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G,L INR3MATION

101. . coee h eneee (a) (e) sions onue a o/
een col oottT.

2. Control een y h amr as o efoit use of eent, mate
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of a highly negotiable nature, controlled items end any item designated by the Commandln General. A ccmplste list
of these items is contained in appendix A of reference (a). All items designated as controlled expendable require
the same control as non.expendable items.

5. Non-expendable Garrison Propert_/_Equiment. Material a/or equIpnent except consumables and repair parts
having a unit value in excess of

6. Formal Account. Formal account records consist of the Equiaent Custody Record Card (NAMC-IO359-D) and files,
including all do’caments supporting transactions o all non-expendable and controlled expendable supplies.

7. Informal Account. Those records maihtalned for the control of supplies on hand and the accumulation of usage
data for all expendable items except office supplies and blank forms. It wi].l consist of the Stock Record and

Inventory Control Card (NAMC-TC6-SD).

8. Plant Acc?unt Propert Class III. Includes all Marine Corps and Navy owned property of a capital nature having

an estimated or actual initial acquisition coat of $1000 r more.

9. Plant Account Propert Class IV. industrial equlpent with a unit cost of $1000 or more.

10. Responsible Officer. Any indiwldual, either military or ci/lan actir in a co.and or supervisory capacity
may be assigned as a responsible officer. Such individuals are responsible for all property issued to them,
whether for their own use or for the use of those under their control.

II. Consolidated Memorandum Recei.... The Conso]_tdated Memorandum Receipt is a mechanized ]_isting of e/l controlled

garrison property equipment. The CR is provided quarterly or as required by the Base Property Officer to
account holders.

12. Garrison Mobile Engineer Equipment (EE). El1 equipment that has been designed and integrally configured

(wheeled, tracked or skld-mounted) to be operationally mobile, regardless of design (military or cc,eroial),, which

is used in perfonnin8 the maintenance, weiht-ha or rsilroi transport fluctions. When this term is used, it

encompasses all construction equipment, weight-hand equipment and railway equipment whose initial acquisition
cost is $I000 or reater.

"13. Base sintenauce propert Officer. Incmnbent Supply Technician G-7 with responsibilities noted in paragraph
iO.3 above.

*IA. Non T/E sterial. Expendable equipuent required for the da t day operations which do not have allowances

established by hisher Headquarters and require special controls be designated as controlled expendables and

allowances be approved (in writins) by the
approved vouchers.
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BETION II
2 3 1981

INWNTORY & ACCOUNTATY OF & UI

I. Ii Recei Inn cedes. Isdeed as Reunite Ofcers ae
contact the MceyOfcer effect cei ofy eent e accot.
MceyOfcer p es necess for t ct a Jolt
cot by the Retable Ofcer tMceyOfcer to thecnce
cotlon of coty et. scpies be ately reconc the

eent for by t Resne Ofcer.

2. Reef/sfer of Resnsie
i. Ree Ofcers sne for % McePyOfcer ofe reef or trsfer.
A of 30 be n w for eation of cents mcoe outst

ted as t new Resne Ofoer etrents for trsfer.

3. o nsne Ofcers t a o%nof y eent the

mes the MteeyOfse= for ent. Un etn of t

stat nto reconcaon ne. He sh ad co of e ceioate
(da ae of % of reef) e wRee
,. et a Renble Ofcer is det s tlon for a od ese of 30 d (e.g.,
e ck le), he at %e Reunite Offset e renty for acct.
The cs a3 a.
5. If a w Renble Ofcer s % t a ation is cd m 30 d
theyMtence Ofcer m elect e ct of the old Resne Ofcer ore
aof arResne Ofcer se cusp of the py et the
acco. Un ev or deation of a n Reunite Ofcer e cede a201

6. If a Renslble Ofcer is tc de--tedt 30 d, arnble Ofcar
ated o ase control accotty ofy eent the accot.

2. InReagents

i. Reunite Ofcers re co aecnof is ofy e
ment at lea once each , at wch te cos reconc. h icle si
sc for ceyby the Ren Ofcer. screpcies bhe Mtece
yOfcer w m detetion as tr action t cocci the deciency.

2. It is recommended that Responsible Officers periodically nventory items of propery and equlpnent of a highly
negotiable nature to insure proper control over these ,tems.

. Consoldaed Memorandum Receipts be forwarde each sub-account holder on an annual basis. Responsible
Officers ill verify the CR against their records to nsure that ite name, quantity and serial number is correct.
Any discrepancies ri e reported to the Msintenance ropery Officer for necessary adjustments.

. ne Maintenance Property Officer is available to assist Responsible Officers in conducting annual inventories
of ub-accounts. The Maintenance propery OfAIcer is Iso required to condor an annual inventory of all Base
Maintenance arrison property/equilnent and plant account equilnent. This inventory be done by sub-account
during the months indicated in appendix B. Results of theee inventories be forwarded to the Base Maintenance
Officer.

% Unannounced spo: inventories by the Maintenance Property Officer may be mee at any time.

20. Sub-Custod Accounts

I. Responsible Officers are authorized and encouraged to further account for propery and equlpnent by requiring
shop personnel o receipt for items uder their use.

2. f a sub-custody account is established the Responsible Officer have shop personnel recelp for equipnent
items on the Equipment Custody Record card.

205. lansfer of Propert/Equient Between ,Sub-ccounts

i. Temporary receipt of property/equlpent for 90 das or less is authorized between sub-account holders. The
Responsible Dfficer accountable for the propery annotate on the Equinent Custody Record car the location
of the item( s ar obtain the signature of the user.

2. Under r crcumstances will garrison property/equinent or plant account equiaent be transferred between sub-
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counts for a period exceedin O days ithout the approval of the Hsintenance Property Officer.

20. Record_.___s

1. Responsible Off,cars be required to maintain the fon records

a. Consolidated Meorand Recall. Used to identify al poperty and equnent ened for by the Baso
Maintenance Property Officer. The CR should be carelly reviewed upon receipt to insure that it contains
items in the sub-account.

b. Equinent Custod Record Cards. Used as a reference docent to indicate the location of the

equinent wire,in the sub-account. The Equipeent Custody Record card lso contan signatures of user personnel
(reference paragraph 20 above).

c. Debit-Credit Hemoram. Used to supplement the . e aso sintenance Property Officer wl raisin the
Debit-Credit Meoraum until the nex C reflects the issue or tur-in of the item(s) aotated on the Debit-

Credit Memorar.

d. Equinent Jackets. Used to roide maintenance instructions add other pertinent inormation on selected
items of equmento The Jackets shoul be accessible to users to insure that required operator inspection end

servicin is performed.

2. Base Maintenance Property Officer provide Reponaihle Off,cars with inormation ad ulance for the

maintenance disposition of records.

3. Non T/E items l be maintained and accounted for in the same marker as Plant Accountase Property equinent.

207. Accounti for Chests ts r Sets

1. General. Cheste kits an sots so identifed on the Consodated Memorand Receipt or by the ase Ma+/-ntenance

Property Officer ere required to have a stocklist or extract denet cemponent parts of chests k+/-ts or sets.

2. Procedures. Responsible Ofcers wi be required to maintain a stocklist or extract within each cheet kit or

set and conduct inventories as noted in praraph 3 below. The stock,st or extract contain a listin of

component parts of the chest kit or set and be afed to the carryin case or chest. An example extract is

contained in appendix C.

3. Inventor Requt.reents.

a. Tnventories wi3_l be conducted as

(1) Too kits, sots, or chests that are not issued ar ere securely stored annually.

(2) Tool kits, sets or chests that are issued to ar used by the stone indidual where locks and a secure

storage area ere prodded quarterly.

(3) AI other tool kits, sets, or chests monthly.

b. Inventories be conducted by the i,,nediate supervisor of the individual to whom the equiment is issued

or b an individusl desinated by the Responsible Ofcer.. Reortir/Neplacin iso Components.

a. Expendable components. Unsorvceable or missin experablo components do not require investigative action

unless alt or neglience is suspected or kown. Unserviceable expendable components be disposed of to the

best interest of the overment. Replacement o expendable cmpononte is discretionary depenclin on cost efactive-
ness of ndiwidual component replacement or entire list replacement. Genere3_ly irividual component replacement is

recommended to entre that the worker has required tools to pero.rm required ftmctons.

b. Non-expendable components that become unserviceable, ost or damaged be reported to the ase
tenance Property Officer for action.
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STION Ill 8

ISSE TRN-IN AND OISPOITION OF PROPERTY AND UIPM

301. Requisitionln of Propert and Equi,ent

i. All requisition forms (MCBCL IIOIA/2) for equipment will be prepared by Responsible OfRcers and suheitted to
the Maintenance Property Officer va the appropriate Dvision trector. The Maintenance Property Officer will pro-
vde assistance to Responsible Offcers in the completion of requisition forms.

2. Initial requirements for equlpsent will require a complete Justification for purchase or ssue.

3. Initial requests for property not included in the annual budget require complete Justifcstion. These requi-
sitions must be sned by the Base Maintenance Officer or his authorized representative.

A. Replacement requisitions for plant account property and staton non=expendable tems must be supported by a
reference to the Consolidated Memorandum Receipt by plant account dentiication nmber.

5. Requests for preperty and equipment wth a unit cost of $200 or more must be approved by the Assistant Base
Maintenance Officer. Requests will contain complete Justification for the purchase and be forwarded through the
apropriste Division Drector.

3. Issue of Propert and Equient. The Base Maintenance Property Officer w11 notify Responsible Officers when-
ever propez%y/equiment is .received for issue. The Responsible Officer or his designated representative w11
receipt for non=expendable/controlled exile item(e) on DD Fozm 13i or the purchase order from the Property
Officer. Nemes and sample signatures of esignees must be on file in the Property OTce (see appendix D). The
DD 13A8-1 (or purchase order) is %hen forwarded to the Base Property Officer and a Debit Memorandum should be
reconciled asinst the appoprate sub-account Equipment Custody Record Card.

i. Responsible Officers will notify the Base Maintenance Property Officer whenever they have equipnent for turn-in.
The Property Officer will complete all required doctents necessary for turr.-in except for the Limited Technical
Inspection Report.

2. The Responsible Officer is responsible for insuring that a Limited Technical Inspection is performed on all
equipment with electrical components prior to turn-in.

3. The Responsible Officer will be informed by the Base Maintenance Property Officer when the neceseery documents
are complete. The Responsible Officer wl/l then take the follu acionsz

a. If the item(s) ave controlled by Base Property, the Responsible Officer will take the items to Base
Property for disposition. Upon turn-in the Responsible Officer will receive a signed receipt which shoid be
returned to the Base Maiutenance Property Officer in order to receive credit for turn-in.

b. If the item(e) are controlled by Base Maintenance, the Responsible Officer w11 take the item(s) directly
to the Defense Property Disposal Office (DPDO) for turn-in. The Responsible Officer WiLl receive a signed recep
which should be returned to the Base Maintenance Property Officer in order to receiw credit for turn-in.

A. Property and/or equipment determined to be excess y Responsible Officers w111 he reported to the Base
Maintenance Property Officer for turn-in.
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CtlProcedures

SECTION IV

CONTROL AND SECtITY OF PROPTY AND EUIPMENT

It is the responsibility of the Responsible Officer to ensure that adequate measures are established to provide

the control and accotmtability of property and equipment within the sub-account.

Responsible Officers will use the following cedures to ensure proper control accountability of property
equipnent.

a. Periodic inventory of selected items of property and equipeent.

b. Centralized storage and user areas whenever possible.

c. Use of sub-custody accounts.

d. Receipt of property and equipnent by users.. Securlt of Propert and Equinent

1. It is the responsibility of all employees to provide for the security and safeguarding of property and equipeent
under their use.

2. Nnploees should be aware that they may be held liable for property and equipeent which is lost, stolen or

demaged due to their misuse or negligence.

3. Supervisors will mplement procedures whereby property and equipeent subject to theft or tlferage will be

properly safaguarded.

AO3. Procedures for MissL! Lost Stolen or Recovered Propert and Equinent

i. Actions b Responsible Officers

a. In the case of missir, lost or stolen items, the Responsible Officer w_lls

(i) Immediately coeduct a thon search of the inediste area and query personnel to ascertain that the

item has not been moved to another location. If there is evidence o a break-in, the Responsible Oficer suld
secure the area per arrival of Military Police personnel.

(2) Notify the Base Provost Marshall by telephone, extension 2555.

(3) Conduct an investigation using the M-L-S-R Norkshest (appendix E ). portions will be completed by

the Responsible Officer in coordination with the Property Officer ar forwarded to the property Ofice within

hours of the discovered loss

b. Recovered property previously reported as missing, lost or stolen will be inediately reported to the Base
Msintenence Property Office for action.

2. Actions b Base Maintenance Propert Officer

a. Upon notification of missing, lost or stolen property, assist the Responsible Officer in the identification

o the item, verification of serial nunber, etc.

b. Determine if the item is of sIEnificant priority to initiate an Initial M-I.-S-R prior to receipt of the

M-L-S-R Norksheet.

c. Upon receipt, review the M-L-S-R Workshest adding necessary information as required. Prepare a draft M-L-
S-R and forward to the Base Ma-ntenance Oficer within 2A hours or review and coment.

d. Upon return of the draft M-L-S-R, prepare a M-L-S-R or release. M-L-S-R’s on norCMR items will be typed
on Message Form (DD 172/2) using 0CR type. M-L-8-R’s on CR items will be typed in accordance with B0 p00. tD
with appropriate cover letter to Assistant Chief of Staff, Logistics. Whenever possible, M-L-S-R’s will be sub-

mitted within five wrking days of the loss.

e. When in the opinion of the Base Maintenance Officer further formal investigation is required for non-CR

items, a letter be initiated to Commanding Officer, Support Batts/ion Marine Corps Base, requestin appoint-
ment of an Investigating Officer. Formal investiEation of CMR items will be governed by the provisions of BO

p00.

f. Property and eqipeent reported by Responsible Officers as recovered wl/_l be reported in ccordance with





SETION V

SPECIAL INSOTION3 AND PROCEDt,ES

PCR THE BAE MAINTIANOE PROPES/OFFICER

MO /00o i

01. The Base Maintenance Property Officer is responsible for insuring that the control and accountability Of
Base Maintenance property and equipment is in accordance with applicable orders and regulations.. Inections and uventores
1. The Property Officer is authorized to conduct inspections inventories of sll sub-account holders.

2. A record wJ_ll be maintai.ed on all sub-account inspections and inventories noting deficiencies and corrective
action taken y Responsible Officers.

3. The Property Officer will report any major deficiencies including observances of carelessness and neglect of
property ad equipeent to the Director, Administrative Division.

O3. Austments. The Director, Administrative Dvison, will be informed of any adjustments as a result of
eqi.nent Or property determined to be missing, lost or stolen.

0 Records an Files. The Maintenance Property Officer will maintain records and flies as outlined in Chapter
III of HCO P,O0. I._. In ktltion the alntenance Property Officer will maintain fLles related to Garrison

obile Equipment as required by CO 0.27__ end CO 11260.3....





1981STION VI

MAINTUtE MANAG

601. General.

1. Maintenance is he cae exercised and work perfomed to keep vehicles and equinent in safe, serviceable,
ecormical and efficient oparatin condition.

2. An effective maintenance program is dependent upon the participation end cooperation of user-operators and

supervisory persoDnel to agEressively pursue maintenance policies which will ensure the hiEhest state of service-
ability for vehicles and equinent.

602. Mainenmlce Program Polic. Maintenance management shall be governed by the policies and procedures set
forth herein endi appropriate Marine Corps Orders. Actual performence of maintenance shall be guided by appli-
cable manufacturers’ repair manuals or Harine Corps technical publications, as appropriate.

603. Responsibilities

1. The diverse nature o property and equinent within each sub-account necessitates that each Responsible Officer
institute a maintenance program compatible with the types of equipment within their area of responsbi-ity.

2. User-operator personnel will be responsible for ensurir that equipnent that they operate is maintained and
serviced in accordance with applicable publications.

60. Records and Publications

1. Responsible Oicers will ensure that equipuent Jackets and records for garrison mobile engineer equipnent and

app]_icable plent account equipnen. .aTe maintained as required.

2. Responsible Officers will also ensure that the appropriate repair manuals end technical publications are ava_l-

able and used by operator personnel.

605. Preventive Maintenance and Servicir

1. Users and operators should be su.fflcienly trained to perform PM services. This includes visual inspection of
external ad other easily accessible components, lubrication cleaning, preservinE, tigtenin and minor adjust-
ments to easily accessible mechanical, electrical, hydraulic and pneunatic systems. Personnel will be guided by
appropriate manufacturers’ manuals and Marine Corps technical publications when performir PM services.

2. Equipuent will also be inspected and serviced in accordance with the time intervals prescribed in the appli-
cable manufacturers’ service and repair manual.

3. Repair of ioperative components of equipnent should be accomplished as soon as practical to preclude fu/her

dnae to the component. Equipaent will not be used when inoperative components create a safety hazard or would
result in further damage to the vehicle or equipnent.

A. Under no circumstances will user-operator attempt to repair equipnent which is beyond the capability of the

user to perform.

606. Safety. Responsible Officers will conduct periodic inspections of equinent to ensure that a/1 safety
features or devices on the equipnent are present and in working order.
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200

201

202

20

20

205

20

20

208

209

210

211

212

LIST OF SUB-ACCOUNt3

.DIISION/A/H/SHOP
Administra%ive Division

OperaSions Division

Telephone Division

Utiliies Division

Carpentry Shop

Electric Shop

General Services Branch

mergency Service Branch

Maintenance and Repeir Division

Natural Resources Division

Pain% Shop

Machine Shop

Plhin Shop

RESPONSIBLE
OFFICER

Div Dir

Div

Div Dir

Div Dir

Carp Shop
Gen Fore

Elec Shop
Gen Fore

Gen Serv
Branch Head

Emer Serv Shop
Gen Fore

Div Dir

Div Dir

Carp Shop
Gen Fore

Metalworking
Shop Gen Fore

Pipefittin
Shop Gen Fore
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MONTH

January

Mach

APPenDIX B

ANNUAL TNVENTRY SCHEDULE

SUB-ACCOUNT

200, 201, 211, 22

20, 205, 208, 210

203, 206

207 20:) 202





Socke% Wrench

Wrench Extension

Cnt

APPENDIX C

PARTS EXJCT (EX&MPLE 80OKET SET)

Adjustment
Last Inventory

Sockets

15/.6"

.3,ate, Initials Comment Date

INEN)RY RCCRD

Initials Comment Date Ini/A ,]s Comment
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APPENDIX D

BASE MAINTIANCE DEPARTMENT
MARINE CCRPS BA3E

CAMP LEJNNE NORTH CAROLINA 2852

From: Responsible Officer Sub-account 999

To Maintenance preperty Officer

SubJs Authorization to receipt for property

i.

2.

Date:

The below listed individuals are authorized to receipt for property from the Property Office.

Sple signatures,

Supervisor’ s

D-I





i. Type of Property:,

2. Brand Nne, Model No.

3. Stock Nnber:

A. Serial lumber:

5. Date Reported Missing:

6. Date Reported to

7. Resulte o PO Invetiation:

8. Investigation by ROs

a. Date Ite Last Seen:

b Location of Item:

c. Was Item Secured (Explain):,

d. Details of Loss:

Responsible Officer

PROPTY OFFICE USE

I. CMR Item

Non T/E Item

2. EstJjnated/Actul Cost:

3. Rearks:

E-I



BSE MAIE OFFC]R

I. Request Formal Investigation: Yes

2. Remarks:

PROPT OFFICE USE

i. Date M-L-S-R Initiated:

2. Type M-L-S-R=

3. Follow-up Action (As required):



MAINTIIANCE ORDI P00.2

UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LE,,IEUNE, NORTH CAROLINA 28542

MO PbJO0.2
XN/RES/sk
22 Jul 1981

From: Base Maintenance Officer
To: Distribution List

SubJ: StarzLtng Operating Procedures for Maintenance Material Management

Ref:
MCO I1260.3C

I MCO PAb,OO.IH
MCO JO0.16E

Encl: (I) Locator Sheet

i. Purpose. To establish procedures, for the implementation of a material management system for the Base Maintenance
Department. These procedures will govern the purchase inventory and issuance of materials used in the maintenance
and repair of facilities.

2. Cancellation. M0 &50().l

3. Applicability. The provisions of this order are applicable to all personnel and activities wlthinthe Base
Maintenance Department upon receipt.

Certification. Reviewed and approved this date.

Distribution:

AEMO
DR Am ()
DIR OPNS (5)
on mzA ()

()
D VL (o)

DC (3)





LOCA’K)R I’{EET

SubJ: Standin Operating Procedures for Maintenance Material Hanagement

Location:
(Indicate the Location(s) of the Copy(les) of this publication)

MO P&AO0.2
]-4 Jul 1981





STANDING OPRATII PROCEDURES PCR MAINTenANCE MATIAL MANAIIT
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STANDING OP%ATING PROCEDURES K MAINTENANCE MATJAL MANAM]T

SECTION I

OBJECTIVES RESPONSIBILITIES AND CONC’TS
OF CONtrOLLED MAINTENANCE

POLICY- i01
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DEFINITIONS 103

Insurance Item- 103.1
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Special Operating Stock- 103.A
Non-stocked Material- 103.5
Pre-expended Bin Stock- 103.6
Specific Job Orders- 103.7
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Truck Stocks- 103.11
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201
202
203
20
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2O6
2O7

AUT0RIZATION TO RUISITION MATIIALSAIR PAT/PES
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PROJECT MATPJL
INSURANCE ITemS

SECTION III

BASE MAINTenANCE CREDIT CARD SYSTEM

301
302
3O3
30
305
306
3O7

ISSUE OF CREDIT CARDS
PURCHASE ROCEDtES
CREDIT CARD REVI AND IUIRY
SECURITY OF CARDS
UNAUTHORIZED USE OF CREDIT CARDS

SECTION IV

S0P INVIY AND CONIOL PROCEDURES

GENFRAL-
02
03
o
e5
o6

PRE-EXPNDED BIN
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INSURANCE IT4S (SHOP MAINTAINED-
INVENZORY FROCEDLUES
USE OF EXCESS MATERIAL

SECTION V

UTILIZATION OF SALVAGE MATJAL

GENIAL-
502
5O3
5o

USED, SRVICEABLE MATERIAL
EXCESS MATERIAL FROM MILITARY CONSUCTION (MCON) PROJECT
RETENTION OF SALVAGE MATERIAL-

SECTION

601
PROCEDURES TE TURN-IN/RET]TION OF EXCESS MATeRIAL-
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INVENTORY RETS
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1-1
1-1
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1-1
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l-1
1-1
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1-2
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STANDING OPERATI

TABLE OF CONTT
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SECTION VII
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PRIORITX PUISITION PROCEDRES-
AUT}DPITY TO SIGN PRIfRIT UISITIONS-
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701

7O3

SBTION VIII
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7-i
7-i
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SOP IR M&INTENANGE MATERIAL MANAS4ENT 103. I0

SON I

G

iO1. . It is the cy of tst estab enforce a comphenve pgr for mate
ment. These ctions constitute pces for the contl accotabty of mate. Cce
by l ploes is mated.

I. Resnbties.
i. e Base Mtence Ofcer is resnble for the eabent orct of grs d pcedes for

mate ment tn the Base Mtece Det.
2. ector, Orations on, isne for the over magent of mate used the mtece
d rear of facties th:

a. clent econoc estat of pjects.

b. Effective reuse of lus mate.

c. Accotabity of mate sck.

d. Renew of mate autz for u -help Jects.

3. rs at levels e resne for en cce th eabces th:

a. At mog of estabsh ves.

b. Pr stion of cess mate.

c. Renew of mate uge to preclee d/or saation.

d. Pons for adequate d sec re eas for b sc mntoes ce it,s er the
jction.

A. es at every level e resne ene theyer obse the pces for mate
chase, use sition. oes e renble foro the efcit ecoc use of

mate d for re se oftmate. oesethmt u
ment mate their tre e reunite for readable ce ty for ch matee er
the ce.

103. tions.

I. Induce It (IP). Slow mo mate tt ls a lo lead te ist the contius

oration of a facility. It,s e sck p.8res bas on rertsdby the rk cter.

2. Induce It (Sp Mtned). Cnt ps ck the rk ceers etus
repr to essenti it,s of eent or oblete ee for wch cnes t rely avlable.

Authorization musb be appved by the Ba Mtece Ofcer.

3. Inven Level. Mate ts autO,zeal o the sps, utty ts /or vecles. ch

it ll have a level ecle" out" am lev t exce t weeks stoce.

A. ci Operat Stock. st mo it,s autz for sce by the ps utty ts /or vecles

that cot be deed a due co. Aubzation ven lel be aved by the
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SECTION II

REQUISITION OF MATERIAL

201. General. l’ne Direct Support Stock Control (DSSC) Division through its subordinate supply sources is tasked
to provide material support to the Base Maintenance Division. In most instances, this support is dependent upon
an automated system for the adequate stocking and replenishment of material. Although, in the past, this system
has been blamed for the unavailabi li ty of material, employees are di rected to fol low the procedures set forth
herein.

202. Authorization to Requisition Materials/Repair Parts/Supplies

I. Financial constraints must be adhered to when requisitioning materials, parts and supplies in order to preclude
an overcommitment of funds. Strict compliance with the job order system is required prior to issuing a requisition.
Requisitions which cite standing job orders for emergency or service work will not exceed criteria established
in reference (a), i.e., the total cost of labor and material will not exceed $400 for a single job. Requisitions
which do not meet the above criteria must be authorized by a specific or cyclic/preventive maintenance job order
issued by the Operations Branch. Exceptions to the above are provided below:

a. Consumable supplies such as lime, coal, chemicals, etc., used in routine production processes may be
charged to standing job orders.

b. Repair parts for Garrison Mobile Engineering Equipment procured by the Heavy Equipment Unit may be charged
to standing job orders in accordance with reference (b).

c. The total cost of labor and material will not exceed $600 for a single repair to utilities equipment
maintained by the Utilities Branch.

Further exceptions to the above policy must be approved by the Base Maintenance Officer.

2. The procedures for the storage and handling of spare parts in support of vehicle maintenance by the Heavy
Equipment Unit are contained in MO P4790.I.

3. Copies of requisitions will be maintained in accordance with procedures established by the cognizant Branch
Director. As a minimum, a central file will be maintained in each branch and information recorded to show when
received and by whom.

203. Self-Service Center. The Self-Service Center stocks small items in consistently high demand and provides
a means of quickly procurlng routine administrative and housekeeping supplies. Because of its limited inventory,
the Self-Service Center does not extensively suppnrt the maintenance and repair function of the Division.
However, because of previous abuses, high dollar expenditures, and the Center’s limited support, it is included
within the scope of this regulation.

I. The Base Maintenance Property Officer is responsible for monitoring and reviewing purchases from the Self-
Service Center. Excessive purchases or abuses by work centers will be reported to the Base Maintenance Officer.

2. Authority to purchase items is delegated to all Responsible Officers as defined in MO 4400.I. Each Responsible
Officer will be issued a credit card annually by the Base Maintenance Proper Officer. Additionally, each
Responsible Officer will submit to the Base Maintenace Property Officer a list of personnel to be issued a SSC
Authorization Card (MCBCL 4404/5). (Note: This list should be very restrictive as to the number of individuals).
The authorization card will be prepared by the Property Officer, annotated with an expiration date of not more
than two years and forwarded to the Responsible Officer. The credit card will be retained by the Responsible
Officer. The authorization cards will be retained by the Work Center/Section Head.

3. The following limitations are in effect on purchases from the Self-Service Center:

a. Work centers may not retain more than a 14-day supply of items from the Self-Service Center.

b. Purchases are restricted to only those items required to perform the section’ mission. "Nice to have"
items will not be purchased just because they are to be stocked by the Center.

c. Purchases will be approved in advance by the General Foreman (Branch Directors in the case of hand tools)
and so annotated on the Self-Service Center Shopping List (4404).

4. Procedures

a. Work centers/sections requiring supplies from Self-Service must list items on the Self-Service Center
Shopping List (4404), NAVMC 10700 (2-66). The list must be approved by the General Foreman who will ensure that
the items are required and that the quantities requested are not excessive. The General Foreman will annotate
the Shopping List by writing "Last Item" in the next blank line, drawing a diagonal line through the remaining
blank lines and sign the list (see appendix F) for example. Requests for hand tools will be submitted on a
separate list to be approved by tne Branch Director prior to purchase.
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*b. Supervisors will not issue replacement items of personal equipment such as safety goggles, gloves, batter-
tes, flashlights, boots, foul weather gear, etc until a like item, worn out, is turned in by the employee. Worn
out items will be deposited in a container solely for that purpose and disposed of periodtcallE.

c. Purchases are processed at the Self-Service Center on a "fill or kill" basis.

d. Upon return from the Self-Service Center, the following actions will be accomplished:

(1) lne credit card and a copy of the shopping list will be returned to the Responsible Officer who, after
review, will forward the shopping list to the Base Maintenance Property Officer for filing.

(2) The authorization card will be returned to the work center/section head.

*5. Self Service Credit cards will be secured by the Responsible Officer in a manner sufficient to preclude
unauthorized access or use.

204. Shop Stores Issue Points. Purchases of material from the Shop Stores Issue Points can be made only through
"across the counter" purch@ss using the Base Maintenance Credit Card or withdrawal of project material previously
ordered on a Bill of Matorla/.

205. Across the Counter Purchases. The credit card may be used to draw material "across the counter" to:

1. Replace Pre-expended Bin (PEB) or special allowance stock.

2. Withdraw insurance items (see paragraph 207.5 below for further information).

3. Support standing job orders when project material has not been staged (i.e. PM’s, etc.).

4. Minor specific job orders only when material has not been previously staged for use.

5. Major specific job orders only when it does not exceed the miscellaneous material estimate noted on the
material list. All other purchases must be approved by the Operations Branch.

206. Proect Material

1. Material for specific job orders will be ordered from the Shop Stores by submitting an itemized NAVFAC 9-11014/8,
commonly called a Bill of Material (BOM). The Work Management Section prepares the BOM based on material estimates
required to colete the project and establishes a priority based on the Required Delivery Date (RDD).

2. The BOM is forwarded to Shop Stores where the material is obtained through Shop Stores stocks or Open Purchase.
As the material is received, it is segregated by JON and prepesttioned in project bins maintained by Shop Stores.
Shop Stores personnel are responsible for informing the Work Management Section when all project material has been
received.

3. The Supervisor, Work Management Section, and the OIC, Shop Stores, will coordinate the status of project
material to ensure that delays are minimized and that Jobs are scheduled as soon as possible a{ter all materials
are on hand to preclude excessive inventories.

4. Project material may be withdrawn from the Shop Stores project bin by one of the following methods:

a. The entire project material be withdrawn at the same time and "staged" by a Shop Planner within one or
more of the work centers. Normally this procedure is followed for small projects that can be accomplished within
a short period of time.

b. The material for a specific work center may be withdrawn by that work center at the time the work is to be
performed. Normally this procedure will be followed for large projects that may have different start and completion
dates for each work center. Prior to drawing the material he work center must obtain an approval slip to withdraw
the material from Shop Stores.

5. Material for specific Job orders in support of utility operations will be obtained using current procedures.
If the material is available in Shop Stores, it is drawn by credit card. If not stocked, procurement documents are
prepared and submitted for purchase of the material through appropriate sources.

6. Material will not be "borrowed" from one project for use on another without an approved amendment to the specific
Job order and must be coordinated with the Supervisor, Work Management Section or Director, Utilities Branch as
appropriate.

207. Insurance Items (1P-88 Stocked)

1. Identified as slow moving items, involving long lead times, that are vital to the continuous operation of a
facility. Due to low demand history, these items would not noremally be available from Shop Stores.

2. The Base Maintenance Officer is responsible for establishing the type and amount of material to be considered as
an insurance item and providing the DSSC Shop Stores with requirements. The New Item/Delete Notice (Appendix A)
will be used. Shop/utility plant requirements submitted by supervisors will be reviewed by the Work Management
Section or Director, Utilities Branch as appropriate. Items will be identified by NSN, description, unit of issue,
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price, and required level of stockage. Items not carried in the Federal Supply Syste,n will be identified by
manufacturer, part number, unit price, and required level of stockage.

3. The items will then be prchased by Shop Stores utilizing Base Maintenance funds but will remain under the
inventory of Shop Stores until issued for use. DD 1348’s will be prepared by the Base Maintenance Division.

4. Annually, the DSSC Shop Stores will provide a listing to the Work Management Branch indicating the status of
all insurance items. The Work Management Section, the Utilities Branch and the work center supervisors will
review the listing and make any adjustments required. The Base Maintenance Officer will then validate the listing
and forward it to the OIC, DSSC.

5. When it becomes necessary for an insurance item to be used, the work center can retrieve the item directly
from Issue Point 88. It is imperative that the work center supervisor notify the Work Management Section, or
Director, Utilities Branch of the withdrawal in order that a requisition can be submitted to replace the item.
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SECTION

307.1

BASE MAINTE CREDIT CARD SYSTEM

301. General. The credit card system has been implemented to ensure that Shop Stores items purchased by Base Ma
tenance employees are properly recorded and charged to appropriate Job orders. Initially, credit cards will be used
for "across the counter" purchases only. The system may be expanded at a later date to include other material
chases such as project material, BPA’s, etc. Additionally, the system wi3_l llow for a review of purchases material
by shop or stock number to assist in better management of resources.

302. Issue of Credit Cards.

i. All Base Maintenance personnel authorized to make purchases at Sbmp Stores will be isled a credit card.

2. Cards will be reissued annually at the beginning of each scal year and will be imprinted with the following
information:

a. Work Center code number (alphabet designator) and assigned employee number (01-99). Appenxiix B lists the
current work center code numbers.

b. Job Order Nmber minus the JO number.

c. Employee’ s e.

3. Each year prior to the reissue of cards, the Base Maintenance Property Officer will forward a listin of current
card holders to each supervisor for review. The survisor will make any additions or deletions and return the
listing to the Property Officer who will 8xTange for the issue of cards. The Property Officer w5_I_I maintain a
master copy of all card holders for reference.

&. Requests for cards for new employees, transferees, etc. made be made at any time by the supervisor to the Proper-
ty Officer.

303. Purchase Procedures.

i. Employees making prchases at Shop Stores wi3_l present their credit card and material authorization (E/S ticket
or specific work order) to Shop Stores personnel. Shop Stores personnel will prepare a Shop Stores Issue List and
annotate the JOS number in the appropriate spaces.

2. The employee wi3_l verify the JOS and material quantity and type before signing the Issue List. O copy of the
Issue List will be given to the employee which will be returned to the shop supervisor for review and filing.

3. Supervisors will review the Issue List for excess or unauthorized purchases, file the Lists by credit card
number and retain for one year.

30&. Credit Card Review and Inquir.

i. A monthly computerized credit card report will be provided to the shop superwisor indicating the total materials
purchased by each credit card holder, type and quantity by NBN, and total expenditures by each shop.

2. Each super-isor will review the Credit Card Report to ensure that purchased materials are used as intended.
Superwisors accomplish at least one in-depth audit of a single credit holder each month. The atlit will include

comparison of the Shop Stores Issue List aainst the credit card report. Any discrepancies will be noted and in-
vestigated by the supervisor. Upon completion of the audit the supervisor will annotate on the credit card report
which card number was audited and file the report for one ysar.

3. The credit card report has an inquiry capability which provides additional information on credit card purchases.
The inquiry will list the NSN, document number credit card purchaser, JON and quantity purchased for the evious
12 months. Supervisors and/or managers are encouraged to use the inquiry capability when questionable purchases are
noted or as management tool. An inquiry report 6ay be obtained by notifying the Administrative [rlvision indicat-
ing the NSN’s in question.

305. Security of Cards.

i. Supervision may determine if cards are to be issued to employses and retained in their possession or retained by
the supervisor and issued as required.

2. Lost cards will be reported immediately to the Base Maintenance Property Officer.

3. Superw-isors are responsible for retrieving cards from employees leaving his or her work center. Cards will be
forwarded to the Property Officer for disposal.

306. Unauthorized Use of Credit Cards. Employses are to be informed that the unauthorized use of credit cards for
purchases and unauthorized adjustments to material lists, tickets or Issue Lists may result in disciplinary action
or dismissal.

307. Self-He.ip Program.

i. The Operations Division will msintaln a series of credit carS for each major unit assigned to the Marine Corps
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Base to include the Air Station. Unit representatives requiring self-help aterial will process their requests
through the Operations Division.

2. Upon approval of the request, a Shop Stores Issue List will be prepared by the Operations Division denotin the

material to be issued. The appropriate credit card wLll be imprinted on the List and the JOS noted.

