RECORDS AND FORMS
TERMINAL LEARNING OBJECTIVE:
Provided data, an equipment Repair Order (NAVMC 10245), an Equipment Repair Order Shopping List (NAVMC 10925), and a Worksheet For Preventive Maintenance And Technical Inspection For Engineer Equipment (NAVMC 10560); with the aid of notes and references complete the NAVMC 10245, the NAVMC 10925, and the NAVMC 10560 in accordance with the TM-4700-15/1 and UM 4790-5 (1341.1.1, 1341.1.2).

ENABLING LEARNING OBJECTIVE(S):


(1)  Given a Worksheet for Preventive Maintenance and Technical Inspection for Engineer Equipment (NAVMC 10560) and an item of engineer equipment, with the aid of notes and references, complete the  NAVMC 10560 in accordance with TM 4700-15/1.   (1341.1.2)          



(2)  Given a NAVMC 10245 (Equipment Repair Order) and Maintenance information, with the aid of notes and reference complete the ERO in accordance with TM 4700-15/1.  (1341.1.1a)            



(3)  Given a NAVMC 10925 (ERO Shopping/Transaction List), Input Transaction Templates, and input transactions to be performed, with the aid of notes and references, complete the input transactions in accordance with UM-4790-5.  (1341.1.1b)             

METHOD/MEDIA: I will do this by lecture, demonstration, and practical application.

EVALUATION: There will be an examination at the end of this period of instruction.

STUDENT REFERENCES:  TM-4700-15/1, UM 4790-5

OUTLINE
1.  RESPONSIBILITIES:                                                   


a.  As Engineer equipment mechanics, it will be  your responsibility to know who is responsible for records, what records are required, and where to find instructions for complete usage of records and forms.

    b.  Unit Commanders are primarily responsible for proper completion and maintenance of all equipment records.



(1)  However, it is the responsibility of the operator and maintenance personnel to make required entries on these records and forms once  a PM (preventive maintenance) or CM (corrective maintenance) service has been completed.


    (2)  TM-4700-15/1 lists the minimum required records and forms for proper operation and maintenance that are mandatory for use in the Marine Corps Maintenance System.


    (3)  TM-4700-15/1 provides instructions for the preparation, use and disposition of the minimum required records and forms associated with the operation and maintenance of Marine Corps equipment.

2.
NAVMC 10560 WORKSHEET FOR PREVENTIVE MAINTENANCE AND TECHNICAL INSPECTION FOR ENGINEER EQUIPMENT

a.
Purpose - The purpose of the NAVMC 10560 is to provide a checklist for performing and recording Preventive Maintenance Checks and Services (PMCS) and Limited Technical Inspections (LTI's)

          (1)  Acceptance LTI's - Performed by maintenance personnel upon receipt of equipment and prior to placing the equipment in service.

          (2)  LTI's Prior to Repair - The equipment chief will ensure that equipment requiring repairs is inspected and results recorded on the NAVMC 10560 before the equipment is repaired.

          (3)  Preventive Maintenance - The maintenance unit, with the assistance of the operator performs required services, records them on the NAVMC 10560, and signs the worksheet indicating that the services have been performed.

     b.  Responsibilities

          (1)  The Equipment owner, custodian or user, is responsible for preparing the worksheet for the PMCS. A template indicating the required services will be prepared for each item of equipment to aid in preparing the worksheet.

          (2)  The template is placed on the NAVMC 10560 and non applicable portions of the form are blanked out. Once the worksheet is prepared it is transmitted to the maintenance unit with the equipment.

      c.  Preparation Instructions

          (1)  The preparing activity may be the equipment owner, the equipment user (temp loaned gear), or the equipment custodian. The preparing activity is responsible for initial preparation of the NAVMC 10560. Items marked with an asterisk will be completed by the preparing activity.
          (2)  SECTION "A"

                (a)  Section A is filled out by the equipment dispatcher. We will cover the required information as you will need to ensure the correctness of the information.

                (b)  Use Servicing Symbols (SS) to list requirements for PMCS.






1.  A - Adjust. Used when an adjustment is required during a PM service. (Example: D-3 adjust valve mechanism clearance.)

     



2.  C- Clean. Used to identify requirements for cleaning during the PM service. (Example: Clean battery box.)

   




3.  I - Inspect. Used to identify requirements for specific inspection during the PM service. (Example: Inspect brake shoes for wear.)






4.  S - Service. This entry will denote a service requirement such as oil filter / engine oil change. Cleaning the air filter or hydraulic strainers may also be noted with this symbol. (Example: Service hydraulic oil, filter, and strainer.

