from the IMA (see paragraph 2004.8 of this Order) will be forwarded immediately for action to the owning unit Company commander.  

a. The Company commander will request investigation on the equipment to the Commanding Officer.  

b. The results of that request, either a determination by the Commanding Officer that an investigation is unnecessary or the investigation report, will be provided to the IMA to allow the IMA to release the equipment from investigation and continue the maintenance cycle.

5.  Upon notification that repairs have been completed,  the unit representative will inspect the item.  If satisfied that the required repairs have been completed, the unit representative will ensure that the IMA closes their WON/Task in order to properly receipt for the equipment in ATLASS II+. Items failing inspection will be re-inducted into the maintenance cycle for repairs.

6. Equipment which has been delivered to any maintenance shop for repair will not be returned to the unit until the repairs have been completed except:

a. As specifically authorized by the Commanding Officer.

b. An item may be released, subject to recall by the shop, when a non-critical repair part, which does not affect the item’s combat active ability or its operation, remains on requisition.  A Task will be opened against the equipment and placed in a UNIT RECALL (M4) job status while the owning unit is in possession of the equipment and the maintenance shop awaits repair parts.

2006.  PERFORMANCE OF MAINTENANCE SERVICE
1.  Preventive Maintenance (PM).

a.  PM is the care and servicing performed by personnel for the purpose of maintaining equipment in a satisfactory operating condition.  A systematic PM program of inspecting, cleaning, servicing, lubricating, and adjusting is the key to equipment readiness.  

b. PM services are cyclic in nature, one cycle being completed each year of equipment life.  They are frequently referred to as scheduled maintenance and include:

(1) PM services performed by the operator or team on  a daily, weekly, or special occurrence basis.

(2) PM services performed by organizational maintenance personnel assisted by the operator or crew on a calendar, mileage, rounds, or hours of operation basis.

c. PM service intervals may be reduced or extended on a case by case basis when approved by the Commanding Officer and per the current edition of MCO P4790.2__.

d. Quarterly training and inspection schedules will be reviewed by the Commodity manager to ensure the integration of maintenance services with operational/training requirements.

e.  First Echelon Maintenance.  All sections (using units) are responsible for the performance of first echelon PM services per the current technical publications and lubrication orders applicable to specific items of equipment.

(1) First echelon PM will be accomplished by the operator(s) under direct supervision of the section leader. 

(2) PM services completed by the operator or crew will be recorded per the instructions published in the current version of TM 4700-15/1.

(3) Equipment owners will be required to maintain a first echelon record jacket for all rolling stock in accordance with DivO P11240.9_, pg. 3-5. If the vehicle is evacuated to third echelon it will be annotated for that week in the vehicle’s folder.  First echelon PM services will be conducted while the equipment is evacuated to the second echelon maintenance facility within the battalion and PM sheet placed in the first echelon vehicle folder.   

f.  Second Echelon Maintenance.  All commodity maintenance sections are responsible for scheduling and performing 2d echelon PM.  All authorized 2d echelon PM requirements are listed in the appropriate TM’s.

(1) WON/Tasks will be initiated at the commodity for scheduled services.

(2) Equipment requiring PM services from another commodity will be initiated by the commodity owning the equipment.  

2.  Corrective Maintenance (CM).

a.  Corrective Maintenance is the combination of maintenance acts performed to restore an item of equipment to a specific condition.  The CM process commences when an item of equipment is reported as requiring CM.  It terminates when the item is restored to a serviceable condition or is declared not repairable.

b.  All CM requiring second echelon or higher, shall have the WON/Task initiated, approved, and accepted by the equipment owner and evacuated to the second echelon maintenance activity.

c.  CM is divided into four phases:  acceptance phase, equipment induction phase, active maintenance phase, and the maintenance closeout phase.

3.  Maintenance Phases.

a.  Acceptance Phase.  The maintenance shop will schedule equipment reported as requiring maintenance, conduct an initial acceptance inspection and assign the equipment to the appropriate section within the shop.

(1) Acceptance Inspection.  The purpose of the acceptance inspection is to ensure that an item of equipment is complete and ready for required maintenance.  Acceptance inspection procedures are as follows:

(a) Determine that the equipment is complete and that appropriate operator maintenance, including cleaning, has been performed.  Equipment is incomplete if it does not contain the required equipment maintenance records.

(b) Verify that the WON has been properly prepared, to include matching the equipment serial number and identification number with the appropriate information on the TASK.

(c) Perform an initial diagnosis of the equipment failure or component malfunction.

(d) Accept the equipment into the facility.

(e) Determine the course of action to follow to accomplish the required maintenance, whether it is corrective or preventive in nature.

(2) Acceptance Scheduling.  The purpose of acceptance scheduling is to have the equipment arrive at the facility at the time that required maintenance resources are available.  Due to random failure of equipment, acceptance scheduling is not always practical for equipment requiring corrective maintenance.  The following factors influence acceptance scheduling:

(a) Nature of the PM or CM.

(b) Equipment requirements of the using unit.

(c) Combat essential equipment.

(d) Availability of maintenance resources.

(e) Performance of maintenance by another maintenance facility.

b.  Equipment Induction Phase.  

(1) Induction is the physical commitment of the Task and associated equipment requiring maintenance to the assigned shop section.

(2) The equipment should be called for by the maintenance shop at the time that the necessary maintenance resources are available to perform the required maintenance.

c.  Active Maintenance Phase.  This phase is performed in a sequence of logical steps designed to ensure that required maintenance is conducted in an efficient and effective manner.  During this phase, continual emphasis is placed on quality control of the maintenance actions and tasks performed.  The steps to be followed in the conduct of active maintenance are:

(1) Inspection of Equipment.  Personnel assigned to perform the required maintenance will perform a detailed inspection of the equipment on its induction into the shop.  This inspection includes:

(a) Locating, identifying, and inventorying the equipment and its components.

(b) Verifying all paperwork associated with the required maintenance for completeness and accuracy.

(c) Checking to determine the status of all required modifications.  This check will involve the physical examination of the equipment, appropriate ATLASS records, and the SL 1-2/1-3 (PLMS).

(2) Preparation for the Performance of Maintenance Actions.  This preparation includes the assembly of the appropriate technical manuals and other technical data and support and test equipment to perform the maintenance action.

(3) Isolation of the Cause of the Equipment Malfunction.  Through the use of appropriate support and test equipment and proper procedures as described in applicable technical manuals, the probable cause of equipment failure is isolated.

(4) Procurement of Required Materials and Repair Parts.  Maintenance personnel, prior to requisitioning parts and materials, will verify their requests by proper research procedures, per Chapter 3 of this Order.

(5) Fault Correction/Performance of Preventive Maintenance Services.  Required maintenance will be accomplished per applicable technical manuals and accepted, sound maintenance practices.  Maintenance actions completed will be properly recorded on the Task to provide information for future management decisions. 

(6) Checking of Completed Maintenance Actions on the Task.  Maintenance personnel will check their completed work by performing the necessary final adjustments on the repaired equipment.  Adjustment and calibration procedures in the applicable technical publications must be followed in detail.

(7) Equipment Checking/Quality Control(QC).  

(a) Quality Control requires a complete equipment checkout to determine that required maintenance actions have been properly conducted.  

(b) Quality Control procedures are to be performed by qualified personnel who are designated in writing, under operational or simulated operational conditions.

(c) Equipment that does not perform satisfactorily will be rejected and recommendations made for further maintenance action.  

(d) Acceptable performance results in completion of the active maintenance phase.

d.  Maintenance Closeout Phase.

(1) The closeout phase commences when the required maintenance has been performed and the serviceable item is to be returned to the using commodity/company or further maintenance requirements dictate evacuation to a higher echelon.

(2) Maintenance managers must ensure that the closeout phase is accurate, complete and coordinated.  Equipment records must be completed correctly per current directives.

e.  Appropriate time standards for Headquarters Battalion

maintenance cycle located in APPENDIX F. 

2007.  RECORDS.  Maintenance records provide the information required by each level of command from the lowest to highest level.  Equipment maintenance records will be maintained per the current edition of TM 4700-15/1 and other applicable Marine Corps publications.

1.  Responsibility.  The preparation and maintenance of equipment records is the responsibility of the Commodity Managers.  Entries will normally be made in ATLASS II+ at the time of the maintenance action requiring the entry.  Commodity Managers will ensure records in ATLASS reflect maintenance actions accomplished by both the owning unit/commodity and supporting maintenance units. 

2.  Local Records.  Record keeping consumes valuable maintenance time and should be engaged in only to the extent in which it contributes to equipment and maintenance effectiveness.  Requirements for local records (records maintained in addition to those required by Marine Corps directives) should be reviewed periodically and maintained only when a definite requirement exists.  Recommendations for improvements to locally produced records should be submitted to the Battalion MMO for possible changes to automated reports.

3. REPORTS.  AIS/LM2 reports or outputs are the basis for maintenance reporting.  Policy outlining their use is located in the current version of MCO P4790.2_.  UM 4790-5 contains sample reports, report descriptions, and explanations of report use.

1.  Responsibilities.

a.  Commodity Managers are responsible for timely and accurate input on all equipment under their cognizance per provisions of this Order and UM 4790-5.

b. The MMO is responsible for the establishment and supervision of an automated information system for this unit.  The MMO will be guided in the performance of those responsibilities by the provisions of this Order and UM 4790-5.  Reports to higher headquarters will be promulgated by the MMO.

2.  AIS Input.

c. Commodities will prepare all transactions.

d. Commodities will keypunch data from ATLASS. Input transactions into the AIS for processing weekly LM2 reports.

e. The MMO will monitor ATLASS data for accurate and timely submission by reviewing the ADHOC, Daily Process Report (DPR)

f. Commodity Maintenance Management clerks will keypunch on a weekly schedule, ensuring that all ATLASS and updated deadlined data is keypunched by 1530 every Thursday.  Data files will be delivered to MISCO via email.

(1) Commodity clerks will create a courier (.cou) file in PCMIMMS from the Battalion MMO office.

3.  MIMMS Output.

a.  The MMO will print the LM2 at 0730, every Monday.  Occasionally, computer system related problems prevent the timely availability of reports.  In such instances, the MMO will contact MISCO and determine the nature of the problem and a timeline for availability of reports.

b. Commodities will pick up output reports by 0830, Monday, provided that reports are available at that time.  Commodities will conduct validation of reports, prepare update transaction changes, and keypunch data.

c. The Maintenance Management Office and commodity maintenance management personnel will conduct a reconciliation of output reports at least weekly to ensure that accurate and timely data is resident in the system.  The MMO will put out a weekly reconciliation schedule.

