CALIBRATION NCO

DESKTOP PROCEDURES
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BILLET/BILLET MISSION

BILLET: CALIBRATION NCO

BILLET MISSION: Individual responsible for all Test Measurement and Diagnostic Equipment (TMDE) within his or hers commodity section.  The Calibration NCO (Cal NCO) will ensure mission readiness by continuously verifying all TMDE is in a valid calibration status and replacement TMDE is on order.  This will be accomplished through timely submission of all TMDE, whether end item or component, to the Calibration Facility (CF).  When the CF has identified a TMDE as rejected, the Cal NCO will replace the item as soon as possible.
REGULAR PERFORMED TASKS

Weekly Tasks

· On the first day of the workweek, utilizing Cal2000, check the 30-Day Cal Report.  Retrieve any equipment identified as due within the next two weeks.  

· Induct equipment into the 2nd echelon of maintenance shop prior to transferring it to the CF. Equipment can be inducted into the CF within a 15 day window prior to/after the due date, without justification. (Induction of equipment outside of the 15 day window require a Early/Late Calibration Request – Appendix E) 

· Create courteous 3rd Equipment Repair Orders (ERO) for each item requiring calibration prior to going to the CF. (Check Common Administrative Problems in Appendix A)

Monthly Tasks

· Review Desktop Procedures, update if necessary.

· Contact CF personnel via electronic mail monthly for any policy changes.

· Check equipment for obvious signs of damage or impairment.  If so, induct item into maintenance.  

· Follow Preventative Maintenance Checklist (Appendix C).  
Quarterly Tasks

· Conduct equipment inventories of all End Items that are TMDE or have components that are. Verify TMDE is located in the Master TAM Report in Cal2006. 

· Ensure equipment data is verified and updated, if needed, in Cal2006.
· Conduct record jacket inventory, verifying you have the most current Equipment Record Order. (If not, submit form TDM## in Appendix F for replacement)  

Semi-Annual Tasks

· Verify Albany Publication Website for TAM equipment updates through Fielding Plans (FP), Supply Instructions (SI), or Phase-Out-Plans (POP).

As Required Tasks

· Replace TMDE that has been identified as Non-Repairable.

· When new TMDE is acquired or TMDE is found and not calibrated, induct into maintenance as initial calibration
REQUIRED REPORTS

Weekly Reports:

· 30 day Calibration Report (from Cal2006)
Quarterly Reports:

· Master TAM Report for Inventory (from Cal2006)
As Required Reports:

· 60 day Calibration Report (from Cal2006)

· 90 day Calibration Report (from Cal2006)

· 180 day Calibration Report (from Cal2006)

· 270 day Calibration Report (from Cal2006)

· 1 year Calibration Report (from Cal2006)

· Location Report (from Cal2006)
· On ERO Report (from Cal2006)
· Rejected Report (from Cal2006)
· TAMCN Report (from Cal2006)
POINTS OF CONTACT

