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COMMUNICATION COMPANY MAINTENANCE POLICY LETTER 01-02

From:  Commanding Officer

To:    Distribution List

Subj:  INDUCTION OF EQUIPMENT FOR MAINTENANCE

Ref:  (a) MCO P4790.2_

      (b) TM 4700-15/1_

1.  Purpose.  To establish standardized guidelines for induction of equipment into the Communication Company Maintenance Sections.


2.  Background.  Communication Company is responsible for providing electronic maintenance, motor transport maintenance and utilities maintenance for Company held assets.  It also provides maintenance support for communication electronic, motor transport and utility assets, held within the battalion, and Automatic Data Processing Equipment (ADPE) held within the Division.  Maintenance performed must be captured on equipment repair orders (EROs).  All equipment, inducted into the maintenance cycle, must be accounted for, and guidelines for turn in and receipt of that equipment must be established.       

3.  Scope.  This policy is designed to ensure all equipment entering the maintenance cycle is accounted for on property records, and that equipment record procedures for those items are adhered to per the references.  This policy is directive in nature.

4.  Application.  This policy applies to all maintenance activities who perform maintenance within this company, and all owning units who induct equipment into the Communication Company maintenance sections.

5.  Tasks.


a.  The Company Maintenance Officer will provide current consolidated memorandum receipts (CMR) to those platoons that perform a maintenance mission within the Company.
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    b.  Owning units and sections requesting maintenance support will ensure that equipment requiring maintenance is resident on their respective CMR.  

    c.  Issue Release/Receipt Documents (DD-1348), or equipment custody receipts (ECR) cards, which have been endorsed by Battalion Supply, may accompany newly received equipment.


d.  Owning units and sections will ensure that the equipment record jackets accompany equipment being turn into maintenance.  This includes any "yellow" copy of EROs already opened on the equipment being inducted.    


e.  Owning units and sections will ensure that personnel turning in and receipting for equipment, from maintenance, have been authorized in writing, and authorization letters are on file within the Company's Shipping and Receiving (S&R) sections.  Unit Maintenance Management Officers (MMO) publish authorization letters on a regular basis and are the point of contact for these letters.   


f.  S&R Chiefs will ensure the record jackets of equipment being inducted are inspected per the references, authorization to pick up and deliver the equipment is verified and that all 1st echelon maintenance is performed prior to induction of the equipment into maintenance.  Annotations in the "description of work" block of the ERO, describing any discrepancies, to include SL-3 shortages not on order, will be made at that time, and the record jacket will be returned to the personnel inducting the equipment.

6.  Special Instructions.  Maintenance Officers and Chiefs will not induct equipment into the maintenance cycle that does not meet the prerequisites established in this policy letter.
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