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DUTY AREA 
CENTRAL TECHNICAL PUBLICATIONS LIBRARY 

 
 
 
A. GENERAL DUTIES 
 
 
 1. Demonstrates/applies knowledge of the Naval Air Systems Command technical manual program. 
 2. Demonstrates/applies knowledge about numbering, indexing, and security classification of publications. 
 3. Demonstrates/applies knowledge of requesting and distribution of publications. 
 4. Demonstrates/applies knowledge about establishing, maintaining, and controlling a technical publication library. 
 5. Demonstrates/applies knowledge of inventory control. 
 6. Perform audit procedures. 
 7. Demonstrates/applies knowledge of the technical manual deficiency reporting programs. 

 
 

SKILL PROGRESSION LEVEL DEFINITIONS 
 
 

LEVEL I: An asterisk in level I indicates the task is taught at a 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 
CENTRAL TECHNICAL PUBLICATIONS LIBRARY 

 
 
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 TECHNICAL MANUAL PROGRAM XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.2 NUMBERING, INDEXING, AND SECURITY CLASSIFICATION 

OF PUBLICATIONS XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.3 REQUESTING AND DISTRIBUTION OF PUBLICATIONS XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.4 ESTABLISHING, MAINTAINING, AND CONTROLLING A 

TECHNICAL PUBLICATION LIBRARY XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.5 INVENTORY CONTROL XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.6 AUDIT PROCEDURES  XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
A.7 TECHNICAL MANUAL DEFICIENCY REPORTING PROGRAMS XXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXX / / 
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INDIVIDUAL QUALIFICATION RECORD 
CENTRAL TECHNICAL PUBLICATIONS LIBRARY 

 
A. GENERAL DUTIES 
 
 
A.1 Demonstrates/applies knowledge of the Naval Air Systems Command technical manual program. 

 
 

TASK # TASK DESCRIPTION REFERENCE LEVEL I LEVEL II LEVEL III LEVEL IV 
A Types of technical manuals NAVAIR 00-25-100 *  / / * / / 
B Technical manual formats     
B-1 Conventional manuals NAVAIR 00-25-100 *  / / * / / 
B-2 Work package technical manuals NAVAIR 00-25-100 *  / / * / /  

 
 

A.2 Demonstrates/applies knowledge about numbering, indexing, and security classification of publications. 
 
 

A Technical manual number identification system NAVAIR 00-25-100 *  / / * / / 
B Naval Aeronautical Publications Index (NAPI)     
B-1 Navy stock list of publications and forms NAVSUP 2002 *  / / * / / 
B-2 Equipment applicability list NAVAIR 00-500A *  / / * / / 
B-3 Directives application list NAVAIR 00500C *  / / * / / 
B-4 Airborne weapons/stores publication index NAVAIR 00-700 *  / / * / / 
B-5 Technical manuals and technical directives distribution 

listing 
NAVAIR 00-25-501 * 

 / / * / / 
C Security classification     
C-1 Safeguarding of classified technical manuals NAVAIR 00-25-100 *  / / * / / 
C-2 Identifying classified manuals NAVAIR 00-25-100 *  / / * / / 
C-3 Security classification changes NAVAIR 00-25-100 *  / / * / / 
C-4 Security classification management NAVAIR 00-25-100 *  / / * / / 
D Numbering T.O. publications T.0. 00-5-1   / / * / / 
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A.3 Demonstrates/applies knowledge of requesting and distribution of publications. 
 
 

TASK # TASK DESCRIPTION REFERENCE LEVEL I LEVEL II LEVEL III LEVEL IV 
A Initial outfitting letter NAVAIR 00-25-100 *  / / * / / 
B Automatic distribution requirements list     
B-1 NATSF TPL program NAVAIR 00-25-100   / / * / / 
C Packaging and distribution of classified manuals NAVAIR 00-25-100   / / * / / 
D Ordering technical directives/manuals     
D-1 Milstrip/DASS preparation NAVAIR 00-25-100   / / * / / 
D-2 Follow-up requests NAVAIR 00-25-100   / / * / / 
D-3 Cancellation message NAVAIR 00-25-100   / / * / / 
D-4 DPSDO 4121 (Specification and Standards Requisition) NAVAIR 00-25-100   / / * / / 
E AFTO Form 22, (USAF T.O. Distribution Code Assignment 

or Change) 
NAVAIR 00-25-100  

 / /  / / 
F AFTO Form 187, (T.O. Order Publication Request) T.0. 00-5-2   / / * / / 
G AFTO Form 43/Request for T/O Code Assignment T.0. 00-5-2   / / * / / 
H AFTO Form 276 (T/O Change Request) T.0. 00-5-2   / / * / /  

 
 
A.4 Demonstrates/applies knowledge about establishing, maintaining, and controlling a technical publication library. 
 
