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DUTY AREA 
QUALITY ASSURANCE 

 
 
 
A. GENERAL DUTIES 
 
 
 1. Demonstrates/applies knowledge of the Quality Assurance (QA) program. 
 2. Demonstrates/applies knowledge of the Central Technical Publication Library (CTPL) system. 
 3. Demonstrates/applies knowledge of the Certification Programs for Collateral Duty Inspector (CDI), Collateral Duty Quality 

Assurance Representative (CDQAR), and Quality Assurance Representative (QAR). 
 4. Demonstrates/applies knowledge of the Naval Aviation Maintenance Discrepancy Reporting Program (NAMDRP). 
 5. Perform inspections of maintenance equipment and facilities. 
 6. Maintain liaison with aircraft contractors. 
 7. Demonstrates/applies knowledge of inspection tools/equipment available to personnel. 
 8. Demonstrates/applies knowledge of the established standard procedures for conducting inspections. 
 9. Review appropriate logbook/records for modification or incorporations on aircraft, components and support equipment. 

10. Demonstrates/applies knowledge in the preparation, control and review of Local Command Procedures (LCP’s). 
11. Demonstrates/applies knowledge of the Support Equipment (SE) Misuse/Abuse Program. 
12. Demonstrates/applies knowledge of the gas free engineering program. 
13. Demonstrates/applies knowledge of monitored programs. 
14. Demonstrates/applies knowledge of Maintenance Data Reports (MDR's). 
15. Demonstrates/applies knowledge of the audit program. 



ITSS (MATMEP) IMA 

 
   DATE: September 2002  

 
2 

SKILL PROGRESSION LEVEL DEFINITIONS 
 
 

LEVEL I: An asterisk in level I indicates the task is taught at FASOTRAGRUDET. 
 
 
Level II: An asterisk in level II indicates the task was exposed to the individual for the first time. All other occurrences after 

initial exposure in which the Marine performs after initial exposure should be annotated on the OPNAV 4790/33 form until 
he/she is signed off in level III. 

 
 
LEVEL III: An asterisk in level III indicates the task is considered training essential. A sign-off in level III indicates the Marine 

can perform that task w/o direct supervision. The unit is responsible for these sign-off’s. 
 
 
LEVEL IV:  Used by the unit to indicate an individual is advanced in technical and supervisory functions. Prior to sign-off, all 

training essential and training optional tasks in level III must have been signed-off. Only one sign-off for the Duty Area 
is required. 

 
 
Sign–off blanks:  (MO/YR)/(INDIVIDUAL’S INITIALS)/(SUPERVISOR’S INTIALS) 
 
Note:  Refer to MCO P4790.20_ for further clarification. 
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INDIVIDUAL DUTY AREA QUALIFICATION SUMMARY 
QUALITY ASSURANCE 

 
 
NAME/SSN_____________________________________________________  Level II  Completed___________/__________ 
  Level III Completed___________/__________ 
  Level IV  Completed___________/__________ 

 
 
 
  LEVEL I LEVEL II LEVEL III LEVEL IV 

DUTY # DUTY DESCRIPTION DATE / SIGN DATE / SIGN DATE / SIGN DATE / SIGN 
A GENERAL DUTIES XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 
A.1 QUALITY ASSURANCE (QA) PROGRAM XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.2 CENTRAL TECHNICAL PUBLICATION LIBRARY (CTPL) XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.3 COLLATERAL DUTY INSPECTOR (CDI), COLLATERAL DUTY 

QUALITY ASSURANCE REPRESENTATIVE (CDQAR), AND 
QUALITY ASSURANCE REPRESENTATIVE (QAR) XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 

A.4 NAVAL AVIATION MAINTENANCE DISCREPANCY REPORTING 
PROGRAM (NAMDRP) XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 

A.5 INSPECTIONS OF MAINTENANCE EQUIPMENT AND 
FACILITIES  XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 

A.6 AIRCRAFT CONTRACTORS XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.7 INSPECTION TOOLS/EQUIPMENT XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.8 ESTABLISH STANDARD PROCEDURES FOR CONDUCTING 