3. The Issue List will then be given to the unit representative who may use the List as authority to draw material.
After drawing material from Shop Stores, the representative returns one copy of the Issue List signed by the Shop
Stories Issue Point to the Operations Division for f_1_ing.
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operations. (Note: Upon initial implementation of these procedures, shops may’have excess material which can be

idtifid as Insurance Items. These items may be retained for 2 months in the event excess inventories can be

used. Twelve months from the date of this order any remalnin excesses will be turned in.

05. Inventor Procedures.

I. Each supervisor will determine P and Special Operatir Stock Inventory requirements or each shop and vehicle

based on needs and work performed and establish minimum and maximum levels of stockge. It is intended that the in-

ventory amount for each item fluctuate between the minlun level (when requirements and demand are low) and the maxi-

mum level (when seasonal requirements and demands are high) to preclude excess inventories, waste and deterioration.

The stock record card will be used to record amounts received from Shop Stores as well as the quantity expended in

support of Standing Job Orders.

06. Use of Excess Material. The use of excess project material or suz!us material obtained from Contractors or
DPDO to replace P or Special Operating Stock is goverri by the procedures set forth in paragraph 602 below.
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601. General.
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STION I

i. In the past it has been coen practice to retain excess material as a safeguard against procurement delays or
as security in the event of emergencies.

2. It is the policy within the Base’Maintenance Deparent h all excess material be disposed of to the proper
agency. Material will be retained only when it can be demonstrated .that its reanion meets the criteria of
insurance item or can be used in %he near future on a specific or standing Job order

60. Procedures for the turnT,iretentlOn of excess material.

i. Unused project material will be reperted to the Work Manngement Branch (or Directo Utilities Divieion) by the
Shop Supervisors.

2. The Work Management Branch (or Director UtiLities Division) will relew the mte’ial and make disposition in the
following priority:

a. Coordination will be affected, with the OIC, Shop Steres to determine how many items may be turned in for
credit (Shop Stores may only give credit UP to the quantity established., as their requisitioning objective or stock
lecel). A/I items tha can be turned in for credit*ill .be turned into ShopStores. This method is preferred since
the credits will allow actual Job orders .costs o be portrayed on the icost records and it places material .back in
the supply system..

b. If the items cannot he turned in for credit, the Shop Plarer (or .Utilities shop General Foremen) will
check to see i# any of the items can be used to replenish P, Special Opeatlng Stock or a shop maintained in-
surance item. If so, the items can be retained unde the following llmitatins"

(I) Items issued to replenish PEB or Special Operating Stock will .not exceed the maximum inventory level
established for the item.

purchase authority has not yst been committed to replace the ita or if te item can be used within 30 days.

c. Material tha cannot be used in the catngcries above wail be reviewed o determine if the item can be used
on a future project (for which that aterial has not already been ordered). Material that can be used in support of
maintenance of real property he tagged by the Shop Plannr ar stored in Building 120 or the shop planner
staging area. Material n support of utility operation will be realned ad anaed by the Utility Shop General
Foreman. Material identified for this purpose not be realxd for ore than I months.

d Excess material @hich does not fall into any of the above described categories will be processed as follows:
First, turn-in to shop steres withno credit if shop stores accept. Lastly, dispose of in accordance with
established procedures, norally through the Defense Property Disposal Officer.

603. Annotations on Job Orders. Appropriate araotations should be ade on all Job orders denotir material that
was not used on the projectand the disposition of that property.

60. Inventor Requlremens.

i. The supervisor, ork Management Branch is responsible .for the control of excess material in support of main-
tenance of real property. General Frecen of Uiity Plants are. responsible for material in support of utility
operations

2. Excess material retained for use ona future project ust be accounted for. Appropriate records will be ain-
rained by the Work Management Branch or UriC_try Plant General Forean on all excess material, indicating as a mii-
mum the description of the item, quantity inendeduse (JON), ad the axin date for retention (not to .exceed
months).

3. The records will be reviewed quarterly to ensure that aterial is not retained after the L month period.

6-1





SOP FOR MAIE MATERIAL MANAGMT 703.1
STION VII

PRIORITY RUISITION AND OP PURCHASE PROCEDURES

701. priortt Requisition Procedures.

I Under the Uniform Material Movement and Issue Priority System (L4IPS)’established by reference (d), the Base
Maintenance Officer is authorized use of three priority designation nbers to order material and equipment: 07,
09, and IA. These are described below.

a. Priority 07. Items ordered under this priority are required for immediate use to install, repair or replace
mission-essential material, without which the unit or activity cannot perform assigned operations. This includes
items required for iediate end use to effect replacement or repair of essential physical facilities of an indus-
trial activity and without which the activity is unable to perform assigned missions.

b. prlorit[ O. Basically the same criteria applies as listed above except that without the items, mission
accomplishment is impaired rather than eliminated. Also, this priority is used for items required for the immediate
replacement of a safety level quantity of mission-essential items where the last item has already been issued out of
bin to end use.

c. Priorit l. This priority is for routine replenisent of supplies and ordering material for maintenance
and repair work.

2. The use of an 07 or 09 priority to expedite material for a Job zmt mission-essential is in violation of Depart-
ment of Defense policy. The Base Maintenance Officer has been tasked the following responsibilities by reference
(d):

a. Accurately assign priorities consistant with those authorized by higher authority and the existing urgency
of need.

b. Ensure required delivery dates are valid when assigned.

c. Ensure requisitions designated priority 07 or 09 are delivered to the DSSC on the same date as the document
draft date on the requisition; priority l requisitions must be delivered within two days of the document draft
date.

d. Ensure that all requisitions given an 07 priority are in fact for material without which the unit is not
capable of performing its mission.

e. Suit to the AC/S, Logistics (Attn: OIC, DSSC), samle signature of personnel authorized to aprove prior-
ities 07 end 09 requisitions for material. An updated letter be submitted as personnel assignments change
within the Department.

70. Authorit[ to Prlorit[ Requisitions.

1. The following individuals are authorized to sn 07 priorities in the Base Maintenance Department:

a. Base Maintenance Officer (all requisitions)

b. Assistant

c. Director,

d. Directory

e. Directory

f. Directory

g. Director,

h. Director,

Base Maintenance Officer (all requisitions)

Utilities Division (DSSC Material only)

Telephone Division (DSSC Material only)

Maintenance and Repair Division (DSSC Material only)

Natural Resources Environmental Affairs Division (DSSC Material only)

Operations Division (DSSC Material only)

Administration Division (propery only)

i. Supervisor, Work Management Branch (DSSC Material only)

2. priority 09 and 1A requisitions may be approved by the folowing personnel:

a. Supervisor, Property Management Branch (Property only)

b. Shop Planners (DSSC Material only)

c. Utility Plants General -bremen (DSSC Material only)

703. Walk-Thru procedures.

1. Walk-thru requisitions are so disruptive to the normal requlsitionin rocess that their use should be confined

to urgent circumstances. To qualify as a walk-thru a requisition, must be assigned a priority 07 and contain a re-
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quired delivery date (RDD). The source of supply be detemined by the RDD.

2. Prior to requesting a walk-thru reqisition the requestor ernst review the Self-Service and Shop Stores Catalogs
to determine if the ite is available. Once it has been detere4rd that the ite is not available, a walk-thru re-
quisition ms be prepared.

70. Open ,Purchase Procedu.,.es.

i. The use of Open Frchase to obtain non-systne items or systems irons not presently in stock is en expensive and
inefficient method of materiel mansgement. henever possible, eployees will utilize systns items through timely
and Judicious materiel purchases.

2. Repetitious ordering of non-stocked items should be noted by persorel responsible for order materiel and
appropriate action taken to stock the ite uslr the rocedures outlined in psaraph I0.2 above.

3. Under no circnstences will nonnel requisitioning procedures be clrcnvented to. obtain material through the Open
Furchase syst. The intentionsl acceleration of reqt4d delivery dates or deleylg of materiel ordering until
Open Frchase is the only available source, is prohited.. The use of the Blanket Furchase (HFA) systn will be limited to requisitions (MCCL 1102/2) with a priority 07
designation end with a required delivery date (RDD) of 30 das or lees. Requisitions which cannot be fllled in the
30 day time frne be returned to the originator ad the itn he requisitioned through Fuchasir an Con-
tracti. This is to prohibit the payment of prei pIces through BFA when the end ite is available at a cheaper
price and the se time frse through Customer Service Branch, DC.
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SPDIX A

FROM:

NEW ITEM/DELETE NOTICE

Section

TO: Officer in Charge, DSSC Division
(Attn: Systems Management and Development Branch)

EQUIP

SIGNATURE:

Section II

FROM: Officer in Charge, Systems Mnagement and Development Branch

TO:

APPROVEDz DISAPPROVEDO CATALOG"REMARKS:

SIGNATURE:

CONTROL NO:

DELETE RESEARCH

.Sctio III

FROM: Officer in Charge, Suppoct Division, Technical and Research Branch

TO: Officer in Charge, DSSC Division

(Attn: Systems Management and Development Branch)

SAC SSRIC DEMIL

REMARKS:

SIGNATURE:
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L
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N

0

P
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S

S

S

T

U

W

X

X

Y

Y

Y

Y

Y

Y

Y

Y

Y

Z

ork Center

Shop 31 MCAS

Shop 31 paradise

Shop 31 Courthouse

Shop 31 Tarawa Terrace

Shop 31 Montfor

Shop 31 ench Creek

Shop &l

Shp 3

Shop i

Shp 2

Shop 3

Shop 61

Shop 62

Shop 63

Shop 71

Shop 72

Sop 7 (O-O)

Sop 76 (-60)

Sop 7e

Shop 81

Shop 3

Shop S&

Shop 8

Stop 9X (m O) (OX-O)

Stop 9 (m 3)

Shop O" (O-O)

Sp O (-O)

Stop O (-O)

Shop (-90)

x (9_-60)

operon, (91-99)

sop 93 (ser seep)
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APPenDIX C

Pm/S OPmT STCCK/nmmUCE

AUTESIZATION LIST

Vehicle

Quantity
Description Authorized

pprovmd | dnature (Base Maintenance Officer)

unit
Price
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APPENOIX D

STOCK INVENTORY C.RD
MCBCL 11011/2

Description

NSN IUn|t Colt
Type Inventory

unl of Iue

Quantity Quantity QunUty
FIKVKI Illuld Off Hind Remarks





Via

SubJ

Ref:

(sop Superv-)
ase Maintenance Officer

(Division Head)

Change to P/Special Operain Stock/Insurance Iem Authorization List

(a). o .2

1. n accordance with the referece the folloi chanes to he )(Special Operatin8 Sock)(Lusorance
for. lan or Veicl a request=

OLD

reason or chares).

(Signature)





MAINTENANCE ORDER P4790.1A

BASE MAINTENANCE DIVISION
Marine Corps Base

Camp LeJeune, North Carolina 28540

MO P4790.1A
MAIN/WAS/jis

MAR 9 1982

From: Base Maintenance Officer
To: Distribution List

Subj: Standard Operating Procedures for Maintenance Management

Ref: (a) MCO P4790.!
(b) MCO P4790.2
(c) BO P4790.1

Enc]: (I) LOCATOR SHEET

1. Purpose. To promelgate policy, procedures, and guidance fer Maintenance Management within the Base Maintenance
Division.

2. Cancellation. MO P4790.1.

3. Information. This Order will serve as the basic source document for the conduct of all Maintenance Management
functions except when directives issued by higher headquarters take precedence.

4. Action. Effective upon receipt, Branch and Section heads, coodlty managers, supervisors, foremen operators
and nance personnel will ensure compliance with this SOP within their areas of responsibility and issue
amplifying instructions.

F H. MOUNT

DISTRIBUTION: A





LOCATOR SHEET

Subj: Standard Operating Procedures for Maintenance Management

Location:
(Indicate the Locatlon(s) of the Copy(les) of this publication

MO P4790.IA

MAR

ENCLOSURE (1)
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SECTION

GENERAL INFOI4ATION

101. INTRODUCTION

1. Background, An organization’s ability to function efficiently and economically rests not only on dedication and
training but also on the ability of its own equipment to meet the demands placed on it. Maintenance is the logistic
function of keeping that equipment properly operating. The increased complexity and cost of equipment require a
maintenance intensive effort.

a. Management of all assigned equipment is an inherent responsibility of each section. Accordingly, equipment
maintenance within Base Maintenance will be performed in accordance with the formally established Maintenance
Management System set forth in the current editions of MCO P4790.1 and MCO P4790.2 as they pertain to this organi-
zation. This SOP as augmented by other maintenance related directives and publications issued by this and higher
headquarters, see Appendix A, will provide instructions necessary to implement the Marine Corps Maintenance Manage-
ment System,

b. It should be understood that this SOP is directed to the maintenance efforts necessary to accomplish the
Base Maintenance mission to maintain the facilities aboard Camp LeJeune,

102. COFIAND RESPONSIBILITIES

I. Branch and Section heads down to and including Unit and Work Center foremen are responsible for the proper
conduct of the Equipment Maintenance Program within their units.

2. Each supervisor shall personally ensure that the Equipment Maintenance Program established by this SOP and
other maintenance relaed directives, and publications issued by the Commandant of the Marine Corps is followed.
Each supervisor shall actively participate in the planning and conduct of his unit’s Equipment Maintenance Program.. Subordinate sections must regularly and frequently advise supervising sections of the status of equipment
maintenance within their sections.

4. Functional Organization. Maintenance Management Officer’s (MMO’s) will be assigned at the separate Branch
levels. The Base Maintenance, Maintenance Management Officer will be appointed in writing.

103. AUTHORIZED LEVELS OF MAINTENANCE. The authorized levels of maintenance are found in the Base Maintenance
Table of Equipment (T/E}. Basically, the Motor Transport Unit is authorized Preventative Maintenance (PM) and
first echelon maintenance only. Requirements for higher echelons of maintenance on motor transport vehicles will
be forwarded to the Base Motor Transport Office, The Heavy Equipment Unit is authorized levels of maintenance up
to and including rebuild when the situation dictates and qualified personnel are available. Forestry-owned vehicles
will have maintenance done on a reimbursable basis with Base Motor Transport. All other sections requiring
maintenance on their respective equipment items, including industrial equipment, are authorized to conduct their
own maintenance and repair providing the technical expertise is availeble, Otherwise, repairs will be contracted
out.

104. STAFF RESPONSIBILITIES

1. Director of Administration

a. Responsible for matters pertaining to personnel management, including the assignment and replacement of
maintenance personnel.

b. Coordinates with the Civilian Personnel Office on the training of civilian maintenance personnel.

c. Coordinates with the Base Maintenance MMO on all safety aspects of equipment maintenance management
operations.

d. Ensuradequate authorized directives are on hand, adequate internal distribution is made, directives are
kept current, and prompt action is taken to correct changes in allowances.

2. Director of Maintenance and Repair

a. Acts as the Base Maintenance MMO in the absence of the for Maintenance and Repair Branch.

b. Carries out the duties of Branch Head as covered in paragraph 104,5.

3. Assistant Director Operations Division

a. Servas the MMO for Base Maintenance.

b. Advises the Base Maintenance Officer on all matters related to equipment maintenance.

I-I
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c. Prepares the unit’s Maintenance Management SOP (MMSOP) for Base Maintenance.

d. Evaluates unit support and test equipment allowances, and ensures that organizational equipment is properly

maintained and calibrated.

e. Plans and implements inspections to ensure the effectiveness of the maintenance effort.

f. Ensurm procedures are developed for coordination with support units.

g. Coordinat the overall conduct of the unit’s organic Equipment Maintenance Program.

h. Monitorsestablished Calibration Modification Control and Publication Control Programs.

4. Supervisor Finance and Accountinq Branch

a. Serves as principal officer on matters pertaining to internal control guidance, and management of appropriat-

ed funds.

b. Exercises functional direction over budgeting, accounting, expenditure of funds, and provid guidance on

matters pertaining to effective utilization of appropriated funds.

5. Maintenance Branch Head/Conodit3 Manager/Shop Heads

a. Is the technical advisor to the Base Maintenance MMO and Director, Maintenance and Repair Branch on all

connodity/maintenance functions.

b. Supervises the maintenance/commodity operations of the unit.

c. Plans maintenance work based on maintenance level authorized, priority, availability of parts, tools,

equipment and level of personnel experience and training.

d. Inspects organic equipment periodically and assures that the required records are maintained properly and

performed maintenance conforms to established standards.

e. Plans and coordinates a program of Resource Management to include:

(1) The training and utilization of maintenance personnel.

(2) Availability of tools and support equipment.

(3) Use of repair parts.

(4) Accurate submission of equipment and resource data.

f. Establishes maintenance Production and Quality Control Programs.

g. Carries out the commodity areas Calibration Control, Preventive Maintenance, Modification Control and

Publication Control Programs.

105. DESK TOP PROCEDURES AND TURNOVER FOLDER

1. Requirements. Each unit/section supervisor is required to develop in writing a Desk Top Procedure and a Turn-

over Folder. These will be updated annually or whenever policy changes require.

a. Desk Top Procedures. A simple listing of significant items or notes pertaining to everyday operations

within a particular billet. Normally, they will include such items as current references, procedures for carrying

out required duties, telephone numbers of individuals related to the job, and reports required. Keep it simple.

b. Turnover Folder. Includes the information in the desk top folder, and information on policy, personnel,

pending projects and management controls. It goes into more detail explaining tasks listed in the desk top

procedures. Further information is listed in reference (b), paragraph 0105.

c. Examples of items included in the Desk TOp Procedures and Turnover Folder are given in MCO P4790.2A.

Appendix B of this Order provides the format for said items.
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SECTION II

OPERATIONS

201, MAINTENANCE POLICY, The maintenance policy of this Organization is to provide timely and quality maintenance
to support all sections by the most economical means. To accomplish this, the maintenance resources requirements
must be managed/utilized by every person in Base Maintenance. Specific guidance is given in reference (a) through
(c) and MO 11240.1.

1. Personnel. Authorized personnel to perform the maintenance mission for Base Maintenance are established in the
Tableo--nization (T/O).

2. General. The conduct of specific maintenance programs (CM, PM, etc.) is covered within this chapter. Operators
are not assigned to specific items of equipment but are responsible for their operator’s maintenance when required.

202. ALLOCATION OF MAINTENANCE TRAINING/PERFORMANCE

I. Time. Maintenance training will be conducted for all persons related to the maintenance mission. Guidance for
such training will follow with current civilian training and military programs. Reconiended topics for training
are listed in MCO P4790.2A, paragraph 0203 and figure 202.

2. Whenever possible, maintenance training will be conducted during scheduled maintenance periods and cross-train-
ing should be exercised whenever possible. See Section IV for specific information.

203. SHOP OPERATIONS

1. Organization. Shops will be organized in such a manner so as to ensure maximum economy in operation and
decreased down time through efficient supervision.

2. Quality Control. A system of inspection and work control procedures will be conducted during the progression
of an item of equipment through the maintenance cycle. See Section V of the SOP.

3. Maintenance Areas. Actual maintenance and repair will take place in the Heavy Equipment lot, Roads and Grounds;
Lawnmower Repair Shop for organic and heavy equipment items. Remaining organic repairs will take place in

appropriate shop areas. The supervisor in each of these areas is directly responsible for all aspects of mainte-
nance within his control.

4. Maintenance Control Procedures

a. Heavy equipmen repair procedures require equipment logbooks, records, required reporting and associated
equipment, and Shop Repair Orders (SRO) to be controlled through the shop office. An SRO will be opened and
completed for all equipment maintenance which requires maintenance resources of more than 15 minutes, exclusive
of operator maintenance. Procedures for opening, processing, and closing SRO’s for Garrison Mobile Equipment
(Engineer) are outlined in the current edition of TM-4700-15/1. Priorities for SRO’s will be assigned by shop
foremen and signed by shop foremen. Changes in priorities and category codes are authorized by the Base Mainte-
nance Officer. Repair parts must be ordered within five working days of when the item is identified as needing
repairs.

b. Remaining repairs on organic property. Repairs conducted on remaining organic equipment such as industrial
equipment are authorized by ticket or specific job order and recorded in the equipment folder.

204. MAINTENANCE SERVICES

I. Information. The maintenance operations are principally directed towards the accomplishment of the following
types of equipment maintenance actions. The range and depth of these actions will vary from Section to Section

and are dependent on individual section equipment maintenance capabilities as established in the T/O and T/E.

,or
’Of

a. Preventative Maintenance

b. Corrective Maintenance (repairs)

c. Equipment modification

d. Equipment calibration

e. Limited Technical Inspection (LTI)

f. Equipment evacuation

g. Administrative deadline

Organizational/Intermediate Maintenance. Organizational maintenance includes the following:

a. First Echelon Maintenance. First echelon maintenance is that maintenance performed by the user
operator of equipment, in providing the proper care, use oeratio, cleaning, preservation, and lubrication
equipment. The individual concerned must be held accountable for his actions. Adjustments, mnor repairs,
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testing, and parts replacement, along with tools, equipment, and repair parts for this echelon, are prescribed in

associated technical publications.

b. Second Echelon Maintenance. Second echelon maintenance is performed by the Heavy Equipment Unit on

Garrison Mobile Engineer Equipment only. Conmnercial motor transport vehicles will be evacuated to Base Motor

Transport for any maintenance beyond first echelon.

c. Intermediate Maintenance. Intermediate maintenance is that maintenance performed by Base Maintenance in

direct support of organic equipment and consists of repair/replacement of damaged or unserviceable parts,

components, and assemblies, the emergency manufacture of nonavailable parts and providing technical assistance

to using organizations.

205. PREVENTATIVE MAINTENANCE

I. Responsibility. The performance of PM services on organic equipment is the responsibility of the Section owning

or using the equipment. It will be accomplished in accordance with the schedule and procedures established in

technical publications applicable to the equipment. When PM’s are not covered by applicable publications on

heavy equipment, preventative maintenance will be conducted every 200 hours or as soon as possible thereafter.

Unit connanders are authorized to vary the frequency of scheduled PM services when the amount of equipment use,

climatic conditions, or other factors warrant variation from the frequency established in the appropriate technical

publication. Refer to Appendix C for a detailed discussion of PM.

2. PM Upon Receipt of Equipment. The owning unit will perform an acceptance check and quarterly PM services or the

equivalent on all equipment at the time of receipt. The inspection of the equipment will also determine if

required modifications have been applied. Equipment records will be updated, as appropriate, following this initial

PM and inspection.

3. PM as a Prerequisite to Other Maintenance ActiOns. Equipment will not be turned into unit maintenance

activities or shops until all appropriate users or operator PM services have been accomplished. Equipment will not

be evacuated to external maintenance activities unless all PM services for which the unit is responsible is

accomplished.

4. Operator Assistance in PM Actions. Operator personnel will assist in the performance of any PM conducted in

unit maintenance shops, when appropriate. Coordination will be effective between the equipment owner and the

maintenance activity holding the equipment to ensure that the equipment retained in the maintenance activity for

an extended period of time received proper PM.

206. CORRECTIVE MAINTENANCE (CM). Procedures for the repair of equipment is established in co,nercial and Marine

Corps technical manuals (TM). The appropriate Marine Corps Stocklist, SL-4, Repair Parts List of TM as listed in

the Marine Corps Stockiest, SL-1-2 (Listing of Authorized Publications) will provide a listing of repair parts for

each item of equipment. Army manuals indicate the maintenance only for ach item, while the Marine Corps stocklist

further defines the authorized maintenance level to install, manufacture, assemble, or test. Each SL-4 contains

information in columnar format. The column entitled "Source Maintenance and Recovery (SMR)" is explained in detail

in the preface of each SL-4. SMR codes for material not having SL-4 may be obtained from Marine Corps Stocklist

SL-6-2. In all instances of conflict between authorized Army parts lists and Marine Corps directives, the Marine

Corps publication takes precedence. The Base Maintenance, Heavy Equipment Unit will use the DSSC located aboard

Camp Lejeune, for procuring its necessary parts. A DSSC issue point (Servmart) for Heavy Equipment is located in

Building 780. Refer to Appendix D for detailed discussion of CM.

207. EQUIPMENT MODIFICATION

1. Responsibility. The Branch/Section heads are responsible for ensuring that all modifications required on unit

equipment are recorded in equipment records. Required equipment modifications are published in Modification

Instructions (MI) and listed in the Marine Corps SL-I-2. Refer to Appendix E for a detailed discussion of equipment

modification procedures.

2. Modification Requirements Determination. Upon initial receipt of equipment, it will be inspected to determine

if all required modifications have been properly completed. When the nature of the required modification is such

that the owning unit cannot determine if it has been completed, the equipment will be submitted to a support mainte-

nance activity for such determination. Upon completion of the inspection, equipment records will be updated, and

requisitions instituted for the kit or materials to apply the modification, if needed.

3. Modification Materials. Requisition for modification kits or materials and application of the modification will

be made by the unit or activity authorized the echelon of maintenance to perform the modification. The Bill of

Material (BOM) will be used in the requisitioning of kits and materials for the equipment modifications (see current

edition of MCO P4400.124, Chapter 5) in units of the Regular Establishment. Motor Transport equipment modifications

and approval of same will be conducted by Base Motor Transport.

4. Monitor. The Director of Maintenance and Repair will monitor the Modlflcatlon Control Program in accordance with

MCOA and TM 47(I-1/I.

5. App)ication. The applica)ion for equipment modifications will be performed concurrently with PM or CM actions,

whenever appropriate.

6. Recordin) and Reportin9. The recording of modifications in equipment records and the reporting of modification,

when appropriate, will be performed by the shop performing the modification. Recording of modifications will be in
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accordance with the current edition of TM-4700-15-1. Reporting of modifications will be in accordance with the
applicable MI and Chapter 3 of the current edition of MCO P4790.2A. Each shop, where applicable, will establish
its own modification control point and will update the O’s modification records whenever changes are made.

208. EQUIPMENT CALIBRATION

1. The Calibration Proqram. Certain equipment, including support and test equipment used in performing maintenance,
requires periodic calibration. Calibration laboratories are designated by Headquarters Marine Corps and are
authorized the necessary equipment to perform calibration operations. The calibration program is conducted in
accordance with the provisions of the current edition of MCO P4733.1 and the MMO will coordinate all calibration
control points. Each branch supervisor will establish and be responsible for his own calibration control point,
if required. A card file system will be implemented for control using the format in Appendix F in accordance with
TM 4700-15/1.

2. Section Responsibility Toward Calibration. The using section is responsible for contributing to the calibration
process by providing to his branch supervisor a current inventory of equipment requiring calibration, and by sub-
mitting the equipment for calibration in accordance with the schedule established by the branch supervisor. In the
equipment maintenance process, the using section ensure accurate checks and measurements where accuracy is required
by using only test and measurement devices with current calibration labels affixed and by periodically cross-checking
its test and measuring devices between calibrations. In order to minimize the calibration workload while maintaining
required measurement accuracy, the section is responsible for analyzing its measurement requirements and requesting
"special calibration" for test measuring devices when their entire measurement capability is not being utilized.
The section is also responsible for requesting "no calibration required" (NCR) designation for test and measurinq
devices which are used only for relative Indication or where accuracy of the measurement is of no siqnificance.

3. Calibration Laboratory Responsibility. The designated calibration laboratory, Building 905, performs equipment
calibration for supported units within their authorized capability. They also provide to the using unit intraservice
and interservice support and utilize commercial contracts when necessary to satisfy calibration demands."

4. Calibration Schedules. The branch supervisor will maintain a file of test and measuring instruments requiring
calibration which are organic to each section. From this file a schedule is published taking into account the
individual calibration requirements of various instruments. The branch supervisor also aids in the management of
calibration program by projecting calibration requirements and resources nd identifying the need for additional
capacity.

5. Calibration Deferral. The Branch Supervisors should request a callbration deferral or additional items of
equipment if the lead time for calibration or shortage of parts interferes with shop .production.

209. LIMITED TECHNICAL INSPECTION (LTI)

1. The LTI as a Maintenance Action. Individual units are called upon to make equipment inspections as one of their
maintenance operations. These inspections are generally referred to as tTI’s. They are limited in the sense that
they do not require full examination of each technical facet of the equipment but have as their purpose a specific
lesser objective. LTI’s are directed, in general, to determine the extent and level of maintenance required to
restore it to a specific condition. In some cases, the inspection might be limited to determining the modification
status of an item of equipment for which the status cannot be determined by the equipment user within his assigned
echelon of maintenance.

2. Specific LTI Requirements. LTI’s are required to determine the equipment status or candidates for maintenance
related logistic programs. The LTI required for the Recoverable Items Program and the Replacement and Evacuation
(R&E) Program are examples. In such cases, a record of the LTI performed by the maintenance activity is required
for examination in determining the eligibility of the equipment for the specified program.

3. The Extent of the LTI. The extent of inspection required is determined by the use to be made of the results.
LTI’s may be performed by any echelon which has the requisite maintenance resources to obtain the degree of infor-
mation required. Standard forms have been prepared as guides in conducting and recording LTI’s for engineering
equipment and motor transport equipment, both of which have characteristics which allow standardization of inspec-
tion requirements.

210. EqUiPMENT EVACUATION

1. Definition. Evacuation is the controlled process of moving equipment which cannot be repaired, modified,
serviced, or utilized at a unit to the unit or activity which can effect the necessary equipment maintenance or
redistribute the equipment to another user or storage or disposal facility. When evacuation is beyond the
capability of the owning unit, it is the responsibility of the designated maintenance or supply activity. This does
not relieve the Base Maintenance Division from performing all preevacuation services within its assigned respon-
sibility.

2. Disposition of Unserviceable Material. Equipment and items, components, or parts that are declared unserviceable
during the performance of equipment maintenance will be disposed of locally in accordance with the assigned source,
maintenance, and recoverability (SMR) code or turned in to designated service support unit. Letter of unserviceable
property and recoverable items reports (RIR), if required, will be prepared in accordance with the current edition
of MCO P4400.82 when the equipment is covered by the Controlled Items Program.

3. Records. Equipment records of evacuated equipment will accompany the equipment throughout the evacuation process.
SRO’s for equipment evacuated for equipment maintenance will be prepared by the unit or activity evacuating the
equipment.
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211. ADMINISTRATIVE DEADLINE

I. AdministratiYe deadline is a mangement technique for conserving resources at the using unit level in which
equipment is voluntarily deadlined when the day-to-day tempo of operations or training does not justify its use,
or when adequate support is not available to maintain the equipment in serviceable condition. Although these
situations are not expected to exist in this organization, administrative deadline should be a part of this
analysis and utilized wheneyer appropriate.

2. The primary reasons for placing equipment on administrative deadline are:

a. Lack of trained operators or maintenance personnel to properly maintain the equipment.

b. Conservation of resources when the equipment is not required to perform the operational mission of the unit.

c. Response to directive of higher authority; e.g., new items of equipment which are not fully supportable by
the supply maintenance systems are usually directed to be held on administrative deadline.

d. Lack of repair parts in stock or in the service support unit with which to maintain equipment in serviceable
condition if it is continued in operational use.

e. Lack of sufficient funds to maintain the equipment in serviceable condition if retained in continued
operational use.

3. Equipments requiring maintenance or modifications will not be placed on administrative deadline.

212. USE OF SHOP REPAIR ORDERS (SRO). A SRO will be opened and properly cqmpleted for all organic heavy equipment
maintenance actions which consume maintenance resources, exclusive of operator or user (first echelon) equipment
maintenance. (See Section 3 of SOP)

213. DETERMINATION OF ECONOMICAL REPAIR

1. The current edition of MCO 4710.8 provides the instructions to be followed in determining the eligibility of an
item (except commercial use vehicles) of equipment for repair. The objective of the program is to preclude
excessive expenditures for repaid.of equipment which should be washed out of the system as uneconomical to repair.

2. An LTI form need not be completed for minor repairs but is required for all major repairs (estimated repair cost
exceeding ten percent of the standard unit price or one-time expenditure limit). The estimated repair cost will be
entered on he ERO/SRO.

214. ENGINEER EQUIPMENT REPAIR CRITERIA

1. The policy and procedures for the replacement and repair of engineer equipment are contained in the current
edition of MCO 4710.2 which provides the criteria to be used in determination of the economical repairability of
engineer equipment to preclude the unnecessary expenditure of maintenance funds when item replacement is more
economical.

2. Proper maintenance of equipment records is essential to this program. Branch heads will ensure compliance with
the record keeping requirements established on the current edition of TM 4700-15/1.

215. GARRISON MOBILE (ENGINEER) EQUIPMENT PROGRAM

I. The Garrison Mobile (Engineer) Equipment Program is designed to achieve the optimum relationship between equip-
ent investment costs and effective mission accomplishment. All items of Garrison Mobile Engineer equipment costing
$1,000 or more, which are used in equipment repair facilities or in the construction, alteration, maintenance or
repair of buildings, bridges, roads, and other real property are included in the program.

2. The current edition of MCO 11260.3 establishes the program and provides policy and procedures for its management.
The order provides guidance on inventory management procedures, maintenance management procedures, repair/ replace-
ment criteria, identification marking.and identification liting. The life expectancy established in the order is
a prime factor in the computation of maximum one-time expencture limits.

216. RECORDS AD REPORTS

1. Information

a. Maintenance records provide the basis for the management of the unit equipment maintenance program. Their
program utilization enables analysis and evaluation of maintenance performance and aids in identifying measures to
be taken to correct deficiencies detracting from and prohibiting optimum unit performance.

b. The management of maintenance records and reports, llke all other Marine Corps records, comes within the
purview of the current editions of MCO 5210.11 and MCO 5214.2. All supervisors will ensure strict compliance with
those directives in the management of their respective records and reports program where applicable.

c. Maintenance records will be properly and expeditiously disposed of in accordance with the current edition
of SECNAVIST P5212.5, disposal of Navy and Marine Corps Records.
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2. Records

a. Information. Maintenance reeerds are maintained as a source of information for preparing required reports
and a basis for management decisions. Maintenance records fall into one of the following classifications:

(I) Equipment records

(2) Maintenance resource records

b. Equipment Records. The preparation and maintenance of equipment records are the responsibilities of each
section maintaining the equipment. Entries will normally be made in equipment records at the time of the mainten-
ance action requiring the entry and by the individual performing the action. Supervisors will establish appropriate
procedures to ensure that individual equipment records reflect all required maintenance actions are performed.

c. Maintenance Resource Records. Maintenance resource records are normally maintained in conjunction with the
records maintained for individual resources. For example, maintenance skills evidenced by completion of formal
schooling are recorded in unit training records and individual service records; maintenance expenditures are
recorded in accounting documents (e.g., the SRO), and requisitions requested to equipment maintenance, in unit
supply records. The primary role of maintenance management in the upkeep of these records is ensuring appropriate,
timely input to the activities responsible for maintaining them. The maintaining of separate maintenance resource
records by the maintenance activity of a unit will be kept to the minimum required for the effective management and
use of individual resources.

d. Local Records. Local records are defined as those records maintained by a unit, in addition to those
required by Marine Corps directives and publications, to satisfy unit information requirements. The use of local
records will be kept to the minimum necessary to satisfy unit information requirements. Such records will be
initiated only when a definite requirement for their use has been established and it has been determined that
records required by higher authority will not satisfy the requirement.

e. Records Improvement. Supervisors will periodically review all records being maintained to ensure that a
valid requirement for their continued use exists and that they conform to the requirements of high authority.
Local records, in particular, require close review to determine the need for their continued use. Recoendations
for improvements to equipment records established by Marine Corps directives and publications will be submitted to
the Director, Administrative Division for evaluation and forwarding to the Commandant of the Marine Corps.

3. Repor

a. Maintenance reports contain data or information for use in determining policy, planning, controlling, and
evaluating operations and performance, and preparing other reports. They are generally sunarlzed and mey be
transmitted on a recurring, one-time, or occasional basis. Maintenance reports may be prepared in narrative,
tabular, graphic, questionnaire, punched card, tape, or other form.

b. Supervisors at all levels will ensure that reports are required on to meet definitive data or information
requirements, are economically designed, and are curtailed or cancelled when obsolete.

c. Supervisors will review all reports required or submitted by their branch. This review will ensure that:

(I) Reports ae being prepared in accordance with the requiring directive or other form of communications.

(2) Duplication does not exist in reports submitted by the branch or required of subordinate units.

(3) Report formats are easily understood by both the preparers and users of the report.

217. SUPPORT AND TEST EQUIPMENT

I. Support and test equipment consists of the tools, metrological and calibration equipment, monitoring and check-
out equipment required to perform each shops mission. Each shop foreman is responsible for its use and upkeep.
Personnel must be properly trained in its use and its use restricted to those personnel certified to use it. These
items are listed in the current T/E.

2. Procedures set forth in paragraph 208 of this directive will be used in conductin the calibration control
program for Base Maintenance.

218. SAFETY. Safety is the responsibility of each person at Base Maintenance. Shop foremen will promote safe
practices--Tthin their respective areas. Prompt reporting and investigation of accidents is essential. MCO
5100.8 and MO-1124O.1include safety precautions necessary for all accident free areas. The overall program of
safety for each branch is under the cognizance of the Base Maintenance Safety Officer.

