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CHAPTER 7





DIRECTIVES AND TECHNICAL PUBLICATIONS








7000.  POLICY





1.  An integral part of an organization's combat readiness is the readiness of its equipment.  One of the essential resources contributing to an effective equipment maintenance program is an up- to-date library of maintenance related publications.  The MCO P5215.17 requires commanders to ensure that adequate authorized publications are on hand in the minimum quantity required, that publications are readily available to the user where the equipment and material are maintained, adequate internal distribution is made, and that prompt action is taken to request decreases or increases in allowances when requirements change.  Accordingly, commanders will maintain a full allowance of necessary maintenance related publications in commodity areas and applicable staff functional areas.





2.  Subordinate organizations/units will determine allowances for publications, and acquire and maintain those publications in


accordance with the guidance found in appendix B of MCO 4790.2 and appendix E of this Manual.





3.  All activities will conduct an annual review of the PL to evaluate publication requirements.  The annual review will be conducted on a fiscal year basis and should coincide with receipt and review of one of the NAVMC 2761, and a revisions to SL-1-2/1-3.  The publications "requirements" shown in the PL are requirements of both the publication sponsors and the activity commander's desire for certain titles to appear in the inventory.  The PL will change whenever the organization's IAC is included in distribution for a new publication by a publication sponsor and when the activity requests changes to the PL.





4.  Organizations will specify in a policy notice the number and location of publication libraries.  The number of libraries will be determined by considering the organization's concept of employment, to include task organizations, detachments, and deployments.





5.  Quarterly, within 30 days of receipt of the SL 1-2/1-3, the


commodity manager/section OIC will inventory all on-hand technical publications and update publications control forms and libraries with any changes or revisions.  Inventories will be conducted in accordance with appendix B of MCO 4790.2.
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7001.  RESPONSIBILITIES





1.	The responsibility for an effective maintenance and maintenance management effort, to include a technical publications control system, rests with the commander.  The overall operation of an organization's publications control system is the responsibility of the G-l/ S-l/ Adjutant with the advice and assistance of the MMO.





    a.  Publications control system responsibilities are divided


into four functional areas: allowance control, internal distribution control, inventory control, and requisition control.  Specific responsibilities pertaining to these functional areas is contained in appendix B of MCO 4790.2.





2.  Each activity receiving direct distribution of publications issued at the direction of the publications sponsor shall manage a control system which will facilitate internal distribution and retrieval of the publications it maintains.  The control system shall be maintained by the Adjutant/S-1 section/administrative section and is comprised of:





    a.  A locally automated system.





    b.  NAVMC 2761, Catalog of Publications,





    c.  Comprehensively annotated PL that shows locations and quantities of those publications being managed.





3. The key document in the internal distribution control system is the Internal Distribution List (IDL).  An IDL is a list from each commodity/section containing the following information for each of their publications:  PCN, short title, quantity required/authorized, and quantity on hand.  Commodity managers/section heads must be aware of internal distribution control procedures in order to properly manage on-hand publications and recommend changes to the IDL.  The most important feature of the IDL is the Req/Auth column for each line entry.  The quantity shown in this column must match the corresponding quantity found on the PL.  A mismatch causes confusion regarding exactly how many copies of certain publications are inbound and to whom they belong.  Often an organization will diligently conduct a PL review and have changes made  without ensuring that commodity/section IDLs are concurrently updated.        





  A simple comparison of the IDL with the PL will quickly pinpoint problem areas. 
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4.  The number of publication libraries, including those needed to meet contingency/deployment requirements, and the number of copies of each publication per library,  will be determined by the organization/ unit taking into account several factors:





    a.  The activity's concept of employment contained in the T/O cover page.  





    b.  Contingency plans and periodic deployments, as well as


mobilization.





    c.  Are shops spread out over several buildings or are they centralized?  Factors to be considered in determining the number of copies of each publication in each library are:





        (1) The quantity of each type of equipment to be supported by the library.





        (2) The number of maintenance/operator teams that may


simultaneously require a given publication.





    d.  Is the publication going to be used in a clean shop, or will it be used outside, or around oil and grease where it will last only a short time?  





5.  The G-1/S-1/Adjutant, in close coordination with the MMO, will be responsible for publications control within their command/organization /unit.  Internal distribution control will be accomplished by section OICs/commodity managers, monitored and assisted by the MMO.





6.  Publication Control/Internal Distribution Control





    a.  Each section/commodity within an organization/unit will


maintain publication control forms for their publications.  The publication control form is required for each library to identify, account for, and locate publications.  Forms produced by PLMS or some other local procedures or databases may be used for this purpose, provided they contain all the data elements contained in MCO 4790.2.  Publication control forms will be filed as follows:





        (1) Technical equipment associated pubs, by equipment ID number.





        (2) Technical non-equipment associated pubs, by PCN.





        (3) Non-technical pubs, by ID code (SSIC)
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     b.  Publications may be filed using one of three methods:





        (1) By publication type, based on short title.





        (2) By equipment type.





        (3) By ID code (SSIC).





    c.  Checking out publications for use must be strictly monitored to maintain positive control.  The following methods are recommended:





        (1) Extended Periods of Time.  When a publication is removed from its file location for an extended period of time (duration will be determined by the commodity/section manager), a locator sheet will be put in its place to indicate the current location of the publication.





        (2) Short Periods of Time.  When a publication is removed from its file location for a shorter period than specified above, a logbook will be used.





    d.  Changes to Publications.  Publication changes are issued either by Naval Message or published document.  Changes range from simple pen changes to page replacements.  When a change to a publication is received, take the following action:





        (1) Complete the change in the basic publication as directed, ensuring pen changes are complete and legible and old pages are removed and destroyed.





        (2) Annotate the cover page of the publication with "W/Ch XX" immediately following the publication short title.





        (3) Update the "Record of Changes" page in the basic pub, if applicable.





        (4) Update the Pub control card, IDL and PL as applicable.





    e.  Excess Publications.  Excess publications returned to stock must be currently published in the SL 1-3 and must be in





"issue ready" condition, without changes inserted by means other than the original printing process.  Excess publications should be returned for re-issue to the publications stock point, MCLB, Albany if:





        (1) There are significant quantities, i.e. 10 or more copies.





        (2) They are serviceable binders.
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        (3) They have a total value of $50 or more.





NOTE:  The objective is disposal of all printed matter locally when the value is less than the administrative cost to return the material to stock.  If the excess publications do not meet the above criteria, route them through the Distribution Control Point (DCP) for possible distribution to other sections, other organizations, or eventual disposal.





7.  Recommended changes/corrections to publications and Logistics


Maintenance Data Codes (SMR Codes) will be submitted to Marine Corps Logistics Base, Albany GA on NAVMC 10772 (Recommended Changes to Publications/Logistics Maintenance Data Coding).  The use of NAVMC 10772 by all maintenance/operator personnel is strongly encouraged.  Maintenance management officers and appropriate commodity/staff officer will maintain copies of all NAVMC 10772s submitted by subordinates.  This information may now also be submitted via Local Area Network (LAN) directly to Albany, by organizational MMOs.
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