 
A Types of libraries     
A-1 Central library NAVAIR 00-25-100 *  / / * / / 
A-2 Dispersed libraries NAVAIR 00-25-100 *  / / * / / 
B Publication management control     
B-1 Control stamp NAVAIR 00-25-100 *  / / * / / 
B-2 Publication binders NAVAIR 00-25-100 *  / / * / / 
B-3 Dead file NAVAIR 00-25-100 *  / / * / / 
B-4 Transaction file NAVAIR 00-25-100 *  / / * / / 
B-5 Requisition file NAVAIR 00-25-100 *  / / * / / 
C Storage of publications     
C-1 Binders NAVAIR 00-25-100 *  / / * / / 
C-2 MRC decks NAVAIR 00-25-100 *  / / * / / 
C-3 Non-standard size manuals NAVAIR 00-25-100 *  / / * / / 
D Numbering and identification of publication binders NAVAIR 00-25-100 *  / / * / / 
E Control of technical directives NAVAIR 00-25-100 *  / / * / / 
F Control of classified publications OPNAVINST 5510.1 *  / / * / / 
G Control of local command procedures NAVAIR 00-25-100   / / * / / 
H ATIS (i.e. C/D ROM) NAVAIR 00-25-100   / / * / /  
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A.5 Demonstrates/applies knowledge of inventory control. 
 

 
TASK # TASK DESCRIPTION REFERENCE LEVEL I LEVEL II LEVEL III LEVEL IV 
A Incorporation of changes     
A-1 Change NAVAIR 00-25-100 

T.0. 00-5-1 *  / / * / / 
A-2 Revision NAVAIR 00-25-100 

T.0. 00-5-1 *  / / * / / 
A-3 Rapid action change NAVAIR 00-25-100 *  / / * / / 
B Change Entry Certification Record (CECR)     
B-1 Two/five day tickler files NAVAIR 00-25-100 *  / / * / / 
B-2 Follow up on part 2 change entry certification record 

(CECR) 
NAVAIR 00-25-100 

*  / / * / /  
 

 
A.6 Perform audit procedures. 

 
 
A Central library audit     
A-1 Preliminary NAVAIR 00-25-100 *  / / * / / 
A-2 Library audit process NAVAIR 00-25-100 *  / / * / / 
A-3 Library post audit action NAVAIR 00-25-100 *  / / * / / 
B Dispersed library audit     
B-1 Control of assigned publications NAVAIR 00-25-100 *  / / * / / 
B-2 Publications storage NAVAIR 00-25-100 *  / / * / / 
B-3 Review of part 2 change entry certification record 

(CECR) 
NAVAIR 00-25-100 

*  / / * / / 
B-4 Type 1A, 1B, and II Rapid Action Change (RAC) properly 

annotated 
NAVAIR 00-25-100 

*  / / * / / 
C The training/assistance of work center supervisors and 

the dispersed libraries 
 

   
C-1 Control of assigned publication NAVAIR 00-25-100 *  / / * / / 
C-2 Storage identification of publication NAVAIR 00-25-100 *  / / * / / 
C-3 Change Entry Certification Record (CECR) file NAVAIR 00-25-100 *  / / * / / 
C-4 Type 1A, 1B, and II Rapid Action Change (RAC) 

annotation 
NAVAIR 00-25-100 

*  / / * / /  
 
 
A.7 Demonstrates/applies knowledge of the technical manual deficiency reporting programs. 

 
 
A Technical publication deficiency reporting     
A-1 Follow-up action NAVAIR 00-25-100 *  / / * / / 
B AFTO Form (T.O. system publications improvement reports 

and reply) 
T.0. 00-5-1 

  / / * / /  
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APPENDIX C 
 

WORK CENTER SUMMARY 
CENTRAL TECHNICAL PUBLICATIONS LIBRARY 

 
 

 
WORK CENTER NAME/NUMBER_____________________________________________ 
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