INSPECTIONS XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.9 LOGBOOK/RECORDS XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.10 LOCAL COMMAND PROCEDURES (LCP’S) XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.11 SUPPORT EQUIPMENT (SE) MISUSE/ABUSE PROGRAM XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.12 GAS FREE ENGINEERING PROGRAM  XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.13 MONITORED PROGRAMS XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.14 MAINTENANCE DATA REPORTS (MDR'S) XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.15 AUDIT PROGRAM XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 

 



ITSS (MATMEP) IMA 

IQR, NAME:  DATE: September 2002 
 

A-1 

INDIVIDUAL QUALIFICATION RECORD 
QUALITY ASSURANCE 

 
A. GENERAL DUTIES 
 
 
A.1 Demonstrates/applies knowledge of the Quality Assurance (QA) program. 

 
 

TASK # TASK DESCRIPTION REFERENCE LEVEL I LEVEL II LEVEL III LEVEL IV 
A Describes the basic concept of Quality Assurance OPNAVINST 4790.2 *  / / * / / 
B Identifies factors required to achieve concepts of 

Quality Assurance OPNAVINST 4790.2 
* 

 / / * / / 
C Identify basic terms applied to the QA program OPNAVINST 4790.2 *  / / * / / 
D Specify specific responsibilities of the Quality 

Assurance Representative OPNAVINST 4790.2 
 

 / / * / /  
 
 

A.2 Demonstrates/applies knowledge of the Central Technical Publication Library (CTPL) system. 
 
 

A Types of technical manuals     
A-1 OPNAVINST 4790.2 series OPNAVINST 4790.2 *  / / * / / 
A-2 FEDLOG FEDLOG   / / * / / 
A-3 CRIPL OPNAVINST 4440.25   / / * / / 
A-4 Standard/non-standard size manuals NA 00-25-100 *  / / * / / 
B Numbering, indexing and security classifications of 

publications  
 

  
B-1 Technical manual number identification system NA 00-25-100 *  / / * / / 
B-2 Naval Aeronautical Publications Index (NAPI)    / /  / / 
B-2.1 Navy stock list of publications and forms NAVSUP 2002 *  / / * / / 
B-2.2 Equipment applicability list NAVAIR 00-500A *  / / * / / 
B-2.3 Directives application list NAVAIR 00-500C *  / / * / / 
B-3 Classified publications    / /  / / 
B-3.1 Identifying classified manuals OPNAVINST 4790.2 

NA 00-25-300 
* 

 / / * / / 
B-3.2 Management of classified manuals OPNAVINST 4790.2 

NA 00-25-300 
 

 / / * / / 
C Inventory control OPNAVINST 4790.2 *  / / * / / 
D CTPL auditing procedures NA 00-25-100 *  / / * / / 

 



ITSS (MATMEP) IMA 

IQR, NAME:  DATE: September 2002 
 

A-2 

A.3 Demonstrates/applies knowledge of the Certification Programs for Collateral Duty Inspector (CDI), Collateral Duty Quality Assurance 
Representative (CDQAR), and Quality Assurance Representative (QAR). 

 
 

TASK # TASK DESCRIPTION REFERENCE LEVEL I LEVEL II LEVEL III LEVEL IV 
A CDI OPNAVINST 4790.2 *  / / * / / 
B CDQAR OPNAVINST 4790.2 *  / / * / / 
C QAR OPNAVINST 4790.2 *  / / * / /  

 
 
 
A.4 Demonstrates/applies knowledge of the Naval Aviation Maintenance Discrepancy Reporting Program (NAMDRP). 

 
 
A Hazardous Material Reporting (HMR) program OPNAVINST 4790.2 *  / / * / / 
B Conventional Ordnance Deficiency Reporting (CODR) OPNAVINST 8600.2 *  / / * / / 
C Engineering Investigation (EI) program OPNAVINST 4790.2 *  / / * / / 
D Quality Deficiency Reporting (QDR) program     
D-1 CAT I TPDR OPNAVINST 4790.2 *  / / * / / 
D-2 CAT II TPDR OPNAVINST 4790.2 *  / / * / / 
E Technical Publication Discrepancy Report (TPDR) program     
E-1 CAT I TPDR OPNAVINST 4790.2 *  / / * / / 
E-2 CAT II TPDR OPNAVINST 4790.2 *  / / * / / 
F NAMDRP report preparation OPNAVINST 4790.2 *  / / * / /  

 
 
A.5 Perform inspections of maintenance equipment and facilities. 