CALIBRATION FACILITY PERSONNEL

	Billet
	Name
	Rank
	Phone Number

	Comm Elect SNCOIC
	Stevens, L.
	GySgt
	257-5727

	Calibration Chief
	Stiles, J.W.
	SSgt
	257-3148

	Asst. Calibration Chief
	Morehead, C.A.
	Sgt
	257-3148

	Calibration Tech
	Hamiton J.B.
	Sgt
	257-3148

	Calibration Tech
	McKeen T.C.
	Cpl
	257-3148


REFERENCES
Calibration Control

MCO P4790.2_
MIMMS Field Procedures Manual       

MCO P4733.1_ 
USMC Calibrations Program           

MCO 4733.1_ 
Marine Corps Test, Measurement and Diagnostic Equipment

Calibration and Maintenance Program

MCO 10510.18
Policy and Responsibility for Electronic TMDE

TM 4700-15/1_ 
Equipment Record Procedures       

TI-4733-__/_ 
Series on Calibration Program

Desktop Procedures/Turnover Folders

MCO P4790.2_
MIMMS Field Procedures Manual

Echelons of Maintenance

MCO P4790.1_
MIMMS Introduction Manual

MCO P4790.2_
MIMMS Field Procedures Manual       

T/O 8651
T/O Mission Statement

Equipment Record Jackets

MCO P4400.150_
Consumer Level Policy Manual

TM 4700-15/1_
Equipment Record Procedures

SL-3's
SL-3 Extracts

TM's
PM Instructions and Intervals

General Maintenance

MCO P4790.1_
MIMMS Introduction Manual

MCO P4790.2_
MIMMS Field Procedures Manual

MIMMS

MCBul 3000
MARES Reportable Equipment

MCO 4400.16_
UMMIPS Order

MCO P4790.1_
MIMMS Introduction Manual

MCO P4790.2_
MIMMS Field Procedures Manual

TM 4700-15/1_
Equipment Record Procedures

UM-4790-5_
MIMMS User's Manual

Modification Control

MCO P4400.84_
Special Programs Manual

MCO P4790.2_
MIMMS Field Procedures Manual

TM 4700-15/1_
Equipment Record Procedures

New Equipment

MCO 4400.32_
Logistic Support for New Equipment

NAVMC 1017
Table of Authorized Material (TAM)

FMFPacO 4400.3_
Logistic Support for New Equipment

ALO's
Advance Logistic Orders

MFP's
Material Fielding Plans

ULSS
Users Logistic Support Summary

Priorities

MCO 4400.16_
UMMIPS Order

TM 4700-15/1_
Equipment Record Procedures

Publications

MCO P4400.84_
Special Programs Manual

MCO P4790.2_
MIMMS Field Procedures Manual

MCO 5215.1_
MC Directives System

MCO 5215.17_
Technical Publications Manual

MCO P5600.31_
USMC Printing Regulations

MCPDS
Marine Corps Pubs Distribution System

NAVMC 2761
Catalog of MC Publications

SI-5600
Pub Cancellations to the SL-1-2/3

SL-1-2
Index of Authorized Publications

SL-1-3
Index of Publications in Stock

SL-6-1/6-2
Applications Lists for End Items

TI-5600
Pub Additions to the SL-1-2/3

PLMS
Pubs Library Management System

Records

TM 4700-15/1_
Equipment Record Procedures

Supply

MCO P4400.150_
Consumer Level Policy Manual

MCO 4400.16_
UMMIPS Order

MCO P4400.82_
Controlled Items Management Manual

MCO P4790.2_
MIMMS Field Procedures Manual

TM 4700-15/1_
Equipment Record Procedures

UM-4400-123
User's Manual

UM-4400-124
Sassy Using Unit Procedures Manual

UM-4400-125
Float User's Manual

UM 4790-5
MIMMS User's Manual

Turnover Folders/Desktop Procedures

MCO P4790.2_
MIMMS Field Procedures Manual

Tool Control

MCO P4790.2_
MIMMS Field Procedures Manual

UM-4400-124
FMF Sassy Using Unit Procedures

WIR  - Recoverable Items Report

MCO P4400.82_
Controlled Items Management Manual

MCO P4790.2_
MIMMS Field Procedures Manual

APPOINTMENT LETTERS

For Signatures – See Hard Copy

Calibration NCO

Assistant Calibration NCO

UNITED STATES MARINE CORPS
COMBAT LOGISTICS BATTALION 3

COMBAT LOGISTICS REGIMENT 3

3D marine logistics GROUP, MARINE FORCES PACIFIC

BOX 63030
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 MCBH, KANEOHE BAY, HI 96863-3030
                                                    IN REPLY REFER TO


4733


eM


24 AUG 09
From:
Calibration Laboratory Manager, Electronics Maintenance Platoon

To:
Sergeant Christopher A. Morehead

Subj:
APPOINTMENT AS CALIBRATION NCO

Ref:
(a) MCO 4790.2C


(b) MCO P4733.1_




(c) TI-4733-35/23

1.
Per the references, you are assigned the duties as the Calibration NCO.  You will familiarize yourself with all of the references and responsibilities pertaining to your duties.

2.
You will maintain a desktop procedure in accordance with Ref (a).

3.
This appointment will remain in effect for the duration of your assignment to this unit, and will be self-canceling upon your separation from this unit or when relieved by competent authority.






J. W. Stiles

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

FIRST ENDORSEMENT

From: Sergeant Christopher A. Morehead
To:   Calibration Laboratory Manager, Electronics Maintenance Platoon

1. I have assumed the duties as the Calibration NCO.  I will familiarize myself with all of the references and responsibilities pertaining to my duties. 