219. RECOGNITION OF PERFORMANCE. Supervisors, and foremen must constantly evaluate not only the progress cf the
maintenance program, but the performance of assigned personnel as well. Only by constant appraisal of personnel
and evaluation of performance can the objectives of a viable Maintenance Management Program be achieved. Not only
must substandard performers be corrected but it is also imperative that outstanding performers be appropriately
recognized.
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SECTION III

SUPPLY AND FISCAL SUPPORT

301. SUPPLY SUPPORT

1. Information. The efficient conduct of the unit organic equipment maintenance program requires that supplies
for its performance be available when and where needed. This requirement is satisfied through the timely pro-
visioning, distributing, and replenishing of repair parts, and other related supplies. The total supply support
required for maintenance programs at Base Maintenance is determined by the type and quantities of equipment to be
maintained and the rates at which supplies are consumed in the maintenance effort. In general, shops are not
authorized to requisition or hold items of supply involving use above their authorized echelon of maintenance.
Supply support of maintenance includes the establishing of supply issue points, positioning of items of supply in
the proper quantities, determination of special requirements, requisitioning procedures, establishment and use of
preexpended bins, back-order validation procedures, and procedures for the salvage and disposal of equipment, as
well as its cannibalization, when authorized.

2. Supply Coordination. Continuous coordination between the organic equipment maintenance and supply activities
is essential to the proper functioning of the maintenance program and contributes slgnificant]y to the goal of
equipment readiness. To ensure that supplies are available when and where needed, maintenance personnel must
actively support the unit supply program. This is accomplished by providing the supply activity timely information
concerning normal and special needs and by ensuring that:

a. Only required material is requested.

b. Proper forms and procedures are used to request the required material.

system.

f.

Material is properly used.

Material not used is returned promptly to the issue point.

Demand history is recorded For items obtained by cannibalization or from other sources outside the supply

Outstanding requisitions are reviewed frequently to validate the continued need for back-ordered material.

302. REPAIR PARTS REQUEST SYSTEM

1. Repair Parts Source. Required repair parts for required maintenance will be obtained from the following
sources and in the following manner:

a. Shop Stores. Supply representatives will obtain repair parts from their respective shop stores facility
as required by job order or shop repair order (SRO), NAVFAC Form 11200/3A using their Shop Stores Credit Card.
SRO’s must be approved by the supervisor of each shop.

b. Blanket Purchase Agreement (BPA). When repair parts for organic equipment of such an urgent nature the shop
cannot wait for the supply system to respond, it may be purchased through a BPA from a local vendor using an
Estimate Worksheet, MCBCL 11011/1 or a 1348 Form. A BPA requires a priority seven status. Requests under $500
will be forwarded to DSSC. Anything over $500 will go to Purchasing and Contracting for action.

c. Each Branch within Base Maintenance is responsible for requesting replacement items pertinent for their
area of concern. But all requests for tools or plant equipment must be processed through Property Control.

2. Priority Designator Sstem for Requisitioninq Material

a. The priority designator system provides a means of categorization that will ensure that requests for
material are processed in accordance with the urgency of need.

b. The Requisitioning Shop Supervisor determines which priority designator will be used by combining the
appropriate urgency of need designator which can be derived by reference to MCO P4400.15, Appendix V. Priority
seven projects should be authorized by the Base Maintenance Officer, or appropriate Branch head as indicated in
MO P4400.2. Higher priorities are not authorized within Base Maintenance.

c. Responsibility, Training, Review, and Control.

(I) Shop foremen are responsible for (a) the accurate assignment of priority designators consistent with
those authorized by Base Maintenance and the existing urgency of need and (b) the validity of required delivery
dates when assigned. Rigid enforcement of the priority system is each managers responsibility.

303. REPAIR PARTS CONTROL

I. All repair parts drawn from the shop stores section by shop representatives will be receipted for at the time
the items are drawn utilizing the shop stores issue list, MCBCL Form 4408/2. This information will be recorded on
the SRO for each piece of heavy equipment the parts are for. Validate monthly credit card printout provided by
Director, Administration with filed Shop Stores Issue List for accuracy.
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2. Items requisitioned with MILSTRIP 1348 requisitioning document will be receipted for upon delivery by the
requisitioning activity/unit utilizing the DD Form 1348-I receipt document and is recorded on the heavy equipment
SRO.

3. Items purchased through a blanket purchase agreement will be receipted for at the time the item is received.
These items are also recorded on the heavy equipment SRO prior to repair.

4. Repair parts for equipment not using SRO’s will be recorded in equipment folders.

5. Repair parts for organic equipment drawn from shop stores and found to be in excess can be returned to the shop
stores during normal working hours of operation. In this case, the same local form that was utilized in the
drawing of parts is utilized, however, the appropriate document identifier code must be annotated to reflect a turn-
in rather than an issue.

6. Preexpended bins may be established in unit nintenance shops, as specified in the current editions of MCO
P4400.15 and when their use will contribute to the more efficient performance of equipment maintenance.

7. Occassionally repair parts or modification materials will need to be prepositioned in project bins until all
parts are received. These items will be accompanied with a copy of the SRO or Job order and strictly controlled
until maintenance can be completed. Status of delinquent parts should be constantly checked with supply to avoid
any necessary delay in repairs.

304. SHOP REPAIR ORDER (SRO). Form NAVFAC 11200/3A, an SRO will be opened whenever repairs are needed for an
organic heavy equipment or for all calibration of equipment. The green copy stays with the equipment record
jacket until it’s replaced by the completed white copy when repairs are made. The white copy goes to the shop
foreman for repairs who then returns it to the equipment Jacket when the Job is completed. Further guidance is
found in the current edition of -4700-15.

305. INTRODUCTION OF NEW EQUIPMENT

1. New equipment is being introduced into the Marine Corps inventory continuously. At times, activities will
receive new equipment and will not have on hand trained operators and maintenance personnel, or the required
publications and support equipment. The current edition of MCO 4400.32 provides guidance on placing new equipment
into service. Basically an LT! will be conducted prior to acceptance and an equipment record folder, NAVMC Form
696D will be opened if accepted.

2. New items of equipment will be placed on administrative deadline until the conditions set forth in the current
edition of MCO 4400.32 are satisfied.

306. RECOVERABLE ITEMS PROGR/V4

I. The purpose of the Recoverable Items Program (RIP) is to ensure recovery and evacuation or disposal of
principal repairable items which are excess to an activity’s requirements, require repair that is beyond the
capabilities of the activity, or are not economically repairable when the condition of the equipment and the asset
position of the Marine Corps are considered. The program is explained and procedures for its implementations are
set forth in the current edition of MCO P4400.82.

2. Determination of the condition of equipment to be reported in the program is the responsibility of each shop.
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SECTION IV

MAINTENANCE TRAINING

401. GENERAL INFORMATION

1. Equipment maintenance training conducted for Base Maintenance will be in accordance with the training policy
established by the Commandant of the Marine Corps. This will be accomplished by the use of formal classroom
instruction, service school quotas, correspondence courses, and on-the-Job training.

2. The Director of Administration is assigned overall responsibility for coordination of civilian maintenance
training programs for Base Maintenance which includes the requesting and allocations of quotas to schools and
requests for outside instructors.

3. Sections will schedule and conduct maintenance training as part of the normal monthly training. Appropriate
remarks will be entered on the individual training record of personnel attending the training.

4. The MMO shall plan for maintenance and maintenance management training conducted within the Base Maintenance
Division and for courses obtained outside the unit. Training shall be designed to satisfy both the current and
planned needs of the Base Maintenance Division. It shall also prepare that individual to fill positions of higher
grade and increased responsibility.

402. TRAINING REQUIREMENTS

1. Divislon/Branch heads will continually evaluate personnel in maintenance related abi.litles and capabilities to
satisfactorily accomplish the maintenance effort. Appendix H lists subjects for inclusion in Maintenance
Management Training. In those areas where capabilities are inadequate, the Maintenance Management Officer will
identify the rquirements for and will ensure the establishment of appropriate training programs to eliminate the
deficiencies. Maintenance training may be conducted through informal instruction either in a classroom or at the
equipment sie, through on-the-Job training (OJT), through formal schools, or through correspondence courses.
Utilization of correspondence courses, however, should be considered only as a supplement to the other forms of
training and not as a replacement for them. Maintenance management responsibilities for formal school training
include requesting quotas to specific courses when training in the course subject area is required, ensuring that
formal school quotas received by the unit are filled by qualified personnel. Considerations for locally established
training programs, to include OJT and informal schools, for mechanics, technicians, supervisors, and managers in-
clude:

a. Mechanic and technician training programs shall be established to provide the level and degree of in-
struction required to ehable personnel to perform maintenance duties conensurate with their duties. These
training programs should include refresher training as well as technical instruction of new equipments.

b. Marine trainees for the military apprenticeship will be placed on a planned schedule of directed training,
in accordance with established directives, which will qualify them for the assignment of an MOS. They will be
rotated through a variety of supervised task assignments in order to better provide for qualification in an MOS.
Maintenance Management Officers will ensure that the requisite skill level has been satisfied.

c. Maintenance supervisor training programs shall be established to provide the expertise required to
effectively and economically supervise maintenance personnel and actions. Ideally, this training is a composite
of mechanic or technician instruction and instruction related to management techniques commensurate with the level
of supervision. Familiarity in both of these areas is an essential requirement of the maintenance supervisor.

403. ON-THE-JOB TRAINING (OJT)

1. Personnel assigned OJT will be organized in order that maintenance teams are composed of inexperienced personnel
working with experienced personnel.

2. Maintenance oriented correspondence courses are available from the Marine Corps Institute (MCl). It is
desirable that personnel undergoing OJT enhance their training with these courses. This pertains to all civilian
and military personnel alike.

404. TECHNICAL TRAINING

I. Continued technical knowledge is a must for a professional maintenance program. This requirement becomes even
mere vital when new equipment is introduced into the system or new personnel are assigned to perform maintenance
on Base Maintenance equipment.

2. It is the responsibility of all Section Heads to ensure the necessary technical training is accomplished
whenever new equipment or new maintenance personnel are assigned to their unit.
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405. CROSS TRAINING

I. To enable personnel to become more proficient in their MOS or field, cross training of mechanics and technicians
should be conducted within their own and related occupational fields. Limiting factors as they pertain to cross
training of civilian employees are contained in BO 12410.3.

2. The respective maintenance shop should keep a record of those personnel who have been crossed trained.
notation for Marines should be made on the individual Training Record Card (MCBCL 1500/42) upon transfer to
indicate the cross training each Marine has received.
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SECTION V

INSPECTION/VISITS

01. INFOIATION. Inspections are the prlnciple moans available to the Base Maintenance office to ascertain
whether planning and organization are sound, staff functioning is effective, equiImont is serviceable, effective
maintehance i bing performed and support maintenance is prompt|y requested When ’required. WiEhout inspections,
costly delays in the accompllshmont of maintenance, identification of equipment defects and faulty maintenance
procedures are likely to occur
502. INSPECTIONS

I. Characteristics. Inspections are classified as either formal or informal and should be constructive as well
as critical. The teaching opportunity that exists when competent inspectors confront maintenance and maintenance
managemont personnel who are eager to display their best must not be lost. Excellent results must be everyones
goal. Procedures and areas which appear to be without defect should be scrutinized carefully so that accomplish-
ment may be recognized and also to determine if the procedures might be useful elsewhere.

2. Sources. Inspections may originate by direction of the Base Maintenance Officer or from a higher command.
In bo---- cases, inspection reports are aval]able for evaluation and corrective action.

3. Uges. The most important feature of the inspection is the use made of its results by the personnel concerned.

a. An inspection has a constructive and helpful intent, whatever the resulting report reveals.

b. Inspections should be analyzed for trends, aggressive remedial action taken to correct deficiencies, and
a follow-up program implemonted to preclude problem recurrences.

c. Inspection reports should highlight both strong and weak points of each section.

4. Types. There are basically two types of inspections. The namos are descriptive of the atmosphere in which
the inspections are conducted and not necessarily of the content of the inspection. Visits can also fall in
these two catagorles. The distinguishing feature between visits and inspections is the absence of a senior
commander or officer inspector during visits. They may include staff and liaison visits, FSMAO visits, Inspector
General and Commanding General inspections.

503. FORMAL. Formal inspections usually are announced in advance and a standard procedure for the conduct of the
inspection promulgated. A checklist usually will be prescribed which will be used by the inspection team and may
be used by the inspected section to prepare for the inspection. A sample can be found in Appendix H of the
Directive. During formal inspections all personnel and equipmont will be made available to fullest extent.

504. INFORMAL. This type of inspection will be more connonly used by shop and Division heads of the respective
areas.y be the same or of a lesser extent than formal inspections. A spot-check inspection of equipment
or personnel in the conduct of routine operations Is an example of the simplest of informal inspections.
Appendix J of MCO P4790.2 contains a troubleshooting guide for maintenance management and is helpful in improving
efficiency in maintenance.

505. INSPECTION REPORTS. The purpose of written reports is to inform the appropriate chain of command of
detailed inspection results and corrective action taken.

I. A critique will be held within the inspection section(s) iaedlately after each inspection.

2. Trends or major discrepancies will be reported to the MMO in writing for informal inspections.

3. Branch heads will retain copies of inspection reports for one year. Reports by higher commands will be
retained by the Base Maintenance IlO.

4. Reports will be forwarded to the 0 from each section addressing discrepancies identified during formal
inspections and will state steps to be taken to correct the discrepancies.

506. QUALITY CONTROL.. Shop foremen should inspect repairs under progress within their shops. Upon completion
of the repair or servicing, the foreman should conduct a final inspection prior to releasing the item repaired
and annotate the SRO.

507. QUALITY DEFICIENCY REPORTS

I. The current edition of MCO 4700.1 establishes the criteria and provides instruction for the submission of the
Quality Deficiency Report (QDR).

2. The purpose of the QDR is to provide information to activities responsible for development, procurement, or
management of equipmont concerning deficiencies in design, material, or procuremont so that action may be taken
to correct the reported deficiency. Quality Deficiency Reports shall be prepared and submitted by the individual
who discovers the deficiency. They will be forwarded through the shop supervisor, division head and Base
Maintenance MMO and will not be delayed to correct grammar or spelling.
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3. The Base Maintenance MMO will coordinate and monitor the submission of QDRs and will establish and maintain

correspondence files on all QDR’s submitted.

4. Defective parts reported as unsatisfactory and not submitted as enclosures will be retained by the reporting
section until disposition instructions or a response is received from the Conandant of the Marine Corps.
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SECTION VI

FACILITIES

601. GENEPJL. Efficient equipment maintenance can be achieved only when the activity has the maintenance
facilicessary to perform the authorized echelon of maintenance on the equipment supported and when the
facilities are properly utilized. Maintenance facillties consist of buildings, land, shelters, and all permanent
improvements thereto used for maintenance purposes. Thus, not only must a building be provided, it must also
include the necessary utilities, e.g., lighting, plumbing, and ventilation.

602.: RESPONSIBILITY

1. The Base Maintenance Officer will assign maintenance facilities. Reconendations from appropriate Branch
heads are encouraged.

2. Branch heads are responsible for the proper utilization assigned facilities. Inherent in this responsibility
is the requirement to ensure that the facilities are properly maintained and policed. All supervisors are
responsible to the Base Maintenance Officer for the day to day utilization of maintenance facilities and for the
internal organization of facilities assigned.

603. MAINTENANCE AREAS

I. Location. Maintenance areas should be located as close as possible to bi’l’leting, messing, and operating areas
to rave] time of personnel and the need to transport equipment.

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

a. Heating. The capability must exist to provide sufficient heat to allow assigned personnel to accomplish
required maintenance. Extreme cold limits the capabilities of meintenance personnel to accomplish required tasks.
If a central heating unit does not exist, activity heads should arrange for the installation and use of space
heaters.

b. Lighting. Adequate lighting must be provided to accomplish assigned tasks safely and without constituting
a health hazard to personnel. Lighting requirements have been established by the Occupational Safety and Health
Administration for various occupations. Activity heads should determine adequacy of existing lighting by requesting
a lighting survey be conducted. Requests should be submitted to the Director of Operations for review.

c. Plumbing. Water must be provided in sufficient quantity, at the desired location, required to accomplish
the maintenance tasks and to provide necessary drinking and toilet facilities. Additional facilities are required
in battery charging areas.

d. Electrical Power. Electrical power required for the operation of tools, test equipment,, and shop equipment
must be available in the proper phase, frequency, and voltage required.

e. Ventilation. Proper ventilation is a necessity for the safey of personnel. This is a prime requisite in
areas where vehicular equipment is maintained, where equipment is cleaned by use of chemicals, and in battery
charging areas.

f. Additional requirements may exist which are peculiar to the type of operation being conducted. An
example of this is the provision of an adequate grounding system where electrical or electronic equipment is
being repaired. Branch and Section heads should determine specific requirements and ensure they are properly
requested to facilitate the maintenance effort and enhance personnel and equipment safety.

3. . Requests for additional facilities or improvement of assigned Facilities will be forwarded tO
the Base Malntenance Officer for approval.
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SECTION VII

PUBLICATIONS AND DIRECTIVES

701. GENERAL

I. Publications and directives provide the "how to" information required to effectively operate and maintain
equipment and implement established programs. It is essentlal that the necessary publications and directives be
available and that their use be understood by all personnel who need the information they contain in the per-
formance of their duties. The training required, must, therefore, be provided by the

2. Publications are those manuals and technical publications which contain instructions for operation and/or
maintenance services, or contain data utilized in performing maintenance. Technical publications associated
with Marine Corps equipment may be published by the Commandant of the Marine Corps, other service chiefs, or
conercial vendors. The current edition of MCO 5215.14 provides information on the Marine Corps Technical Pub-
lication System.

3. Directives are those orders and bulletins published and distributed by a11 levels of command to establish
policies and set forth procedures for the conduct of programs in the Marine Corps.

702. RESPONSIBILITIES

1. Branch/Section. Branch heads shall ensure that required publications and directives are available and that
personnel are trained in their use, acquisition, maintenance, and disposition.

2. Director of Administration. The Director of Administration exercises primary cognizance over Base
MaintEnance’s publications control and distribution system. In conjunction with the MMO, maintenance managers
and the Director of Administration will establish the activity’s publlcation requirements and internal distribution.

3. MMO. The IOprovides technical assistance to the Director of Administration in determining the publications
requd and in what quantities, and in establishing the internal distribution for publications received.

4. Branch/Maintenance Managers. Divlsion/Maintenance managers establish required technical libraries within
thei reas of responsibility and provide required training on the acquisition, use, and maintenance of
publications. Conmw)dity/maintenance managers will establish a publications inventory and control system and provide
input to the Director of Administration and YR40 on publications required from automatic distribution.

703. TABLE OF ALLOWANCE (T/A) FOR PUBLICATIONS

1. The T/A for publications is a four page couter printout published by the {ommandant of the Marine Corps
which lists all the distribution codes/llsts and the allowances for the specific codes/lists that an activity
head rates. It is tailored to an individual activity. Base Maintenance receives an annotated one page listing
of codes extracted from the Base T/A. The a11owances listed therein are based on the requests of the activity
head concerned and the judgment of the sponsors of Marine Corps nublicatlons and directives. The T/A for
publications is published upon a request for revision by the activity head concerned or semiannually if no changes
have been requested.

2. The T/A for publications should be reviewed within 20 days after receipt of a new printout and/or semiannually.
The review shall be coordinated by the Director of Administration with the assistance of and input from all
Branch and Section heads.

704. CONTROL PUBLICATIONS

1. Checklists. A checklist of effective directives is published semlannually by the Commandant of the Marine
Corps and all other activity heads who issue directives. These checklists must be used in conjunction with the
allowances established to ensure that Base Mainteaance has on hand the current edition of all required directives.

2. SL 1-2, Index of Authorized Publications for Equipment Support. SL 1-2, published quarterly by the Conandant
of the Marine Corps, provides a listing of all publications authorized to be used in operating and maintaining
Marine Corps equipment. The index, arranged in equipment identification number sequence lists all publications
authorized and required for the operation and maintenance for each type of equipment under the equipment’s ID
number. However, since some end items contain components which have publications of their own, the components
may also have to be referenced to obtain a complete listing of publications required for such end items.

3. SL 1-3, Index of Publications Athorized and Stocked b the Marine Corps (PASMC). SL 1-3, published by the
Commandant of the Marine Corps, provides listings by prefix control number (PCN) and short title of all publica-
tions stocked at the Marine Corps Lgistic Support Base, Atlantic. Included in each listing is the distribution
code under which the publication is automatically distributed.

705. PUBLICATIONS CONTROL SYSTEM

I. General. The establishment of a-publication control system is accoqalished in three steps namely determiningrequs, establishing internal dlstrubution, and establishing an inventory control and requisitioning
process. These steps are interrelated and must be accomplished in the order stated. The state of existing
publications and publications libraries will determine if all the steps are required.
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2. Determintn9 Requirements. In determining the requirements for publications and directives, stmt]ar procedures
are used. However, since different control publtcattomare used in the process, the procedures for each ,i11 be
explained separately.

a. Publications. To determine requirements for publications, it is necessary to ascertain the types of equip-
ment to be supported, the echelon of support provided, the quantity of publications required, and in what locations.
This is accomplished by using the T/E or activity allowance llst, the T/O cover page, the SL 1-2, and SL 1-3.
Section heads should accomplish the following:

(1) Using the T/E (or allowance list) prepare an inventory for each type of equipment rated/supported.
At this time, only the equipment nomenclature, ID number, TAM number, and quanttty rated/supported need be
completed. ID and TAM numbers can be found in the Table of Authorized Materials (TAM), NAVMC 1017.

(2l Refer to SL 1-2 to determine the publications required for each type of equipment. List the pub-
lications required on the tnvntor control cards previously prepared. On)y those publications required for the

echelon or maintenance authorlzedln the "logistic capabi]t(ttes" paragraph of the T/O cover page should be listed
on the card, except that all modification instructions and technical instructions should be listed and held regard-
less of the echelon of maintenance authorized.

(3) Enter the distribution code, found in SL 1-3, on the inventory for each publication listed.

(4) The number of copies of each publication required is dependent on the number of technical libraries
to be established, the number of copies in each ltbrery, the quantity of equipment to be supported and the method
of employment of the equipment. It is not considered practical in all cases to have a set of publications per-
taining to an item of equipment for each item possessed.

(5) Technical publications of a general nature (e.g., TH 4700-15/1, Equipment Record Procedures) and
those technical manuals and technical instructions which provide general information concerning a connodlty area,
maintenance or maintenance management, may not be ]tsted under the equipment to which they apply. To identify
this type of publication, it is necessary to revie that part of SL 1-3 which lists the publications by short
title; or to determine their existence through the publication being referenced in other publications, directive,
or checklists. The determination of requirements is accomplished in the same manner as the equipment oriented
publications. Technical publications should be inventoried quarterly in accordance with the SL 1-3.

b. Directives. The procedure used in determining the requirements for directives is similar to that used
for publications. The control publications used, however, are different and there is no publication to indicate
what is needed at a given echelon.

(1) Control publications used in determining requirements for directives are the effective directive
checklists (bulletins in the 5215 series of Base Maintenance and all senior headquarters). These checklists
should be reviewed by the head of eachsection receiving publications through the internal distribution system
of the activity. The basic criteria which should be met is an affirmative answer to the question, "Does this
directive contqin information necessary for the accomplishment of the assigned mission/duties?"

(2) An inventory should be prepared for dtrectlves required in the same manner as those prepared for
publlcations not associated with specific equipment types.

c. Final determination of requirements in each section is accomplished through careful analysis of the
distribution codes and quantities required of tndtvldua] publications recorded on the inventory control cards.
A list of the distribution codes and the quantities required will be prepared for each source of publications
(Headquarters Marine Corps, Marine Corps Base, etc.).

d. After all the Branches have complied their lists of requirements, the Director of Administration and
the should jointly chair a meeting where all the requirements of the activity will be consolidated. This
consolidation should not be a simple adding of the requirements of the various elements. Each code/list should
be carefully analyzed to determine the total requirements for the activity. Important aspects which must be
considered are:

(1) Is it necessary to have specific publications in all locations?

(2) Are these publications used on a recurring basis or just periodically by the various sections?

(3) Could the requirements for these publications be satisfied if a copy is available at a central
location?

The results of this consolidation should be recorded on a NAVRC 10975, Publications Distribution Control.

e. Once the consolidation is complete, the Director of Administration and the can compare the NAVHC 10975
with the current T/A for publications and allowances established by other senior activity heads. The Director of
Admlnlstration should then prepare the necessary correspondence to the appropriate higher headquarters.

3. Internal Distribution. The basis of the Base Maintenance internal distribution of publications will have been
established with the completion of the NAVHC 10975 in accordance with the procedures established above. Additional
procedures are the distribution of directives recetved on automatic distribution, and the distribution of directives
received as a result of requisitions submitted.
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a. Directives received on automatic distribution will normally be processed and distributed by the Director of
Administration. This distribution must be in accordance with the internal distribution indicated on the NAVMC 10975.

b. Directives received as a result of requisitions submitted will normally be received through the mail.
These publications can be identified by the copy of the requisiton document in the package of publications.
Publications received by requisitioning should be forwarded to the Director of Administration, where the
requisition can be recorded as having been filled and the publications delivered to the section(s) that originally
ordered them.

4. Inventory Control. Inventory Control is the means used to ensure that the publications received are properly
maintained.

a. Publication Libraries. Libraries will be established in each Base Maintenance Branch. Although the
arrangement of directives is specified in the current edition of MCO P5215.1, the arrangement of technical
publications is left to the discretion of the shop head. Publications will be arranged in numerical order by
publication number.

b. Maintenance of Publications. MOO P5215.1 describes the proper entering and recording changes to pub-
lications/directives and the procedures to be used in disposal of excess or outdated publications. Instructions
for reporting errors in publications on NAVMC Form 10772 are found in MCO P5215.14.

c. Requisitioning Instructions. Publication requisitions will be forwarded to the Director, Administrative
Branch (MMO for technical publications} for review and forwarding to Headquarters Marine Corps. A copy of the
forwarding letter will be returned to the original requestor for filing.

d. File copies of requisitions submitted for publications should be maintained by the librarian; NAVMC 10975
forms will be used and completed as shown Inflgure B-5 of MOO P4790.2A for inventory control.

e. Libraries will be physically inventoried upon receipt of new checklists and an Updated SL I-2. Superseded
and cancelled publications and directlves will be disposed of in accordance with current directives. Requisitions
will be submitted for those publicatlons/directives authorized and required but not on hand. All requisitions will
be kept on hand until publications arrive.

706. RECO)CMENDED CHANGES TO PUBLICATIONS

1. To ensure accuracy, currency, and applicability of information contalned in technlcal publications, it is
essential that errors detected or recommended changes be reported promptly. The NAVMO Form 10772 will be used to
submit and recommended changes/correctlons to technical publications.

2. Recommended changes/corrections should be submitted bY the individual detecting the need for the change.
Submission of the NAVMC 10772 shall not be delayed for aministrative processing or review.

707. PUBLICATIONS FOR COMMERCIAL EQUIPMENT

1. Publications for cornercial type equipment, including garrision mobile automotive, engineer, and materials
handling equipment, are normally procured and distributed with the end items. Very few of these publications
are available through the Marine Corps Publication System and, as a result, are not llsted in SL 1-2 and SL 1-3.
Operation and maintenance publications for commercial type equipment must be procured locally through the equipment
distribution or from the manufacturer by the section requiring the publication.

2. Publications for commercial equipment will be managed and controlled in accordance with the provisions of this
section. They will be annotated as final items on NAVMC Form 10975 for inventory control.
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APPENDIX A

LIST OF PERTINENT DIRECTIVES/PUBLICATIONS

1. Only those Directives/Publications that apply generally to Maintenance Management are listed in this Appendix.
The current editions of the following directives/publications will be used at all times.

PUBLICATION

MCO P4400.16
MCO P4400.19
MCO P4400.20
MCO P4400.21
MCO P4400.76
MCO P4400.82
MCO 4410.3
MCO 4440.27

MCO 4710.8

MCO 4733.1
MCO P4790.I
MCO P4790.2
MCO 4855.6
MCO 4855.10
MCO 4856.1
MCO 5100.8

-MCO 11262.2
MCO P5215.1
MCO 5215.14
.MCO P5600.31
MCO 5600.45
MCO P11240.46
MCO 11240.47
MCO 11240.48
MCO 11240.75
MCO 11260.3
MCO P12000.7
MCBUL 5600 Series

5215 Bulletins Series
SL 1-2
SL I-3
TI-4355-15/1
TI-4790

NAVMC 1017
TM 4700-15/1
TM 11275-15/1

TITLE

Organic Property Control Procedures Manual
Marine Corps Supply Manual, Volume
Marine Corps Supply Manual, Volume II
Marine Corps Supply Manual, Volume Ill
Direct Support Stock Control Manual
Controlled Items Management Manual
Marine Corps Stocklist Publications System
Garrison Mobile Equipment Inventory Control and Reporting System

Uniform Criteria for Repair Cost Estimates Used in Determination of
Economical Repair

Calibration Control Progrsm
MIMMS Introduction Manual
MIMMS Field Procedures Manual
Quality and Reliability Reporting
Quality Deficiency Report (SF368)
Marine Corps Maintenance Engineering Program
Marine Corps Safety Program
Ins & Rd Test of MC-Own)d Con. & Tact. Load Lifting Equip.
Marine Corps Directives System
Marine Corps Technical Publications System
Marine Corps Publications and Printing Regulations
Marine Corps Distribution Codes/Lists
Joint Procedures for Management of Administrative Use Motor Vehicles
Operation and Repair/Replacement of MHE
Maintenance Procedures for GME
Replacement and Repair Guidance for Connercial Motor Vehicles
GME Program (Engineer)
Civilian Personnel Manual
Adds, Changes and Deletions Distribution Codes/Lists Found in the

Current Edition of MCO 5600.45
Effective Directive Checklists
Index of Authorized Publications for Equipment Support
Publications Authorized and Stocked by the Marine Corps (PASMC)
Calibration of Test and Measuring Instruments
Periodic Technical Instruction Provides Information on Maintenance
Management Procedures and Policies

Table of Authorized Material (TAM)
Equipment Record Procedures
Maintenance of Engineer Equipment
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APPENDIX B
S-A-M-P-L-E

DESK TOP PROCEDURES

POSITION

REFERENCES

DAILY PROCEDURES

Incumbent should be thoroughly familiar with all Base Orders.
are particularly relevant to this position:

MO P3141.1H
MO 4400,1

MO 4500.1
MO 5100.1A
MO 11240.1
BO P5100.3F
BO 7420.2C
BO 12532.1M
BO 12430.IK
BO 12451.1G
BO 12594.2C
BO 12610. IG
BO 12713.6B
BO 12750.1H
BO 12630.1G
BO 12790.4D

The following orders

BMD SOP for Destructive Weather/Disaster Preparedness Plan
Procedure for Garrison Property/Equipment and Plant Account Equipment
ControI and Accountability
Shop Stores Credit Card System
Maintenance Department Safety Program
Procedure for Management of Motor Transport Equipment
Base Safety Program
Timekeeplng and Labor Distribution
Wage Schedule For Trade and Labor Employees
Performance Appraisals
Civilian Incentive Awards Program
Uniforms and Handtools
Hours of Work
Equal Employment Opportunity (EEO) Program
Discipline, Conduct and Adverse Actions
Absence and Leave
Dependents Aid Association

I. Normal work hours are 0800 to 1630, Monday through Friday.
2. Check in employees reporting for work.
3. Assign work orders to personnel.
4. Turn in Morning Report
5. Pull timecards from timecard rack, check and put in desk drawer.
6. Complete daily timecards for preceeding day.
7. Check work schedule, order material, and make any pending reports and answer any messages.
8. Check Jobsltes to see work progression.
9. Lunch break: 1200-1230
10. Assign work orders to personnel who have completed morning assignments.
11. Fill out Daily Time Record (shop record used to fill out timecards).
12. Check jobsites to see job progression.
13. Normally, return to the shop by 1500. Plan work for the following day and coordinate work with other shops
that are involved.
14. Complete work schedule and make adjustments on daily time record, i.e., adding exception codes, etc.
15. Put hours worked on biweekly timecards and insert back in rack by 1615.

CONTACTS (Telephone Numbers)

Shop Planners 5418/3109
Inspection Section 5202
P&E Section 5809
Property Office 5300
Administrative Officer 3722
Health Nurse 2181
Mobile Equipment Dispatcher 3939
M&R Division Office 5855

REPORTS REQUIRED

I. Weekly Work Schedule Turn in on Friday morning by 1000 to General Foreraan.
2. Truck Report Turn in to Accounting Office on the 26th day of each month. Cut-off date for the report is the
25th day of the month.
3. Accident Reports Fill out CA-1 and CA-17 and turn into M&R Office after employee receives medical treatment
for injuries.
4. Quality Control Sheet To be completed for each job in which you are assigned as coordinator.

S-A-M-P-L-E
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APPENDIX C

PREVENTIVE MAINTENANCE PROCESS

1. Introduction

a. Preventive Maintenance (PM) is the care and servicing performed by personnel for the purpose of maintaining
equipment in a satisfactory operating condition. This is accomblished by providing for systematic inspection,
detection, and correction of incipient failures either before they occur or before they develop into major defects.
A systematic PM program of inspection, cleaning, servicing, lubricating, and adjusting is the key to equipment
readiness in a unit. It is normally a function of organizational maintenance and accomplished by unit operational
and maintenance personnel. Effectively administered PM will help prevent early breakdown or failure of equipment,
thus assisting in preventing costly, complex, and time-consuming repairs and in attaining the optimum utilization
of maintenance resources.

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

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

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

(3) Special PM services performed by operational and maintenance personnel in conjunction with the afore
mentioned services.

c. PM services are to be performed in accordance with the instructions contained in the applicable technical
publication. The recording of completed I services will be in accordance with the provisions of the current
edition of TM-4700-15/I. The reporting of completed PM services will be accomplished on the Equipment Repair
Order (ERO) or the Shop Repair Order (SRO) for PM performed in maintenance shops. Reporting of PM services
completed by the operator or crew will be in accordance with the instructions published in the current edition
of TM-4700-15/I.

d. When the operator or members of the crew are trained maintenance personnel, they may perform the scheduled
PM, if it is within their specifically authorized capability. There are certain items of equipment which, due to
technological advances, use different criteria for scheduling PM services. It is embhaslzed that the appropriate
technical publication provided for the individual equipment is the basic guide for determining PM frequency and
requirements.

e. Although modification of equipment is a separate, distinct process, the determination of modification
status of unit equipment can best be made as a part of the PM process. Because of the regular inspection of
equipment during PM, the combining of this inspection with that for modifications can materially reduce maintenance
resource requirements and inconveniences to unit operation. Modification requirements identified can then be
fulfilled either concurrent with the PM or independently, as appropriate.

2. DailyPM. Daily PM services are those performed by the operator or crew each day that the equipment is
operquipment that is operated infrequently or intermittently does not normally require daily PM services.
Care, however, must be exercised to ensure that the maintenance of such equipment is not neglected. Branch Heads
must establish procedures to ensure that these equipments receive required PM services on an adequate basis when
less frequent PM is appropriate, e.g., weekly or biweekly. Daily PM services are divided into before, during,
and after operation services.

a. Before Operation Service. This service is performed on the equipment to ascertain whether or not its
condition has changed since last observed and to ensure that the equipment is ready for operation. A wide range
of events can occur between service checks (e.g., physical damage from handling, corrosion of electrical connections,
leakage of lubricants, coolants, operating fluids or gases, etc.). This service should never be omitted, even
under adverse weather conditions. A thoroughly trained operator or crew performs this service as a matter of
habit and in minimum time. If the equipmant is found to be unserviceable or to require corrective maintenance,
this fact should be reported promptly so that appropriate action can be taken to effect required repairs.

b. During Operation Service. This service consists of detecting any unsatisfactory performance. While
operating the equipment, the operator or crew should be alert for any unusual noises or odors, abnormal instrument
readings, or any other irregularities or indications that the equipment is malfunctioning. Every operation should
be considered a must, and any unusual or unsatisfactory performance should be noted. When the equipment is not
operating, all deficiencies noted during operation should be investigated and corrected or reported.

c. After Operation Service. The purpose of the after operation service is to prepare the equipment to
operate again at a moment’s notice. At this time, the operator or crew inspects the equipment thoroughly to
detect any deficiencies that may have developed during operation. Assemblies that require inspection or service
while still at operating temperature should be inspected as soon as possible after equipment operation has
ceased. All defects and irregularities that occurred during the day must be corrected or, if not within the
authorized capability of the operator or crew to correct, reported for service by designated maintenance personnel.
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3. Quarterly PM. Quarterly PM services are normally performed by organizational maintenance personnel assisted by

the operator or crew, or by the operator or crew if they are trained maintenance personnel and possess the required

capabilities. The normal interval between quarterly PM services is three months. This three month period may be

shortened if units of operation are accumulated beyond a figure set in the Technical Manual (TM) for the particular

equipment. Quarterly PM provides for a comprehensive check of each equipment to ensure trouble-free operation

until the next scheduled quarterly PM service. Economy of operation demands that, within sound practices of safety

and reliability, maximum useful life be obtained from material resources. Worn parts and materials vsill be re-

placed during quarterly PM only if it is determined, after due consideration of life expectancy and the nature of

anticipated operations, that they cannot be expected to provide safe, reliable service until the next quarterly PM.