4.  SASSY/Atlass Input.

a. Commodities will submit all SASSY/Atlass transactions via the Battalion MMO to the Battalion Supply Officer.

b. Battalion Supply will review and process SASSY/ATLASS transactions daily as follows:

(1) Requisitions for SL-3 components and materials other than class IX repair parts will be screened, processed, and keypunched for induction into SASSY/MIMMS per this Order and Battalion Supply policy.

(2) Requisitions for class IX repair parts will be screened for accurate data before approval. 

(3) Update/change transactions will be processed by Battalion Supply.

5.  Reconciliation and Validation.  Refer to paragraph 3005 of this Order for responsibilities.

2008.   MODIFICATION OF EQUIPMENT.  Marine Corps equipment modification consists of certain maintenance actions required to effect necessary design changes in the assembly, characteristics, systems or components of equipment to improve equipment functioning, maintainability, reliability, or safety characteristics.  To direct and control this program, the Commandant of the Marine Corps issues instructions to the field in the form of Modification Instructions (MIs), Technical Instructions (TIs), or Standard Instructions (SIs).

1.  Procedures.  Modifications will be performed only as directed by Marine Corps Modification Instructions (MIs).

2.  Modification Classifications.  When published, MIs are assigned a priority classification of either “Normal” or “Urgent”.

a.  “Urgent” MIs.  “Urgent” MIs are issued to prevent death or serious injury to personnel, prevent major damage to equipment or to make changes that are considered so essential to equipment that their application at the earliest possible time is required.  If this designation is assigned, a completion date may be directed.  If no completion date is directed, modification forms will reflect a completion date of “N/A”, and the modification will be completed as soon as possible.  Restricted operating procedures may be disseminated by message.  If equipment requiring urgent modification is to be deadlined, Headquarters Marine Corps will direct such action.

b.  “Normal” MIs.  “Normal” MIs are designated and will be accomplished on a planned, scheduled basis.  Normal modifications will be accomplished within one year from the date of issue as specified in the MI.  Normal modifications should be accomplished concurrent with the normal workload of the unit concerned.  Normal modifications that are not within the authorized echelon of the owning unit or the 3d/4th echelon maintenance unit’s capability will be applied by the depot activity, 5th echelon, when the affected item undergoes routine rebuild or overhaul.

3.  Modification Control Points.  All modification control points within this command will maintain modification records and MIs for all TAM equipment maintained by that commodity.  The following maintenance shops within this command are designated as modification control points:

a.  Communications Company

b.  Truck Company

c.  Battalion Armory

d.  Battalion NBC

e.  Battalion Field Mess

f.  Small Craft Company

g.  Battalion Supply

4.  Control System.  

a. Automated systems of modification records will be maintained in ATLASS II+.

b. The MMO will use a decentralized control system but will be ultimately responsible for the Battalion Modification Program.  To that end, the MMO will monitor the modification program and will periodically validate these records with the commodities.

5.  Control Procedures.  Commodity managers will:

a. Determine required modifications by reviewing the SL 1-2 (PLMS) quarterly. 

(1) Modification Clerks will review a copy of commodity’s CMR and all other documentation on equipment the commodity is responsible for, ensuring that ID numbers are available for all items of equipment.

(2) Modification Clerks will then look all ID numbers up in PLMS, noting ALL MIs for those ID numbers (regardless of echelon).

(3) Modification Clerks will then order or obtain all MIs not currently possessed through the commodity publications NCO.  

b.  Modification kits will be ordered per the current edition of TM 4700-15/1 and ATLASS.

c.  Apply modifications within the authorized echelon of maintenance.  As equipment is inducted into the maintenance cycle, Quality Control personnel will inspect to see if the equipment requires modification and will coordinate with the Modifications Clerk, Maintenance Management Clerk, and Supply Clerk to ensure modification kits are ordered and available for appropriate equipment.

d.  Evacuate equipment to 2d FSSG for application of modifications beyond the battalion’s authorized echelon of maintenance.

e. Report/record equipment modification status in ATLASS modification control module. 

2009.  SUPPORT AND TEST EQUIPMENT
1.  Information.  Support and Test Equipment consists of test, measurement, and diagnostic equipment (TMDE), tools, and monitoring equipment.  It comprises the essential operation equipment of the maintenance activity.  The organizational Table of Equipment authorizes test and support equipment.

2.  Readiness Impact.  Support and test equipment have a significant influence on operating equipment of the organization supported by a maintenance activity.  Support and test equipment must be on-hand, serviceable, calibrated, and properly used in the corrective and preventive maintenance of equipment.

3.  Control.  Commanders and commodity managers are responsible for all support and test equipment, and will ensure that:

a.  Secure storage areas are provided for the equipment when not in use.

b.  Checkout procedures are established for test equipment.

c.  Equipment is used per appropriate technical manuals.

4.  Inspections.  The MMO and commodity managers will inspect the calibration program periodically to ensure that the calibration records are accurate, proper/current labels are affixed to equipment, and equipment is being calibrated on a timely basis.

5.  Calibration Control Programs.

a.  General.  The Marine Corps Calibration Program has been developed to provide using units with a means to ensure that all authorized TMDE considered to be qualitative in the performance of its intended function is maintained within prescribed standards of accuracy.

b.  Calibration Support.  The Commanding General, 2d FSSG, is tasked with the responsibility for providing a calibration laboratory which performs services within authorized capabilities to satisfy demands from supported customers.

c.  Equipment requiring calibration will be submitted to the calibration lab, ELMACO, 2d FSSG, within 15 days of its “Cal Due Date”.  Additional guidance is provided in the current edition of MCO P4790.2_.

(1) Commodities will make every effort to submit equipment to the calibration lab PRIOR to the “Cal Due Date” and will inform the MMO if equipment is to be submitted after that date.  At no time for other than operational reasons shall the commodity submit TMDE for calibration more than 15 days after the “Cal Due Date”.

(2) Commodities will remove TMDE from the tool room and maintenance areas immediately upon reaching the “Cal Due Date,” provided the equipment has not already been removed.

(3)  This command will use a decentralized calibration control system with commodities as an overall Calibration Control Program Coordinator.  

d.  MMO Responsibility.  The MMO is the Calibration Control Program Coordinator.  The MMO will be responsible for monitoring and coordinating the calibration program within this command and will comply with the following requirements:

(1) Conduct an annual inventory/review of all TMDE.  This inventory must be physically conducted and the results will be noted and used by the MMO and commodity managers monitoring the command’s TMDE assets.  The following will be specifically inspected:

(a) Calibration due dates, NIINs, serial numbers, end item serial numbers, and end item TAMCNs on calibration reports against the same information on the equipment (calibration due date on the equipment sticker) and on the most recent calibration WON/Task.

(b) TAMCNs, serial numbers, and NIINs against the Section Material File Report (SMFR) to validate the information for all end items.

(c) TAMCNs and NIINs against the Table of Equipment to ensure on-hand equipment are authorized.

(d) Calibration Not Required (CNR) and Inactive dates will be reviewed to ensure they are correct and in the remarks section of current calibration reports.  “Last Cal” dates will reflect the most recent annual TMDE validation, at which time the MMO will ensure that CNR and inactive stickers are properly affixed with correct dates, and that follow-up action has been taken for all equipment inactive for more than three years.  “Cal Due” dates will reflect one year from the most recent annual TMDE inventory/review.

(2) Conduct periodic reviews of the actual utilization of all TMDE to ensure that appropriate calibration labels are affixed.  To this end, maximum use of “Calibration Not Required”, “Inactive”, and “Special Calibration” status is recommended.

(3) Conduct monthly reconciliation with commodity maintenance sections to ensure that calibration control records are accurate and complete.

(4) Maintain the ATLASS calibration module to assist in monthly and annual reconciliation with the Calibration Control Points and to give the program coordinator constant visibility of all due and overdue TMDE.

e.  Calibration Control Point (CCP) Responsibilities.  

(1) Maintain the ATLASS calibration control records per the current edition of TM 4700-15/1.  CCPs are directed to use an automated calibration control system and to ensure submissions of any changes regarding this report are submitted to the Calibration Control Program Coordinator.

(2) Maintain record jackets on all TMDE, in ATLASS to include Infantry Weapons Gauge Calibration and Exchange Program (IWGCEP) equipment, which will include a minimum of the most recent calibration WON/TASK (2d and 3d echelon), as well as all other required entries for end items and for inventory control.  This will be in accordance with reference (w) in APPENDIX A.

(3) Request “Calibration Not Required” (CNR) status for items of equipment which do not require calibration.  This should be only those devices used for relative values where accuracy is judged to be of little or no consequence.

(4) Request “Special” calibration of all instruments used only in specific areas of their available range.

(5) Ensure that an “Inactive” label is affixed to each piece of TMDE not expected to be used during the next three years. Instruments placed in an inactive status will be calibrated before they are authorized for use.

(6) Screen TMDE as it enters “Inactive” status to determine whether a T/E change may be warranted due to little or no use.

(7) Submit all equipment requiring calibration on a scheduled basis.

(8) Ensure that all equipment submitted for calibration is complete and has all required preventive and corrective maintenance services before submission.

(9) Ensure that all equipment requiring calibration is not used until it has been calibrated and current labels have been affixed.

(10) Ensure that like items of TMDE are staggered throughout the scheduled calibration/PM cycle to minimize the impairment of regular maintenance actions at the unit.

f.  Turn-in/Acceptance Procedures.  Commodity maintenance sections will submit all items requiring calibration into the appropriate TMDE calibration shop.

(1) All items of TMDE requiring calibration will be submitted to the TMDE calibration shop through ATLASS.

20010.  SAFETY AND HAZARDOUS WASTE
1.  General.  Every Marine is responsible for the prevention of mishaps involving personnel, equipment, and property under their control.  Company commanders and commodity managers will incorporate action to eliminate any safety hazards.  Officers and enlisted personnel at all levels shall ensure that all personnel in their charge are instructed in safety practices applicable to their respective areas of operation and that all safety regulations are strictly observed and enforced.

