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	 Chapter 1 OVERVIEW

	 
	 

	OVERVIEW
	This Manual is written for a diverse group of VI Managers ranging from a LDO Major to the Lance Corporal who finds him/herself leading a combat camera unit on a MEU. It is intended as a quick reference for common VI management issues. It is not a directive, although every effort has been made to ensure that the information inside is in agreement with current orders and bulletins. 

	 
	 

	INTRODUCTION
	The intent of this Manual is to assist VI managers from the macro level. However, depending on the issue, it may discuss hands on local solutions. Questions are listed in the left-hand column; answers are listed in the right-hand column. Specifically it attempts to answer the following questions for a wide range of questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO 3104.1
	MC Visual Information and Combat Camera Support Manual
	Provides guidance on duties, capabilities and limitations.

	 
	(b)
	SECNAVINST 3104
	Navy Visual Information and Combat Camera Program
	 

	 
	 
	 
	 
	 

	 
	 

	IN THIS CHAPTER
	This chapter contains:

	 
	Topic
	Paragraph
	See page

	 
	VI Vision
	1010
	 

	 
	VI Mission
	1020
	 

	 
	How VIM Works
	1030
	 

	 
	How CVIC Works
	1040
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 1010 VI VISION

	 
	 

	WHAT IS THE VI VISION?
	The VI vision is dual oriented. The first orientation is internal and focuses on VI management and operations. The second orientation is external and focuses on the customer. 

a. Internally, the occupational field will strive to become the hallmark of VI support, exceeding that provided by other services and the civilian marketplace. It will combine personnel, procedures, training and technology with traditional Marine character traits to truly form a sum greater than its parts. Interoperability will be the watchword as all VI personnel, Marine and civilian, interface as necessary to create superior products. The aforementioned will be accomplished in a work environment that encourages the best of its personnel.

b. Externally, customers will find the VI products and services will meet or exceed the quality provided by other services or found in the civilian sector. These products will reflect the latest in technological capabilities, artistic skill, imagination and knowledge of VI principles. Responsiveness, creativity and product knowledge will be the hallmark of VI products. Customers will readily realize the value added by VI support in areas such as training support, operational support, and the leadership and management requirements of commanders.

	 
	 

	WHAT DOES THE VI VISION DO FOR YOU?
	The Vision Statement provides an ideal goal for VI managers to use as an azimuth in all their endeavors.

	 
	 

	HOW DO YOU SUPPORT THE VI VISION?
	Consider the Vision Statement when developing long-term plans, ordering equipment, or scheduling training, etc.


 

	 Paragraph 1020 VI Mission

	 
	 

	WHAT IS THE VI MISSION?
	The Visual Information Mission Statement is "to provide visual information support to commanders and staff officers in the execution of their management, leadership and training responsibilities". Visual Information support includes, but is not limited to, the following areas: graphics, art, printing and copying, photography, videography, multimedia authoring and desktop publishing.

	 
	 

	WHAT DOES THE VI MISSION DO FOR YOU?
	The Mission Statement specifies your primary customer and how to support them. 

	 
	 

	HOW DO YOU SUPPORT THE VI MISSION?
	Read the Mission Statement with the following in mind. If it’s not illegal, immoral or unethical, then find a way to support the customer. When a request exceeds your local capabilities you should find an alternative means of support (e.g. next closest CVIC, vendor, etc.). In simple terms it’s a "just say yes" philosophy -- purge "no" from your vocabulary.

Example: A Marine brings in a large roll of maps to be laminated. These maps are larger than your laminator can accommodate. You should get on the phone and see if a local CVIC can support. This Marine needs to support his commanders’ intent -- and it is your mission to support his request. 


 

	Paragraph 1030 How VIM Works

	 
	 

	WHAT IS VIM?
	What is VIM? VIM is the Visual Information Management Section located under Training and Education Command at Quantico, VA. VIM exists to manage, prepare, and source the Marine Corps VI program to anticipate and support customer requirements. A list of VIM assets includes:

a. The Head, VIM, usually a LDO Major

b. The OCCFLD 4600 Specialist

c. The Assistant OCCFLD 4600 Specialist

d. The Production Specialist

e. The USMC Multimedia Accession Point

	 
	 

	WHAT DOES VIM DO FOR YOU?
	VIM is the central point of contact for OCCFLD 4600 activities, including coordination between the CVIC and the combat camera unit. VIM manages several things including:

a. All 4600 related formal school seats

b. The annual VI Equipment Planning Summary

c. The annual Formal School Call Up

d. The annual University Level Call Up

e. All special duty and instructor assignments.

f. Imagery accessioning for inclusion in the archives.

g. USMC-wide video productions.

h. Doctrinal publications and Marine Corps orders 

i. The USMC Combat Camera Unit

k. VI related issues at the DOD, Joint and HQMC levels 

	 
	 

	WHY SHOULD YOU CALL VIM?
	VIM is responsible for helping you with issues including, but not limited to, personnel, training, equipment, special projects, etc. VIM can help you address such issues as A-76 studies, Business Review Initiatives, collateral equipment lists for Military Construction (MILCON) projects, etc. Inherently Governmental surveys. 

If you are confused about anything relating to VI, then VIM should be your first source for answers. 


 

	 Paragraph 1040 How a CVIC Works

	 
	 

	WHAT IS A CVIC?
	What is a CVIC? CVIC stands for Combat Visual Information Center. A CVIC can range from an individual Marine Combat Photographer at MC Support Activity, Kansas City, to the largest CVIC in the Marine Corps at MCB Quantico, VA. CVIC assets may include some or all of the following:

a. Still Photographic Section

b. Video Section

c. Graphics Section

d. Multimedia Section

e. Audiovisual Equipment Library

f. Training Device Management

	 
	 

	WHAT DOES THE CVIC DO FOR YOU?
	What can a CVIC do for you? A CVIC can provide a variety of Visual Information products and services. VI products range from digital photography to professional quality video production and multimedia products. VI services include product design, AV equipment consultation, intelligence photography classes, etc. 

	 
	 

	HOW DOES A CVIC WORK? 
	No matter what the request entails, the CVIC should be focusing on providing world class customer support. Each CVIC is part of a Corps-wide network that routinely works together at the local and regional level. This mutually supportive network focuses on world-class customer support and to increase personnel readiness. To the greatest degree possible, a CVIC will work as a multimedia center for two reasons: (1) to maximize productivity, and (2) to prepare VI Marines to become 4691 MSgt’s/4602 WO’s. 


 

	 Chapter 2 People Issues

	 
	 

	OVERVIEW
	This chapter describes common personnel issues. 

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO P3104.1
	MC Visual Information and Combat Camera Support Manual
	Provides guidance on duties, capabilities and limitations.

	 
	(b)
	SECNAVINST 3104
	Navy Visual Information and Combat Camera Program
	 

	 
	 
	 
	 
	 

	 
	 

	IN THIS CHAPTER
	This chapter contains:

	 
	Topic
	Paragraph
	See page

	 
	Director/OIC
	2010
	 

	 
	VI Chief
	2020
	 

	 
	Customer Support NCO
	2030
	 

	 
	Section NCO
	2040
	 

	 
	Working with Civilians
	2050
	 

	 
	Civilian Human Resources 
	2060
	 

	 
	The Master Labor Agreement
	2070
	 

	 
	Basic Union Issues
	2080
	 

	 
	Civilian Appraisals and Performance Awards
	2090
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 2010 Director/OIC

	 
	 

	WHAT IS THE DIRECTOR/OIC?
	In a large CVIC, the Director or OIC is a 4602 Visual Information Officer or a General Schedule (GS) employee. However, in a smaller CVIC, the "director" might be a LCpl -- a good example of this is at the Recruiting Districts, the Marine Corps Support Activity, and the Marine Expeditionary Units.

	 
	 

	WHAT DOES THE DIRECTOR DO FOR YOU?
	The Director or OIC manages VI assets and personnel. He utilizes the VI Vision and mission to support his customers and guide his personnel. He markets the CVIC on a daily basis. He’s responsible for providing VI support to his command, coordinating VI support within a region, and preparing his personnel for success. This includes leadership, mentoring, equipment management, facilities management, training, cross-training, formal school training, etc.

	 
	 

	HOW DO YOU SUPPORT THE DIRECTOR?
	You support the Director in myriad ways. 

a. If you’re a 4602 or a civilian Director, you network with the new WOs, civilians and junior Marines. Offer support and guidance. Visit each local CVIC and constantly strive to improve the regional network, and subsequently the level of support and professionalism.

b. If you’re a subordinate Marine or civilian, you strive to find better, faster, cheaper ways to provide world-class customer support.

c. If you are one of those young Marines in the position of Director, use your local chain of command to request a command assist visit from VIM. Call senior Directors and OICs in your region. Visit the local CVIC to learn production procedures and management skills. Always ask yourself how can I improve customer support. Ask VIM for a quota in the VI Managers course.


 

	 Paragraph 2020 VI Chief

	 
	 

	WHAT IS THE VI CHIEF?
	In some of the large CVIC, the Director or OIC is a 4691 MGySgt or MSgt. However, in other CVIC, the "director" and "Chief" might be a LCpl -- a good example of this is at the Recruiting Districts, the Marine Corps Support Activity, and the Marine Expeditionary Units.

	 
	 

	WHAT DOES THE CHIEF DO FOR YOU?
	The Chief leads, mentors and prepares VI Marines to support the mission and to be combat ready. He ensures that all training and cross training is documented. He attempts to prepare all of his Marines for secondary and tertiary 46 MOS’s. This is paramount since all enlisted 4600 MOS’s feed into 4691 MSgt or 4602 WO. The VI Chief works with the OCCFLD Specialist and the Enlisted Monitor to maintain staffing. He, also, works with the OCCFLD Specialist and the MarDet at DINFOS to satisfy emergent formal training requirements.

	 
	 

	HOW DO YOU SUPPORT THE CHIEF?
	You support the Chief in myriad ways. 

a. If you’re a 4602 or a civilian Director, you pursue as many training possibilities as possible; help him produce well-rounded Marines.

b. If you’re one of those young Marines who is the Director or Chief, use your local chain of command to request a command assist visit from VIM. Call senior Directors and OIC’s in your region. Visit a local CVIC to learn production procedures and management skills. Always yourself how can I improve customer support. Ask VIM for a quota in the VI Managers course.


 

	 Paragraph 2030 Customer Support NCO

	 
	 

	WHAT IS THE CUSTOMER SUPPORT NCO?
	The customer support NCO is responsible for ensuring that every customer is quickly and professionally supported. 

	 
	 

	WHAT DOES THE CUSTOMER SUPPORT NCO DO FOR YOU?
	The customer support NCO ensures that work travels smoothly between sections. He facilitates communication between sections. He identifies trends and challenges to the Chief and section heads. For instance, he would let the Training NCO know when a particular mission area needs training. He manages the job order program, the central production board, and general job scheduling.

	 
	 

	HOW DO YOU SUPPORT THE CUSTOMER SUPPORT NCO?
	You support the Customer Support NCO in myriad ways. 

a. You ALWAYS fill out the job orders completely and accurately. .

b. You ALWAY complete work as quickly and professionally as possible.

c. You ensure that every Marine in your section performs quality control.

d. ALWAYS try to exceed the customers’ expectations.


 

	 Paragraph 2040 Section Heads

	 
	 

	WHAT ARE SECTION HEADS?
	Section heads are responsible for world-class customer support. They’re responsible for mentoring and training of their Marines, and for management of their section assets. 

	 
	 

	WHAT DOES THE SECTION HEAD DO FOR YOU?
	The section head has several key missions:

a. Constantly monitors customer satisfaction.

b. Routinely monitors quality control.

c. Ensures that all work is documented.

d. Ensures that his Marines routinely cross-train with other sections. 

e. Nominate Marines for formal school training, for university level training, for local training seminars and courses. 

f. Ensure that their Marines are always combat ready -- base units are routinely used as manpower pools for augmentation during deployment.

g. Constantly monitors supply availability.

h. Provides input for budgeting of equipment, supplies, contracts and planning summary items.

i. To the greatest degree possible, section heads work to make the CVIC a true multimedia center.

	 
	 

	HOW DO YOU SUPPORT THE CUSTOMER SECTION HEAD?
	You support the Section Head in myriad ways. 

a. You ALWAYS look for a way to improve the section.

b. Be professionally outspoken -- about training opportunities and customer support issues.

c. Routinely critique your Marines’ work -- try to produce world-class VI products.

d. Identify challenges AND solutions.


 

	 Paragraph 2050 Manpower 101

	 
	 

	WHAT IS MANPOWER 101?
	Manpower 101 is a brief overview of the manpower process and how it affects you and your Marines.

	 
	 

	WHAT DOES MANAGING MANPOWER DO FOR YOU?
	Understanding basic manpower issues helps your section in three ways:

a. It helps you maintain a constant manning level. 

b. It helps you maintain a healthy staffing goal.

c. It validates your Table of Organization (T/O).

	 
	 

	HOW DO YOU AFFECT THE MANPOWER SYSTEM?
	You affect the manpower system in three different ways:

a. You work with the OCCFLD Specialist to identify current and future manning requirements. This is especially relevant in the case of Marines w/ EAS’s, pending PCS moves, etc. Identify future manpower needs as far in advance as possible.

b. You work with your local G-1 to validate your current AND future T/O’s. Make sure that your input is included in the annual T/O review.

c. You maintain a current copy of your current AND future T/O. This is found at the Total Force Structure web site located at www.mccdc.usmc.mil/tfs/submit_info.htm
d. Keep in contact with VIM regarding any initiatives that might cause your staffing goal to decrease. An example would be an A-76 study or a Business Review Initiative (BRI). The goal is to collectively address these issues with data and experience. No matter what your challenge is, there is likely another 4602/91 who has experience in the area. VIM will help you to formulate battle plans and responses.


 

	 Paragraph 2060 Working With Civilians

	 
	 

	WHAT ARE CIVILIANS?
	Civilians provide continuity and depth of experience to a section. They are most commonly general schedule (GS) employees, but sometimes they are wage grade (WG). 

	 
	 

	WHAT ARE SOME KEY CONSIDERATIONS WHEN WORKING WITH CIVILIANS?
	Key considerations when working with civilians include:

a. They usually represent a wealth and depth of knowledge about their specific job and the local command.

b. All GS-11’s and below are members of the government employee’s bargaining unit.

c. Some civilians are union representatives or stewards.

d. Some of your ideas may require union approval prior to effecting change (i.e. changing the location of their desk).

e. If civilians work for you then you must seek out local management training, which is mandatory by the way. 

f. Federal laws and local rules require that you clearly post information on how to reach your employees’ union representative and their Equal Employment Opportunity (EEO) representative.

g. Rules and guidelines change every time the Master Labor Agreement is renegotiated. Additionally, rules vary from base to base. Be familiar with this information.

	 
	 

	HOW DO YOU SUPPORT YOUR CIVILIANS?
	You support your civilians in various ways:

a. You ensure that their workspaces are clean and comfortable (see the Master Labor Agreement).

b. You ensure that their Position Descriptions (PD’s) are current and accurate (see your local CHRO).

c. You ensure that their performance evaluations are fair and timely (see your local CHRO).

d. You maintain consistent fair labor practices (e.g. scheduled breaks, designated smoking area, etc.).

e. You ensure that your policies apply to ALL of your employees. For instance, if you have them sign in, make sure that they ALL sign in. 

f. You understand the grievance process and your role therein. Most grievances can be avoided if you maintain clear lines of communication with your employees.

g. You take the time to document their successes in the form of awards and documented training. They compete for promotions and better billets, a good administrative record helps their competitiveness.

h. You ensure that they’re sufficiently trained. This means that you might have to budget for seminars and classes to keep their skills well honed.

i. You be very familiar with the local requirements and prerequisites for overtime. Overtime involves the expenditure of funds and must be pre-approved. Most units address this in their SOP.


 

	 Paragraph 2070 Civilian Human Resources Office

	 
	 

	WHAT IS THE CHRO?
	The Civilian Human Resources Office (CHRO) exists to support your people and your organization. 

	 
	 

	WHAT DOES THE CHRO DO FOR YOU?
	CHRO assists with matters of pay, vacation, sick leave, counseling, training and various types of mediation. 

a. CHRO maintains various types of records including pay, leave, sick leave, overtime, etc.

b. CHRO conducts various courses for managers. You’re highly encouraged to take advantage of these opportunities.

c. CHRO provides counseling for those managers having difficulty with civilian employees.

d. CHRO can mediate minor situations involving employee safety and support.

e. CHRO maintains EEO representatives and literature for the command.

f. CHRO manages Position Descriptions and Performance Appraisals.

g. CHRO maintains a formal liaison with the local Union chapter. They can counsel you on the grievance process and how to avoid a grievance. Ensure that you understand the grievance process thoroughly; avoidable grievances reflect poorly on your unit and yourself.

h. CHRO can help you counsel and document poor work performance in a fair and legal manner.

	 
	 

	HOW DO YOU SUPPORT CHRO?
	You support the CHRO in several ways:

a. Promptly fill out and turn in accurate time cards and leave slips.

b. Review PD’s every year or as required.

c. Work with CHRO to announce job openings and interview potential employees.

d. Make time to attend all available training. Know the laws and regulations concerning civilian employees.

e. Document all poor performance in accordance with guidance from CHRO.

f. If possible, make sure that your budget includes funds for cash awards. 


 

	 Paragraph 2080 Basic Union Issues

	 
	 

	WHAT IS THE UNION?
	The Civil Servant Union represents nearly all of the employees working for the Federal Government. It uses the Master Labor Agreement (MLA) and the Fair Labor Act in representing employees. All bases have a local union office.

	 
	 

	WHAT DOES THE UNION DO FOR YOU?
	It is responsible for ensuring that all civil servants are treated in a firm, fair and uniform manner. 

	 
	 

	HOW DO YOU WORK WITH THE UNION?
	You work with the union in several ways:

a. You post your employees’ union representative’s information in an easily accessible common area.

b. You inform the union, in writing, of any action you intend to take that will affect a member of their bargaining agreement (generally this includes all GS-(9)11’s and below). Examples include written notification of your intent to move an employee’s workspace. NOTE: you must allow sufficient time for the union to inspect the new workspace if they deem necessary.

c. You allow time for your employees to visit their union representatives as required. NOTE: the CHRO will tell you how much time is acceptable for these transactions.

d. You become thoroughly familiar with the Master Labor Agreement and any local publication regarding the union.

e. You maintain firm, fair and consistent labor practices. Ensure that scheduled breaks are taken and that the MLA is carefully adhered to. 


 

	 Chapter 3 Money Issues

	 
	 

	OVERVIEW
	This chapter describes common money issues. 

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO P3104.1
	MC Visual Information and Combat Camera Support Manual
	Provides guidance on duties, capabilities and limitations.

	 
	(b)
	SECNAVINST 3104
	 
	 

	 
	 
	 
	 
	 

	 
	 

	IN THIS CHAPTER
	This chapter contains:
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	Paragraph
	See page

	 
	How Money Works in the Marine Corps
	3010
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	3020
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	 Paragraph 3010 How Money Works in the Marine Corps -- The Budget Cycle

	 
	 

	OVERVIEW 
	There are two basic types of money in the Marine Corps. It is illegal to mix these types of money. The first type belongs to the American taxpayer, it is called appropriated funds because Congress appropriates X number of funds in the Defense Budget. The second type of money belongs to MWR, it is called non-appropriated funds. Both types of funding require audits.

	 
	 

	HOW DOES THE BUDGET CYCLE WORK?
	The Defense Budget cycle works in several different layers. For instance, Congress approves funding for specific projects (e.g. AAAV, MV-22, FAV, M1A1, etc.). This money becomes fenced for that project. 

Congress also approves an operating budget. An operating budget usually covers all operating expenses including materials, supplies, training, TAD, some equipment and maintenance. CMC gets approval for a specific fiscal year (FY) and then he divides those funds between major commands (e.g. Pac, Lant, HQMC, MCRC, MatCom, etc.). Pac and Lant distribute their funds among the three MEF’s and the bases/stations. MEF further distributes the funding among the Divisions, Wings, and FSSG's’. 

The local budget cycle usually starts in January/February. Commanders have their Comptrollers begin to develop the budget "call up" that requires subordinate commanders to prepare and submit their fiscal requirements. Formats vary between commands and fiscal years -- recommend that you become intimately familiar with the local process.

In March/April the local budget is consolidated and forwarded to HQMC, who forwards it to the DOD via the Department of Navy Comptroller. The DOD budget is presented to Congress and signed by the President (usually during September).

Your command is usually granted permission to begin obligating funds in early October. Sometimes funds don’t materialize until December; keep this in mind when budgeting for supplies and contracts. 

	 
	 

	HOW DO YOU SUPPORT BUDGET CYCLE?
	You support the budget cycle in several ways:

a. You owe it to your command and your Marines to clearly define requirements in a well-written and justified budget. 

b. Develop an in-house five-year plan that provides long-term guidance to the budget process. Use the VI Vision Statement as a guiding factor. Make your five-year plan known to your chain of command and the comptroller. 

c. Stick to the plan as best as possible. Revalidate your requirements every six months, and make allowances for technological advancements. 

d. Keep abreast of local conditions (e.g. plus ups and budget cuts). Make sure that your plan is well published and understood by anyone who can impact its funding.

	 
	 
	 
	 
	 

	THE LOCAL BUDGET CYCLE
	Step:
	What is done:
	Who does it:
	When it’s done:

	 
	1
	Gather data throughout the year on both requirements and deficiencies
	Director/OIC and section heads
	Continuously

	 
	2
	Comptroller distributes the budget format and due date
	Comptroller
	Usually the same time each year +/- a month*

	 
	3
	Prioritize requirements based on authorized spending levels
	Director/OIC
	As early as possible

	 
	4
	Identify deficiencies - if you don’t do this then you won’t likely get additional funding later
	Director/OIC
	As early as possible, and as required

	 
	5
	Compile steps 3 and 4 into a budget and submit to Comptroller or Fund Administrator
	Director/OIC
	It depends on the Comptroller’s schedule -- be early!


* NOTE: Comptrollers’ due dates for budget submissions vary from base to base (e.g. MCB CPen = June, MCAS Iwakuni = Dec/Jan). Due dates also vary from year to year. The bottom line is get to know your Comptroller and your Fund Administrator.
	 Paragraph 3020 Sources of Funding

	 
	 

	WHAT ARE THE SOURCES OF FUNDING?
	This handbook outlines common sources of funding to which you may have access.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE SOURCES OF FUNDING?
	You familiarize yourself with the resources available to support your mission. Adopt the theory that more hooks in the water will catch more fish.

	 
	 

	WHAT DOES KNOWLEDGE OF THE SOURCES OF FUNDING DO FOR YOU?
	Knowing the variety of fiscal resources enables you to procure contracts, equipment, training, supplies, and other materials necessary to accomplish your mission. 

	 
	 

	HOW DO YOU GET MONEY IN THE MARINE CORPS?
	Resource
	Where you get it:
	How you get it:
	Reference:

	
	Operation and Maintenance (O&M)
	Local Comptroller or Fund Administrator
	Via your annual budget submission
	 

	 
	Operation and Maintenance Marine Corps (O&MMC)
	HQMC receives these funds from Congressional appropriations and divides them into Operating Budgets (OPBUD) and gives them to OPBUD holders like ComMarForPac and Lant, etc.
	The OPBUD holder issues funds to SubOPBUD holders based on the Program Objective Memorandum (POM) which is a 6year fiscal plan. Your get your funds from your Comptroller or Fund Administrator in the form of O&M funds.
	5210.11

7000 series orders

Navy Comptroller Manual (NAVSO P-1000), esp. volumes 1,2, 3, 4 and 7.

	 
	Procurement Marine Corps (PMC)
	CMC Program Managers (CSE, ADP, GME, etc.) give money to your major command (i.e. MCB CamPen, etc.) based on a 3 year plan
	Submit a 3year plan for investment type items worth $100k or more.
	Same as for O&MMC

	 
	Simulator Operation and Maintenance (SOMS)
	Naval Training Support Center (NTSC), Orlando FL, via MarCorSysCom (POC = Kathy Embrey).
	Submit a requirement to MarCorSysCom (POC Kathy Embrey) based on the previous FY
	 

	 
	Contractor Operated and Maintained (COMS)
	 
	 
	 

	 
	Mid-Year Money
	Fund Administrators (FA)’s submit their deficiencies to the local Comptroller. The Comptroller submits deficiencies in the command OPBUD to CMC (RFB) via the SABRS deficiency tracking system.
	Keep your obligation rate high. Identify your deficiencies to your FA or Comptroller. Write very strong justification and impact statements. Prioritize your requirements.
	MCO P7000.?? Financial Management Manual

Local 7000 series.

	 
	End of Year Money
	From 3 possible sources:

1. Local Comptroller

2. ComMarForPac / Lant

3. HQMC
	Same as mid-year money. Be sure you can obligate what you ask for. Recommend using T-ASA as they’re allowed to obligate high dollars in late September.
	Same as all mid-year money.

	 
	Procurement Marine Corps (PMC)
	These funds pay for the annual VI Planning Summary. VIM publishes the planning summary and works with SYSCOM to validate and obligate the PMC funds.
	Write a thorough five-year planning summary that clearly identifies and justifies current and out-year requirements. 
	MCO P3104.1 Marine Corps Visual Information and Combat Camera Manual

	 
	Emergent Requirements
	These are PMC funds also. VIM will accept emergent requirements for VI equipment. If funding is available an emergent requirement will take the place of your command’s top priority on the planning summary.
	Call VIM and ask for the format. They will walk you through the process
	MCO P3104.1 Marine Corps Visual Information and Combat Camera Manual


 

	 Paragraph 3030 How to Write and Administer a Budget

	 
	 

	WHAT IS THE BUDGET?
	The budget is a living document that specifies your requirements in a way that they can be funded. It’s an ongoing process and should be one of your highest priorities.

	 
	 

	WHY DO YOU WRITE A BUDGET?
	You write a budget to obtain resources in order to complete your mission.

	 
	 

	WHAT DOES THE BUDGET DO FOR YOU?
	The budget communicates your requirements your chain of command, and to your comptroller, in a way that enables them to help you get the money needed to procure contracts, equipment, materials, etc. 

	 
	 

	HOW DO YOU WRITE A BUDGET?
	Steps:
	What you do:
	Notes:

	
	1
	Continually collect data that will help to justify your budget
	Examples: work orders, work units, possible savings, classes needed, etc.

	 
	2
	Continually collect information about things you need to buy, lease, or contract -- AND TAD 
	This is a year round process

	 
	3
	Compile your budget - the local command will set it’s own due date and format! Check w/ the Comptroller or Fund Administrator.
	Include everything you need in priority sequence -- regardless of budget ceiling

	 
	4
	Write a justification and impact statement for each line item.
	Quantify and use data: e.g. how much you’ll save, how much hazmat you’ll reduce, how many products you’ll make, etc.

	 
	5
	Organize submissions in priority sequence.
	Contracts should always be first. Consider that budget ceilings change -- you want the Comptroller to be able to make a logical cut if necessary.

	 
	6
	In developing a budget insure that all requirements are identified to include all deficiencies.
	If you don’t ask for it up front, it’ll be much harder to get later.

	 
	7
	Review the final draft with all of your Marines and civilians.
	This is a team effort.

	 
	8
	Submit the budget to the Comptroller, Fund Administrator or Supply Officer
	Always talk it over with the Comptroller - convince him/her that you need the money and you can spend it.

	 
	9
	Keep a copy on file, and give a copy to all section heads
	Never throw away a budget. You can always use it as historical data.