The operator or crew of the equipment will be queried by maintenance personnel, when possible, to obtain firsthand

information on irregularities or indications of equipment malfunction.

4. Semiannual PM. Semiannual PM services are performed by maintenance personnel assisted by the operator or crew.

The normal interval between semiannual services is six months but may be advanced if the operating criteria

specified in the equipment TM are achieved earlier, This service is conducted for the same basic reaso as the

quarterly service; however, an inspection and service of greater scope is performed. Therefore, additional time is

required to accomplish semiannual preventive maintenance requirements.

5. Changes in PM Service Intervals. If a unit is operating under adverse climatic or terrain conditions for a

period of time, comnders are authorized to reduce the intervals between the performance of PM services when

conditions indicate the need. Conversely, commanders are also authorized to extend intervals between scheduled

PM services.

6. Relationship of PM to Corrective Maintenance (CM). Inherent in the concept of PM is a reduced requirement for

CM. The close relationship of these tv forms of maintenance becomes evident in several areas.

a. Facilities. Common facilities are utilized for both CM and PM. This requires close coordination of

scheduling of facilities so that PM services may be performed when due, yet not prevent timely completion of CH.

b. Conmn Servicing. During the conduct of CM, tasks are sometimes required that normally are a part of a

scheduled PM, e.g., engine repair could require oil and filter change. When this occurs, the decision must be

made as to whether the full PM will be performed and the PM schedule appropriately modified. The decision is made

on a case by case basis, dependent upon the extent of tasks connon to both the PM and CM requirements and the

proximity of the next scheduled PM.

c. Defects Discovered During PM. PM actions frequently detect broken or worn parts before major damage occurs.

When a defect isiscovered during PM, the supervisor must be notified immediately. The decision then must be

made as to whether CM will be performed independently of or in conjunction with the PM. This decision must be

based on the urgency of need for repair of the defect and the relationship of the PM services being performed to

CM considerations.

d. Evacuation for M. All PM services that are due will be performed before an item of equipment is evacuated

for CM. An exception to this policy would be the case where the PM service would have to be repeated in the

conduct of the CM, e.g., not changing the oil in an equipment when the engine is to be replaced. Equipment

awaiting or undergoing CM must still receive the periodic PM services. For equipment evacuated to support

maintenance activities, the performance of these services must be coordinated between the owner and the support

activity and appropriate instructions published in unit SOP’s. Time, distance between the organizations,

available manpower, and quantity and nature o the equipment involved are all factors to be considered in

determining whether the owner or the support maintenance activity will perform PM services.

7. PM Process. Equipments processed through a maintenance activity for performance of required PM services

normally go through all four phases of the equipment maintenance production process as illustrated in Figure C-1.

a. Equipmont Acceptance Phase. In this phase, the maintenance activity schedules equipment reported as

requiring PM into the maintenance activity, conducts an initial acceptance inspection, and assigns the equipment

to the appropriate maintenance shop within the activity.

(I) Acceptance Scheduling. The purpose of acceptance scheduling is to have the equipment requiring PM

arrive at the maintenance facility at or after the time that the required maintenance resources are available.

This procedure allows the equipment owner maximum operational use of his equipment while avoiding needlessly large

concentrations of equipment awaiting maintenance at the maintenance facility. Acceptance scheduling is normally

applicable to all PM’s. It requires close coordination between the equipment owner and the maintenance facility

if it is to be effective.

(2) Acceptance Inspection. The purpose of the acceptance inspection is to ensure that the equipment is

complete and prepared for the required PM. It is conducted on equipments, including those which have been the

subject of acceptance scheduling, upon initial receipt by the maintenance activity. The procedures to be followed

in the acceptance inspection are:

(a) Determining that the equipment is complete and that appropriate operator maintenence, including

cleaning, has been performed. Equipment that is incomplete or that has not been properly prepared for PM by the

unit or activity requesting maintenance should be reported to the using unit commander.

(b) Verifying that the ERO/SRO has been properly prepared. This includes matching the equipment

serial number with the serial number on the ERO, when appropriate.
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(c) Acceptance of the equipment for the required PM Acceptance is noted on the ERO/SRO.

(d) Assigning a production priority for use within the maintenance activity. This priority will be

based on the ERO/SRO priority and other appropriate criteria established by the command in which the maintenance

activity is located.

b. Equipment Induction Phase

(I) Induction is the physical commitment of the ERO/SRO and associated equipment requiring PM to the

assigned shop.

(2) Induction of equipment into a specified shop should be in accordance with the priority established in

the equipment acceptance phase. The equipment should be called for by the maintenance shop at the time that the

necessary resources are available to perform the required PM.

c. Active Maintenance Phase. Production actions performed following induction of the ERO/SRO and its

associated equipment into a maintenance shop constitute the active maintenance phase. This phase is performed in

a sequence of logical steps designed to ensure that the required PM is conducted in an efficient, effective

manner. During this phase, continual emphasis is placed on quality control of the PM actions and tasks performed.

The frequency of quality control inspections will depend on the skill and experience of the individual technidians

or mechanics and the overall complexity of the PM. The steps to be followed in the conduct of active maintenance

are described in the following paragraphs:

(1) Inspection of the Equipment. Maintenance personnel assigned to perform the PM will perform a

detailed inspection of the equipment on induction into the shop. This inspection serves as a basis for the

performance of the PM and includes:

Verifying all paperwork associated with the required PM. The ERO/SRO accdmpanying the equipment

must be checked to ensure that the ID and/or serial numbers of associated equipments correspond to the ones shown

on the ERO/SRO, that the production priority assigned on the ERO/SRO is consistent with the shop priority, and

that other maintenance information required on the ERO/SRO is correct.

(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 required

PM. Maintenance personnel should also verify at this time that the materials required to perform the PM are on

hand. Adequate preparation reduces the actual time required to perform the maintenance and also ensures that

maintenance actions are not initiated for which the required resources are not available.

(3) Obtainment of Required Materials. Maintenance personnel, prior to requisitioning the materials to

perform the PM, will verify the required material by proper research procedures and the correct use of technical

publications. Proper operating levels of expendables and consumables used in the performance of PM should be

maintained within each shop to ensure their nonavailability does not interfere with maintenance operations.

(4) Performance of the PM. Performance of the PM will be in accordance with the procedures established

in the applicable technical publication. Completed PM will be properly recorded on the ERO/SRO to provide infor-

mation for future management decisions and entry on equipment records, as appropriate. During this phase of the

PM process, a check will be made to determine the status of required modifications. This check may involve the

physical examination of the equipment, equipment records, the SL 1-2 which lists all Modification Instructions

(MI’s) that apply to a specific item of equipment, and TI-4700 which lists new MI’s not yet listed in the SL 1-2.

(5) Checking of Completed Maintenance Actions on the ERO/SRO. Maintenance personnel will check their

completed work by performing the necessary final adjustments on the equipment. Adjustment and calibration pro-

cedures in the applicable technical publication must be followed in detail. Bringing the equipment performance

within tolerances specified in technical publications is a positive indication that PM has been successfully

completed. Adjustment and calibration procedures will be performed by or under the supervision of qualified

personnel, using standards, gauges, etc., that meet or exceed minimum acceptable standards in accordance with the

current edition of MCO 4733.1.

(6) Equipment Checkout. Quality control requires a complete equipment checkout to determine that PM

has been properly performed and that equipment and shop records are complete. The equipment checkout will be

conducted by qualified supervisory personnel under actual or simulated operating conditions. Equipment which

does not perform satisfactorily will be rejected and returned for performance of proper PM. Acceptable per-

formance results in the completion of the active maintenance phase and the movement of the equipment to the

closeout phase.

(7) Cleanup of the Shop Area. Time and resources must be allocated to clean up the area used to perform
the PM. Support and test equipment, including tools, must be cleaned, serviced, and inventoried so that they are

available when needed for future maintenance actions. Technical publications must be returned to the library.

Defective parts must be removed from the maintenance area through proper disposal procedures.

d. Maintenance Closeout Phase

(I) The closeout phase of the PM process commences when the required PM has been performed and the

equipment is ready to be returned to the owner. Maintenance management must ensure that the closeout phase

is accurate, complete, and coordinated.
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(2) The closeout phase requires close coordination with owning unit personnel to ensure that they are
notified as soon as the equipment is ready for pickup. Maintenance management must ensure that equipment records
have been completed correctly in accordance with current directives.
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APPENDIX D

CORRECTIVE MAINTENANCE PROCESS

1. Introduction

a. Corrective Maintenance (CM) is the total of the maintenance actions performed, as a result of a failure,
to restore an item of equipment to a specific condition. The tasks that comprise corrective maintenance will
vary between maintenance actions but when performed will normally occur in the same seouence. The composite of
these tasks is referred to as the CM process and for any specified maintenance action consists of tasks requiring
performance to restore the item of equipment to the specified condition. The CM process commences when an item
of equipment is reported as requlring corrective maintenance. It terminates when the item is restored to a
serviceable condition or declared not repairable or when otherwise determined by competent authority.

b. In order to increase efficiency in both its conduct and management, the corrective maintenance process is
divided into four phases. These phases, in their order of occurrence, are the equipment acceptance phase, equip-
ment induction phase, active maintenance phase, and the equipment closeout phase. Each phase includes the tasks
associated with performance of CM that fall within its description. The CM process for a specified maintenance
action may consist of all four phases. It must include, as a minimum, the equipment acceptance and maintenance
closeout phases. The occurrence of the equipment induction and active maintenance phases in the CM process are
dependent upon maintenance management decisions made during the equipment acceptance phase. The relationship of
the phases of the CM process is illustrated in Figure D-I.

c. Equipment reported as requiring PM or modification in conjunction with CM will follow the general pattern
of the CM process in all phases except the active maintenance phase. Procedures in this phase for the conduct of
PM and equipment modification have been established in the PM process and equipment modification process, as
appropriate.

2. Equipment Acceptance Phase. In the equipment acceptance phase, the maintenance activity schedules equipment
reported as requiring CM into the maintenance activity, conducts an initial acceptance inspection, determines
the economic feasibility of repair or replacement of the equipment, and assigns the equipment to the appropriate
maintenance shop within the activity for performance of the required maintenance. During this phase, demands on
maintenance resources are initiated and the general capability of the activity to perform the required maintenance
determined. Tasks associated with the conduct and management of this phase will vary in complexity between
maintenance activities. Their proper execution, however, will invariably lead to efficient scheduling, correct
distribution of the maintenance workload, and optimum allocation of maintenance resources.

a. Acceptance Scheduling

(1) The purpose of acceptance scheduling is to have the equipment requiring maintenance arrive at the
maintenance f6cility at or after the time that the required maintenance resources are available. This procedure
allows the equipment owner maximum operational use of his equipment while avoiding needlessly large concentrations
of equipment awaiting maintenance at the maintenance facility.

(2) Acceptance scheduling cannot be applied to all equipment reported as requiring maintenance. It can
be most readily accomplished when the equipment malfunction is known and specific demands on maintenance resources
can be identified. Such circumstances may exist when a random failure of an equipment occurs which requires
special support equipment for its repair, when a need for routing CM exists or when degraded equipment operation
exists as a result of component equipment failure. Examples of maintenance actions applicable to acceptance
scheduling are windshield replacement, body and fender work, and repair of one or more range scales on a multi-
scale test instrument.

(3) Acceptable scheduling requires close coordination between the using unit and the maintenance activity.
The following factors require consideration in its use:

(a) Nature of the Equipment Failure or Component Malfunction. If the nature of the equipment
failure or comonent malfunction cannot be determine, acceptance scheduling is normally not feasible.

(b) Material Requirements. If the material requirements for accomplishment of the required
maintenance cannot be identified by the using unit, acceptance schedule is normally not feasible.

(c) Equipment Requirements of the Using Unit. The current and projected operational requirements
of the using unit will determine whether acceptance scheduling is feasible or if the eauipment should be delivered
immediately to the maintenance facility for required maintenance. These requiremnts will further be a major
determination in the priority of the ERO and in the date that required maintenance is scheduled to commence, if
acceptance scheduling is feasible.

(d) Availability of Maintenance Resources. The current and projected availability of maintenance
resourc in the maintenance activity (facilities, personnel, material, support and test equipment, etc.) will
be a major factor in determining the date required maintenance on an equipment is to commence.

(e) Performance of Maintenance by Another Maintenance Facility. Maintenance, depending on the type
of equipment and nature of the require maintenance, may require performance at another Marine Corps maintenance
facility, in a commercial facility, or in a maintenance facility of another military service.
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"’. Acceptance Inspection

{1) The purpose of the acceptance inspection is to ensure that an equipment is complete and prepared for
the required maintenance, to perform an initial diagnosis of the equipment failure or component malfunction, and
to make a determination as to what course of action to follow in restoring the equipment to the specified condition.
In some instances, the removal of ancillary equipment may be required prior to delivery of the equipment to the
maintenance facility. The acceptance inspection is conducted on all equipment, including equipment which has been
the subject of acceptance scheduling, upon initial receipt by the maintenance activity. During this inspection,
determination is made as to whether the equipment will be processed through the equipment induction and active
maintenance phases of the CM process.

(2) The procedures to be followed in the acceptance inspection are:

(a) Determine that the equipment is complete and that appropriate operator maintenance, including
cleaning, has been performed. Equipment that is incomplete or that has been properly prepared for maintenance
by the unit or activity requesting maintenance should be reported to the unit commander by the maintenance activity.
Equipment is considered incomplete if it does not contain the required equipment maintenance records.

(b) Verify that the ERO/SRO has been properly prepared. This includes matching the equipment
serial number/USMC registration number with the serial number on the ERO/SRO, when appropriate.

(c) Perform an initial diagnosis of the equipment failure or component malfunction. If acceptance
scheduling is utilized, compare the two diagnoses performed to see if they are the same. Where they are not the
same, review the previous tentative production scheduling to ensure its continued validity.

(d) Estimate the total cost of repairs for the ERO. This estimate will be placed in the appropriate
block on the ERO.

(e) Accept the equipment for the required CM. Acceptance is noted on the ERO/SRO.

(f) Determine the course of action (repair, evacuate, etc.) to follow in restoring the equipment to
the specified condition. When a decision is made to evacuate or otherwise terminate required maintenance, the
equipment will proceed directly to the equipment closeout phase of the CM process.

(g) Assign a production priority for use within the maintenance activity. This priority will be
based on the ERO/SRO priority and other appropriate criteria established by the command in which the maintenance
activity is located.

3. Equipment Induction Phase

a. Induction is the physical cormnitmant of the ERO and associated equipment requiring maintenance to the
assigned shop.

b. Induction of equipment into a specified shop should be in accordance with the priority established in the
equipment acceptance phase. 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. When the equipment requires
intershop movement, coordination must be effected between the appropriate shops to ensure that maintenance is
effected in accordance with established priorities.

c. Occasions may arise where equipments inducted into a maintenance shop require additional resources which
are not immediately available to perform the required maintenance. On such occasions, it may be advantageous to
remove the equipment from the shop and reschedule it when the requfred resources are available. The procedures
for rescheduling and inducting the equipment into a specific shop will parallel those for the initial scheduling
and induction of the equipment.

4. Active Maintenance Phase. Production actions performed following induction of the ERO/SRO and its associated
equipment into a maintenance shop constitute the active maintenance phase. This phase is performed in a sequence
of logistical steps designed to ensure that required maintenance is conducted in an efficient, effective manner.
During this phase, continual emphasis is placed on quality control of the maintenance actions and tasks performed.
The frequency of quality control inspections will depend on the skill and experience of the individual technicians
or mechanics and the overall complexity of the maintenance requirements. The steps to be followed in the conduct
of active maintenance are described in the following paragraphs:

a. Inspection of the Equipment. Maintenance personnel assigned to correct the equipment malfunction will
perform a detailed inspection of the equipment on its induction into the shop. This inspection serves as a basis
for planning fault correction procedures and includes:

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

2) Verifying all paperwork associated with the required maintenance. The ERO/SRO accompanying the
equipment must be ciecked to ensure that the time designator (ID) and/or serial number/USMC registration number of
associated equipment correspond to those shown on the ERO/SRO, that the initial diagnosis of the equipment malfunc-
tion is recorded on it, that the production priority assigned on the ERO/SRO is consistent with the shop priority,
and that other maintenance information required on the ERO is correct.

(3 A check, when appropriate, to determine the status of required modifications. This check may involve
the physical examination of the equipment, equipment records, the SL-I-2 which lists all MI’s that apply to a
specific item of equipment, and the most current issues of TI-4700 which list new MI’s not yet included in the SL-1-2.
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b. Preparation for the Performance nf Maintenance Actions. This preparation includes the assembly of the

appropriate technical manuals and other technical data and support and test equipment to perform the required
maintenance action. Maintenance personnel should also veriv at this time that known required secondary re-
parables, repair parts, and expendable materials (e.g., oil, lubricants, packing, sealants, etc.) are on hand.

Adequate preparation reduces the actual time required to perform the maintenance and also ensures that Maintenance

actions are not initiated for which the required resources are not available.

c. Isolation of the Cause of the Equipment Malfunction. During this step, maintenance personnel, using

appropriate support and test equipment and the proper step by step procedures described in the applicable
technical manual, isolate the probable cause of the equipment malfunction. Once the cause is isolated and fault

diagnosis is confirmed, an estimate of the cost of the required maintenance is made to determine if the equipment
is economically reparable. If the equipment is determined to be uneconomically reparable, active maintenance is

terminated and the equipment enters the maintenance closeout phase.

d. Obtainment of Required Secondard Reparables and Repair Parts. Maintenance personnel, prior to requisi-
tioning required secondard reparables and repair parts, will verify the material required by proper research pro-

cedures and the correct use of technical publications. Proper preexpended bin levels should be maintained within

each shop to ensure their non6vailability does not interfere with maintenance operations.

e. Correction of the Equipment Fault. Fault correction is the gQal of all CM actions. Proper maintenance

techniques must be employed to ensure that parts are installed correctly. Reassembly will be accomplished
in sequence, to include proper servicing and the use of test and measurement devices at the appropriate stages of

equipment reassembly. Maintenance actions completed will be properly recorded on the ERO/SRO to provide information

for future management decisions and entry on equipment records, as appropriate.

f. Checking of Completed Maintenance Actions on the ERO/SRO. Maintenance personnel will check their completed
work by performing the necessary final adjustments on the repaired equipment. Adjustments and calibration pro-
cedures in the applicable technical publication must be followed in detail. Bringing th equipment performance
within tolerances specified in technical publications is a positive indication that fault correction has been

successfully completed. Adjustments and calibration procedures will be performed by or under the supervision of

qualified personnel, using standards, guages, etc., that meet or exceed minimum acceptable standards in accordance
with the current edition of MCO 4733.1.

g. Equipment Checkout. Quality control requires a complete equipment checkout to determine that corrective

maintenance actions have been properly completed and that equipment and shop records are complete. The equipment
checkout will be conducted by qualified supervisory personnel under actual or simulated operating conditions.

Equipment which does not perform satisfactorily will be rejected and recommendations made for further corrective

maintenance action. Acceptable performance results in the completion of the active maintenance phase and the

movement of the equipment to the closeout phase.

h. Cleanup of the Sop Area. Time and resources must be allocated to clean up the area used to perform the

corrective maintenance. Support and test equipment, including tools, must be cleaned, serviced and inventoried
so that they are available, when needed, for future maintenance action. Technical publications must be returned
to the library. Defective parts and other residue must be removed from the maintenance area through proper
disposal procedures.

5. Maintenance Closeout Phase

a. The closeout phase of the CM process commences when the equipment has been repaired and the serviceable

item is to be returned to the owner, or when a decision has been made to evacuate or dispose of the equipment.

Maintenance management will ensure that the closeout process is accurate, complete, and coordinated.

b. The closeout phase requires close coordination with owning unit personnel to ensure that they are notified

as soon as the equipment is ready for pickup. Any special packaging and preservation or transportation and ship-

ping requirements must be taken care of at this time.

c. In the closeout phase, maintenance management must ensure that equipment records have been completed

correctly in accordance with current directives.
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APPENDIX E

EQUIPMENT MODIFICATION PROCESS

I. Introduction

a. Equipment modification consists of maintenance actions performed to change the design or assembly
characteristics of equipment systems, end items, components, assemblies, subassemblies, or parts in order to
improve equipment functioning, maintainability, reliability, and/or safety characteristics. Field recommendations
for equipment improvement (QDR’s, beneficial suggestions, etc.) frequently establish the requirement for equipment
modification. In such instances, the maintenance engineering activity of the Marine Corps uses these recommenda-
tions as the basis of their engineering analysis to correct the equipment deficiency.

b. Modifications required to prevent death or serious injury to personnel, prevent major damages to equipment,
or to make changes that are considered so essential to equipment that their application must be accomplished at the
earliest possible time are designated "URGENT" and specify a required completion date and may contain restrictive
operating conditions. Instructions restricting operating conditions are designated "NORMAL" and are accomplished
on a planned schedule basis, within one year of the effective date of the modification instruction (MI), con-
current with the normal workload or operational requirements of the unit.

c. Requirements for equipment modification, including the detailed step by step procedures for their
accomplishment, are published as MI’s or by the connerclal manufacturer. MI’s identify specific types and items
of equipment to be modified as well as the maintenance resources, skills, and time necessary for their accomp-
lishment. Additionally, they specify the echelon of maintenance authorized to perform the modification.
Equipments to be modified are identified by equipment nomenclature, ID number, NSN, and the manufacturer’s serial
number for individual equipments, when appropriate. Modification kits, or parts and fabrication materials when
kits are not prescribed, are identified by FSN and quantity.

d. The equipment modification process is divided into four phases for both its conduct and management. These
phases are the equipment acceptance phase, equipment induction phase, active maintenance phase, and the equipment
closeout phase. Each phase includes those tasks associated with the performance of equipment modification that
fall within its description. The equipment modification process may be conducted in conjunction with CM or PM
actions, in which case the sequence of tasks identified with the modification process must be coordinated with
their performance. The phases of the modification process are illustrated in Figure F-I.

2. Equipment Acceptance Phase. The equipment acceptance phase begins when the maintenance activity receives an
ERO/SRO for the application of a specified modification. It includes the scheduling of the equipment requiring
modification into the aintenance activity, conducting an initial inspection of the equipment, and assigning it

to the appropriate shop within the activity.

a. Acceptance Schedulin9

(I) The maintenance resources required for the equipment modification can be predetermined from the
applicable MI. Acceptance scheduling is, therefore, normally feasible in the application of modlfications and
should be employed to the maximum extent practicable. Acceptance scheduling allows the equipment owner use of
his equipment by both reducing the time it spends in the maintenance activity and by enabling him to schedule
the application of modifications so as to not interfere with unit operational requirements. It facilitates
maintenance activity operation by reducing the administrative workload caused by equipment waiting induction
into maintenance shops and by allowing equipment modification to be scheduled concurrently with other required
maintenance actions.

(2) Acceptance scheduling requires close coordination between the equipment user and the maintenance
activity. The following factors require consideration in its use:

(a) Urgency of the Required Modification. "URGENT" modifications may require that equipment be
deadlined or its use sharply curtalleO until they are applied. Under such conditions, acceptance scheduling will
normally not be feasible. Other "URGENT" modifications, though requiring timely application, may lend themselves
to acceptance scheduling. In all instances, the urgency of the required modification must be considered in the
establishment of the priority for its accomplishment. "NORMAL" modifications usually lend themselves to acceptance
scheduling. Their scheduling should be planned, when possible, to coincide with the performance of other re-
quired maintenance actions. All modifications must be completed within one year of the issue date of the MI.

(b) EQuipment Requirements of the Using Unit. The operational requirements of the using unit are a
major factor in determining the time for application of modification. Application of modifications should be
planned so as not to interfere with these requirements, whenever possible. Units should plan for the application
of required modifications prior to deploying or going on extended operations.

(c) Availability of Maintenance Resources. The current and projected availability of maintenance
resources in the maintenance activity (facilities, personnel, modification materials, support and test equipment,
etc.) will be a major factor in determining the date modification application is to conlnence.

(d) Other Maintenance Requirements. The application of modification to equipment should be planned
to coincide with the performance of maintenance actions to satisfy other maintenance requirements.
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b. Acceptance Inspection

(1) The purpose of the acceptance inspection is to ensure that an equipment is complete and properly pre-
pared for modification. It is conducted on all equipment, including those which have been the subject of acceptance
scheduling.

(2) The procedures to be followed in the acceptance inspection are:

(a) Determine that the equipment is complete and that appropriate operator maintenance, including
cleaning, has been performed. Equipment that is incomplete or that has not been properly prepared for maintenance
by the unit or activity requesting maintenance should be reported to the using unit commander by the maintenance
activity. Equipment is considered incomplete if it does not contain the required equipment maintenance records.

(b) Verify that the ERO/SRO has been properly prepared. This includes matching the equipment serial
number with the serial number of the ERO, when appropriate.

(c) Verify through visual inspection and examination of equipment records that the equipment modifi-
cation requirement is valid. ERO’s for equipments requiring further inspection to ensure their validity will be
annotated for further inspection by the shop to which they are assigned.

(d) Accept the equipment for application of the required modification. Acceptance is noted on the
ERO/SRO.

(e) Assign a production priority for use within the maintenance activity. This priority will be
based on the ERO/SRO priority and other appropriate criteria established by the conlnand in which the maintenance

activity is located.

3. Equipment Induction Phase

a. Induction is the physical commitment of the ERO/SRO and equipment requiring modification to the assigned
shop.

b. Induction is effected in accordance with the priority established in the equipment acceptance phase and
the production scheduling of the shop to which it has been assigned. The equipment should be moved into the shop
at the time resources necessary for the modification are available.

4. Active Maintenance Phase

a. Production actions performed following induction of equipment into a maintenance shop constitute the
active maintenance phae. A continual program of quality control is mandatory. The frequency of quality control
inspections will depend upon the skill and experience of the mechanics and technicians and the complexity of the
modification.

b. Active maintenance consists of the following steps:

(I) Inspection of the Equipment. Maintenance personnel assigned to perform the modification will perform
a detailed inspection of the equipment upon its induction into the shop. This inspection consists of:

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

(b) Verifying all paperwork associated with the required modification. The ERO/SRO accompanying the

equipment must be checked to ensure that the ID and/or serial number of associated equipment correspond to those
shown on the ERO/SRO, the production priority assigned on the ERO is consistent with the shop priority, the equip-
ment modification requirement is valid, and other maintenance information required on the ERO is correct.

(2) Preparation for the Performance of the Modification. Preparation includes the assembly of the applica-
ble MI/technial instruction (TI) and other technical data ann support and test equipment to perform the required
modification. It also includes verifying that the modification kit or other prescribed modification materials,
including connon hardware, are on hand.

(3) Obtainment of the Modification Kit or Materials. Maintenance personnel, prior to requisitioning the
required modification kit or materials, will verify the material required by referring to the applicable MI/TI.
The use of BOM’s, in accordance with the current edition of MCO P4400.21 should be considered in the obtainment
of modification materials.

(4) Application of the Modification. The MI/TI directing the modification contains detailed procedures for
its application. Maintenance management personnel must ensure that these procedures are followed to avoid in-

economics in the maintenance operations as well as incorrect application of the modification. Application of the
modification must include both servicing and the use of prescribed test and measurement devices, when appropriate.
Completion of the modification must be properly recorded on the ERO to provide information for future managment
decisions and entry on equipment records, as appropriate.

(5) Checking of the Completed Modification Action on the ERO/SRO. Maintenance personnel will check the
completed modification by performing the necessary final adjustments on the equipment. Adjustment and calibration
procedures must be followed in detail. Adjustment and calibration procedures will be performed by or under the
supervision of qualified personnel, using standards, quages, etc., that meet or exceed minimum acceptable standards
in accordance with the current edition of MCO 4733.1.
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(6) Equipment Checkout. Quality control requires a complete equipment checkout to determine that the

modification has been properly applied and that equipment and shop records are complete. The equipment checkout

will be conducted by qualified supervisory personnel under actual or simulated operating conditions. Equipment

which does not perform satisfactory will be rejected and reconlnendatlons made for appropriate corrective action.

Acceptable performance results in the completion of the active maintenance phase and the movement of the equipment

to the closeout phase.

(7) Cleanup of the Shop Area. Time and resources must be allocated to clean up the area used to perform

the modification. Support and test equipment, including tools, must be cleaned, serviced, and inventoried so that

they are available when needed for future maintenance actions. Technical publications must be returned to the

library. Residue from the modification action must be removed from the maintenance area through proper disposal

procedures.

5. Maintenance Closeout Phase

a. The closeout phase connences upon completion of the modification action when the equipment is ready for

return to the user. Maintenance management will ensure that the closeout phase is accurate, complete, and

coordinated.

b. Owning/using unit personnel must be notified as soon as the equipment is ready for pickup and equipment

records must be completed correctly.

c. The activity performing the modification must ensure compliance wlth the current edition of MCO P4400.84

for those modifications requiring reporting by the applicable MI.
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APPENDIX F

CALIBRATION CONTROL FORM

(Lmellu

PREPARATION IN$1’RUCTION$. IF THE CARD INDEX SYSTEM IS USED FOR CALIBRATION C(,ITROL, A CALIBRATIOI CONTROL
CARD WILL BE COMPLETED FOR EACH ITEM OF TEST MEASURING ANO DIAGNOSTIC EQUIPMENT POSSESSED BY THE UNIT.

1. DETERMINE AND ENTER TIlE NOMENCLATURE, SERIAL NUMBER, iD NUMBER, NSN AND END ITEM THE EQUIP-

MENT IS A COMPONENT OF. IF THE ITEM IS AN END ITEM, ITS PHYSICAL LOCATION (SECTION, TOOLROOM ETC.) MAY BE
ENTERED IN THE "LOCATION/COMPONENT OF" BLOCK.

2. ENTER THE DATE CALIBRATION IS DUE FROM THE CALIBRATION STICKER/ERO. FOR ITEMS DESIGNATED AS
CNR OR INACTIVE ENTER THE DATE TIlE NEXT PM (TO BE PERFORMED AT THE CALIBRATION LAB) IS DUE.

3. ENTER THE DATE CALIBRATION/PM WAS PERFORMED (OBTAINED FROM THE ERO). FOR ITEMS DESIGNATED
AS CNR OR INACTIVE ENTER THE DATE SO DESIGNATED.

4. THE REMARKS COLUMN IS TO BE UTILIZED AS FOLLOWS:

INDICATE ITEMS DESIGHATED AS CNR OR INACTIVE ACROSS FROM THE DATE SO DESIGNATED.

b, INOICATE iTEMS DESIGNATED AS "SPECIAL CALIBRATION" AND THE REQUIREMENTS FOR THIS CONDITION.

ENTER THE ERO/D(XUMENT/VOUCHER NUMBER IN PENCIL FOR ITEMS INDUCTED FOR CALIBRATION/REPAIR.

d. ENTER THE LOCATION IF ITEM IS DEPLOYED.

ENTER ANY ADDITIONAL AMPLIFYING INFORMATION.

5. TEMPORARY ENTRIES (IN TIlE REMARKS COLUMN) SHOULD BE MADE IN PENCIL TO FACILITATE REMOVAL
WHEN NO LONGER REQUIRED.

SEE THE CURRENT EDITION OF TM-4700-15/1 MCO P479G.2 FOR ADDITIONAL INFORMATION.
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APPENDIX G

SUBJECTS ESSENTIAL FOR MAINTENANCE MANAGEMENT TRAINING

The subjects listed herein are considered essential to the activity maintenance management program. Included are
areas within each subject which should be stressed. Training in each subject should be tailored to the trainees,
i.e., operator, technician, direct supervisor, or staff supervisor. The list is not to be considered as all
inclusive; additional subjects determined to be necessary by the activity head shall be included in the activity
training program.

1. Marine Corps Technical Publications. Includes Technical Manuals, Technical Instructions, Modification Instruc-
tions, Supply Instructions, and Stock Lists. Acquisition, maintenance, and use of the publications should be
stressed. The activity publications control system will be explained in detail.

2. Calibration Program. Purpose of calibration, responsibilities, and documentation required by the activity
calibration control program.

3. Modification Program. Requirement and authority for modification of equipment and activity modification
control program.

4. Preventive Maintenance. Requirement, scheduling methods, documentation, and preventive maintenance indicators.

5. Corrective Maintenance. Program established within the activity for accomplishing required corrective mainte-
nance, evacuation procedures, etc.

6. Echelons of Maintenance. Responsibilities of each echelon and echelon authorized by activity table of
organization.

7. Equipment Records. Operational and maintenance records and responsibilities and procedures for completing
forms.

8. Inspections. Use and types.

9. Safety. Operational and maintenance safety requirements and practices.

10. Unsatisfactory Equipment Reports. Purpose, proper completion of forms, and submission of reports.

11. Report of Discrepancies in Support Publications. Use of the NAVMC 10772.

12. Shop Organization and Management

13. Control of Tools and Support and Test Equipment

14. Equipment Preservation Procedures

15. Supply Support. Use of forms, priority designators, urgency of need designators, control of repair parts,
preexpended bins, and validation requirements and procedures.

16. Maintenance Related Proqrams. Purpose, use and procedures of those maintenance related programs set forth in
chapter 8 of this Order.

17. Financial Management. Budget process and responsibilities within the activity.

18. Secondary Reparable Proqram. Purpose and procedures for use.

19. Maintenance SOP’s and Desk Top Procedures. Purpose, requirements, preparation, and use.
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APPENDIX H

MAINTENANCE INSPECTION CHECKLIST/REPORT

Date:

Activity/Function/Area Inspected:

Activity Head:

Authorized Maintenance:

Supporting Maintenance Sources:

Inspector:

Overall Rating Assigned:

Satisfactory
Unsatisfactory
Noteworthy

Satisfactory Except for
Stated Discrepancies
No Rating Assigned

Inspector’s Narrative Summary of Findings:

Figure H-1 Insoection Checklist/Report
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Activity:

Activity Head:
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Date:

Inspecting Officer:

Authorized Maintenance:

Supporting Maintenance Sources:

Paragraph

1

2

3

4

5

6

7

8

9

10

Instructions

All questions must be answered "Yes" or "No" by filling in the blanks, as applicable.

Explanatory conmnents must be provided on all questions where a discrepancy exists.

Contents

Maintenance Administration

Personnel and Training

Records and Reports

Publications and Directives

Equipment Availability

Modification and Calibration

Preventive and Corrective Maintenance

Support and Test Equipment and Facilities Support

Supply Support

Safety

H-3

H-3

H-4

H-4

H-5

H-5

H-6

H-6

H-7

H-7

Figure H-2 Inspection Checklist
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1. Maintenance Administration

a. Is the Maintenance Management Officer (RMO) assigned in accordance with the
current editions of MCO P4790.I and MCO P4790.2.

b. Does the level of maintenance being performed by the activity exceed that
authorized by the activity T/O?

c. Has authority been delegated to the activity to perform maintenance of a
higher echelon than the activity T/O authorizes? (If yes, give authority and dates).

d. Are the established sources of maintenance support understood by maintenance
personnel?

e. Does the activity possess a maintenance/maintenance management SOP if re-
quired by the current edition of AirStaO P4790.1?

f. Are desk top procedures established in the activity?

g. Is the maintenance/maintenance management SOP readily available to mainte-
nance personnel and are they familiar with its contents?

h. Does the activity have the necessary personnel, technical skills, and tools
available to perform the maintenance authorized?

i. Is the policy for the support of new equipment introduced into the Marine
Corps understood and complied with? (Current edition of MCO 4400.32)

2. Personnel and Training

a. Is a current T/O on hand?

b. Is current T/O adequate?

c. Personnel Status

Auth O/H Available

Officers
Enlisted
Civilians
(Provide an explanation for each individual in not available status)

d. Are requirements for replacement of personnel leaving being submitted in a
timely manner?

e. Are personnel misassigned by MOS?

f. Are maintenance personnel familiar with maintenance management SOP, turnover
folders, and desk top procedures that pertain to their jobs?

g. Are formal school quotas being requested and utilized to raise the skill
levels of activity maintenance/operatlonal personnel?

h. Are self-study courses (MCO, etc) being utilized by maintenance/operational
personnel?

i. Has an effective activity maintenance training program been established?
(Cross training, scheduled technical training, classroom, OJT, etc.)