2.
I will maintain a desktop procedure in accordance with Ref (a).





C. A. Morehead             
UNITED STATES MARINE CORPS
COMBAT LOGISTICS BATTALION 3

COMBAT LOGISTICS REGIMENT 3

3D marine logistics GROUP, MARINE FORCES PACIFIC

BOX 63030
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                                                    IN REPLY REFER TO


4733


em


24 AUG 09
From:
Calibration Laboratory Manager, Electronics Maintenance Platoon

To:    
Corporal Tyler C. McKeen
Subj:
APPOINTMENT AS ASSISTANT CALIBRATION NCO

Ref:
(a) MCO 4790.2C


(b) MCO P4733.1_




(c) TI-4733-35/23

1.
Per the references, you are assigned the duties as the Assistant Calibration NCO.  You will familiarize yourself with all of the references and responsibilities pertaining to your duties.

2.
This appointment will remain in effect for the duration of your assignment to this unit, and will be self-canceling upon your separation from this unit or when relieved by competent authority.






J. W. Stiles

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

FIRST ENDORSEMENT

From:
Corporal Tyler C. McKeen

To:

Calibration Laboratory Manager, Electronics Maintenance Platoon

1.
I have assumed the duties as the Assistant Calibration NCO.  I will familiarize myself with all of the references and responsibilities pertaining to my duties.





T. C. MCKEEN

APPENDIX A 

COMMON ADMINISTRATIVE PROBLEMS

APPENDIX B 

IMPORTANT CORRESPONDENCES

APPENDIX C 

PREVENTATIVE MAINTENANCE
WEEKLY –

· Clean exterior surfaces of all equipment, to include connectors.  While cleaning, ensure all cal due and cal void stickers are still legible and intact.

· Clean filters

· Perform operational check or self-test on all equipment.

AS REQUIRED 

PM’s will be completed weekly on all assets. This includes cleaning of fans and filters, connectors of electronics gear, and oiling of mechanical assets to insure that rust is not forming. All gear that is being stored on the storage shelves will also be maintained and cleaned, this includes gear that has been placed in an inactive status. The PM checklist will be utilized and maintained for three years. 

APPENDIX D
INVENTORY SCHEDULE

(PER SOP)

 APPENDIX E 

EARLY/LATE CALIBRATION REQUESTS

Early/Late Request Policy

Turn in “Cal Due” Items:

When gear is within 15 days of its Cal Due date, turn the gear into the Calibration Facility.  Letters of justification are required for equipment that fall into the following criteria:

Early Cal: Anything more than 15 days prior to the due date

· 16-30 days prior signed by any SNCO 

· 31-60 days prior signed by SNCOIC

· >61 days prior signed by SNCOIC

Late Cal:  Anything more than 15 days after the due date

· 16-30 days signed by any SNCO 

· 31-60 days signed by SNCOIC

· >61 days signed by Company MMC/MMO

Inactive Request: (signed by SNCOIC)

CNR Request: (signed by SNCOIC)

Special Cal Request: (signed by SNCOIC)

*Below is an example of an Early/Late Calibration Request Letter*
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APPENDIX E (cont.) 
Early Calibration Request Template

 IN REPLY REFER TO:



  


 4733





       XXX






 DD MMM YY

From:  Maintenance Chief, Communications Platoon, Headquarters Company

To:    Calibrations Chief, Electronics Maintenance Platoon, 1st Supply    

       Battalion, Maintenance Company

Subj:  REQUEST FOR EARLY CALIBRATION

Ref:   (a) MCO 4733.1B


 (b) MCO P4790.2C W/ CH1


 (c) TI 4733.1E

1. Per the references, is requested that the following equipment be placed under an (inactive/CNR) status, due to a determination that the equipment will not be used in the near future and is marked as excess under Communications Platoon Equipment Density List:

TAMCN
NOMENCLATURE
SERIAL NUMBER
CAL DUE DATE
BARCODE #

A2808
AN/GSM-317

0305


13 MAY 2008

AAM0160931

A7021
AN/USM459A

986213

02 FEB 2010

TKM0002346

2. This letter supersedes all previously published letters.

3. The point of contact for this is Sgt Hard-Core at DSN xxxx-xxx.

   M. C. IMINCHARGE 

[image: image4.wmf]*Letter Head*

APPENDIX E (cont.) 