 
 
A Fire NAVAIR A1-NAOSH- 

SAF-000/P-5100-1   / / * / / 
B Safety     
B-1 Perform a ground safety inspection NAVAIR A1-NAOSH- 

SAF-000/P-5100-1   / / * / / 
B-2 Conduct/prepare ground safety meeting/minutes OPNAVINST 4790.2   / / * / / 
C Environmental conditions NAVAIR A1-NAOSH- 

SAF-000/P-5100-1   / / * / /  
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A.6 Maintain liaison with aircraft contractors. 
 

 
TASK # TASK DESCRIPTION REFERENCE LEVEL I LEVEL II LEVEL III LEVEL IV 
A Administrative Contracting Officer (ACO) OPNAVINST 4790.2   / /  / / 
B Naval Aviation Engineering Services Unit (NAESU) OPNAVINST 4790.2 *  / / * / / 
C Naval Aviation Depot Operations Center (NADOC) OPNAVINST 4790.2   / /  / / 
D Naval Aviation Depots OPNAVINST 4790.2   / / * / /  

 
 
A.7 Demonstrates/applies knowledge of inspection tools/equipment available to personnel. 

 
 
A Inspection equipment OPNAVINST 4790.2   / / * / /  

 
 
A.8 Demonstrates/applies knowledge of the established standard procedures for conducting inspections. 

 
 
A Periodic personal performance inspections OPNAVINST 4790.2   / / * / / 
B Screening inspection OPNAVINST 4790.2 *  / / * / / 
C In-process inspections OPNAVINST 4790.2 *  / / * / / 
D Final inspections OPNAVINST 4790.2 *  / / * / /  

 
 
A.9 Review appropriate logbook/records for modification or incorporations on aircraft, components and support equipment. 

 
 
A Aeronautical Equipment Service Record (AESR) OPNAVINST 4790.2 *  / / * / / 
B Module Service Record (MSR) OPNAVINST 4790.2 *  / / * / / 
C Assembly Service Record (ASR) OPNAVINST 4790.2 *  / / * / / 
D Equipment History Record (EHR) OPNAVINST 4790.2 *  / / * / / 
E Scheduled Removal Component Card (SRC) OPNAVINST 4790.2 *  / / * / / 
F Support Equipment Custody and Maintenance History 

Record 
OPNAVINST 4790.2 

*  / / * / / 
G Aviation crew systems history card OPNAVINST 4790.2   / / * / /  
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A.10 Demonstrates/applies knowledge in the preparation, control and review of Local Command Procedures (LCP’s). 
 

 
TASK # TASK DESCRIPTION REFERENCE LEVEL I LEVEL II LEVEL III LEVEL IV 
A Local Command Procedures (LCP’s) preparation     
A-1 Responsibility for preparation OPNAVINST 4790.2 *  / / * / / 
A-2 Audit Local Command Procedures (LCP’s) OPNAVINST 4790.2 *  / / * / / 
A-3 Local Command Procedures (LCP’s) for specific programs 

assigned to QA for management 
OPNAVINST 4790.2 

*  / / * / / 
B Review requirements of Local Command Procedures (LCP’s) OPNAVINST 4790.2 *  / / * / /  

 
 
A.11 Demonstrates/applies knowledge of the Support Equipment (SE) Misuse/Abuse program. 

 
 
A Support Equipment Misuse/Abuse Form (OPNAV 4790/108), 

report initiation and routing OPNAVINST 4790.2 *  / / * / / 
B Misuse/Abuse investigation procedures OPNAVINST 4790.2 *  / / * / / 
C Requirements to revoke/reissue support equipment 

license OPNAVINST 4790.2 *  / / * / /  
 
 
A.12 Demonstrates/applies knowledge of the gas free engineering program. 

 
 
A Certification requirements NA O1-1A-35 *  / / * / / 
B Special equipment NA O1-1A-35   / / * / / 
C Standby personnel responsibilities NA O1-1A-35   / / * / /  

 
 
A.13 Demonstrates/applies knowledge of monitored programs. 