2.  The Battalion Safety Officer is responsible for the establishment and functioning of the battalion’s safety program.  All company commanders/commodity managers will coordinate with the Battalion Safety Officer to ensure that procedures are developed and followed concerning safety in all maintenance operations.  The following areas of concern must be considered when establishing safe procedures in the workplace:

a. Fire safety

b. Use of Personal Protective Equipment (PPE)

c. Sight and hearing conservation

d. Electric shock protection

e. Hazardous materials usage, storage, and disposal

f. Load testing of heavy lift equipment

g. Radiological Protection

3.  The Safety and HazMat program is a collateral duty of the  S-4A/B.
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3000.  GENERAL INFORMATION
1.  To ensure compliance with currently established policy and procedures, the requisitioning, receipt, and issue of repair parts and material will be per the current edition of UM 4400-124 and with this Order.

2.  The Battalion Supply Officer responds to and ensures corrective action for all supply problems that adversely affect the equipment maintenance program.  This is accomplished through close coordination between the Battalion Supply Officer and the Battalion MMO.

3. Battalion commodity managers/chiefs will plan, coordinate, and supervise the acquisition, storage, control, security, issue, and recovery of repair parts and other maintenance materials for their commodity areas.  They will respond to and initiate corrective action for all supply problem areas that have an adverse affect on the unit equipment maintenance program.  Those problems that cannot be resolved at the commodity level will be forwarded to the MMO for assistance.

3001.  REPAIR PARTS REQUEST SYSTEM
1.  Each shop will assign an individual as the supply clerk for that shop.

2. Each maintenance shop will initiate all tasks for repair parts per the current versions of TM 4700-15/1 and ATLASSII.

a. On those transactions not dealing with the supply system, i.e., pre-expended bin (PEB) parts/scrounge parts, the supply clerk will initiate an indirect task in ATLASS. 

b. The supply clerk must continually validate with Battalion Supply per paragraph 3005 of this Order.

3.  SL-3 components will be ordered per Appendix B of this Order.

4.  Repair Parts Priority.  The assignment of priority designators for repair parts will be consistent with the priority established for the task. Priority designators will be established per the current edition of MCO 4400.16 and paragraph 2003 of this Order.  Units are authorized to assume FAD II status prior to deployment outside CONUS and prior to assumption of a contingency status.  Specified time frames on when units may assume FAD II status and further amplifying guidance is provided by the Force Commander.

a.  Not Mission Capable (NMC) Indicator.  NMCS indicator “N” will be assigned to the part or parts responsible for an item of equipment being deadlined.  To assign the NMC indicator, place an “N” as the first character in the RDD.

5.  Required Delivery Date (RDD).  When repair of combat/mission essential equipment is required to meet operational commitments, the equipment will be inducted into the maintenance cycle with an established required delivery date (RDD).  The RDD establishes the latest possible date that the equipment must be ready to meet operational commitments.  All supply actions required to assist in the repair must be expeditiously handled consistent with the established RDD.  If equipment has been evacuated to the IMA, a letter will be sent to the Commanding Officer, 2d Maintenance Battalion requesting a change or establishment of an RDD on the WON/Task.

3002.  REPAIR PARTS CONTROL
1.  Excess Parts/Components.  The maintenance activity, section, or shop is not authorized to maintain repair parts or components except for those required for Tasks, those which are part of an authorized pre-expended bin, or those parts properly stored and marked in a Broken Unit of Issue (BUI) bin.  All other parts or components not used for immediate repair will be turned in to Battalion Supply.  Repair parts held in a maintenance activity waiting to be placed on a piece of equipment will be identified with the Task/Serial number for that piece of equipment and placed in a parts bin.

2.  Pre-expended Bins (PEBs).  

a.  Pre-expended bins may be established in all maintenance shops per the current versions of references (a), (b) and (i).  

b.  Pre-expended bins will contribute to the overall efficiency of equipment maintenance operations and will in no way be established for the purpose of “stockpiling” parts or circumventing the supply system.

c.  Pre-expended bins provide the advantage of having selected repair parts (e.g., bolts, washers, filters, etc.) prepositioned at maintenance activities to facilitate the timely completion of routine repair work such as scheduled maintenance.  Since pre-expended bins are readily accessible in the shops, accountability and security procedures must be established to preclude pilferage of bin parts for unauthorized use.

(1) Commodity managers will oversee the usage, recording, and security of pre-expended bins in their shop.  All PEB items will be added and processed through the ATLASS II+ PEB module.

(2) Pre-expended bins will be reviewed and authorized by the Commanding Officer semiannually.  The Commanding Officer will ensure that all pages of all enclosures are in compliance with MCO P4400.150.  Sample PEB authorization in APPENDIX E-11.

(3) Delegation of management of the PEB will be made to competent personnel.

d.  Stockage criteria may be found in the current version of MCO P4400.150_, FSMAO ltr.

e.  Requisition Procedures.  All PEB items will be ordered indirectly in ATLASS II+. 

3.  LAYETTES Bins. Layette bins, will be established in all maintenance shops as necessary for the storage and control of repair parts per the current edition of MCO P4790.2_.  Commodity managers have overall responsibility for the management of these bins and will appoint a clerk to perform day-to-day operations.  The following procedures will apply:

a.  All small parts for the same WON/Task will be kept together in the same bin, the location of which should be indicated by the Task/Serial number.  Large items should be stored in a common area and must be marked/tagged with the applicable Task number, NIIN, equipment serial number

b. Material in Layette bins must be validated on a biweekly basis.  Validation procedures are contained in reference (a), Appendix C and in paragraph 3005 of this Order.

c.  Parts removed to facilitate repairs will be securely stored and tagged with the associated WON/Task until the CM allows reinstallation of these parts.

4.  Cannibalization and Selective Interchange.

a. Cannibalization and Selective Interchange are defined in the current edition of MCO P4790.2_ and are considered to be exceptional maintenance procedures. Cannibalization or Selective Interchange will only be authorized for mission-essential equipment when an operational commitment is imminent, and only when it appears that required repair parts cannot be obtained in a timely manner.  

b. Cannibalization or Selective Interchange at the battalion level will only be authorized by the MSC Commander or by the Commandant of the Marine Corps (LP) on a case-by-case basis.  Sample request in APPENDIX E-2.

c.  The commander of any unit authorized by the T/O cover page to perform at least intermediate third echelon maintenance and/or be an authorized maintenance float or subfloat holder may also authorize cannibalization or selective interchange.  Maintenance commodities will ensure that any cannibalization or selective interchange performed on unit equipment is documented and authorized by appropriate personnel.  Responsible Officers/Company commanders/Commodity managers who receive equipment that is noticed to have been cannibalized and/or has had parts selectively interchanged without proper authorization will immediately inform the Commanding Officer through a request for investigation on the equipment in question.

d.  Reclamation of repair parts/components from Defense Reutilization and Marketing Office (DRMO), or other like sources, will be strictly accounted for in order to ensure excess parts are not held at the commodity/shop.  All parts usage of such nature will be reported via an indirect transaction with advice code “SC”.

e.  Usage of repair parts received from other than normal sources of supply (other than PEB) will be reported via an indirect transaction with an advice code of “SC”.

3003.  DIRECT EXCHANGE (SECONDARY REPAIRABLE ITEMS PROGRAM).  Policies for users, control and management of the Marine Corps Secondary Repairable Items Program are contained in the current edition of UM 4400-125.  Applicable procedures contained in the above reference are amplified herein for use by assigned commodity personnel.

1.  Concept.  The secondary repairable program serves to provide a pool of serviceable components readily available for direct exchange of spare unserviceable like-items and subsequent repair by designated supporting maintenance facilities authorized to repair equipment at the required echelon.  This program should be used to the fullest extent possible.

2.  Maintenance Float Operation.  The Repairable Issue Point(s), managed by 2d FSSG will be the source(s) of supply for all secondary repairable items exchanged by this command.  The maintenance commodity will:

a.  Evacuate secondary repairable items to the IMA. 

b. Take a printout copy of the 3d echelon WON/Task, to the Repairable Issue Point, as directed by the IMA.

c. The Repairable Issue Point (RIP) will keep the WON open, for induction of the secondary repairable into the appropriate supporting maintenance facility, and will issue a replacement secondary repairable or generator document number on the battalion DASF with the appropriate advice code for receipt of backorder for a replacement.

3004.  NEW EQUIPMENT.  The Marine Corps, in conjunction with the Department of Defense, is attempting to provide the Fleet Marine Force (FMF) with the best equipment available.  To this end, new equipment is continually introduced into the FMF inventory.

1.  Background.  Headquarters Marine Corps publishes Users’ Logistics and Supply Summaries (ULSSs) for newly fielded equipment, covering equipment characteristics and maintenance, publications, and training requirements for the new equipment.

2.  Policy.  Company commanders and commodity managers will ensure the contents of these directives and all applicable technical manuals are adhered to when introducing new equipment into the battalion inventory.

3.  Responsibilities.

a. The Commanding Officer is responsible for the introduction of new equipment into this battalion.

b. The S-4 Officer exercises staff cognizance for the introduction of all new items of equipment for this battalion.

c. The Battalion Supply Officer will receipt for, report, and issue all new items of equipment for this battalion after acceptance LTI’s have been performed by the commodity as necessary.

d.  The Battalion Maintenance Management Officer will review the ULSS for each new item of equipment, with particular emphasis on the support concept and related correspondence to determine the total quantity, complexity, and associated requirements of the item to be received.



(1) 
Verify all new items of equipment received are kept in an ADL status until authorized place in service.  Sample E-3 contains a sample format for requesting to place new equipment into service.  The MMO will forward requests to place new equipment into service.


(2)
Submit reports required and promptly report to the Battalion Commander and Commanding General 2d Marine Division (G-4/MMO) any deficiencies encountered with placing the equipment into service.



(3)
Verify sufficient security is provided to prevent unauthorized use, cannibalization, or other abuse.

    (4) Verify readiness reportable assets are reported on

the unit LM2 report.

e.  Company commanders/commodity managers will ensure that:

(1) New items of equipment are correctly added to the Section Material File Report (SMFR). 

(2) All required publications for the maintenance, use, and support of the new items be ordered and added to the unit Publications Library (PL) per chapter 7 of this Order. 

(3) Training be conducted per applicable ULSSs and other publications applicable to the new items of equipment. 

(4) And that maintenance and operation of the new items of equipment be conducted per applicable ULSSs, technical manuals, and all other applicable publications.

3005.  VALIDATION AND RECONCILIATION
1.  General.  Reconciliation is a vital part of the maintenance and supply effort and will help maintain a high level of readiness for the battalion.  Reconciliation of discrepancies and validation of corrections must be conducted on an constant and continual basis to ensure that maintenance and supply reports and records are accurate, to ensure that supporting activities are aware of problems and correcting them, and to ensure that the maintenance cycle is being adhered to at all levels of maintenance. 

