UNI TED STATES MARI NE CORPS
Logi stics Operations School
Mari ne Corps Conmbat Service Support Schools
PSC Box 20041
Canp Lejeune, North Carolina 28542-0041

C203

STUDENT OUTLI NE

LOG STI CS SECTI ON OPERATI ONS

LEARNI NG OBJECTI VES

1. Termnal Learning Objective: Gven the applicable
reference material, a working |logistics section, and | ogistics
of ficer/chief guidance, manage the daily functioning of a

| ogi stics section to ensure effective use of tinme, personnel
and assets in support of the unit |ogistical requirenents.
(0431.01. 13)

2. Enabling Learning Objective: Gven a witten exam nation,
the required duties of a |logistics chief, and the |ogistics

of ficer’s guidance, manage the daily functioning of a

| ogi stics section by:

a. Ensuring correspondence files are established and
mai ntained in a current and orderly manner. (0431.01.13.1)

b. Ensuring the publication library is current, conplete,
and mai ntai ned per the established procedures. (0431.01.13.2)

c. Ensuring |ogistics status boards, reports maps, etc.
are updated and mai ntained with accurate informtion.
(0431.01. 13.3)

d. Conducting logistics related training. (0431.01.13.4)
OUTLI NE
1. CORRESPONDENCE FILES: Staff correspondence is nunbered
and filed by Standard Subject Identification Code (SSIC).

SSI C provides a neans for identifying correspondence as well
as arrangi ng and referencing correspondence.
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a. SSICs are divided into fourteen major numerical
gr oups.

(1) 1000- Mlitary Personne

(2) 2000- Tel ecommuni cati ons

(3) 3000- Operations and Readi ness

(4) 4000- Logistics

(5) 5000- General Adm nistration and Managenent
(6) 6000- Medicine and Dentistry

(7) 7000- Financial Managenent

(8) 8000- Ordnance Materi al

(9) 9000- Ships Design and Materi al

(10) 10000- Ceneral WMaterial

(11) 11000- Facilities and Activities Ashore
(12) 12000- Civilian Personnel

(13) 13000- Aeronautical and Astronautical Materi al
(14) 14000- U.S. Coast Guard (for CG use only)

b. Correspondence files are maintained in a letter size

filing cabinet. The folders used are general purpose, for
records having retention periods of less than five years.

( SECNAVI NST p5212.5_ part 111 gives disposal instructions for
files) 1In conjunction with the folders, the followi ng | abels
are used:

(1) Subject ldentification Labels. Placed on the |eft
side of the folder tab and provides the SSIC for the contents
of the folder.

(2) File Retention Standard Labels (also referred to
as disposal action |abels). Placed on the right side of the
fol der tab and provides disposition instruction for the
contents of the folder.
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(3) Opening and Closing Dates. The center space of
the folder will be utilized for the opening and cl osi ng dates
of a file. The opening date on the folder is posted when the
file is established. Closing date on the folder is posted
only when the file is actually closed.

(4) Tenporary and Permanent Records. Records of
per manent value are filed separately. Permanent record
mat eri al should be placed in front of the related fol der
containing tenporary material.

2. PUBLI CATI ONS: Each work section will maintain a
publication library. The NAVMC 2761 (Catal og of Publications)
lists stocked and non-stocked non-technical publications and
directives used by the Marine Corps. Technical publications
are listed in the SL-1-2 and SL-1-3. The NAVMC 2761 is
updated quarterly. These references are used to determ ne
what publications are avail able for use.

a. Publication Listing (PL) is an electronic display of
all publications in the Marine Corps Publications Distribution
System (MCPDS). A unit’s PL will show what quantities of
appl i cabl e publications that unit rates. A PL is grouped into
non-techni cal and technical categories.

(1) Non-technical manuals are nunbered per SECNAVI NST
5210. 11, Standard Subject ldentification Codes (SSIC).

(2) Technical manuals are categorized by item
desi gnator (I1D) per tables of equipnent (T/E). Distributed
publications are sorted on the PL by SSIC/I D groups, foll owed
by the applicable publication control nunbers (PCNs),
quantity, short and long title of the publication.

(3) MCPDS all ows each unit to generate its own PL.

b. PL reconciliations will be conducted upon receipt of
the quarterly issuances of NAVMC 2761, Catal og of
Publications; the SL-1-2 and SL-1-3, Index of Publications
aut hori zed and stocked by the Marine Corps; and Marine Corps
bulletins in the 5600 series. These indexes are the sources
fromwhich to determne titles of new publications and those
t hat have been cancel ed, superseded, or revised. Changes wl|
be made to ensure the m ssion essential criterion is net.
Requi rements to review are:
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(1) Ensure that the unit is on automatic distribution
for the publications that it needs.