 
 
A Foreign Object Damage (FOD) OPNAVINST 4790.2 *  / / * / / 
B Fuel surveillance OPNAVINST 4790.2 *  / / * / / 
C Oil analysis/QDM NAVAIR 17-15-50 *  / / * / / 
D Aviators Breathing Oxygen (ABO) OPNAVINST 4790.2 *  / / * / / 
E Hydraulic contamination control NAVAIR 01-1A-17 *  / / * / / 
F Support Equipment (SE) operator training and licensing OPNAVINST 4790.2 *  / / * / / 
G Calibration (PME) OPNAVINST 4790.2 *  / / * / / 
H Non-destructive Inspection (NDI) OPNAVINST 4790.2 *  / / * / / 
I Tool Control Program (TCP) OPNAVINST 4790.2 *  / / * / / 
J Corrosion control prevention OPNAVINST 4790.2 *  / / * / / 
K Tire/Wheel maintenance safety OPNAVINST 4790.2 *  / / * / / 
L Ordnance certification OPNAVINST 4790.2   / / * / / 
M SE Planned Maintenance System (PMS) OPNAVINST 4790.2   / / * / /  
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DA A.13 (Continued) 
 

 
TASK # TASK DESCRIPTION REFERENCE LEVEL I LEVEL II LEVEL III LEVEL IV 
N Electrostatic discharge (ESD) OPNAVINST 4790.2   / / * / / 
O Miniature/Micro-miniature component repair (2M) OPNAVINST 4790.2   / / * / / 
P Technical directives OPNAVINST 4790.2   / / * / / 
Q Welding certification/re-certification OPNAVINST 4790.2   / / * / / 
R Laser safety OPNAVINST 4790.2   / / * / / 
S Vibration analysis OPNAVINST 4790.2   / / * / / 
T ICRL OPNAVINST 4790.2   / / * / / 
U Hazardous waste/contamination OPNAVINST 4790.2   / / * / /  

 
 
A.14 Demonstrates/applies knowledge of Maintenance Data Reports (MDR's). 

 
 
A VIDS/MAF copy 1 Daily Audit Report part 1 OPNAVINST 4790.2 *  / / * / / 
B VIDS/MAF copy 1 Daily Audit Report part 2 OPNAVINST 4790.2 *  / / * / / 
C Monthly Production Report (MDR-2) OPNAVINST 4790.2 *  / / * / / 
D Job Control Number Consolidation Report (MDR-3) OPNAVINST 4790.2 *  / / * / / 
E Technical Directive Compliance Report (MDR-4-1) OPNAVINST 4790.2 *  / / * / / 
F Intermediate Technical Directive Compliance Report 

(MDR-4-2) OPNAVINST 4790.2 *  / / * / / 
G Maintenance action by system and component report  
 (MDR-6) OPNAVINST 4790.2 *  / / * / / 
H Component Repair/Beyond Capability of Maintenance 

report (MDR-7) OPNAVINST 4790.2 *  / / * / / 
I Failed Parts/Parts Required Report (MDR-8) OPNAVINST 4790.2 *  / / * / / 
J Foreign Object Damage (FOD) Report (MDR-10) OPNAVINST 4790.2 *  / / * / / 
K Corrosion Control Treatment Report (MDR-11) OPNAVINST 4790.2 *  / / * / / 
L No Defect report (MDR-12) OPNAVINST 4790.2 *  / / * / / 
M When Malfunction Was Discovered Report (MDR-13) OPNAVINST 4790.2 *  / / * / / 
N NALDA Historical Retrieval OPNAVINST 4790.2 *  / / * / /  

 
 
A.15 Demonstrates/applies knowledge of the audit program. 

 
 
A Work Center audits OPNAVINST 4790.2   / / * / / 
B Special audits OPNAVINST 4790.2   / / * / / 
C Program audits OPNAVINST 4790.2   / / * / /  
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APPENDIX C 
 

WORK CENTER SUMMARY 
QUALITY ASSURANCE 

 
 

 
WORK CENTER NAME/NUMBER_____________________________________________ 
 
 
 
 
 

NAME/MOS LEVEL A.1 A.2 A.3 A.4 A.5 A.6 A.7 A.8 A.9 A.10 A.11 A.12 A.13 A.14 A.15 
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
II XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX 
III                

 

IV                
 