	 
	10
	Determine how you’ll need your money distributed throughout the year.
	Divide the total into four quarters, they shouldn’t be equal. Consider 35%, 25%, 25% and 15%. Contracts should be in the first quarter. Spending cut-off dates can make spending money very difficult in the 4th quarter.

	 
	11
	The Comptroller will publish monthly or quarterly obligation rates. Spend your funds in a timely manner, otherwise you risk losing it to someone with a better obligation rate. 
	Funds will be redistributed to those who need them -- and the obligation rate is one way of determining need.

	 
	 
	 
	 

	HOW DO YOU ADMINISTER A BUDGET?
	Steps:
	What you do:
	Notes:

	 
	1
	Refer to your budget frequently, especially when mid-year and end-of-year funds are available to pay for your deficiencies.
	Always be aware of your obligation rate and any circumstances that may change your priorities.

	 
	2
	Reconcile your fiscal account often.
	 

	 
	3
	Keep your obligation rate as high as possible
	This increases your chances for extra funds.

	 
	4
	Keep a prioritized stack of 1149’s/supply requests handy 
	Focus on your deficiencies


 

	 Paragraph 3040 How to Write a Spending Plan

	 
	 

	WHAT IS A SPENDING PLAN?
	A spending plan is a tool used for smart money management. It outlines the priorities of spending, It includes funded requirements as well as deficiencies. 

	 
	 

	WHY DO YOU WRITE A SPENDING PLAN?
	You write a spending plan to clarify spending priorities.

	 
	 

	WHAT DOES A SPENDING PLAN DO FOR YOU?
	A spending plan accomplishes three basic things:

a. It establishes credibility in the eyes of your boss and the Comptroller.

b. It acts as a yardstick to measure your budgetary success.

c. It gives your unit a focus of effort in fiscal terms.

	 
	 

	HOW DO YOU WRITE A SPENDING PLAN?
	Steps:
	What you do:
	Notes:

	
	1
	Use your approved budget to determine a spending plan.
	Spending plans include deficiencies in priority sequence.

	 
	2
	Frequently review the spending plan.
	This is a year-round process. Involve all of your key players.

	 
	3
	Update the spending plan as required.
	Priorities change, things break, etc.

	 
	4
	Make sure your Section Heads have a copy of the spending plan
	.

	 
	5
	Use the spending plan to keep obligation rates as high as possible
	This will establish credibility with your Comptroller and keep you competitive for extra funds.

	 
	6
	Use the spending plan to obligate unexpected funds (e.g. plus ups, mid-year funds, etc.).
	This will expedite obligation and reduce decision making, especially if you’re on leave when the money comes.

	 
	7
	Use the spending plan as a starting point for the following year’s budget
	It will help determine requirements and deficiencies.


 

	 Paragraph 3050 How to Write a Justification and Impact Statement

	 
	 

	WHAT IS A JUSTIFICATION AND IMPACT STATEMENT?
	A justification and impact (J&I) statement usually consists of two paragraphs that try to convince someone why you need money and what will (or won’t) happen if you don’t get the money. 

	 
	 

	WHY DO YOU WRITE A J&I STATEMENT?
	You write a J&I statement to formally validate your need for funds..

	 
	 

	WHAT DOES A J&I STATEMENT DO FOR YOU?
	A J&I statement clarifies your requirement based on facts and data. It’s your primary weapon in the fight for funding.

	 
	 

	HOW DO YOU WRITE A J&I STATEMENT?
	Steps:
	What you do:
	Notes:

	
	1
	Continually collect data and facts that will help you justify your budget.
	Examples include work orders, work units, possible savings, classes needed, etc..

	 
	2
	Continually collect information about things you need to buy, lease, or contract -- AND -- your TAD needs.
	This is a year-round process. Involve all of your key players.

	 
	3
	List all of the reasons why you need an item, class, etc.
	Include everything you need, regardless of the budget ceiling.

	 
	4
	List what won’t be accomplished if these items are not purchased. 
	Use facts and data. For instance, you might compare how much you’ll save by using a new process, or you could amplify the legal requirement for hazardous waste management, etc.

	 
	5
	Using plain English, write a justification that very simply tells the reader why you need the money and how badly you need the money.
	Focus on how this item will affect "rounds going down range". Each boss has his/her own set of "buzz words" -- use them often.

	 
	6
	Using plain English, write an impact statement that very simply tells the reader what will happen if you don’t get the money.
	Each impact statement should add tooth to its justification.

	 
	7
	Insert the J&I statements in the budget or request for additional funds.
	Don’t let pride of authorship keep you from rewriting a successful justification and impact statement. Remember that the comptrollers and contractors don’t know your jargon or your business. Simple J&I’s are usually better.


 

	 Paragraph 3060 How to Write a Sole Source Justification

	 
	 

	WHAT IS A SOLE SOURCE JUSTIFICATION?
	A sole source justification and impact (J&I) statement usually consists of two paragraphs that try to convince someone why you need a specific item and why no substitutions are allowed. 

	 
	 

	WHY DO YOU WRITE A SOLE SOURCE JUSTIFICATION?
	You write a sole source justification to formally validate why you need a specific item and will not accept substitutes or "like items".

	 
	 

	WHAT DOES A SOLE SOURCE 

JUSTIFICATION 

DO FOR YOU?
	A sole source justification ensures that you get exactly what you need. 

	 
	 

	HOW DO YOU WRITE A SOLE SOURCE JUSTIFICATION?
	Steps:
	What you do:
	Notes:

	
	1
	Verify that your requirement is unique and cannot be substituted with a "like item".
	A great example is contractor support; you don’t want to hire a small non-local contractor.

	 
	2
	Read the ??? Manual. It’s located at www.somewhere.com 
	Paragraph ??? defines a sole source requirement....

	 
	3
	 
	 

	 
	3
	List all of the reasons why you need an item, class, etc.
	Include everything you need, regardless of the budget ceiling.

	 
	4
	List what missions will not be accomplished if the item (class, etc.) is not bought.
	Use facts and data. For instance, you might compare how much you’ll save by using a new process, or you could amplify the legal requirement for hazardous waste management, etc.

	 
	5
	Using plain English, write a justification that very simply tells the reader why you need the money and how badly you need the money.
	Focus on how this item will affect "rounds going down range". Each boss has his/her own set of "buzz words" -- use them often.

	 
	6
	Using plain English, write an impact statement that very simply tells the reader what will happen if you don’t get the money.
	Each impact statement should add tooth to its justification.

	 
	7
	Insert the J&I statements in the budget or request for additional funds.
	Don’t let pride of authorship keep you from rewriting a successful justification and impact statement. Remember that the comptrollers and contractors don’t know your jargon or your business. Simple J&I’s are usually better.


 

	 Paragraph 3070 Introduction to Basic Contracting

	 
	 

	WHAT IS BASIC CONTRACTING?
	Contracting is a legal process between an agent of the government (contracting officer) and a contractor, supplier or vendor. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT CONTRACTING?
	You need to know the basics of contracting for two reasons:

1. Contracts are required for most of the Marine Corps’ dealings with vendors, contractors and suppliers. 

2. Contracting is a legal process where many new 4602’s quickly find themselves in trouble (i.e. unlawful obligation of appropriated funds).

	 
	 

	WHAT DOES KNOWLEDGE OF BASIC CONTRACTING DO FOR YOU?
	A basic understanding of contracting prepares you to work with contractors, suppliers and vendors in a legal and credible manner. It helps you avoid the legal ramifications of "unlawful obligation". It also helps you legally acquire products, services and materiel.

	 
	 

	HOW DO YOU LEARN MORE ABOUT BASIC CONTRACTING?
	Steps:
	What you do:
	Notes:

	
	1
	Contact VIM, they manage the formal school seats for the Contracting Officers’ Representative (COR) course.
	All directors and OIC’s should attend this week long course.

	
	2
	Contact your local Contracting Office. They often provide access to COR training.
	All section heads should be very familiar with basic contract law and how to legally work with vendors. 

	 
	3
	Read MCO 4200......
	 

	 
	4
	Read SECNAVINST 4200.27A
	 

	 
	5
	Ask your supply officer or Fund Administrator for guidance on calling vendors and contractors.
	It is VERY easy to obligate the government illegally. Make sure that your people thoroughly understand how to interact with vendors.

	 
	6
	Ask your GS employees if they are Contracting Officer Representatives (COR).
	Many GS employees are COR, ensure that they have the applicable training.

	 
	7
	Check with your fiscal clerk to see whether you’re responsible for Contractor Operator and Maintenance (COMS) funds.
	If you have COMS funds then you should attend the COR course as soon as possible.

	 
	8
	Thoroughly review your contracts. See the contracting officer with ANY questions or concerns. 
	It is VERY easy to unwittingly modify a contract. Check with the Contracting Officer before making any changes.

	 
	9
	Schedule refresher training
	You can re-take the COR course after five years.


 

	 Paragraph 3080 Introduction to Reimbursable Accounts

	 
	 

	WHAT ARE REIMBURSABLE ACCOUNTS?
	Reimbursable accounts are a means to support customers beyond the limitations of your own O&M budget. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT REIMBURSABLE ACCOUNTS?
	You need to know about reimbursable accounts for two reasons:

1. Reimbursable accounts are quickly becoming the "norm". It is how a good percentage of VI work is funded.

2. Reimbursable accounts allow you to support units in your region that fall outside of your funding line. For instance, CVIC Quantico supports the 4th MCD via a reimbursable account.

	 
	 

	WHAT DOES A 

KNOWLEDGE OF REIMBURSABLE ACCOUNTS DO FOR YOU?
	An understanding of reimbursable accounts enables you to broaden and deepen support for those customers who are able to pay (e.g. supplies, consumables, some equipment, TAD, etc.).

	 
	 

	HOW DO YOU LEARN MORE ABOUT REIMBURSABLE ACCOUNTS?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO 7100 
	All Directors and OIC’s should read this order. Section ??? offers specific guidance...

	
	2
	NAVCOMPINST 7000.43
	 

	
	3
	Contact your Comptroller or Fund Administrator to see if they’re aware of any open reimbursable accounts
	Sometimes the customer goes directly to the CVIC, this information should be in the turnover folder. 

	 
	4
	Call VIM or a local CVIC Director for guidance on how to establish and manage a reimbursable account.
	Most CVIC’s maintain various reimbursable accounts. Each account is different because each customer’s requirements are different.

	 
	 
	 
	 

	HOW DO YOU MANAGE A REIMBURSABLE ACCOUNT?
	Steps:
	What you do:
	Notes:

	
	1
	Establish all reimbursable accounts through your Fund Administrator or your Comptroller.
	Use the Fund Administrator if you’re going to support a unit within your command. Use the Comptroller if you’re going to support a unit external to your command.

	 
	2
	It’s highly recommended that reimbursable accounts be established using a Memorandum of Agreement, a Memorandum of Understanding, or an Inter-service Support Agreement.
	Your comptroller can offer guidance on MOA’s, MOU’s and ISSA’s.

	 
	3
	Maintain thorough records that contain usage data, authorization letters, any Memorandum of Agreement/Understanding, etc.
	 

	 
	4
	Maintain sufficient supplies on hand to support the customer w/ a reimbursable account.
	Communicate this clearly to your section heads

	 
	5
	Establish a good rapport with the customer, provide usage data on a monthly or quarterly basis.
	The customer should always know how many funds remain and how much more funding is required to support X amount of additional work.


 

	 Paragraph 3090 Introduction to Special Funds for TAD, Training and SME

	 
	 

	WHAT ARE THESE SPECIAL FUNDS?
	These special funds are used for specific purposes. Temporary Additional Duty (TAD) funds are used for travel. Training funds are used to support local training courses. Subject Matter Expert (SME) funds are maintained by various HQMC elements to perform specific tasks that require subject matter experts. Some commands roll these requirements into the "annual budget" process (e.g. w/ the O&M funds). Other commands work O&M, TAD, and training separately.

	 
	 

	WHY DO YOU USE SPECIAL FUNDS?
	Depending on your local command, these funds are usually in addition to your O&M budget. Some commands require that you budget for TAD and Training.

	 
	 

	WHAT DO THE SPECIAL FUNDS DO FOR YOU?
	These special funds enable you to train your Marines and civilians. You can use these funds to attend local courses and seminars, or to pay for a formal school seat quota. SME funds must be spent to benefit the tasking authority (VIM) -- but the SME conference could be mutually beneficial. Call VIM if you have a suggestion.

	 
	 

	HOW DO GET SPECIAL FUNDS
	Steps:
	What you do:
	Notes:

	
	1
	Continually collect data that will help to justify your TAD and Training budget
	Good examples include technical workshops and conferences.

	 
	2
	Continually collect information about mission essential trips and courses. 
	This is a year round process

	 
	3
	Compile your special funds budget - the local command will set it’s own due date and format! Check w/ the Comptroller or Fund Administrator.
	Include everything you need in priority sequence -- regardless of budget ceiling

	 
	4
	Write a justification and impact statement for each TAD course or training opportunity.
	These usually fall in one of two categories: (1) mission essential or (2) career enhancement.

	 
	5
	Organize submissions in priority sequence.
	 

	 
	6
	Write the budget to include all deficiencies.
	There’s often a windfall of TAD funds at the end of the year. Be prepared to spend them if available.

	 
	7
	Review the final draft with all of your Marines and civilians.
	This is a team effort. Avoid the common mistake of focusing on the section that you came from (e.g. 4641 - photo).

	 
	8
	Submit the budget to the Comptroller or Fund Administrator
	Always talk it over with the Comptroller - convince him/her that you need the money and you can spend it.

	 
	 
	 
	 

	WHAT DO YOU DO AFTER RECEIVING SPECIAL FUNDS?
	Steps:
	What you do:
	Notes:

	
	1
	Prepare travel orders using accurate appropriation data and instructions.
	Be frugal with rental cars and hotels.

	 
	2
	Complete the travel and the travel claim.
	 

	 
	3
	ALWAYS have the traveler submit a trip report.
	The trip report can help to justify more TAD/training funds.


 

	 Paragraph 3100 How to Get Midyear and End-of-Year Funds

	 
	 

	WHAT ARE MIDYEAR AND END-OF-YEAR FUNDS?
	Comptrollers must build flexibility into the command budget (of which your budget is a very small slice). This flexibility must be managed closely to ensure that all of the command’s funds are obligated within a fiscal year. Midyear and end-of-year funds are often the result of realignment from a section that doesn’t obligate to a section that does. Comptrollers are charged with redistribution to command priorities.

	 
	 

	WHY DO YOU USE MIDYEAR AND END-OF-YEAR FUNDS?
	These funds can be used to procure previously identified deficiencies. They can assist you in achieving your goals. 

	 
	 

	WHAT DO THE SPECIAL FUNDS DO FOR YOU?
	These funds help to replenished stocks, repair damaged equipment, replace obsolete equipment, etc. 

	 
	 

	HOW DO GET MIDYEAR AND END-OF-YEAR FUNDS?
	Steps:
	What you do:
	Notes:

	
	1
	Maintain a good obligation rate with your regular funds.
	Pay close attention to cut off dates for spending 

	
	2
	Closely monitor your budget and spending plan -- use them to justify midyear and end-of-year funds.
	 

	 
	3
	Maintain a prioritized stack of 1149’s or supply requests for quick expenditure.
	You generally receive these funds with very little time for research and obligation. Be prepared!

	 
	4
	Closely monitor the obligation of these funds.
	If the funds aren’t obligated then the commands budget will be reduced a similar amount in the next fiscal year. Make sure you spend what you ask for, or you’ll never get these funds again!

	 
	5
	Adjust your spending plan and budget accordingly.
	The Comptroller wants to fix things, not throw funds into a bottomless pit.


 

	 Paragraph 3110 Introduction to MOA, MOU and ISSA

	 
	 

	WHAT IS A MOA, MOU and ISSA?
	Memorandums of Agreement (MOA), Memorandums of Understanding (MOU), and Inter Service Support Agreements (ISSA) are contracts between two units that specify levels and types of support rendered.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT MOA, MOU and ISSA?
	You need to know about MOA, MOU and ISSA because you are charged with providing VI support to all DOD and Federal agencies within your geographic region. This support requires funding and controls

	 
	 

	WHAT DOES 

KNOWLEDGE OF A MOA, MOU and ISSA DO FOR YOU?
	Understanding these tools enables you to support a greater number of customers without having to pay for everything. It also helps you to develop your budget, spending plan, and general work schedule.

	 
	 

	HOW DO YOU LEARN MORE ABOUT A MOA, MOU and ISSA?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO ????
	All Directors and OIC’s should read this order. Section ??? offers specific guidance...

	
	2
	Contact your Comptroller or Fund Administrator. They’re usually the ones given the authority to sign and publish a MOA or an ISSA.
	Ask for advice on what the command likes to see in its MOA and ISSA. Some MOA’ and ISSA specify time controls (e.g. 24 hour support, etc.). Make sure these documents accurately represent your capabilities and the customer’s requirements. 

	 
	 
	 
	 

	HOW DO YOU MANAGE MOA’S, MOU’S AND ISSA’S?
	Steps:
	What you do:
	Notes:

	
	1
	Closely monitor and track support. Make sure that you’re spending the requesting commands’ funds as intended.
	Usage data will be necessary to modify the MOA/ISSA. It will also be required to re-establish the MOA/ISSA in the following FY.

	 
	2
	Maintain data, reconcile with the other party at least quarterly.
	The customer should be able to trust that they’re getting the type and quantity of support in the fashion required (e.g. w/in 24 hours, available on weekends, etc.). 


 

	 Paragraph 3120 Introduction to COMS and SOMS Funds

	 
	 

	WHAT ARE COMS AND SOMS FUNDS?
	Contractor Operated and Maintained for Simulators (COMS) and Simulator Operator Maintenance Support (SOMS) funds are "fenced" funds. They’re "fenced" because they can only be used for the purpose they’re intended, which is to support training devices.

COM’s funds are used for major training devices that are operated and maintained by contractors. A good example would be a Combined Arms Staff Trainer (CAST). 

SOMS funds are used to support minor training devices. Examples include M16A2 mockups, pneumatic mortar simulators, rubber rifles, etc. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT COM’s AND SOMS?
	You need to know about COMS and SOMS because some CVIC are responsible for training device management (e.g. MCB CamPen, MCB CamLej, MCB Camp Butler, 29 Palms, etc.).

	 
	 

	WHAT DOES KNOWLEDGE OF A COM’s AND SOMS DO FOR YOU?
	Understanding how and why to use COM’s and SOMS will ensure that your customers are well supported, and it’ll prevent unauthorized expenditures.

	 
	 

	HOW DO YOU LEARN MORE ABOUT COM’s AND SOMS?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO P5290.2 Marine Corps Training Device Manual
	In the process being written

	
	2
	Contact the Training Devices Section, Training and Education Support Branch, Training and Education Division, MCCDC, Quantico, at DSN 278-3717, or visit their website at www.trainingdevices.tediv.usmc.mil
	 

	
	3
	Contact MarCorSysCom SST branch at DSN 278-3310 ext. type last name for ext.. 
	Ms. Kathy Embrey is the POC for managing SOMS funds.

	 
	 
	 
	 

	HOW DO YOU MANAGE COM’s AND SOMS?
	Steps:
	What you do:
	Notes:

	
	1
	Closely monitor and track expenditures and the obligation rate.
	SYSCOM requires documentation for the expenditure of all SOM’S funds.

NTSC requires documentation for the expenditure of all COM’s funds.

	
	2
	Maintain a separate COM’s and SOMS file, reconcile as required.
	POC’s for reconciliation include: 


 

	 Paragraph 3130 How to Maintain Fiscal Files

	 
	 

	WHAT ARE FISCAL FILES?
	Fiscal files record the lawful expenditure of taxpayer (appropriated) funds. MCO P7100.8 and MCO 7310.50 (Costing and Reporting AV functions) requires that you maintain these records for 3 years. .

	 
	 

	WHY DO YOU MAINTAIN FISCAL FILES?
	In addition to the requirement above, you use fiscal files to track your short and long-term budgetary success. You use them to help plan future budgets and to help justify additional funds. 

	 
	 

	WHAT DO FISCAL FILES DO FOR YOU?
	Fiscal files validate spending trends. They allow you to communicate fiscal priorities with your successor.

	 
	 

	HOW TO MAINTAIN FISCAL FILES:
	Steps:
	What you do:
	Notes:

	
	1
	Maintain fiscal records in separate fiscal year folders.
	Include all pertinent documentation (e.g. original submission, approved budget, spending plan, relevant E-mails, etc.) 

	
	2
	Write memorandums for the record 

that clearly explain deviations from the budget or spending plan.
	This will help you, and your successor, explain budgetary spikes and shifts.

	 
	3
	Include any special project folders.
	Sometimes the funding required for special projects can be considered part of your bottom line -- and subsequently subtracted from the next year’s budget.

	 
	4
	Maintain at least one disk copy of all fiscal records.
	 

	 
	5
	Review the fiscal records through the year. 
	Especially before writing the budget, the POM, or requesting midyear or end-of-year funds.

	 
	6
	Never throw away a fiscal folder.
	Nearly all of your equipment is commercial-off-the-shelf (COTS). Much of it falls below the funding threshold for Planning Summary submission. Life cycle management of equipment can exceed ten years. Old fiscal records help to manage the longer cycles. 


 

	 Chapter 4 How to Manage Equipment and Supplies

	 
	 

	OVERVIEW
	This chapter describes how to manage equipment and supplies. 

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO 3104.1
	MC Visual Information and Combat Camera Support Manual
	Provides guidance on duties, capabilities and limitations.

	 
	(b)
	SECNAVINST 3104
	Navy Visual Information and Combat Camera program
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	4120
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 4010 Overview to Managing Equipment and Supplies

	 
	 

	WHAT ARE EQUIPMENT AND SUPPLIES?
	Equipment and supplies are assets that must be constantly managed. How they are managed differs from place to place. The difference is greatest between garrison and fleet units.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT EQUIPMENT AND SUPPLIES?
	You need to know how to manage equipment and supplies for four reasons:

(1) They’re necessary to complete your mission.

(2) Mismanagement of them is one of the quickest ways to get in trouble.

(3) Mismanagement of them will substantially limit your competitiveness for funds.

(4) Proper management of equipment substantially extends lifecycles.

	 
	 

	WHAT DOES A KNOWLEDGE EQUIPMENT AND SUPPLIES DO FOR YOU?
	Understanding how to manage equipment and supplies will ensure that your unit has mission essential assets, and it will buttress your budget plan and spending plan.

	 
	 

	HOW DO YOU LEARN MORE ABOUT MANAGING EQUIPMENT AND SUPPLIES?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO 32104.1 Marine Corps Visual Information and Combat Camera Supportl
	Verify new title

	
	2
	Read MCO P4790 Marine Corps Integrated Maintenance Management System
	 

	
	3
	 
	 


 

	 Paragraph 4020 How to Manage Equipment

	 
	 

	WHAT IS EQUIPMENT MANAGEMENT?
	Equipment management consists of accountability, preventive maintenance, corrective maintenance, and lifecycle management.

In the Marine Corps, equipment is government property. It falls into various categories including:

(1) Commercial-off-the-shelf (COTS), the vast majority of your equipment falls in this category.

(2) Major end items (e.g. the camera and printing vans)

(3) Plant account, high dollar items.

	 
	 

	WHY DO YOU MANAGE EQUIPMENT?
	You manage equipment to support your mission, customers, Marines and budget. The better your gear, the better your customer support. 

	 
	 

	WHAT DOES EQUIPMENT MANAGEMENT DO FOR YOU?
	Managing equipment supports the mission, maintains readiness, stretches the value of the taxpayers’ money, and avoids investigations. NOTE: you are responsible for a large quantity of expensive, easily pilfered, equipment items -- be advised that poor equipment management is the most common reason VI managers fail. 

	 
	 

	HOW TO MANAGE EQUIPMENT:
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO 4400.
	Supply manual....

	
	2
	Read MCO 4790
	Maintenance management manual.....

	 
	3
	Read MCO 4400.150.
	Physical security manual.

	 
	4
	Read MCO 3104.1 Marine Corps Visual Information and Combat Camera Support Manual
	Verify whether it includes info on equipment replacement....

	 
	5
	Familiarize yourself with the equipment on your Consolidated Memorandum Receipt (CMR). NOTE: thoroughly document any CMR discrepancies -- starting with your first inventory and reconciliation.
	Be aware of its repair status, maintenance history, cost of replacement, etc.

	 
	6
	Maintain a CMR folder that includes source documents for any drops, adds, or communications.
	This includes DD 1348’s, letters of discrepancy, E-mails, etc.

	 
	7
	Ensure that your physical security procedures are sufficient. 
	Establish duty orders that require the doors and windows to be secured and double checked.

	 
	8
	Control access to equipment via proper key control. Ensure that you satisfy the "double lock" requirement.
	Make sure that all keys are either secured in a key box -- behind two locks. Require all key holders to sign for their keys. Verify that the locks were changed when the last OIC/NCOIC left.

	 
	9
	Assign responsible individuals (RI’s), in writing.
	All section heads should sub-sign for their equipment.

	 
	10
	Ensure that your SOP reflects a requirement for equipment custody cards (ECR’s) for all equipment that is loaned.
	Everybody who takes equipment for a job should sign an ECR card (e.g. photographers, customers, etc.). 

	 
	11
	Create a database that tracks the standard CMR topics, and the following: location, date of purchase, accurate replacement cost, and projected lifecycle replacement.
	Tie this into your budget and spending plan.

	 
	12
	Ensure that your personnel know how to, and actually perform, user level preventive maintenance.
	PM is essential to lifecycle. It’s also an inspectable item.

	 
	13
	Budget for routine corrective maintenance.
	This is best accomplished via contract.

	 
	14
	Maintain good equipment history folders -- even if not required for COTS.
	You will need this data to justify equipment replacement or upgrade.

	 
	 
	 
	 

	WHERE CAN YOU GET MORE INFORMATION ON EQUIPMENT MANAGEMENT?
	Steps:
	What You Do:
	Notes:

	 
	1
	Call VIM. They maintain CMR management databases.
	You can customize this database.

	 
	2
	Seek advice from your Supply Officer
	They have a vested interest in equipment accountability. Consider asking for a courtesy inspection.

	 
	3
	Request a Physical Security inspection.
	Document the results and take corrective action.

	 
	4
	Request a courtesy SMAT inspection. This is especially important in Fleet units.
	The SMAT team can help you maintain readiness for FASMO inspections.

	 
	5
	Request a command assistance visit from VIM
	You may have to fund their TAD.

	 
	6
	Request a courtesy inspection from a regionally proximal CVIC.
	Recommend annual visits.

	 
	7
	Visit a regionally proximal CVIC, see how they manage their equipment.
	 


 

	 Paragraph 4030 Introduction to MMO, MMC and MIMMS

	 
	 

	WHAT ARE MMO, MMC and MIMMS?
	MMO, Maintenance Management Officers, are responsible for maintenance of equipment within a unit.

MMC, Maintenance Management Chiefs, are responsible for maintenance of equipment within a unit. They can also perform courtesy inspections for FASMO preparation.

MIMM, Marine Integrated Maintenance Management System, is the maintenance process within the Marine Corps. This is especially relevant to "system" items (e.g. Mobile Photographic Laboratory TAM B1456, Mobile Printing Laboratory TAM ?????). 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT MMO’S, MMC’S AND MIMMS?
	You need to know your unit’s MMO, MMC and MIMMS because certain equipment require maintenance and is inspected under FASMO. MMO and MMC are the experts who will help keep you in compliance with MC directives. MIMMS is the system the MC uses to track and manage equipment maintenance. 