            


5.  T - Tighten. This entry will be used when a specific assembly is required to be tightened or torqued. (Example: Torque wheel mounting nuts.)

               (c)  Use Legend for Marking (SS) to list requirements for CM.






1.  N/A - Not applicable to this particular type of equipment.  This is usually marked off by the equipment chief or dispatcher.  (Example:  D-17 a carburetor is not found on an D-7G.)



            
2.  M - Missing is self-explanatory.  An item that belongs on this piece of equipment simply is not there.  (Example:  D-21 fuel tank cap is not on the vehicle.  You would place an M in that block (ss) next to 21.)



            
3.  CHECK-MARK - Satisfactory.  The component is present and has no defects or discrepancies.  (Example:  D-9 the water pump, fan and shroud are in good working order.)






4.  X - Adjustment required.  When the repair can be corrected immediately, the mechanic should take the steps to do so.  (Example:  D-2 valve cover loose.)



           
 5.  XX - Repair required.  This marking is used when a part is in need of repair.  (Example:  D-37 broken wire under dash. )




           
 6.  XXX - Replacement required.  This symbol  is used when a part has to be replaced.  (Example:  D-36 front right head light is out.  Replace head light.)



           
 7.  D - Immediate deadline or D/L.  This symbol is used when further operation will cause damage to the equipment and/or the operator.  (Example:  F-13 the vehicle has no brakes and cannot be stopped safely.  This deadlines the unit until the brakes can be repaired.)



           
 8.  U - Unsatisfactory.  This symbol is mainly used in Section A.  The boxes marked appearance or operator's daily PM.



            
 9.  MR - Modification required.  This is just as it reads.  A modification has not been completed and is still required.



  * (d)  Nomenclature - Enter the Nomenclature listed on the Data Plate.

           * (e)  Make - Enter the make or manufacturer of the equipment.

           *(f)   Model - Enter the model number of the equipment.

           *(g)   Organization - Enter the full name of the activity that owns the equipment.

           *(h)   Date - Enter the date the NAVMC 10560 is being prepared.

            *(i)   Hours - Enter the equipment hour meter reading if so equipped, otherwise leave blank.

           *(j)    Miles - Enter odometer reading if so equipped, otherwise leave blank.

           *(k)    Registration No. - Enter the USMC registration number.

            *(l)    Engine Make/Model - Enter the equipment engine make / model. List both engines if applicable.

            *(m)  Engine Serial No. - Enter the equipment's engine serial number. List both engines if applicable.

             *(n)  Attachments - Enter the equipment's attachments nomenclature, make and model, and serial number.

               *(o)  Indicate Purpose - Use an "X" to indicate if the NAVMC 10560 is used for:

                        1.  Technical Inspection

                         2.  Limited Technical Inspection

                        3.  Hourly PM - Enter which hourly if applicable.

                         4.  Other (state) - List a description.

                  (p)  The Legend for marking is used to complete Equipment Record Folder, Publications Available, Appearance, Operators Daily PM, Fire Extinguisher, and Tools and Equipment.

         (3)  SECTION "B"

                   (a)  List all items that are not satisfactory in the (SS) column of Sections "D" - "M".

                   (b)  List all Modification and Technical Instructions that need to be accomplished.

                   (c)  List all items listed in section "B" onto the ERO.

         (4)  SECTION "C"

                     (a)  Section "C" is only required when a condition code is requested.

              
   *(b)  Item Cost - Enter the current Item cost.

              
   *(c)  Equipment Age - Enter the age of the item of equipment.

                      (d)  Repair Limit - Enter the one time repair limit and the cost limit.

                         EXAMPLE:  Equipment cost is $55,000.

                                              One Time Repair Limit is 65%

                                              Cost Limit is $35,750

                 
 
(e)  Est. Cost This Repair - Enter estimated cost to repair items listed in Section B.

                  
(f)  Condition Code - Enter the condition code.