J. Are qualified personnel utilized to conduct classes in related subjects?

k. Are newly joined and inexperienced personnel teamed with skilled and exper-
ienced personnel in an effort to raise skill levels?

Figure H-2 Inspection Checklist Continued
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STANDARD OPERATING PROCEDURES FOR MAINTENANCE MANAGEMENT

3. Records and Reports

a. Are equipment records in each commodity complete and maintained in accordance
with the current edition of TM 4700-15/1?

b. Are maintenance personnel familiar with required record upkeep?

c. Are records readily accessible for use and upkeep?

d. Are records used in accordance with instructions in the current edition of
MCO P4790.2?

e. Do records indicate scheduled maintenance is being performed?

f. Are MOD’s reported in accordance with the current edition of MCO P4400.84?

g. Are the requirements and criteria for submitting unsatisfactory equipment re-
ports (UER’s in accordance with the current edition of MCO 4700.1 understood?

h. Are quality/reliability reports submitted as required by the current edition
of MCO 4855.6?

i. Has a required reports checklist been established?

4. Publications and Directives

a. Is there an authorized individual activity table of allowances for publica-
tions (T/A) on file? (MCO P5600.IE, par. 3201.4?

b. Is the T/A reviewed by MMO, maintenance personnel?

c. Is the T/A adequate?

d. Are authorized publications and directives on hand and current with required
changes? (MCO P5600.31E, par. 3201.2, MC bulletins in the 5215 series, SL I-3)

e. Have mssing authorized publications and/or directives been properly re-
quisitioned? (MCO P5600.31E, par. 3202.2)

f. Have internal distribution and control procedures for publications and
directives been established? (MCO P5215.1E, par. 103.2)

g. Have the latest directives checklists been completely and properly worked?

h. Are directives properly filed and maintained? (MCO P5215.1E, par. 301.3)

i. Are ecess publications reported and disposed of properly?
(MCO P5600.31E, par. 3201.3)

j. Are errors within publications and directives reported?

Figure H-2 Inspection Checklist Continued
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STANDARD OPERATING PROCEDURES FOR MAINTENANCE MANAGEMENT

Equipment AvailabilitX

a. T/E Conmmrcial Equipment Status:

Type Auth On-Hand

Electronic

Engineer

Motor
Transport

Ordnance

General
Supply

b. Commercial Design Equipment:

Type Auth On-Hand

Involuntarily Admin Reviewed by
Deadlined D/L AnaIxst

Involuntarily Admin Reviewed by
Deadlined D/L Analyst

c. Have new items of equipment been put into service for the training of operator and maintenance personnel?

d. Does the condition of organization equipment indicate that adequate and proper maintenance is being
performed?

e. Does the equipment show signs of abuse in operation or maintenance?

f. Is equipment complete with all associated components on hand or on valid requisition?

6. Modification and Calibration

a. Have applicable modifications been perfo.med on all equipment? (SL 1-2)

b. Has the activity established a modification control program? (The current
edition of TM 4700-15/I)

c. Are modifications being performed in accordance with the modification instruc-
tion (echelon of maintenance, materials, timeframe, reporting, etc)?

d. Does a cross-check of equipment and records indicate that modifications are
performed and recorded in equipment records? (MCO P4400,84B, Chap. 3, MCO P4790.2
par. 5005, the current edition of TM 4700-15/1, SL 1-2)

e. During acceptance inspections of new equipment is the equipment checked to
ensure all applicable modifications have been applied and recorded in equipment
records?

f. Has the activity established a calibration control program? (The current
editions of TM 4700-15/1, AirStaO P4790.1, TI 4355-15/I, MC04)33.1).

g. Have all items requiring calibration been identified to the calibration
control center? (The current editions of MC04733.1 and MCO P4790.2).

h. Do items requiring calibration have current calibration labels affixed?
(The curFent edition of TI 4355-15/i)

Figure H-2 Inspection Checklist Continued
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STANDARD OPERATING PROCEDURES FOR MAINTENANCE MANAGEMENT

I. Does the activity employ instrument cross-check procedures to assure accuracy
of instruments between calibrations?

j. Is maximum use made of special calibration and calibration not required where
applicable?

k. Is radio equipment included in the activity calibration control program?

7. Preventive and Corrective Maintenance

a. Is the maintenance workload excessive when related to activity resources,
e.g., personnel, test and support equipment, facilities?

b. Are maintenance personnel familiar with the extent of the maintenance which
can be performed by the echelon authorized the activity?

c. Has the activity established a quality control program?

d. Is maintenance properly scheduled and performed in accordance with the
applicable technical manuals?

e. Is equipment requiring evacuation to higher echelons of maintenance evacuated
in a timely manner? (The current edition of AirStaO P4790.I)

f. Does a cross-check of equipment and records show that maintenance required is
being performed?

g. Is administrative deadline used when applicable?

h. Are the criteria and principles for determining the eligibility of economical
repair being complied with? (Current editions of MCO 4710.8, MCO 4710.2, MCO 4790.2
and AlrStaO P4790.I)

I. Is the criteria for maintenance by cannibalization being complied with?
(MCO P4400.19B Chapter 3, MCO P4790.2, par. 1002.4, current edition of AirStaO
P4790.I)

j. Are there open ERO’s/SRO’s for all equipment requiring second echelon or
higher maintenance?

k. Are ER priorities assigned in accordance with the instructions in the
current edition of MCO 4400.16?

I. When warranties are in effect on equipment, are they understood and
complied with?

m. Are there interservice/contract maintenance agreements in effect?

n. Are the procedures for interservice/contract agreement utilization under-
stood and in compliance with current directives?

8. Support and Test Equipment and Facilities Support

a. Are authorized allowances of support and test equipment on hand or on
valid requisition?

b. Are sets, chests and kits inventoried as required? (Current edition of
MCO P4400.16)

c. Are unused equipment, tool sets, kits and other property properly identi-
fied and stored in a serviceable ready-to-use condition?

d. Are tools and equipment being properly utilized?

e. Are personnel trained in the use and care of support and test equipment?

f. Are the maintenance facilities adequate for the activity’s needs?

Figure H-2 Inspection Checklist Continued
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STANDARD OPERATING PROCEDURES FOR MAINTENANCE

g. Are the maintenance facilities arranged for efficient utillzaton?

h. Does the layout of maintenance work areas contribute to the effective
execution of maintenance?

i. Is lighting, ventilation, and cleanliness of maintenance work area
adequate for efficiency and personnel safety?

9. Supply Support

a. Does the activity supply SOP adequately set forth procedures for the
acquisition of maintenance parts and supplies?

Are these procedures utilized?

b. Are pre-expended bins established, where feasible, for maintenance
facilities within the activity? (Current editions of MCO P4400.5 and
MCO P4790.2)

c. Does the activity have an SOP which adequately covers the establishment
and operation of pre-expended bins?

d. Can nonexpendable repair parts held in a shop be identified with a
specific ERO/SRO?

e. Are control measures utilized to grard against hoarding and layering
of repair parts and expendables? (MCO P4400.15H, paragraphs 02000, 03001,
03012, and 03013)

f. Are supply requisitions reconciled on a timely basis to sufficiently
support the maintenance efforts?

g. Is appropriate action taken on unacceptable status received?

h. Has the activity established supply issue points?

1o. Safey

a. Has an activity safety officer/NCO been assigned?

b. Are sa(ety inspections conducted?

c. Are maintenance/operational personnel aware of the location of safety
devices?

d. Is safety training included in the activity training program?

e. Are safety procedures utilized in accordance with current directives?
(Current editions of NAVMAT P5100 and MCO 5100.8)

f. Is weight lifting equipment load tested in accordance with the current
edition of MCO 5100.177

Figure H-2 Inspection Checklist Continued
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BASE MAINTENANCE DIVISION
Marine Corps Base

Camp Lejeune, North Carolina 28542

MO P5OOh.IA
MAIN/RES/jik

MAINTENANCE ORDER P5OOO.IA

From: Base Maintenance Officer
To: Distribution List

Subj: Standing Operating Procedure for Administration

Ref: (a) BO PSOOO.41A

Encl: (1) LOCATOR SHEET

I. Purpose. To establish procedures regarding administrative matters within the Base Maintenance Division.

2. Cancellation.

3. Applicability.
upon receipt.

4. Certification:

DISTRIBUTIONS: B

Maintenance Order 5000.I

The contents of the Order are applicable to all activities within the Base Maintenance Division

Reviewed and approved this date.

B. W. ELSTON
Rv dlrtlnn





LOCATOR SHEET

iubj: Standing Operating Procedures for Administration

Location:
(Indicate the Location(s) of the Copy(ies) o9’ this publication)

MO P5OOO.IA

ENCLOSURE (I)
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RECORD OF CHANGES

Log completed change action as indicated:
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SOP FOR ADMINISTRATION

SECTION

lOl. CORRESPONDENCE

I. General. Originators of official correspondence emanating from this Division will ensure that such correspon-dence meets the highest standards of accuracy, tone, neatness and speed of action.

2. Format. Correspondence will be prepared in accordance with the Navy Correspondence Manual and the supplementalinstns contained herein and in the reference.

3. "For Official Use Only" CorreDondenc Incoming "For Official Use Only" correspondence will be hand carriedbetween branches for appropriate action. Outgoing "For Official Use Only" correspondence will be delivered tothe Secretary, Base Maintenance Officer for processing and mailing to outside agencies.

4. Classified Correspondence. Classified correspondence will not be retained on a permanent basis by Branches.Any incoming classified material will be band carried immediately to Classified Files, Building for disposition.Classified documents receipted from Classified Files will not be retained overnight by the user.

I02. PREPARATION OF CORRESPONDENCE

I. General. All correspondence originating from this Division to outside agencies will be from the "BaseMaintenance Officer" except as noted in paragraph I03 below.

2. AssemblX of Correspondence. Correspondence will be assembled as follows:

a. Original and one white manifold copy for addressee, one white manifold copy for each "Via" addressee, andone white manifold copy for each "Copy to" addressee.

b. One yellow manifold copy for the Base Maintenance Officer/Reading file. Yellow manifold copies are notrequired for individual personnel actions.

c. One pink manifold copy for the originator’s file.

d. Correspondence presented to the BMO/ABMO for signature will be assembled with the completed original ontop, first page first, last page last. Enclosures, if any, will be placed in chronological order under the lastpage. Extra white copies of correspondence and enclosures will be placed immediately under the original, followedby the pink copy and the yellow copy. Each copy will be stapled and the completed action will be placed in amanila folder and paper clipped to the right-hand side. All references, working papers, etc. will be appropriatelytagged and attached to the left-hand side of the folder.

e. After signature, the BMO/ABMO secretary will forward the correspondence to the appropriate agency, return-ing the pink copy and reference material to the originating branch.

I03. PREPARATION OF CORRESPONDENCE FOR THE COMMANDING GENERAL.

I. Letterhead Stationery. Marine Corps Base letterhead stationery will be used for correspondence addressedfrom the "Commanding General" to activities outside the command and for Letters of Appreciation signed by the
Commanding General.

2. Processing Procedures. In addition to requirements outlined in paragraph I02.2 above, the followingprocedures will be accomplished:

a. An additional pink copy will be prepared for the Base Maintenance Offlcer’s "Hold" file.

b. One "green ladder" manifold copy will be prepared for the Marine Corps Base official files.

3. Action Rrif. An "Action Brif" will ccmnanv correspondence presented for slanature of thm CnmmmnHimgGenea or Cnlef of Staff. The "Action Brief" format is contained in Appendix A of the reference.

4. Review. All correspondence prepared for the Commanding General’s or designated representative’s signaturewill--be placed in a Commanding General folder and then reviewed by the BMO/ABMO. After review, the completed
folder will be forwarded for signature. The BMO/ABMO secretary will retain the pink copy until one pink copy has
been returned by the Base Adjutant. At that time, the pink copy will be returned to the originating branch.

5. Correspondence Signatures

a. Correspondence presented for signature by the Commanding General, or Chief of Staff will be prepared with
the signature section left blank and will be undated.

b. CorreBpondence addressed from the Commanding General to be signed by the Base Maintenance Officer will
include "By direction" i the BMO’s signature block.

c. Business form correspondence signatures will be prepared in accordance with the reference.
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104 SOP FOR ADMINISTRATION

104. AUTHORITY TO SIGN CORRESPONDENCE

I. Policy

a. The Base Maintenance Officer shall sign all official correspondence addressed to higher headquarters
relating to the mission or efficiency of this Division. In addition, the Base Maintenance Officer will normally
sign the following types of correspondence:

(1) Correspondence containing matters of policy.

(2) Correspondence containing matters of major importance to the Division.

(3) Replies to correspondence signed by the Chief of Staff, Assistant Chief of Staff, and major commanders.

(4) Personal awards and decorations.

(5) Maintenance Orders.

(6) Any correspondence containing, directly or by inference, any degree of censure to a subordinate
activity or any correspondence directly or indirectly taking a position contrary to that of an adjacent or higher
headquarters.

(7) Other correspondence which, by law or designated by higher authority, must be signed by the Base
Maintenance Officer.

When specifically authorized by the Base Maintenance Officer, the Assistant Base Maintenance Officer may sign
the foregoing types of correspondence with the exception of (7) above.

b. Authority is hereby delegated to personnel occupying billets listed in Appendix A to sign "By direction"
all routing official correspondence pertaining to matters within the cognizance of their respective branches.
In the temporary absence of the Base Maintenance Officer, the person acting in his stead is authorized to sign
as "Acting" all correspondence for the Base Maintenance Officer.
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201.2

SOP FOR ADMINISTRATION

SECTION II

201. FILES

I. Office of Record. The Base Maintenance Division does not maintain a central Office of Record. Each Branchwill be responsible for maintaining an Office of Record for correspondence applicable to their branch.

2. Commandin9 General,, C esndne._.Corespnece whlch_equlrs the Commanding General’s signature andcorrespondence signed my olrecon oy ne ase Maintenance O?icer for the Commanding General will be maintainedby the originating branch.
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SOP FOR ADMINISTRATION

SECTION III

301. REPRODUCTION

I. Genera]. The Base Maintenance Xerox Reproduction capability is under the supervision of the Director,
Admiive Branch. Each Branch is responsible for performing their own reproduction.

2. Economy. Inasmuch as the reproduction machine is leased on a per copy basis, it is mandatory that copy work
be rred to absolute needs. Copy work should not be accomplished when appropriate utilization of carbon paper
or other duplication means will serve the purpose at less expense to the government.

3. Specific Instructions Reardin Use of the Xerox Machine

a. The Xerox Room will be secured at all times. Branch secretaries, P&E Section, Work Management Section and
F&A Section will be issued keys for access to the room. Other personnel desiring Xerox reproduction will submit
work to Branch secretaries for reproduction.

b. It is recoended the reproduction requirements within each Branch be compiled and reproduced at one
time, whenever possible.

c. Non-official reproduction will not be accomplished without the express permission of the Director,
Administrative Branch.

c. Branch Secretaries and representatives of the Section noted in paragraph 3a, above, will be sufficiently
trained to properly operate and correct stoppages in the machine. Machine failures that cannot be corrected will
be reported to the Administrative Branch.

e. Maximum use of the capabilities of the machine will be utilized (i.e., printing on both sides, collating,
etc. ).

f. Correspondence, reports, etc., which originate within the Division will be submitted to the Director,
Administrative Branch for reproduction by the Base Printing Plant when duplication consists of:

(1) more than two pages and requires 20 or more copies;

{2) two pages or less and requires 35 or more copies.

4. Printlng/Dupllcatln Requirements. All requirements for printing/duplicating service will be forwarded
through the Administrative Branch for review and processing.
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APPENDIX A

DELEGATION OF AUTHORITY TO SIGN
"BY DIRECTION" OF THE BASE MAINTENANCE

OFFICER

Assistant Base Maintenance Officer

Director, Administrative Branch

Director, Operations Branch

Director, Utilities Branch

Director, Maintenance and Repair Branch

LIMITED "BY DIRECTION" AUTHORITY

Supervisory Budget Analyst routine accounting matters only

A-l





CODE

A

B

C

D

E-L

M

N

0

P

Q-T

U

V-Y

Z

APPENDIX B

DISTRIBUTION CODES

DISTRIBUTION

Orders, Directives and Letters of policy, guidance and information. Distribution to all
Branches, Sections and First-line Supervisors.

Orders, Directives and Letters of policy, guidance and information. Distribution to all
Branches and Sections (including Foremen).

Orders, Directives and Letters of policy, guidance and information. Distribution to all
Branches.

Orders, Directives and Letters of policy, guidance and information applicable to Marine
personnel. Distribution limited to Section assigned Marine personnel.

Not Used

Orders, Directives and Letters of policy, guidance and information applicable to Maintenance
and Repair Branch. Distribution limited to Shops/Sections in M&R Branch.

Not Used

Orders, Directives and Letters of policy, guidance and information applicable to Operations
Branch. Distribution limited to’Sections in Operations Branch.

Orders, Directives and Letters of policy, guidance and information applicable to Admin
Branch. Distribution limited to Sections in Admin Branch.

Not Used

Orders, Directives and Letters of policy, guidance and information applicable to Utilfties
Branch. Distribution limited to Shops/Sections in Utilities Branch.

Not Used

Orders, Directives and Letters of policy, guidance and information. Distribution to all
civilian employees.
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Base Maintenance Officer
Assistant Base Maint Officer
Admin Dir

Personnel Asst
F&A Supv
Prop Mgmt Supv

Opns Dir
Wk Mgmt Supv
Wk Rec Supv
P&E Supv
Insp Supv

M&R Dir
Veh Opns Supv
Gen Trades Gen F
Bldg Trades Gen F
Foreman Shop 41
Foreman Shop 43
Foreman Shop 44
Foreman Shop 45
Elec Gen F
Foreman Shop 51
Foreman Shop 52
Foreman Shop 53
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Foreman Shop 61
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Emer Svc Gen F
Foreman AS
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LIST OF BASE ORDERS UNDER THE
COGNIZANCE OF THE BASE MAINTENANCE

DIVISION

TITL______E
Lawn mowers

Turn-in of Scrap Lumber, etc.

Utilities Appraisal Board

Control of Household Pests

Base Maintenance Order

Prohibition of Litter Aboard MCB

Utilities Conservation

Refuse Disposal Procedures

Fluorescent ighting

Moratorium on Installation of Air Conditioning

SERIES
4400.16

4570.IC

5420.18D

6250.4E

PllOl4.|G

llOl4.8A

ll300.1G

I1350.2

I1360.I

I1380.4

DATE
Mar 79

Jan 78

Apr 80

Oct 81

Jun 81

Jul 78

Aug 76

Jul 80

Aug 76

Sep 79

PROPONENT
BRANCH

Opns

M&R

Admin

M&R

Opns

M&R

Admin

M&R

M&R

Opns
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BASE IAINTENANCE DIVISION
Marine Corps Base

Camp Lejeune, North Carolina 28542

MO F5100. B
MAIN/RES/jik

NOV 0 3 1982

ITENANCE ORDER P5100.IB

From: Base Maintenance Officer
To: Distribution List

Subj: Base Maintenance Division Safety Program

Ref: (a) MCO 5100.8E
(b) BO P51OO.3F

Encl: (1) LOCATOR SHEET

I. . To promulgate the active concern of the Division in implementing safety programs as outlined in

references (a) and (b) and to provide i.nternal safety guidance.

2. Cancellation. Maintenance Order 5100.1A.

3. Applicability. The provisions of this Order are applicable to all personnel and activities within the Base

Maintenance Division upon receipt.

4. Certification. Reviewed and approved this date.

B. W. ELSTON
By direction

DISTRIBUTION: B





LOCATOR SHEET

Subj: Base Maintenance Division Safety Program

Location:
(Indicate the location(s) of the copy(ies) of this publication)

MO P51OO.IB

NOV 0 3 ’982

ENCLOSURE (1)
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BASE MAINTENANCE DIVISION SAFETY PROGRAM I05.4

SECTI’ON
GENERAL

lOl. POLICY. It is the policy of this Divlslon to establlsh and enforce a comprehenslve accident and injury
preventive program in accordance with current safety regulations and publications.

I02. RESPONSIBILITIES

I. The Base Maintenance Officer is responsible for the establishment and enforcement of programs and orocedures
for accident prevention and safety consistent with current directives, and for providing a safe working environment
for personnel under his command.

2. Supervisors at all levels are responslble for:

a. Maintaining a safe working environment through the elimination of safety hazards.

b. Enforcing the adherence to all safety regulations by employees under their jurisdiction.

c. Providing adequate safety training and ecuipment for employees.

3. Employees at every echelon are responsible to ensure they understand and observe safety standards and regulations
established for the prevention of injury to themselves and other persons, and to Drooert.v and eouioment.

I03. APPOINTI.IENTS. The incumbent Administrative Officer, Administrative Branch, is desionated as the Base
Maintenance Division Safety Officer. Duties of the Safety Officer are contained in paragraph 302.2 below.

I04. SAFETY LITERATURE

I. The Base Maintenance Safety Officer is responsible for obtaining and distributing safety literature.

2. Supervisors desiring specific safety literature applicable to their shop or plant operations should submit
requests to the Administrative Branch for action.

3. Applicable safety literature should be made available for reading by supervisors and employees at all levels.

I05. PROTECTIVE CLOTHING AND EQUIP[IENT

I. Protective clothing and equipment is furnished for the express urDose of preventing injuries to emDloyees
working in hazardous areas and/or occupations.

2. Supervisors will ensure that employees utilize clothing and eauipment when engaged in operations reouiring
their use.

3. Protective clothing and equipment required for use in designated areas can be obtained by contactlna the
Property Management Section, telephone 530n.

4. Employees and supervisors will periodically inspect safety eouipment to ensure that it has not become
unserviceable. Unserviceable equipment will be turned in to the Property Management Section for disposal.
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SECTION II

SAFETY STANDARDS ANO PROCEDURES

201. SAFETY STANDARDS

I. A|I personnel must glve actlve support through Inltlatlve and leadershlp n safety matters.

Z. Safety must be consldered mportant In both work Improvement and production.

3. Environments must be provlded and mInta|ned to assure mlmum safety to personnel In offlces, shoos, utilltv

p]ants, and in the fle|d.

6. Metbods and operatln9 procedures must be such that personnel w111 not be exposed unnecessarily to accidents

or tndustrta] health hazards.

5. Personnel wtll be Instructed to work t. a safe way at all ttmes, and methods must be conttnuallv revised to

ensure that Jobs are being performed safely as we|l as efficiently.

6. Safety devices and mechtne guards wtll be furotshed for hazardous operations and daner points, and use is

mandatory.

7. Ample protection from electrical shock must be provided.

B. Persona] protective eutpment will be wor by personnel engaged tn hazardous work, and its use .tll be

andatory.

9. Personnel wtll be a$$1glled only to Jobs they ar physlca|ly qualified to perform and permitted to work only

when physically flt.

10. Equipment. too|s and COmlonent parts used by personne| wtll be so designed and built so that work can be

carried out safely and efftctent|y.

11. InurteSo howove mtnor, and dtseases artstn9 frmm Industrial operations wll be L-reared and reorted promptly

n accordance .tth safety rules and reu|attons.

02. SHOP SAFETY PROCEDURES

I. The Intent of thts Order ts to provtde generl safety gutdance and no1; speiftc shop procedures. Therefore,

shop supervisors w11 Institute rltten shol) safety proceduros.fer their.respective soo or o.lant.

fOOt etc. l, equlplltent 118Zaro$ ano SaTegur, =mea.,-j,--,-.--

’other’safet; tnfomatlon ded appllcable by the shop supervisor.

3. The Shop Safety Procedures and thts Oer vtll be pemanently displayed on all shoo bullettn boards.

203. SAFETY ORIENTATION ANO TRAINING

1. New shop employees wtll be gtven a safety orientation by the shop supetIsors whtch will include the Shoo

Safety Procedures and ontets of thts Order.

Z. Appropriate tra|ntng tll be gven n eeploye on equtplmt and/or operations of hlqh hazard rtsks.

3. Employees returning tO duty from safety related on-the-:lob tluHes tll be crtttoued by the SUlVtSOr to

revent recurrence of stmlar accidents.

20a. SAFETY IHSPECTIOt|S

I. Inspections w111 be conducted by suervlsos at a11 leels on a contlnuinq basis to determine and correct

unsafe practices or condltlon$ before they cause accldents,

2. Olscreancles noted on safety Inspectlons w111 be corrected Inedlately. Corrective action not within the scooe

of a shop supervisor will be reported to the Base Malntenance Safety Officer.

3. In the event corrcve action cannot be IMmediately accomltshed, appropriate action will be taken to inform

oersonne|o deadltne equipment, etc. to avoid a Imsstble accident.
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BASE MAINTENANCE DIVISION SAFETY PROGRAM

Lock-out and Tagging of Power Sources

i. Employees are required to lock-out and tag the main source of power before

any maintenance, inspection, cleaning, adjusting, or servicing of equipment

or systems (electrical, mechanical or other) that requires entrance into, or

close contact with, machinery, equlpment or systems that have potential to cause

injury or death. The lock-out shall be of a technique that physically prevents

a reactivation of a main power source by means of padlocks, blank flanges,

padlock-with-chains, or similar devices, and accompanied by a tag that has the

installer’s full name, shop, phone number and date of installation.

2. In any instance where a physical lock-out of the main power source is not

possible, a "watch stander" is required to be located at the control device

for the duration of any work efforts. Employees performing the work are

responsible for complying with either the physical lock-out or the watch-standing

arrangement.

3. Supervisors are responsible for training or reviewing lock-out/tagging

procedures with each employee not less than on an annual basis and each

training/review session shall.be documented accordingly. Documentation will

include the signature of each employee as confirmation that training/review

of lock-out/tagging has been conducted and understood.

4. Every shop that conducts work involving electrical, mechanical, hydraulic,

pneumatic, or any potentially harmful power source is required to conduct

training/revewions.

5. New employees are t receive training prior to any work assignment.

Typically, this is to be done during shop check-in.

6. All employees required to perform lock-out/tagging will be furnished

appropriate locks and tags at all times. Each employee required to perform

lock-out/tagging will also be furnished with the OSHA Standard Requirements

Forocking and Tagging Guide for reference. Respective shop foremen are

responsible for providing and maintaining an appropriate supply of items.

7. The Directors of Utilities and Maintenance and Repair Branches are responsi-

ble for implementing, verifying, and associated record-keeping requirements

to ensure compliance with the procedures as described in this paragraph.

2-2
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SECTI Ill

SAFETY COMMITTEES

301. POLICY. The following Safety Councils and Committees are established as a hart of the Maintenance Safety

Program--t-6-Tnitiate and take action to prevent accidents and injuries, through supervision, education of personnel,

and by stressing safety consciousness.

302. BASE MAINTENANCE SAFETY POLICY COMMITTEE

I. The Safety Committee will meet when called by the Chairman and will consist of the following members:

Maintenance Division Safety Officer, Chairman
Administrative Branch, one member
Operations Branch, one member
Maintenance and Repair Branch, three members
Utilities Branch, one member

2. The responsibilities of the Safety Committee Chairman, with assistance from members as required, shall be

as follows:

a. Represent the Base Maintenance Division at Base Safety meetings as required.

b. To coordinate with the Base Safety Director and to study safety problems inherent in the Maintenance
Division.

c. To formulate safety policy for the Maintenance Division and to provide guidance for a successful safety

program.

d. To provide adequate safety information, publications and other educational materials.

e. To keep the Maintenance Officer informed at all times of the safety problems encountered and the progress
of the program.

f. To conduct periodic safety inspections within the Division and to provide guidance and technical advice.

g. To review minutes of the meetings held by CoIttees established in paragraphs 303 and 304 and to follow
up on any items considered necessary.

303. SUPERVISORS’ SAFETY COFITTEE

I. Organization. The Maintenance and Repair and Utilities Branches will each. establish a Supervisors’ Safety

Committee. Meetings will be held as called by the Chairman and a copy of minutes submitted to the Safety Policy

Committee.

2. Mebership. Membership will be designated by the Director of the Branch and it will be headed by a senior

supervisor who will serve as Chairman, and a clerk-typist will be assigned as recorder.

3. Purpose

a. To consider accident prevention problems on a high supervisory level within each Branch and to increase

interest of supervisors in the safety program.

b. To work in close cooperation with the Maintenance Safety Officer, Base Safety Director, and the Shop

Safety Committees.

c. To arouse and maintain interest in safety at the workers level and to recomend disciplinary action for

safety violations.

d. To review and evaluate recommendations of the Shop Safety Committees and forward to the Maintenance

Safety Officer with recommendations.

e. To conduct frequent and adequate safety inspections of work areas and to investigate accidents and

determine their cause.

f. To assure that personal protective equipment is provided to personnel and properly used when required
and that sound safety policies are adopted and enforced.

304. SHOP SAFETY COHIITTEE

I. Organization. Each Office/Shop/Plant within the Branches will establish a Shop Safety Committee. Meetings

will be held mo’nthly and a copy of the minutes submitted to the Maintenance Safety Officer.

3-I



304.2 BASE MAINTENANCE DIVISION SAFETY PROGRAM

2. Membership. Membership will be designated by the Branch supervisor and the senior supervisor in each shop
will be designated as the Chairman. Members may be either appointed or elected.

3. Pur_

a. To increase interest at the worker level, discover existence of accident hazards, and solicit suggestions
for corrective action.

b. To assist in and solicit cooperation of fellow employees in maintaining safety principles, good house-
keeping and safe work habits.

c. To be alert for unsafe acts and discourage horseplay among fellow workers.

d. To assure all accidents, however minor, are reported promptly and that personnel involved receive first
aid or medical attention as appropriate.

e. To assure that all hazardous areas within their respective shops are properly identified and regulations
are enforced.

f. To work in close cooperation with the Supervisors’ Safety Conittee.

g. To study causes of accidents and consider preventive measures to eliminate them.

3-2



:l.. i,dWI:.Report shall.be-.prepared for each. Ccld as-required by 0 5101.8D.

.2. In the case of c$vlian loyees the ort Js prepared only If the.employee sustains an occupational injury
or illness that sultS In a fatality or uses loss of plont for any full day or shift following the day
of the accident.

3. A re.rt is also required if an accident causes damage to government property or equipment (excluding tor
vehicles)of $I00 or more.

402. PROCEDURES

I. Upon detemination that a report is qulred, the idlate supervisor will contact one of the persons
indicated below for assistance in preparing the report:

Supervisorg, Operations Branch contact Secretary, Operations Branch

Supervisors, Utilities Branch contact’Secretary, Utilities Branch

Supervisors, General Trades and Emergency Service Section contact Secretary, Maintenance and Repair

ao

Branch

e.

Supervisors, General Services Section contact Secretary, General Services Section

Supervisors, Administrative Branch contact Secetary,.Admlnlstrative Branch

2. The supervisor should have all pertinent information available when preparing the form to preclude delays
in submitting the report.

403. REPORT PREPARATION

I. Assistance in preparing the report can be obtained by following the step by step instruction when completing
the repprt.
2. The report is required to be submitted in duplicate within lO days of the date of the accident or injury,
however, the report requires the signature of the injured person which may delay final submission of the report.
Supervisors should,however, conduct their investigation and complete the report as soon as possible to determine
if immediate corrective action is required to eliminate a possible hazard to other e,mployees.

3. SpeciYic attention should be paid to items 28, 29 and 31 of the report. Comments such as "None, N/A, and
no corrective action required" are not considered acceptable. 97% of all accidents can be attributed to unsafe
acts or personal factors and some corrective action is applicable. It should be noted that the Accident/
Injury Report does not reflect any adverse action nor does it affect compensation or other employee entitlements.
The report is used only for statistical, purposes and determination of safety standards.

404. STAFFING

I. The completed report will be staffed and reviewed by branch heads as a matter of information and to identify
possible hazard areas.

2. Upon review by branch heads the report will be forwarded to the Maintenance Safety Officer (Director,
Administrative Branch) for final review.. All Accident/Injury reports will be discussed and critiqued at all levels of safety meetings within the
laintenance Division.

4-I





UNITED STATES MARINE CORPS
Base Maintenance Division

Marine Cor Base
Camp Lejeune, NC 28542

MO P5400.1B
MAIN/RES/rsm

0 7 1984

MAINTENANCE ORDER P5400.1B

From: Base Maintenance Officer
To Distribution List

Suoj: Base Maintenance Division Organization and Functions Manual

Encl (i) LOCATOR SHEET

I. Purpose. This Order promulgates the official organization and functions of the
Base Maintenance Division.

2. Cancellat ion. MO 5400. IA

3. Applicability. The provisions of this Order are applicable to all activities
within the Base Maintenance Division.

4. Certification. Reviewed and apoved this date.

T. ILRSHALL

BIJTIBUTICN: B





MO P5400.1B

LOCATOR SHEET

Subj: Base Maintenance Division Organization and Functions Manual

Loction:
(Indicate the Location(s) of the Copy(ies) of this Publication)

ENCLOSURE (i)
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RECORD OF CHANGES

Log completed change action as indicated.

hange
Number

Date of Date
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Signature of Person
Entering Change
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Figure l-l.--Organizational Chart Base Maintenance Division
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BASE MAINTENANCE DIVISION ORGANIZATION AND FUNCTIONS MANUAL

CHAPTER 1

GENERAL

i001. MISSION. To provide maintenance and repair of buildings, grounds, paved
surfaces, ut--6[Yities systems, and other real property facilities; operation of
utilities systems, includin utility purchases; energy management; engineering
support services, such as Division administration, post control, revise and garbage
collection and disposal; milor construction; work support for government owned
property encompassing installation, fabrication, technical inspection, and repair of
personal property and miscellaneous service for other than real property which is
not the responsibility of the user.

1002. BASE MAINTENANCE OFFICER. The Base Maintenance Officer is a Special Staff
Officer under t-6-staff’cognizance of the Assistant Chief of Staff, Facilities. The
Same Maintenance Officer is responsible for the management of the real property
maintenance and repair program, utilities operations, and energy management.

1003. ASSISTAIT BASE MAINTENANCE OFFICER. Proviues executive direction for the
internal management and ope’rations of the Division. Responsible for coordinating
efforts and duties of the special staff and the four Branch Directors. Performs the
day-to-day responsibilities ith the drected authority of the Base Maintenance
Officer and acts for same in is absence.

1004. SPECIAL STAFF. Maintenace NCO. Liaison between military and civilian work
force .in areas "o--{ maintenace and area police. Maintenance representative on
ins p_ct ions and conferences.
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ADMINISTRATIVE

OFFICER

PERSONNEL
FINANCE I PROPERTY
& ACCT MANAGEMENT

Figure 2-1.--Organizational Chart, Administrative Branch
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CIIAPTER 2

ADMINISTRATIyE BRANCH

2001. ADMINISTRATIVE BRANCH. Advises and furnishes assistance t6 management at all
levels o--- supervision on matters involving administration, office services,
lrsonnel relations, roerty controlland accountability, and fiscal policy and
lograms.

2002. PERSONNEL SECTION. Provide assistance and support to survisors and
civilian employees in matters regarding disciinary actions, appeals, grievances,
complaints, attendance, leave, securityclearances, incentive awards, hours of worE,
contributions, collections, employment and classification, personnel actions,
timekeeping, trave& orders, and fund drives.

2003. FINANCE AND ACCOUNTING SECTION, Provides management and accountability for
all obl[ions an--6---nditures chargeable to Fund Administrator 23. Formulates
theBase Maintenance Division budget, analyzes variances and executes internal
fiscal review and control. Maintains utilities usage data for reimbursable customer
billing.

2004. PROPERTY MANAGEMENT SECTION. Coordinates and expedites supy supFort.
Maintains records and accountability of classes III and IV ant property, Garrison
Mobile Engineer Equlgnent, and minor property items. Conducts audits and reviews of
on hand property and equinent.
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CHAPTER 3

OPERATIONS BRANCH

Paragraph

OPEPTIONS BRAICH 3001
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BRANCH

DIRECTOR

PROGRAMMING &
WORK RECEPTION

OPERATIONS
OFFICER

FACILITIES
PLANNING & INSP

WORK
MANAGEMENT

Figure 3-1.--Organization Chart, Operations Branch
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CHAPTER 3

OPERATIONS BRANCH

3001. OPERATIONS BRANCH. Responsible for the planning and execution of the
Controlled Maintenance Program. Prepares and maintains the Long Range Maintenance
Plan. Screens and classifies all work requests. Is=ues job orders for authorized
work and schedules quarterly/annual work programs for the accomishment of work by
te maintenance and repair shops. Conducts Type "A" Annual Inspection Summary and
inspects competed projects. Approves and monitors self-help and troop training
projects. Determines needs for engineering advice and maintains liaison with Public
orks Division.

3002. PROGRAMMING AND WORK RECEPTION SECTION. Maintains a service desk for
emergency maintenance and repair of factilities. Reviews and approves routine wock
requests. Preres the quarterly/annual work programs. Maintains the Facilities
History File.