2.  Validation and Internal Reconciliation Actions Prior to Weekly Reconciliation with the MMO and Supply. The following management responsibilities are required to ensure a good reconciliation with the Maintenance Management Office and the Supply Office.  Commodity managers will:

a. The Monday prior to reconciliation with the MMO, commodities will reconcile their layettes and all parts incoming from supply. Commodity Maintenance Management clerks or maintenance personnel will receipt for all parts in that commodity’s bin in the supply warehouse.  All documentation will be filled out and signed, and arrangements for moving all parts to respective commodities will be made.

b.  Ensure representation by the maintenance management clerk, supply clerk, and the Maintenance Chief during reconciliation at times scheduled by the MMO and will ensure timely corrective action on all discrepancies.

c.  Reconciliation will be conducted every Tuesday with the presence of the battalion supply chief, Due and Status file (DASF)clerk, and maintenance management chief.  Times are as follows:



Truck Co

0800



Comm Co

0900



Armory

1000



SCCo


1300



NBC


1330



Field Mess 
1400



MP Co

1430



Cam/Repro

1500

d.  Ensure that a thorough internal reconciliation of the ADHOC Daily Process Report (DPR) is completed prior to reconciliation with the MMO office.  All maintenance and supply concerns or discrepancies will be noted on the commodity DPR and brought to the reconciliation.  

e.  Ensure that an accurate deadline status and major deadlining defect are annotated on the ADHOC DPR for all major end items present on the report and brought to the reconciliation with the Maintenance Management Office.

f.  Conduct weekly reconciliation of all Tasks/Parts with intermediate maintenance activities on any equipment evacuated to a higher echelon of maintenance to ensure timely repair of battalion equipment evacuated outside of the command.  

3.  Weekly Reconciliation with the Maintenance Management Office and Supply Office.  Personnel conducting reconciliation with maintenance and supply will ensure that all of the following tasks are specifically accomplished and accounted for in the MMC logbook/on all supply receipt documentation:

a.  A complete, by WON reconciliation will be conducted against the DPR with the MMC or MMO.  This will cover all discrepancies in priority, job status, defect, days in status, or any other Task entry field.  Commodity clerks will annotate discrepancies on the DPR and ensure that those discrepancies are corrected.  This reconciliation will be recorded by signature in the MMC reconciliation logbook.

b.  A complete, by part reconciliation will be conducted with supply between parts on the DPR and parts on the Due and Status File (DASF).  Any other parts that have been submitted into the maintenance cycle via Task but have not shown on the DPR will also be reconciled.  This reconciliation will cover correct status of all parts by Document Number, NIIN, and Task number.  This reconciliation will also be recorded by signature in the MMC reconciliation log.

4.  MCGERR(LM2) reconciliation will be in accordance with reference (a), APPENDIX A.  The MMO will prepare and submit the maintenance readiness portion of the Marine Corps Status of Resources and Training Systems (SORTS) to the S-3 when required.

3006.  SETS, CHESTS, KITS, AND END ITEM SL-3.  Sets, chests, and kits contain contents such as tools and test equipment that are highly pilferable.  If they are not available and complete, the performance of the unit may be adversely affected. End item SL-3 is also highly pilferable and needs to be accounted for in the same manner as sets, chests, and kits.  Tight controls must be maintained.

1.  Inventory.

a.  A current SL-3 stock list, or extract thereof for each set, chest, kit, or end item will be used for inventories.

b.  Copies of inventories will be maintained for one year in a file folder maintained by the commodity manager or tool NCO.

c. Identification, location, inventory, control and inspection requirements for all SL-3 in the battalion, to include tool sets, chests, and kits, are specified in Appendix D of reference (a).

d.  The four categories for tool sets, chests, or kits are the required inventory intervals, are those items:

(1) Tool sets, chests, and  kits that are issued to an individual where locks and a secure storage area are provided will be inventoried at least monthly.

(2) Tool sets, chests, and kits that are securely stored but not issued to an individual will be inventoried at least semiannually. 

(3) Tool sets, chests, and kits that are issued to a RO will be inventoried quarterly and upon change of RO.

(4) On Vehicle Equipment (OVE) and Basic Issue Items (BII) issued for the exclusive use of a vehicle will be securely stored and inventoried monthly. 

e. The last page of the extract will have space for the signature of the person conducting the inventory, date of the inventory, and signature of the person supervising the inventory.

f. UURI are items that are not issued with the end item

during IIP and subsequent fielding.  Items in this category must be requisitioned by the using unit, not to exceed the stated quantities.  The CO can authorize in writing to hold less than the stated quantity.  Where (AR) as required is the stated quantity, the commander must establish that quantity in writing.  

UURI quantities will be reviewed and updated annually by the battalion MMO. 

1.  Issue and Control.

a.  Initial issue of all sets, chests, kits, and end item SL-3 will be accomplished per the current edition of UM 4400-124.

b.  All end item SL-3 will be issued and receipted for by the company/commodity upon initial issue of the end item.  Companies/commodities will ensure that all SL-3 is issued and is in serviceable condition at that time.

c.  All additionally authorized SL-3 will be authorized by the Commanding Officer, and authorization letters will be maintained at the company/commodity.

d.  All replenishment of SL-3 will be done per Appendix B of this order and MCO 4340.1_.  Additionally, all SL-3 replenishment orders will be accompanied by one of the following:

(1) The unserviceable item

(2) A missing gear statement
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CHAPTER 4

TRAINING

4000.  GENERAL INFORMATION.  An effective maintenance program requires maintenance training to develop the skill and knowledge of the individual Marine.  Maintenance training in this command will include formal instruction and managed on-the-job training (MOJT).

1.  Responsibilities.  Training is a command responsibility.  While it is recognized that the commodity manager will require assistance in the conduct of technical training, the ultimate responsibility for identifying requirements and allotting time rests with the commodity manager or unit commander.  Commodity managers and commanders will ensure that maintenance training is scheduled, conducted, and recorded.  Executive and special staff officers will assist in maintenance training as follows:

a.  Commodity Managers.  Commodity managers will assist and advise the Commanding Officer in areas of technical training within their section.  They will supervise all training of mechanics/technicians to ensure that technical and maintenance supervisor training is conducted.  Assistance may be requested from higher headquarters, as required, for training beyond unit capabilities.

b.  Company Commanders
(1) Will ensure that equipment operator maintenance training is scheduled and conducted.

(2) Will maintain those training records as directed by the S-3.

c.  S-3 Officer
(1) Coordinates with the MMO concerning maintenance and maintenance management training.

(2) Schedules appropriate level maintenance training in quarterly training directives.

(3) Inspects maintenance training and requests quotas for technical schools.

d.  MMO.  The MMO will effect liaison, as required, for the conduct and scheduling of technical training by higher headquarters.  Additionally, the MMO will establish a maintenance supervisory and maintenance management functional area training program.  He will ensure that supervisory expertise is achieved to effectively and efficiently supervise maintenance personnel at the battalion and commodity level.

4001.  TRAINING REQUIREMENTS
1.  Programs established must be aimed at eliminating deficiencies determined by a continual evaluation of maintenance personnel and their supervisors.  Programs must be designed to satisfy both the current and planned needs of the organization.  They must also prepare the individual Marine to fill positions of higher grade and increased responsibility.

2.  MOS technical training may be accomplished in a number of different ways.  The methods that can be utilized include formal schools, organizational training, on-the-job training, correspondence courses, training at support maintenance activities, and civilian courses.  The methods selected are dependent on the skill level of maintenance personnel, the resources available, and the operational commitment of the unit.

3.  The maintenance and maintenance management training program will be documented in the unit’s training plan/schedule.

4. The MMO, in coordination with the Battalion S-3, company training officer and commodity managers, will monitor the technical and maintenance training, provide advice on training, and initiate action to fulfill training needs.  Training will be scheduled in the following areas.  Additional training requirements from higher headquarters will be scheduled as directed.

a.  Maintenance Supervisory Training.  Minimum one hour per month.

b.  Technical (MOS) Training. Conducted per ITS standards.

c.  Maintenance Management Functional Training.  Minimum two hours per month.

d.  Equipment Operator Training. Conducted per applicable TMs.

5.  Use service schools to the fullest extent possible.  All quotas and prerequisites for such schools will be coordinated with the S-3 and higher headquarters.  Commanders will ensure that only qualified Marines are nominated for service schools and that quotas granted will be met unless the Battalion Commander authorizes an exception.

4002.  FIELD TRAINING.  Commanders will ensure that personnel are capable of performing required maintenance under field conditions, including daily and weekly services as required.  Commodity managers will ensure that maintenance personnel are also trained to perform 2d echelon scheduled and corrective maintenance in the field utilizing T/E equipment and that they are proficient in equipment recovery/evaluation and use of field maintenance expedients.

4003.  MANAGED ON THE JOB TRAINING (MOJT).  Inexperienced personnel should be paired with more experienced personnel for the purpose of OJT.  Maximum use will be made of Marine Corps Institute correspondence courses, classes taught by 3d and 4th echelon personnel, and apprenticeship programs where available.  Requests for additional instruction will be submitted to the   S-3.  The unit MMO will assist the S-3 in requests made for assistance in technical training from outside sources.  All OJT will be scheduled and trainees will be periodically tested to determine progress.

4004.   TECHNICAL TRAINING.

1.  Technical training is the key to an effective maintenance program.  Technical instruction will be held for all MOSs within the unit.  

a.  The current ITS Order (MCO P1500.XX) will be used to tailor the technical training syllabus for each MOS to ensure that each Marine meets the basic qualifications for his MOS.

b.  Commodity/section training NCOs will maintain training records that document performance training by ITS and when sustainment training is due based on ITS sustainment periods.

c.  Additional training will be conducted upon receipt of a new type of equipment.

d.  Training in the proper use of tools and TMDE should also be incorporated in all quarterly MOS training schedules.

2.  Periodic testing of technical knowledge will be conducted using the ITS standards as a guide.

4005.  CROSS TRAINING.  Maintenance personnel will, to the maximum extent possible, be cross-trained within their own and in closely related occupational fields.  Cross training is especially desirable in administrative areas.  Commodity managers/section heads will be aware of cross-trained personnel in their unit.