	 
	 

	WHAT DOES KNOWLEDGE OF MMO’S, MMC’S AND MIMMS DO FOR YOU?
	Understanding the MIMMS requirements for maintenance, equipment history folders, accurate calibration, and reporting, will help you maintain combat readiness within your unit. Additionally, your MMO has the authority to declare your unit "combat dead-lined" -- which means you are non-mission ready.

	 
	 

	HOW DO YOU LEARN MORE ABOUT MMO’S, MMC’S AND MIMMS?
	Steps:
	What you do:
	Notes:

	
	1
	Visit your unit’s MMO/MMC. Request a courtesy inspection of your section.
	These people have a vested interested in your combat readiness.

	
	2
	Read MCO 4790
	This especially applies to "system" items.

	
	3
	Contact VIM, request a courtesy inspection. 
	This could improve your maintenance management procedures, and make a stronger case for your Planning Summary submission.


 

	 Paragraph 4040   Introduction to SMAT AND FSMAO

	 
	 

	WHAT IS A SMAT AND FSMAO?
	Supply Management Assistance Teams (SMAT) are resident in Divisions, Wings, and MEUs. They’re responsible to the CO to ensure that the unit is prepared for a FSMAO inspection.

Fleet Supply Maintenance and Administration Offices (FSMAO) are resident on Camp Pendleton, Camp Lejeune, and Camp Butler. They’re responsible to CMC to ensure that unit readiness is documented. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT SMAT AND FSMAO?
	You need to know about SMAT and FSMAO because they can help your unit readiness. Conversely, a bad SMAT or FSMAO inspection can reflect very poorly on the VI manager.

	 
	 

	WHAT DOES KNOWLEDGE OF A SMAT AND FSMAO DO FOR YOU?
	Understanding how and why SMAT and FSMAO work can help you keep your unit inspection ready. FSMAO work on a two year cycle, it would behoove you to know when your section is scheduled. An ounce of prevention is worth a pound of cure.

	 
	 

	HOW DO YOU LEARN MORE ABOUT SMAT AND FSMAO?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO 
	 

	
	2
	Contact your local SMAT. Request a courtesy inspection.
	 

	
	3
	Contact your local FSMAO, request a courtesy inspection and verify their schedule. 
	 

	 
	4
	Contact VIM, request a courtesy inspection.
	 


 

	 Paragraph 4050 Common Acronyms and Their Meanings

	 
	 

	OVERVIEW:
	Understanding of the Marine Corps’ equipment and maintenance management systems requires an understanding of some common acronyms. 

	 
	 

	ACRONYM:
	DEFINITION:

	SMAT
	Supply Management Assistance Team

	FSMAO
	Fleet Supply, Maintenance and Administrative Office

	MMO
	Maintenance Management Officer

	MMC
	Maintenance Management Chief

	MIMMS
	Marine Corps Integrated Maintenance Management System

	TAM
	Table of Authorized Material

	NSN
	National Stock Number

	EAF
	Equipment Authorization File

	MAL
	Mechanized Allowance List

	DRMO
	Defense Reutilization and Marketing Organization, the office responsible for trying to reutilize old equipment before selling it for pennies on the dollar, or disposing of it.

	SMU
	Supply Management Unit, the unit within the Force Service Support Group that researches and assigns local NSN and TAM.

	T/E
	Table of Equipment, the list that specifies your unit’s authorized equipment items.

	MOA
	A request for Modification of Allowance is required to increase or decrease authorized allowances. This request must be formally submitted to HQMC Installations and Logistics (I&L) via your S-4 and G-4.

	TCN
	Transportation Control Number

	DODAAD
	Department of Defense Activity Address Designator

	SL-3
	 


 

	 Paragraph 4060 Introduction to Lifecycle Management

	 
	 

	WHAT IS LIFECYCLE MANAGEMENT?
	Lifecycle management is the Marine Corps’ method for managing equipment from "cradle" to "grave". 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT LIFECYCLE MANAGEMENT?
	You need to know about lifecycle management because you’re responsible for maintaining sufficient assets to accomplish your mission.

	 
	 

	WHAT DOES A 

KNOWLEDGE OF LIFECYCLE MANAGEMENT DO FOR YOU?
	Understanding lifecycle management will ensure that your equipment lasts a reasonable amount of time. It will ensure that you know how to properly care for, and to replace your equipment. It will help you prepare budgets that are sufficient to the cyclic replacement of equipment. 

	 
	 

	HOW DO YOU MANAGE EQUIPMENT LIFECYCLE?
	Steps:
	What you do:
	Notes:

	
	1
	MCO 3104.1
	 

	
	2
	Maintain accurate documentation of equipment maintenance, date of purchase, and anticipated lifecycle replacement.
	The Head, VIM, determines the lifecycle of all VI equipment.

	 
	3
	Program for replacement of equipment on the date of its projected replacement. 
	Depending upon value, this will impact your local budget, POM, or Planning Summary submission.

	 
	4
	Communicate future requirements with VIM. They can offer guidance regarding the macro-level USMC plan for future VI technology.
	Adhere to the VIM plan for future technologies. Standardization, or at least interoperability are paramount concerns.


 

	 Paragraph 4070 How to Get Disposition Instructions

	 
	 

	WHAT ARE DISPOSITION INSTRUCTIONS?
	Disposition instructions provide specific guidance on how to properly dispose of equipment. 

1. VIM produces disposition instructions for VI equipment purchased via the annual Planning Summary (e.g. Procurement Marine Corps dollars). 

2. MarCorSysCom produces disposition instructions on all major end items (e.g. Mobile Photographic Laboratory TAM B1456).

3. Your local supply officer is the disposition authority for locally procured equipment.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT DISPOSITION INSTRUCTIONS?
	You need to know about disposition instructions because it’s the proper way to find useful employment for old equipment. It’s also the proper way to dispose of old equipment.

	 
	 

	WHAT DOES A KNOWLEDGE OF DISPOSITION INSTRUCTIONS DO FOR YOU?
	Understanding how and why to use disposition instructions, ensures that you don’t get in trouble with program managers and supply officers. It also helps you extend the lifecycle of equipment purchased with taxpayer dollars.

	 
	 

	HOW DO YOU GET DISPOSITION INSTRUCTIONS?
	Steps:
	What you do:
	Notes:

	
	1
	Call MarCorSysCom to request disposition instructions for major end items. 
	The supply officer will need these instructors before disposing of major end items on your CMR.

	 
	2
	Call VIM to request disposition instructions for items purchased with PMC funds via the annual Planning Summary.
	VIM will publish availability of the equipment you no longer need. If another CVIC can use the gear, VIM will direct redistribution. If there are no takers, VIM will direct disposal via DRMO.

	 
	3
	Call your local supply officer and request that the equipment in question be transferred to DRMO.
	 


 

	 Paragraph 4080 Shipping and DODAAD’s

	 
	 

	OVERVIEW:
	DOD ships huge quantities of materiel every year. Subsequently it uses a system of codes known as DODAAD’s. Department of Defense Activity Address Designators help to ensure that materiel gets where it’s needed. Additionally, most bases have a Traffic Management Office (TMO) which is funded to ship certain items.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT SHIPPING AND DODAAD?
	You need to know about shipping and DODAAD because you will invariably require that something be shipped. Ignorance of shipping procedures and DODAAD can substantially slow shipments and impact your O&M budget. 

	 
	 

	WHAT DOES KNOWLEDGE OF A SHIPPING AND DODAAD DO FOR YOU?
	Understanding shipping procedures and how to use DODAAD affects you in three basic ways:

(1) It can ensure that your materiel gets where it’s needed, when it’s needed. 

(2) It can also ensure that "shipping funds" are used (if available).

(3) It can ensure that you budget for shipping fees when necessary.

	 
	 

	HOW DO YOU LEARN MORE ABOUT SHIPPING AND DODAAD?
	Steps:
	What you do:
	Notes:

	
	1
	MCO 3104.1
	 

	
	2
	Contact your local Traffic Management Office, ask about shipping regulations and restrictions.
	 

	
	3
	You can find all DODAAD at the Defense Logistics Agency web site, see www.dla.mil 
	 

	 
	4
	Call VIM, they can provide your DODAAD and any applicable Transportation Control Numbers (TCN).
	TCNS are used to ship finalized contracts from the DOD Television and Audiovisual Support Activity (the largest DOD VI contracting source) to the end user (you).


 

	 Paragraph 4090 How to Manage Supplies

	 
	 

	WHAT IS SUPPLY MANAGEMENT?
	Supply management consists of research, ordering, inventory control, stock rotation, and budgeting.

	 
	 

	WHY DO YOU MANAGE SUPPLIES?
	You manage supplies to support your mission, customers, Marines and budget. You attempt to provide cost effective support with the least amount of waste and rework -- both of which erode your O&M budget.

	 
	 

	WHAT DOES SUPPLY MANAGEMENT DO FOR YOU?
	Managing supplies supports the mission, maintains readiness, stretches the value of the taxpayers’ money, and avoids investigations. NOTE: you are responsible for a large quantity of expensive, easily pilfered, supply items.

	 
	 

	HOW TO MANAGE EQUIPMENT:
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO 4400.150_
	User’s Supply manual....

	
	2
	Read MCO 5510_.
	Physical security manual.

	 
	3
	Familiarize yourself with the supplies in your inventory. 
	Be on guard for stocks that aren’t regularly used, or rotated to ensure viable shelf life (e.g. film, batteries).

	 
	4
	Ensure that your stocks are routinely "rotated". 
	Put the new stuff on the back shelf, use the existing stocks. Don’t let your supplies get too old.

	 
	5
	Match your supply requisitions with your projected production requirements.
	CVIC’s work on seasonal schedules. Some seasons are much busier than others. Track these peaks and valleys, order your supplies accordingly.

	 
	6
	Establish a system of controls that warns you when to reorder, how long it takes for re-supply, and what your "war stocks" should be.
	708 cards work well. However, many CVICs are beginning to manage supplies with databases.

	 
	7
	For fleet units, use your documentation plan to establish "war stocks". 
	Estimate types and quantities of supplies necessary to sustain yourself in combat for 30 days.

	 
	8
	Challenge your Marines to find better, faster, cheaper ways to support the mission.
	Shop for bargains and quantity discounts. 

	 
	9
	Use your job orders and annual reports to validate materiel requirements in your O&M budget.
	Build a budget that is sufficient to the mission.

	 
	10
	Maintain complete records to track usage and budget requirements.
	 

	 
	11
	Control your supplies in a locked supply room. Require your Marines to sign for the supplies in quantities large enough to accomplish the mission.
	Be wary of issuing entire bricks of film, or cases of tape. It’s very hard to track these items and prevent abuse. 

	 
	12
	Appoint your supply NCO, and assistant supply NCO in writing.
	 

	 
	13
	Ensure that your sections’ SOP reflects your intent regarding supply management.
	 


 

	 Paragraph 4100 Introduction to Hazardous Materials

	 
	 

	WHAT ARE HAZARDOUS MATERIALS?
	Hazardous materials include corrosives, poisons, combustibles, and other liquids or solids that may cause damage to persons or property. Having said that, you must be aware that each State considers different materials hazardous. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT HAZARDOUS MATERIALS?
	You need to know about hazardous materials because they can injure your personnel, harm your equipment, or damage your facilities. Additionally, Federal, state and local laws require certain handling and management procedures. 

	 
	 

	WHAT DOES KNOWLEDGE OF LIFECYCLE MANAGEMENT DO FOR YOU?
	Understanding hazardous materials can ensure a safe work environment for your personnel. It can also prevent huge lawsuits -- which impact your commander’s local O&M budget. Lastly, it might keep you and your Marines out of jail.

	 
	 

	HOW DO YOU MANAGE HAZARDOUS MATERIAL?
	Steps:
	What you do:
	Notes:

	
	1
	Do everything in your power to reduce or eliminate hazardous materials. 
	VIM directed that all future Planning Summary purchases will include zero chemical-based systems. Effective FY00, OCCFld 46 began its official transition to a purely digital environment.

	
	2
	Read Executive Order ?????
	The President directed that federal agencies work toward reducing hazardous materials by 65%.

	 
	3
	Read MCO 6280._ and MCO 4450.8c 
	Ensure that all your personnel who are exposed to hazardous materials (e.g. handlers, section heads, supply NCO, etc.) are familiar with this, and all applicable directives and laws.

	 
	4
	Read your local order regarding hazardous material management and handling.
	 

	 
	5
	Budget for, and make available, all safety items required by your local environmental office.
	Examples include eyewash stations, spill kits, first aid kits, etc.

	 
	6
	Ensure that all your people, yourself include, attend the proper training.
	This training must be documented.

	 
	7
	Assign your handlers in writing.
	 

	 
	8
	Request courtesy visits from your local Environmental Officer at least once a quarter.
	This will ensure that the AC/S Environmental knows you are concerned about hazmat and safety. It will also ensure that you never get too far out of compliance. NOTE: the rules are constantly changing.

	 
	9
	Query your Environmental office for the availability of funds to replace hazmat-based systems with non-hazmat systems.
	Digital imaging is a good start. Some units have gone from wet-line processors to purely digital systems (e.g. color copiers, PCMCIA cards, CD writers, web-based archives, professional grade digital cameras, environmentally friendly batteries, etc.).

	 
	10
	Inspect your hazmat storage sites, hazardous materials storage sites, records, and personnel often.
	You are legally responsible for providing a safe and compliant work environment.


 

	 Paragraph 4110 Embarkation and Combat Re-supply

	 
	 

	WHAT IS EMBARKATION AND COMBAT RE-SUPPLY?
	Embarkation is the logistical procedure wherein a unit deploys personnel, equipment and materiel. It involves various tasks and a substantial amount of coordination and liaison. Combat re-supply for VI assets involves the replacement of equipment and supplies during an operational deployment.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT AND EMBARKATION AND COMBAT RESUPPLY?
	You need to know about embarkation and combat re-supply because they will get you "to the fight", and ensure you’re able to continue your mission after you’re "in country". This applies to both Fleet and garrison units because garrison units have historically augmented the Combat Camera units during deployments.

	 
	 

	WHAT DOES KNOWLEDGE OF EMBARKATION AND COMBAT RESUPPLY DO FOR YOU?
	Understanding embarkation and combat re-supply enables you to prepare your assets for a smooth deployment. It also ensures that you 

	 
	 

	HOW DO YOU MANAGE EMBARK AND COMBAT RESUPPLY
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO ?????
	 

	
	2
	Read local embark orders.
	 

	
	3
	Determine who/what will deploy and who/what will stay behind.
	Equipment that will remain behind must be marked accordingly.

The Marine who does not deploy will play a key role in your combat re-supply.

	
	4
	Visit your S-4 to determine local policies and procedures. Ensure that your unit is included in the annual embark exercise.
	This will ensure that everything is Tac marked, weighed, and included in the movement plan.

	 
	5
	Visit your G-3 to determine your place in the flow plan (e.g. advanced party, main body, rear party). You’ll have to verify this for each OpPlan. 
	This should be massaged regularly. OpPlans get updated periodically -- make sure that some portion of your unit is in the advance party.

	 
	6
	Routinely verify that everything is weighed, tag marked and logged in your embarkation plan.
	 

	 
	7
	Exercise embarkation of your entire unit at least twice a year. 
	Use lessons learned to refine your SOP and training plan.

	 
	8
	Require your teams to practice good embarkation procedures during the small deployments.
	Use lessons learned to refine your SOP and training plan.

	 
	9
	Estimate your combat re-supply requirements in terms of months.
	Realistic estimates for time required tore-supply are crucial. 

	 
	10
	Establish a "war stock" for short-fused deployments.
	Recommend quantities sufficient to support duration of 1-2 months.

	 
	11
	Establish a logistics plan that includes combat re-supply.
	Your requirements should be well documented and on file with the Bn SupO, G-3, and Comptroller.

	 
	12
	Communicate your requirements with Joint Combat Camera. Their DSN: 225-7118 Their website is jccc@hq.afis.osd.mil

JCCC can temp loan, or replace, camera equipment.
	They’re chartered to replace equipment and some supply stocks during real-world deployments. Be advised that JCCC replaces equipment after 30-90 days. Additionally, they can fund INMARSAT transmission fees- call first!

	 
	13
	Communicate your requirements with the local CVIC, they often become key players in your combat re-supply plan.
	Vendors frequently stock camera equipment and supplies in insufficient quantities to support your deployment. The local CVIC can sometimes provide stop-gap support.

	 
	14
	Exercise with the local CVIC at least a couple of times per year. The CVIC is your number one resource for personnel augmentation.
	This has been a standard practice since Vietnam.


 

	 Chapter 5 How to Manage Facilities

	 
	 

	OVERVIEW
	This chapter describes how to deal with and manage basic facilities issues.

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO P3104.1
	MC Visual Information and Combat Camera Support Manual
	Provides guidance on duties, capabilities and limitations.

	 
	(b)
	SECNAVINST 3104
	DON Visual Information and Combat Camera Program
	Provides guidance on duties, capabilities, and limitations

	 
	 
	 
	 
	 

	 
	 

	IN THIS CHAPTER
	This chapter contains:

	 
	Topic
	Paragraph
	See page

	 
	Local issues
	5010
	 

	 
	Emergency Maintenance
	5020
	 

	 
	Self Help Maintenance
	5030
	 

	 
	Safety Issues
	5040
	 

	 
	Military Construction Projects
	5050
	 

	 
	R2M2 Projects
	5060
	 

	 
	Security
	5070
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 5010  Local Facility Issues

	 
	 

	WHAT ARE LOCAL FACILITIES ISSUES?
	Each base has it’s own set of priorities and challenges regarding facilities. Camp Pendleton is a good example, many of the buildings were constructed as temporary structures. Therefore upgrades, rehabilitation and replacement are priorities. Subsequently many buildings are marked "condemned - no maintenance authorized". 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT LOCAL FACILITIES ISSUES?
	You need to know about local facility issues so that you can maintain a safe and professional work environment for your customers and Marines. 

	 
	 

	WHAT DOES A 

KNOWLEDGE OF LOCAL FACILITY ISSUES DO FOR YOU?
	Understanding local facility issues can help you get funding and support for requirements, even if the building is "condemned - no maintenance authorized". This is especially relevant to repairs that impact safety and security.

	 
	 

	HOW DO YOU LEARN MORE ABOUT LOCAL FACILITY ISSUES?
	Steps:
	What you do:
	Notes:

	
	1
	Thoroughly and carefully inspect your facilities. Note any concerns regarding safety or security.
	Recommend that you photographically document challenges. Use the photographs to explain your challenges and proposed solutions.

	
	2
	Visit your local S-4, G-4, AC/S Facilities, and Public Works office. 
	Research options for facility improvements (if required). Offer your support for base-wide facility initiatives

	
	3
	Visit your fire inspector, safety inspector, and environmental health office.
	Review inspection results. If necessary, develop a plan to correct deficiencies (e.g. poor ventilation, inadequate emergency exit hardware, etc.).

	 
	4
	Read MCO P11000._ 
	 

	 
	5
	Ensure that your facilities issues are clearly documented in your turnover folder.
	 


 

	 Paragraph 5020 Emergency Maintenance

	 
	 

	WHAT IS EMERGENCY MAINTENANCE?
	The Emergency Maintenance Section responds to emergency type situations. Examples of these types situation are doors and windows that cannot be secured, hazardous electronic situations, and leaky gas lines, etc. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT HAZARDOUS MATERIALS?
	You need to know about emergency maintenance so you can properly react to emergency situations. You also need to know that "base maintenance" and "emergency maintenance" are separate sections that have different timelines and priorities.

	 
	 

	WHAT DOES A

KNOWLEDGE OF EMERGENCY MAINTENANCE DO FOR YOU?
	Understanding how emergency maintenance works can help you quickly and properly respond to emergency situations. 

	 
	 

	HOW DO YOU MANAGE EMERGENCY MAINTENANCE SITUATIONS?
	Steps:
	What you do:
	Notes:

	
	1
	Visit your local emergency maintenance office. 
	Research their capabilities and limitations.

	
	2
	Read the local order that outlines emergency maintenance procedures.
	 

	 
	3
	Ensure that emergency maintenance procedures and points of contact are included in all SOP and duty orders.
	j

	 
	4
	Clearly post emergency maintenance point of contact placards by all gas appliances.
	Some units maintain dryers or gas water heaters.


 

	 Paragraph 5030 Self Help Maintenance

	 
	 

	WHAT IS SELF- HELP MAINTENANCE?
	Self-help maintenance is a program that supports minor construction initiatives. Examples include non-weight bearing interior walls, hanging doors, drop ceilings, etc. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT SELF- HELP MAINTENANCE?
	You need to know about self-help maintenance because it may be the only way to accomplish a minor facility repair or upgrade. For instance, you might want to change the photo lab from a series of small darkrooms to a single digital imaging area. 

	 
	 

	WHAT DOES KNOWLEDGE OF SELF-HELP MAINTENANCE DO FOR YOU?
	Understanding self help maintenance may empower you to modernize, repair, or change your facilities in a way that base maintenance couldn’t realistically support. The days of large base maintenance sections are history. Your highest priority might not make the "funded" portion of their priority list. Self-help may be your only option.

	 
	 

	HOW DO YOU MANAGE SELF HELP PROJECTS?
	Steps:
	What you do:
	Notes:

	
	1
	Visit facilities maintenance (also known as base maintenance). 
	Research rules and possibilities.

	
	2
	Develop a plan for your project. This should include drawings and a timeline. It would also be beneficial if you, or one of your Marines, has some experience with basic carpentry, electricity, etc.
	The facilities maintenance section can provide guidance for your plan. They may be able to help support portions of the project (e.g. wiring outlets and lighting fixtures).

	 
	3
	Verify whether you’ll be required to fund all or part of the project.
	Depending upon local funding, you may be required to fund all or part of the project. This could have serious implications to your O&M budget.

	 
	4
	Monitor progress carefully. Be aware that any safety violations may result in non-support for future self help projects. 
	Ensure that the Marines performing this work consistently wear safety equipment and practice standard safety precautions.

	 
	5
	Adhere to any inspection schedule required by facilities maintenance. 
	 

	 
	6
	File your drawings and after action report.
	The next OIC may want to make additional modifications or upgrades -- he/she would benefit from your drawings.


 

	 Paragraph 5040 Safety Issues

	 
	 

	WHAT ARE SAFETY ISSUES?
	Generally speaking, safety issues are plain old-fashioned common sense. One of your basic duties is to prevent accidents. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT SAFETY ISSUES?
	You need to know about safety issues in order to prevent accidents, unsafe working conditions, and unacceptable inspection results. 

	 
	 

	WHAT DOES KNOWLEDGE OF SAFETY ISSUES DO FOR YOU?
	Understanding safety issues will ensure safe work areas and habits. It can help you avoid unnecessary injuries and work stoppages. Additionally, it can help expedite facility maintenance for bona fide safety issues (e.g. hand rails, plumbing for eyewash stations, weight bearing floors, etc.).

	 
	 

	HOW DO YOU MANAGE SAFETY ISSUES?
	Steps:
	What you do:
	Notes:

	
	1
	Visit the safety section within facilities. . 
	Ask to review safety references and previous inspection results for your section.

	
	2
	Request a courtesy inspection.
	Prevention is better than cure.

	 
	3
	Appoint a Safety NCO in writing. 
	Ensure that this Marine clearly understands his/her duties. Provide access to training and equipment as necessary (e.g. safety courses, eye wash stations, etc.)..

	 
	4
	Conduct safety courses as required.
	Document this training.

	 
	5
	Challenge your Marines to identify and correct safety issues before they become problems.
	For instance, you may want to put bright-colored safety tape on steps and low hanging pipes. You might also want to ensure that the duty de-ices steps and handrails.

	 
	6
	Ensure that all your people, yourself included, attend the proper training.
	This training must be documented.


 

	 Paragraph 5050 Introduction to MILCON Projects

	 
	 

	WHAT ARE MILCON PROJECTS?
	Military Construction (MILCON) projects are funded by Congress in order to construct buildings on military bases. MILCON projects start at $.5M.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT MILCON PROJECTS?
	You need to know about MILCON projects for two reasons:

- (1) This is the only process for constructing a new building -- if you wanted a new CVIC then you would have to participate in the MILCON process.

(2) MILCON projects include collateral equipment items, or specialty items. As the VI officer, you’re responsible for estimating audiovisual equipment requirements.

	 
	 

	WHAT DOES KNOWLEDGE OF MILCON PROJECTS DO FOR YOU?
	Understanding MILCON projects enables you to anticipate and support customer requirements. If you participate in the process then the AV requirements will be planned and funded accordingly. Besides supporting the future resident of the MILCON, you’ll ensure that your O&M budget and PMC funds are not reduced to offset "unplanned collateral equipment".

	 
	 

	HOW DO YOU MANAGE MILCON PROJECTS?
	Steps:
	What you do:
	Notes:

	
	1
	Visit the local Public Works office; research pending MILCON projects.
	Pending could range from the current FY to seven years later.

	
	2
	Read MCO ??????
	This outlines the MILCON process.

	 
	3
	Ask for the updated LFF-2 meeting schedule. A HQMC representative visits each command at least once per year to validate and clarify requirements. Their point of contact is usually resident in the local Public Works office.
	It’s imperative that you attend these meetings. To do otherwise jeopardizes proper planning for AV specialty equipment (e.g. rear screens, LCD projectors, classroom control centers, TV cabling, etc.).

	 
	4
	Include these requirements in your annual planning summary.
	Ensure that all future projects are highlighted -- through the five year Planning Summary.

	 
	5
	Meet with the Public Works office at least twice per year, maintain positive contact.
	Examples include eyewash stations, spill kits, first aid kits, etc.


 

	 Paragraph 5060 R2M2 Projects

	 
	 

	WHAT ARE R2M2 PROJECTS?
	Repair projects (R2) and maintenance projects (M2) are planned and managed by the AC/S G-4 or AC/S Facilities (Public Works Officer) and operate on a two-year cycle.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT R2M2 PROJECTS?
	You need to know about R2M2 projects for two reasons:

(1) The primary purpose of a building might change (e.g. office space becomes training facility). As the VI Officer you are responsible for helping planners to estimate, research, and procure AV equipment. NOTE: Project planners are responsible for funding -- this should not impact your O&M or PMC funds.

(2) R2M2 projects represent avenues for improving your facility. If your repair or maintenance items are substantial enough, and your justification sufficient, you can get your project on the R2M2 schedule.

	 
	 

	WHAT DOES KNOWLEDGE OF R2M2 PROJECTS DO FOR YOU?
	Understanding R2M2 projects will prepare you to better support your customer. It will also enable you to maintain professional working spaces.

	 
	 

	HOW DO YOU MANAGE R2M2 PROJECTS?
	Steps:
	What you do:
	Notes:

	
	1
	Make liaison with the Assistant Chief of Staff G-4/Facilities. The project officer is usually the Public Works Officer. Research the R2M2 schedule.
	Determine VI requirements. Offer to help with research and planning (e.g. equipment, drawings, consultation, etc.).

	
	2
	Read MCO ???????
	This outlines R2M2 projects.

	 
	3
	Attend planning meetings and in progress reviews. 
	Recommend that you become very proactive. To do otherwise often results in last minute funding for "unplanned projects".

	 
	4
	Communicate these requirements with the comptroller, he may be able to provide some support.
	If done far enough in advance, some of the work may be included in the R2M2 budget (e.g. rear projection screens).

	 
	5
	Report these projects to VIM.
	VIM will compile these projects into a planning document.


 

	 Paragraph 5070 Physical Security

	 
	 

	WHAT IS PHYSICAL SECURITY?
	Physical security, as it pertains to facilities, refers to your ability to secure your work and storage spaces.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT PHYSICAL SECURITY?
	You need to know about physical security for two reasons:

(1) Regulations require that valuable, easily pilfered, equipment be secured behind two locks.