3003. FACILITIES PLANNING AND INSPECTION SECTION. Provides inspection and cost

estimates for new work required to correct maintenance and repair deficiencies.
Prepares controlled maintenance job orders denoting labor and material requirements
and costs. Develops and maintains the Long Range Maintenance Plan. Maintains
liasion with tNe Public Works Divison and provides scope of work information for the
[eparation of projects and contracts. Reviews contract ans and specifications
and represents the Division at final inspection of contract work.

3004. WORK MNAGEMENT SECTION. Responsible for the scheduling of minor and

specific work authorizations. Orders and maintains accountability for project
materials. Maintains and issues a weekly schedule of work by sop. Coordinates

starting dates of work with customers.
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Figure 4-1.--Organizational Chart, Utilities Branch
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CILAPTEH 4

UTILITIES BRANCH

4001. UTILITIES BPANCH. Provides utilities services for the Cam Lejeue complex
through--t- oeration of steam, water and sewage plant facilities. The Branch also
las tb.e responsibility for maintaining cold storage facilities.

4002. .TEAM GENERATION. Facilities consist of seven central heating plants of both
coal an-$-I types containing 25 moilers rangin in size from 125 HP to 3000 HP
hic require continual shift operators. There are an additional 60 automatic
heating plants that require daily checks. Plant personnel perform inspections and
schedule replacement programs.

&O03. WATER TIIEATMET. Facilities consist of seven water treatment plants and 96
wells. All treatment ,lants require full or lrt-time watch. All ells are checked
on ech shift. Plant ersonnel perform inspections and schedule replacement
Frograms.

4004. SE$AGE TEAENT. Facilities consist of seven treatment plants with 75 lift
stations o povide sewage treatment for the Cam Lejeune complex. All plants
require full or Fart-time watch. All lift stations are checked on each shift.
Plaat [ersonne! perform inspections and schedule replacement programs.

005. COLD STOPPAGE. Plant personnel oIerate equipment required for the
refrigeration 6- perishable items. The plant has nine compressors with to systems
for direct expansion and circulation. Plant personnel perform inspections and
schedules re placement p,rograms.

4006. EIERGY MONITORING AND CTP.OL SECTION. Facility consists of a MODCOMP II and
Hewlett-Packard 7--0 dig-l computer to monitor and control utility usage and
assist in the identification of areas relative to energy conservation. The section
also employees a Motorola load management system to control peak electrical demand
reluirements.
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CHAPTEP. 5

MAINTENANCE AND REPAIR BPNCH
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BRANCH
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EMERGENCY [ GENERAL
SERVICES TRADES

MOTOR
TRANSPORT

GENERAL
SERVICES

Figure 5-1.--Organizational Chart, M & R Branch
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CHAPTER 5

MAINTENqCE AND REPAIR BRANCH

5001. MAINTENANCE AND REPAIR BiNCH. Responsible for the maintenance and repair of

buildings, structures, roads, grounds, distribution systems, air conditioning, and

assorted equipment. Performs services such as insect and rodent control,
horticultural management, refuse collection and the operation and maintenance of
heavy equipment.

5002. EMERGENCY SEP.VICES SECTION. Performs emergency service type work utilizing
persone--r- the mec’-[$a--[---uildings trades at Marine Corps Base and outlying

5003. GEE-XL TPDES SECTION. Performs variety of maintenance and repair in the
mechani-[[-g trades to include carpentry, plastering, masonry, painting,
electrical and electrical distribution system, refrigeration, water and serage
systemm, and metal working.

5004. GENEraL SERVICES SECTION. Responsible for the maintenance and repair of
roads, -7tand, storm sewers and ditches, and improved and unimproved lands.
Directs and controls insect and rodent control programs. Collects and disposes of
refuse and aroage and maintains sanitary landfill facilities. Provides for the
operation and maintenance of coustraction equipment. Operates and maintains the
Onslo. Beach Bridge.
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UNITED STATES MARINE CORPS
MARINE CORPS BASE

CAMP LE.JEUNE, NORTH CAROLINA 28542

MO 5560.ID
MAIN/RES/jik

MAINTENANCE ORDER 5560.ID
From: Base Maintenance Officer
To: Distribution List

Subj: Assignment of Parking Spaces in front of Building 1202 and Building II03

Encl: (1) Diagram of Assignment of Parking Spaces

I. . To assign parking spaces in front of Building 1202 and Building 1103.

2. Cancellation. MO 5560.IC

3. Assigned parking spaces. Enclosure (1) contains assigned parking spaces for individuals, and branches. Branch
heads are responsible for the assignment of parking spaces within their respective branch. Parking spaces in
front of Building ll03 are reserved for the NREA Branch.

4. Personnel not assiBned spaces. Personnel not assigned a parking space may park in the lot adjacent to
Building 1203. Parking of civilian vehicles is prohibited in the rear of Building 1202. Parking violators will
be subject to a traffic citation.

5. Official Vehicle/Business spaces. Spaces in the iBmediate front of Building 1202 are reserved for visitors
conducting business with the Base Maintenance Division. Permanent personnel within Building 1202 are directed to
refrain from the use of such spaces.

Distribution:
BMO (3)
Admin Br (5)
M&R Br (45)
NREA Br (7)
Opns Br (7)
Util Br (7)
Bulletin Boards (9)
Maint NCO (1)









BASE MAINTENANCE DIVISION
Marine Corps Base

Camp Lejeune, North Carolina 28542

MO P7400.I Ch 1
MAIN/RES/j[k

AUG 2 983

MAINTENANCE ORDER P7400.I Ch 1

From: Base Maintenance Officer
To: Distribution List

Subj: Timekeeping and Labor Distribution Procedures

Encl: (i) New page inserts to MO P7400.I

[. Puose. To transmit page inserts to Maintenance Order P7400.Io

2. Action. Remove and destroy pages 1 and 2, 1-5, 1-6 and 1-7 and replace with the enclosure hereto.
Remove page 3-1.

Distribution: A





BAE MAINTENANCE DIVISION
Marine Corps Base

Camp Lejeune, North.Carolina 28540

MO P7400.I Ch 1
MAIN/RES/jik

MAINTENANCE ORDER P7400.1 Ch 1

From: Base Maintenance Officer
To: Distribution List

Subj: Timekeeping and Labor Distribution Procedures

Ref: (a) BO 7420.2C
(b) BO 7430.IC
(c) BO 12630.IG
(d) BO 12532.1P
(e) BO 12810.i

Encl: (i) LOCATOR SHEET

Reports Required: I. MCBCL 5330 Overtime Report

i. urpo{. To establish procedures for timekeeping administration and labor distribution for all
civilian personnel of the Base Maintenance Division in accordance with references (a) through (e).

2. ac___round. The Bi-weekly Timecard and Labor Distribution Card are the sole methods by which
individual pay enitlements and specific job labor costs are identified and accumulated. The accurate
recording of data on the cards by supervisory personnel is of prime importance to employee morale and
the effectiveness of the Cost Accounting System.

3. s_ponsibilities.

a. Director, Administrative Branch:

(I) Informing supervisors of current procedures for the completion of timecards and labor
distribution cards.

(2) Publishing annually an index of standing job order numbers to assist in accurate
allocation of labor costs.

(3) Periodic review of Bi-weekly Timecards and Labor Distribution Cards to ensure that current
procedures are being followed.

(4) Rendering assistance and instruction to supervisors and other personnel in timekeeping and
labor distribtuion functions.

(5) Distribution of blank cards to appropriate work centers and the delivery of completed
cards to Civil Payroll.

b. Supervisors:

(I) Ensuring that a timecard and, where applicable, labor distribution card is maintained
daily for each employee.

(2) Monitoring and enforcing clocking in and out procedures.

(3) Submitting changes in work schedules, shift schedules, and job assignments.

(4) Verifying the content and accuracy of time and labor distribution cards.

4. Falsification of Timecards. The intentional recording or certification of fraudulent entries on
the timecard is a violation of federal law. Any employee who knowingly allows erroneous data to be
entered the timecard will be subject to immediate disciplinary action.

5. Overtime and Holiday Work.

a. Scheduled overtime is not authorized to be performed unless approved in advance by the AC/S
Comptroller. Branch Directors who forese requirement for scheduled overtime will forward request
to the AC/S Comptroller via the Base Maintenance Officer denoting the number of hours expected
overtime and the reason why overtime is required.

B. The Base Maintenance Officer has been delegated authority to approve and order unscheduled
overtime/work relative to emergency repairs to utility systems and other facilities. The Base
Maintenance Officer further delegates this responsibility to the incumbents of the following positions:
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(1)
(2)
(3)
(4)
(5)
(6)
(7)
8)
9)
10)
ll)

13)
14)

Assistant Base Maintenance Officer
Director, Utilities Branch
Director, Operations Branch
Director, Maintenance and Repair Branch
Director, Administrative Branch
Assistant Operations Officer
Utilities General Foreman
General Foreman, Shop 81"
General Foreman, Shop 83*
General Foreman, Shop 84*
General Foreman, General Trades
General Foreman, General Services
General Foreman, Emergency Services
on Shift night/weekend supervisor*
Approval of overtime only. Cannot certify timecards.

The Director, Administrative Branch will provide the Civil Payroll Branch current list of
all persons authorized to certify overtime and holiday pay along with specimen of signatures.

d. An overtime report (MCBCL 5330) will be prepared by the Administrative Branch and forwarded to
the AC/S Comptroller each Tuesday denoting overtime/holiday work performed for the preceding eek.
Branch Directors will provide necessary input to the Administrative Branch NLT 1200 hours each Monday.

6. Procedures

a. Procedures for the completion of the Bi-weekly Timecard contained in Section I.

b. Procedures for the completion of the Labor Distribution Card contained in Section II.

7. pplicabilitZ. The provision of this order applicable to all personnel and activities within
the Base Maintenance Division upon receipt.

8. Certification. Reviewed and approved this date.

DISTRIBUTION: A

J. T. MARSHALL
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n. Leave without Pay

(I) Leave Without Pay (LWP) is a temporary non-pay status and absence from duty, granted upon
an employee’s request. An employee may not be placed on LWP by the superisor without his/her consent.

(2) The basic conditions and requirements for granting LWP are contained in reference (c).
Normally supervisors should not grant LWP if the employee has accumulated annual sick leave.

(3) Employees who are on worker’s compensation ,(after the initial 45-day traumatic injury
leave) will be carried in a leave without pay status as outlined in sub-paragraph below.

(4) Since leave without pay is non-pay status there is no JON available to reflect the

costs. Supervisors/Timekeepers should not charge this time to other leave JON’s.

(5) Examples of leave without pay entries are contained in Figure 1-9.

o. Military Leave

(i) Permanent employees who members of a reserve component or National Guard must be

granted military leave under circumstances outlined in reference (c). Temporary or intermittent

employees not entitled to military leave.

(2) When an employee must be excused from work due to periods of active duty he/she should

request, through the immediate supervisor, that military leave be shown on his/her timecard.

(3) Upon completion of the active duty, the employee will submit certified copy of his/her
orders to the, Civilian Personnel Division for approval. The approval will then be forwarded to Civil

Payroll for inclusion in the employee’s records. If the military leave is disapproved, arrangements
will be made to change the military leave to annual leave or leave without pay.

(4) An example of a military leave entry is shown in Figure i-i0.

p. Overtime

(i) Overtime is actual work performed in excess of the regularly scheduled eight hour shift

or 40 hours work week. Time required for travel between residence and place of employment is not work

and is not overtime.

(2) Only the persons noted in paragraph 5b of the Order are authorized to approve overtime.

(3) Any timecard denoting overtime must be certified by an individual described in paragraph
5b. This signature will appear below the signature of the certifying official for regular time.

(4) Under the Fair Labor Standards Act (FLSA), nonexempt employee (includes most

non-supervisory Base Maintenance employees) is entitled to overtime compensation for all work which

management "suffers or permits". This includes any work in excess of 40 hours per week, any work

performed prior to or after shift hours, or work performed during the prescribed lunch period. Under
FLSA this entitlement is authorized, whether requested or not, if the supervisor has reason to believe
it is being performed. Supervisors will ensure that overtime work is not performed except when

payment for such overtime is intended.

(5) Overtime is paid at 1 1/2 times the rate of the employee’s normally scheduled shift.

Example:

Employee normally works 0800-1630 is called in at 2300. Employee is paid regular overtime (CO).

Employee working 1600-2400 is required to replace employee for 2 hours on third shift. Employee is

paid overtime at 2nd shift rate (CS).

Employee whose last shift was third shift is on day off and is required to work overtime

1200-1600. Employee is paid third shift overtime rate (CT) since this his/her last scheduled

shift.

(6) Overtime is credited in increments of 1/4 hour. Whenever employee is required to

return to work (call back), the employee is entitled to a minimum of two hours overtime.

(7) Example of overtime entries are contained in Figure i-ii.

q. Sick Leave

(I) Sick leave will be granted an employee under circumstances noted in reference (c).

(2) Sick leave will not be granted to employees on extended icave without pay.

I-5
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(3) Sick leave will not be annotated on the timecard unless the employee has requested it.
An employee who has not reported for work will initially be carried as absent without leave until such
time the employee notifies the supervisor of his/her status. When employee reports that he/she
is incapacitated and unable to work, such notice is considered tantamount to request for leave.
Such absence will be shown on the timecard as sick leave. (Civil Payroll will take any necessary
action to charge the leave to another form if the employee does not have sufficient accrued sick
leave.)

(4) Sick leave in excess of three days will be documented on SF-71 and submitted with the
timecard forwarded to Civil Payroll upon the employee’s return.

(5) If, upon the employee’s return to duty the substantiating evidence may be required is
disapproved, the absence will ordinarily be changed to absent without leave. There may be

circumstances where the granting of sick leave cannot be granted but approval of annual leave leave

without pay is warranted. In such instances, supervisors should exercise judgement and approve such
leave.

(6) Examples of sick leave entries are shown in Figure 1-12.

r. Shift Differential (Ungraded)

(i) Second Shift An authorized shift differential of 7 1/2% will be paid for the entire
shift when five or more hours of the employee’s regularly scheduled non overtime hours of work fall
between the hours of 3 p.m. and midnight.

(2) Third Shift An authorized shift differential of 10% will be paid for the entire shift
when five or more hours of the employee’s regularly scheduled non overtime hours fall between the

hours of ii p.m. and 8

(3) Examples of shift differential entries are shown in Figure 1-13.

Sunday Premium

(i) Sunday premium pay is additional compensation for employees whose regular basic work

schedule includes any of the 24 hours on Sunday. This period begins midnight Saturday and ends

midnight Sunday.

(2) Premium pay is 25% of the employee’s basic hourly rate.

(3) Examples of Sunday premium entries are shown in Figure 1-14.

t. Temporary Additional Duty (TAD)

(i) Employees on TAD will have timecards annotated as shown in Figure 1-15.

(2) Supervisors/Timekeepers should not use JON’s identified for TAD or Tuition/Registration
Fees. These JON’s are established to capture costs associated with TAD travel, etc. Timecard entries
should reflect appropriate shop overhead JON’s.

(3) Employees should be advised that they may be charged annual leave leave without pay if
travel times noted in TAD vouchers and the timecard do not agree or are unreasonable. Example: An
employee TAD to Raleigh departs from Raleigh at 0800 Thursday. His timecard reflects that he does not
return to normal duty until 0800 Friday. Unless the employee can offer some reasonable explanation
he/she will be charged annual leave leave without pay for portion of the Thursday work day since
normal travel time from Raleigh would not exceed 4 hours.

*Uo Traumatic Injury/Compensation

(i) Specific requirements and further information regarding Traumatic Injury
(TI)/Compensation are contained in reference (e).

(2) Employees receiving an on-the-job injury which precludes them from returning to work that

same day will have their timecard annotated "OCC INJ" for that day. The employee will be signed out

at the end of his/her regular shift even though he/she may have left work earlier to seek treatment
was sent home by on-base medical authorities. Note: The timecard/labor distribution card (whichever
is used to record daily JON charges) will reflect the work JON through the time of the injury (nearest
1/4 hour) and the appropriate shop overhe@d. JON for the remainder of the shift. See examples in

Figures 1-16 and 2-6.

(3) If the employee is returned to work the same day with limited duty restrictions which can
be accommodated, the timecard will still be annotated "OCC INJ" for that day.

(4) If the injury is sufficient to preclude the employee from returning to work, he/she is

entitled to up to 45 calendar days continuation of pay (COP). In these instances the timecard will be
annotated "TI" to reflect traumatic injury for each day the employee is absent after the initial
injury date. After the 45 day period, if the employee has not returned to work and he/she files for
compensation, the timecard will be coded "WCP" to reflect leave without pay for purposes of claiming
compensation.
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(5) if the injury results in limited duty restrictions which can be accommodated, the
timecard will be annotated "LDTI". Since the employee is in a working status the Labor Distributior
Card will reflect normal work JON’s.

(6) Any medical appointments relating to the injury will be recorded "TI" during the 45

day period the employee is entitled to continuation of pay.

(7) If the employee returns to work after the 45 day period (or is still working under
limited duty restrictions) and has medical appointments related to the injury, the employee has the

option of using sick leave or claiming compensation. Howeber, in order to received payment the

employee must be absent three consecutive days. It is, therefore, recommended that the employee use
sick leave in such instances.

(8) Examples of Traumatic Injury entries are shown in Figures 1-16 and 1-17.

]-7





BASE MAINTENANCE DIVISION
Marine Corps Base
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MAINTENANCE ORDER P7400.I
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Fro: Base Maintenance Officer
To: Distribution List

Subj:

Ref:

Timekeeping and Labor Distribution Procedures

(a) BO 7420.2C

{ii BO 7430.IB
BO 12630.IG
BO 12532.1M

(e) BO 12810.I

Encl: (1) LOCATOR SHEET

Reports Required: I. MCBCL 5330 Overtime Report

I. Pu__pose. To establish procedures for timekeeping administration and labor distribution for all civilian and
military personnel of the Base Maintenance Division in accordance with references (a) through (e).

2. Background. The Bi-weekly Timecard and Labor Distribution Card are the sole methods by which individual
pay entitlements and specific job labor costs are identified and accumulated. The accurate recording .of data
on the cards by supervisory personnel is of prime importance to employee morale and the effectiveness of the Cost
Accounting System.

3. Responsibilities.

a. Director, dministrative Branch:

(1) InfGrming supervisors of current procedures for the completion of timecards and labor distribution
cards.

(2) Publishing annually an index of standing Job order numbers to assist in accurate allocation of
labor costs.

(3) Periodic review of Bi-weekly Timecards and Labor Distribution Cards to ensure that current
procedures are being followed.

(4) Rendering assistance and instruction to supervisors and other personnel in timekeeping and labor
distribution functions.

(5) Distribution of blank cards to appropriate work centers and the delivery of completed cards to Civil
Payroll.

b. Supervisors:

(1) Ensuring that a timecard and, where applicable, a labor distribution card is maintained daily for
each employee.

(2) Monitoring and enforcing clocking in and out procedures.

(3) Submitting changes in work schedules, shift schedules, and Job assignments.

(4) Verifying the content and accuracy of time and labor distribution cards.

4. Falsification of Timecards. The intentional recording or certification of fraudulent entries on the timecard
is a violation of federal law. Any employee who knowingly allows erroneous data to be entered on the timecard will
be subject to immediate disciplinary action.

5. Overtime and Holiday Work.

a. Scheduled overtime is not authorized to be performed unless approved in advance by the AC/S Comptroller.
Branch DTFectors who foresee a-quirement for scheduled overtime will forward a request to the AC/S Comptroller
via the Base Maintenance Officer denoting the number of hours expected overtime and the reason why overtime is
required.

b. The Base Maintenance Officer has been delegated authority to approve and order unscheduled overtime/work
relative to emergency repairs to utility systems and other facilities. The Base Maintenance Officer further
delegates this responsibility to the incumbents of the following positions:
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(1) Assistant Base Maintenance Officer
(2) Director, Utilities Branch
(3) Director, Operations Branch
(4) Director, Maintenance and Repair Branch
(5) Director, Natural Resources Branch
(6) Director, Administrative Branch
(7) Assistant Operations Officer
(8) Utilities General Foreman
(9) General Foreman, Shop 81"

(lO) General Foreman, Shop 83*
(ll) General Foreman, Shop 84*
(12) General Foreman, General Trades
(13) General Foreman, General Services
(14) General Foreman, Emergency Services
(15) On Shift night/weekend supervisor*

Approval of overtime only. Cannot certify timecards.

c. The Director, Administrative Branch will provide the Civil Payroll Branch a current list of all persons
authorized to certify overtime and holiday pay along with a specimen of signatures.

d. An overtime report (MCBCL 5330) will be prepared by the Administrative Branch and forwarded to the AC/S
Comptroller each Tuesday denoting overtime/holiday work performed for the preceding week. Branch Directors will
provide necessary imput to the Administrative Branch NLT 1200 hours each Monday.

6. Procedures

a. Procedures for the completion of the Bi-weekly Timecard are contained in Section I.

b. Procedures for the completion of the Labor Distribution Card are contained in Section II.

Co Procedures for the completion of the Bi-weekly Timecard for military personnel are contained in
Section Ill.

7. Applicability. The provision of this order are applicable to all personnel and activities within the Base
!!intenance Division uon receipt,

8. Certification. Reviewed and approved thils date.

DISTRIBUTION: A

F. H, MOUNT
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SECTION

THE BI-WEEKLY TIMECARD

lOl. PROCEDURES

I. Preparation and Distribution of Timecards

lO1.5

a. A Bi-weekly Timecard will be issued for each employee for each pay period. Two timecards will be issued
whenever a pay period begins in one month and ends in the succeeding nmnth in order that appropriate cost reports
reflect monthly expenses.

b. A blank timecard will be utilized for new employees and headed in the same manner as cards of employees
already on board. If it is necessary to remake a card that has been received, the information will be shown
across the top as was on the original card and the original card appended thereto.

c. Timecards will be distributed by the Admin Branch to the appropriate work centers upon receipt from Civil

Payroll.

2. Timecard Entries. All entries on the timecards must be legible and, if done manually, in blue or black ink.

Erroneous entries will be deleted by drawing a line through the entry and making the correct entry. No erasures
or corrections with Sno-Pak are permitted and all entries will be initialed by the timekeeper.

3. Recordinq Attendance

a. Time Clocks

(1) All civilian employees will utilize time clocks when clocks are available except personnel who are
GS-9/WS-9 and above and other equivalent pay grades such as WD and WN.

(2) Clock stations are identified in appendix A. Clock malfunctions will be reported to the Admin

Branch.

(3) Employees will be informed that under no circumstances will an employee clock in or out another

employee. In instances where an employee cannot report or return to their clock stations, the supervisor or time-

keeper will check the employee in or out manually.

(4) Whenever the time clock is inoperative, the supervisor will establish muster procedures as outlined

in paragraph b below.

(5) Supervisors ill ensure that clock out lines do not form earlier than five minutes before the end
of the shift.

b. Musters. Sections not using a time clock will establish a Muser by which either the supervisor will
"call the roll" at the beginning and end of a shift, or the employee logs in and out on a muster sheet.

c. Immediately after the beginning of a shift the supervisor or timekeeper will collect the timecards (or
muster sheets) and retain them until approximately 30 minutes prior to the end of the shift when they are replaced
in the racks or posted.

4. Timekeepin.

a. The supervisor may designate a responsible person as timekeeper to record ad monitor employee attendance.
However, this does not relieve the supervisor of his (or her) responsibilities as noted above.

b. The timekeeper is responsible for the following actions:

(1) Racking of timecards.

(2) Monitoring of clocking stations or muster sheets.

(3) Entering information on timecards in accordance with established procedures.

(4) Reporting irregularities to the supervisor.

c. Under no circumstances will the timekeeper maintain their own or their supervisor’s timecard.

d. The timekeeper will enter daily the timekeeping information for that day.

e. The timekeeper will place their initials in the appropriate block at the completion of the reporting period.

5. Certification of Timecards.

a. Bi-weekly Timecards will be certified by the employee’s supervisor, the certification will be accomplishedby an individual operating in a supervisory capacity who possesses knowledge of the employee’s actual attendance.

b. No employee will certify his (or her) own timecard nor will an employee in a subordinate position certifythe timecard of an employee in a senior position.

l-l
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c. Any timecard denoting overtime or. Hliday work must be certified by an individual in a position described
in paragraph 5b of this order. This signature will appear below the signature of the certifying official for
regular time.

d. Timecards will no____t be certified in advance of the completion of the reporting period.

e. The Admin Branch wi,l] provide Civil Payroll with a list by work center of current supervisors designated
to sign timecards. Shop Cneral Foremen are responsible for notifying the Admin Branch of any changes.

6. Completion of Timecards. Listed below are specific procedures and guidance for the completion of timecards.
In most instances examples are provided to further assist the timekeeper.

a. The following symbols will be used on timecards to indicate the various types of absence.

A Annual. Leave

AWL Unauthorized Leave

C Compensatory Time

CL Court Leave

EA Excused Absence

H Holiday (no work performed)

L Authorized Leave Without Pay

ML Military Leave

OCC INJ Occupational Injury

S Sick Leave

TAD TemporaryAdditional Duty

TI Traumatic Injury w/pay (NTE 45 calendar days)

WCP Leave Without Pay for purposes of claiming compensation

-b. Exception Work Codes. A list of exception work codes to denote hazardous, overtime, premium and other
additional pay is contained in Appendix B.

c. Work Generator Codes. Work Generator Codes to be used by Base Maintenance emPloyees are contained in
Appendix C.

d. The top portion of the timecard denoting labor distribution must be completed on all employees in Base
Maintenance. An exception is made for employees in Shops 31 thru 78 who also use Labor Distribution Cards.
In this instance no entries are required.

e. Routine Pay Period. An example of a completed timecard for a routine pay period with no leave or
exceptions is shown in Figure l-l.

f. Annual Leave.

(1)All Annual Leave must be approved by the supervisor.

(2) Generally all annual leave may be approved on the timecard.

This is accomplished by the employee and approving supervisor placing their initials in the "Extra In and Out"
column opposite the day involved. The initials of the supervisor are not required in those cases vnere he or
she also certifies the timecards or when a Standard Form 71 is used. n cases where the employee is not available
to initial the card, a Standard Form 71, Application for Leave, will be completed and forwarded to Civil Payroll
as soon as possible after the employee’s return to .duty.

(3) It is recommended that the SF-TI be used whenever the leave is in excess of three days to eliminate
the requirement of both the supervisor and employee to initial the card. The SF-TI should be attached to the
timecard when forwarded to Civil Payroll. If the leave period overlaps two pay periods, he SF-71 is attached to
the first timecard. There is no requirement to initial the entries on. the succeeding timecard as long as the
SF-71 .denotes the leave days.

(4) Examples of Annual Leave entries are shown in Figure I-2.

g. Absent Without Leave/Unauthorized Absence.

I-2
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(1) Absent without leave should not be confused with leave without pay. Absence without leave is an
absence for which an employee did not obtain advance approval or for which a subsequent request has been
disapproved.

(2) An employee who is not present for work and does not have permission from his or her superior to
be absent will initially be charged absent without leave until such time as ah explanation is received from the
employee. If appropriate, the timecard can then be changed to reflect another leave or absence.

(3) An employee to be charged absent without leave for tardiness will be charged for the exact amount of
time he or she is absent rather than a minimum of one hour.

(4) An annotation on’ the timecard of Absent Without Leave.must be followed by a pre-action investigation.

(5) Since absence without leave is a non-pay status there is no JON available to reflect the costs.
Supervisors/Timekeepers should not charge this time to other leave JON’s.

(6) Examples of Absent Without Leave entries are shown in Figure I-3

h. Compensatory Time.

(l) Compensatory time is time off during regular work hours with pay granted in lieu of overtime or
holiday premium pay for irregular or occasional overtlme/hliday work that has been ordered and approved.

(2) Compensatory time is earned and granted in amounts of time equal to the amount of overtime/holiday
work which the employee is required to perform.

(3) In the case of graded employees, individuals whose basic pay is at or below the maximum schedule for
GS-IO will be given the opportunity to choose between overtime/holiday pay and compensatory time. Employees
whose basic pay is above the GS-IO maximum rate will not be paid for overtime/holiday work but will be required
to take compensatory time off.

(4) Additionally, graded employees subject to the Fair Labor Standards Act must use their compensatory
time within the same administrative work week or the acumolated compensatory time will be paid as overtime.

(5) Wage grade personnel are not entitled to compensatory time for overtlme/bbliday work. Compensatory
time may only be earned and granted with respect to the exercise of religious beliefs that require an employee
to. abstain from work during certain periods.

(6) Examples of compensatory time entries are shown in Figure I-4.

i. Court Leave

(1) Any full time,.temporary or part-time employee is entitled to Court Leave when he or she is called
for Jvry duty or as a witness in a non-official capacity on behalf of a private party in connection with a case
to which the federal, state or local government is a party.

(2) An employee is considered to be in an "on duty" status when summoned to testify by his/her agency
on behalf of the United States Government. Such time will not be charged as court leave.

(3) Employees are not entitled to court leave if they volunteer to be a witness .in any type court
proceeding. Also, employees are not entitled to court leave when summoned as a witness .in cases involving only
private parties.

(4) A night shift employee who performs such service during the day is entitled to court leave for the
regularly scheduled night tour, and is entitled to the night differential.

(5) Employees excused for court leave are excused for the entire period of the court proceedings, however,
such service does not include periods in which the employee is excused or discharged by the court or appropriate
official. When no hardship will result, an employee is required to return to duty or suffer a harge against
annual leave if. excused for one day or even a substantial part of the day.

(6) Employees entitled to court leave may not elect to take annual leave in lieu of cout leave in order
to retain fees.

(7) Further information as well as specific procedures for the reporting and turn-in of fees by employees
is contained in reference (c).

(8) Examples of court leave entries are shown in Figure I-5.

j. Days Off

(1) Supervisors/timekeepers should annotate a D/O on the timecard in the "Out" column for shift employees
on day off to assist key punch operators and clarify status.
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(2) An example is shown in Figure I-5.

k. Excused Absence.

(I) A brief absence from duty and/or tardiness of less than one hour may be excused by the supervisor
when reasons appear to be adequate. Excusals during the last hour of the work day can only be approved by the
Base Maintenance Officer.

(2) An excused absence of up to four hours may be granted to employees who volunteer as donors to the
Tidewater Regional Bloodmobile.

(3) It should be noted that tardiness can also be charge to another form of leave such as absent
without leave (see paragraph 6.g. above), annual leave, leave without pay, or compensated by additional work.
A charge of annual leave or leave without pay must be in multiples of one hour, in which case the employee will
not be permitted to work during the hour.

(4) Examples of excused absence entries are shown in Figure I-6.

I. Environmental/Hazard

(I) Type and rates of environmental/hazard pay are continued in reference

(2) An environmental differential shall be paid to an eligible employee when the employee is performing
assigned duties which expose the employee to a hazard or wvrking condition noted in reference Cd). There are
two types of payment: One type is authorized on an actual exposure basis and the other type on a shift basis.

(3) An employee entitled to environmental differential on an actual exposure basis will be paid a

minimum of one hour’s differential pay for the exposure. For exposure beyond one hour, the employee is paid in

increments of one-quarter hour for each 15 minutes or portion thereof in excess of 15 minutes. For example,
exposure of one hour and 20 minutes would entitle the employee to extra pay for one hour and 30 minutes. When

the exposure is at intermittent times during the day, each exposure is considered separately, however, the
differential can not exceed the number of hours the employee worked on the day of the exposure.

Examples:

Employee is exposed from 0910 to 0930 and from lO00 to I015. (Employee is entitled to hour and 15 minutes

.pay since the first exposure was only 20 minutes but pay was given for one hour (0910-1010. The second exposure
began within the period covered by the first hour but ended 5 minutes afterwards (lOl5) which is equivalent to

a 15 minute increment).

-.Employee is exposed from 0830 to 0900 and again from I020 to I030. (Employee is entitled to 2 hours since
each of the first and second exposures are separated by more than one hour).

Employee is xposed for 1230 to 1450 and again from 1600 to 1615. (Employee is entitled to 3 hours 30 minutes

differential: First exposure was for 2 hours and 20 minutes 2 I/2 hours and the second exposure is for the

minimum hour).

(4) When the employee is exposed to a hazard for which differential is paid on a shift basis, the employee
receives the differential for all hours of that shift.

(5) Examples of differential entries are shown in Figure I-7.

m. Holiday

(1) Holidays occurrino during the basic workweek for which the employee performs no work will be denoted
by the symbol H and the appropriate JON for holiday leave.

(2} Ungraded employees appointed for 90 days or less are not entitled to holiday benefits. Employees
in this category will be charged leave without pay.

(3) Employees on shift who are required to work the holiday will be paid holiday pay for that day.

(4) A shift employee whose day off falls on a holiday will be scheduled the holiday based on the
reprinted schedule noted in Appendix D. If the employee is required to work on the rescheduled day the the

employee is entitled to holiday pay for that day.

{5) An employee on holiday who is called in to work overtime during his or her working hours is

entitled to holiday pay for the time worked.

(6) An employee on holiday who is called in to work overtime at a time other than his or her regular
working hours is entitled to overtime only.

(7) Examples of holiday entries are shown in Figure I-8.
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n. Leave without Pay

(1) Leave Without Pay (LWP) is a temporary non-pay status and absence from duty, granted upon an
employee’s request. An employee may not be placed on LWP by the supervisor without his/her consent.

(2) The basic conditions and requirements for granting LWP are contained in reference (c). Normally
supervisors should not grant LWP if the employee has accumulated annual or sick leave.

(3) Employees who are on worker’s compensation (after the initial 5-day traumatic injury leave) will
be carrie in a leave without pay status as outlined in sub-paragraph below.

(4) Since leave without pay is a non-paystatus there is no JON available to reflect the costs.
Supervisors/Timekeepers should not charge this time to other leav JON’s.

(5) Examples of leave without pay entries are contained in Figure I-9.

o. Military Leave

(1) Permanent employees who are members of a reserve component or National Guard must be granted
military leave under circumstances outlined in reference (c). Temporary or intermittent employees are not
entitled to military leave.

(2) When an employee must be excused from work de to periods of active duty he/she should request,
through the immediate supervisor, that military leave be shown on hls/her timecard.

(3) Upon completion of the active duty, the employee will submit a certified copy of his/her orders to
the Civilian Personnel Division for approval. The approval will then be forwarded to Civil Payroll for
inclusion in the employee’s records. If the military leave is disapproved, arrangements will be made to change
the military leave to annual leave or leave without pay.

(4) An example of a military leave entry is shown in Figure l-lO.

p. Overtime

(1) Overtime is actual work performed in excess of the regularly scheduled eight hour shift or 40 hour
work week. Time required for travel between residence and place of employment is not work and is not overtime.

(2) Only the persons noted in paragraph 5b of the Order are authorized to approve overtime.

(3) Any timecard denoting overtime must be certified by an individual described in paragraph 5b. This
signature will appear blow the signature of the certifying official for regular time.

(4) Under the Fair Labor Standards Act (FLSA), a nonexempt employee (includes most non-supervisory
base maintenance employees) is entitled to overtime compensation for all work which management "suffers or
permits". This includes any work in excess of 40 hours per week, any work performed prior to or after shift
hours, or work performed during the prescribed lunch period. Under FLSA this entitlement is authorized,
whether requested or not, if the supervisor has reason to believe it is being performed. Supervisors will ensure
that overtime work is no._.)_tperformed except when payment for such overtime is intended.

(5) Overtime is paid at I/2 times the rate of the employee’s normally scheduled shift.

Example:

Employee normally works 0800-1630 is called in at 2300. Employee is paid regular overtime (C).

Employee working 1600-2400 is required to replace employee for 2 hours on third shift. Employee is paid
overtime at 2nd shift rate (CS).

Employee whose last shift was third shift is on day off and is required to work overtime 1200-1600. Employee
is paid third shift overtime rate (CT) since this was his/her last scheduled shift.

(6) Overtime is credited in increments of I/4 hour. Nhenever an employee is reouired to return to work
(call back), the employee is entitled to a minimum of two hours overtime.

(7) Example of overtime entries are contained in Figure l-If.

q. Sick Leave

(1) Sick leave will be granted an employee under circumstances noted in referenc (c).

(2) Sick leave will not be granted to employees on extended leave without pay.
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(3) Sick leave will not be annotated on the timecard unless the emploYee has requested it. An employee
who has not reported for work will initially be carried as absent without leave until such time as the employee
notifies the supervisor of his/her status. When an employee reports that he/she is incapacitated and unable to

work, such notice is considered tantamount to a request for leave. Such absence will be shown on the timecard

as sick leave. (Civil Payroll will take any necessary action to chargethe leave to another form if the employee

does not have sufficient accrued sick leave.)

(4) Sick leave in excess of three days will be documented on a SF-71 and submitted with the timecard
or forwarded to Civi} Payroll upon the employee!s return.