4006.  UMMIPS (UNIFORM MATERIAL MOVEMENT & ISSUE OF PRIORITY SYSTEM) TRAINING. 

1.  Per MCO 4400.16_, Encl. (1), paragraph 7.b, all personnel who assign urgency of need indicators will be trained in their proper and effective application.  This is to ensure that appropriate priorities are assigned to WONS/Tasks, supply requisitions, and other logistical requisitions.  This training will be conducted at least semiannually, or when new personnel are added to the list of those authorized to assign urgency of need designators.  UMMIPS training will be conducted with the use of the appropriate pages from the current edition of MCO 4400.16, or training aids which specifically identify material covered in that order.

2.  The following is a tailored decision making chart for priority assignment decision making during the day-to-day operations of this command.  All personnel who assign Urgency of Need Designators are tasked with assigning priorities per this table.


HQ BATTALION
UND A
UND B
UND C


Priority Assignment Decision Making Chart
mission critical; halts the mission
degrades the mission; anticipated to be mission critical
normal operations; routine maintenance

FAD I
combat environment
01
04
11

FAD II
forward deployed or contingency status
02
05
12

FAD III
garrison status
03
06
13

4007.  TRAINING DOCUMENTATION
1.  Training records provide the manager with the means to administer the unit/shop level training program.

2.  Commodity managers will keep the following training records for technical training under their cognizance:

a.  Annual Training Plans.  

(1) Annual training plans contain information on training planned for the calendar year.  A thorough review of the unit’s maintenance training posture must be considered to determine what specific training requirements exist.  This information is compiled for incorporation into the annual training plan.

(2) Commodities/sections may opt to plan specific classes by quarterly schedule, so long as they identify to the MMO and to the S-3 all annual requirements and any long range training requirements.

b.  Monthly/Weekly Training Bulletins.  These bulletins indicate where a period of instruction will take place, who will deliver the class, who will attend, and when the periods of instructions will take place.

c.  Class Outlines.  A repository of detailed outlines will be maintained on the HQBN webpage.  Outlines will be reviewed periodically by the MMO and commodity managers for accuracy and validity.

d.  Attendance Rosters.  Attendance rosters will be maintained by training NCOs or commodity managers for each period of instruction held.  Specific formats are left to the commodity/section, so long as pertinent information concerning class title, instructor, references, and personnel in attendance is included.


e. Instructional Rating Forms. Instructors will be evaluated on commodity-run critique sheet/rating form and maintained with the lesson plan and attendance roster.  This will ensure proper instruction and continuous improvement. 
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CHAPTER 5

INSPECTIONS/VISITS AND QUALITY CONTROL

5000.  GENERAL INFORMATION.  Inspections are one of the principal means available to the Commanding Officer, his staff, and commodity managers to determine if planning and organization are sound, if personnel are functioning effectively, and if directives are clear, understood, and being used.  Inspections enable commanders to properly gauge unit effectiveness in the utilization of maintenance resources.
1.  Policy.  Inspections/visits will be constructive, based on FSMAO standards, and conducted by competent inspectors.
2.  Inspection Requirements.
a.  The Battalion MMO will conduct a maintenance management inspection of all commodities semiannually and/or when deemed necessary.  The Company Commander will then respond to all MMO inspections with corrective actions to the Battalion Commander in writing and within 30 days of notification.
b.  Commodity managers will conduct inspection of their commodities as required.
c.  Formal inspections will be requested by this command or scheduled by higher headquarters as necessary.
5001. FORMAL INSPECTIONS

1.  Formal inspections will usually be announced in advance and a standard procedure for the conduct of the inspection promulgated.  A checklist will normally be prescribed which will be used by the inspection team and will be used to prepare for the inspection.  Such an inspection routine provides for the correction of many small fixes or omissions that might otherwise not be accomplished.  Personnel and equipment will be made available to the fullest extent possible for all inspections.  
2.  Inspection Checklists.  Current inspection checklists will be used.  Commanders/commodity managers will ensure that:
a.  Checklists are accurate and current.
b.  All functional and technical areas are covered.
c.  All previous discrepancies have been corrected.
d.  All discrepancies are recorded and reported.
e.  All repeat discrepancies are highlighted.
f.  Follow-up corrective action is taken.
5002.  INFORMAL INSPECTIONS.  Informal inspections will be conducted to identify deficient areas.  A spot check inspection of equipment or personnel in the conduct of routine operations is an example of an informal inspection.  Inspection checklists may be used for inspection reports.  Informal inspections, though previously announced, are conducted during normal operations.
5003.  INSPECTION REPORTS

1.  Critiques will be held immediately upon completion of all inspections, both formal and informal.
2.  Formal inspection reports prepared by this and higher headquarters will be consolidated, analyzed, and maintained by cognizant staff/commodity officer.
3.  All formal inspection results will be maintained for a minimum of two years.
5004.  QUALITY CONTROL (QC)

1.  Each commodity area conducting maintenance will have established procedures listed in their desktops and will ensure they are strictly enforced.  QC procedures will require frequent inspection of work in progress by QC personnel.  
A Complete, detailed final inspection will be performed for each maintenance-related task.  QC will be a continuous effort throughout all cycles of preventive and corrective maintenance.  Unit and commodity turnover files should specify frequency and extent of QC checks conducted during each maintenance action.
2. Quality Control (QC) Procedures.
a.  QC personnel will be assigned in writing, copies of  these listings will be maintained by the battalion MMO.
b.  Quality Control personnel will be adequately schooled in their responsibilities IAW current ITS for that MOS and the importance of their position.
c.  Quality Control personnel will inspect all maintenance performed at the commodity and will be the authorized personnel to QC at the end of the active maintenance phase.
d.  Quality Control procedures will be conducted per the current edition of MCO P4790.2__, appropriate TMs, and paragraph 2005.3.c.(7) of this Order.
3. Product Quality Deficiency Report (PQDR)

PQDRs are a part of the Marine Corps Quality Assurance Program.  The MMO is responsible for managing this program.  Any Marine who considers the performance of an item or component to be unsatisfactory can initiate a PQDR.  Consult the current edition of MCO 4855.10, TM 4700-15/1, and Appendix C of this order for additional information.
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CHAPTER 6

FACILITIES

6000.  ASSIGNMENT AND RESPONSIBILITIES
1.  Maintenance facilities in garrison are generally permanent in nature and may consist of well-planned and integrated systems of permanent structures with supporting facilities.  Maintenance facilities in the field normally consist of tents, shelters, or mobile and transportable shelters.  It is the responsibility of the MMO and commodity managers to determine the quantity and types of facilities required to perform the maintenance function.

2.  Requirements for upgrading, repairing, or adding to assigned maintenance facilities will be identified by the unit/commodity manager and forwarded to the Battalion S-4 for action.  Specific requirements and justification narratives must accompany the work request.

6001.  STORAGE AND CONTROL
1.  T/E equipment not required to accomplish the maintenance mission will be stored in designated storage facilities.  All equipment will be maintained in serviceable condition per applicable directives.

2.  Equipment and authorized resources required to accomplish the day-to-day maintenance actions will be stored and maintained in the maintenance facilities.
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CHAPTER 7

PUBLICATIONS

7000.  POLICY
1.  An integral part of a unit’s combat readiness is its equipment readiness. One of the essential resources contributing to an effective equipment maintenance program is an up-to-date library of maintenance related publications.  The current edition of MCO P5215.1 requires commanders to ensure that authorized maintenance related publications are on hand, effective internal distribution control procedures are established, and that prompt action is taken to increase and/or decrease allowances as requirements change.

2.  The term publication as used throughout this Order includes both directives (i.e., orders, bulletins, etc.) and technical publications.

3.  Complete and up-to-date maintenance related publication libraries are absolutely essential for the conduct of maintenance operations and the implementation of functional area programs.

4.  Accordingly, commanders will maintain a full allowance of necessary maintenance related publications in all commodity areas and applicable staff functional areas.

7001.  RESPONSIBILITIES
1.  The responsibility for an effective unit maintenance and maintenance management effort, to include a technical publications control system, rests with the commander.  The overall operation of the Battalion publications control system is the responsibility of the S-1 with the advice and assistance of the MMO.  The S-1 is the Unit Publication Control Point (UPCP).

2.  Publications control system responsibilities are divided into four functional areas: allowance control, internal distribution control, library management, and recommended changes.

7002.  ALLOWANCE CONTROL
1.  The publication allowance control system for Marine Corps organizations is managed via the Publications List (PL) in MCPDS.  The PL is a listing of publications automatically distributed by the publications stock control point at the Marine Corps Logistics Base, Albany, Georgia.  The IDL is a listing of publications required, by commodity/section, maintained by the Directives Control Point (DCP), and is the unit listing from which the PL is created.

2.  The S-1, with the advice and assistance of the MMO, is responsible for the maintenance and review of the PL and for ensuring that all necessary allowances are established as required.  Failure to conduct PL reviews and submit changes to Commandant of the Marine Corps (HQSP) will cause distribution information in the PL to remain unchanged.

3.  The following publications are available on MCPDS, but are not and will not be available on PLMS.  See paragraph 7003.3 for internal distribution.

    Title


PCN

a.  PM Monthly 

74000000000               

b.  FedLog


74000026100

c.  MCDEL


71000002500

7003.  INTERNAL DISTRIBUTION CONTROL
1.  The publications internal distribution control system ensures that automatically distributed publications are properly routed to people who need them.  The internal distribution control system is managed by the S-1 with the advice and assistance of the MMO.

2.  The key document in the internal distribution control system is the Internal Distribution List (IDL).  It is designed to provide a graphic display of the whereabouts of all publications received on automatic distribution via the PL.  All publications and associated distribution quantities are identified with specific copy locations.

3.  The following locations are provided for those publications unavailable on PLMS but available on MCPDS.  This list only includes publications in the 7000 PCN series.  All other PCNs not resident in PLMS will be noted in the commodity/section publications NCO desktop, ordered as all other publications on publications order forms, noted to the DCP for inclusion in the PL, and submitted via NAVMC 10772 to HQMC per paragraph 7005 of this Order.

7004.  LIBRARY MANAGEMENT.  

1.  The following guidance is provided to the companies/commodities as direction for the establishment and maintenance of section/commodity libraries.  

2.  For assistance in using the Publications Library Management System (PLMS), refer to UM PLMS.  Reference to working with PLMS involves running the current PLMS program (pubs.exe) with section libraries resident on disk.  Refer to Appendix D for direction on the acquisition and installation of the current quarter version of the PLMS.

