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NAMTRAU NORFOLK INSTRUCTION 5600.1H  

Subj:  ORGANIZATION AND OPERATION OF THE CENTRAL AND DISPERSED          TECHNICAL PUBLICATION LIBRARIES

Ref:   (a) OPNAVINST 4790.2H

       (b) NAVAIR 00-25-100

       (c) NAMTRAGRUINST 5600.1P

Encl:  (1) Quality Assurance/Maintenance Control Coordinator

           Designation Letter

       (2) Central Technical Publication Librarian Designation

           Letter

       (3) Dispersed Technical Publication Librarian Designation            Letter

1.  Purpose.  To establish procedures for procurement, control and review of technical publications.

2.  Cancellation.  NAMTRAGRUDETNORVAINST 5600.1G

3.  Discussion.  To effectively support fleet maintenance, NAMTRAU Norfolk must instruct maintenance personnel using the most current publications available.  Control of the technical publications system resides with the Central Technical Publications Library (CTPL).  The library contains or provides the official source of up-to-date technical information and reference material required for mission support and personnel training.  To properly perform its functions, the CTPL must maintain positive control of the location of all required technical manuals.  This instruction outlines procedures for operation of NAMTRAU Norfolk’s Technical Publications Libraries. Due to the nature of NAMTRAU Norfolk operations, all master copies of publications will be maintained by the CTPL.

4.  Responsibilities
    a.  Commanding Officer shall:

        (1) Establish and operate a Technical Publications Library to support NAMTRAU Norfolk as directed by reference (a). Due to the manning structure of a training command, the Quality Assurance/Maintenance Control Coordinator shall assume all responsibilities.

        (2) Designate in writing the Quality Assurance/ Maintenance Control Coordinator using enclosure (1).

NAMTRAUNORVAINST 5600.1H

8 NOV 01

    b.  Quality Assurance/Maintenance Control Coordinator shall:

        (1) Be designated in writing.

        (2) Designate in writing the Central Technical Publications Custodian and Dispersed Technical Publications Custodians using enclosures (2) and (3).

        (3) Ensure the CTPL is audited annually and dispersed libraries are audited quarterly per reference (b).

        (4) Ensure all special audits are conducted in accordance with reference (b).

        (5) Review all audit results and ensure corrective actions are taken within ten working days.

        (6) Ensure a copy of audit results are forwarded to the CO via the XO for review and comments.

    c.  Central Technical Publications Custodian shall:

        (1) Be designated in writing.

        (2) Operate and maintain the CTPL per procedures outlined in references (b) and (c) and as established by this instruction.

        (3) Maintain a complete inventory of NAMTRAU Norfolk’s technical publications applicable to the Unit's mission and operation.

        (4) Update Automatic Distribution Requirements Listing (ADRL) and forward current list to the Maintenance Training Units (MTUs).

        (5) Order all required technical publications and ensure appropriate follow-up.

        (6) Distribute changes and revisions using the Change Entry Certification Record (CECR) form.  When changes are not returned within the 2-5 day time frame, as specified on the CECR form and reference (b), forward part 1 of the CECR to the QA/Maintenance Control Coordinator for appropriate action.

        (7) Maintain a 2-5 day tickler file for all CECR’s.

        (8) Monitor the operation of the Dispersed Technical Publication Libraries (DTPL).
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        (9) Conduct quarterly audits of the dispersed libraries to ensure compliance with references (a), (b) and this instruction and route results to the CO via the chain of command.

        (10) Conduct special audits as required and route the finding to the CO via the chain of command.

        (11) Ensure an annual audit of the CTPL is conducted by a qualified individual outside the CTPL chain of command to ensure compliance with references (a) through (c).  Route results to the CO via the chain of command.

        (12) Establish and conduct training for the Dispersed Technical Publication Librarians.

             (a) Conduct indoctrination training for all newly 

assigned Librarians within ten working days of their designation.

             (b) Conduct follow-up training as required.

        (13) Ensure proper routing of all Technical Directives(TD) to MTU Supervisors.

        (14) Ensure all TDs are filed or accounted for properly in accordance with reference (c).

    d.  Dispersed Technical Publication Librarians shall:

        (1) Be designated in writing per enclosure (3).

        (2) Maintain that billet for a minimum of one year.

        (3) Operate and maintain the DTPL per references (b) and (c).

        (4) Maintain a complete list of MTU publication requirements, annotating changes to reflect current publication status.

        (5) Maintain all publications in good physical and up-to-date condition.  Order replacement copies as needed.

        (6) Ensure all changes are properly incorporated within the specified 2-5 day time limit set in reference (b).  Upon completion of the change, return all CECR copy 2's to the CTPL in a timely manner.