(5) If, upon the employee’s return to duty the Sbtantiating evidence aS may be required is disapproved,

the absence will ordinarily be changed to absent without leave. Tere may be circumstances where the granting of

sick leave cannot be granted but approval of annual leave or leave without.pay is warranted. In such instances,

supervisors should exerc|se judgement and approve such leave.

(6) Examples of sick leave entries are shown in Figure 1-12.

r. Shift Differential (Ungraded)

(1) Second Shift An authorized shift differential of 7 I/2% will be paid for the entire shift when

five or more hours of the employee’s regularly scheduled non overtime hours of work fall between the hours of
3 p.m. and midnight.

(2) Third Shift An authorized shift differential of I0% will be paid for the entire shift when five

hours of the employee’s regularly scheduled non overtime hours fall between the hours of II p.m. andor more
8 a.m.

(3) Examples of shift differential entries are shown in Figure 1-13.

s. Sunday Premium

(1) Sunday premium pay is additional compensation for employees whose regular basic work schedule
includes any of the 24 hours on Sunday. This period begins midnight Saturday and ends midnight Sunday.

(2) Premium pay is 25% of the employee’s basic hourly rate.

(3) Examples of Sunday premium entries are shown in Figure 1-14.

t. Temporary Additional Duty (TAD)

(1) Employees on TAD will have timecards annotated as shown in Figure 1-15.

(2) Supervisors/Timekeepers should not use JON’s identified for TAD or Tuition/Registration Fees. These

JON’s are established to capture costs associat--ed with TAD travel, etc. Timecard entries should, reflect

appropriate shop overhead JON’s.

(3) Employees should be advised that,they may be charged annual leave or leave without pay if travel
times noted in TAD vouchers and the timecard do not agree or are unreasonable. Example: An employee TAD to

Raleigh departs from Raleigh at 0800 Thursday. His timecard reflects that he does not return to normal duty

until 0800 Friday. Unless the employee can offer some reasonable explanation he/she will be charged annual

leave or leave without pay for a portion of the Thursday work day since normal travel time from Raleigh

would not exceed 4 hours.

u. Traumatic Injury/Compensation

(1) Specific requirements and further information regarding Traumatic Injury (TI)/Compensation are

contained in reference (e).

(2) Employees receiving an on-the-job injury which preventsthem from returning to work will have their

tiecard annotated "OCC INJ" on the injury date. The employee will be signed out at the end of his/her regular

shift even though he/she may have left work earlier to seek treatnnt or was sent home by on-base medical

authorities.

(3) If the injury is sufficient to preclude the employee from returning to work, he/she is entitled to

up to 45 calendar days continuation of pay. In these instances the timecard will be annotated TI to reflect

traumatic injury.

(4) After the 45 day period, if the employee has not returned to work and he/she-files for compensation,

his/her timecard will be coded "WCP" to reflect leave without pay or purposes of claiming compensation.
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(5) If the employee returns to work before the end of the 45 day period and has medical appointments
related to the injury, he/she will be carried TI during the absence.

(6) If the employee returns to work after the 45 day oerlod and has medical appointments related to the
injury, the employee has the option of using sick leave or claiming compensation. However, in order to receive
payment the employee must be absent three consecutive days. It is, therefore, recommended that the employee
use sick leave in such instances.

(7) Examples of Traumatic Injury entries are shown in Figure 1-16 and 1-17.
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MO P7400.I
ROUTINE PAY PERIOD

Distribution of labor is required except

for Shops 31-78

,Use only the fourth thru thirteenth
digits of the JON

THU

FEI

S

TUE

1630

THU

FRI

FIGURE l-l
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ANNUAL LEAVE

WEI

MO P7400.1

Entry for annual leave

Annual leave initialed by employee.
Supervisor’s initial not required since
he/she certified timecard.

Annual leave supported by SF-71o No
initials required.

FIGURE I-2
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MO P7400. l ABSENT WITHOUT LEAVE

rl

MON

REGULAR XT’A TIME

THU

FRI

S

Employee charged AWL for failina to
report for work

Employee initially charged AWL but changed
to sick leave. Employee and timekeeper
initialed the timecard. Supervisor’s
initials are not required since he/she
signed the timecard.

FRI

A

Employee charged 14 minutes AWL for un-
excused tardiness. Supervisor must initiate
a pre-action investigation.

FIGURE I-3
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COMPENSATORY T!.ME
(Graded Employees Subject To FLSA)

BI-V,’|KL’Y’TIME CERTII:ICATIO’I: "JDANCE AND A$NCE$CERTI-

/
’. ooNob I.M. Director

WC HOURS

23
23
23
23

REGULAR EXTRA

TOTAL HOURS

TIME

THU

FRI

"T
S

MO P7400. l

An individual authorized to approve O/T
must sign the timecard

Compensatory time earned

Compensatory time used

Overtime

Employee credited with 2 hours Comp Time
Employee initially credited l hr Comp Time

but changed to O/T when not used by end of
work week.
Employee credited 2 hrs Comp Time

:Employee used 4 hrs Comp Time-

TUE

THU

.FRI

A

1630 2030

lEG Hll$.

:Employee initially credited 4 hrs comp time
but 2 hrs changed to O/T at end of work week
after employee used only 2 hrs ef the
,,comp time.

.Comp time used

FIGURE I-4
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MO P7400.I COURT LEAVE

JON reflecting
Sunday premium
2d shift

Sunday premi um
Court .I eave,

0

Court leave

Court leave 4 hrs.

court leave
(2d shift)

night differential

Returned to work

FRI

s

TUE

FRI

A
T

O.T HS.

BEG HR$,

Court leave.
entitled to

Not required to work and
night differential.

FIGURE I-5
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EXCUSED ABSENCE MO P7400.I

po,vorl I.M. Supervisor

23 IE0371 2320 76:00
--98 199551 2320 4

’.JON reflecting regular time
JON reflecting excused absence

TOTAL HOURS

REGULAR "__EXTRA. TIME !

0800 1630 81
J.Ii Supervisor initialed tardiness thereby

0812 1630 approving it as excused absence

s

1630j
1115 123o 163C 7

163o

0800 16301

0800, 1630

Employee given excused absence from
Ill5 to 1200

Employee given excused absence for blood13301

16301

16301

donation. Supervisor is requested to denote
"Blood Donor" on reverse side of timecard.

FIGURE I-6
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MO P7400.I ENVIRONMENTAL PAY

’Person authorized to approve overtime
must sign the timecard

,I/2 hour of regular overtime

I. I/2 hours of overtime w/hazard pay
4.25 hours hazard pay

WED

i"HU

FII

S

REGULAR

.Entry depictingl 5 hours hazard
di fferenti al

Entry for call back. Employee paid only
for time exposed to hazard. Remaining time
charged to regular O/T.

FRI

A
T

0

O.T HIS.

Entry depicting differential entitlement
of 2.75 hours.

FIGURE I-7
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HOLIDAY LEAVE MO P7400.I

BI-t’EEKLY TIME CERTIFICATION: ATTENDANCE AND ABSENCE$CERTI
& COST CARD FlED COECT. OVgTIM APROVED CODA WiTH

EXST LAWS AND REGULAIIS ERTME SFER-
ED PERLTTXCEPAS REPOEQHEREO

I. . uisor
o,ozo I.M. Director
6, AUTHORIZED SIGNATU

98 9998 2385

HOURS

8 ’,00

lO 100
4 00

84 ’,oo
REGULAR

TOTAL HOURS

TIME

U

MON

TUE

WED

THU

FRI

s

Requires certification by person
authorized to approve overtime

Entry for employee on holiday leave

Entry for employee on holiday leave and
called back duringhis/her normal shift

TUE

WEn

’Entry for employee on holiday leave and
called back other than his/her normal shift.

THU

FRI

O.T HR$

Entry for employee required to work on a
holiday.

FIGURE I-8
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MO P7400.I LEAVE WITHOUT PAY

gI’WFEKL"TLE CERTIFICATION’. ATTENDANCE AND ABSENCES CERTI-& COST CARD FED COIRECT OVERTIME APPROVDIN ACCORDANCE WITH
EXISTING LAWS AND REGULATIONS. NO OVERTIME
ED OR PERMITTED EXCEPT AS REPORTED HEREON.

ONrOl
I.M. Supervisor

AUTHORIZED SIGNATU,RE

we HOURS

23 I01 2310 12

.i Y,

REGULAR EXTRA TIME

MON

.WED

THU

FRI

s

s

TOTAL HOURS

,JON entry for time worked

.’No JON for LWP

TUE

THU

FRI

S
A
T

D

FIGURE I-9
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MILITARY LEAVE MO P7400.I

TOTAL HOURS

MON

WED

Reflects

THU

FR!

,MON!

TUE Entry for

military leave

military leave

FIGURE l-lO
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M0 P7400. l

ovor,att] I. M. Gen Foreman

REGULAR EXTRA TIME

$
U
N

ON

OVERTIME

THU

S

$
U

MO

TUE

THU

Signature required of person authorized
to approve overtime,

Entry for regular overtime

Entry for 2d shift
Entry for overtime while on 2d shift

Entry for 01T. Employee entitled to
hour (no call back)

Entry for 0/T. Employee entitled to a
minimum of 2 hrs. for call back.

Entry" for 2d shift overtime

FIGURE l-ll
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SICK LEAVE MO P7400.I

-WE K.Y TIME
COST CARD

ER, !0800 163o

s
s

s
s

Entry for sick leave

Entry for sick leave. Employee must initial.

Entry for sick leave. Employee must initial.

Entry for sick leave. Leave must be
supported by a SF-71

FIGURE 1-12
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SHIFT DIFFERENTIALMO P7400.1

oo ^,or I.M. Su rvisor

Tgl 80 ’,00 o
REGULAR TIME

WED

Entry for 3d shift (Sunday premium)
Entry for 3d shift, Entry for dirty-pay (2d shift).

L" Entry for 2d shift

3d shift (Sunday Premium) & notation of
16 hours bonus pay

3d shift & notation of 8 hours bonus pay

$

Entry for day off

Entry for 2d shift

FRI

S

Entry for 3 hours dirty pay while on
2d shift

FIGURE 1-13
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SUNDAY PREMIUM MO P7400.I

U
N

MON

TU

WED

0

FRI

$

$
u
N

Sunday Premium (2d shift). Employee also
worked l hour overtime.

TUl:

I#ED

THU

FRI

A
T

0

RIG HRS.

FIGURE 1-14
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MO P7400.I TAD/TRAVEL

MON

TUE

0

THU

FRI

S

U

TU

Charge TAD/Travel to Shop overhead JON

FRI

A
T

0

FIGURE 1-15
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MON

TUE

WED

THU

FRI

A
T

U

THU

TRAUMATIC INJURY/COMpENSATION MO P7400.I

fi]’WEEK"-’Y"TIME CERTIFICATION: ATTENDANCE
8, CO:,T CARD FlED COECT OVETI&E APPROVED ACCORDANCE WITH

EE)ISTING LAVS AND EGUiATIONS NOERTE FER-
PERMITTED EXCEPT AS REPORTED HERE

OONOrot k I.M. Supeisor

98

r. 80 ’,00 TOTAL HOURS
REGULAR TIE

Reflects overhead time on injury date
JON reflecting T/I

Entry on day of injury

Employee returns to work but has
medical appointments related to the
on the job injury.

FIGURE 1-16
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MO P7400.I TRAUMATIC INJURY/COMPENSATION

BI’W[EKLY--TIM CERTIFICATION: ATTENDANCE AND ABSENCES CERTI-
& COT CARD FIEDCORECT OVERIhE DCORDE WiTH

EXISTING AWS AND REATIONS CVERTE SUFFER-
(D PERMiTTeD CEPT AS RPORIED HER

OONPr I.M. UVCO
AUTHORIZED SlGNATUIE

N

TUE

WED

THU

FRI

$

$

TUE

THU

FI!

$

0

wc

98 199581 2383

INITI,LS

24 :oo

TOTAL HOURS

REGULAR TIME

JON reflecting T/I

End of 45 calendar days

Entry for leave without pay for
purposes of claiming compensation.

FIGURE 1-17

1-24





TIMEKEEPING AND LABOR DISTRIBUTION PROCEDURES 201.4
SECTION II

THE LABOR DISTRIBUTION CARD

201. PROCEDURES

I. Preparation and Distribution of Labor Distribution Cards.

a. Labor Distribution Cards will be issued for each employee in Shops 31 thru 78 for each week of the year.

b. There are normally two preprocessed cards for each employee for each work week. Additional blanks,
if required, should be made up by the supervisor to include the same heading information as on the original cards.

c. Cards will be distributed to the appropriate work centers’upon receipt from Civil Payroll.

2. Labor Distribution Card Entries

a. It is imperative that entries on the card be printed concisely and legibly and that the correct JON’s are

annotated for the type work performed.

b. Entries on the Labor Distribution Card must coincide with the tlmecard. The Timekeeper/Supervisor will

review both cards and place their initials in the appropriate column on the Distribution Card.

c. Hours will be reflected in I/4 hour increments an noted as .25, .50, or .75.

d. Exception code entries must be coded in the appropriate column. A list of exception codes is contained

in Appendix B.

e. The symbols noted in paragraph lOl.6a are not required to be used on the Labor Distribution Card except
to clarify the non-pay status of an employee.

f. Examples of various Labor Distribution Card entries are contained in Figures 2-I thru Z-7.

3. Entries for Contract administration

a. Specific information regarding entries required for the administration of contracts (i.e. Family Housing,

etc.) will be contained in separate publications.

b. Presently, the "Units" column of the Labor Distribution Card will be used to identify the amount of work

units completed in support of the Family Housing Contract. The use of a diagonal llne in the "day" columns to
denote units and hours s optional. If the supervisor uses the diagonal, units will be displayed in the upper

portion and hors in the lower portion of the diagonal. Examples of entries relating to.the family housing
contract are shown in Figure-’’---/.

4. Turn-in of Cards

a. Supervisors will turn-in Labor Distribution Cards to the Finance and Accounting Section NLT lO00 hours

each Monday or as requestedL Cars will be sorted by Shop and pay number.

b. After entry of labor distribution information into SCAN Data, the cards will be forwarded to Civil

Payroll for filing.
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ROUTINE PAY PERIOD M0 P7400.I

2331
ASSI____GNED WORKCENTER

FA JOS

23 A078_
23 A076
23 J903

} 23 A014

I--

INITIALS

WC HOURS

2331 3200
2331 400
2331 200
2331 200

TOTAL 4| DO
HOURS

12 5
BADGENUMBER CLOCK STATION

UNITS WG EXC SUN MON TUES WED THU FRI

HRLY RATE PERIOD

SAT

8.0 4.0 8.0 6.0 6.0
4.0

SI’I}I, J01DI J
EMPLTYPE NAME

2,0

2,0

FIGURE 2-I
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MO P7400.I ANNUAL LEAVE

2331
ASSIGNEDWORKCENTER

FA JOS

23 A089

I-

beg TIMEKEEPER
INITIALS

23 A087
23 Q308

23 P319
98 9950

1235
BADGENUMBER EMPLTYPE NAME

WC HOURS UNITS WG !EXC SUN

2331 1425
2331 3 00
2331 75
2331 1600
2331 10 00

TOTAL 401 O0HOURS

SMITH, JOHN J
CLOCKSTATION

MOW TUES WED

4.25 6.0

2,0

HRLY RATE

THU FRI

4,0

8.0 4.0

8.0 8.0 8.0 8,0

PERIOD

SAT

8.0

8,0

FIGURE 2-2
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ABSENT WITHOUT LEAVE MO P7400.I

2351
ASSIGNEDWORKCENTER

FA JOS WC

23 P105 2351
23 J80 2351

= 23 A018 2351

IMEKEEPERbbl,.m^s

SMITH, JOHN J
EMPLTYPE NAME CLOCKSTATION

UNITS WG EXC SUN MON TUES WED

8.0

1235
BADGENUMBER

HOURS

8 00
81oo

231 5

AWL AWL

HRLY RATE PERIOD

THU FRI SAT

8,0

7.7f

o, 8.0 8.0 7.75HOURS

NOTE: The unexcusedabsence on Friday is shown on the Labor Distribution
Card in the nearest quarter hour increment. The timecard should
reflect the absence to the nearest minute. There is no JON for
Absent Without Leave.

FIGURE 2-3
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 352
ASSI_____GNED WORKCENTER

FA JOS
&

23 A045

beMEKEEPB

ENVIRONMENTAL PAY
(Timecard example see Figure I-7)

WC

m352

BADGENUMBER

HOURS

TOTAL 4000HOURS

SMITH, JOHN J

UNITS WG EXC’ SUN

CLOCKSTATION HRLYRATE

MOW TUES WED THU

8.0 8.0 8.0 8.0

8.0 8o0 8.0 8.0 8.0

PERIOD

FRI SAT

6.5
1.5

2352
ASSIGNEDWORKCENTER

FA JOS WC

23 A045 2352
23 A045 2352

23 A045 2352
23 A045 2352

beIMEKEEPER

BADGENUMBER

HOURS

TOTAL 421 00HOURS

SMITH, JOHN J
EMPLTYPE NAME CLOCK STATION

UNITS WG EXC SUN MOW TUES WED

8.0 8.0 8.0

OK 1.5

0

HRLY RATE

THU FRI

5.25 8.0

2.75

8.0 10.0 8.0 8.0 8.0

PERIOD

SAT

FIGURE 2-4
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2331
ASSI.__GNEDWORKCENTER

&
FA .JOS

, 23 ,A038

_m

INITIALS

BADGENUMBER EMPLTYPE NAME
WC HOURS UNITS W :-XC SUN

2331 8:00 1 8.0

2331 32

o^ ,0 O0
HOURS

SHIFT DIFFERENTIAL MO P7400.I
(Timecard example see Figure 1-13)

12345 SMITH, JOHN J
CLOCKSTATION HRLY RATE

MON TUES WED I. THU FRI

8.0 8.0 8.0 8.0

8,0 8.0 8.0 8.0 8.0

PERIOD

SAT

2331 12.5
ASSI____GNED WORKCENTER

SMITH, JOHN J
BADGENUMBER EMPLTYPE NAME

WC HOURS UNITS WG EXC SUN

2331 18:75 S
2331 7100 S
 331 61oo s#
23 1 31 o s
2331 3:00 SB

HOS

CLOCKSTATION HRLY RATE
MON TUES WED THU FR!

1.5 .25 8.0 5.0
4.0 3.0

2.0

5 .75

6.0

1.5

3.0
.5

;.o 8 .o

PERIOD

SAT

FIGURE 2-5
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MO P7400.I

2331
ASSIGNEDWORKCENTER

IFA JOS WC

23 Y135 2331
23 Y235 2331
23 Y635 2331

= 23 E034 2331Z
_o= 98 9958

:us blIMEKEEPER
INITIALS

TRAUMATIC INJURY
(Timecard example see Figure l16)

12345 SMITH, JOHN J
BADGENUMBER EMPLTYPE NAME CLOCKSTATION

HOURS UNITS WG EXC SUN MOW TUES WED

12,25 16 4.25 8.0
625 8 2.25 4.0
1 00 1 1.0

4:5o 4.0

2331

TOTAL 40 O0
HOURS 8.0 8.0 8.0

HRLYRATE PERIOD

THU FRI SAT

8.0 8.0

8,0 8.0

2331
ASSIGNEDWORKCENTER

FA JOS

, 98 9958
23 Y135
23 Q308

= 23 Y635
D

blIMEKEEPER
INITIALS

WC

2331
2331
2331
2331

12345
BADGENUMBER

HOURS

12 00

12 O0

TOTAL 40 O0
HOURS

SMITH, JOHN J
EMPLTYPE NAME

UNITS WG EXC SUN

9

9

CLOCK STATION

MOW TUES WED

8,0 2.0

?.5
.5

6.0

8.0 8.0 8.0

HRLY RATE

THU FRI

2.0

8.0

.0

8.0 8.0

PERIOD

SAT

FIGURE 2-6
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FAMILY HOUSING

2331
ASSIGNEDWORKCENTER

125
BADGENUMBER

HOURS

10 00

1 00
11 00
 Ioo

A JOS WC

23 Y102 2331
23 Yli0 2331
23 7112 2331
23 Y720 2331
23 Y127 2331
23 Q308 2331
23 Q313 2331

’IMEKEEPER TOTAL
INITIALS HOURS

SMIT, JOHN J
EMPLTYPE NA.M..E

UNITS WG EXC SUN

125
7
1

18

MO P7400.1

CLOCK STATION

MOW TUES WED

7.5 1.0 1.5
3.2.=

1.0

3.0

.7

HRLY RATE

THU FRI

#,5

80

2.5
1,0

.0 8.0

PERIOD

SAT

OR

2331
ASSIGNEDWORKCENTER

FA JOS

23 7102

23 Y110

23 Yl12

23 7720

23 7127
23 Q308

s 23 Q313

INITIALS

BADGENUMBER
WC HOURS

2331 lO o
2331 775
2331 loo
233i iiO0
2331 8oo

2331 175

TOTAL @0’ O0
HOURS

SMITH JOHN J
EMPLTYPE NAME

UNITS WG EXC SUN

125
7
1

18

25

CLOCKSTATION
MQN TUES WED

HRLY RATE
THU FRI

PERIOD

SAT

FIGURE 2-7
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TIMEKEEPING AND LABOR DISTRIBUTION PROCEDURES 301.4
SECTION III

MILITARY LABOR DISTRIBUTION

301. PROCEDURES

I. Responsibilities: The following sections are responsible for the completion of timecards on assigned military
personnel as indicated:

a. BMO Secretary Base Maintenance Officer (Maintenance Liaison NCO)

b. Maintenance NCO A11 Marines assigned to grounds maintenance

c. Operations Branch Marines assigned to the Operations Brnch

d. NREA Branch Marines assigned to Game Warden Section

e. M&R Branch Marines assigned to Transportation Section

2. Preparation and Distribution of Timecards:

a. Timecards for military personnel are issued in the same frequency and manner as for civilian employees.

b. A blank card will be utilized for newly assigned narines and headed in the same manner as other eloyees/
marines. If after 30 days, pre-printed cards are not received on an assigned marine, the Maintenance NCO will
be informed. The Maintenance NCO will be responsible for appropriate follow-up action.

c. Cards will be distributed by the Administrative Branch to the appropriate work centers upon "receipt.

3. Recording Attendance

a. All prescribed hours of work will be recorded and reported against established job order numbers except
as follows:

JON Description

23 9940 23XX Includes military time spent on watches, working parties or funeral details
(relates to CACIAXI).

23 9941 23XX Includes time spent on leave, liberty, compensatory time off, time off for
sickness (relates to CAC IZX2)..

23 9942 23X Includes time spent on personal affairs such as going to the exchange, commissary,
etc. (relates to CAC IAX3

23 9943 23XX Includes time spent on inspections, parades, drill, marksmanship, training,
formations (relates to CAC IAX4)..

23 9944 23XX Includes time spent in confinement of under 30 days for disciplinary reasons
(relates to CAC IAXS)..

b. The standard work period will be based on the 8-hour workday and the 40-hour work week in order to
determine the point at which overtime may or may not exist. A11 productive work (excluding leave, training,
duty, TAD, etc.) in excess of the 8-hour work day or 40-hour work week will be reported as overtime. The
Exception Code C will be cited to denote overtime.

c. Hours of work will consist of those hours of scheduled productive work that are directly related to
primary job assignments and time spent for leave, training, duty, TAD, etc., will-be reported. Time spent for
leave, training, duty, TAD, etc., after the normal scheduled 8-hour work day will not be reported.

4. Turn-in f Timecards. Cards will be turned in to the Administrative Branch whenever graded employee timecards
are turned in.

3-I





STATION #

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

TIMEKEEPING AND LABOR DISTRIBUTION PROCEDURES

LOCATION

Bldg. 1202

Bldg. 1202

Bldg. 1304

Bldg. 1304

Bldg. 1202

Bldg. 1202

Bldg. 1202

Bldg. 1202

Bldg. 1202

Bldg. If03

Bldg. 45

Bldg. If05

Bldg. If05

AS-122

Bldg. 1919

M-103

FC-301

TT-42

BB-31

APPENDIX A

CLOCK STATIONS

SHO___P

Graded

41

41

44

43

51/52

53

61/62

63

61

72

7]

71

31

31

31

31

31

31

SERIAL NO.

A16663-EO-85JDG

A16660-EO-85JDG

L27245

L27268

L27274

L27256

L27252

M20114

E81412-JS-85JDG

Gg5341

A16655

A16657

A16649

$66804

G95337-11T-85JDG

L27276

L27269

L27271

L27279

A-l





TIMEKEEPING AND LABOR DISTRIBUTION PROCEDURES

A. Environmental/Hazardous Differential

Exception Code Description

A
B
D
E
K
M)

B. Shift Differential

Co

Eo

S
SA
SB
SD
SE
SK
SM
T
TA
TB
TD
TE
TK

Sunday Premium

P
PA
PB
PD
PE
PK
PM
PS
PT

llolirlay

FB
FA
FB
FD
FE
FK
FM
FS
FT

Overtime

C
CA
CB
CD
CE
CK
CM
CS
CT

APPENDIX B

EXCEPTION WORK CODES

Anmno and toxic chemicals-high degree asbestos
Dirty work, cold work, hot work, low degree anno/toxic chemicals
Fibrous glass work
High work, unshored work, fire fighting, hazardous weather or terrain
High voltage electrical energy
Low level flights/wildlife surveys and forest fighting

Second shift
Second shift amo and toxic chemicals high degree asbestos
Second shift dirty work, cold work, hot work, low degree ammo/toxic chemicals
Second shift fibrous glass work
Second shift high work, unshored werk, fire fighting, hazardous weather or terrain
Second shift high voltage electrical energy
Second shift low level flights/wildllfe surveys and forest fighting
Third shift
Third shift ano and toxic chemicals high degree asbestos
Third shift dirty work, cold work, hot work, low degree anno/toxic chemicals
Third shift fibrous glass work
Third shift high work, unshored work, forest fighting, hazardous weather or terrain
Third shift high voltage electrical energy
Third shift low level flights/wildllfe surveys and forest fighting

Sunday premium pay
Sunday premium pay ammo and toxic chemicals high degree asbestos
Sunday premium pay dirty work, cold work, hot work, low degree ammo/toxic chemicals
Sunday premium pay fibrous glass work
Sunday premium pay high work, unshored Work, forest fighting, hazardous weather or terrain
Sunday premium pay high voltage electrical energy.
Sunday premium pay low level flights/wildllfe surveys and forest fighting
Sunday premium pay+second shift
Sunday premium pay third shift

Hollday pay
Holiday pay anmno and toxic chemicals high degree asbestos
Holiday pay dirty work, cold work, hot work, low degree anno/toxic chemicals
Holiday pay fibrous glass work
Holiday pay high work, unshored work, forest fighting, hazardous weather or terrain
Holiday pay high voltage electrical energy
Holiday pay low level flights/wildlife surveys and forest fighting
Holiday pay second shift
Holiday pay third shift

Overtime
Overtime anno and toxic chemicals high degree asbestos
Overtime dirty work, cold work, hot work, low degree ammo/toxic chemicals
Overtime fibrous glass work
Overtime high work, unshored work, forest fighting, hazardous weather or terrain
Overtime high voltage eledtrical energy
Overtime low level flights/wildlife surveys and forest fighting
Overtime second shift
Overtime third shift

B-l
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02

03

04

05

lO

II

12

13

14

15

TIMEKEEPING AND LABOR DISTRIBUTION PROCEDURES

APPENDIX C

WORK GENERATOR CODES

Description

Emergency Work. Work requiring immediate action to correct or prevent loss or damage to Government
property, to restore essential services disrupted by a breakdown of utilities operations or to eliminate
hazards to personnel or property. When emergency work is not completed within the maximum limit of
16 man-hours, the remainder of the work will be authorized on a specific job order.

Service Work. Work that is relatively minor in scope; i not emergency work by nature; is estimated to
require 16 man-hours or less to accomplish; requires a maximum involvement of two work centers and labor
and material costs totaling less than $400.00.

Standing Job Orders Not Estimated. Work which consists of miscellaneous tasks which have no identifiable
recurring pattern for establishing the frequency of each occurrence or the overall work scope, and
tasks which are too small to warrant detailed control.

Standing Job Orders Estimated. Work which consists of recurring tasks which have an identifiable
pattern for establishing the scope and frequency and which can be planned and estimated; e.g.,
preventive maintenance inspection, custodial work, grounds care, cyclic maintenance, refuse collection
and utilities operation.

Specific Job Orders. Work which is authorized for the accomplishment of a speci.fic amount .of work for
which individual job costs are desired for financial and performance evaluation.

Shop Supervision. Man-hours expended by group IVa civilian and equivalent military personnel within the
various work centers of the Maintenance Division. This includes shops officer, Superintendent II
(PW), General Foreman II, General Foreman I, and Foreman.

Administrative and Clerical. Man-hours expended by group IVb civilian and equivalent military personnel
assigned to management, administrative and clerical duties.

Indirect Support. Man-hours of civilian and military personnel assigned totasks, such as inspection,
planning and estimating, scheduling, shop planning, toolroom attendant, and shop cleanup. Shop and
jobsite cleanup directly related to a specific job order may be charged to that job order as productive
work.

Leave. Man-hodrs expended for approved absences such as annual, sick and administrative leave; holidays;
an--6B-ury duty.

Allowed Time. Nonproductive man-hours expended for rework, delay (awaiting material, transportation,
and assignment), approved tardiness, participation in charity campaigns, blood donations, etc.

Compensatory Time. Includes work performed on a compensatory basis and leave taken.

C-l





TIMEKEEPING AND LABOR DISTRIBUTION PROCEDURES

APPENDIX D

DETERMINING DAYS ON WHICH HOLIDAY BENEFITS ACCRUE

I. General. The table below is useful in determining on which day of the workweek a holiday is observed when
the ho-occurs on one of the two nonworkdays indicated in Column I. When there are more than two nonworkdays
in the administrative workweek, do no..tuse the table.

2. Instructions for the use of the table. To use the table, first find theright combination of nonorkdays in
Column and then apply the following:

a. When a holiday falls on a nonworkday listed under "A" CoICmn l, find the day of the week marked "A" in
Column 2. This is the day on which holiday benefits are observed.

b. When a holiday falls on a nonworkday listed under "B" Colum l, find the day of the week marked "B" in
Column 2. This is the day on which holiday benefits are observed.

c. Holidays falling on the nonworkdays indicated in Column "l-A", with the exception of Sunday, will be
observed on the workday immediately preceding the holiday.

Column
Nonworkdas

A B

Sunday-Monday
Monday-Tuesday
Monday-Wednesday
Monday-Thursday
Monday-Friday
Monday-Saturday
Tuesday-Wednesday
Tuesday-Thursday
Tuesday-Friday
Tuesday-Saturday
Tuesday-Sunday
Wednesday-Thursday
Wednesday-Friday
Wednesday-Saturday
Wednesday-Sunday
Thursday-Friday
Thursday-Saturday
Thursday-Sunday
Friday-Saturday
Friday-Sunday
Saturday-Sunday

Column

Sun Mort Tue Wed Thu Fi Sat Sun Mon Tue Wed Thu Fri Sat

A
A

A

B A

B

B

B
B

B
B

B
B

D-l





,IANTENANCE ORDER 8020.1

UNITED STATES MARINE CORPS
Base Maintenance Division

Marine Corps Base
Camp Lejeune, North, Carolina 28542

MO 8020.1
[N/RES/j[k
5000/689

From:
To:

Base Maintenance Officer
Distribution List

Sub: Storage and Handling of Ram Gun Ammunition; procedures for

Ref: (a) MCO 8020.IF

i. Pur. To promulgate policy and procedures governing the storage and Nandling
of ram gun ammunition (safety boosters) within the Base laintenance Division.

2. Background. Recent decisions by the Field Supply Maintenance and A:alysis Team
(FSMO) indicate that 3ase Maintenance Divisions are not in full compliance with the

reference witn regard to the storage and handling of ram gun safety boosters.

3. Procedures

a. Storage. Effective immediately all sections/shops having ram gun safety
boosters will transfer their boosters to the Electrical Shop Planner. Henceforth,
all ram gun safety boosters will be centrally stored in the Electrical Shop
Planner’s area. (Sections assigned to the Air Station will turn [n boosters to the

Shop 32 Shop Planner).

(i) The Electrical/MCAS Shop Planner will take necessary action to procure a

suitable steel container, capable of being locked, and of sufficient size to store

the safety boosters. All safety boosters would then be stored in this cabinet.

(2) Sections/shops requiring safety boosters will draw them from the

Electrical Shop Planner (or MCAS Shop Planner). Sections/shops will only draw the

amount necessary to complete the project, returning any unused boosters to the Shop
Planner at the completion of the project.

b. Handling. All employees will be carefully instructed by trained supervisors
[n the correct procedures for using ram gun safety boosters. No employee will be

allowed to use a ram gun without first being fully briefed in its operation and

hazards.

c. Inventory.

(i) The lectrical Shop Planner (or MCAS Shop Planner) will establish an

inventory control card on the safety boosters and determine, after an initial 90 day

period, an appropriate stock level quantity based on a 30 day inventory.

(2) The Shop Planners will be responsible for reordering safety boosters in
an amount not to exceed the authorized stock level.



MO 8020.1

d. Duds. Safety boosters which malfunction will be turned into the Shop
Planner who will deliver them to the Explosive Ordinance Disposal Section, Building
1308 for disposal.

4. Applicability.
receipt.

Distribution: B

This order is applicable to all Base Maintenance employees upon



BASE MAINTENANCE DIVISION
blarine Corps Base

Camp Lejeune, North Carolina 2854")

MAINTENANCE ORDER 11200

MO 11200
MAIN/RES/j is

From:
To

Base Maintenance Officer
Distribution List

Subj

Re f:

On-site Dispatching Procedures for Garrison Mobile
Engineer Equipment

(a) TM-4700-15 / ID

Encl: (I)

(2)
(3)

Sample Engineer Equipment Operational Record (NAVMC
10523)
Sample Equipment Usage Negative Report
Listing of Equipment Requiring Operational Reports

I. Purpose. To establish procedures and responsibilities forthe on-site dispatch of Garrison Mobile Engineer Equipment
assigned to the Base Maintenance Division as required by refer-
ence (a).

2. Rsponsibilities
a. Supervisors having custody of Mobile Engineer Equipmentare directly responsible for on-site dispatching. The supervisorwill ensure that an Engineer Equipment Operational Record (NAVMC10523) is prepared and issued daily for each piece of equipmentwhen operated. A sample completed NAVMC 10523 is shown in en-closure (I).

b. Supervisors will ensure that operators utilizing the
equipment:

(i) Have a valid Government Motor Vehicle Operator’s
Identification Card,’for the type equipment to be operated.

(2) Perform and record applicable operators preventive
maintenance as listed on the reverse side of NAVMC 10523.

(3) Accurately record hour meter readings and fuel, oil
and lubrication usage.

(4) Properly complete all other block of the NAVMC i052.
Procedures

ao An Engineer Equipment Operational Record (NAVMC 10523
will be forwarded to the Heavy Equipment Unit, Building 45, by
supervisor having custody of the Mobile Engineer Equipment on



M0 11200
FEB

a daily basis for each day the equipment is in operation.

b. A negative report will be forwarded to the Heavy Equip-
ment Unit whenever on-site equipment has not been operated during
the reporting period (26th of one month thru the 25th of the
following month). A sample report is shown in enclosure (2).

c. Utilization time for equipment that does not have hour
meters installed will be estimated (time equipment was in actual
operation). Broken or inoperative hour meters will be reported
in the remarks block of the NAVMC 10523.

d. A listing of all Mobile Engineer Equipment that requires
completion of NAVMC 10523 is contained in enclosure (3).

4. Applicability. The contents of this order are applicable to
all activities within the Base Maintenance Division upon receipt.