3.  Establishing a Publications Library
a.  Technical Publications—Equipment Related

(1) Publication NCOs will refer to the unit T/E and commodity/section CMR.  Using FedLog, PLMS, or the MIMMS ID Standards file, find the ID number for each TAM/NIIN on the CMR.  Write all ID numbers on a working copy of the CMR for reference.
(2) Using PLMS, option 1.1 (Edit Data, Tech Format), publications NCOs will tag each ID number as a required ID by typing “Y” next to the ID number.  Tag all required publications associated with these ID numbers; refer to the unit T/O logistics capabilities, and tag only those publications that fall with the unit’s authorized echelon of maintenance.
(a) F2 is used to tag a publication as required, enter the number of required copies per location, and enter all locations for that PCN.
(b) F3 is used to place publications on order (for reference only) in the PLMS.
(3) All Modification Instructions (MIs), regardless of echelon of maintenance will be tagged as required.
(4) Order all deficiencies via the DCP using the Publications Order Form.  Publications Order Forms may be obtained from the DCP (S-1) or the MMO.
b.  Technical Publications—Non-Equipment Related

(1) Non-equipment related technical publications are not required specifically by ID number and, therefore, require judgement on the part of the publications NCO, maintenance chief, and commodity manager/section head.  
(2) Publications NCOs will ensure that all needed non-equipment technical publications are tagged in the PLMS and placed on order as necessary.  Below is a list of ID numbers for each major commodity area in which non-equipment related publications fall.  Using the PLMS (option 1.1; Edit Data, Tech Format), tag the appropriate ID number, then tag necessary publications related to that ID number.
ID Nr
Commodity

(a) 10203A
Comm/Elec Maintenance 
(b) 10204A
Engineer
(c) 10205A
General Supply
(d) 10206A
Motor Transport
(e) 10207A
Ordnance
c.  Non-Technical Publications

(1) Publication NCOs will consult with the commodity manager/section head and maintenance chief/SNCOIC in order to determine the required non-technical publications to maintain.
(2) With the introduction of Marine Corps Orders on electronic medium, it is no longer necessary to maintain physical copies of publications provided the unit maintains electronic copies resident on local electronic media.  Acceptable local electronic media include diskettes, hard drives, and CDs.  For further clarification, refer to MCO 5600.31G, paragraph 3206.1, per change 2, as promulgated by ALMAR 041/98.
(3) Those orders that may be difficult to use by electronic medium (i.e., referred to frequently while away from electronic media) will be maintained and updated physically.
(4) Non-technical publications will be tagged, using option 1.2 (Edit Data, General Format), as noted in subparagraphs 3.a.(2).(a) and 3.a.(2).(b) of this paragraph.
4.  Quarterly Inventories. Companies/commodities with established libraries will receive a quarterly update of PLMS per Appendix D of this Order and/or with the assistance of the DCP or MMO.  Once the quarterly update is loaded, the commodity will run option 3 and the program will notify the commodity of any revisions or changes.  This highlights the importance of tagging each ID number as “required” for every item of equipment on the CMR.  It is important that all notifications from PLMS be acted on upon notification. Copies of companies/commodity IDL’s will be turned in to the MMO NLT 3 weeks after Quarterly Reconciliation/Inventory.
5.  Turnover of Personnel.  Each time a new person is assigned the duties of Publication NCO, a wall-to-wall inventory will be conducted under the supervision of the outgoing Publication NCO or the Maintenance Chief.  This ensures that all required publications are on-hand and current.  It also ensures the new Publication NCO is properly trained upon assignment.
6.  Requisitioning.  Publication NCOs will ensure that all missing directives, changes, and damaged publications are placed on requisition via the DCP as soon as the deficiency is identified.  Signed copies of order forms from S-1 will be maintained until receipt of publications.
7.  Requisition Follow-Ups.  Biweekly, Publication NCOs will reconcile all backorder validations with the DCP.  Results of reconciliation by maintenance commodity Publications NCOs will be forwarded to the MMO for inclusion into consolidated publication records.
8.  Local Command Directives.  Local command directives are those published by the Battalion, Division, FSSG, MEF, MarForLant, etc.  Each local command publishes a 5215 series checklist.  The 5215 series is used to verify that all command directives are current.  Companies/commodities may acquire a 5215 via the Battalion Adjutant.  It is the S-1s responsibility to ensure local command directives are current.  Companies/commodities may order copies of local command directives via the Battalion S-1 on the same Publications Order Form as for Marine Corps Directives.  Different orders will be placed for local command directives and Marine Corps Directives submitted at the same time.
7005.  RECOMMENDED CHANGES TO MARINE CORPS DIRECTIVES

1.  Purpose.  The purpose of the NAVMC 10772 is to recommend changes to Marine Corps publications.  All incorrect information in Marine Corps publications, PLMS, MCPDS, or the Marine Corps Publications System will be reported in order to ensure accuracy.  Typographical errors not influencing content and Federal Supply Classification (FSC) changes need not be reported.
2.  Responsibility.
a.  Individuals have a responsibility to report errors in publications and to recommend changes.
b.  The MMO will serve as the central control point for the submission of NAVMC 10772s.  Individuals will submit the form to the MMO, who will assign a local control number consisting of the unit RUC, the last two digits of the calendar year and a consecutive serial number. 
(1) NAVMC 10772s will be filled out per the current edition of TM 4700-15/1 and submitted to the MMO.
(2) The MMO will email NAVMC 10772s to the below listed address:
mbmatcommarlogbases@matcom.usmc.mil

c.  The MMO will maintain a logbook of NAVMC 10772s that have been submitted by the unit, citing the local control number, Albany’s control number, the section which submitted the form, the date the form was submitted, the subject, and the closing action, in addition to copies of all pending NAVMC 10772s.
d.  The MMO will provide to the individual/section submitting the NAVMC 10772 the response provided by MCLB Albany.
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CHAPTER 8

MAINTENANCE RELATED PROGRAMS

8000.  INTRODUCTION.  The Maintenance Management concept provides for several, varied maintenance related programs that are designed to ensure better management, control, and increased readiness posture.  The programs discussed in this chapter will be adhered to in order to provide maximum equipment availability at all times.  Additional maintenance related programs will be coordinated by the MMO, the S-4, and the commodity managers.

8001.  MAINTENANCE STANDDOWN
1.  The tempo of operations maintained by this battalion dictates that periodically, time be set aside which can be dedicated to organizational maintenance of all T/E assets.  During maintenance stand-downs, minimal use of these assets will be authorized.  The primary mission of the maintenance stand-down is to conduct needed maintenance and minimize training that would prevent operators, technicians, and other support personnel from working on equipment and associated records.

2.  To assist the battalion S-4 and MMO in providing specific guidance, goals, and objectives to be accomplished during the stand-down, company commanders/commodity managers will:

a.  Formulate plans and schedules for the inventory of all sets, kits, chests, and end item SL-3.

b.  Establish a schedule for LTI of all equipment.

c.  Prepare a list of goals and objectives to be accomplished.

d.  Provide subject input to the battalion S-4 and MMO on a designated date for consolidation, review, and approval by the Commanding Officer.

3.  Following each major exercise or deployment, and during long deployments as capable, a maintenance stand-down will be conducted for the battalion and its attachments.  The desired period of stand-down is one to two weeks in duration.  However, this will be dependent upon the current commitments and the contingency status of the battalion.

8002.  Administrative Deadline Program 

1.  The Administrative Deadline Program is designed to place combat essential equipment and non-combat essential equipment in a controlled environment and in low maintenance cost storage.  Equipment nominated for the program must be in a Code “A” status.  Refer to Sample E-5 for request for authorization of induction.  

a.  Equipment being placed in the Administrative Deadline Program will have PMCS performed, and a PMCS Task opened and closed, prior to induction.

b.  Equipment being placed in the Administrative Deadline Program will remain in the program for a minimum of six months and a maximum of one year.  Determination of the time of removal will be made by the owning unit, the inducting maintenance facility, and the program coordinator.

c.  The Battalion MMO is assigned as the Administrative Deadline Program coordinator and will be responsible for the following:

(1) Coordinate and monitor this command’s participation in the Administrative Deadline Program.

(2) Track and ensure induction and removal of equipment as necessary.

(3) Provide clarifying RM4 remarks on the LM2 displaying dates and serial numbers inducted.

2. Higher guidance on the Administrative Deadline Program is found in reference (a) and (h), pg. C-1.

8003. JOINT OIL ANALYSIS PROGRAM (JOAP)
a.  Headquarters Battalion will participate in JOAP program.  This program will be decentralized and compiled with by commodity managers who maintain TAMCNs in TI-4731-14_. The objective of the program is to improve readiness by detecting impending mechanical system failures and save money by changing lubricants on an as required basis.  Oil samples are submitted to a certified JOAP laboratory that performs analyses of oil samples to determine the wear metals and contaminants contained in the sample.  The hallmark of the JOAP is continued equipment readiness through regular oil analysis.

b.  Company Commanders possessing equipment for JOAP will assign in writing, two “certified” oil analysis monitors.  The Marines will establish desktop procedures containing the appropriate appointment letter.  Headquarter Battalion MMO, through the internal inspection program, will ensure that the JOAP is effectively managed.  According to TI-4731-14_, equipment organic to Headquarters Battalion, which will be enrolled in JOAP is as follows:

TAMCN
NOMENCLATURE

B1780
Riverine, Assault Craft (RAC)

B2566
Forklift, 4000 lbs.

B2685
Welding Machine

D1059
Truck, Cargo, 5-Ton

D1212
Truck, Medium, Wrecker     

APPENDIX A

REFERENCE LIST

The current editions of the following references were used in the preparation of this Order.  Commodities/shops should review all references for applicability to that commodity/shop and inclusion in its publication library.