         (5)  SECTIONS "D" THROUGH "M" (SS) COLUMNS





(a)  Section D - Engine And Power Unit

                       
1.  This section is used to check the engine and related components.

                      
2.  The "SS" column is where the Servicing Symbols (SS) or the Legend For Marking (SS) are placed.

                        
3.  Some examples of marking this section would be:

                              
a.  D-2  rain cap on muffler is missing

                             
b.  D-3  valve cover gasket leaks

                     


c.  D-4  not taken

                              
d.  D-5  service engine oil

                (b)  Section E - Power Trains

                        1.  This section is used for the power trains. U-Joints, gear housings, transmissions, and brake shoes, drums or discs.

                        2.  Some examples of marking this section would be:

                               a.  E-1  service u-joints

                               b.  F-5  adjust transmission oil level

                 (c)  Section F - Skids / Frame and Suspension

                        1.  This section is used for the main frame, outriggers, tires, and hydraulic cylinders.

                        2.  Some examples of marking this section would be:

                                 a.  F-2  right front outrigger cylinder leaks   

                                 b.  F-12  front windshield broken

                    (d)  Section G - Attachments / Blades / Cutting Edges

                          1.  This section is used for attachments, winch cables, and cutting edges.

                          2.  Some examples of marking this section would be:

                                a.  G-6  cable sheave broken

                                 b.  G-7  cutting edges worn - unserviceable

                                 c.  G-11  fork attachment hydraulic lines broken

                      (e)  Section H - Pumps and Compressors  Water / Hydraulic / Pneumatic

                             1.  This section is used for separate pumps and compressors such as a 250 CFM Air Compressor, or a 55 GPM Water Pump.

                             2.  If this section does not apply it would be lined out.

                      (f)  Section I - Mobile Electric Power Generating Source

                             1.  This section is for end item generators.

                             2.  This section would be lined out if not working with this type of gear.

                      (g)  Section J - Refrigeration / Air Conditioning

                             1.  This section is used for refrigeration and air conditioning assemblies which are not installed on heavy equipment. This section would be used for end items also.

                             2.  This section would be lined out.

                        (h)  Section K - Water Supply Equipment

                              1.  This section is for water purification units or laundry units.

                              2.  This section would be lined out.

                       (i)  Section L - Chain and Power Saw

                              1.  This section would be used when working on chain saws. Special Tool Kits and some Equipment (SEE Tractor) contain chain saws which will require periodic maintenance.

                              2.  If not applicable this section would be lined out.

                        (j)  Section M - Marine Equipment

                              1.  This section is used for watercraft and related equipment. 

                             2.  If not applicable this section would be lined out.

                       *(k)  Section N - Modification Instructions

                              1.  Enter all applicable MI / TI numbers in this block. The Title of the MI / TI is entered in the block immediately following the MI / TI number.

                              2.  Enter a checkmark in the "Performed" block to indicate if the modification has or has not been performed.

                          (l)  Section O - Instructions

                               1.  This section contains simple instructions for completing this form.

                               2.  Number 5 refers you to the Equipment Technical Manual for detailed instructions and service / maintenance requirements for completing this form.

                       (m)  Section P - Signature Block

                               1.  In the Mechanic / Operator (Name, Grade, Organization) block, enter the name, grade, and organization of the person preparing sections "B" through "M".

                               2.  In the Maintenance / Operations Chief (Name, Grade, Organization) block, enter the name, grade, and organization of the maintenance / operations chief of the mechanic / operator entered in the previous block.

                              3.  In the ERO block enter the ERO number assigned to this task (PM service, LTI, corrective maintenance).

                              4.  In the Date block enter the date the ERO was assigned.

                              5.  The Maintenance / Operations Officer will sign the  appropriate block as required.

                              6.  The Responsible Officer will sign the appropriate block as required.

        (6)  TACTICAL ENGINEER EQUIPMENT

                (a)  The NAVMC 10245 (ERO) will be used in conjunction with the NAVMC 10560. All PMCS and CM services performed will be recorded on the ERO.

                (b)  The NAVMC 10925 (EROSL) will be used to request parts.

         (7)  FILING AND DISPOSITION

                 (a)  When the Maintenance Officer / Chief has verified that requirements listed in Section "B" have been transferred to an ERO the NAVMC 10560 may be destroyed.

                 (b)  A NAVMC 10560 used for investigation will be retained until released from investigation. It will then be treated as a Corrective Maintenance LTI.

3.  NAVMC-10245, EQUIPMENT REPAIR ORDER

    


a.  Purpose



(1)  The purpose of an ERO is to request the performance of equipment maintenance to include: 




(a)

Modifications




(b)
Calibration

            
(c)  
Corrective maintenance

            
(d)  
Preventative maintenance




(e) 
LTI's on tactical ground equipment.

        (2)  It is used for transmitting work to higher echelons for maintenance and for recording and reporting the services performed in its accomplishment.

        (3)  Maintenance personnel will use the ERO in all instances where either maintenance resources, or repair parts are required in the performance of maintenance.

        (4)  This form is not used to request or record either operator maintenance (first echelon) or depot level maintenance (fifth echelon).  However, it will be used to evacuate equipment requiring second and higher echelon maintenance when the supporting unit for second through higher echelon maintenance is other than the owning unit.

