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BILLET

DESCRIPTION
Billet Description
The Equipment Record Keeper for the Motor Transport Headquarters and Support Company your responsibilities include but are not limited to: 

1. Ensure all required SL-3s or extracts from technical publications (TMs, service manuals, commercial publications, etc.) are maintained on-hand in accordance with current directives. (TM 4700-15/1H)

2. Ensure all special tool allowances are authorized in writing, accounted for, and properly maintained.

3. Ensure any maintained Using Unit Responsibility Items (UURIs) and/or “As Required” items are authorized in writing.

4. Ensure all Standard Letters, Endorsements, Administrative Action Forms, and Policy Letters are properly formatted per the reference SECNAVINST 5216.5D.

5. Ensure all Marines Training Jackets are kept in proper standards per NAVMC 3500.39.
6. Maintain Vehicle Wrecker Jackets in accordance to the reference TM 4700-15/1H.
BILLET

MISSION
Mission of Billet

The mission of the Equipment Records Clerk is to ensure all the Marines in Motor Transports Wrecker Jackets, Vehicle Equipment Records, SL-3 Inventories, Appointment Letters, Endorsements, Administrative Action Forms, and Policy Notice are all properly filled out and formatted.
POINTS OF CONTACT 
Points of Contact

Motor Transport

I&I MT Chief and all Billets Pertaining to MT                                                 Msgt Taylor
Publications NCO                                                                                                  Sgt Torres
Reserve MT Operations Chief                                                                              Sgt Sanmiguel

Reserve MT Maintenance Chief                                                                            Sgt Canales

Reserve Dispatch                                                                                                     Cpl Weilbacher
Reserve OVE                                                                                                            Cpl Posadas 
Reserve Licensing NCO                                                                                          Sgt Sanmiguel
Reserve QC Chief                                                                                                    Cpl Weed

Reserve MT MIMMS Clerk                                                                                   Cpl Weed
Reserve Tool Room Clerk                                                                                       Cpl Uresti
Reserve Training NCO                                                                                            Sgt Cabriales
Points of Contact

Battalion Maint/Supply Management

Battalion MMO






          GySgt Harris
Battalion MMC





                      SSgt Dunn
Battalion S-4 Clerk



            

           Sgt Hayes
Battalion Supply OIC





           GySgt Gunter
Battalion Supply Chief





            SSgt Pierrra
Battalion Supply Clerk





            Sgt Johnson
Battalion Embark NCO                                                                               Pfc Muniz
CURRENT REFERENCES 
Current References

Publication





Title
MCO 1553.3




UNIT TRAINING MANAGEMENT (UTM)
MCO 4105.2
Marine Corps Warranty Program

MCO 4400.16G 
Uniform Material Movement And Issue Priority System
MCO P11262.2A
Inspection, Testing, and Certification of Tactical Load Lifting Equipment

MCO P4400.150E
Consumer-Level Supply Policy Manual
MCO P4790.2C



MIMMS FIELD PROCEDURES MANUAL
MCO P5600.31G



Printing And Publications Regulations
MCBul 3000




Table of Mares Logistic Reportable SORTS

TM 4700-15/1H



Ground Equipment Record Procedures

UM 4400-123




FMF SASSY Management Users Manual
UM 4400-124




SASSY Using Unit Users Manual
UM 4400-15




Marine Corps Users Manual

UM 4790-5




MIMMS-AIS Field Maintenance Procedures
SECNAVINST 5216.5D                                 Naval Correspondence Manual

PROCEDURES FOR CARRYING OUT DUTIES 
Equipment Records Clerk Procedures Task List

1. Attend unit formations as required.

2. Check with the Motor Transport Chief on pending projects.

3. RESPONSIBILITY:  As the Equipment Records Clerk, you are responsible for ensuring that all records and correspondence are properly maintained.  Your duties as Equipment record Clerk include, but are not limited to the following;

a. Daily report to the Motor Transport Chief to assist or check any required correspondence.
b. Weekly check all vehicle wrecker jackets to ensure they are current in all there required documentation on each vehicle.
c. Weekly check all Marines Training Jackets to ensure they are current in all there required documentation for each jacket.

d. Monthly check all billets desktop procedures are properly kept and updated by the billet holder.

e. Monthly ensure all sl-3 inventories, uuri’s, and special tool allowance inventories are being properly filled out and on the right inventory sheet.

MISCELLANEOUS 
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