                ITE RECORD JACKET REQUIREMENTS        Readme.doc


[image: image1.wmf]
1. Left Side. (top to bottom) All forms can be downloaded from the 3RD MARDIV
2. homepage: http://www.3div.usmc.mil/g6/maint.htm . If a multi-folder is used then equally

3. distribute the forms to each folder section.
4. 1. LTI sheet. CPUs, laptops, and servers will use LTI-ITE.DOC. Peripherals
will use PER-LTI.DOC. The original acceptance LTI will remain in the record 
jacket for the life cycle of the equipment.

2. Completed ERO's (NAVMC-10245). The original acceptance LTI ERO will remain
5. in the record jacket for the life cycle of the equipment. All other EROs will
6. be kept for one year after the date closed.

7. 3. ITE Warranty Data Record. (WAR-ITE.DOC) Completed by the IMA.
Right Side. (top to bottom)

8. Inventory Sheet. (INV-SHT.DOC) To be completed according to TM-4700-15/1.

Use CMC MSG 040101Z JAN 99 as the reference or extract. A separate signature

page is not required if it is enclosed with the inventory sheet. Inventory 

sheets will be kept for one year. Therefore, the record jacket will contain 

the inventories for the present and past year. Inventories will be conducted 

semi-annually. A convenient time to conduct the inventory would be in 

9. conjunction with the quarterly CMR inventory. If an end item has no component

parts, such as a printer or scanner, then no inventory sheet is required.

10. ITE PM Instructions. (PM-ITE.DOC) In addition to the PM instructions 
listed at PM-ITE.DOC, operators are also required to perform Scandisk and
Defrag Programs during the monthly PM.

11. Authorized Software Installed.  (SW-ITE.DOC) Authorized software is 

determined by the unit's ISMO.
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