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VA NTENANCE MANAGEMENT SCP,
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OBERM EW The purpose of this lessonis to famliarize the students wth
nai nt enance nanagenent sop, desk-top procedures, and turnover fol ders.

Learni ng obj ective are neither specified nor neasured during this | esson;
however the classroompresentation is controlled to provide the fol |l ow ng:

a. The purpose of mai ntenance nanagenent standi ng operating procedures

(MVBCP).
b. What commands nust have a MVBCP.
c. The reference that outline the preparation instructions for a MBP.
d. The required contents for MVBCP.
e. The billets wthin a coomodity that shoul d have desk-top procedures.
f. The contents of desk-top procedures.
g. The billets wthin a coomodity that shoul d have a turnover fol der.
h. The contents of a turn over fol der.

QJTLI NE

1. DEvECPMENT GF WA NTENANCE VANACEMENT SCP (IMVBCP)

a. Purpose of Mijor Subordi nat e Gommand M nt enance Managenent & andi ng
perati ng Procedures (MSC MVECP).

(1) A MC MBCP specifies and di ssemnates the policies and
procedures for the conduct of naintenance wthin the unit.
(2) A MBC MVBCP reduces the inpact of personnel turnover by
establishing a reference point for all nenbers of the unit.
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(3) A MC MMBCP al so reduces training requirenents by standardi zi ng
the manner in which nai ntenance operations are perforned wthin the command.

(4) To acconplish this purpose, the MBC MVBCP nust :

(a) Bewitten sothat it is understood by all personnel required
touseit.

(b) Be detailed enough that personnel can followit wth as
little additional guidance as possi bl e.

(c) Be available to and understood by all personnel, regardl ess
of billets, who are required to performthe work.

(d) Gontain direction on all aspects of nmaintenance relating to
your unit.

(50 A MC MMBP need not contain all of the procedures necessary to
acconpl i sh the unit's functions when instructions published by higher
headquarters are sufficiently clear, detailed, conpletely applicable at the
naj or subordi nate coomand (MBSO |evel, and referenced in the MBC MVBCP.

b. Gmmands Responsi bl e for Devel opi ng a MVBCP

(1) onmanders at naj or subordi nate coomands (Ov, FSSG and Wng)
shal | publish MBOP s. The instructions contained in the MSC MVBOP need not
contain all subordinate unit functions but they will be sufficiently clear,
conpl etely applicable at the unit level, and sufficiently detailed to ensure
each subordinate unit can performits nai ntenance m ssion.

(2) Gommanders at subordinate command | evel s, to include detached or
separ at e conmands, aut horized second echel on or hi gher nai nt enance capability
for nore than one coomodity area wll publish MMBCP s except when nai nt enance
procedures are adequately covered in a MBC MBCP. I n such cases the MBC MVBCP
nay be used inlieu of a unit MVBCP.

(3) onmanders at subordi nate cormand | evel s, to include detached or
separ at e conmands, aut horized second echel on or hi gher nai nt enance capability
for only one coomodity area w Il publish nai nt enance nanagenent procedures in
either a comnmodity nai ntenance/unit |ogistics SAP or a MVBCP except when
nai nt enance procedures are adequatel y covered in the MSC MVBCP.

(4) Gommanders at subordi nate command | evel s, to include detached or
separ at e conmands, authorized only first echel on mai nt enance capability for
organi ¢ equi prent w Il publish, as a mninum nai ntenance nanagenent
procedures as part of one of the unit's logistics SOP s or in a na ntenance
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policy letter for the unit's coomodity areas except when procedures are
adequat el y covered in the MBC MVBCP.

(5) Were the nai ntenance mssion at the subordinate cormand | evel s
of the lower |evel command requires deviation fromor anplification to the MsC
MWBP, clearly defined local witten procedures wll be included in a unit
nai ntenance policy letter identifying the conmander's additional policy
gui dance. These procedures shoul d al so include rational e for why the MSC
MVBCP gui dance is i nappropriate.

(6) The MBC MMBCP shal | include the procedures necessary for the
subor di nate command | evel s, including detached and separate commands, to
i npl enent the policies and procedures included i n MJO P4790. 2, other Mrine
Qorps directives, and those directives by higher headquarters.

c. Reference for and Gontent of the MSC MVBCP

(1) MIOP4790.2, MM FH eld Procedures Manual, is the reference that
contai ns the guidance for the preparation of the MSC MVBCP.

(2) The format presented in the appendi x of M3O P4790.2 i s not
nmandatory but the areas indicated by a single pound sign (#) are required to
be addressed in the content of a unit's MC MB(P. Areas indicated by two
pound signs (##) are required to be addressed in the content of the MVBCP for
all MCs supported by the MMB AIS FVBS,

(3) The areas that nust be addressed in the M5SC MB(P are as fol | ows:

(a) Introduction.

(b) Gommand responsi bilities.