        (7) Ensure incoming technical publications and changes are viewed by the course manager/supervisor.
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        (8) Ensure that all required publications, changes and directives are placed on order through the CTPL in a timely manner.

        (9) Maintain liaison with the CTPL to ensure daily pickup of all publications and changes.

        (10) Be available for the quarterly audit and any special audits.

        (11) Correct any deficiencies noted on the quarterly and special audits within ten working days.

        (12) Attend dispersed technical publication training as follows: 

             (a) Indoctrination training within ten working days of billet assignment.

             (b) Follow-up training as scheduled by CTPL. 

             (c) Satisfaction completion of Fleet Aviation Specialized Operational Training Group Atlantic TPL course immediately upon being designated as DTPL.

    e.  MTU Supervisors shall:

        (1) Ensure dispersed library is operated per references (b) and (c).

        (2) Recommend/designate in writing, the dispersed library Librarians using enclosure (3).

        (3) Ensure a complete turnover and inventory of publications is accomplished when a course supervisor or dispersed librarian is relieved.

        (4) Ensure that Dispersed Technical Publication Librarians are assigned for a minimum of one year.

        (5) Coordinate with CTPL for routing and filing of all TD’s applicable to their MTU.

J. W. WIRWILLE, JR.

Distribution:

All Departments/MTUs
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DATE _________

From:  Commanding Officer, NAMTRAU Norfolk

To:    Rate/Name/SSN

Subj:  DESIGNATION AS QUALITY ASSURANCE/MAINTENANCE CONTROL 

       COORDINATOR

Ref:   (a) OPNAVINST 4790.2N

       (b) NAMTRAGRUINST 5600.1P

       (c) NAVAIR 00-25-100

       (d) NAMTRAUNORVAINST 5600.1H

1.  Per references (b) and (c), you are hereby designated as NAMTRAU Norfolk Quality Assurance/Maintenance Control Coordinator.

2.  In execution of your duties, you shall familiarize yourself with and adhere to all applicable portions of references (a) through (d).

                           ____________________  

                           Commanding Officer’s Signature

​​​​​​​​
FIRST ENDORSEMENT                                    __________
                                                       Date

To:    Rate/Name/SSN
From:  Commanding Officer, NAMTRAU NORFOLK

1.  I have read and am familiar with the above listed references and assume the responsibilities as Quality Assurance/Maintenance Control Coordinator.






 ______________________      

                          Member’s Signature                 

Copy to:

Training Record

CTPL

                                      


Enclosure (1)
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Date: ___________

From:  Quality Assurance/Maintenance Control Coordinator

To:    Rate/Name/SSN

Subj:  DESIGNATION AS CENTRAL TECHNICAL PUBLICATION LIBRARIAN

Ref:   (a) OPNAVINST 4790.2H

       (b) NAMTRAGRUINST 5600.1P

       (c) NAVAIR 00-25-100

       (d) NAMTRAUNORVAINST 5600.1H

1.  Per references (a) and (b), you are hereby designated as NAMTRAU Norfolk Central Technical Publications Librarian.

2.  In execution of your duties, you shall familiarize yourself with and adhere to all applicable portions of references (a) through (d).

                               ____________________   

                               QA/Maintenance Control Coord

FIRST ENDORSEMENT

From:  Rate/Name/SSN

To:    Quality Assurance/Maintenance Control Coordinator

1.  I have read and am familiar with the above listed references and assume the responsibilities as NAMTRU Norfolk Central Technical Publications Librarian.






      _______________________  

                               Member’s Signature

Copy to:

Training Record

CTPL











Enclosure (2) 
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Date: _____________

From:  Quality Assurance/Maintenance Control Coordinator

To:    Rate/Name/SSN

Subj:  DESIGNATION AS MTU ______ DISPERSED TECHNICAL PUBLICATIONS        LIBRARIAN

Ref:   (a) OPNAVIST 4790.2H

       (b) NAMTRAGRUINST 5600.1P

       (c) NAVAIR 00-25-100

       (d) NAMTRAUNORVAINST 5600.1H

1.  Per references (a) and (b), you are hereby designated as MTU _______ Dispersed Technical Publications Librarian.

2.  In execution of your duties, you shall familiarize yourself with and adhere to all applicable portions of references (a) through (d).

                            ____________________      _______

                            Supervisor’s Signature    Date

                            ____________________      _______

                            QA/Maintenance Control    Date

                            Coord

FIRST ENDORSEMENT

From:  Rate/Name/SSN

To:    ______________________________

       Quality Assurance/Maintenance Control Coordinator

1.  I have read and am familiar with the above listed references and assume the responsibilities as MTU ________ Dispersed Technical Publications Librarian.

                             ______________________   ________

                             Member’s Signature       Date

Copy to:

Training Record

CTPL











Enclosure (3)