Late Calibration Request Template

 IN REPLY REFER TO:



  


 4733





       XXX






 DD MMM YY

From:  Maintenance Chief, Communications Platoon, Headquarters Company

To:    Calibrations Chief, Electronics Maintenance Platoon, 1st Supply    

       Battalion, Maintenance Company

Subj:  REQUESTING CALIBRATION FOR EQUIPMENT OVERDUE
Ref:   (a) MCO 4733.1B


 (b) MCO P4790.2C W/ CH1


 (c) TI 4733.1E

1.  Per the references, it is requested that the following equipment be calibrated.  The equipment listed below exceeds their calibration interval. 
TAMCN
NOMENCLATURE
SERIAL NUMBER
CAL DUE DATE
BARCODE #

A2808
AN/GSM-317

0305


13 MAY 2008

AAM0160931

A7021
AN/USM459A

986213

02 FEB 2010

TKM0002346

2.  Justification:  (Place Justification Here) *Example* ...The above mentioned items were found to be over due because they were not accounted for in previous inventories...Blah, Blah, Blah...

3.  This letter supersedes all previously published letters.

4.  The point of contact for this is GySgt Hard-Core at DSN xxx-xxxx.

                   M. C. IMINCHARGE 

*Letter Head*

APPENDIX F 

ERO Replacement Request Template

 IN REPLY REFER TO:



  


 4733





       XXX






 DD MMM YY

From:  Maintenance Chief, Communications Platoon, Headquarters Company

To:    Calibrations Chief, Electronics Maintenance Platoon, 1st Supply    

       Battalion, Maintenance Company

Subj:  ERO REPLACEMENT REQUEST
Ref:   (a) MCO 4733.1B


 (b) MCO P4790.2C W/ CH1


 (c) TI 4733.1E

1.  Per the references, Equipment Repair Orders are requested for the following Barcoded items: 
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX

	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX

	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX

	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX

	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX

	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX
	TDM000XXXX


2.  This letter supersedes all previously published letters.

3.  The point of contact for this is Sgt Hard-Core at DSN xxxx-xxx.

               M. C. IMINCHARGE 

*Letter Head*

APPENDIX G 

Special Calibration Request Template

 IN REPLY REFER TO:



  


 4733





       XXX






 DD MMM YY

From:  Maintenance Chief, Communications Platoon, Headquarters Company

To:    Calibrations Chief, Electronics Maintenance Platoon, 1st Supply    

       Battalion, Maintenance Company

Subj:  REQUEST FOR EQUIPMENT TO BE PLACED UNDER (INACTIVE/CNR) STATUS

Ref:   (a) MCO 4733.1B


 (b) MCO P4790.2C W/ CH1


 (c) TI 4733.1E

1. Per the references, it is requested that the following equipment be placed under an (inactive/CNR) status, due to a determination that the equipment will not be used in the near future and is marked as excess under Communications Platoon Equipment Density List:

TAMCN
NOMENCLATURE
SERIAL NUMBER
CAL DUE DATE
BARCODE #

A2808
AN/GSM-317

0305


13 MAY 2008

AAM0160931

A7021
AN/USM459A

986213

02 FEB 2010

TKM0002346

2.  This letter supersedes all previously published letters.

3.  The point of contact for this is Sgt Hard-Core at DSN xxxx-xxx.

                M. C. IMINCHARGE 

*Letter Head*

APPENDIX H 

Inactive/CNR Template

 IN REPLY REFER TO:



  


 4733





       XXX






 DD MMM YY

From:  Maintenance Chief, Communications Platoon, Headquarters Company

To:    Calibrations Chief, Electronics Maintenance Platoon, 1st Supply    

       Battalion, Maintenance Company

Subj:  REQUEST FOR EQUIPMENT TO BE PLACED UNDER (INACTIVE/CNR) STATUS

Ref:   (a) MCO 4733.1B


 (b) MCO P4790.2C W/ CH1


 (c) TI 4733.1E

1.  Per the references, it is requested that the following equipment be placed under an (inactive/CNR) status, due to a determination that the equipment will not be used in the near future and is marked as excess under Communications Platoon Equipment Density List:

TAMCN
NOMENCLATURE
SERIAL NUMBER
CAL DUE DATE
BARCODE #

A2808
AN/GSM-317

0305


13 MAY 2008

AAM0160931

A7021
AN/USM459A

986213

02 FEB 2010

TKM0002346

2.  This letter supersedes all previously published letters.

3.  The point of contact for this is Sgt Hard-Core at DSN xxxx-xxx.

   M. C. IMINCHARGE

















































































































































� EMBED WordPro.Document  ���



















































































� EMBED WordPro.Document  ���














_965543437.unknown