(2) Ensure all excessive quantities are deleted from
t he PL.

c. Unit internal distribution procedures are necessary to
ensure that automatically distributed publications are
properly routed to the section that needs them The key
personnel involved in the publication distribution process
are:

(1) S-1 Adjutant

(2) Unit Publication Control Point (UPCP) Clerk
(3) Mai ntenance Managenent Officer

(4) Technical Publications Clerk

d. Publications Library Managenment System (PLMS) is a
| ogi stics systemintended to assist units with establishing an
effective internal publications distribution and retrieval
program This program ensures publications being received and
mai nt ai ned are essential and not duplicated. PLMS is not part
of MCPDS. PLMS is updated fromthe SL-1-2 and SL-1-3 and
di stributed quarterly.

3. LOG STICS REPORTS: Whether in garrison or deployed, a

| ogi stics section often enploys status boards, reports, or
maps to help maintain situational awareness. Status boards
are sinple to use because they are visible fromanywhere
within the office or tent. A watch chief or officer need only
gl ance at a status board to know sone specific details. The
accuracy of such status boards or maps is paranount. |f
boards are inaccurate, the watch chief or the commander will
observe and possibly pass on to others the wong information.
When practical, status boards should be updated when

i nformation on them changes or at specified tinmes throughout
the day. During tinmes of high operations tenmpo sonething as
sinpl e as updating the status boards can get overl ooked or
take on a lesser priority. TH S CANNOT BE ALLOVNED TO HAPPEN

a. Exanples of status boards include the foll ow ng:

- Serials Landed
- Personnel Status
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- LOGSUM

- Vehicle Comm tnents

- Equi pment Availability
- Dunp Status

- FASP Report

4. LOG STICS RELATED TRAINING Training is essential to al
Mari nes regardl ess of rank or MOS. Logistics related training
is no different. A mpjor concern of the logistics officer is
the ability to nold his section and augnent what training and
experience they already have with a well-organi zed and
executed training plan. This includes specialized skil
training and professional devel opnent education. Good
training and a sound training plan are not accidents; they are
the result of planning, coordination, and | eadership. A

| ogistic section is unique because of the MOS flow. The
followi ng MOSs convert to 0491 (Logistics Chief) upon
pronotion to GySgt; 0431, 0451, 0481, therefore, the Mrines
in those MOSs nmust be as well rounded as possi bl e BEFORE
pronmotion to GySgt. Between quick pronotions and a high
operations tenpo, the possibilities exist for a Marine to be

| ess than well rounded in all aspects of |ogistics.

a. A variety of tools are avail abl e when devel opi ng and
i npl enenting a training plan. Anong them are:

(1) Marine Corps Formal Schools. Marine Corps Combat
Servi ce Support School (MCCSSS), Schools Battalion (Canp
Pendl et on) .

(2) Command Training Prograns. Division schools and
Il MEF, MAGTF 11/LOG Al S sponsored school s.

(3) Oher Service/Civilian Schools. Nunerous safety,
hazmat, and ot her schools are offered by our sister services
and civilian agenci es.

b. Schools seats nust be coordinated with your S-3,
hi gher headquarters, and, for formal schools, with the MOS
nmoni tor or Occupational Field sponsor.

c. Participation in developing a unit training programis
a nmust. This is where coordination with the S-3 is necessary.
In addition to separate training, the |ogistics section should
exploit the training opportunities that upcom ng operational
exerci ses can offer.
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d. Individual Training Standards (I TSs). |TSs provide a
common base for the training of all Marines who have the sane
MOS. They provide the basis for the Systens Approach to
Training (SAT) of all individual training. |1TSs are to be
used by institutional and unit conmmanders to detern ne
proficiency of individual Marines, and to establish training
pl ans and courses of instruction.

e. Training is not productive until the section
establishes what its mssion is, what its goals and objectives
are, and what guidance is applicable that could tenper the
trai ning approach.

f. References. The following references will prove
useful in developing a training program

(1) FMFM 0-1, "Unit Training Managenent Gui de"
(2) FMFM 0-1A, "How to Conduct Trai ning"

(3) Individual Training Standards for appropriate
MOSs.

REFERENCES

1. FWMFM 3-1, Conmmand and Staff Action
2. FMFM 4, Conbat Service Support
3. MCO 5210. 11, Records Managenent Program

3. MCO P5215.17, The Marine Corps Techni cal Publications
System

4. MCO P5600.31_, Marine Corps Publications and Printing
Regul ati ons
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