Dis tribut ion B

F.H. MOUNT



MO 11200

ENGINEER IUIPMENT OPERATIONAL RECORD

(SL)

DATE EQUIPMEN

TIME

D OPERAOR

DISPATCHER’S SIGNATURE

,N ,l&oo

OUT io’oo
TOTAL

IN

OUT

WORK
PERFORMED

FUELS

ESEL ’GAS
(GAL) (GAL)

USMC OR SERIAL No.I ORGANIZATION " J
REPORT TO RELIAS’E.)Y"HOURS OR MILES (Loction) (Si--,e)

TOTAL

1ST OPERATOR

2ND OPERATOI’

LURES

OE GO GREASE HOUIllLE HOUR/MILE
(QTS) (QTS) (LBS) /DUE COMPLETED

STOP

TOTAL

STOP

START

PM SERVICE

TYPE PM DUE HOUR/MILE IHOUR/MILE
DUE ICOMPLETED

(11245) NAVMC 10523 (REV. 12-7L PREVIOUS EDITIONS MAY BE USED.
SN:0000-00-005303 U/I:B G

FRONT

1 InCLOSUre. (i)



MO 11200

DAILY "A" PM SERVICE

A Adjust S Service

Legend for mark/ng

X Adjustment/Repair Requir
0 Defect CorrectedC Check

L Lubricate
V Verify
/ Not applicable. OPERATION /

m COVERAGE NOUR zo
_

BEFORE DURING AFTER

9 CLC V C /

10, SERING C C

II ENGINE OPETION / C

13 LIGHTS AND REJECTORS C

S OmVE BELTS C

17 ANTIEE T/ST TO’-5-L F V

Z. Add other cogeand proceres desigt by the approprte thnical
2. 8 and 10 our schulcd PM’s considr ily PM services.
3. 1 reirs rid, notify the equipment

USGPO: 1979--640..022/20

2 ENCLOSURE (1)



MO 11200

CRANE OPERATORS DALLY CHECKLIST
MCBCL 11262
RANE NO. TYpE/CAP

PERATORS NAME

WALK AROUND INSPECTION 2 MACHINERY HOUSE IICSI’CTION

8 U S U

OILER NAME INSTRUCTION Ctck Ill items indicated. Inspect and indicate

un/atllfatofy U. applicable NA.

3 OPERATOR CAB INSPECTION 4 OPER,,}ON INSPECTION

CRANE ONLY

3 ENOLOS E





MO 11200

Date

From:

To:

Subj

Supervisor

Heavy Equipment Unit, Building 45 -
On-site Dispatching, Negative Report

1. The below listed equipment was not utilized from the period of

26 June 81 through 25 July 81:

USMC_____# Nomenclature

SIGNATURE

I ENCLOSURE (2)





MO 11200

Equipment having USMC Numbers assigned, requiring Engineer Operational
Records (NAVMC 10523):

Trailers
Floodlights
Generators
Pumps
Steam Cleaners
Sewer Cleaners
Warehouse Sweepers
Aeri fi ers
Insect Sprayers
Welders
Terrain King Mowers
Power Lawn Mowers
Lawn Sweepers
Rotary Mowers
Cranes
Ditching Machines
Fire Plows
Discs
Gradalls
Graders
Loaders
Tractors, Crawler
Tractors, Wheeled
Backhoes
Compactors
Distributor Trucks
Air Compressors
Asphalt Kettles
Railroad Cars
Rollers
Scrapers
Cleaners, Vacuum
Street Sweepers b’

Lubricators

1 ENCLOSURE (3)





UNITED STATES MARINE CORPS
Base Maintenance Division

Marine Corps Base
Camp Lejeune, North Carolina 28542-5000

MO I1240.IA
MAIN/RES/rsm

NOV 2 8 1984

MAINTENANCE ORDER I1240.IA

From: Base Maintenance Officer
To: Distribution List

Subj: Procedures for the Management of Motor Transport Equipment

Encl: (i) Operator Checklist for Preventive Maintenance

i. Purpose. To promugate guidance and instructions for the management of motor
transport equipment within the Base Maintenance Division.

2. Cancellation. MO 11240.1.

3. Objectives

a. Provide for the efficient assignment, utilization and maintenance of all
motor transport equipment within the Division.

b. Control all equipment in such a manner as to obtain the most effective use
of equipment, material and money.

c. Ensure a maintenance management program which will enhance the life and use
of equipment.

4. esponsibilities

a. The Base Maintenance Officer has overall responsibility for the management
of motor transport equipment within the Division.

b. Each section/unit/shop supervisor is responsible for motor transport
equipment assigned or charged to their organization. Specific requirements are
contained in subsequent paragraphs of this Order.

c. Each employee is responsible for ensuring that proper measures are taken to
protect, maintain and properly utilize government motor transpo]t equipment under
their control.

d. The Director, Maintenance and Repair Branch, is responsible for:

(i) Managing a motor transport equipment program to ensure effective
utilization and coordination of vehicle resources.

(2) Providing the Mobile Equipment Dispatcher with information and
guidance regarding the control of motor transport equipment.

e. The Mobile Equipment Dispatcher is responsible for:

(I) Ensuring proper dispatch of vehicles to include the assignment and
transfer of vehicles to meet Division requirements.

(2) Maintaining and safeguarding all records and documents applicable to
assigned motor vehicle equipment.

(3) Managing an effective preventive maintenance program.

(4) Providing liaison with Base Motor Transport personnel and coordinating
the turn-in of vehicles for scheduled maintenance or repairs.



MO i1240. IA
NOV 8 1984

(5) Leading assigned maintenance personnel in accomplishing minor

adjustments, repairs and equipment changes.

5. Preventive Maintenance Program

a. Preventive Maintenance Should be performed on all vehicles to ensure
systematic care, servicing and inspection of equipment. The following goals should

oe attained in a successful preventive maintenance program.

(i) Maintenance of vehicles in a serviceable condition.

(2) Detection and correction of early failures.

(3) Optimum utilization and life of availaDle vehicles.

b. The operator is tne most important single factor of the preventive
maintenance program. Each operator Should perform daily/weekly checks of their

vehicle to ensure that the vehicle is in a serviceable (and safe) condition.
Enclosure (i) contains a checklist of items each driver should inspect for on a

daily/weekly basis.

c. Any discrepancies found during preventive maintenance checks should be

corrected immediately Dy the operator or reported to the Mobile Equipment
Dispatcher, extension 3939.

i. Vehicles requiring repairs to correct deficiencies will be delivered to

4otor Transport via the 4obile Equipment Dispatcher. Tools and material will be

removed from vehicles prior to oeing sent to Motor Transport for repairs.

$. ins.ections

a. Shop supervisors will ensure proper preventive maintenance is being
accomplished Dy performing routine inspections of vehicles. Corrective action

nould be taken as required.

b. The Mobile Equipment Dispatcher will perform random and semi-annual
inspections of vehicles. Vehicle DiscrepancF Reports will De forwarded to the

appropriate Genera[ Foreman via tne Director, Maintenance and Repair for corrective

action.

7. ports

a. All supervisors i[l provide a montnl report consisting of the vehicle

number an odometer reading to the blobile Equipment Dispatcher on the 25th (or
first workday following the 25tn) of each month.. An accident report Standard Form 91 will De filled out b the operator
whenever he or she is involved in an accident. The operator is required ho notify
the Mobile Equipment Dispatcher whenever a vehicle is damaged regardless of the

extent of damage. The Mobile Equipment Dispatcher will provide a copy of the

Standard Form 91 to the Administrative Officer who will review for safety purposes
and forward to appropriate Branch Directors for information/action.

8. peration and Safety

a. No person will operate a government motor vehicle without a valid Motor
Vehicle Operators Permit (Standard Form 46) and a current state driver’s license in

his or net possession. Additionally, the permit and, when applicable, the state

driver’s license will indicate the appropriate vehicle class/type qualifications.

b. The operator of the motor vehicle is responsible for the safe operation of

the vehicle and for the safety of passengers and cargo during operation.

c. The operator of the motor vehicle is responsible for the security and

maintenance of all tools and accessories SUCh as tires, jacks, lug wrenches, etc.

assigned to the vehicle.



MO 11240. IA
NOV Z ..

H. The operator will ensure that the vehicle has an Operator’s Report of Motor
Vehicle Accident, Standard Form 91. In the event of an accident the operator will

immediatelF notify the Provost Marshall, extension 3635 and complete the Standard

Form 91.

e. All operators will comply with the instructions and regulations contained
in the current edition of the of the Base Motor Vehicle and Traffic Regulations.

f. The operator will wear a seat belt at all times when the vehicle is in
motion. The operator will further ensure that all passengers utilize seat belts
while the vehicle is in ,notion.

9. Licensin Procedures

a. Effective upon receipt, supervisors will be responsible for the licensing
an3 renewal of licenses for employees under their jurisdiction. Referral to the

General Services Section will no longer De required.

b. Procedures for processing requests for initial licenses, renewals, upgrades
or duplicates.

(I) The supervisor will have the employee coaplete NAVMC 10964
(Application for Government Vehicle Operator’s Permit, Standard Form 46) in

duplicate. The information may be hand written provided it is printed legibly.
?he supervisor will sign and date the form in item 18 and print his/her name and

telephone number in item 17.

(2) The employee will also complete one copy of Standard Form 47 (Physical
Fitness inquiry for Motor Vehicle Operators). NOTZ: This form is not required
when requesting a duplicate or upgrade of a current permit.

(3) The employee may then handcarry the application, first to the

Occupationa[ Health Nurse, Building 15 and tnen to hhe Licensing Section, Building
1501; or the paperwork may be forwarded via guard mail to the Occupational Health
Nurse for review. After review by the Hearth Nurse, the NAVMC 10964 and the

Standard Form 47 will De forwarded to the Licensing Section. Upon receipt,
Licensing Section personnel will call the supervisor at the number noted on the

application to arrange for an appointment.

(4) Employeesrequiring only a duplicate or upgrade of current license are

not required to process through the Health Nurse.

(5) Supervisors with personnel assigned to the Air Station or Camp Geiger
should use the guard mail procedure whenever possible since testing and licensing
is available every Wednesday morning at the Air Station. Further information can

be obtained from the Licensing Section, extension 3244.

c. imployees will be advised that they are responsible for ensuring that their
Government Driver’s Permit remains valid and for notifying their supervisor
whenever a license is due to expire. In most instances government permits expire
concurrently with state licenses. And since renewal of a state license must be

accomplished before a new permit is issued, employees should not wait until the

last moment before taking renewal action.

d. Supervisors should maintain a "tickler file" denoting license expiration
dates to further ensure that employees remain fully licensed.

lO. Liaison With Base lotor Transport. The Mobile Equipment Dispatcher will

provide primary liaison with personnel of the Base Motor Transport Division.
Operators and supervisors will coordinate any transactions with Base Motor

Transcrt through the Dispatcher. The Dispatcher will be informed prior to any
turn-in or pick up of vehicles from Motor Transport.

ii. Radios. Vehicle mounted radios may be repaired through coordination between

the supervisor and the Radio Repair Section, Building 23. Since the supervisor has

signed for the radio, it is imperative that he/she receive a receipt if the radio
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i removed for repairs. Radios will not be removed frola or transferred between

vehicles without coordinating the transfer with the Property Management Section.

12. Vehicle Modifications. Vehicles will not be modified in any manner from the

original design without previous approval of the Base Motor Transport Officer.

Modifications are classified as installation or removal of bins, ladder racks, pipe
racks, warning lights, etc.

13. plicabilitZ. This Order is applicaDle to all Base Maintenance employees
upon receipt.

DISTRIBUTION: B



A. Before Operation (daily)

1. Damage and/or pilferage

2. Leaks, general

3. Fuel, oil, water

4. Engine, warm-up

5. Instruments

6. Safety devices

7. Tools and equipment

B. During Operation (daily)

I. Instrument brakes

2. Brakes

3. Clutch

4. Steering

5. Engine operation

6. Unusual noises

C. After Operation (daily)

1. Lights and reflectors

2. Safety devices

3. Brakes

4. Air tanks (drain)

5. Fuel, oil, water (refill)

D. Weekly Checks

i. Drive belts

2. Battery level

3. Anti-freeze

4. Tires (damage, gauge)

5. Clean (as required)

OPERATOR CHECKLIST

FOR

PREVENTIVE MAINTENANCE

MO 1120. IA

cosuRE (l





MAINTENANCE ORDER I1262.1

BASE MAINTENANCE DIVISION
Marine Corps Base

Camp Lejeune, North Carolina 28542

MO I1267.I
MAIN/RES/jlk

OCT n C 1982

From: Base Maintenance Officer
To: Distribution List

Subj: Inspection and Load-Testlng of Load-Lifting Equipment

Ref: BO I1262.1

I. Purpose. To establish procedures for the inspection and load-testing of load-lifting eouipment located within
the Base Maintenance Division; and provide supplemental instructions to load testing personnel assigned to the
Heavy Equipment Unit.

2. Background

a. The reference establishes requirements for all units owning or using Marine Corps load-lifting equipment to
ensure that inspections and annual load-testing are conducted.

b. Load-lifting equipment includes cranes, wreckers, forkllfts, "A" frames, chain hoists, winches, used to
lift loads vertically; and overhead industrial cranes located in maintenance shops. Hydraulic Jacks and jack
stands do not eguire load-testing, but they must be permanently marked with the rated load capacity as shown in
paragraph 5d oelow.

3. Appointments

a. Branch Directors will appoint certifying officers in each shop maintaining load-lifting eouipment. Certify-
ing officers will be designated in writing.

b. The Transportation General Foreman, Heavy Equipment Unit, is hereby desiqnated certifying officer for the
Base Maintenance Division with responsibilities noted in paragraph 4 below.

4. Responsibilities

a. The certifying officer is responsible for ensuring the safety and reliability of all welqht handling equip-
ment under their control and is responsible for the prompt scheduling and testing of load-llftiffg eauiomen.

b. The Transportation General Foreman (as certifying officer) is responsible for the appointment of test
directors and inspectlon/test personnel capable of performing required tests as outlined in the reference. The
incumbent is also responsible for the scheduling and conduct of requested inspections from user organizations as
required by the reference.

5. Procedures

a. Each item of weight handling equipment shall be condltion-inspected, load-tested, and certified at least
once annually as prescribed by the reference.

b. Upon receipt of load-lifting equipment, the certifying officer shall determine if the annual load test
requirement has been met. When this cannot be verified by equipment records and/or by test data stenciled on
the equipment, a load-test will be conducted as part of the equipment acceptance check.

c. The certifying officer shall ensure that shop equipment is scheduled for testing a minimum of 45 days
prior to the expiration of the annual condition inspection and load-test. Inspection/testing may be scheduled
by calling the Heavy Equipment Unit, telephone ext. 5909.

d. The marking of load lifting equipment is the responsibility of the shop certifying officer. Load-llfting
equipment shall be stenciled in a position clearly visible to the operator but in an area where the marking will
not be worn off through normal use of the equipment Examples of markings are:

(1) Tested Equipment: CAP. 3000 lb. Tested 7/II/82

(2) Nontested Equipment: CAP. 3000 lb. CAUTION NOT TESTED

6. Applicability. The provisions of this order are applicable to all activities within the Base Maintenance
Division upon receipt.

R. F. CALTA

DISTRIBUTION: B





MAINTENANCE ORDER 12250.I

BASE MAINTENANCE DIVISION
Marine Corps Base
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MO 12250.I
MAIN/RES/jik

JAN 0 5 1982

From: Base Maintenance Officer
To: Distribution List

Subj: Personnel Management Procedures

Ref: (a) BO 12451.1G

BO 12335.2C
d) BO 12630.1G
e) BO 12810.1
(f) MO 5100.lA

(gl BO 12771.1
(h BO 12750.IH
(i) BO 12792.2A

I. Pur_. To establish policies and procedures for Civillan Personnel Management within the Base Maintenance
Division.

2. Information. Management.of people is of prime importance because only through their efforts are the objectives,
missions, projects and work of the Division accomplished. As such, a basic objective of the Base Maintenance
Division is the establishment of effective and efficient personnel management policies.

3. Responsibilities.

a. Effective personnel management is the responsibility of a11 managers and supervisors who participate in
the planning and accomplishment of work within the organization. Additionally, first-line supervisors are
responsible for ensuring that employees under their cognizance are afforded sufficient assistance in resolving
personnel related problems.

b. The Personnel Section, Administrative Branch is responslble for:

(I) Planning, organizing, directing, coordinating and controlling all personnel management programs
within the Division.

(2) Determining that personnel management programs support the Division’s mission, meet the needs of
management and employees, and are consistent with the basic goals of the Division.

(3) Insuring that personnel management is carried out effectively and efficiently in accordance with

applicable regulations and standards.

(4) Providing assistance to management and employees regarding personnel management matters.

4. Applicability. The contents of this order are applicable to all activities within the Base Maintenance
Division upon receipt.
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SECTION

STAFFIN
lOl. MANPOWER REQUIREMENTS.

I. General. Manpower requirements for the Base Maintenance Division are governed by the Table of Organization
(T/O is the official staffing document for personnel authorization for the Division. The Administrative
Branch has overall responsibility for management of the T/O and insuring that personnel staffing is in accordance
with the document.

2. Manpower Requirements Review. Annually, the Base Maintenance Officer will meet with Branch Directors and
review manpower requirements to determine present and long-range personnel needs. Reconended adjustments to the
T/O will be fully justified and forwarded to the Base Maintenance Officer for consolidation and submission to
the AC/S,Manpower.

3. Interim Adjustments. Branch Directors requiring adjustments to the T/O subsequent to the reyiew will submit
reconmnded changes with justification to the Base Maintenance Officer for review. Unless otherwise authorized
by the ABMO, reconnendations will include a corresponding billet for deletion. Final approval for T/O changes
is the responsibility of the AC/S,Manpower.

4. Temporary Staffing. Requirements for temporary staffing will be in accordance with the following procedures:

a. Requirements for summer hires (to include temporery promotion) will be submitted to the Administrative
Branch NLT 15 February each year for review and approval by the Asslstant Base Maintenance Officer.

b. Temporary over staffing of less than 90 days will be submitted with appropriate Justification to the
Administrative Branch for review and approval by the ABMO. Requests will be submitted in sufficient time to allow
hiring based on awilability of the required trade.

c. Temporary over staffing other than summer hires, of 90 days or more will require (in addition to the
requirements noted in paragraph 4b above) the identification of correspondingly graded vacant billets that will
remain unfilled during the duration of the overstaffing. This action is required to preclude over expenditure of
budgeted labor costs.

I02. RECRUITMENT.

]. General. Requests for the hiring of permanent personnel is limited to those positions authorized by the T/O.

2. Procedures.

a. Requests for the hiring of new personnel my be submitted to the Administrative Branch whenever a vacancy
(or expected vacancy) exists. Requests should be submltted as soon as possible in the event advertisement of the
position is required. The Request for Personnel Action (SF 52) will be typed by the Personnel Section and returned
to the Branch for the signature of the Branch Director prior to submission to the Civilian Personnel Division.

b. The Personnel Section will not automatlcally submit SF 52s to fill vacancies since supervisors may elect
to fill the position at a lower grade level or establish a trainee billet, or Directors may wlsh to use the billet
to fulfill requirements noted in paragraph I01.4c.

c. Actual hiring cannot be accomplished until the vacancy actually exists, however, this does not preclude
Directors from submitting requisitions to f111 projected vacancies. This procedure is encouraged to reduce hiring
lag. Directors wishing to hire personnel to overlap an incumbent in a critical position may request such action.
The request will include reasons for the overlap and the desired period of time required to complete the overlap
training.

I03. SELECTION.

I. Policy. All personnel involved in the selection process are responsible for implementing positively and
vigorously the principle of selection and pronw)tlon on the basis of ability, merit and fitness without regard for
discriminatory factors.

2. Panels. Advisory selection panels are required when filling supervisory, managerial (including trainee), and
other key positions. The use of panels is discouraged when filling other positions. The panel will be comprised
of three members, including a chairperson, appointed by competent authority.

3. Selecting Official. The Selecting Official is defined as that individual one level above the person inter-
viewing or the senior panel member. The Selecting Official may concur in the reconndations of the interviewer
or selection panel or non-concur and select any other certified competing candidate (or non-select all candidates).
However, in the latter case the Selecting Official will be required to fully document in writing his or her
reasons for the action.

l-l
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4. Interviews.

a. When a panel is used, all candidates for the position must be interviewed unless they are not available.

b. In non-panel selections, the interviewer is required to interview all available candidates unless:

(1) The interviewer previously interviewed the candidate for a similar position in the past 60 days.

(2) The interviewer is the first line supervisor of all the candidates being considered.

I04. RETENTION.

I. Policy. Personnel turnover caused by incumbents seeking other employment, early retirement, etc., results in
loweproductivity, increased training costs and a greater maintenance backlog. It is imperative that each
supervisor provide for the welfare and morale of their employees in order to promote the retention of qualified
individuals.

2. Guidance. In order to retain qualified employees and reduce personnel turnover, supervisors are responsible
for:

a. Promoting a safe working environment commensurate with current safety directives.

b. Informing the employee on a periodic basis of his or her performance. Discuss weak as well as strong
points.

c. Providing incentives of outstanding achievement through the use of verbal and/or written commendation
or special achievement awards as noted in reference (a). Conversely, unsatisfactory performance must be corrected
at the earliest possible moment.

d. Taking immediate action to correct errors or adverse actions by employees. If disciplinary procedures
are required, do it as soon as possible.

e. Informing employees of all actions which may affect them.

I-2
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SECTION II

PERSONNEL ACTIONS

201. PROMOTIONS.

I. General. All permanent promotions will be accomplished using the procedures outlined in paragraph I03 above

and ace---Tficate of eligibles provided by the Civilian Personnel Division.

2. Temporary Promotions.

a. Temporary promotions may be effected when a position is expected to be vacant for more than 60 days.

b. Appointments of more than 120 days will be made competitively utilizing a certificate of eligibles provided
by the Civilian Personnel Division.

c..Appointments of 60 to 120 days may be made non-competltively from Division employees who meet the basic
eligibility requirements. It is recommended, however, that supervisors utilize the names of individuals on current
merit promotion registers whet possible.

d. Filling a position for less than 60 days will be effected through the use of Details. Procedures are
contained in paragraph 202 below.

e. Temporary appointments will commence at the beginning of the next full pay ’period if processing time
allows (normally five working days). Otherwise ap#ointments will be effective on the following pay period.

3. Probationary Period.

a. Newly promoted employees initially assigned to a managerial position are required to serve a 12 month
probationary period except when such an employee has previously served satisfactorily as a supervisor in the
Federal Service.

b. Supervisors of employees identified as serving a probationary period iI] be familiar with the requirements
contained in reference (b).

202. DETAILS.

I. General. A detail is an assignment on a temporary basis of an employee to perform duties not covered by thelr
job/position description. It is impoPtant to ensure that those assignments which are advantageous in future
promotion actions are rotated among e]Iglb]e employees to the maximum extent possible.

2. Guidelines.

a. Specific procedures govern!ng the use of details are contained in reference (c).

b. Requests should be forwarded to the Administrative Branch in sufficient time to prepare and submit the
Standard Form 52 to the Civilian Personnel Division prior to the effective date of the detail.

c. Details in excess of two weeks will be documented through the use of a SF 52. Details of less than two
weeks need not be recorded, however, it is recommended that supervisors prepare a Memorandum noting the detail to be
sent to Civilian Personnel Division for inclusion in he employee’s file.

203. TRANSFERS.

1. Outside Agencies. The transfer of employees to outside agencies will only be done at the direction of the
Civilian Personnel Division.

2. Intra-Department. The transfer of employees within the Department will be governed by the following conditions:

a. Employees transferring to like trades within a Branch (e.g. Plumber Shop 61 to Plumber Shop 31) may be
accomplished at the discretion of the Branch Director based on mission requirements.

b. Employees transferring to like trades in another Branch may be accomplished with the concurrance of the
effected Branch Directors or by direction of the Assistant Base Maintenance Officer.

c. Transfer of employees .to unlike trades will not be accomplished without prior coordination with the

DirectoAdministrative Branch. This is to preclude possiblemalassignment, grievance action, or violation of
merit promotion procedures.

d. All transfers will be effected coincidental with the beginning of a pay period. The Administrative Branch
will be notified (by memorandum) (at least two weeks in advance of the transfer) in order to effect changes to
time cards, labor distribution cards, etc.

2-I
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20 RESIGNATIONS.

I. General. The resignation by a permenent employee can have an adverse effect on shop effectiveness, therefore,
,supervisors at all levels should counsel eployees contemplating resignation to determine the reason for such
action. Supervisors should attempt to resolve problems of job dissatisfaction internally or refer employees to
Uther assistance’agencie if such action will serve to retain a valuable employee.

2. Pllcy.

a. It is the employee’s right to resign at any time without advance notice, however, employees should be
notified that the procedure may have an adverse effect on future employment. Established policy of the Division
is that an employee give a minimum of two weeks notice to allow for the selection of a replacement and to allow
sufficient time to properly outprocess the rsigning employee.

b. Supervisors will iiately notify the Aministratlve Branch whenever an employee has notified them that
he or she desires to resign. The Personnel Assistant (Administrative Branch) will also inform the supervisor as
to when the employee should report to the Administrative Office to sign a resignation statement.

205. RETIREMENT.

l. Genera]. Employees contemplating retirement will notify their immediate supervisor who will contact the
Emplo---lations Office (CPD) to arrange for an appointment for pre-retirement processing.

2. Length of Service Retirement. Employees contemplating length of service retirement should be encouraged to
notify their supervlsor at least 30 days in advance of the retirement date in order to ensure that the employee
is given full out-processing consideration and to allow the Division to requisition a replacement.

3. Disability Retirement. Employees wishing to file for disability retirement will be referred to the Civilian
Personnel Division for action.

2-2
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SECTION Ill

LEAVE AND INJURYREPORTING

301. ABSENCE AND LEAVE.

I. Annual Leave.

a. The taking of annual leave is an absolute right of the employee, subject to the right of management to fix
the time at which leave may be taken. Accordingly leave should be scheduled whenever possible to allow adequate
planning by both the employee and the supervisor. In this connection supervisors will solicit leave requests, for
normally not more than two weeks, during the following periods.

(I) 1-15 November. For leave during the first half of the next leave year and for annual leave that may
be forfeited at the end of the current leave year.

(2} 1-15May. For leave during the last half of the current leave year.

b. Proper work scheduling is dependent upon an accurate estimate of available productive manhours. The use
of unscheduled leave within a work center will distort these estimates and result in rescheduling or inefficient
production. Therefore, suoervisors are discouraged from approving unscheduled leave except in unusual circumstances.

c. Specific procedures and further information regarding the use of annual leave are contained in enclosure
(2) of reference

2. Sick Leave.

a. SPecific procedures and guidelines for administering a Sick Leave program are contained in enclosure (3)
of reference (d). Supervisors at all levels will be familiar with the contents of this reference.

b. The indiscriminate use of sick leave by an employee will be a matter requiring immediate action by
supervisors. Exact procedures are outlined in reference (d).

c. Employees who have been absent from duty seven or more calendar days will be referred to Health Nurse
(Bldg. 15) for examination before being al]owed to return to work.

d. Employees absent for a prolonged period are required to make application for leave every four weeks. Their
application must be supported by a signed medical certificate indicating the employee’s diagnosis, prognosis and
probable return-to-duty date. The supervisor is responsible for informing the employee of this requirement.
Failure by the employee to comply with the requirement will be reported to the Director Administrative Branch
for further action.

3. Excused Absence. A brief absence from duty and/or tardiness of less than an hour may be excused (except for
the "last hour of the work day) when reasons appear adequate to the supervisor. Absences during the last hour of
the work day can only be approved by the Base Maintenance Officer. This approval can be made verbally through
coordination between the supervisor and the Assistant Base Maintenance Officer.

302. WORKER’S COMPENSATION.

I. Guidelines. Specific guidelines and procedures for processing and handling employees injured on-the-job are
contained in reference (e). Enclosure (1) of the reference provides step-by-step instructions for supervisors.

2. Traumatic Injury. Employees suffering a disabling traumatic injury while on-the-job are entitled to
continuation of pay for a period of up to 45 days. In many instances, the injury is of a nature that may allow
the employee to work but under limiting conditions (light duty). Supervisors will make every effort to utilize
these employees where ever possible. Temporary appointments will not be effected to positions vacated by employees
on traumatic injury until such time that it can be reasonably ascertained that the employee cannot be used in a
"light duty" status.

3. Compensation. Employees whose injuries extend beyond 45 days may be eligible for compensation payments
from the Department of Labor. Employees with injuries that are expected to preclude their return to work within
45 days should contact their supervisor and the Civilian Personnel Division (Employee Relations) as soon as
possible. Supervisors are authorized to effect temporary appointments (provided total T/O authorizations are not
exceeded) to replace employees on compensation. Long term compensation cases (12 manths or more) should be
reported to the Director Administartive Branch who will ascertain the possibility of the employees return to duty
and make a recommendation regarding a permanent replacement.

303. INJURY REPORTING.

I. General. Employees are responsible for reporting any on-the-job injury they nlay incur. Supervisors are
oblio ensure that an injured employee receives adequate medical treatment no matter how slight the injury
may appear to be.
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2. Compensation Forms. Enclosure (I) to reference (e) outlines responsibilities for completing injury forms
relating to compensation (i.e. CA-I, CA-2, etc.) Any on-the-Job injury which results in Continuation of Pay
will also require completion of MCBCL Form 12810/I by the supervisor in accordance with paragraph 9 of reference (e).

3. Mishap and Injury Report.

a. A NAVMC I0767, Mishap and Injury Report, will be prepared for each mishap involving a civilian employee
when:

(I) The employee sustains a duty-connected occupational injury or illness which results in a fatality
or which causes loss of duty for any full day or any full shift on any day subsequent to the mishap (or onset of
the disease.)

(2) Any mishap causing damage to Government owned or based property or equipment (other than motor vehicles)
where the amount is $300 or more in direct costs to the government.

b. The report will be filled out following the procedures set forth in reference (f).
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SECTION IV

GRIEVANCE AND DISCIPLINE

401. GRIEVANCES.

I. Polic. It is generally accepted that there will be occasional labor management conflicts which will require
clarification and/or resolution. It will be the policy of this Division to attempt to seek satisfactory
clarification and/or resolution of the grievance at the lowest possible supervisory level.

2. Navy Grievance Procedure. Non-unit employees will submit grievances under these procedures. Specific guidance
is contained in reference (g).

3. Negotiated Agreement. Unit employees will submit grievances under the procedures outlined in the current
Negotiated Agreement.

4. Specific Procedures:

a. In many instances grievances are resolved daily between supervisors and an employee through informal
discussions without either party being aware that they have exercised the gmievance procedures noted above. However,
there areoccasions when the immediate supervisor and employee cannot come to an agreement. In these instances the
employee should inform the immediate supervisor that he/she is officially filing a grievance and state what
corrective action is desired. The supervisor will acknowledge the grievance, take whatever investigative action
is required, and give an answer to the employee within the time frames noted in the appropriate grievance procedure.

b. Whenever an employee states a grievance that may require corrective action beyond the control of the
immediate supervisor, the supervisor will so inform the employee. The employee should then submit the grievance in
writing to the applicable individual. Immediate supervisors will not refer employees to other intermediate
supervisory personnel at the Step level.

5. REPRESENTATION. When an employee elects to have representation for any grievance filed under the Negotiated
Agreement, the Union will be the sole representative. Further, if representation is requested, the representative
must be the Steward designated to serve that shop or area.

402. DISCIPLINE.

I. General. It is recognized that an intergal part of a successful Personnel Management Program is the maintenance
of good order and.discipline.

2. Procedures. Specific procedures outlining the administration of discipline are contained in reference (h).
All supervisors should become familiar with the contents of that regulation especially the guidance noted in
enclosure (2) of the reference.

3. Pre-Action Investigation.

a. A pre-action investigation will be conducted whenever a supervisor has reason to believe an employee has
violated an established rule or procedure and possible corrective disciplinary action is warranted.

b. The investigation should constitute a complete inquiry into the facts and circumstances of the incident
and may cease at any part of the investigation if the investigator determines that a violation did not occur or that
sufficient mitigating matters exist that disciplinary action is not warranted. An interview with the employee
involved may be especially important to the inquiry and is highly recommended.

c. Upon completion of the inquiry portion of the investigation, it will be reviewed by the Director,
Administrative Branch who will coordinate and provide any recommendations in conjunction with the Civilian Personnel
Division.

d. The investigator will then hold a discussion with the employee after advising the employee of the right to
be represented during the discussion. The discussion should be limited to the investigator, the employee, the
employee’s representative (if desired), and when necessary one other management official. Investigators will
refrain from the appearance of intimidating the employee by having several supervisors present during the discussion.
The investigator will present the pre-action to the employee and provide an opportunity to comment orally and/or in
writing. The investigator will inform the employee that any reply will be considered in arriving at a decision.
If the employee desires to make a written reply, the investigator should allow the individual some time to turn
in the reply (several days is sufficient). Based on any oral replies, the investigator will then advise the
employee whether or not corrective action will be recommended.

e. The investigator will then complete the pre-action investigation to include the employee’s oral and/or
written comments. If the investigator has not already advised the employee whether or not corrective action will
be recommended, the investigator will have another discussion with the employee amd so inform him. The investigator
will then make a recommendation based on the findings and forward the completed investigation to the Director,
Administrative Branch for final review.

f. Further requirements based on the type of corrective action are contained in reference (h).
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4. Authority to Effect and/or Propose Corrective Action.

a. Supervisors at any level are authorized to effect the following corrective actions:

(1) Oral Admonishment

(2) Letter of Admonishment

(3) Letter of Requirement

(4) Letter of Reprimand

b. Branch Directors are authorized to propose suspensions of 14 days or less.

daysC’ro The Base Maintenance Officer or his designated representative is authorized to effect suspensions of 14
less, and propose Appealable Adverse Actions (i.e. removal, suspension of more than 14 days, reduction

in grade or pay, or furlough for 30 days or less).

4-2
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SECTION V

PERSONNEL ASSISTANCE
501. PERSONNEL ASSISTANCE.

I. General. The Personnel Section of the Administrative Branch is chartered to provide personnel assistance to
employe-’f the Division. However, employees are required to initially use their supervisor to resolve a
problem or provide assistance before utilizing the Personnel Section. When necessary, employees will be referred
to other appropriate agencies if assistance cannot be obtained by the section.

2. Visits to Civilian Personnel Division.

a. Employees will refrain from visiting the Civilian Personnel Division without first contacting the Personnel
Section of the Division except under the following conditions:

(1) When specifically requested by an employee of the Civilian Personnel Division.

(2) When filing for retirement, insurance, beneficiary changes, and compensation claims. (Appointment
will be scheduled by the supervisor.)

(3) When seeking assistance under the Employee Assistance Program. (Appointment will be scheduled by
the supervisor.)

b. In all instances, an employee will require a Civilian Employee Pass, MCBCL 5512/5, filled out by the
supervisor before going to Civilian Personnel.

3. E_j)loxee Assistance Program. Marine Corps Base has a program to assist and advise employees who have alcohol
or drug related problems. Specific guidelines and procedures are contained in reference (1). Supervisors should
be familiar ith the program and are obligated to make a referral if circumstances warrant it. This is one
instance where professional counseling and assistance can be very effective so supervisors should not delay the
referral or attempt to solve the "problem" internally.

502. AWARDS.

I. General. Information concerning the Civilian Awards Program to include the Beneficial Suggestion Program is
contained in reference (a).

503. TRAVEL.

I. General. All expected travel requirements (TAD) are required to be budgeted in the Budget Program whenever
possible. Approval for non-budgeted TAD will be made only by the Base Maintenance Officer or higher authority.

2. Permissive TAD. Permissive TAD will be used to allow an employee or group of employees to attend a function
(i.e. seminar, training, certification) at no cost to the governmant where travel is involved and the duration
of the TAD does not normally exceed one day. Requests must be initiated by the individuals concerned, approved
by the Branch and forwarded to the Administrative Branch with appropriate Justification NLT lO days prior to the
scheduled TAD.

3. TAD other than Traininq.

a. Branch Directors are responsible for programming required TAD to attend conferences, seminars, etc.
Programming is done annually in conjunction with the budget formulation. Final approval of requested TAD will be
made by the Base Maintenance Officer based on availab]e funds and priorities. Subsequent TAD requests must be

approved by the Base Maintenance Officer. Such requ.ests will contain justification for the TAD and the identification
of a previously approved TAD to be cancelled in order to provide funding.

b. APPlication for approved TAD should be submitted to the Administrative Branch for Drocessino NLT 30days prior
to the TAD. Previous experience has shown that a minimum of two weeks is required to process the reQuests and
insure that the individuals have ample time to draw advance av if authorized and.Make any personal arranment.
The individuals and their respective branches are responsible for making lodging and travel arrangements other
than commercial airline reservations.

4. TAD (Training)

a. Requests for training involving TAD will be submitted annually by the Branch Directors as required by
separate correspondence. Training needs will be prloritized by the branches, consolidated by the Administrative
Branch, and submitted to the Base Training Committee for review and approval based on available funding. The
Director Administrative Branch will inform branches of approved training. Requirements for training not previously
approved will be submitted to the Director Administrative Branch who will forward the request to the Civilian
Personnel Division. Due to limited training funds, Directors can expect to identify a previously approved training
requirement to be cancelled in order to fund the training request.
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b. The Civilian Personnel Division is responsible for schedulng and processing TAD orders relating to
training, however, individuals are responsible for making lodging and travel arrangements other than commercial
air reservations.

5. Travel Claims. Personnel returning from TAD will report to the Administrative Branch as soon as possible after
completion of travel to initiate travel claims. Employees should retain all receipts applicable to the TAD and
have them available to substantiate and verify travel expenses.
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