(a) MCO P4790.2_
MIMMS Field Procedures Manual

(b) MCO 4400.16_
Uniform Material Movement & Issue Priority

 



System (UMMIPS)

(c) MCO P3000.11
Marine Corps Ground Equipment Readiness 





Reportable Equipment System 

(d) MCBul 3000
Table of Marine Corps Ground Equipment Readiness
Reportable Equipment 

  
 http://relm.lmi.org/rem/usmc
(e) MCO P4400.150_
Consumer Level Supply Policy Manual

(f) MCO 4855.10
Quality Deficiency Reporting

(g) MCO 4733.1
     Marine Corps Calibration Program 

(h) DivO 4790.1_
2d Marine Division Maintenance Management 





Standard Operating Procedures

(i) UM 4400-124
FMF SASSY Using Unit Procedures

(j) MCO 5100.8

Marine Corps Ground Occupational 

Safety & Health Program

(k) MCO P5215.1
Marine Corps Directives System




 
 http://www.usmc.mil/directiv.nsf/web+orders
(l) MCO P5215.17
Marine Corps Technical Publications System

 
 http://pubs.ala.usmc.mil.front.htm

(m) MCO P5600.31
Marine Corps Publications and Printing

 



Regulations

(n) UM 4400-125
FMF SASSY Accounting Manual, Vol IV 

(Maintenance Float Procedures)

(o) SL 1-2/1-3

Index of Authorized/Stocked Publications




  
 http://mcsd.ala.usmc.mil

(p) ULSS


Users’ Logistics and Supply Summary (for





Applicable equipment)





 http://marcorsyscom.usmc.mil/tfs/enter_site.asp
(q) TI 4733-15/1
Calibrations Requirements of TMDE

(r) TI 4733-15/2
Sliding Calibrations Interval Program, Test,





Measurement, and Diagnostic Equipment 
(s) TI 4733-15/7
Procedural Publications Index for Marine 

Corps Measurement and Diagnostic Equipment, Calibration and Maintenance Program 

  
 http://www.secure//tmde.matcom.usmc.mil//tmde
(t) TM 4700-15/1
Marine Corps Ground Equipment Records Procedures

(u) UM 4790-5

Marine Corps Users Manual for MIMMS(AIS)

(v)



Software Maintenance Tracking System (SMTS)





 http://192.171.10.175.ars/cgi-bin/arweb.exe

(w)TI 4733-15/11G
www.http://tmde.matcom.usmc.mil/TMDE/IWGCP

APPENDIX B

SL-3 ORDERING PROCEDURES

1.  GENERAL.  SL-3 components are items used to support major end items of equipment.  An end item will be considered complete only when the total quantity of SL-3 components listed are on hand.  SL-3 items may be ordered through DSSC, ATLASSII+, or through local procurement methods.  All units reordering SL-3 components will comply with paragraph 3006.2.d of this Order.

2.  ATLASSII+ ORDERING PROCEDURES.  SL-3 items acquired through the General Account will be assigned document numbers and processed by Battalion Supply.  A WON/Task is required when ordering SL-3 items through SASSY.

a.  The following information will be annotated on the ERO or EROSL and entered into the MIMMS/AIS or SASSY/ATLASS as appropriate:

(1) Defect Code:SA0013(NMAJ-SL-3AP)

(2) Priority: 12/13 (depending on FAD status)

(3) Job STAT: P1 (SHT PRT)

(4) Serial number of the principal end item

(5) JON: replenishment/replacement JON

(6) All other entries per the current edition of TM 4700-15/1/ATLASS-UM

b.  Items that do not deadline the end item may be batched, providing each item in the batch has the identical ID number.  Use a serial number of “0” for batch SL-3 replenishment.

c.  SL-3 items that deadline the end item will not be batched.  SL-3 items that deadline equipment will be requisitioned against a deadline Task using the Maintenance Repair JON citing the appropriate priority and NMCS indicator.

3.  LOCAL PROCUREMENT METHODS.  Some SL-3 items in the Marine Corps inventory may be procured locally.  Procedures for ordering locally procured SL-3 items will be established by the Battalion Supply Office, in coordination with the local supplier and with the commodity(ies) obtaining SL-3 items through the local supplier.  Snap-On is an example of one source by which tools may be locally procured.

APPENDIX C

PRODUCT QUALITY DEFICIENCY REPORTS (PQDRs)

1.  INFORMATION.  Timely reporting of a deficiency is of paramount importance.  Such action can eliminate hazards to personnel, preclude other items from becoming deficient, facilitate the inclusion of technical direction in supporting publications, protect the Marine Corps’ interest under warranties, and provide better service to the Marine Corps.  It is essential that complete information applicable to the defective material reported be furnished to permit rapid and accurate analysis of the deficiency.

2.  PURPOSE.  The PQDR is used to provide information to activities responsible for development, procurement, or management of equipment concerning deficiencies in its material, design, or procurement so that action may be initiated to correct the deficiency.

3.  SUBMISSION OF PQDRs.  A PQDR will be submitted as a result of any of the circumstances listed below.

a.  Circumstances constituting a hazard to personnel or material.

b.  Design of items or components that impedes the proper operation, maintenance, or handling of the material.

c.  Faulty material or poor workmanship.

d.  Excessive wear or deterioration for the period of time under which the item was on hand.

e.  Unsatisfactory operation or performance of equipment in the course of normal operations.

f.  Circumstances other than those listed here but considered to be of sufficient importance to warrant reporting.

4.  RESPONSIBILITIES.  Detailed responsibilities are established in the current edition of MCO 4855.10.

a.  Individuals discovering a deficiency will submit a PQDR to the appropriate commodity manager for review and assistance.

b.  Battalion commodities/sections will forward the report to the Battalion MMO for review, recording in the QDR logbook, and submission to higher headquarters.

c.  The Battalion MMO will submit PQDRs by paper mail, fax, or email to the Quality Assurance section at MCLB Albany, at DSN phone number 567-5291, DSN fax number 567-5631, or to the following address:

Commander (Code 808-1)

Marine Corps Logistics Base

814 Radford Boulevard

Albany, GA 31704-1128

d.  The Battalion MMO and the Quality Assurance section at MCLB Albany will conduct quarterly or as required PQDR reconciliation to ensure PQDRs are received and processed.  The MMO will inform the commodity of the results received from Quality Assurance at MCLB Albany. http://notes.ala.usmc.mil
APPENDIX D

OBTAINING ANDINSTALLING THE PUBLICATIONS LIBRARY

MANAGEMENT SYSTEM (PLMS)

1. INFORMATION.  The following are step-by-step instructions for installing the PLMS on a unit computer.  These steps, when followed, may be used for installing PLMS for the first time on the computer, or for installing a new quarterly update.  The instructions are Windows 9X or NT based, and assumes that the user has a basic knowledge of the use of the mouse, the keyboard, Windows Explorer, and a standard World Wide Web browser (Netscape, Internet Explorer) in a Windows-based environment. 
2. OBTAINING PLMS

a. Go to the World Wide Web on the Internet, via a web browser such as Netscape or Internet Explorer.

b. In the “Address” field, type http://www.usmc.mil.  Press enter.

c. Left click on “Information For and About Marines” on right side of screen.

d. Left click on “Publications Library Management System” in lower left of screen.

e. When asked to save or open, highlight “save” and click “ok”.  Ensure the file is saved to disk.

3.  Uninstalling Old PLMS.  If there is a C:\PUBS directory, open it and delete all files within it.  

4.  Installing PLMS

a. If there is not a C:\PUBS directory, click “File” in upper left of screen; click “New”; click “Folder”; then name the new folder PUBS.

b. Insert disk with PLMSZIP.EXE into 3 1/2” drive.

c. Copy PLMSZIP.EXE to the C:\PUBS directory.

d. Open the C:\PUBS directory.

e. Double click on PLMSZIP.EXE

f. When the MS-DOS screen stops, close it with the X in the upper right hand corner.

g. Click on OPEN.BAT in the C:\PUBS directory.  If this file does not appear in the C:\PUBS directory, click “View” at the top of the screen, then “Refresh”.

h. Hit the space key as told in the MS-DOS screen; when the MS-DOS screen tells you that PLMS is now ready, close the MS-DOS screen with the X in the upper right.

5.  Iconing PLMS to the Desktop

a. If PLMS was loaded on the desktop (PLMS Icon shown) test it now to see if it works.  If it does, you are finished.  If it does not, delete the present icon and continue.  If there is no icon yet on the desktop, continue.

b. On the Windows Desktop, right click somewhere on the background.

c. Left click “new”.

d. Left click “shortcut”.

e. Click “Browse”, and go to the C:\PUBS directory.  Double click on PUBS.EXE.  Click “Next”.

f. Change the name to PLMS.  Click “Next”.

g. Choose and icon.  Click “Finish”.  

6. PLMS should now be installed on the computer.

APPENDIX E

SAMPLE LETTERS
UNIT HEADING

                                                          4790

                                                          Section

                                                          Date   

From:  Commanding/Commodity Officer

To:    Commanding Officer (Attn: MMO)

Subj:  AUTHORIZATION TO INITIATE/APPROVE WORK ORDER NUMBERS

       (WONS) AND TASKS                     

Ref:  (a) BnO P4790.1A

1.  Per reference (a), the following personnel are authorized to initiate/approve WONS:

    a.  Authorized to initiate/approve UND “B”:

NAME          RANK         SSN/MOS      BILLET    

    b.  Authorized to initiate/approve UND “C”::

NAME          RANK         SSN/MOS      BILLET    

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

/s/            
Commodity/Commanding Officer



Figure E-1--Sample Format For Requesting AUTHORIZATION TO INITIATE/APPROVE WORK ORDER NUMBERS

(WONS) AND TASKS



UNIT HEADING

                                                                 4790   

                                                                 Section

                                                                 Date   

From:  Commanding Officer

To:    Commanding Officer, Headquarters Battalion

       (Attn: S-4/MMO)

Subj:  REQUEST AUTHORIZATION FOR SELECTIVE INTERCHANGE
Ref:   (a) MCO P4790.2_

       (b) BnO P4790.1A

1.  Per the references request that:

    a.  The following selective interchange be authorized:

UNIT  FSSG                                 OWNING          DATE

WON   WON   NOMEN  SERIAL NO  TAMCN  ID NO UIC    PRI RDD  EVAC
    b.  The following repair parts be exchanged:

NOMENCLATURE    NSN    PRI    DOC NO    STATUS    DATE STATUS
    c.  Give an explanation of what repair parts are to be exchanged between what specific equipment.  Give the reason why the parts exchange is required indicating that an operational commitment is imminent and that the required repair parts will not be received prior to the RDD.

2.  Point of contact is                    , extension        .

/s/               
Commanding Officer



Figure E-2--Sample Format For  REQUEST AUTHORIZATION FOR SELECTIVE INTERCHANGE



UNIT HEADING

4790   

Section

Date   

From:  Commanding Officer

To:    Commanding Officer, Headquarters Battalion (Attn:S-4/MMO)

Subj:  REQUEST TO PLACE NEW EQUIPMENT (GIVE NOMENCLATURE)

       INTO SERVICE (TAMCN IF APPLICABLE)

Ref:   (a) BnO 4790.1

       (b) Applicable ULSS

1.  Per the references the following information is provided:

    a.  State the target date established for placing the new item of equipment in service.  Provide rationale for early or late introduction of new item.

    b.  State the quantity authorized and the quantity on hand.

    c.  State any deficiencies of special tool/equipment.

    d.  State any deficiencies of publications.

    e.  State any deficiency in training of operators, technicians, and mechanics.