(2) Poor physical security procedures can result in stolen equipment, investigations, and relief for cause.

	 
	 

	WHAT DOES KNOWLEDGE OF PHYSICAL SECURITY DO FOR YOU?
	Understanding physical security will help you maintain positive control over your inventory. Physical security is a strong justification for maintenance support from AC/S G-4, AC/S Facilities, base maintenance, emergency maintenance and R2M2 projects.

	 
	 

	HOW DO YOU MANAGE PHYSICAL SECURITY?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO ????????
	 

	
	2
	Thoroughly and completely inspect your facilities for physical security procedures and hardware.
	Check lock conditions, key security procedures, and key accountability.

	
	3
	Ensure that storage areas are behind two locks, in accordance with reference (?).
	If your building does not allow for a room within a room, check with your SupO to see if two locks on the same door will suffice. Get this in writing.

	 
	4
	Request a security inspection from PMO and your supply officer. 
	Request the results in writing.

	 
	5
	Use the inspection results to justify facility improvements 
	Document this for your successor.

	 
	6
	Routinely request physical security inspections.
	This will help you maintain positive control of government property.


 

	 Chapter 6 Administration and Recurring Reports

	 
	 

	OVERVIEW
	This chapter describes administrative duties and recurring reports.

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO P3104.1
	MC Visual Information and Combat Camera Support Manual
	 

	 
	(b)
	SECNAVINST 5216.5
	Correspondence Manual
	Explains various administrative formats and applications

	 
	(c)
	MCO 4860.3
	Operation of Commercial and Industrial Activities
	Defines commercial activities and explains CA review process.

	 
	(d)
	MCO P5090.2
	MC Environmental Protection Manual
	MC Policy regarding HazMat

	 
	(e)
	MCO P5600.1G
	MC Printing and Reproduction Regulations
	 

	 
	 
	 
	 
	 

	 
	 

	IN THIS CHAPTER
	This chapter contains:

	 
	Topic
	Paragraph
	See page

	 
	Introduction to Staff Admin Procedures
	6010
	 

	 
	Turnover Files, Desk Top Files and SOP
	6020
	 

	 
	Commercial Activity Reviews
	6030
	 

	 
	Annual Report
	6040
	 

	 
	Job Orders
	6050
	 

	 
	Formal School Call Up
	6060
	 

	 
	University Level Call Up
	6070
	 

	 
	Instructor and Special Duty Call Up
	6080
	 

	 
	Production Call Up
	6090
	 

	 
	MILCON Call Up
	6100
	 

	 
	Annual Planning Summary
	6110
	 

	 
	Fleet Operational Needs Statement
	6120
	 

	 
	Multimedia Accession Forms
	6130
	 

	 
	Request for Use of Copyrighted Material
	6140
	 

	 
	Talent/Model Release Form
	6150
	 

	 
	Command Chronology
	6160
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 6010 Introduction to Staff Admin Procedures

	 
	 

	WHAT ARE STAFF ADMIN PROCEDURES?
	Staff admin procedures include basic correspondence, publications and directives, and files using the standard subject identification code (SSIC).

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT STAFF ADMIN PROCEDURES?
	You need to know about staff admin procedures in order to communicate with credibility.

(1) Correspondence communicates requirements from you to others.

(2) Pubs and directives communicate requirements to you.

(3) Files communicate to your successor.

	 
	 

	WHAT DOES KNOWLEDGE OF STAFF ADMIN PROCEDURES DO FOR YOU?
	Understanding staff admin procedures does three main things for you:

(1) Correct use of admin procedures facilitates clear communication of requirements. Properly formatted correspondence prevents time being wasted on rewriting and re-staffing. 

(2) Understanding the pubs and directives system give you access to guidance on most situations you’re likely to encounter.

(3) Properly maintained files facilitate easy management and recovery of correspondence. This is especially crucial when reports and reclamas require enclosures and references.

	 
	 

	HOW DO YOU PRACTICE STAFF ADMIN PROCEDURES?
	Steps:
	What you do:
	Notes:

	
	1
	Use FMFM 3-1 Staff Regulations to determine format.
	 

	
	2
	Familiarize yourself with your boss’s particular administrative requirements.
	Each boss likes things a little different.

	
	3
	Use the Correspondence Manual frequently: SecNavInst 5216.5
	Recommend that you ensure all section heads read and use this manual.

	 
	4
	Familiarize yourself with Standard Subject Identification Codes in SecNavInst 5215. 
	Enforce proper SSIC’s on all of your correspondence. For instance, using "5290" on will make retrieval of a fiscal document, SSIC 4400, unnecessarily difficult.

	 
	5
	Familiarize yourself with the publications system, 52/58 series. 
	The answers to most of your questions are most likely in a "pub".

	 
	6
	Always proofread for format, content, spelling, grammar, sentence structure, clarity of thought, and sound logic.
	Always, always, always!

	 
	7
	Always keep a copy of your correspondence. 
	 

	 
	8
	Stamp or write "File copy" in the upper right corner of the document and file under the appropriate SSIC.
	 

	 
	9
	Files should also include pertinent E-mails. 
	Write the appropriate SSIC in the upper right corner, and file accordingly.

	 
	10
	Recommend that you get to know your adjutant.
	It’s not necessary to know all the answers. It’s necessary to know where to find the answers.


 

	 Paragraph 6020 Turnover Files, Desktop Files and SOP

	 
	 

	WHAT ARE TURNOVER FILES, DESKTOP FILES AND SOP?
	Turnover files, desktop files and standard operating procedures (SOP) are documents that define what and how your unit does things. They facilitate continuity of purposes and highlight long term projects for a manager’s successor.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT TURNOVER FILES, DESKTOP FILES AND SOP?
	You need to know about turnover files, desktop files and SOP for four basic reasons:

(1) You want your efforts to continue bearing fruit after you’ve transferred.

(2) You want to give your successor the best opportunity for success

(3) It’s required by MCO P5000.14c, Marine Corps Administrative Procedures.

(4) These items are FSMAO and SMAT inspection items.

	 
	 

	WHAT DOES KNOWLEDGE OF TURNOVER FILES, DESKTOP FILES AND SOP DO FOR YOU?
	Understanding turnover files, desktop files and SOP does several things:

(1) It gives you the peace of mind that your successor can pick up where you left off. 

(2) It reduces the learning curve between managers.

(3) It provides a handy reference for how to get things done.

(4) It reduces the possibility of a dip in customer service, support and satisfaction.

	 
	 

	HOW DO YOU MANAGE TURNOVER FILES, DESKTOP FILES AND SOP?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO P5000.14c
	It outlines minimum requirements.

	
	2
	Determine the local format.
	The SMAT team may have specific requirements.

	
	3
	Gather all the information you want to include:

a. Key positions - by name

b. Position descriptions

c. List of duties

d. Additional duties

e. Projects and their status

f. Points of contact (POC)

g. List of applicable SOP

h. Etc.
	Include anything that you think will help your unit perform its mission better. Write these documents for the benefit of your successor, and anybody else who may have to temporarily sit in your seat.

	 
	4
	Assemble in a user-friendly binder. 
	Ask your junior Marines to read and perform some of the items. If they can follow your directions then the documents are successful.

	 
	5
	Use and update often! 
	These should be ever changing documents that are VERY easy to use.


 

	 Paragraph 6030 Commercial Activity Reviews

	 
	 

	WHAT IS A COMMERCIAL ACTIVITY REVIEW?
	A commercial activity (CA) review is a congressionally mandated (see Circular A76) process that determines whether it’s more cost effective to get the job done with civil servants and military personnel OR with contractors.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT CA REVIEWS?
	You need to know about CA reviews because they recur on a five-year cycle. You must be prepared to demonstrate how your civilians and Marines can perform their mission more cost effectively than a contractor. NOTE: this doesn’t apply to the MEU’s, all other VI activities will eventually undergo a CA review.

	 
	 

	WHAT DOES KNOWLEDGE OF CA REVIEWS DO FOR YOU?
	Understanding the CA review motivates you to manage your section in a cost-effective manner. It challenges you to find the "better, faster, cheaper" way of doing business. It requires you to take a hard look at what you’re doing/not doing well.

	 
	 

	HOW DO CA REVIEWS WORK?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO 4860.3D, it spells out the requirement for the local Resource Evaluation and Analysis (RE&A) office to conduct a CA Review of all functional codes on a 5 year cycle.
	Visit the RE&A in you comptroller’s office. Recommend that you get to know your Comptroller.

	
	2
	The CA team determines what work is being done.
	For instance, graphics, photography, specifics, etc.

	
	3
	The CA team determines how much it costs to get the work completed using GS’s and Marines.
	This includes man hours, overhead costs, etc. Recommend that you capture data for all overtime, work as you wait, and rework jobs.

	 
	4
	The CA team determines how much it costs to get the work completed using a contractor.
	This also includes man hours, overhead costs, etc.

	 
	5
	The CA team reports its findings and recommendations to the local commander and to VIM. 
	.

	 
	6
	The local CG/VIM will either fund to replace the activity with a contractor -- or business goes on as usual.
	 


 

	 Paragraph 6040 Visual Information Annual Activity Report (VIAAR)

	 
	 

	WHAT IS THE VIAAR?
	The Visual Information Annual Activity Report (VIAAR) is an annual report that collects production data and information about personnel and facilities. It’s usually due to VIM during November.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE VIAAR?
	You need to know about the VIAAR so you can identify and record your unit’s efforts and productivity.

	 
	 

	WHAT DOES THE VIAAR DO FOR YOU?
	The VIAAR does six things for you:

(1) It strengthens your justification for planning summary submissions and requests for formal school seats.

(2) It strengthens your local budget submission.

(3) It provides the data necessary to request and monitor reimbursable accounts.

(4) It provides the data necessary to effectively counter a Commercial Activities review (A76 study).

(5) It strengthens your table of organization change requests (TOCR’s).

(6) It strengthens your request for modification of allowance (MOA) for equipment.

	 
	 

	HOW DO YOU COMPLETE THE VIAAR?
	Steps:
	What you do:
	Notes:

	
	1
	Read the instructions provided by VIM. 
	Visit the web site, www.vim.tediv.usmc.mil , or call DSN 278-2878/3373 for assistance.

	
	2
	Collect data throughout the year (i.e. daily - weekly).
	 

	
	3
	Compile the data frequently (e.g. weekly - monthly).
	 

	 
	4
	Review the data and compare it with your planning summary and formal school submissions. 
	For instance, high video production could indicate a need for better video equipment and schooling.

	 
	5
	Send the finished report to VIM. 
	 

	 
	6
	Keep a copy on file and refer to it often.
	 


 

	 Paragraph 6050 Visual Information Job Orders

	 
	 

	WHAT IS THE VI JOB ORDER?
	The Visual Information Job Order is administrative tool.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE VI JOB ORDER?
	You need to know about the VI job order to record production costs and to document the expenditure of consumables, expendables, supplies and man-hours.

	 
	 

	WHAT DOES THE VI JOB ORDER DO FOR YOU?
	The VI Job Order does five things for you:

(1) It records customer support in quantifiable terms (e.g. what work was performed, for whom, in what quantity, etc.).

(2) It can be used to strengthen justifications for your local O&M budget submission.

(3) It provides the data necessary to monitor reimbursable accounts.

(4) It provides the data necessary to effectively counter a Commercial Activities review (A76 study).

(5) It facilitates the tracking of workflow and quality control issues.

	 
	 

	HOW DO YOU COMPLETE THE VI JOB ORDER?
	Steps:
	What you do:
	Notes:

	
	1
	Read the instructions provided by VIM. 
	Visit the web site, www.vim.tediv.usmc.mil , or call DSN 278-2878/3373 for assistance.

	
	2
	See the example immediately following this table.
	 

	
	3
	Make sure that all work is reflected on a work order.
	This includes research for MILCON VI specialty equipment, consultations, etc.

	
	4
	Ensure that section heads and the customer service NCO routinely inspect job orders for completeness and accuracy.
	 

	 
	5
	Require all of your personnel to fill out VI job orders completely. 
	 


 

	Paragraph 6060 Formal Schools Call Up

	 
	 

	WHAT IS THE FORMAL SCHOOLS CALL UP?
	The Formal Schools Call Up is an annual report published by VIM requesting nominees for attendance at formal schools. It supports MOSs 4602, 4691, 4671, 4641, 4612 and 4611.

	 
	 

	WHEN IS THE FORMAL SCHOOLS CALL UP DUE?
	The Formal Schools Call up is usually published in February. Responses are due to VIM in June. Negative responses are required.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE FORMAL SCHOOLS CALL UP?
	You need to know about the Formal Schools Call Up in order to obtain advanced training and follow-on courses for your 46XX personnel. This includes quotas at the:

(1) Defense Information School (DINFOS), Ft Meade, MD

(2) Defense Mapping School (DMS), Ft Belvoir, VA

(3) Contracting Officer’s Representative Course, Ft Lee, VA.

	 
	 

	WHAT DOES THE FORMAL SCHOOLS CALL UP DO FOR YOU?
	The Formal Schools Call Up does five things for you:

(1) It enhances your unit’s mission accomplishment and capabilities.

(2) It provides an opportunity for career enhancement for your Marines.

(3) It makes your Marines’ reenlistment packages more competitive -- this is crucial given the fact that OCCFLD 46 First Term Alignment Plan (FTAP) allows for 3-5 reenlistment boat spaces per MOS, per year.

(4) It provides your Marines the opportunity to satisfy prerequisites for the two contract courses offered at Syracuse University.

(5) It builds individual skills, professionalism and confidence.

	 
	 

	HOW DO YOU COMPLETE THE FORMAL SCHOOLS CALL UP?
	Steps:
	What you do:
	Notes:

	
	1
	Read the instructions provided by VIM. 
	Visit the web site, www.vim.tediv.usmc.mil , or call DSN 278-2878/3373 for assistance.

	
	2
	Identify training deficiencies and requirements throughout the year.
	 

	
	3
	Match your training requirements with the courses being offered.
	A course listing is included in the Formal Schools Call Up published by VIM. Greater detail is offered at the DINFOS and DMS websites, see: www.???????.mil 

	 
	4
	Verify that each nominee meets the prerequisites outlined in the Call Up. 
	Include a certified true copy of page 8A of the Marines’ SRB.

	 
	5
	If necessary, write a justification for waiver.
	Waivers are routinely granted. Call VIM for specific guidance as waivers for DINFOS courses are only granted by the Deputy Commandant of DINFOS.

	 
	6
	Write detailed and well reasoned justifications -- there are usually more submissions than school seats.
	Paint a word picture that describes why our training dollars will be best spent on your Marine.

	 
	7
	Prioritize your submissions.
	Marines that aren’t selected for a course may be included in the formal standby list.

	 
	8
	Send your Call Up to VIM as soon as possible. 
	You really slight your Marines when you don’t give VIM sufficient time to review your requirements.

	 
	9
	Follow up with VIM. Check the VIM website at www.????.com
	This is especially important for all personnel requiring a waiver, and for those who are put on the standby list.


 

	 Paragraph 6070 University Level Call Up

	 
	 

	WHAT IS THE UNIVERSITY LEVEL CALL UP?
	The University Level Call Up is an annual call up published by VIM to announce the availability of university level courses taught at Syracuse University.

	 
	 

	WHEN IS THE UNIVERSITY LEVEL CALL UP DUE?
	The University Level Call Up is usually published in January. Responses are due to VIM in April. Negative responses are required.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE UNIVERSITY LEVEL CALL UP?
	You need to know about the University Level Call Up in order to obtain advanced training for your 4641’s and 4671’s. This includes quotas in :

(1) Military Photojournalism (4641’s).

(2) Video Production (4671’s).

You also need to know that these courses require PCS moves, therefore you’ll have to plan on losing a Marine.

Additionally, you need to help your Marines to acquire the prerequisites (e.g. time on station, time remaining on contract, writing skills, solid financial status, etc.).

	 
	 

	WHAT DOES THE UNIVERSITY LEVEL CALL UP DO FOR YOU?
	The University Level Call Up does five things for you:

(1) It substantially enhances your unit’s mission accomplishment and capabilities in the areas of still photography and video production.

(2) It provides an opportunity for career enhancement for your Marines -- many of the Syracuse graduates become instructors or warrant officers.

(3) It builds individual skills, professionalism and confidence.

	 
	 

	HOW DO YOU COMPLETE THE UNIVERSITY LEVEL CALL UP?
	Steps:
	What you do:
	Notes:

	
	1
	Read the instructions provided by VIM. 
	Visit the web site, www.vim.tediv.usmc.mil , or call DSN 278-2878/3373 for assistance.

	
	2
	Identify potential candidates as early as possible.
	Ensure that they begin to prepare them selves. It’s highly recommended that candidates take courses in English and creative writing. It’s also a good idea to ensure that they are financially secure.

	
	3
	Ensure that your candidate(s) submit a high quality still photographic portfolio or a demo tape (depending upon his/her MOS).
	This course is very demanding. VIM selects candidates who demonstrate advanced skills as demonstrated in the portfolios and demo tapes.

	 
	4
	Verify that each nominee meets the prerequisites outlined in the Call Up. 
	Include a certified true copy of page 8A of the Marines’ SRB.

	 
	5
	If necessary, write a justification for waiver.
	Waivers are infrequently granted. Call VIM for specific guidance on a case-by-case basis.

	 
	6
	Write detailed and well reasoned justifications -- there are usually more submissions than school seats.
	Paint a word picture that describes why our training dollars will be best spent on your Marine.

	 
	7
	Prioritize your submissions.
	Marines that aren’t selected for a course may be included in the formal standby list.

	 
	8
	Send your Call Up to VIM as soon as possible. 
	You really slight your Marines when you don’t give VIM sufficient time to review your requirements.

	 
	9
	Follow up with VIM.
	This is especially important for all personnel requiring a waiver, and for those who are put on the standby list.


 

	 Paragraph 6080 Instructor and Special Duty Call Up

	 
	 

	WHAT IS THE INSTRUCTOR AND SPECIAL DUTY CALL UP?
	The Instructor and Special Duty Call Up announces the requirement to submit nominees for competition to fill special duty assignments and instructor billets. This call up refers to MOS-specific billets (not B-billets). VIM publishes this call up on an as-needed basis.

	 
	 

	WHEN IS THE INSTRUCTOR AND SPECIAL DUTY CALL UP DUE?
	The Instructor and Special Duty Call Up is published as needed. Responses are due to VIM within six weeks. Negative responses are required.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE INSTRUCTOR AND SPECIAL DUTY 

CALL UP?
	You need to know about the Instructor and Special Duty Call Up because it enables the best and brightest Marines to compete for key billets that have a major impact on OCCFLD 46. Outstanding instructors will produce outstanding DINFOS and DMS graduates. 

Some of the special duty assignments include the White House Communications Agency, HQMC Plans Policies and Operations (PP&O), Office of Secretary of Defense (OSD), etc.

	 
	 

	WHAT DOES THE INSTRUCTOR AND SPECIAL DUTY CALL UP DO FOR YOU?
	The Instructor and Special Duty Call Up does five things for you:

(1) It ensures that only the best and brightest Marines fill instructor or special duty billets.

(2) It provides an opportunity for career enhancement for your Marines. These choice assignments usually improve promotion opportunities.

(3) It provides the Marine Corps with well-trained, and properly mentored, 4600’s.

	 
	 

	HOW DO YOU COMPLETE THE INSTRUCTOR AND SPECIAL DUTY CALL UP?
	Steps:
	What you do:
	Notes:

	
	1
	Read the instructions provided by VIM. 
	Visit the web site, www.vim.tediv.usmc.mil , or call DSN 278-2878/3373 for assistance.

	
	2
	Carefully select candidates.
	These Marines will represent the Marine Corps in the White House and at the Joint level.

	
	3
	Write a detailed justification that outlines why your Marine is the best qualified.
	All of these billets require maturity, leadership, sound judgement, the ability to work in an independent environment, and outstanding technical skills.

	 
	5
	If necessary, write a justification for waiver.
	Waivers are rarely granted.

	 
	7
	Prioritize your submissions.
	Marines that aren’t selected may be included in the formal standby list.

	 
	8
	Send your Call Up to VIM as soon as possible. 
	You really slight your Marines when you don’t give VIM sufficient time to review their packages.

	 
	9
	Follow up with VIM.
	This is especially important in cases where a certain billet requires extensive background and security checks. For instance, it routinely takes over seven months to get cleared to work in the White House.


 

	 Paragraph 6090 Video Production Call Up

	 
	 

	WHAT IS THE VIDEO PRODUCTION CALL UP?
	The Video Production Call Up is an annual report used by VIM to identify video training productions to be produced through contractual support. This applies to video productions that have Corps-wide or Joint impact (formerly known as Category 3). 

Although these projects can take a few weeks to one fiscal year, the average turnaround time is six months. Depending on your requirement, a project can be completed in two weeks or less (e.g. Public Service Announcement).

	 
	 

	WHEN IS THE VIDEO PRODUCTION CALL UP DUE?
	The Video Production Call Up is usually published in February. Responses are due to VIM in July. Negative responses are required.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE VIDEO PRODUCTION CALL UP?
	You need to know about the Video Production Call Up in order to obtain video production support for products that (a) exceed your local capabilities and/or (b) have a Corps-wide or Joint relevance.

	 
	 

	WHAT DOES THE VIDEO PRODUCTION CALL UP DO FOR YOU?
	The Video Production Call Up does four things for you:

(1) It enhances customer support.

(2) It provides greater opportunities for your customers.

(3) It helps to standardize training videos within the Marine Corps.

(4) It saves the government money by eliminating duplication of effort.

	 
	 

	HOW DO YOU COMPLETE THE VIDEO PRODUCTION CALL UP?
	Steps:
	What you do:
	Notes:

	
	 

1
	Identify video production requirements throughout the year.
	Solicit input from your command! Keep your finger on the requirements pulse.

	
	2
	Validate requirements.
	Support projects at the lowest level possible.

	
	3
	Prioritize requirements.
	 

	 
	4
	Compile requirements into a report. 
	 

	 
	5
	Send your Call Up to VIM
	 

	 
	6
	Follow up with the Video Production Specialist at VIM, DSN 278-3372/3373. 
	Recommend you keep your customers informed about the status of their projects. 

	 
	7
	Routinely report status to your customers.
	Recommend that this report consist of an E-mail with CC to the Video Production Specialist at VIM.

	 
	8
	Send your Call Up to VIM as soon as possible. 
	You really slight your Marines when you don’t give VIM sufficient time to review your requirements.

	 
	9
	Follow up with VIM.
	This is especially important for all personnel requiring a waiver, and for those who are put on the standby list.


 

	 Paragraph 6100 MILCON VI Specialty Equipment Call Up

	 
	 

	WHAT IS THE MILCON VI SPECIALTY EQUIPMENT CALL UP?
	The MILCON VI Specialty Equipment Call Up is an annual report used by VIM to capture VI requirements in support of pending MILCON projects. 

MILCON VI Specialty Equipment was known as "collateral equipment" until Jan 1997 -- at which time it was funded by HQMC Installations and Logistics.

	 
	 

	WHEN IS THE MILCON VI SPECIALTY EQUIPMENT CALL UP DUE?
	The MILCON VI Specialty Equipment Call Up is usually published in February. Responses are due to VIM in June. Negative responses are required.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE MILCON VI SPECIALTY EQUIPMENT CALL UP?
	You need to know about the MILCON VI Specialty Equipment Call Up in order to identify requirements that will compete in the POM cycle.

Additionally, it’s your responsibility to find resources that support customer requirements.

	 
	 

	WHAT DOES THE MILCON VI SPECIALTY EQUIPMENT CALL UP DO FOR YOU?
	The MILCON VI Specialty Equipment Call Up does four things for you:

(1) It ensures your customers’ requirements compete in the POM cycle.

(2) It attempts to procure funding for your customers’ requirements.

(3) It reduces the likelihood that MILCON VI Specialty Equipment competes with VI production equipment for PMC dollars.

(4) It reduces the likelihood that MILCON VI Specialty Equipment will be addressed as an emergent requirement, which can bump projects that were properly planned and justified.

	 
	 

	HOW DO YOU COMPLETE THE VI SPECIALTY EQUIPMENT CALL UP?
	Steps:
	What you do:
	Notes:

	
	1
	Read the instructions provided by VIM. 
	Visit the web site, www.vim.tediv.usmc.mil , or call DSN 278-2878/3373 for assistance.

	
	2
	Work with your local Public Works officer and VIM in order to identify and track VI Specialty Equipment requirements throughout the year.
	Focus on a five year window.

 

	
	3
	Prepare working drawings, equipment lists, and statements of work as necessary.
	The DOD Television and Audiovisual Support Activity (T-ASA) can provide engineering support for a fee. Discuss this option with the requester and Public Works officer, they may have funds available.

	 
	4
	Prioritize your submissions. 
	 

	 
	5
	Submit your Call Up to VIM.
	 

	 
	6
	Follow up and keep your Public Works officer appraised of status.
	 


 

	 Paragraph 6110 Annual Planning Summary

	 
	 

	WHAT IS THE ANNUAL PLANNING SUMMARY?
	The Annual Planning Summary is published by VIM to solicit Corps-wide requirements for investment-type VI equipment that will compete for PMC funds.

	 
	 

	WHEN IS THE ANNUAL PLANNING SUMMARY DUE?
	The Annual Planning Summary is usually published in January. Responses are due to VIM in May. Negative responses are required.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE PLANNING SUMMARY?
	You need to know about the Planning Summary because it may be able to support your equipment requirements.

The Planning Summary is intended to support VI equipment items and systems 

	 
	 

	WHAT DOES THE PLANNING SUMMARY DO FOR YOU?
	A well-written Planning Summary ensures that your equipment requirements compete for PMC dollars. 

	 
	 

	HOW DO YOU COMPLETE THE PLANNING SUMMARY
	Steps:
	What you do:
	Notes:

	
	1
	Read the instructions provided by VIM. 
	Visit the web site, www.vim.tediv.usmc.mil , or call DSN 278-2878/3373 for assistance.

	
	2
	Gather Information on your requirements throughout the year.
	 

	
	3
	Sit down with your people and validate your requirements.
	This is a team effort.

	 
	4
	Write your justification and impact statements. 
	These should be well written, include quantifiable data, and represent logical thought in a long-term plan.

	 
	5
	Organize all of your requirements into priority sequence from the highest to the lowest. 
	Breakdown requirements so that VIM can more easily support your top priorities.

Deficiencies will never get funded unless they’re identified.

	 
	6
	Include all pertinent information with each line item.
	Examples include copies of magazine pages, websites, points of contact, etc.

	 
	7
	Prioritize your submissions.
	Marines that aren’t selected for a course may be included in the formal standby list.

	 
	8
	Include a submission for each year covered by the planning summary (e.g. what you need in FY 01, 02, 03, 04 and 05). 
	It’s imperative that VIM is able to capture the entire requirement through the entire POM cycle.

A poorly written requirement greatly reduces our ability to justify and acquire future funding.

	 
	9
	Send to VIM as soon as possible. VIM needs time to distill the separate submissions into a single Planning Summary.
	If necessary, call VIM and request extensions as early as possible. 

Extensions will only be approved with very strong justification.

