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MAINTENANCE MANAGEMENT POLICY LETTER 1-01

From:  Commanding Officer, 4th Marine Regiment

To: 
  Distribution List

Subj:  PUBLICATIONS PROCEDURES
Ref:   (a) MCO P4790.2C

       (b) MCO 5600.31

Encl:  (1)  4th Marines Publication Order Form

1.  Purpose.  To provide standardized procedures for maintaining, ordering and distribution of publications.

2.  Background.  An integral part of 4th Marine Regiment’s equipment readiness is an effective publications control program to ensure up-to-date maintenance related directives.  Reference (a) 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.

3.  Policy.  Each Shop OIC and Commodity Manager will ensure sufficient publications are maintained to enable them to perform any task assigned by the Regimental Commanding Officer or per the T/O mission statement as it applies to them.  To assist in the management of individual libraries and in the management of the unit Publications Listing (PL), all publication libraries will be controlled under one uniform system. This system will be a combination of the Marine Corps Publication Distribution System (MCPDS) and the Publication Library Management System (PLMS).  The Unit Publications Control Point (UPCP) will utilize MCPDS, under the staff cognizance of the S-1/ADJ, for the maintenance of the PL and requisitioning of publications.  PLMS will be utilized by all libraries, to include the UPCP, for maintenance of the Internal Distribution List (IDL) and for library inventory and control purposes.

a. The Regimental Headquarters will operate using a single PL and Individual Activity Code Number (IACN) controlled by the UPCP. 

b. Electronic versions of publications (CD-ROM, internet, etc.) are authorized and should be utilized when ever practical.

c. Section will order publication using the enclosure or a print out from PLMS.

4. Responsibility. The publications control system requires multiple commodities and sections to work interdependently.  Failure of any component to comply with the procedures established in reference (a) and subsequent guidance from the UPCP may result in inadequate libraries, improper internal distribution, incorrect/unnecessary PL allowances, or all of the above.  

a.  UPCP.  The UPCP falls under the staff cognizance of the S-1/ADJ and is assigned in writing.  The UPCP maintains responsibility for the Regimental Headquarters publications control system. The UPCP's duties include but are not limited to:

(1)  Maintaining the Regiment’s PL and IDL.

(2) Requisitioning all publications and directives for 

the Regiment.

(3) Ensuring proper distribution of publications 

and directives.

(4) Ensuring personnel are trained in the management     

of non-technical publications and directives.

(5) Conducting inspections on non-technical libraries.

(6) Scheduling and supervising quarterly PL reviews.  

(7) Reconcile backorder listings monthly with all                                      

shop/section publication clerks.    

(8) Monthly, provide a copy of the backorder listing.

(9) Reconcile the PL against IDL quarterly.

(10) Conduct annual PL review.

b.  MMO.  The MMO will advise the UPCP, shop OICs, and commodity managers on all matters relative to technical publications management and control.  In addition the MMO will:

(1) Provide training in the management of 

technical publications and directives.

         (2) Conduct technical publications library 

inspections as a part of scheduled internal maintenance management inspections.

    (3) Distribute the Publication Library Management 

System (PLMS) program quarterly.

    (4) Provide training on the use of the PLMS 

program.


    (5) Quarterly, updates the regimental headquarters technical publications IDL and forwards to the UPCP.

c.  Shop OICs /Commodity Managers.  Shop OICs and Commodity Managers will ensure technical publication libraries are maintained in accordance with pertinent references, and commensurate with authorized echelons of maintenance and/or mission requirements.  Their responsibilities include, but are not limited to:     

    (1) Ensuring a responsible Marine is appointed and 

trained as the shop/section Publication Library Manager.

    (2) Determining the quantity of technical 

libraries required to support garrison requirements and multiple contingencies/deployments.

    (3) Ensuring requisitions for publications are 

submitted to the UPCP as required. 

    (4) Ensuring publication backorder validations are 

conducted with the UPCP monthly.

    (5) Ensure section libraries are maintained per 

current references. 


    (6) Quarterly, in conjunction with the new SL 1-2, SL 1-3 and PLMS update, inspect section libraries and forward all changes to Regimental MMO.

               B. P. KEARNEY
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