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DUTY AREA
CENTRAL TECHNI CAL PUBLI CATI ONS LI BRARY

A.  GENERAL DUTIES

1.
2.
3.
4.
5.
6.
7.
LEVEL 1:
Level 11:
LEVEL I11:
LEVEL |V

Si gn—of f bl anks:

Denonstrat es/ appl i es know edge of the Naval Air Systens Conmand techni cal manual program

Denonstr at es/ appl i es know edge about nunbering, indexing, and security classification of publications.
Denonstr at es/ appl i es know edge of requesting and distribution of publications.

Denonstrat es/ appl i es know edge about establishing, maintaining, and controlling a technical publication library.
Denonstrat es/ appl i es know edge of inventory control.

Perform audi t procedures.

Denonstr at es/ appl i es know edge of the technical manual deficiency reporting prograns.

SKILL PROGRESSI ON LEVEL DEFI NI TI ONS

An asterisk in level | indicates the task is taught at a FASOTRAGRUDET.

An asterisk in level Il indicates the task was exposed to the individual for the first time. Al other occurrences after
initial exposure in which the Marine perforns after initial exposure should be annotated on the OPNAV 4790/ 33 formuntil
he/she is signed off in level I11.

An asterisk in level Ill indicates the task is considered training essential. A sign-off in level 11l indicates the Marine
can performthat task w o direct supervision. The unit is responsible for these sign-off’s.

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 IIl must have been signed-off. Only one sign-off for the Duty Area
is required.

(MY YR /(1 NDI VI DUAL’ S | NI TI ALS) / (SUPERVI SOR S | NTI ALS)

Note: Refer to MCO P4790.20_ for further clarification.
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I NDI VI DUAL DUTY AREA QUALI FI CATI ON SUMVARY
CENTRAL TECHNI CAL PUBLI CATI ONS LI BRARY

NAME/ SSN Level Il Conpleted /
Level 111 Conpl eted /
Level 1V Conpleted /
LEVEL | LEVEL 11 LEVEL 111 LEVEL 1V
DUTY # DUTY DESCRI PTI ON DATE / SIGN | DATE / SIGN | DATE / SIGN | DATE / SI GN

A GENERAL DUTI ES

Al TECHNI CAL MANUAL PROGRAM XXXXXKKIXXXXXX | XXXXXXXKKKKXXXXXX / /
A2 NUMBERI NG | NDEXI NG AND SECURI TY CLASSI FI CATI ON

OF PUBLI CATI ONS XXXXKKHXXXXX | XXXXXXXKKXXXXX / /
A 3 REQUESTI NG AND DI STRI BUTI ON OF PUBLI CATI ONS XXXXXKKKKKXIXXXXX ] XXXXXXXKKKKXXXXXX / /
A4 ESTABLI SHI NG MAI NTAI NI NG AND CONTROLLI NG A

TECHNI CAL PUBLI CATI ON LI BRARY XXXXXKKKKIXXXXXX | XXXXXXXKKKKXXXXXX / /
A5 | NVENTORY CONTROL XXXKKHKHKXIKHXIXXAIAIAIAKK | XXXKHKHKHKXXXXXAXAXXKK / /
A 6 AUDI T PROCEDURES XXXXXXKKIXXXXXX | XXXXXXXKKKKXXXXXX / /
A7 TECHNI CAL MANUAL DEFI G ENCY REPORTI NG PROGRAMS XXXXXKKKKKXIXXXXX ] XXX XXXX / /
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A.  GENERAL DUTI ES

| TSS (MATMEP) OMY | MA

| NDI VI DUAL QUALI FI CATI ON RECORD
CENTRAL TECHNI CAL PUBLI CATI ONS LI BRARY

A 1 Denonstrates/applies know edge of the Naval Air Systens Conmand techni cal manual program

TASK # | TASK DESCRI PTI ON REFERENCE LEVEL | LEVEL |1 LEVEL 111 LEVEL |V
A Types of technical manual s NAVAI R 00- 25- 100 * / / * / /
B Techni cal manual formats
B-1 Conventi onal manual s NAVAI R 00- 25- 100 * / / * / /
B-2 Wr k package technical nmanual s NAVAI R 00- 25- 100 * / / * / /
A 2 Denonstrates/applies know edge about nunbering, indexing, and security classification of publications.