	 
	10
	Follow up with VIM.
	Planning Summary results will be posted on the VIM web site at www.tediv.usmc.mil/\vim.

	 
	11
	NOTE: Priorities change. You may have to submit unplanned items (or items that have moved up in priority) as emergent requirements. Call VIM if you find yourself in this situation.
	VIM will attempt to support emergent requirements. However, your emergent requirement will replace your top priority(ies)


 

	 Paragraph 6120 Fleet Operational Needs Statement

	 
	 

	WHAT IS THE FLEET OPERATIONAL NEEDS STATEMENT
	The Fleet Operational Needs Statement (FONS) is the proper way to identify requirements that need a system-type solution.

	 
	 

	WHEN IS THE FONS DUE?
	The FONS is written as required.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE FONS?
	You need to know about the FONS in order to find solutions for Corps-wide deficiencies, challenges or problems. 

	 
	 

	WHAT DOES THE FONS DO FOR YOU?
	An approved FONS will result in a fielded system that has the appropriate material fielding plan and logistics trail. 

	 
	 

	HOW LONG IS THE FONS PROCESS?
	The FONS usually takes from 36 to 84 months to go through the Combat Development Tracking System process.

	 
	 

	HOW DO YOU COMPLETE A FONS?
	Steps:
	What you do:
	Notes:

	
	1
	Identify an equipment solution for an operational requirement.
	 

	 
	2
	Read MCO 3900.4D
	It provides insight on whether a FONS is required for your circumstance.

	
	3
	Call VIM and ask for assistance with preparing and staffing the FONS.
	 

	 
	4
	Using the naval letter or message format, submit the FONS via your operational chain of command. 
	Make sure that either MARFORPAC or MARFORLANT is included in routing.

	 
	5
	Track closely. 
	These things sometimes get sidelined or stalled. 


 

	 Paragraph 6130 Multimedia Accession Forms

	 
	 

	WHAT ARE MULTIMEDIA ACCESSION FORMS?
	Imagery Accession Forms are required in order to send imagery to the Marine Corps Multimedia Accession Point (MCMAP). Imagery is defined as graphic projects, multimedia projects, artwork, still photography, video footage, video products and video productions.

	 
	 

	WHEN IS THE MULTIMEDIA ACCESSION FORM DUE?
	Multimedia Accession Forms should be included with every submission to the MCMAP. Units are required to submit imagery to the MCMAP at least monthly. Negative responses are required.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT MULTIMEDIA ACCESSION FORMS?
	You need to know about multimedia accession forms because they are required to submit imagery to the MCMAP. Without an imagery accession form the likelihood that imagery will be lost exponentially increases.

	 
	 

	WHAT DOES THE MULTIMEDIA ACCESSION FORM DO FOR YOU?
	The multimedia accession form does six things for you:

(1) It provides a standardized imagery submission tool.

(2) It provides a receipt for your imagery.

(3) It facilitates quicker retrieval of imagery in case you need copies of imagery formerly submitted to MCMAP.

(4) It facilitates feedback from the accessionist (e.g. critiques, notes on captions, etc.).

(5) It also helps the Multimedia Accessionist to determine what facet of the Marine Corps needs better documentation; this insight can help with your documentation plan.

(6) Routine imagery submissions can buttress your requests for equipment on the Annual Planning Summary.

	 
	 

	HOW DO YOU COMPLETE THE MULTIMEDIA ACCESSION FORM?
	Steps:
	What you do:
	Notes:

	
	1
	Read the instructions provided by VIM. 
	Visit the web site, www.vim.tediv.usmc.mil , or call DSN 278-2878/3373 for assistance. Ask for the accessionist.

	
	2
	Fill each block completely and accurately.
	 

	
	3
	Keep a copy for your files.
	The accessionist will fax a signed copy of your form, 


 

	 Paragraph 6140 Requests to Use Copyrighted Material

	 
	 

	WHAT IS A REQUEST TO USE COPYRIGHTED MATERIAL?
	Copyright law (Public Law 94-553) protects the rights of the copyright owner. Requests to use copyrighted materials are required by law in order to acquire authorization to use copyrighted material. Recommend that any concerns be addressed to the local Staff Judge Advocate.

	 
	 

	WHEN IS A 

REQUEST TO USE COPYRIGHTED MATERIAL USED?
	Requests to use copyrighted material should be submitted for every situation that using copyrighted material is not clearly covered by the Fair Use Clause.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT REQUESTS TO USE COPYRIGHTED MATERIAL?
	You need to know about requests to use copyrighted material because copyright law applies to the Marine Corps’ use of copyrighted material. Copyright infringements are punishable by law. This applies to the person who "hands on" committed copyright infringement AND to the person in authority who ordered the copyright infringement.

Copyright normally endures for the life of the author plus 50 years, or 75 years from the first publication if the author cannot be identified. 

NOTE: works prepared by employees of the US Government as part of their official duties are not copyrighted. 

	 
	 

	WHAT DOES THE REQUEST TO USE COPYRIGHTED MATERIAL DO 

FOR YOU?
	The request to use copyrighted material does six things for you:

(1) It ensures that you don’t violate public law.

(2) It protects the legal rights of the copyright owner.

(3) It ensures that your work can be legally reproduced and distributed.

.

	 
	 

	WHAT ARE THE RIGHTS OF THE COPYRIGHT OWNER?
	Copyright owners have the right to demand payment for use of their copyrighted material. Copyright owners have the right to refuse to grant rights to others for the use of their copyrighted material. Copyright owners have the right to pursue legal action against parties who commit copyright infringement.

	 
	 

	WHAT IS FAIR USE?
	The principle of "fair use" requires that four criteria be applied to test each case:

(1) Use of the copyrighted material must be of a non-profit nature.

(2) Major works cannot be duplicated in their entirety. For instance, your SJA might authorize you to duplicate a short clip from a copyrighted movie, but you cannot duplicate the entire move.

(3) Use of the copyrighted material must not negatively impact the copyright owner’s right to be reimbursed for his/her copyrighted material.

(4) Copyrighted material must not be widely used.

Two specific examples follow:

(a) A commander may use a relevant frame from a copyrighted cartoon panel in a brief. The commander should limit his use of the cartoon frame to a single use.

(b) A commander may not use a popular song in a 

videotape that will be shown to a large audience or to more than one audience for more than one showing.

	 
	 

	HOW DO YOU REQUEST TO USE COPYRIGHTED MATERIAL?
	Steps:
	What you do:
	Notes:

	
	1
	Review your customer’s intent for application of fair use. If fair use applies you won’t have to submit a request to use copyrighted material.
	When in doubt, call your local SJA.

	
	2
	Use the request to use copyrighted material format posted on the VIM web site at www.tediv.usmc.mil/vim
	 

	
	3
	Do not replicate copyrighted material until authorization has been received from the copyright owner.
	File all authorizations in your SSIC file and staple a copy to the job order.


 

	 Paragraph 6150 Talent/Model Release Form

	 
	 

	WHAT IS A TALENT/MODEL RELEASE FORM?
	A talent/model release form protects the government from civil liability for portraying persons in any media.

	 
	 

	WHEN IS THE TALENT/MODEL RELEASE FORM USED?
	Talent/model release forms are used whenever you photograph or videotape civilians, children, or military personnel that are doing something besides their primary duty.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT TALENT/MODEL RELEASE FORMS?
	You need to know about talent/model release forms in order prevent civil liability allegations against the Marine Corps and you under laws which protect persons from invasion of privacy.

	 
	 

	WHAT DOES THE TALENT/MODEL RELEASE FORM DO FOR YOU?
	The talent/model release form provides a legally proficient release from each person appearing in a video, photo or multimedia production.

	 
	 

	WHAT ARE THE RIGHTS OF THE TALENT/MODEL?
	The talent/model has the right to privacy (Privacy Act 1974). He/she also has the right to payment for services, unless waived in the talent/model release form.

	 
	 

	HOW DO YOU COMPLETE THE TALENT/MODEL RELEASE FORM?
	Steps:
	What you do:
	Notes:

	
	1
	Visit the VIM web site for a copy of the talent/model form and instructions.
	www.tediv.usmc.mil/vim 

	
	2
	Fill the form out completely.
	 

	
	3
	Place a copy in the SSIC file and staple a copy to the job order.
	 


 

	 Paragraph 6160 Command Chronology

	 
	 

	WHAT IS A COMMAND CHRONOLOGY?
	A command chronology is a narrative report that reflects your unit’s accomplishments and history over a six months.

	 
	 

	WHEN IS THE COMMAND CHRONOLOGY DUE?
	HQMC Historical Division requires units to submit a command chronology in June and December. Check with your local historical officer (usually in the G-3) for due dates. 

Note: some commands are on annual cycle.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE COMMAND CHRONOLOGY?
	You need to know about the command chronology because it’s a HQMC requirement. It also documents your unit’s history.

	 
	 

	WHAT DOES THE COMMAND CHRONOLOGY DO FOR YOU?
	The command chronology provides a formal record of your unit’s successes, this record can be used to justify T/O change requests, Modifications of Allowance, O&M budgets and planning summary requirements.

	 
	 

	HOW DO YOU COMPLETE THE COMMAND CHRONOLOGY?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO 5750
	 

	
	2
	Log eligible events on your calendar.
	 

	
	3
	Write your command chronology in the format provided by your local historical officer..
	The historical officer is usually in the G-3.


 

	Chapter 7 Combat Visual Information Center (CVIC) Operations

	 
	 

	OVERVIEW
	This chapter describes working solutions for CVIC issues.

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO P3104.1
	MC Visual Information and Combat Camera Support Manual
	 

	 
	(b)
	SECNAVINST 5216.5
	Correspondence Manual
	Explains various administrative formats and applications

	 
	(c)
	MCO 4860.3
	Operation of Commercial and Industrial Activities
	Defines commercial activities and explains CA review process.

	 
	(d)
	MCO P5090.2
	MC Environmental Protection Manual
	MC Policy regarding HazMat

	 
	(e)
	MCO P5600.1G
	MC Printing and Reproduction Regulations
	 

	 
	 
	 
	 
	 

	 
	 

	IN THIS CHAPTER
	This chapter contains:

	 
	Topic
	Paragraph
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	 Paragraph 7010 CVIC Concept of Support

	 
	 

	WHAT IS THE CVIC CONCEPT OF SUPPORT?
	CVIC exist to support customer VI requirements, period. CVIC work within the confines of a very basic philosophy, "just say yes!" MCO P3104 reads, "if it’s not illegal, immoral or unethical, VI personnel will find a way to support".

Each CVIC is funded to provide some measure of VI support (this varies between units). Some work on a "reimbursable" basis. 

Each CVIC operates as part of a mutually supporting tiered network. If a CVIC can’t support then it seeks assistance from other a regional CVIC.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE CVIC CONCEPT OF SUPPORT?
	You need to know about the CVIC concept of support for two reasons:

(1) Your job is to support customers’ VI requirements.

(2) You may have to support regional VI requirements. 

	 
	 

	WHAT DOES KNOWLEDGE OF THE CVIC CONCEPT OF SUPPORT DO FOR YOU?
	Understanding the CVIC concept of supports you in several ways:

(1) It enables you to consider local and regional requirements when submitting budget plans, formal school call-ups, and planning summaries. 

(2) It enables VI managers to collectively improve VI support throughout a region. 

(3) It enables VI managers to train their personnel in a manner that supports augmentation during deployment.

(4) It enables VI managers to collectively focus on and support Corps-wide documentation requirements. 

(5) It creates a mentor-rich environment for new VI managers.


 

	 Paragraph 7020 CVIC Customers Defined

	 
	 

	WHO IS THE CVIC CUSTOMER?
	The CVIC customer includes the full spectrum of ranks and billets including (but not limited to), Generals, GS employees, staff officers, action officers, junior Marines. Depending on the local Memorandums of Agreement, a CVIC may support law enforcement agents, border patrol agents, etc. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT CVIC CUSTOMER?
	You need to know about the CVIC customer for several reasons:

(1) You exist to support them.

(2) If you understand their requirements you can better plan for support (e.g. training, supplies, equipment, augmentation, etc.).

(3) Customer requirements should drive your long-term plan.

	 
	 

	WHAT DOES A CVIC CUSTOMER DO FOR YOU?
	A CVIC customer does several things for you:

(1) He provides the only reason for your existence.

(2) His requirements provide the data that justify your budget, T/O, T/E, school seats, facilities, etc.

(3) He provides feedback on how well you’re doing your job. Recommend that you listen closely and apply all lessons learned.

	 
	 


 

	 Paragraph 7030 CVIC Customer Support Defined

	 
	 

	WHAT IS CVIC 

CUSTOMER SUPPORT?
	CVIC customer support includes many things including products, service, research, advice, consultation, training, etc. 

CVIC customer support is a regional issue. If you can’t support a requirement then look within your region for assistance. If they can’t help then look around the VI community. 

It also includes listening to the customer and developing a support plan that meets, or exceeds his expectations. Consider the following examples:

(1) The MEF logistics chief wants 8"x10" prints to brief a corrosion issue. After discussing the customer’s requirement, the VI Marine recommends (a) a digital photograph with professional graphics for PowerPoint brief, (b) 8 ½" x 11" prints for inclusion in reports.

(2) The SOTG wants something to help commanders critique their training. The VI Marine develops a plan to videotape grunts going through the Close Quarter Battle course, edit the footage within minutes, and provide the commander with a "game tape" for same day critique.

(3) The wing wants photos for LZ studies. After discussing the various uses for these pictures, the VI Marine decides to support with (a) high quality digital files on CD, (b) large format prints with graphics to indicate pertinent info (e.g. north pointing arrow, ground conditions, etc.), and (c) video clips for pilots to see approach paths.

If you can’t support a customer, then find an alternate mode of support (e.g. regional solution, contractor, etc.).

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT CVIC CUSTOMER SUPPORT?
	You need to know the requirements of the CVIC customer for one main reason, every customer should reasonably expect, and receive, the same world-class support from all centers. 

	 Paragraph 7040 Tasking, Coordination and Liaison

	 
	 

	WHAT IS TASKING, COORDINATION AND LIAISON?
	Tasking, coordination and liaison relate to matters internal to, and within, the CVIC. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE CVIC CONCEPT OF SUPPORT?
	You need to know about the CVIC concept of support for two reasons:

(1) You’re charged with supporting customers’ VI requirements.

(2) You may be asked to support regional VI requirements. 

	 
	 

	WHAT DOES KNOWLEDGE OF THE CVIC CONCEPT OF SUPPORT DO FOR YOU?
	Understanding the CVIC concept of supports you in several ways:

(1) It enables you to consider local and regional requirements when submitting budget plans, formal school call-ups, planning summaries. 

(2) It enables VI managers to collectively improve VI support throughout a region. 

(3) It enables VI managers to train their personnel in a manner that supports augmentation during deployment.

(4) It enables VI managers to collectively focus on and support Corps-wide documentation requirements. 

	 
	 


 

	 Paragraph 7050 Working with the TEEP

	 
	 

	WHAT IS THE TEEP?
	The Training Exercise Execution Plan (TEEP) projects training events over 18 month. For instance, a division TEEP will include all exercises and deployments within the division (e.g. Regiments, Battalions, etc.).

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE TEEP?
	You need to know about the TEEP for three reasons:

(1) In order to understand your unit from the long-term "big picture" perspective.

(2) In order to develop a documentation plan.

(3) In order to anticipate and prepare for taskers.

	 
	 

	WHAT DOES KNOWLEDGE OF THE TEEP DO FOR YOU?
	Understanding the TEEP supports you in several ways:

(1) It provides you the opportunity to schedule support for your customers and training for your Marines.

(2) It enables you to plan for production peaks and valleys, which relates to re-supply.

(3) It enables you to plan unit training and preventive maintenance.

(4) It gives you eighteen months to conduct coordination and liaison with unit commanders, Ops officers, etc.

	 
	 


 

	 Paragraph 7060 Your Relationship with PAO

	 
	 

	WHAT IS YOUR RELATIONSHIP WITH PAO?
	Your relationship with PAO is not simply that of service provider and customer. Similarities in equipment and mission cause confusion for many people, including commanders and customers. Sometimes you will work directly for PAO, sometimes you’ll work directly with PAO, and sometimes they’ll be one of several customers. PAO is tasked with clearing images, including those produced by 46XX Marines and civilians, for public release.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT YOUR RELATIONSHIP WITH PAO?
	You need to know about your relationship with PAO for several reasons:

(1) You need to understand that PAO has a real mission with direct access to CMC. This means that PAO priorities are often high priorities.

(2) You need to understand that PAO’s requirements are often time sensitive that makes the normal tasking chain a roadblock to mission accomplishment.

(3) You need to understand that other mission requirements often outweigh PAO priorities. This conflict can produce friction for PA Marines, and for your relationship with PAO.

	 
	 

	WHAT DOES KNOWLEDGE OF YOUR RELATIONSHIP WITH PAO DO FOR YOU?
	Understanding your relationship with PAO does several things for you:

(1) It enables you to develop a "win-win" relationship with PAO.

(2) It enables you to better support CMC initiatives (e.g. publicize the USMC, enhance horizontal information flow, etc.).

(3) It enables you to develop plans, policies and procedures for working with PAO. Recommend that this include a plan for assessing priorities.

(4) It enables you to anticipate their requirements and prepare to support.

(5) It enables you to request direct liaison (DIRLAUTH) authority. This will facilitate smoother support and tasking. 

	 
	 


 

	 Paragraph 7070 Introduction to Multimedia

	 
	 

	WHAT IS MULTIMEDIA?
	Multimedia is the incorporation of video, photo and graphics into one medium. It combines the unique strengths of each medium to clearly communicate complex ideas.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT MULTIMEDIA?
	You need to know about multimedia for several reasons: 

(1) Rapidly developing VI technology quickly tears down the walls that used to separate photo graphics and video with hardware and software overlapping in many areas. For instance Adobe Photoshop can be used to support requirements in video graphics and photo.

(2) Most customers seek a multimedia product for better communication of their ideas. 

(3) Recent manpower reductions left sections thinly manned. Managers using a multimedia approach to customer service use their assets more efficiently. For instance, the graphics shop isn’t working overtime while there is a lull in video production. All sections work equally as hard.

(4) Working as a multimedia section facilitates cross training, enhances skills and better prepares Marines for 4691 MSgt or 4602 Warrant Officers.

	 
	 

	WHAT DOES A KNOWLEDGE OF MULTIMEDIA DO FOR YOU?
	Understanding your relationship with Multimedia does several things for you:

(1) It facilitates better customers support. 

(2) It enables you to maintain pace at a high op-tempo with relatively few personnel. 

(3) It creates an environment of mutual support wherein your personnel are less likely to feel overwhelmed. 

(4) It encourages teamwork and cross training both of which add depth and flexibility to your unit’s readiness. For Instance: A JTF commander might only have room for 1 4600. A Marine who has been trained in multimedia will provide the commander with multi-capabilities vices a Marine who has been trained to perform only photographic functions. 

(5) Enables you to keep abreast of current technology. This will help you find suitable training seminars for your people and find upgrade software.

(3) It enables to establish procedures for working with PAO. Recommend that this include a plan for assessing priorities.

(4) It enables you to anticipate their requirements and prepare to support.

(5) It enables you to request direct liaison (DIRLAUTH) authority. This will facilitate smoother support and tasking. 


 

	 Paragraph 7080 Introduction to Broadcasting (LTDS)

	 
	 

	WHAT IS BROADCASTING?
	Broadcasting for our purposes refers to distributing a television signal to our Marines and their families.

VI managers are responsible for transmitting the television signal to the customers monitor. We are also responsible for producing some of the productions aired.

Public Affairs is responsible for reviewing and releasing the content (e.g. Carolina Marine, KPEN, etc.) to be aired.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT BROADCASTING?
	You need to know about broadcasting for several reasons: 

(1) Depending on local requirements, broadcasting may be one of your jobs. Regardless of your location, video products produced by your activity may be part of the broadcasting content. 

(2) Broadcasting requires that you interface with Public Affairs. 

(3) Understanding broadcasting will help you anticipate Public Affairs requirements and aid in the development of a mutually supportive relationship. 

(4) Broadcasting facilitates distribution of your video and multimedia products. 

	 
	 

	WHAT DOES KNOWLEDGE OF BROADCASTING DO FOR YOU?
	Understanding broadcasting does several things for you:

(1) It challenges you to closely monitor the needs of your customer. For instance, a deploying MEU would most likely want to see information about the countries it will visit. The MEU commander may want to broadcast various briefs that communicate his intent to the Marines.

(2) Broadcasting can advertise the quality of your products.

(3) Broadcasting can help you facilitate better horizontal information flow.


 

	 Paragraph 7090 Introduction to Local Archives 

	 
	 

	WHAT ARE LOCAL ARCHIVES?
	Local archives are repositories of readily available imagery. The local archive exists to support customers with photography, videography, multimedia, graphics and art.

The local archive is not intended to replace the Marine Corps multimedia accessioning point, Defense Visual Information Center, or the Joint Combat Camera Center.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT LOCAL ARCHIVES?
	You need to know about Local Archives because they directly support your customer. Your customers often need imagery at the last moment. A local archive ensures a prompt, professional response. 

	 
	 

	WHAT DOES 

KNOWLEDGE OF LOCAL ARCHIVES DO FOR YOU?
	Understanding Local Archives does several things for you:

(1) Enables you to develop a documentation plan that anticipates and supports your customers needs.

(2) It highlights the need to query other sources for imagery (e.g., MCMMAP, DVIC, JCCC).

(3) Enables the quick support of imagery to other CVICs in your region.

	 
	 


 

	 Paragraph 7100 How to Critique VI Products

	 
	 

	WHAT IS A CRITIQUE
	A critique is the opportunity to review what’s good and bad about a product or service. A critique is an opportunity to learn how to improve. Critiques should happen as often as possible, and to involve everyone in the section, old and new alike. Critiques ARE NOT a reason to belittle, embarrass, or ridicule.

Recommend that you read as much as possible about graphics, photo, video and repro.

Learn the terms and jargon so that you communicate with your Marines. Require them to use MOS specific terminology, especially during critiques.

	 
	 

	WHEN IS THE CRITIQUE DUE?
	The critique is done as often as possible. Critiques are especially important for junior Marines and should be done several times throughout the day.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT A CRITIQUE?
	You need to know about critiques to sharpen skills, improve communication about what is required, and identify training challenges. Critiques exist to eliminate bad habits, turn weaknesses into strengths, and reinforce good habits.

	 
	 

	WHAT DOES THE CRITIQUE DO FOR YOU?
	The critique does several things for you:

(1) It enables you to assess and improve the technical skills of your junior Marines.

(2) It enables you to monitor and improve the critique skills of your SNCO.

(3) It enables you to develop a training program that consistently improves the quality of your Marines skills.

(4) Builds self-confidence while reducing over stuffed egos.

	 
	 

	HOW DO YOU CONDUCT A SUCCESSFUL CRITIQUE?
	Steps:
	What you do:
	Notes:

	
	1
	Study the product and determine what areas need improvement and what elements of the product should be used in future projects. Tell the Marine(s) that they are about to be critiqued.
	YOU need to know what is specifically wrong before you can tell your Marine(s) how to improve the product.

Vague statements like, "That sucks" leaves your Marine(s) to guess what is wrong with the work and doesn’t tell them how to improve. This should be done on a positive note.

	 
	2
	Tell the Marine(s) that they are about to be critiqued.
	This should be done on a positive note.

	
	3
	Ask the Marine(s) what the mission was if they feel if it was accomplished.
	 

	 
	4
	Clarify the mission if required
	 

	 
	5
	Ask the Marine(s) how they can do the work better.
	ALWAYS get an answer to this question. Never accept "I don’t know" as an answer.

	 
	6
	Identify a positive feature and specify why you like it.
	ALWAYS start on a positive note.

	 
	7
	Identify specific challenges and ask how the Marine(s) thinks he can fix it.
	Listen to your Marine(s), and try to help him find the answer on his own.

	 
	8
	Identify the remaining positive features tell them what makes these features good.
	ALWAYS try to end on a positive note.

	 
	9
	Repeat as often as necessary.
	Use a good blend of individual and group critiques.


 

	 Paragraph 7110 How to Write a VIRIN

	 
	 

	WHAT IS A VIRIN
	A Visual Information Record Identification Number (VIRIN) is the DOD standard for assigning an archive retrieval code for each photograph, video sequence, piece of artwork, video production or multimedia production.

The VIRIN consists of fields that represent the date, service, cameraman’s information, and sequential number. Example:

19991208-M-1234A-029

	 
	19991208
	M
	1234A
	029

	 
	Year/month/day
	M = Marine
	Cameraman’s last 4 and last initial
	Sequential number. This is the 29th image taken by this photographer on 19991208

	 
	 

	WHEN IS THE VIRIN DUE?
	The VIRIN should be completed as soon as possible after the image is "made".

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE VIRIN?
	You need to know about VIRIN’s because they are the ONLY DOD-approved means to code, file and retrieve imagery. VIRIN’s are file names for your digital imagery files.

	 
	 

	WHAT DOES THE VIRIN DO FOR YOU?
	The VIRIN does several things for you:

(1) It enables you to submit imagery to the Defense Visual Information Center (DVIC). DVIC is a DOD imagery repository that stores images for approximately ten years before forwarding them to the National Archives.

(2) It provides a tool for you to manage local archives.

(3) It provides a tool for you to quickly retrieve specific images (especially if the VIRIN is printed inconspicuously on the VI product).

(4) It helps DVIC to quickly research and retrieve images for your command.

	 
	 

	HOW DO YOU WRITE A VIRIN?
	Steps:
	What you do:
	Notes:

	
	1
	Select imagery for submission to the Marine Corps Multimedia Accessioning Point (MCMMAP)
	Choose well composed, technically correct, imagery that meets the scanning standards (see the VIM website at www.tediv.usmc.mil/vim).

	 
	2
	Assign a VIRIN to each image selected.
	For video this applies to sequences and productions. It also applies to artwork and multimedia products.

	
	3
	Regarding photography, save the .jpg file using the VIRIN as the file name.
	 

	 
	4
	Joe, please finish this for video. Thanx..
	 

	 
	5
	Michele, please finish this for artwork and multimedia. Thanx
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 7120 How to Write a Caption

	 
	 

	WHAT IS A CAPTION?
	A caption is a brief narrative that describes an image (e.g. photograph or artwork). A good caption answers the questions who, what, where, when, why and sometimes how.

	 
	 

	WHEN IS THE CAPTION DUE?
	The caption is due as soon as possible after the image is exposed or created. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT A CAPTION?
	You need to know about captions for several reasons:

(1) Captions add historical value to imagery. 

(2) Captions are required if an image to be accepted by the MCMMAP or DVIC. In other words, imagery without captions will NOT be accessioned.

(3) Captions have historically been one of the areas in which photographers and illustrators need the most improvement.

(4) Well-written captions add to the value and usability of your imagery. For instance, newspapers, magazines and book authors are more likely to use imagery that is captioned vices imagery that is not.

(5) The HQMC Historical Division routinely slams us on our caption writing skills. They need thorough, accurate captions in order to use your imagery with historical credibility.

	 
	 

	WHAT DOES THE CAPTION DO FOR YOU?
	The caption does several things for you:

(1) A well-written caption is just as important as the image itself.

(2) Well-written captions help to get your imagery published. Well-published imagery helps to advertise your unit’s successes. This supports CMC guidance

(3) Captions ensure that the imagery your Marines risk their lives to capture will get sent to the MCMMAP.

(4) Well-written captions significantly add to your ability to support PAO.

	 
	 

	HOW DO YOU WRITE A CAPTION?
	Steps:
	What you do:
	Notes:

	
	1
	You write a caption from the viewpoint of Mr. Joe Public (e.g. avoid using military jargon or acronyms).
	 

	 
	2
	Gather specific information during the shoot.
	More is always better -- if possible.

	
	3
	Write a caption that provides specific examples for "who, what, where, when, why and how".

For instance: a "bad" caption would read, "Marine General in Japan for ceremony honoring the 50th anniversary of the battle of Iwo Jima.