        (5)  It may also be used by first echelon maintenance personnel in conjunction with the EROSL (Equipment Repair Order Shopping/Transaction List) to order SL-3 components.


b.  Responsibilities



(1)  Preparing activities




(a)  The preparing activity may be the equipment owner, the equipment user (e.g., the equipment is on temporary loan), or the equipment custodian as in the case of the maintenance shop evacuating to the next higher echelon.




(b)  The preparing activity is responsible for initial preparation of an ERO to include completion of the heading and description of work to be performed.



(2)  Maintenance activities




(a)  The maintenance activity will receipt for the equipment by completing the "ACCEPTED BY", DATE (DRIS), and ERO number blocks.


         (b)  The maintenance activity will enter information on work performed as maintenance actions are completed and will close out the ERO.


         (c)  If it becomes necessary for a maintenance activity to evacuate the equipment to the next higher maintenance echelon, the maintenance activity will initiate a new ERO, completing those items required of the preparing activity and using its ERO number as the request number.

        (3)  Preparation instructions

             (a)  ERO Number - The work order number assigned by the maintenance activity performing the repairs.




(b)  Accepted By (signature) - Enter the signature of the person accepting the equipment for the maintenance shop performing the repair.




(c)  Date DRIS (date received in shop) - Enter the julian date on which the equipment is accepted by the maintenance shop performing the repairs.




(d)  Organization Doing Repairs - Enter the name of the maintenance shop performing the repairs to which the equipment is being evacuated for repairs.  This entry is made by the preparing activity.  However, it is important that it be covered in class due to the fact you will need to know it when doing the "4" card practical application.



    (e)  Ech (echelon) - The echelon of maintenance performing the repairs is entered here by the preparing activity.

            (f)  Serial Number - The preparing activity will enter the serial number of the equipment from the data plate. This entry is right justified.

             (g)  Owning organization - The preparing activity will enter the noun name of the owning organization

             (h)  Authorized By (Signature) Date - The person who has been designated at the preparing activity to authorize work to be performed.  This is a required entry.




(i)  Priority - Enter the priority assigned to the ERO.  This entry is made by the preparing activity.  However, it is important that I cover it in class since you will be using it during your "4" card practical application.




(j)  JON (job order number) - This field will be left blank.




(k)  ID number - The preparing activity will enter the Item Designator number of the equipment.




(l)  Nomenclature - The preparing activity will enter the short noun nomenclature and/or

model number of the equipment.




(m)  Category code (circle one) - The preparing activity will circle the category code that describes equipment undergoing repairs.






1.  "M" - Combat essential deadline equipment requiring critical repairs.

                     2.   "N" - Equipment requiring non-critical repairs.






3.   "P" - Non-combat essential equipment requiring critical repairs.






4.   "X" - combat reportable equipment requiring critical repairs that does not deadline the equipment but does degrade its operational capability.




(n)  Shop Section - The maintenance activity enters the appropriate shop section code as indicated in UM-4790-5.  The number "2" will always be entered for engineers.




(o)  Item Number - Enter the number of each task performed in numerical sequence.




(p)  Description of Work - The preparing activity will enter a brief description of each task or symptom of the failure or work to be performed.




(q)  Labor (hours) - Enter the total labor hours to the nearest one-tenth of an hour required to repair each defect or task listed in the "Description of Work" block.




(r)  Mechanic (signature) - Enter the signature of the mechanic performing the repair of the defect.  If more than one mechanic performs the repair, the senior supervisor will sign his/her signature as the responsible individual.



(4)  ERO composition/disposition


         (a)  An ERO consists of sheets of self-carbonizing paper of four different colors:  white, pink, green, and yellow.




(b)  The white copy is the original.  Upon completion of all required maintenance service, the white copy will be returned to the user/owning unit and filed in the equipment record jacket for one year.




(c)  The pink copy is the administrative copy.  The pink copy can be used to input "0" and "9" card data directly into the AIS (Automated Information System).  The pink copy is attached to the original during the repair cycle, then destroyed in accordance with local procedures when all actions are completed.




(d)  The green copy is the shop copy.  The green copy will contain the original signature of the individual accepting equipment from the maintenance shop.  The green copy will be retained in the files at the maintenance shop for a minimum of one year.




(e)  The yellow copy is the owning unit receipt for equipment while at the maintenance activity.  The yellow copy will be returned to the maintenance shop upon completion of all repairs.  The yellow copy may be destroyed by the maintenance shop once the equipment is returned to owning unit.