A Techni cal manual nunber identification system NAVAI R 00- 25- 100 * / / * / /
B Naval Aeronautical Publications |Index (NAPI)
B-1 Navy stock list of publications and forns NAVSUP 2002 * / / * / /
B-2 Equi prent applicability Iist NAVAI R 00- 500A * / / * / /
B-3 Directives application |ist NAVAI R 00500C * / / * / /
B-4 Ai rborne weapons/stores publication index NAVAI R 00- 700 * / / * / /
B-5 Techni cal manual s and technical directives distribution NAVAI R 00- 25- 501 *

l'isting / / * / /
C Security classification
C-1 Saf eguar di ng of classified technical manual s NAVAI R 00- 25- 100 * / / * / /
C2 I dentifying classified manual s NAVAI R 00-25- 100 * / / * / /
C-3 Security classification changes NAVAI R 00- 25- 100 * / / * / /
C-4 Security classification managenent NAVAI R 00- 25- 100 * / / * / /
D Nunbering T.O publications T.0. 00-5-1 / / * / /
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A 3 Denonstrates/applies know edge of requesting and distribution of publications.
TASK # | TASK DESCRI PTI ON REFERENCE LEVEL | LEVEL 11 LEVEL 111 LEVEL |V
A Initial outfitting letter NAVAI R 00- 25- 100 * / / * / /
B Aut onatic distribution requirenents |ist
B-1 NATSF TPL program NAVAI R 00- 25- 100 / / * / /
C Packagi ng and distribution of classified nanual s NAVAI R 00- 25- 100 / / * / /
D O dering technical directives/ manual s
D-1 M | strip/ DASS preparation NAVAI R 00- 25- 100 / / * / /
D2 Fol | ow-up requests NAVAI R 00- 25- 100 / / * / /
D-3 Cancel | ati on nessage NAVAI R 00-25- 100 / / * / /
D-4 DPSDO 4121 (Specification and Standards Requi sition) NAVAI R 00- 25- 100 / / * / /
E AFTO Form 22, (USAF T.QO Distribution Code Assignnent NAVAI R 00- 25- 100
or Change) / / / /
F AFTO Form 187, (T.O Oder Publication Request) T.0. 00-5-2 / / * / /
G AFTO Form 43/ Request for T/ O Code Assi gnnent T.0. 00-5-2 / / * / /
H AFTO Form 276 (T/ O Change Request) T.0. 00-5-2 / / * / /
A 4 Denonstrates/applies know edge about establishing, naintaining, and controlling a technical publication library.
A Types of libraries
A-1 Central library NAVAI R 00- 25- 100 * / / * / /
A-2 Di spersed libraries NAVAI R 00-25- 100 * / / * / /
B Publ i cati on managenent control
B-1 Control stanp NAVAI R 00- 25- 100 * / / * / /
B-2 Publ i cati on bi nders NAVAI R 00- 25- 100 * / / * / /
B-3 Dead file NAVAI R 00- 25- 100 * / / * / /
B-4 Transaction file NAVAI R 00- 25- 100 * / / * / /
B-5 Requisition file NAVAI R 00- 25- 100 * / / * / /
C Storage of publications
C-1 Bi nders NAVAI R 00-25- 100 * / / * / /
C-2 MRC decks NAVAI R 00- 25- 100 * / / * / /
C-3 Non-standard size nanual s NAVAI R 00- 25- 100 * / / * / /
D Nunmbering and identification of publication binders NAVAI R 00- 25- 100 * / / * / /
E Control of technical directives NAVAI R 00- 25- 100 * / / * / /
F Control of classified publications OPNAVI NST 5510. 1 * / / * / /
G Control of |ocal conmand procedures NAVAI R 00- 25- 100 / / * / /
H ATIS (i.e. D ROV NAVAI R 00-25- 100 / / * / /
I QR NAME: DATE: Sept enber 2002
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A.5 Denonstrates/applies know edge of inventory control.