A "good" version of this caption would read, "General Charles Krulak, Commandant of the United States Marine Corps, addresses survivors of the Battle of Iwo Jima during the 50th anniversary of the Battle of IwoJima on November 10, 1999, at the foot of Mount Suribachi in Japan. This ceremony is one of several commemorating the fiftieth anniversary of significant battles during world war II. 
	 

	 
	4
	Store the caption in the file info portion of PhotoShop.
	 

	 
	5
	Critique your Marines captions routinely.
	Critique, critique, critique.

	 
	6
	Check with the MCMMAP for feedback.
	 


 

	 Paragraph 7130 How to Title a Video Production

	 
	 

	WHAT IS A CRITIQUE
	 

	 
	 

	WHEN IS THE CRITIQUE DUE?
	 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT A CRITIQUE?
	 

	 
	 

	WHAT DOES THE CRITIQUE DO FOR YOU?
	 

	 
	 

	HOW DO YOU CONDUCT A SUCCESSFUL CRITIQUE?
	Steps:
	What you do:
	Notes:

	
	1
	Joe, please finish this. Thanx.
	 

	 
	2
	 
	 

	
	3
	 
	 

	 
	4
	 
	 

	 
	5
	 
	 

	 
	6
	 
	 

	 
	7
	 
	 

	 
	8
	 
	 

	 
	9
	 
	 


 

	 Paragraph 7140 How to Slate and Title Video Imagery and Productions

	 
	 

	WHAT IS A SLATE AND VIDEO TITLE?
	Joe, please finish. Thanx

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT SLATING AND TITLING VIDEO?
	Joe, please finish. Thanx

	 
	 

	WHAT DOES TITLING AND SLATING DO FOR YOU?
	Joe, please finish. Thanx

	 
	 

	HOW DO YOU TITLE AND SLATE VIDEO PRODUCTIONS?
	Steps:
	What you do:
	Notes:

	
	1
	Joe, please finish. Thanx
	 

	 
	2
	 
	 

	
	3
	 
	 

	 
	4
	 
	 

	 
	5
	 
	 

	 
	6
	 
	 

	 
	7
	 
	 

	 
	8
	 
	 

	 
	9
	 
	 


 

	 Paragraph 7150 How to Develop a Garrison Documentation Plan

	 
	 

	WHAT IS A GARRISON DOCUMENTATION PLAN?
	A Garrison Documentation Plan outlines your intent for coverage of the sub units, exercises and operations in your unit/region. 

For instance, if you worked at a division for a year, you should have documented all major exercises, various types of equipment, artillery, infantry, air wing, new construction, and natural disasters, etc.

If you work at an Air Station or Base for a year, you should have documented projects such as MBST, Crisis Action Center exercises, historical visits, new construction, and natural disasters, etc.

	 
	 

	WHEN IS THE GARRISON DOCUMENTATION PLAN DUE?
	The Garrison Documentation Plan is due to your staff in August of each year.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT A GARRISON DOCUMENTATION PLAN?
	You need to know about a Garrison Documentation Plan because VI records are a key part of our nation’s history. Historical documentation is one of your missions. You need to understand the historical significance of events on your base so you can plan to document these events.

	 
	 

	WHAT DOES THE GARRISON DOCUMENTATION PLAN DO FOR YOU?
	The Garrison Documentation Plan does several things for you:

(1) It helps to predict work requirements.

(2) It helps to predict the expenditure of materials and supplies.

(3) It directly supports your historical officer.

(4) It helps you to work with and support Public Affairs.

(5) It helps to identify and coordinate training opportunities.

	 
	 

	HOW DO YOU WRITE A SUCCESSFUL GARRISON DOCUMENTATION PLAN?
	Steps:
	What you do:
	Notes:

	
	1
	Review your local archive and assess weaknesses and make them priority for the upcoming year’s documentation plan.
	For instance, if you don’t have pictures of tanks, document and plan to get pictures of tanks in the upcoming year.

	 
	2
	Look at your unit’s TEEP (See paragraph 7050).
	You will find this in G3 or Ops and Training.

	
	3
	Identify exercises that need to be documented.
	Customer requests receive highest priority. Items not covered last year receive 2nd highest priority.

	F
	4
	Identify exercises that would make good training opportunities for your Marines.
	 

	 
	5
	Write a plan that supports these requirements in detail.
	The plan lists each requirement assigning a photographer, videographer and artist as required. A documentary job is an opportunity for you to let your junior Marines work with your senior Marines.

	 
	6
	Publish your plan to each section head
	 

	 
	7
	Review your plan routinely.
	 

	 
	8
	Identify the remaining positive features tell them what makes these features good.
	ALWAYS try to end on a positive note.

	 
	9
	Repeat as often as necessary.
	Use a good blend of individual and group critiques.


 

	 Paragraph 7160 Introduction to the Graphic Section 

	 
	 

	WHAT IS THE GRAPHIC SECTION?
	The graphic section exists to support your customers’ graphical imagery requirements. 4611’s are trained in color theory, two dimensional design, typographical design, illustration, web page design, layout and printing preparation, computer graphics, and basic drawing.

The graphic section complements your other sections, especially when your CVIC is organized as a multimedia section. 

Recommend that you read as much as possible about graphics and visit civilian graphic shops. 

Learn the terms and jargon so that you communicate with your Marines. Require them to use graphics terminology, especially during critiques.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE GRAPHIC SECTION?
	You need to know about the graphic section for several reasons:

(1) It’s a great tool for customer support.

(2) It’s especially conducive to computer-based graphics and imagery manipulation.

(3) It presents the ability to enhance the aesthetics of your products. This is especially important when your customer needs to sell a plan, lobby for funds, convince higher headquarters, maintain the attention of young Marines, present a professional image, etc.

(4) It usually acts as hub of multimedia products. Graphics makes other types of imagery more useful. For instance, a collection of photographs doesn’t convey the same message as a well-organized booklet that uses text and graphics to clarify ideas and communicate thoughts.

	 
	 

	WHAT DOES A KNOWLEDGE OF THE GRAPHIC SECTION DO FOR YOU?
	Understanding the graphic section does several things for you:

(1) It ensures that you can communicate how graphics can support your customers. You must know a weapon system’s capabilities before being able to command the highest effectiveness.

(2) It facilitates cross training between MOSs.

(3) It enables you to identify projects that would be better with graphic support.

(4) It helps you to identify and correct training deficiencies. 

(5) It helps you to ensure that your products have as much visual impact as possible.

(6) It enables you to market the types of services that best support the customers’ needs vice their wants (e.g. creation of high level briefs vs. laying out simple charts for the police sergeant). 

(7) It enables you to determine and publish priorities of support (e.g. ops, intel, logistics, etc.).

(8) It enables you to determine which products and services could be most efficiently managed as self-help programs (e.g. chart layout, large format copying, lamination, etc.).

(9) It ensures that you employ your Marines in accordance with their capabilities (e.g. an interactive CD takes longer than a "day or two").

(10) It enables you to prioritize things like equipment procurement, equipment repair, software updates, etc.


 

	 Paragraph 7170 Introduction to the Photographic Section

	 
	 

	WHAT IS THE PHOTOGRAPHIC SECTION?
	The photographic section exists to support your customers’ photographic imagery requirements. 4641’s are trained in light theory, exposure, focus techniques, basic composition and lighting.

The photographic section complements your other sections, especially when your CVIC is organized as a multimedia section. 

Recommend that you read as much as possible about photography and visit civilian photographic studios and printing facilities. 

Learn the terms and jargon so that you communicate with your Marines. Require them to use photographic terminology, especially during critiques.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE PHOTOGRAPHIC SECTION?
	You need to know about the photographic section for several reasons:

(1) It’s a great tool for customer support.

(2) It’s especially conducive to digital imaging.

(3) It presents the ability to photographically document key events and issues.

(4) It empowers your customers to communicate with high quality photographs. In doing so, substantially enhance the credibility of their message. For instance, if the MEF G-4 needs depot level maintenance for badly corroded systems then photographs could amplify the situation and expedite support. 

	 
	 

	WHAT DOES A KNOWLEDGE OF THE PHOTOGRAPHIC SECTION DO FOR YOU?
	Understanding the photographic section does several things for you:

(1) It ensures that you can communicate how photography can support your customers. You must know a weapon system’s capabilities before being able to command the highest effectiveness.

(2) It facilitates cross training between MOSs.

(3) It enables you to identify projects that would be enhanced through photographic support.

(4) It helps you to identify and correct training deficiencies. Common areas include creative photography, visual storytelling, photojournalism, advanced software techniques, etc.

(5) It helps you to ensure that your products have as much visual impact as possible.

(6) It enables you to market the types of services that best support the customers’ needs vice their wants (e.g. taking intelligence photographs vs. staging "grip and grins"). 

(7) It enables you to determine and publish priorities of support (e.g. ops, intelligence, logistics, etc.).

(8) It enables you to determine which products and services could be most efficiently managed as self-help programs (e.g. most awards ceremonies, most retirement photographs, etc.).

(9) It ensures that you employ your Marines in accordance with their capabilities, For example; a photo booklet takes longer to produce than a stack of color prints.

(10) It enables you to prioritize things like equipment procurement, equipment repair, software updates, etc.


 

	 Paragraph 7180 Introduction to the Video Section 

	 
	 

	WHAT IS THE VIDEO SECTION?
	The video section exists to support your customers’ video imagery requirements. 4671’s are trained in basic camera techniques, sequencing, basic editing, lighting, audio and limited video engineering.

The video section complements your other sections, especially when your CVIC is organized as a multimedia section. 

Recommend that you read as much as possible about video and visit civilian video studios, television stations, production facilities, reproduction companies, etc..

Learn the terms and jargon so that you communicate with your Marines. Require them to use video terminology, especially during critiques.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE VIDEO SECTION?
	You need to know about the video section for several reasons:

(1) It’s a great tool for customer support.

(2) It’s especially conducive to relaying complex ideas in a short length of time. This significantly improves communication since Marines who miss a brief or class can watch it on videotape.

(3) It presents the ability to communicate a consistent message to several groups both simultaneously and at different times. This is especially important when your customer needs to conduct required training to a scattered audience. For instance, the CG IMEF could tape a pre-deployment brief to be broadcast at units all around Camp Pendleton, Miramar, Yuma and 29 Palms.

	 
	 

	WHAT DOES A KNOWLEDGE OF THE VIDEO SECTION DO FOR YOU?
	Understanding the video section does several things for you:

(1) It ensures that you can communicate how video products can support your customers. You must know a weapon system’s capabilities before being able to command the highest effectiveness.

(2) It facilitates cross training between MOSs.

(3) It enables you to identify projects that would be better with video support.

(4) It helps you to identify and correct training deficiencies. Some common areas include; sequencing, storytelling, framing and composition, using multiple- camera angles, shooting to edit, and advanced editing techniques.

(5) It helps you to ensure that your products have as much visual impact as possible.

(6) It enables you to market the types of services that best support the customers’ needs vice their wants (e.g. preparing a "game tape" for commanders to critique their Marines’ training vs. producing a retirement video). 

(7) It enables you to determine and publish priorities of support (e.g. ops, intel, logistics, etc.).

(8) It enables you to determine which products and services could be most efficiently managed as self-help programs (e.g. "talking head" situations, retirement videos, etc.).

(9) It ensures that you employ your Marines in accordance with their capabilities (e.g. a scripted video production takes longer than a "day or two").

(10) It enables you to prioritize things like equipment procurement, equipment repair, software updates, etc. 


 

	 Paragraph 7190 Introduction to the Repro Section 

	 
	 

	WHAT IS THE REPRO SECTION?
	The repro section exists to support your customers’ printing requirements. 4615’s are trained in basic layout, negative stripping and setup, plate preparation, copy camera operation, lithographic equipment operation, press layout, and finishing (e.g. collating, stapling, cutting, etc.).

The repro section complements your other sections, especially when your CVIC is organized as a multimedia section. 

Recommend that you read as much as possible about repro and lithography, visit civilian print shops.

Learn the terms and jargon so that you communicate with your Marines. Require them to use repro terminology, especially during critiques.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE REPRO SECTION?
	You need to know about the repro section for several reasons:

(1) It’s a great tool for customer support.

(2) It represents a cost-effective means of mass producing communication and educational products. 

(3) It presents the ability to increase the availability of your products. This is especially important when your customer needs to communicate a consistent message (e.g. everyone gets the same course material or SOP), publish tools for managing processes (e.g. range cards, checklists, etc.), or providing reference material to students and brief attendees.

	 
	 

	WHAT DOES KNOWLEDGE OF THE REPRO SECTION DO FOR YOU?
	Understanding the repro section does several things for you:

(1) It ensures that you can communicate how repro can support your customers. You must know a weapon system’s capabilities before being able to command the highest effectiveness.

(2) It facilitates cross-training between MOSs.

(3) It enables you to identify projects that would be better with printing support.

(4) It helps you to identify and correct training deficiencies. Common areas include basic layout, printing from digital files, digital plate preparation, equipment troubleshooting, etc.

(5) It helps you to ensure that your products have as much visual impact as possible.

(6) It enables you to market the types of repro services that best support the customers’ needs vice their wants (e.g. printing cargo-pocket-sized combat SOP on waterproof paper vs. printing invitations to a retirement ceremony). 

(7) It enables you to determine and publish priorities of support (e.g. ops, intelligence, SOP, logistics, formal schools, etc.).

(8) It enables you to determine which products and services could be most efficiently managed as self-help programs (e.g. copy services, large collating jobs, etc.).

(9) It ensures that you employ your Marines in accordance with their capabilities (e.g. printing a 200 page course book takes longer than an "hour or two").

(10) It enables you to prioritize things like equipment procurement, equipment repair, software updates, etc.


 

	 Paragraph 7200 Introduction to the AV Equipment Library

	 
	 

	WHAT IS THE AV EQUIPMENT LIBRARY?
	The AV equipment library exists to support your customers’ audiovisual (AV) requirements. This section used to be managed by 4621’s and 4653’s. The mission didn’t go away when those MOS’s were eliminated.

Recommend that you read as much as possible about AV equipment, its use, basic engineering (e.g. cables and connectors), visit civilian AV equipment shops.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE AV EQUIPMENT LIBRARY?
	You need to know about the AV equipment library for several reasons:

(1) It’s a great customer support asset. It enables customers to help themselves with simple AV requirements (e.g. projecting the brief your multimedia section produced).

(2) It represents a cost-effective means of supporting AV requirements. It’s more efficient to maintain a centrally managed AV equipment library than to buy expensive LCD projectors for every unit on base. 

(3) It presents the ability to increase the availability of your products. Images on a video are not worth much, if you cannot view them. A digital brief is best viewed on a large screen.

	 
	 

	WHAT DOES KNOWLEDGE OF THE AV EQUIPMENT LIBRARY DO FOR YOU?
	Understanding the repro section does several things for you:

(1) It ensures that you schedule your manpower assets to support both their primary mission and the additional duty of staffing the AV equipment library.

(2) It enhances your Marines’ understanding of what their customers have to do in order to view their products.

(3) It enables you to control delivery methods and budget for AV equipment.

(4) It helps you to ensure that your products have as much visual impact as possible, especially when you view your products on the same equipment your customers use.

(5) It enhances your ability to market VI products.

(6) It teaches your Marines good time management skills as they can’t work production issues and man the AV equipment library at the same time.

NOTE: Some CVIC have transferred their AV equipment library to base property because it’s basically a supply function. If your bases works this way then you need to develop a tool for tracking the quality of support (e.g. current technology, scratch-free lenses, etc.). Devote your efforts to world-class customer support -- regardless of who owns the equipment. Remember you are the VI manager!


 

	 Paragraph 7210 How to Work with and Control Classified Material

	 
	 

	WHAT IS CLASSIFIED MATERIAL?
	Classified material is information that requires limited and controlled access for the sake of national security.

The four most common security classifications are (1) unclassified, (2) confidential, (3) secret and (4) top secret.

	 
	 

	WHY DO YOU NEED TO KNOW HOW TO WORK WITH AND CONTROL CLASSIFIED MATERIAL?
	You need to know how to work with and control classified material for three main reasons:

(1) In order to maintain security procedures, protect operational security, and prevent security violations.

(2) As the VI manager you are responsible for everything that goes on in your section. This includes educating your subordinates on the proper methods of working with and handling classified material.

(3) Everyone in your section must be aware that security violations are subject to the Uniform Code of Military Justice.

	 
	 

	WHAT DOES KNOWING HOW TO WORK WITH AND CONTROL CLASSIFIED MATERIAL DO FOR YOU?
	A knowledge of how to work with and control classified material does several things for you:

(1) It helps to support classified mission requirements.

(2) It identifies training and clearance requirements.

(3) It prevents sloppy handling of classified material and potential security violations.

(4) It helps you to support commanders and warfighters as all OpPlans are classified. By extension it adds to your operational credibility.

(5) It helps you to identify and budget for equipment and materials that support classified missions (e.g. removable hard drives).

	 
	 

	HOW DO YOU WRITE A SUCCESSFUL DOCUMENTATION PLAN?
	Steps:
	What you do:
	Notes:

	
	1
	Read OPNAVINST. 5510.1I
	.

	
	2
	Familiarize yourself with local orders pertaining to classified material.
	 

	
	3
	Ask the security manager (usually the G-1) to review your security procedures.
	 

	F
	4
	Publish your internal SOP for handling and control of classified material.
	Require regular classes and signed attendance rosters. You want to be able to confirm that everyone in your section KNOWS the proper methods for handling classified material.

	 
	5
	Appoint a Security NCO in writing. Make sure that he maintains a security file that includes verification of your Marines’ security clearances.
	Routinely spot check this file for accuracy and completeness.

	 
	6
	Publish access rosters.
	 

	 
	7
	Conduct routine training. Ensure that your personnel attend all mandatory classes.
	Check with your unit’s security manager for course dates.


 

	 Paragraph 7220 How to Manage Augmentation during Deployment

	 
	 

	WHAT IS AUGMENTATION DURING DEPLOYMENT?
	Augmentation during deployment is a standard practice in the 46XX community. It involves augmenting a deployable unit with personnel and equipment during a deployment.

Augmentation has almost always included personnel AND equipment. Generally speaking, it is not an "either or" proposition. The augmentees must be equipped to support the mission.

	 
	 

	WHY DO YOU NEED TO KNOW HOW TO MANAGE AUGMENTATION DURING DEPLOYMENT?
	You need to know how to manage augmentation during deployments for several reasons:

(1) Combat Camera units are not large enough to support all mission requirements. Augmentation enables operational commanders to apply VI capabilities where required when the T/O is insufficient to the mission. Augmentation isn’t limited to the local base it can include all CVIC in a region.

(2) As the VI manager in the operational forces who must request augmentation, it’s important to know how to request augmentees, and to develop a training and employment plan that facilitates a high state of readiness, good rapport between garrison and fleet 46XX’s and the ability to accomplish the operational mission.

(3) As a VI manager in the garrison, you may, on occasion, provide augmentation to the operational forces. It’s important to know how to keep your Marines ready for combat, and to actively participate in training to facilitate a high state of readiness, good rapport between garrison and fleet 46XX’s and the ability to accomplish both the operational and garrison missions.

	 
	 

	WHAT DOES KNOWING HOW TO MANAGE AUGUMENTATION DURING DEPLOYMENT DO FOR YOU?
	A knowledge of how to manage augmentation during deployment does several things for you:

(1) It helps you support "real world" operational missions.

(2) It gives your Marines the opportunity to do the more challenging and "fun Marine stuff" (e.g. rappelling, patrolling, etc.). This can significantly improve morale and reenlistment rates. It gives a "wake up call" to those 46XX personnel who have grown accustom to the 0730 to 1630 garrison environment.

(3) It validates our doctrine.

(4) It produces a cadre of Marines with operational experience. These individuals will eventually become 4691’s or 4602’s. It’s imperative that we develop senior 46XX personnel who can make sound operational decisions.

(5) It helps you to identify training requirements.

(6) It helps to identify and correct procedural challenges (e.g. requesting augmentation).

(7) It assists in justifying O&M funds to support readiness training which is always a key concern. 

	 
	 

	HOW DO YOU MANAGE AUGMENTATION DURING DEPLOYMENT?
	Steps:
	What you do:
	Notes:

	
	1
	Garrison and operational VI managers should meet at least quarterly to discuss the TEEP and pending operational deployments.
	This includes the Combat Camera Officer, the CVIC OIC, and the Combat Camera Marines on the MEU’s.

	
	2
	Develop a mutually supporting training schedule that prepares your Marines for "real world" contingencies. Additionally, the operational VI manager must also prepare his "remain behind" force for augmenting the garrison mission.
	Examples include combat documentation, exposing imagery during times of darkness, patrolling, weapons handling and care, land navigation, forensic photography (e.g. autopsies, document war crimes, etc.), rappelling, MAGTF 101, integrating with a grunt unit, etc.

	
	3
	Develop and exercise a contingency plan for augmentation.
	Identify who will augment, ensure they have their shots, wills, power of attorney, dog tags, plan to pay their bills, etc.

	F
	4
	Work with your G-1 to develop an SOP for the paperwork required to request and support augmentation.
	This includes a naval message that identifies skills and capabilities required to support the mission.

	 
	5
	Prepare a draft naval message that can be quickly published in time of augmentation..
	 

	 
	6
	Practice augmentation during local training exercises.
	This will develop a good rapport between units/Marines. It will also substantially improve the augmentees’ chances for mission accomplishment.


 

	 Paragraph 7230 How to Manage DAVIS and DITIS

	 
	 

	WHAT IS DAVIS AND DITIS?
	Defense Automated Visual Information System / Defense Instructional Technology Information Systems

	 
	 

	WHY DO YOU NEED TO KNOW HOW TO MANAGE DAVIS AND DITIS?
	You need to know how to manage DAVIS and DITIS for several reasons: it will assist you in identifying training video production 

(1) There may be a product already in the system that may satisfy your requirement.

	 
	 

	WHAT DOES KNOWING HOW TO MANAGE DAVIS AND DITIS DO FOR YOU?
	A knowledge of how to manage DAVIS and DITIS does several things for you:

(1) It helps you to prevent duplication of effort and assist you in getting the most bang for the buck... 

	 
	 

	HOW DO YOU MANAGE DAVIS AND DITIS?
	Steps:
	What you do:
	Notes:

	
	1
	www.dodimagery.afis.osd.mil
	Click on DAVIS/DITIS icon to access

	
	2
	 
	 

	
	3
	 
	 

	F
	4
	 
	 


 

	 Chapter 8 Training

	 
	 

	OVERVIEW
	This chapter describes training issues, opportunities and requirements for 46XX Marines.

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO 3104.1
	MC Visual Information and Combat Camera Support Manual
	 

	 
	(b)
	 
	 
	 

	 
	(c)
	 
	 
	 

	 
	(d)
	 
	 
	 

	 
	(e)
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 

	IN THIS CHAPTER
	This chapter contains:

	 
	Topic
	Paragraph
	See page

	 
	Formal Schools
	8010
	 

	 
	University Level Training
	8020
	 

	 
	Local Education Opportunities
	8030
	 

	 
	Cross Training
	8040
	 

	 
	Secondary MOS
	8050
	 

	 
	Workshops and Seminars
	8060
	 

	 
	SME Funds
	8070
	 

	 
	Broadcasting (LTDS)
	8080
	 

	 
	Mobile Training Teams
	8090
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 8010 Formal Schools

	 
	 

	WHAT ARE FORMAL SCHOOLS?
	Within OCCFLD 46, formal schools include several courses taught in three locations:

(1) Defense Information School (DINFOS), Fort Meade, MD, teaches MOS-producing and skill enhancement courses for MOS’s 4611, 4641, 4671 and 4691.

(2) Defense Mapping School (DMS), Fort Belvoir, VA, teaches MOS-producing and skill enhancement for MOS’s 4612 and 4616.

(3) Defense Logistics School, Fort Lee, VA, teaches a Contracting Officers’ Representative Course which can apply to all 46 MOS’s.

 

	 
	 

	WHEN IS THE FORMAL SCHOOLS CALL UP DUE?
	The annual Formal Schools Call up is usually published in February. Responses are due to VIM in June. Negative responses are required. See paragraph 6060.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT FORMAL SCHOOLS?
	You need to know about formal schools for several reason:

(1) Your mission accomplishment depends on how well your Marines are trained. They get a portion of this training from the formal schools.

(2) The formal schools offer a collection of courses designed to improve certain skill sets. You need to know which courses are available in order to prepare your Marines for ever more challenging mission requirements.

(3) The mission essential and skill enhancement courses provide documentation and justification for your Marines’ bid for reenlistment.

(4) You need to know about the formal schools in order to complete the Formal Schools Call Up, see paragraph 6060.

	 
	 

	WHAT DO FORMAL SCHOOLS DO FOR YOU?
	The Formal Schools do several things for you:

(1) They provide excellent training opportunities for your Marines, usually at NO COST to your command.

(2) They enhance your unit’s capability to perform its mission.

(3) They provide your Marines the opportunity to interface with students from other services (all 46XX formal schools are Joint facilities). This can inspire long-term professional relationships that motivate your Marines to excel. They can also create an environment of healthy competition.

(4) They can augment your local training program. For instance, graduates can become the "trainers".

	 
	 

	HOW DO YOU PREPARE YOUR MARINES FOR FORMAL SCHOOLS?
	Steps:
	What you do:
	Notes:

	
	1
	Identify your mission requirements in terms of training.
	For instance, a requirement to document combat would most likely require the skills taught in the Intermediate Photojournalism course.

	 
	2
	Familiarize yourself with the available courses and their prerequisites.
	Visit the formal schools’ websites for more information:

www.tediv.usmc.mil/vim

	
	3
	Identify which Marines you will recommend for formal school.
	You should always recommend primary and secondary nominees.

	 
	4
	Ensure that your formal school nominees have the appropriate prerequisite or waiver.
	Track the waivers very closely. See paragraph 6060.

	 
	5
	Post your formal school schedule including selectees and standbys, in your troop info area.
	This will help your Marines prepare and plan for attending formal school.


 

	 Paragraph 8020 University Level Training

	 
	 

	WHAT IS UNIVERSITY LEVEL TRAINING?
	Within OCCFLD 46, university level training is limited to two courses taught at the University of Syracuse, Syracuse, NY. 

The courses are Military Photojournalist (MOS 4641) and Military Video Production (MOS 4671).

Each course requires a PCS move in order to attend.

This university level training is contract-based. The US Navy provides the contracting officers’ representative (COR), this person works for the Armed Forces Information Service (AFIS) located in Alexandria, VA. The contract is re-competed every five years.

	 
	 

	WHEN IS THE UNIVERSITY LEVEL CALL UP DUE?
	The University Level Call Up is usually published in January. Responses are due to VIM in April. Negative responses are required. See paragraph 6070.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT UNIVERSITY LEVEL TRAINING?
	You need to know about university level training for several reasons:

(1) Your mission accomplishment depends on how well your Marines are trained. They get a portion of this training from the university taught courses.

(2) University training produces a collection of advanced skills that can substantially improve your unit’s mission capability.

(3) Since the university level training makes the Marine more competitive for promotion, it behooves the Corps for you to be very selective when you recommend nominees.

(4) You need to know about the formal schools in order to complete the University Level Call Up, see paragraph 6070.

	 
	 

	WHAT DOES UNIVERSITY LEVEL TRAINING DO FOR YOU?
	University level training does several things for you:

(1) It gives you a powerful tool (in the form of the graduate) to complete your mission.