4.  NAVMC-10925 EROSL (ERO SHOPPING/TRANSACTION LIST)                 

    a.  Purpose - The EROSL will be used in conjunction with the ERO to requisition, receipt for, cancel, and record partial issues and credits of repair parts associated with ground equipment undergoing repair.  The EROSL is primarily for units supported by the FMSS (Field Maintenance Sub System) of the MIMMS AIS (Marine Corps Integrated  Maintenance Management Automated information System).  Units not supported by the FMSS are encouraged to use this form to standardize procedures and continue training of maintenance personnel in the use of the form.

    b.  Configuration - The EROSL is packaged in pads of 100 sheets. It is self carbonizing to permit preparation of the desired number of copies. The front and back covers are printed with instructions which may be used as templates for completing the EROSL.

        1.  To use the templates, select the one for the appropriate transaction type. Lay the template on the EROSL, ensuring that the card columns of the template are aligned with the card columns on the EROSL, and complete the desired entries.

         2.  We will be using the Supply Request "4" Transaction template. uses of other templates and descriptions of transaction types are listed in the current UM--4790-5. The headings highlighted on the templates (on desk) are required entries. If required entries are not performed for a specific transaction, it will not process.

  c.  Preparation Instructions

        (1)  Header Section

               (a)  ERO NO. - Enter the ERO number assigned to the equipment for which parts are being ordered.

               (b)  UNIT - Enter the name of the section to identify who is ordering the part.

               (c)  DATE - Enter the Julian Date the EROSL was prepared.

               (d)  MAINT. - The individual authorized to approve the requisition enters the date and required initials.

               (e)  MATERIAL USAGE CODE - Circle the appropriate code.

                         1.  "6" is for SL-3 components.

                         2.  "7" is for corrective maintenance.

                         3.  "8" is for modifications.

                          4.  "9" is for preventive maintenance.

               (f)  SHOP SECTION - Enter the shop section from block 77 of ERO.

               (g)  Other blank spaces are used as specified in the local sop (Standing Operating Procedures) to provide additional information. The reference used to locate the NSN or Part Number must be entered.

         (2)  Transaction Section

               (a)  TRANSACTION CODE (CC 1) - Enter transaction code "4" on the EROSL.

                (b)  ERO NUMBER (CC 2-6) - Enter the ERO number.

                (c)  NSN (CC 11-23) - Enter the National Stock Number of the part(s) requested.

                (d)  QUANTITY (CC 24-26) - Enter the quantity requested.

                (e)  MATERIAL USAGE CODE (CC 37) - Enter the material usage code from header.

                (f)  PRIORITY (CC 42-43) - Enter the priority of the part requested. This entry must not be higher than the priority of the ERO.

                (g)  UNIT OF ISSUE (CC 49-50) - Enter the correct unit of issue for the part requested.

                    (h)  JON (CC 51-64) - Enter the Job Order Number to which parts are to be charged.

                    (i)  DEMAND CODE (CC 66) - Enter the proper demand code which reflects whether the demand for repair parts is recurring (R) or nonrecurring (N).

                  

1.  A repair part is normally recurring (R).







2.  A modification is non-recurring (N).

                     (j)  NOT MISSION CAPABLE SUPPLY (CC 66) - NMCS indicates that an item of equipment is nonoperational due to lack of repair parts.

                     

1.  Equipment must be Readiness Reportable.

                       
2.  Use an "N" for equipment which is NMCS.







3.  Use "E" for anticipated NMCS.

                  
(k)  ADVICE CODE (CC 68-69) -  







1.  For PEB parts enter PB.







2.  For scrounged parts enter SC.







3.  If parts were neither PEB or scrounged; coordinate with the unit supply section for appropriate advice code.

                       (l)  NOMENCLATURE or PART NAME (CC 70-79) - Enter the name of each part.

                       (m)  TRANSACTION TYPE (CC 80) - Enter the transaction type code as "A" for add (new demand), or "C" for change (change to existing part(s) record).

          d.  Special Instructions 

                
(1)  Upon receipt of parts which will not be immediately installed, the EROSL will be annotated as to the date/quantity of items received.

                 (2)  When parts are removed from ERO bin for installation, the EROSL will be annotated by the mechanic or shop chief accordingly.

                 (3)  Annotations may be made by circling, check mark, use of blanks in the heading, use of unused card columns, or written information on the EROSL.

            e.  Disposition





(1)  When all required action is completed by the issue point, and keypunch center, and all required information has been automated, the original EROSL is returned to the originator and joined with the original ERO.





(2)  FMSS supported units are not required to retain the EROSL after the ERO has been closed.