TASK # | TASK DESCRI PTI ON REFERENCE LEVEL | LEVEL 11 LEVEL 111 LEVEL |V
A I ncor poration of changes
A-1 Change NAVAI R 00- 25- 100
T.0. 00-5-1 * / / /
A-2 Revi si on NAVAI R 00- 25- 100
T.0. 00-5-1 * / / /
A-3 Rapi d action change NAVAI R 00- 25- 100 * / / /
B Change Entry Certification Record (CECR
B-1 Two/ five day tickler files NAVAI R 00- 25- 100 * / / /
B-2 Fol I ow up on part 2 change entry certification record NAVAI R 00- 25- 100
(CECR) * / / /
A 6 Performaudit procedures.
A Central library audit
A-1 Prelimnary NAVAI R 00-25- 100 * / / /
A-2 Li brary audit process NAVAI R 00- 25- 100 * / / /
A-3 Li brary post audit action NAVAI R 00- 25- 100 * / / /
B Di spersed library audit
B-1 Control of assigned publications NAVAI R 00-25- 100 * / / /
B-2 Publ i cati ons storage NAVAI R 00- 25- 100 * / / /
B-3 Revi ew of part 2 change entry certification record NAVAI R 00- 25- 100
( CECR) * / / /
B-4 Type 1A, 1B, and Il Rapid Action Change (RAC) properly NAVAI R 00- 25- 100
annot at ed * / / /
C The traini ng/ assi stance of work center supervisors and
the dispersed libraries
C-1 Control of assigned publication NAVAI R 00- 25- 100 * / / /
C-2 Storage identification of publication NAVAI R 00- 25- 100 * / / /
C-3 Change Entry Certification Record (CECR) file NAVAI R 00- 25- 100 * / / /
C-4 Type 1A, 1B, and Il Rapid Action Change (RAC NAVAI R 00- 25- 100
annot ati on * / / /
A.7 Denonstrates/applies know edge of the technical nmanual deficiency reporting prograns.
A Techni cal publication deficiency reporting
A-1 Fol | ow-up action NAVAI R 00- 25- 100 * / / /
B AFTO Form (T.O system publications inprovenent reports | T.0. 00-5-1
and reply) / / /
I QR NAME: DATE: Sept enber 2002




WORK CENTER NAME/ NUMBER
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WORK CENTER SUMVARY
CENTRAL TECHNI CAL PUBLI CATI ONS LI BRARY

APPENDI X C

NAME/ MOS LEVEL [ A1 A2 A 3 A4 A 5 A 6 A7
Il XK | XXX | XXX | XKKXXE [ XXX [ XXXXXE | XXXXX
111
Y
Il XX | XXX | XXX [ XXXX [ XXXXX [ XXXXX | XXXXX
I
IV
Il XXX | XXKXK | XXX | XKKXX [ XXXXX [ XXXXX | XXXXX
Il
Y
Il XK ] XXX XXX XXX [ XXX [ XXXXXE | XXXXX
[N
Y
Il XK | XXX XXX XXX [ XXX [ XXXXXE | XXXXX
11
Y
I XX | XXX | XXX | XXX [ XXX [ XXXXX | XXXXX
I
Y
Il XXX | XXXXX | XXXXX | XXXXX [ XXXXX [ XXXXX | XXXXX
I
Y
Il XK | XXX | XXX XXX [ XXX [ XXXXX | XXXXX
I
Y
Il XK ] XXX XXX XXX [ XXX [ XXXXXE | XXXXX
11
Vv
Il XK | XXKKX | XXX XXX [ XXX [ XXXXXE | XXXXX
111
Y
Il XXX | XXXXX | XXXXX [ XXKXX [ XXXXX [ XXXXX | XXXXX
I
IV

APPENDI X G- 1
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