(2) It enhances your unit’s capability to perform its mission.

(3) It provides your Marines the opportunity to interface with students from other services (USN and USAF). This can inspire long-term professional relationships that motivate your Marines to excel. They can also create an environment of healthy competition.

(4) It can significantly improve your local training program. Graduates will become the "trainers".

(5) It makes your unit a regional asset. Not every CVIC gets a university level training graduate (there are only 5 quotas per year). When employed as a regional asset, your graduate can significantly improve the quality of VI products and services within a geographic region.

	 
	 

	HOW DO YOU PREPARE YOUR MARINES FOR UNIVERSITY LEVEL TRAINING?
	Steps:
	What you do:
	Notes:

	
	1
	Identify your mission requirements in terms of training.
	For instance, a video production mission could require a university level graduate.

	 
	2
	Familiarize yourself with the available courses and their prerequisites.
	Visit the Syracuse University website for more information:

www.tediv.usmc.mil/vim

	
	3
	Identify which Marines you will recommend for university level training.
	You should always recommend a well-rounded Marine. We don’t need technical prima donnas who shy away from the operational Marine Corps.

	 
	4
	Ensure that your university level training nominees have the appropriate prerequisite or waiver.
	Track the waivers very closely. See paragraph 6070.

	 
	5
	Continue to prepare your selectee until they PCS to NY.
	Both courses are writing intense -- encourage your Marine to take college courses in English and creative writing!


 

	 Paragraph 8030 Local Education Opportunities

	 
	 

	WHAT ARE LOCAL EDUCATION OPPORTUNITIES?
	Relative to OCCFLD 46, local education opportunities consist of any conference, seminar, workshop, technology show or college course, etc. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT LOCAL EDUCATION OPPORTUNITIES?
	You need to know about local education opportunities for several reasons:

(1) Your mission accomplishment depends on how well your Marines are trained. They get a portion of this training from local education opportunities.

(2) Local education opportunities offer specialized skills that can significantly improve your unit’s mission capability.

(3) Limited quotas in formal schools often dictate that you seek local education opportunities, even when trying to complete a prerequisite for a formal school.

(4) You must seek funding for local schools. For this reason it’s recommended that you track job performance and use quantifiable measures to justify additional training.

(5) Local training opportunities often occur during work hours. Therefore you must be committed to schedule flexibility in order to help your Marines reach their potential regarding the VI Vision -- and that is to provide "world class" products and services.

	 
	 

	WHAT DO LOCAL TRAINING OPPORTUNITIES DO FOR YOU?
	Local training opportunities do several things for you:

(1) It hones your Marines’ technical skills in a manner consistent with the open market. This helps them understand both their technical job and what the free market provides. This is necessary if you hope to compete with commercial sources of VI support.

(2) It enhances your unit’s capability to perform its mission.

(3) It can significantly improve your local training program. Working with recognized names in the industry often increases your Marines’ interest in their VI mission. Some of them want to hone their skills and portfolio in order to be more competitive in the commercial sector, which is OK since two thirds of first term Marines will return to civilian life anyway.

	 
	 

	HOW DO YOU PARTICIPATE IN LOCAL TRAINING OPPORTUNITIES?
	Steps:
	What you do:
	Notes:

	
	1
	Identify your mission requirements in terms of training.
	For instance, a video production mission could require finely honed skills in editing, shooting, post-production, etc.

	 
	2
	Familiarize yourself with the training opportunities in your area/region.
	Visit the VIM website for more information:

www.tediv.usmc.mil/vim
Network with your regional VI managers.

	
	3
	Identify which Marines you will recommend for local training.
	You should always recommend a well-rounded Marine. Many of these courses require a personality who can perform in an independent environment.

	 
	4
	Ensure that your local training requirements are budgeted and funded.
	Work with the fund administrator and the comptroller.

Shop for bargains, many corporations offer quantity discounts. Perhaps you could join forces with CVICs in your region to collectively qualify for quantity discounts.

	 
	5
	Track mission improvement in quantifiable terms.
	This data can be used to justify increases in funding to support training requirements. 


 

	 Paragraph 8040 Cross Training and Secondary MOS

	 
	 

	WHAT ARE CROSS TRAINING AND SECONDARY MOS?
	Relative to OCCFLD 46, cross training represents the most common means of skill enhancement. Many sections are very thinly staffed which means that everyone must work for the common good.

Relative to OCCFLD 46, receiving a secondary MOS is one of the best means of documenting skills. Marines with a secondary MOS routinely compete well for promotion to 4691 MSgt and 4602 WO. In other words, a secondary MOS helps to identify and retain well-qualified Marines.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT CROSS TRAINING AND SECONDARY MOS’s?
	You need to know about cross training and secondary MOS’s for several reasons:

(1) Your mission accomplishment depends on how well your Marines are trained. They get a great portion of this training from cross training.

(2) Cross training offers your Marines the opportunity to understand how their MOS-specific products work with other sections (e.g. incorporating video into multimedia productions).

(3) Performing the work necessary to earn a secondary MOS requires you to cross train your Marines and, in smaller CVIC’s, requires the VI manager to employ his sub-sections in a multimedia manner.

	 
	 

	WHAT DOES CROSS TRAINING AND SECONDARY MOS’s DO FOR YOU?
	Cross training and secondary MOS’s does several things for you:

(1) They encourage close working relationships with other MOSs which often result in greater productivity.

(2) They enhance your unit’s capability to perform its mission.

(3) They spark creativity and healthy competition.

(4) They can help when you have one "boat space" and the deployment calls for both video and photo.

	 
	 

	HOW DO YOU PERFORM CROSS TRAINING AND ACQUIRE SECONDARY MOS’s?
	Steps:
	What you do:
	Notes:

	
	1
	Cross training can be formal, informal or both. 
	You will need documentation to support the request for secondary MOS.

	
	2
	Base training objectives on mission requirements and the individual training standards published in the MOS Manual.
	Seek assistance when necessary from regional VI managers.

	
	3
	Identify which Marines you will cross train.
	Make sure that the nominee is already proficient in his MOS.

	 
	4
	Ensure that your local training requirements are budgeted and funded.
	Work with the fund administrator and the comptroller.

Although some job orders will be purely to train your Marines, try to accomplish your training goals with customer requested jobs.

	 
	5
	Document all cross training. The MOS Manual requires six months of on the job training (OJT) before your battalion commander can approve a secondary MOS.
	 

	 
	6
	Repeat as often as necessary.
	Help all of your Marines obtain as many secondary MOS’s as possible. 


 

	Paragraph 8050 Introduction to SME Funds

	 
	 

	WHAT ARE SME FUNDS?
	Funding for Subject Matter Experts (SME) is available through various organizations at Quantico (e.g. VIM, TEDIV, Standards Branch, Doctrine Division, etc.). SME funds are used to support projects that require using experts from within an OCCFLD to validate training standards and/or technology issue. For instance, if VIM wants to convene the VI Technology Team then it would incur an expenditure of SME funds. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE AV EQUIPMENT LIBRARY?
	You need to know about SME funds for two main reasons:

(1) You or your Marines may be requested (usually by name) to participate in an SME conference.

(2) Although SME funds are intended to benefit the section managing them, your unit may benefit indirectly. For instance, if your Marine participates in the technology team then they will likely attend various seminars and conferences increasing their technical skills and subsequently your unit will benefit.

	 
	 

	WHAT DOES KNOWLEDGE OF SME FUNDS DO FOR YOU?
	Understanding SME funds does several things for you:

(1) It enables you to volunteer for SME endeavors.

(2) It enables you to identify issues and projects that could directly benefit the SME fund owner, and indirectly benefit your CVIC or regional CVIC’s.


 

	 Paragraph 8060 Mobile Training Teams

	 
	 

	WHAT ARE MOBILE TRAINING TEAMS?
	Mobile Training Teams (MTT) generally consist of two or three Marines who travel to a unit in order to deliver instruction in a specialized area (e.g. photography, printing, digital imaging, etc.).

The formal schools can support requests for MTT, given enough time and funding. 

VI managers can establish their own MTT, this is especially effective when a addressing regional issues.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT MOBILE TRAINING TEAMS?
	You need to know about Mobile Training Teams for several reasons:

(1) MTT can substantially increase your Marines’ expertise with the equipment and software they use everyday. In other words, they won’t learn on a Mac and then be expected to flawlessly perform the same task on a Windows NT.

(2) MTTs represent a cost effective means to train your entire CVIC in a specific area.

(3) MTTs can be the ideal solution for regional training deficiencies. For instance, if the CVIC’s in a region are instituting new software it may behoove them to collectively assemble and participate in a MTT program to teach their Marines how the new software works.

	 
	 

	WHAT DOES KNOWLEDGE OF MTT’s DO FOR YOU?
	Understanding MTT does several things for you:

(1) It enables you to identify training deficiencies that involve a group. It usually costs less to have a MTT visit your unit than it costs to send all of your Marines TAD to an on site training course.

(2) It can often result in free training for your Marines. For instance, the Marines at 2d Marine Division, New River and Cherry Point may be able to attend MTT training hosted by the CVIC at MCB Camp Lejeune. 

(3) It presents an opportunity for CVIC’s to address and solve regional training deficiencies. This in turn causes regional CVIC’s to communicate and interact which results in better overall management and customer support.

(4) You may be able to identify a regional issue that has Corps-wide implications for which VIM could provide SME funding.

(5) It presents an opportunity to mass funding (e.g. more than one CVIC pays for the MTT) to accomplish regional training objectives. Your unit benefits from all the training but you only have to fund a fraction of the MTT cost.

	 
	 

	HOW DO YOU GET MOBILE TRAINING TEAM SUPPORT?
	Steps:
	What you do:
	Notes:

	
	1
	Identify your group training requirements. 
	Consult with your section heads. 

	
	2
	Check with other regional CVIC’s and the MEU Combat Camera Marines to see if they share the same training requirements.
	Always think in terms of a region -- if you’re going to spend the tax payers’ money then demand the best return possible.

	 
	3
	Call the formal schools and verify if they can support.
	DINFOS and DMS can support MTT requirements, given the funding and sufficient time to plan.

	 
	4
	Call VIM in order to see if there is an SME solution.
	The more our OccFld stays on the "same sheet of music", the more consistent our customer support will be.

	 
	5
	Call commercial vendors to see if they can provide on site training.
	Perhaps you can get other CVIC’s to share the cost.

	 
	6
	Document success and use to validate funding in the next fiscal year.
	This applies to VIM funded issues as well as local O&M expenditures.


 

	 Chapter 9 Training Devices

	 
	 

	OVERVIEW
	This chapter describes how to manage training devices.

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	MCO P5290.1a
	MC TAVSC Manual
	A new order is in the process of being written

	 
	(b)
	 
	 
	 

	 
	 

	IN THIS CHAPTER
	This chapter contains:

	 
	Topic
	Paragraph
	See page

	 
	Overview of the Training Devices Program
	9010
	 

	 
	Working with Training Education Support Branch
	9020
	 

	 
	Working with MARCORSYSCOM
	9030
	 

	 
	Working with the Local Training Shops
	9040
	 

	 
	Customer Support
	9050
	 

	 
	Types of Training Devices
	9060
	 

	 
	Working with Ranges and Air Space
	9070
	 

	 
	Working with NTSC Orlando, FL
	9080
	 

	 
	Minor Training Devices
	9090
	 

	 
	Warehousing and Storage
	9100
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 9010 Overview of the Training Devices Program

	 
	 

	WHAT IS THE TRAINING DEVICES PROGRAM?
	The training devices program is managed by the Training and Education Support Branch (TESB) of Training and Education Division (TEDIV) located at Quantico, VA.

It includes the management of major training devices like Combined Arms Staff Trainers (CAST) and flight simulators. It also includes the management of minor training devices like rubber rifles and mock-ups.

Training Devices Section is separate from, but equal to, the Visual Information Management Section, both of which work directly for the Head, TESB.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE TRAINING DEVICES PROGRAM?
	You need to know about the training devices program for a few reasons:

(1) Because you may find yourself responsible for managing training devices. This is especially likely at major training bases like Quantico, Camp Pendleton, Camp Lejeune, Camp Butler and 29 Palms. 

(2) Since 1978 Visual Information Officers have been responsible for the local management of training devices. Many Marines (46XX’s and customers alike) assume that this is still the case. However, the large training devices have civilians who directly manage the devices.

(3) Because management of training devices includes the management of special funds. Simulator Operator Maintenance (SOM) funds and Contractor Operated and Maintained (COM’s) funds both require that they be spent for very specific purposes. See paragraph 3120.

	 
	 

	WHAT DOES A KNOWLEDGE OF LOCAL ARCHIVES DO FOR YOU?
	Understanding the training devices program improves your ability to support customers who use training devices. It also ensures that you don’t commit an unauthorized obligation with SOM or COM’s funds.


 

	 Paragraph 9020 Coordination and Liaison for Training Device Issues

	 
	 

	WHAT IS COORDINATION AND LIAISON FOR TRAINING DEVICE ISSUES?
	Coordination and liaison for training device issues requires you to interface with many different offices, many of which are outside your chain of command.

It involves inventory, reporting, management of funds, and working with contractors.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT COORDINATION AND LIAISON FOR TRAINING DEVICE ISSUES?
	You need to know about coordination and liaison for training device issues for several reasons:

(1) Properly maintained, supported, and managed training devices have a major impact on the combat readiness of your customers.

(2) There are many issues involved in managing training devices, most of which involve routine coordination and liaison.

(3) There is no formal school or training program that specifically addresses training device management. You’ll learn most of your lessons from working directly with the points of contact listed below.

(4) It is helpful to understand that if "poor training kills Marines" then "poor training support also kills Marines". 

	 
	 

	WHAT DOES A KNOWLEDGE OF COORDINATION AND LIAISON FOR TRAINING DEVICE ISSUES DO FOR YOU?
	Understanding coordination and liaison for training device issues does several things for you:

(1) It enables you to manage a Training Devices section that provides outstanding customer support. 

(2) It ensures that you won’t commit an unauthorized obligation of SOM or COM’s funds.

(3) It ensures that you don’t misrepresent the government with a contractor.

(4) It ensures that your training device inventory is routinely maintained and ready for employment.

	 
	 

	HOW DO YOU PERFORM COORDINATION AND LIAISON FOR TRAINING DEVICE ISSUES?
	Steps:
	What you do:
	Notes:

	
	1
	Request a seat in the Contracting Officer’s Representative (COR) course.
	Call the OCCFLD Specialist at VIM, DSN 278-2878.

Check on the availability of local COR training.

	
	2
	Read MCO P5290.2, MC Training Device Management Manual
	 

	 
	3
	Contact your local civilian training device manager. He’s usually located in the Training Support Branch of Base Ops and Training. Ask for guidance and a historical overview.
	This varies slightly from command to command.

	 
	4
	Contact TESB, DSN 278-3717 Ask for information regarding current contracts (e.g. Loral, etc.) and contractual requirements (e.g. FATS).
	Ask for information about the program and the schedule for Training Device conferences (usually an annual event).

Visit their website at www.tediv.usmc.mil for general information.

	 
	5
	Contact MARCORSYSCOM (SST), DSN 278-????. Ask for information regarding your SOM’s and COM’s accounts.
	Ask for information regarding the availability of SOMS and COM’s funds. Ask for specific guidelines on the legal expenditure of SOM’S and COM’s funds.

	 
	6
	Contact the Naval Training Support Center (NTSC) in Orlando, FL, at DSN ???-????
	Ask for information regarding flight simulators.

	 
	7
	Contact your local Ranges and Air Space Management Office. They usually have long term experience in the use and management of training devices aboard your base.
	The Ranges section is usually very versed on issues impacting training devices usage on support ranges (e.g. Precision Gunnery Target Systems).

	 
	8
	Maintain contact with your local training shops (S-3’s, and G-3’s). Get copies of the command’s TEEP’s, this will help you project usage.

Ask for feedback on support and endeavor to improve deficiencies.
	Always focus on customer support!

Remember that the Corps’ two primary missions are to (1) train Marines and (2) win wars.

When MOS’s 4621 and 4653 were eliminated customers had to start providing working parties to issue and receive training devices (e.g. MILES, rubber rifles, mock-ups, etc.). 


 

	 Paragraph 9030 Types of Training Devices

	 
	 

	OVERVIEW:
	Training Devices come in many shapes and sizes. Proper management of training devices requires that you know their names, applications and hazmat requirements. 

	 
	 

	NAME
	APPLICATION
	HAZMAT
	SPECIAL FUNDS

	MILES
	Multiple Laser Engagement System. This laser-based training device records hits on personnel and some equipment like tanks, hummers and LAV’s.
	6 volt batteries
	COMS

	MILES 2000
	Multiple Laser Engagement System 2000. This laser-based training device records hits, accuracy of shots fired and near misses on personnel and some equipment like tanks, hummers and LAV’s.
	6 volt batteries
	COMS

	PGTS
	Precision Gunnery Target System. This device trains LAV Marines to be better gunners
	 
	 

	RETS
	 
	 
	 

	Rubber Rifles
	Rubber rifles are excellent tools for drill practice and swim qualification training
	 
	SOMS

	Pneumatic Mortars
	Pneumatic mortars replicate the sound of explosions on the battlefield
	Propane gas
	SOMS

	ISMT
	 
	 
	SOMS

	AT-4 Trainer
	This device uses a 9mm spotter round to simulate firing the real AT-4 anti-tank weapon.
	9mm ammunition
	 

	TSFO
	 
	 
	COMS

	CAST
	Combined Arms Staff Trainer. This device is used to train Marines how to employ combined arms.
	 
	COMS


 

	 Paragraph 9040 Warehousing and Storage of Training Devices

	 
	 

	WHAT IS WAREHOUSING AND STORAGE OF TRAINING DEVICES?
	Warehousing and storage of training devices usually requires a large warehouse with industrial shelves, barcode equipment, large truck ramps and automated inventory management tools (e.g. laptops and bar coding).

Most CVIC’s that deal with training devices have civilian employees and Marines with MOS 3043 and 3051 (supply Marines) to manage the inventory.

It’s a manpower-intensive endeavor that requires knowledge of supply practices such as "rotating stock".

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT WAREHOUSING AND STORAGE OF TRAINING DEVICES?
	You need to know about warehousing and storage of training devices for several reasons:

(1) Training devices, like all equipment inventories, require accountability. You, or your representative, will sign for the inventory on a consolidated memorandum receipt (CMR).

(2) Since there aren’t enough training devices to equip the entire MEF, you will have to schedule times for units to pick up and return equipment.

(3) Some training devices require the use of hazardous materials (e.g. 6volt batteries, live ammunition, propane gas, etc.).

(4) Some training devices require contractor maintenance support. This means that under the guidelines of the contract you must return broken training devices to the contractor within a specified time.

	 
	 

	WHAT DOES KNOWLEDGE OF WAREHOUSING AND STORAGE OF TRAINING DEVICES DO FOR YOU?
	Understanding warehousing and storage of training devices does several things for you:

(1) It enables you to manage a Training Devices section that provides outstanding customer support. 

(2) It ensures that you don’t wear out some equipment while the remaining inventory sits untouched on the back of the shelf.

(3) It ensures that you contracted requirements.

(4) It ensures that you maintain positive control over the inventory.

(5) It ensures that your Marines don’t commit hazardous material violations.

	 
	 

	HOW DO YOU MANAGE THE WAREHOUSING AND STORAGE OF TRAINING DEVICES?
	Steps:
	What you do:
	Notes:

	
	1
	Read MCO P5290.2, MC Training Device Management Manual
	 

	
	2
	Conduct a thorough inventory and sign (cause to be signed) the CMR..
	Don’t sign for anything you don’t physically see. Request TAD orders to geographically distant units that have checked out training devices on a long term basis (e.g. Reserve units)

	 
	3
	Contact your local civilian training device manager. He’s usually located in the Training Support Branch of Base Ops and Training. Ask for guidance and a historical overview.
	This varies slightly from command to command.

	 
	4
	Request a courtesy inspection from the Base Property Control Officer.
	This office includes experts in warehouse and storage issues.

Implement suggestions.

	 
	5
	Ensure that all equipment issues and receipts are properly documented.
	Most places manage this via barcode and automated inventory control.

	 
	6
	Ensure that all hazardous materials are handled, stored and disposed in accordance with local HazMat orders.
	 

	 
	7
	Request a courtesy inspection from the local HazMat inspector.
	Failure to comply can result in large fines and jail time.

	 
	8
	Ensure that all your MSDS’s are clearly posted. 
	 

	 
	9
	Appoint a hazmat NCO in writing.
	Ensure that he and all handlers receive proper training.

	 
	10
	Check with your local armory to store the devices that use ammunition.
	The AT-4 trainer uses live 9mm ammunition.

	 
	11
	Continually monitor stock rotation. 
	Rotate the inventory to ensure that some items don’t get overused while others sit unused at the back of the shelf.

	 
	12
	Closely monitor customer satisfaction.
	 

	 
	13
	Repeat steps 1, 2, 5, 6, 7, 8, 9, 11 and 12 as necessary.
	 


 

	 Chapter 10 VI in Combat Operations

	 
	 

	OVERVIEW
	This chapter describes how to manage VI issues during combat operations. Most of it applies to any contingency deployment.

	 
	 

	INTRODUCTION
	Each paragraph answers some, or all of the following questions:

a. What is it?

b. Why do you do it?

c. What does it do for you?

d. What steps are involved?

e. Where do I go for more information/support?

	 
	 

	REFERENCES
	Ref
	Number
	Title
	Description

	 
	(a)
	DOD Inst 5040.2
	Combat Camera
	 

	 
	(b)
	SecNavInst 3104
	Navy Visual Information and Combat Camera Program
	 

	 
	(c)
	MCO 3104
	MC Visual Information and Combat Camera Manual
	 

	 
	(d)
	MCRP 3-33.3A
	VI in Expeditionary Operations
	Doctrinal pub scheduled for publication in Jan 2001

	 
	 

	IN THIS CHAPTER
	This chapter contains:

	 
	Topic
	Paragraph
	See page

	 
	Administration and Reporting
	10010
	 

	 
	Coordination and Liaison
	10020
	 

	 
	Re-supply and Logistics
	10030
	 

	 
	Imagery Management
	10040
	 

	 
	How to Develop a Documentation Plan
	10050
	 

	 
	How to Run 24 Hour Ops
	10060
	 

	 
	Equipment Preparation and Survivability
	10070
	 

	 
	Deploying Forces and the TPFDD
	10080
	 

	 
	Introduction to WMMCCS
	10090
	 

	 
	Manifests
	10100
	 

	 
	Tasking
	10110
	 

	 
	Joint Operations
	10120
	 

	 
	Role of the Division ComCamO
	10130
	 

	 
	MAGTF 101
	10140
	 

	 
	Op Orders and Annexes
	10150
	 

	 
	Power Grids and Water
	10160
	 

	 
	How to Fly a Visual Reconnaissance Flight
	10170
	 

	 
	Working with G-2, Recon and Counter Intelligence
	10180
	 

	 
	Preparing for a MEU
	10190
	 

	 
	Introduction to MCLL’s and JLL’s
	10200
	 

	 
	Managing the ComCam Log
	10210
	 

	 
	 
	 
	 
	 
	 
	 


 

	 Paragraph 10010 Administration and Reporting Procedures

	 
	 

	WHAT IS ADMINISTRATION AND REPORTING PROCEDURES?
	Administration and reporting procedures are key to successful VI operations in combat. Combat camera personnel usually perform their duties while moving from one unit to the next. This requires that your administration and reporting procedures are written SOP and well practiced. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT ADMINISTRATION AND REPORTING PROCEDURES?
	You need to know about administration and reporting procedures for several reasons:

(1) Everything requires paper work -- administration. This is true even in combat. Since your Marines are often independent operators they must thoroughly understand your administrative requirements. Examples include: manifests, attaching and detaching Marines, re-supply, shipping hazardous materials, etc. 

(2) Personnel accountability is paramount, especially in combat operations. Therefore reporting procedures are very important. Combat camera personnel usually check in with the S-1, S-3, S-2, and S-4 -- in that order. Sometimes, combat camera personnel can be transferred between units and task forces on a day-to-day basis.

(3) Some awards and decorations depend upon a Marines’ ability to verify his participation. Therefore it’s imperative that your Marines report to the S-1 when attaching to a new unit.

	 
	 

	WHAT DOES KNOWLEDGE OF ADMINISTRATION AND REPORTING PROCEDURES DO FOR YOU?
	Understanding administration and reporting procedures does three things for you:

(1) It enables your Marines to perform their missions while working as independent operators. They should thoroughly know your administrative SOP. Likewise, they should be thoroughly familiar with reporting procedures.

(2) It ensures that you can keep track of your Marines in a combat zone.

(3) It helps you provide the support they require while they’re attached to front line units.

	 
	 

	HOW DO YOU MANAGE ADMINISTRATION AND REPORTING PROCEDURES?
	Steps:
	What you do:
	Notes:

	
	1
	Determine what procedures require administration (e.g. re-supply, embarking hazardous materials, manifests, recall rosters, reporting, etc.).
	Each Marine should possess a copy of your recall roster to include blood type, uniform sizes and allergies. 

Combat camera personnel often deploy in twos and it’s imperative that they have the information necessary to support their partner (who can change from mission to mission). For instance, they often have to manifest themselves aboard flights -- they should be able to provide the information for their partners too. 

	
	2
	Develop procedures and practice them in garrison. 
	Best to make your mistakes in a training environment.

	 
	3
	Write them into SOP.
	Tweak as necessary.

	 
	4
	Practice them during exercises.
	For instance, see if your forward deployed Marines understand the paperwork necessary to request re-supply, or to re-deploy hazardous material aboard a USAF plane.

See if your rear party knows what admin is necessary to pack and manifest supplies for delivery to the front.

	 
	5
	Require your Marines to maintain a journal. Have them get signatures if possible, especially from the S-1. 
	At a minimum, the following information should be included in the journal: date reported to unit, names of personnel reporting, and date detached, etc.

They can use this journal to clarify captions and verify participation in operations.

	 
	6
	Print and laminate a Combat Camera personnel ID card complete with the Marine’s photograph and signature, and the signature of your CG. See the example following this table.
	Print one for every 46XX in your command. This can help them convince the host unit to provide support.

	 
	7
	Require your Marines to practice reporting procedures during exercises.
	This will get them used to talking with officers and senior SNCO’s.

	 
	8
	Critique your Marines’ admin skills, reporting practices and journals.
	It’s too late to learn good habits after the combat starts.

	 
	9
	Ensure that your Marines know how to get messages around the battlefield via radio and yellow canary.
	Timing often prevents you from talking directly with your Marines. Make sure they know how to send and receive a "yellow canary".


 

	 Paragraph 10020 Coordination and Liaison

	 
	 

	WHAT IS COORDINATION AND LIAISON?
	Successful coordination and liaison includes communication between you and your unit, and the unit(s) to which your Marines will be attached. It ensures that all the key players know your Marines capabilities, all aspects of your mission, and support requirements. 

It is required at all levels of the chain of command. It requires that you and your Marines always practice clear communication and follow through. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT COORDINATION AND LIAISON?
	You need to know about coordination and liaison for several reasons:

(1) Combat operations are naturally full of friction and fog. Good coordination and liaison will reduce these factors.

(2) Commanders and operators have huge responsibilities in combat, they don’t usually have the time to run interference for your Marine. Often times they don’t even know why this "strap hanging" Marine was attached to their unit. Good coordination and liaison will prevent misuse of your Marines.