3. The ISSA has initial provisioning packing listed on hand.  The following information is provided:  (This information can be obtained from ISSA)

a.  State the project code.

    b.  State the percentage of attainment consumable.

    c.  State the percentage of attainment secondary repairables.

3.  Commander's statement of any problems areas that may be associated with placing the new item of equipment in service.

4.  Request authority to place subject item in service, and that actions be taken to release supporting provisioning projects.

5.  Point of contact is                , at extension           .

/s/               
Commanding Officer

Figure E-3--Sample Format For Requesting REQUEST TO PLACE NEW EQUIPMENT INTO SERVICE



PUBLICATION ORDER FORM

SECTION/COMMODITY:_________________________DATE  SUBMITTED:__________

PLMS FILE DATED:____________

MMO Signature and Date:____________________________________

S-1 Signature and Date:______________________________________

DATE COMPLETED:____________________

PCN
QTY
SHORT

TITLE
Code*
Remarks/Doc number









































































































































































*  "A"-Add
"C" Change
"D" Delete
"O" Order

Note:
SUBMIT A NAVMC 10772 IF THE PCN IS NOT LOCATED IN MCPEDS

DRAFT

UNIT HEADING

4790   

Section

Date   

From:  Requesting Commanding/Commodity Officer

To:    Commanding Officer, Headquarters Battalion 

Via:   Maintenance Management Officer

Subj:  Induction of Assets Into The Administrative Deadline 

       Program
Ref:   (a) MCO P4790.2__

       (b) DivO P4790.1_

       (c) BnO P4790.1A

1.  Request that assets be authorized for induction into the Administrative Deadline Program.  Each asset meets the criteria listed in the references.

2.  Per the references the following information is submitted:

TAMCN   Nomenclature         Serial No.  Entry Date   Exit Date

3.  Point of contact is                , extension           .

/s/               
Commanding/Commodity Officer

_________________________________________________________________________

FIRST ENDORSEMENT                                                    4790

                                                                     MMO

                                                                   DATE

From:  Maintenance Management Officer

To:    Commanding Officer, (Unit/Section) 
1.  The recommendation is approved.  Forwarded for action.

/s/

                       Maintenance Management Officer



Figure E-5--Sample Format For Requesting Induction of Assets Into The Administrative Deadline Program.     

UNIT HEADING

4790   

Section

Date   

From:  Commanding Officer

To:    Commanding General, Headquarters Battalion 

Via:   Maintenance Management Officer

Subj:  EQUIPMENT PLACED IN THE ADMINISTRATIVE DEADLINE PROGRAM
Ref:   (a) DivO P4790.1_

       (b) BnO P4790.1A

1.  Per the references the following information is submitted:

TAMCN       Nomenclature         Percentage Levels

2.  Point of contact is                , extension           .

/s/               
Commanding Officer

_________________________________________________________________________

FIRST ENDORSEMENT                                                   4790

                                                                    MMO

                                                                  DATE

From:  Maintenance Management Officer

To:    Commanding Officer, (Unit/Section) 
1.  The recommendation is approved.  Forwarded for action.

/s/

                       Maintenance Management Officer



Figure E-6—Sample Format For Requesting EQUIPMENT PLACED IN THE ADMINISTRATIVE DEADLINE PROGRAM



UNIT HEADING

4790   

Section

Date   

From:  Commanding Officer

To:    Commanding General, Headquarters Battalion (S-4/MMO)

Subj:  REQUEST FOR AUTHORIZATION OF SPECIAL TOOLS
Ref:   (a) DivO P4790.1_

       (b) BnO P4790.1A

Encl:  (1) (Commodity/Company) Special Tools Listing

1.  Per the references, it is requested that enclosure (1) be authorized and

maintained for use at       , Bldg      .

2.  All items will be inventoried on a quarterly basis and the inventory will be

maintained on hand for a period of one year.

3. This letter of authorization supersedes all previous requests for special

tool authorizations.

4.  Point of contact is                , extension           .

/s/               
Commanding Officer

________________________________________________________________________________

FIRST ENDORSEMENT                                                   4790

                                                                    MMO

                                                                  DATE

From:  Maintenance Management Officer

To:    Commanding Officer, (Unit/Section) 
1.  The recommendation is approved.  Forwarded for action.

/s/

Maintenance Management Officer



Figure E-7--Sample Format For REQUEST FOR AUTHORIZATION OF SPECIAL TOOLS



UNIT HEADING

                                                                       4790   

                                                                       Section

                                                                       Date   

From:  Requesting Commanding/Commodity Officer

To:    Commanding Officer, Headquarters Battalion 

Via:   Maintenance Management Officer

Subj:  REQUEST FOR AUTHORIZATION TO MAINTAIN USING 

       UNIT RESPONSIBILITY ITEMS (UURI)
Ref:   (a) DivO P4790.1_

       (b) BnO P4790.1A

       (c) MCO P4400.150

Encl:  (1) Using Unit Responsibility Items for SL-3-__.

1.  Per the references, it is requested that   (unit)   be authorized to maintain the items in enclosure (1).  All the items are “using unit responsibility items.”

2.  All items will be inventoried on a quarterly basis and the inventory will be maintained on hand for a period of one year.

3. This letter supersedes all previous requests for UURI authorizations.

4.  Point of contact is                , extension           .

/s/               
Commanding/Commodity Officer

________________________________________________________________________________

FIRST ENDORSEMENT                                                   4790

                                                                    MMO

                                                                  DATE

From:  Maintenance Management Officer

To:    Commanding Officer, (Unit/Section) 
1.  The recommendation is approved.  Forwarded for action.

/s/

                         Maintenance Management Officer

Figure E-8--Sample Format For Requesting REQUEST FOR AUTHORIZATION TO MAINTAIN USING UNIT RESPONSIBILITY ITEMS (UURI)



UNIT HEADING

4790   

Section

Date   

From: Commanding Officer

To:
 Captain Hard, I.M. 012-34-5678/0402

Subj:
 APPOINTMENT AS BATTALION MAINTENANCE MANAGEMENT OFFICER
Ref:
(a)   MCO P4790.2C

(b) DivO P4790.1F

1. In accordance with references (a) and (b), you are hereby appointed as the Battalion Maintenance Manager Officer.

2. You will be guided in the performance of your duties by references (a) and (b), in your day-to-day tasks pertaining to this appointment.

3. This letter of appointment supersedes all previous letters of appointment and will be filed in your turnover folder.

/s/               
Commanding Officer



Figure E-9—Sample Format For APPOINTMENT LETTER 



UNIT HEADING

                                                                      4790   

                                                                      Section

                                                                      Date   

From:  Requesting Commanding Officer

To:    Commanding Officer, Headquarters Battalion 

Via:   Maintenance Management Officer

Subj:  REQUEST FOR AUTHORIZATION TO EXCEED AUTHORIZED ECHELON OF

       MAINTENANCE (EOM)
Ref:   (a) DivO P4790.1_

       (b) BnO P4790.1A

       (c)MCO P4400.16G

       (d) TM-____
1. Per the references and unit T/O,   (Unit/Section)   is authorized ______ EOM.  It is requested for limited __  __ EOM for the following tasks:

        a.

        b.

2. This letter supersedes all previous requests for requests to exceed authorized by T/O EOM.

3. Point of contact is                , extension           .

/s/               
                        Requesting Commodity Officer

________________________________________________________________________________

FIRST ENDORSEMENT                                                   4790

                                                                    MMO

                                                                  DATE

From:  Maintenance Management Officer

To:    Commanding Officer, (Unit/Section) 
1.  The recommendation is approved.  Forwarded for action.

/s/

Maintenance Management Officer

Figure E-10--Sample Format For Requesting TO EXCEED AUTHORIZED (EOM)



UNIT HEADING

                                                                      4790   

                                                                      Section

                                                                      Date   

From:  Requesting Commanding Officer

To:    Commanding Officer, Headquarters Battalion 

Via:   Maintenance Management Officer

Subj:  REQUEST FOR PREEXPENDED BIN (PEB) AUTHORIZATION 
Ref:   (a) MCO P4790.1_

       (b) MCO P4400.150_

       (c) BnO P4790.1A

Encl:  (1) PEB Listing

1. Per the references, it is requested that the items listed in enclosure be authorized for inclusion into the commodity PEB.

        a.  Those NIIN’s in section (1) meet PEB criteria and have been previously authorized.

b.  Those NIIN’s is section (2) meet the PEB criteria but have not been

previously authorized.

        c.  Those NIIN’s in section (3) are NIIN’s that are added to the PEB as broken units of issue and will be used until exhausted in accordance with reference (b).

2. This letter supersedes all previous requests for all PEB authorizations.

3. Point of contact is                , extension           .

/s/               
                        Requesting Commodity Officer

________________________________________________________________________________

FIRST ENDORSEMENT                                                   4790

                                                                    MMO

                                                                  DATE

From:  Maintenance Management Officer

To:    Commanding Officer, (Unit/Section) 
1.  The recommendation is approved.  Forwarded for action.

2.  All items meet the designated criteria for a PEB detailed in reference (b). PEB procedures are being followed in accordance with reference (a)

/s/

Maintenance Management Officer

Figure E-11--Sample Format For Requesting PRE-EXPENDED BIN AUTHORIZATION



APPENDIX F

FUNCTION
ACTION
PRIORITY 
DIV STANDARD

Induct into maint
RO's
02/03/05/06
As soon as the problem is noticed 



12/13 
Within 72 hours after the problem is noticed

LTI, Open WON 
Maint
02/03/05/06
Within 24 hours of Date Received In Shop (DRIS)

Part Receipt processing
Sup 
02/03/05/06 
Within 24 hours of pickup and notify maint



12/13 
Within 72 hours of pickup and notify maint

Applying Received Parts
Maint 
02/03/05/06 
Within 24 hours of receipt of parts



12/13
Applied during PMCS or as work load permits

Pick-up from maintenance 
RO
02/03/05/06
Within 24 hours from notified ready for pick-up



12/13
Within 72 hours of DRIS

Equipment requiring EVAC to higher EOM
Maint
02/03/05/06
Within 24 hours of DRIS



12/13
Within 72 hours of DRIS

Pick-up from higher EOM
Maint
02/03/05/0612/13
Within 24 hours from notified ready for pick-up

Figure F-1.--Standards Applicable To All RO's, Maintenance   

                 Sections, and Unit Supply Offices.
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