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STUDENT OUTLI NE

MAI NTENANCE MANAGEMENT SOP/ DESK- TOP PROCEDURES/ TURNOVER FOLDERS

LEARNI NG OBJECTI VES

1. Terminal Learning Objective: Gven the billet of

mai nt enance managenent specialist and the references, maintain
mai nt enance managenent adm nistrative procedures, to ensure
mai nt enance managenent procedures are in accordance with the
ref erences.

2. Enabling Learning Objectives: Gven the billet of
mai nt enance nmanagenent specialist and the reference, identify:

a. Elenents of mai ntenance managenent standard operating
procedures.

b. The contents of desk-top procedures.

c. The contents of turnover folders.

QUTLI NE

1. MAI NTENANCE MANAGEMENT STANDARD OPERATI NG PROCEDURES ( MVBOP)

a. Conmanders at maj or subordi nate conmands (MSC) wil |
publish MMSOP's. The instructions contained in the MSC MVSOP
need not contain all subordinate unit functions but they will be
sufficiently clear, conpletely applicable at the unit |evel, and
sufficiently detailed to ensure each subordi nate unit can
performits mai ntenance m ssion.

b. Conmanders at subordinate command | evels, including
det ached or separate conmmands, authorized second echel on or
hi gher mai ntenance capability for nore than one comodity area
wi |l publish MMSOP s except when mai ntenance procedures are
adequately covered in the MSC MMSOP. In such cases the MsSC
MVBOP may be used in lieu of the unit MVSOP.
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c. Conmanders at subordi nate command | evel s, including
det ached or separate conmmands, authorized second echel on or
hi gher mai nt enance capability for only one comodity area w ||
publ i sh mai nt enance managenent procedures in either a comodity
mai nt enance/unit |l ogistics SOP or the MVSOP except when
mai nt enance procedures are adequately covered in the MSC MVBOP.

d. Conmanders at subordi nate comrand | evel s, including
det ached or separate conmands, authorized only first echel on
mai nt enance capability for organic equipnment wll publish, as a
m ni mum nmai nt enance managenent procedures as part of one of the
unit’s logistics SOPs or in a nmaintenance policy letter for the
unit’s commodity areas except when mai ntenance procedures are
adequately covered in the MSC MVSOP.

e. Were the nmaintenance m ssion at subordinate command
| evel s, including detached or separate commands requires
deviation fromor anplification to the MSC MVSOP, clearly
defined local witten procedures will be included in the unit
mai nt enance policy letter identifying the cormmander’s additi onal
pol i cy guidance. These procedures will also include rationale
for why the MSC MVBOP gui dance i s appropriate.

f. The MSC MVBOP wi Il include the procedures necessary for
t he subordi nate command | evel s, including detached or separate
commands to inplenent the policies and procedures included in
this Manual, othe Marine Corps directives, and those directives
by hi gher headquarters.

g. MVBOP Preparation

(1) An MSC MMBSOP specifies and di ssem nates the policies
and procedures of the MSC. The publication of an M5C MVBOP
reduces the inpact of personnel turnovers by establishing a
reference point for all menbers of the MSC. The publication of
an MSC MVBOP al so reduces training requirenments by standardi zi ng
t he manner that mmi ntenance operations are performed within the
MSC. Further, an MSC MVSOP conserves tinme by prescribing how
repetitive functions wll be acconplished.

(2) An MSC MVBOP nust be witten so that it is
understood by all personnel required to use it. The MSC MVBOP
al so nust be detail ed enough that personnel can follow it wth
as little as additional guidance as possible. To be of val ue,
it nmust be available to and understood by all personnel,
regardl ess of EQM
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(3) An MSC MMSOP need not contain all of the procedures
necessary to acconplish the MsC s functions. Wen the
i nstructions published by higher headquarters are sufficiently
clear, detailed, conpletely applicable at the MSC | evel, and
they nmay be referenced, required to be included in an
i ndi vi dual * s desk-top procedures, or extracted for inclusion in
t he MSC MVBOP.

h. Content of the MsSC MVSOP

(1) The format presented in Appendi x A of MCO P4790. 2C
is not mandatory, but those areas indicated by the pound sign
(#) must be addressed in the MSC s MVBOP. Those areas indicated
by two pound signs (##) are required to be addressed in the
content of the MVBOP for all MSC s supported by MMVS Al S FMSS.

(2) The areas that nust be addressed in the MSC
MVBOP are as foll ows:

(a) Introduction.

(b) Conmand Responsibilities.

(c) Desk-Top Procedures and Turnover Fol ders.
(d) Maintenance Policy.

(e) Assignnent of Operators.

(f) Allocation of Mintenance Training/ Performnce
Ti me.

(g) Shop Operations.

(h) Equi prrent that Exceeds Mai ntenance Capabilities.
(i) Records (equi pnment mai ntenance).