(c) Desk-top procedures and turnover fol ders.

(d) M ntenance poalicy.

(e) Assignnent of operators.

(f) Alocation of mai ntenance traini ng/ perfornance tine.

(g) Shop operati ons.

(h) Equiprent (repairs) that exceeds nai ntenance capabilities.

(i) Records (equi pnent nai nt enance).

(j) Reports (MME).
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(k) Mdification of equi pnent.

(1) Test, Measurenent, and D agnostic Equi pnent (TME).
(m) Safety requirenents and responsi bilities.

(n) Repair parts request system

(o) Repair parts control.

(p) DOrect exchange (reparabl e i ssue points).

(90 New equi pnent (activation).

(r) Munt out policy and procedures.

(s) Validation and reconciliation (supply requirenents).
(t) Tool sets, chests, and kits (control).

(u) M ntenance and nai nt enance nanagenent trai ni ng
requi renent s.

(v) Training (MJT, technical, and cross-training).

(w Inspections and quality control (formal, infornal, reports,
and correction of discrepancies).

(x) Publications (policies and responsibilities).
(y) Mintenance rel ated prograns.

2. QONSTRULCT ON OF DESK- TAP PROCEDURES

a. The Benefits of Having God Desk- Top Procedures
(1) Good desk-top procedures can alleviate the | ack of expertise and
absence of continuity in day-to-day operations that results from personnel
t ur nover .

(2) Good desk-top procedures will also inprove the overall efficiency
of an organi zati on.

(3) The MBC MMBCP nust state the requirenents, contents, details, and
the billets that required desk-top procedures.
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(4)

Good desk-top procedures will contain a sinple listing of

significant itens or notes pertinent to everyday operations wthin a
particular billet.

b. Desk-top procedures shoul d be prepared for each billet involving
admni strati ve and nanagenent functions. Exanples are as foll ows:

(1)

et cetera).
(2)
(3)
(4)
(5
(6)
(7)
(8)
(9)
(10)

c. ®ad

Qerks in the shop office (MM, records, publications, supply,

Tool room personnel .

Battery shop personnel .

M nt enance of fi cer.

Mai nt enance chi ef .

M nt enance nanagenent of ficer (M.

Mot or transport of ficer.

Mot or Transport Chief.

D spat chers.

Qual ity control personnel.

desk-top procedures shoul d contain the fol |l ow ng i nfornation:

Qurrent list of references.
Procedures for carrying out required duties.

Tel ephone nunibers of individual s who mght need to be cont act ed.

Required reports.

3. QGONSTRLT ON G- TURNOVER FO CERS

a. The Benefits of Having a God Tur nover Fol der.

(1)

A good turnover folder wll provide naxi numassi stance to a new

i ndividual assigned to the billet.

(2)

It al so provides the nonentumto restore the expertise that is

| ost due to personnel turnover.
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b. Those managenent billets wthin a notor transport section that shoul d
nmaintain a turnover folder are the sane as those that are required to naintain
desk-top procedures.

c. Aturnover folder will include information about policy, personnel,
status of pending projects, references, nanagenent controls, functioning of
the section, and ways and neans of acconplishing routine as well as infrequent
tasks. To be of any real value, turnover folders should contain, as a
mni num statenents concerning the fol | ow ng:

(1) Title of the billet.

(2) To whomthe individual occupying the billet reports and i ncunbent
billets subordinate thereto.

(3) The mssion of the billet (broad billet responsibilities).

(4) The functions invol ved in acconpl i shing the mssion (principal
action taken).

(5) Tasks and basic operations regul arly perforned i n acconpl i shi ng
speci fic functions.

(6) List of orders or other directives which are pertinent to the
billet.

(7) List of required reports, dates of submssions, and so forth.

(8) List the relationship wth activities both in the official and
unof ficial chain of cormand, including unofficial |iaison and coordinating
functions. Brief statenents concerning the type of natters on which these
agencies are consulted wll be incl uded.

(9) Personnel contacts wthin or external to the conmand, |isting
t el ephone nunbers and/ or addresses. The purpose served by the contact shoul d
be i ncl uded.

(10) M scel I aneous infornation shoul d be included;, for exanpl e,
admni strative or operational procedures peculiar to the billet, such as dual,
responsibility for certain functions or limtations in responsibility or
authority wthin particular functions. |Included al so shoul d be any ot her data
which mght assist arelief incarrying out their responsibilities.

(11) Past, pending, and anticipated projects shoul d be itemzed and
continual ly kept current. A short resune of past projects considered
unusual |y inportant, a status report of each pending project, wth a brief
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outline of project, and a brief outline of projects considered worthwhile for
future inpl enentation should all be incl uded.

d. Turnover folders should be arranged i n such a nanner as to permt ease
i n changi ng those sections requiring freguent nodifications; such as,
personnel contacts, projects, and references. The degree of detail is
flexible and is subject to the discretion of the organizati onal conmander.
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