(j) Reports (M MVbS).

(k) Modification of Equipnent.

(I') Support and Test Equi pnent (TMDE)

(m Safety (requirenments and responsibilities).

(n) Repair Parts Request System
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(o) Repair Parts Control.

(p) Direct Exchange (Reparable |Issue Point).
(g) New Equi pnent (activation).

(r) Mount Qut (policy and procedures).

(s) Validation and Reconciliation (supply
requirenments).

(t) Tool Sets, Chests, and Kits (control).

(u) Maintenance and Mi nt enance Managenent Trai ni ng
Requi rement s.

(v) Training (MXT, Technical, and Cross).

(w) Inspections/Visits and Quality Control (fornmal,
informal, reports, and correction of discrepancies).

(x) Publications (policy and responsibilities).
(y) Maintenance Rel ated Prograns.

2. DESK- TOP PROCEDURES

a. The frequent change of personnel within units results in
a lack of expertise and continuity in day-to-day operations.
Proper use of desk-top procedures and turnover folders greatly
alleviates this situation and i nproves the overall efficiency of
an organi zation. The MSC MVMSOP nust state the requirenents,
contents, details, and the billets that require desk-top
procedures and turnover files.

b. Each unit/section wll prepare desk-top procedures for
each billet involving adm nistrative and managenent functions.
For exanpl e, desk-top procedures are appropriate for the
fol |l ow ng:

(1) CAerks in the shop office.
(2) Shi pping and Recei vi ng shop.
(3) Library.

(4) Shop Supply.
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(5) MMO office.
(6) Dispatchers.
(7) Tool room personnel .
b. It is not intended that desk-top procedures be al
i nclusive or formalized but, rather, a sinple listing of
significant itens or notes pertinent to everyday operations

within a particular billet.

c. Good desk-top procedures nornally, they would include
such itens as:

(1) Current references.
(2) Procedures for carrying out required duties.

(3) Tel ephone nunbers of individuals who m ght need to
be cont act ed.

(4) Reports required.

d. The listing of procedures will not be vol um nous, as
this will tend to discourage its use. Each will prescribe steps
to be followed in the acconplishnent of all authorized
mai nt enance or related actions. Procedures will standardize
requi renents, actions, and recordkeepi ng.

3. TURNOVER FOLDERS

a. The Benefits of Having a Good Turnover Fol der:

(1) It gives nmaxi num assi stance to a new i ndi vi dual
assigned to the billet.

(2) It provides the nmonmentumto restore the expertise
that is | ost due to personnel turnover.

b. Those managenent billets within a unit that are
required to maintain a turnover folder will be stated in the MSC
MVBOP, usually Oficers and SNCO s.

c. A turnover folder will include information about
policy, personnel, status of pending projects, references,
managenment controls, functioning of the section, ways and neans
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of acconplishing routine as well as infrequent tasks, and other
information of value to an individual assigned to that billet.
The MSC MVBOP nust state the requirenent, contents, details, and
the billets that require turnover folders.

d. To be of any real value, turnover folders will contain,
as a mninmum statenents concerning the foll ow ng:

(1) Title of the billet.

(2) To whom the individual occupying the billet reports
and i ncunbent billets subordinate thereto.

(3) The mssion of the billet (broad billet
responsibilities).

(4) The functions involved in acconplishing the m ssion
(principal action taken).

(5) Tasks and basic operations regularly performed in
acconpl i shing specific functions.

(6) List of orders or other directives pertinent to the
billet.

(7) List of required reports, dates of subm ssions.

(8) List the relationship with activities both in the
of ficial and unofficial chain of command, including unofficial
I iaison and coordinating functions. Brief statements concerning
the type of matters with which these agencies are consulted wll
be i ncl uded.

(9) Contacts within or external to the command, listing
t el ephone nunbers and/ or addresses. The purpose served by the
contact will be included.

(10) M scellaneous i nformation will be included. For
exanpl e, adm nistrative or operational procedures peculiar to
the billet, such as dual responsibility for certain functions or
[imtations in responsibility or authority within particular
functions. Include any other information that mght assist in
carrying out the responsibilities.

(11) Past, pending, and anticipated projects will be

item zed and kept current. A short resune of past projects
consi dered unusually inportant to include, a status report of
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each pending project, a brief outline of project, and a bri ef
outline of projects considered worthwhile for future
i npl enent ati on.

e. Folders will be arranged in such a manner as to permt
ease in changing those sections requiring frequent nodification
(i.e., personnel contacts, projects, and references). The
degree of detail nust be flexible and is subject to the
di scretion of organizational commanders. The inportant
consideration is that the content of folders be directed towards
rendering maxi mnum assi stance to the releif. Turnover folders
may be organi zed by functional area.
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