(3) Mission accomplishment requires that coordination and liaison be performed at every level. In the ideal situation, the Task Force commander tells his commanders to provide support to combat camera personnel. Your mission and requirements are communicated to the S-3/S-2 officer. Coordination between your chief and the S-3/S-2 chief to ensure your unit’s mission and requirements are supported. Individual Marines of each shop establish liaison with their counterparts to affect communication. This type of communication and liaison will substantially improve the likelihood of mission accomplishment.

(4) During the Gulf War, several combat camera personnel were attached to units with very little coordination and liaison. The net result was less than productive. For instance:

(a) They didn’t document the briefs and debriefs that would have made their combat footage more historically relevant (commanders wouldn’t allow access to "classified" briefings.)

(b) They weren’t re-supplied when their cameras succumbed to the elements.

(c) They missed key assaults (because they weren’t listed as mission essential requirements during the commanders’ briefs).

(d) Some of them spent more time filling sandbags than exposing film ("LCpl’s aren’t independent operators -- they do as their told").

	 
	 

	WHAT DOES KNOWLEDGE OF COORDINATION AND LIAISON DO FOR YOU?
	Understanding coordination and liaison does several things for you:

(1) It provides the best opportunity that your Marines will accomplish their ever-changing missions around the battlefield.

(2) It keeps all of the key players informed about your Marines, their missions, and their support requirements.

(3) It helps your Marines to accomplish the mission even after the situation changes several times.

(4) When practiced in training and garrison, this mission essential effort develops good habits for the battlefield.

	 
	 

	HOW DO YOU MANAGE COORDINATION AND LIAISON?
	Steps:
	What you do:
	Notes:

	
	1
	Attend the commanders’ meetings when possible.
	Clearly understand their intent and develop your mission around accomplishing that intent. 

	
	2
	Develop very clear and concise mission requirements -- your commander’s intent. 
	 

	 
	3
	Brief your unit. Have your Marines repeat their missions so that you KNOW they understand the requirement.
	This is key to success. If they don’t know understand the commander’s intent then they won’t know what to do when the situation changes.

	 
	4
	Inform the G-3 OpsO of your mission. He’ll inform the respective S-3’s.
	 

	 
	5
	Contact the unit to which your Marines will be attached. Communicate your mission and requirements to the S-3 and S-2. 
	Make sure that they understand your Marines’ requirement for access to the focus of effort, and access to the network necessary to transmit imagery in accordance with the commander’s intent. 

	 
	6
	Have your chief communicate your Marines’ mission and requirements to the S-3 and S-2 chiefs.
	These guys generally provide your Marines the hands-on support necessary to accomplish their mission.

	 
	7
	Have your Marines communicate with their counterparts in the S-3 and S-2.
	This will make your Marines feel comfortable and facilitate integration with the unit.

	 
	8
	Follow through as required.
	Combat is a very fluid environment. Marines lose things, break things, etc. Make sure that they maintain good communication and practice follow through from their end.


 

	 Paragraph 10030 Re-supply and Logistics

	 
	 

	WHAT IS RESUPPLY AND LOGISTICS?
	Successful re-supply and logistics are defined as your Marines get what they need when they need it.

This is a very difficult task, especially in a combat zone. The reason is simple, VI equipment and supplies are not in the "system", they don’t usually make the "priority list", and they’re not readily available in most host countries. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT RESUPPLY AND LOGISTICS?
	You need to know about re-supply and logistics for several reasons:

(1) Combat operations are naturally full of friction and fog. Good re-supply and logistic support will reduce these factors.

(2) Because your materiel is generally not available, you must have a detailed plan for re-supply and logistic support -- to include solid plan "B", "C", etc.

(3) Joint Combat Camera is chartered and funded to replace camera equipment after 30 to 90 days of deployment on a "real world" operation. You may want to factor this into your plan.

(4) During the Gulf War, many garrison CVIC acted as combat re-supply and logistics depots. They facilitated the replacement of several equipment items and routine re-supply.

(5) You need to know how things get from point the "front" to the "rear" and vice versa. It helps to know who the G-4 is and someone in Supply Battalion. 

	 
	 

	WHAT DOES KNOWLEDGE OF RESUPPLY AND LOGISTICS DO FOR YOU?
	Understanding re-supply and logistics does several things for you:

(1) It helps to ensure that your Marines will accomplish their ever-changing missions around the battlefield.

(2) It ensures that your Marines are properly equipped and supplied.

(3) It ensures that your Marines have access to power in order to recharge batteries.

(4) It ensures that your Marines have access to networks in order to electronically transmit imagery.

	 
	 

	HOW DO YOU MANAGE RESUPPLY AND LOGISITICS?
	Steps:
	What you do:
	Notes:

	
	1
	Attend the commanders’ meetings when possible.
	Clearly understand their intent and develop your mission around accomplishing that intent. 

	
	2
	Develop very clear and concise mission requirements -- your commander’s intent. 
	 

	 
	3
	Using the existing supply chains, develop your own plan for combat re-supply and logistics..
	Depending on the situation, this might mean that your "war stocks" should last 60 days vice 30 days.

	 
	4
	Practice your re-supply and logistic plans (e.g.: "A", "B", "C", etc.) during training exercises.
	Apply lessons learned until its a very smooth operation.

Understand that no two scenarios are alike, and that there is no safety net in combat.

	 
	5
	Develop an SOP for each type of scenario (e.g. entire unit deploys, two man detachment deploys, one man detachment deploys, etc.).
	Consider variations that include a heavy focus on video, or a heavy focus on photo, etc. Each variation will present its own challenges (e.g. video is very power intensive).. 

	 
	6
	Coordinate and perform liaison as required.
	This may include the commander(s), G-4, S-4, FSSG, garrison CVIC’s, JCCC, etc.

	 
	7
	Practice, practice, practice.
	Training evolutions are the time to try and fail, combat is the time to deliver results.


 

	 Paragraph 10040 Imagery Management

	 
	 

	WHAT IS IMAGERY MANAGEMENT?
	Successful imagery management requires that your customers routinely receive the imagery necessary to do their missions. 

This applies to the on scene commander(s), higher headquarters, adjacent units, subordinate units, etc.

Examples of units needing imagery, the G-3 requires imagery to assist in planning missions. The G-2 gets the imagery to analyze events (bomb damage assessment, antennae arrays, etc.). Patrol leaders get the imagery necessary to determine danger zones, overheads, ingress, egress, etc. The G-4 gets route recons for convoys. The engineers get the imagery necessary to building bridges and barricades, etc. The PAO gets the imagery necessary to tell the Marine Corps’ story. Historians need your imagery to record the Corps historical accomplishments. The MCMMAP needs the imagery so it will eventually be included in the National Archives. The list goes on and on.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT IMAGERY MANAGEMENT?
	You need to know about imagery management for several reasons:

(1) Your imagery is useless unless people get to see them.

(2) Imagery management requires access to communication channels (e.g. SIPRNET, INMARSAT, etc.) which requires coordination and liaison.

(3) Commanders frequently forget to include Combat Camera in their OpPlans, comm plans, etc. In order to be included in these plans, you will have to conduct coordination and liaison.

(4) Each Combat Camera Marine has to know their customers, what their customers require, and how to get imagery to their customers. This requires training, coordination and liaison. It might also involve re-supply and logistics.

(5) During the Gulf War, and several "real world operations" since then, we have lost countless images due to poor imagery management. 

(6) Imagery that includes a proper VIRIN and caption is worth much more than imagery that doesn’t have a VIRIN or caption. The VIRIN is required for submission to the archives and it makes filing and retrieval possible. The caption describes the picture in sufficient detail that the view can understand "who, what, where, when, why and how".

	 
	 

	WHAT DOES KNOWLEDGE OF IMAGERY MANAGEMENT DO FOR YOU?
	Understanding imagery management does several things for you:

(1) It helps to ensure that imagery is used for official purposes only (mission essential purposes by commanders, planners, briefers, analysts, etc.).

(2) It makes you a bona fide combat multiplier.

(3) It ensures that your capabilities will be written into subsequent OpPlans.

(4) It ensures that your Marines have access to networks in order to electronically transmit imagery.

	 
	 

	HOW DO YOU MANAGE IMAGERY?
	Steps:
	What you do:
	Notes:

	
	1
	Attend the commanders’ meetings when possible.
	Clearly understand their intent and develop your mission around accomplishing that intent. 

	
	2
	Develop very clear and concise mission requirements -- your commander’s intent. 
	Use this to develop a documentation plan and assorted shot sheets.

	 
	3
	Develop a documentation plan.
	See the example from WWII provided at the end of this table.

	 
	4
	Teach your Marines to identify targets of opportunity and commander-specific shot sheets as required..
	Teach your Marines what types of imagery commanders need -- that way they can address targets of opportunity in a fluid environment. 

	 
	5
	Develop an SOP for imagery management.
	Consider pushing imagery to on scene commanders, analysts, JCCC, HQMC PP&O, PAO, MCMMAP, the garrison CVIC at your home base, your local archive, etc. 

	 
	6
	Practice, practice, practice. Critique and then practice some more.
	Your Marines should be able to perform imagery management completely unsupervised.

	 
	7
	Practice, practice, practice.
	Training evolutions are the time to try and fail, combat is the time to deliver results.


 

	 Paragraph 10050 How to Develop a Combat Documentation Plan

	 
	 

	WHAT IS A COMBAT DOCUMENTATION PLAN?
	A Combat Documentation Plan outlines your intent for coverage of the units, sub units, exercises and operations in your unit/region. It applies to the focus of effort, all phases of the operation, all steps in each phase, all participating units, etc. You want to be able to tell the "big story" and all the small stories. 

Particularly, you need to document the large sand table briefs, the exercises in preparation for the operation, the operation in its entirety, and the debriefs.

You need to document all the elements of the MAGTF. 

	 
	 

	WHEN IS THE COMBAT DOCUMENTATION PLAN DUE?
	The Combat Documentation Plan is due to your G-3 prior to deployment. Updates are due as often as necessary.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT A COMBAT DOCUMENTATION PLAN?
	You need to know about a Combat Documentation Plan because VI records are a key part of our nation’s history, especially when it involves getting imagery of America’s 911 force in combat.

You have to juggle competing priorities (commanders, G-3, G-2, PAO, etc.), while documenting the "big story".

	 
	 

	WHAT DOES THE DOCUMENTATION PLAN DO FOR YOU?
	The Combat Documentation Plan does several things for you:

(1) It helps to develop shot sheets.

(2) It helps to predict the expenditure of materials and supplies -- and by extension defines some of the requirements necessary for your re-supply and logistics plan.

(3) It directly supports your historical officer and HQMC Historical Division.

(4) It helps you to work with and support Public Affairs.

(5) It provides a starting point for some of your coordination and liaison -- you have to call the units listed for documentation.

	 
	 

	HOW DO YOU WRITE A SUCCESSFUL COMBAT DOCUMENTATION PLAN?
	Steps:
	What you do:
	Notes:

	
	1
	Listen to the commanders’ briefs. Assess and analyze all the moving parts, determine what needs to be documented. 
	Attend as many commanders’ briefs as possible, the situation always changes. This will impact your plans (documentation, tactical imagery, logistics and re-supply, distribution, etc.). 

You have to understand the big picture before you can plan to support it. 

NOTE: During contingency operations (like the Gulf, Somalia, Haiti), HQMC will attach a command historian to the HQ element of the Task Force (G-3). Recommend you ask him about his historical requirements.

	 
	2
	Project commanders’ tactical imagery requirements. 

NOTE: tactical imagery requirements SHOULD ALWAYS take precedence over documentary imagery requirements.
	Look for commonalties between the commanders’ requirements and the historical requirements. This will make some of the documentation plan much easier to accomplish.

Train your Marines to support both tactical and documentary requirements at the same time. For instance, your tactical mission may be to gather imagery for target folders by working with counter intel teams and flying visual reconnaissance missions. Make sure that you document the CI Marines, the pilots and the air crews.

	
	3
	Plan to cover all phases of every Task Force.
	Your plan may require additional personnel, this will dictate your augmentation requirements.

	 
	4
	Develop a master shot sheet that includes every facet of the operation. Your documentation goal is to visually tell the entire story.

The master shot sheet should be used as an execution checklist.
	Examples include embark, mount out, chow hall, medical, legal, mail room, COC, patrols, convoys, sand table briefs, engineering, MP’s, communications, maintenance, wash-down, etc.

	 
	5
	Develop customized shot sheets for individual detachments. 
	This should augment the master shot sheet.

	 
	6
	Brief your cameramen on the master shot sheet and the customized shot sheets. Help them to understand the objective.
	Make sure that each of them has a couple of copies of applicable shot sheets in their camera bags.

	F
	7
	Include a production cell to manage and distribute the imagery.
	Routinely critique the imagery and captions. Provide this feedback to the combat cameramen -- they need to know what they’re doing great and what they need to improve.

Additionally, you’ll want to monitor your Marines’ coverage of the operation -- some items may need to be documented more than once (e.g. show the camp in its early days and then after weeks of build-up or perhaps the initial imagery was insufficient in quality or quantity).

	 
	8
	Plan to support daily requirements such as the G2 brief, the G3 brief and the CG’s brief.

Remember that your customers don’t always have time to seek your support. It’s your job to push imagery to them.
	Keep your thumb on the pulse and adjust your plan as dictated by the situation. Pictures of a crowd rioting at the gate of a makeshift compound may be useful in several ways: (a) CG’s daily sitrep, (b) civil affairs, (c) MP training, (d) force protection training, (e) G2 for analysis, (f) PAO for daily press conference, (g) engineers to design better barriers, etc.

	 
	9
	Plan to distribute as soon as possible. Local commanders should expect to routinely see imagery. They can always use imagery of their units for briefs, command chronologies, MCLL’s, etc.
	Imagery should be distributed according to this priority sequence (1) local commanders, local commands, JCCC, HQMC PP&O, and MCMMAP.

	 
	10
	Plan to write detailed captions and VIRINS, this will impact your combat camera personnel and your production cell.
	VIRINS are important as they include the date, photographer’s information to include service (USMC), and image sequence number. They’re also used as file names.

Captions must be routinely checked. The cameramen need to practice good captioning for all of their imagery.

	 
	11
	Plan to follow up with commanders and key customers
	Follow up is key to getting invited back to a unit.

	 
	12
	Seek formal critique from the command historian a few times during, and at least once after the operation.
	Use these critiques to strengthen future combat documentation plans and include the key points in a Marine Corps Lesson Learned. (MCLL’s).


 

	 Paragraph 10060 How to Run 24/7 Ops

	 
	 

	WHAT ARE 24/7HOUR OPS?
	24/7 operations consist of performing work around the clock, or being prepared to perform work at any time during a 24hour day. It also means that you’ll be expected to perform 24 hour operations seven days a week -- there are no weekends in combat.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT 24/7 OPS?
	You need to know about 24/7 hour ops for several reasons:

(1) It generally takes 2-3 times more people to man 24/7 ops. This can apply to your production cell and your acquisition cells in a forward deployed status. This will directly impact your augmentation requirements.

(2) It generally takes 2-3 times more supplies to support 24/7 ops. This will directly impact your "war stock" and your logistics and re-supply plans.

(3) Higher usage generally shortens the life of equipment. This means that you will want to deploy with additional gear to support the repair cycle and offset equipment failures.

(4) 24/7 ops will eventually wear down your people. Many commanders develop an R&R plan (usually after 3 months). This can impact your staffing and should be considered when developing a plan for follow on forces.

(5) 24/7 ops may give you access to networks for imagery transmission during low usage times. This will require you to coordinate with the G-6. It may also be helpful to factor in a transmission Marine during the slow hours. This will impact your comm plan and may impact your augmentation plan.

	 
	 

	WHAT DO 24/7 OPS DO FOR YOU?
	Working 24/7 does several things for you:

(1) On average it doubles or triples your opportunity to support commanders and their staffs.

(2) It validates your doctrine and assures that your unit will be included in future OpPlans.

(3) It tests and trains your Marines. 

(4) It tests your various plans (e.g. logistics, resupply, comm, etc.). These hard-learned lessons are perfect for inclusion in the Marine Corps Lessons Learned (MCLL’s) program. Your successes and failures will make the next deployment better.

	 
	 

	HOW DO YOU PLAN FOR AND CONDUCT 24/7 OPS?
	Steps:
	What you do:
	Notes:

	
	1
	Your training schedule should include at least two exercises that require 24/7hour ops.
	The lessons used in these exercises should be used to develop an SOP and to hone your people’s skills and understanding.

	 
	2
	Based upon your estimate of total support requirements (e.g. tactical, documentary, production, etc.), develop a concept of operations.
	Consider using two 12hour shifts, three 8 hour shifts or four six hour shifts. Your operational requirements and manpower limitations will help you figure out what works best.

	
	3
	Include acquisition cells, production cells and a management cell.

 
	Steady support for 24/7 operations requires that your people be fresh enough to consistently perform their missions.

For instance, you might take the day shift and assign your chief to the night shift. It could be a good idea to offset the schedules of the production cell and management cell in order to facilitate better communication. Consider a 2 hour offset (i.e. management works 0600-1800 and 1800 to 0600; production cell works 0800 to 2000 and 2000 to 0800).

	 
	4
	Develop and post management tools such as

(a) A project board Include key events, upcoming operations, daily requirements, project title, date, location, mode of transport, Marine assigned to support, product requirements, job order number, job order status, due date, etc.

(b) A personnel status board. Include basic manifest info, track time deployed forward, injuries, etc. Use this to rotate Marines from the production cell to acquisition cells.

(c) An equipment status board. Plan for routine PM, swap out, time deployed, location, working/not working, etc.

(d) A communications board. Use this to track communications with your forward-deployed Marines, keep track of their call signs and nets, equipment and supply status, etc. Also use the board to track communications to/from your rear party/leave behind echelon. Make sure that you’re communicating critique info as well. The forward deployed Marines needs to be kept informed. They need to be able to adjust fire in terms of what they're shooting and how they’re shooting. 
	Recommend highly that your garrison practices be modified to support an easy transition to 24/7 Ops. This will significantly increase your chances for success and ensure that your Marines know what to expect.

	 
	5
	Appoint a shift leader for each shift. Make sure that they keep a logbook. This facilitates communications between shifts and between the production cell and the management cell.
	Make sure that either the OIC or the SNCOIC sign each page. This log can be useful for many things during and after the deployment. For instance, it can be used to verify that your Marines were w/ a specific unit during a particular operation. It can be used to verify caption data or to draft your command chronology. Its an excellent tool for tracking information that impacts fitness reports and awards.

	 
	6
	Monitor your Marines, adjust the plan as necessary to ensure professional customer support and safe working procedures. 
	Don’t forget to take care of yourself; exhausted leaders make stupid decisions.

	 
	7
	Request augmentation as required.
	After your first 2-3 weeks "in country" you’ll have a more clear understanding of the mission and support requirements. Adjust fire as necessary.


 

	 Paragraph 10070 How to Prepare VI Equipment for Survivability in the Field

	 
	 

	WHAT IS EQUIPMENT SURVIVABILITY?
	Equipment survivability consists of making sure that your VI equipment is prepared to withstand the elements while deployed in a field environment.

It also consists of making sure that your Marines are trained and prepared to keep their equipment in operational condition during deployment in a field environment. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT EQUIPMENT SURVIVABILITY?
	You need to know about equipment survivability for several reasons:

(1) You have a finite inventory. Each equipment item needs to last as long as possible.

(2) Replacement of VI equipment in a forward-deployed area can take days-weeks, and sometimes it’s simply impossible.

(3) Without functional equipment your VI Marines are mission incapable. 

(4) You have a finite budget. Therefore, you must ensure VI equipment is properly handled and maintained in order to realize its full potential. The possibility of not being able to get a piece of equipment repaired due to budgetary constraints is minimized.

(5) Your Marines are charged with handling delicate commercial-off-the-shelf equipment in arduous conditions. They must know how to keep it operational. This impacts your daily training plan. It also minimizes cost and avoidable mishaps.

	 
	 

	WHAT DOES EQUIPMENT SURVIVABILITY DO FOR YOU?
	Equipment survivability does three key things for you:

(1) It ensures that your commanders and customers are supported.

(2) It increases the likelihood of mission accomplishment.

(3) It requires your Marines to take special care in using, storing, and maintaining their hard-to-replace equipment. 

(4) It tests your logistics and supply plans. These hard-learned lessons are perfect for inclusion in the Marine Corps Lessons Learned (MCLL’s) program. Your successes and failures will make the next deployment better.

	 
	 

	HOW DO YOU PRPEARE VI EQUIPMENT FOR SURVIVABILITY IN THE FIELD?
	Steps:
	What you do:
	Notes:

	
	1
	Recognize that dirt, dust, sand, water, humidity and poor handling are the enemy.
	Make this clear to all your Marines.

	
	2
	Ensure that your kits include items such as ziploc bags, cleaning brushes, weapons cleaning brushes, lens cleaning cloths and solution, rubber bands, clear waterproof tape (the kind used to patch beach balls), clean rags, etc.
	 

	
	3
	Teach your Marines how to tape their cameras and equipment to prevent dust and sand from infiltrating cracks and crevices.
	The clear tape used to patch beach balls is excellent in most environments. However, you might find that duct tape, hundred mile an hour tape, or electrical tape will work better in your environment.

	 
	4
	Teach your Marines to routinely (e.g. several times a day, as often as necessary and before/after each job) clean their equipment.
	This habit should be engrained into every Marine. Their equipment should always be ready to go. 

	 
	5
	Teach your Marines how to wrap their cameras in tape and plastic in order to shoot in the rain and sand storms.
	Most exposures to water and sand are avoidable.

	 
	6
	Teach your Marines to wrap their equipment in ziploc bags and clean cloths before returning to their packs.
	Most impact related accidents are avoidable.

	 
	7
	Teach your Marines to use lanyards to leash their equipment to their deuce gear/wrists.
	Most dropping accidents are avoidable.

	 
	8
	Teach your Marines how to PM their equipment in accordance with manufacturers’ specifications.
	Make sure that all VI equipment is professionally PM’d after deployment.

	 
	9
	Teach your Marines to always cover their equipment when not in use.
	To do otherwise invites dust and humidity to damage the gear.

	 
	10
	Write these procedures into SOP. Consider printing a laminated "cheat" card to keep your Marines reminded of equipment care in the field.
	 


 

	 Paragraph 10080 Deploying Forces and the TPFDD

	 
	 

	WHAT IS THE TPFDD?
	The Timed Phased Force Deployment Data is the tool used to determine what units and capabilities deploy and in what sequence. In a nutshell it tells how and more specifically when your move Marines to the area of operations (AO).

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE TPFDD?
	You need to know about the TPFDD for four key reasons. 

(1) If your unit is not included in the TPFDD then it will be extraordinarily difficult to deploy your Marines and equipment. This will almost certainly prevent you from documenting the early days/weeks of the deployment. It’s very likely that it could prevent the deployment of comcam assets altogether.

(2) If your unit is not included in the TPFDD then it is most likely NOT in the OpOrder. 

(3) Working the TPFDD is a key role for any ComCamO. It’s especially complex when working as a member of a Joint Combat Camera Management Team (JCCMT) since you’ll be working to bring other DOD component ComCam forces to the theater of ops.

(4) Your documentation plan may dictate that you attach ComCam teams to various units. Make sure that these teams and their equipment are included in the host units’ TPFDD.

	 
	 

	WHAT DOES THE TPFDD DO FOR YOU?
	Being included in the TPFDD simplifies the deployment process and assures that your Marines and equipment will get "in country" in order to accomplish their mission.

	 
	 

	HOW DO YOU WORK WITH THE TPFDD?
	Steps:
	What you do:
	Notes:

	
	1
	Coordinate with your Division G-3 Plans officer. If you’re part of a JTF, then you’ll coordinate with the J-5. 
	This should be easy if you’re with a division because you work for the G-3 anyway.

	 
	2
	In order to see how division ComCam and Printing is in the TPFDD, see the division G-3 Plans Officer. He’ll pull up the TPFDD and verify your status.
	This applies to the advance party, the main party and the rear party.

	
	3
	Ask for a print out and scrutinize it thoroughly. Keep the G-3 OpsO informed of any changes to your personnel or equipment status.
	Keep a copy of your Level 4 inventory. Make modifications as your capabilities adjust.

Level 4 inventory (logistics detail) consists of weight, cube size and description of items. For instance: four MILVANS, each measuring X cubic feet and weighing X pounds or short tons. Seven six cube boxes, each weighing X lbs. One HMMWV. Indicate any hazardous materials.

	 
	4
	Review all applicable TPFDD at least twice a year.
	OpsO’s change, TPFDD’s change. ComCam assets can easily be written out of the OpOrder and the TPFDD. Monitor this very closely!


 

	 Paragraph 10090 Deploying Forces and the WWMCC or GCCS

	 
	 

	WHAT IS THE WWMCCS OR GCCS?
	Lou and Serena, I’ve been out of the loop for awhile. Please clarify which acronym is current. I believe that GCCS replaced WWMCCS. Additionally, complete the info below. Thanx much. The World-Wide Movement Command and Control System (WWMCCS) or Global Command and Control System (GCCS) are the tools used to determine how your unit deploys. It uses Unit Line Numbers (ULN) to dictate how your equipment and pax deploy (e.g. C-5, C-141, etc.). This software-driven program works in conjunction with the TPFDD. GCCS specifies priorities and transport platforms (this is especially important during Joint Operations or Joint Task Force deployment.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE WWMCCS OR GCCS?
	You need to know about the WWMCCS or GCCS for several reasons. 

(1) If your unit is not included in the WWMCCS or GCCS then it will be extraordinarily difficult to deploy your Marines and equipment. This will almost certainly prevent you from documenting the early days/weeks of the deployment. It’s very likely that it could prevent the deployment of comcam assets altogether.

(2) If your unit is not included in WWMCCS or GCCS then it is not specified a place in the movement plan. 

(3) Lou, Serena, please correct the info above and complete the info below. Thanx.

	 
	 

	WHAT DOES THE WWMCCS OR GCCS DO FOR YOU?
	Being included in the WWMCCS or GCCS ensures that your Marines and equipment are included in the movement plan. It specifies which plane/ship your personnel and equipment will board for deployment.

	 
	 

	HOW DO YOU WORK WITH THE WWMCCS OR GCCS?
	Steps:
	What you do:
	Notes:

	
	1
	 
	 


 

	 Paragraph 10100 Tasking Procedures

	 
	 

	WHAT ARE TASKING PROCEDURES?
	Tasking procedures specify who and how, your unit gets tasked to perform a mission. Tasking procedures vary between units. Generally speaking, your boss (usually the G-3/S-3/S-2) will retain tasking authority; sometimes he will approve direct liaison (DIRLAUTH) for long term, or specific missions.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT TASKING PROCEDURES
	You need to know about tasking procedures for several reasons:

(1) You and your Marines need to know how a task gets from the originating unit to you. This will vary depending on the originating unit. For instance, if the G-3 is your boss then there may be streamlined tasking procedures and standing DIRLAUTH for all G-2 requests. However, if the tasking unit is external to your command then your boss may require a naval message complete with specific tasking, funding authority, etc. 

(2) Your chain of command needs to know how to deal with internal and external requests. This simplifies the tasking process and usually helps to reduce friction due to competing priorities. For instance, your tasking SOP (as approved by your boss) may outline that you provide priority direct support (DS) to G-3 and G-2. It may outline general support (GS) to reconnaissance and surveillance missions, and it may outline lower priority GS for public affairs or civil affairs. NOTE: recommend that you remain flexible because tasking priorities are very fluid -- they change rapidly.

(3) Your customers need to know how to task your unit. This will prevent knee-jerk changes in tasking priorities. It will also help them understand their place in the tasking chain. For instance, the MEF G-2 may have much higher tasking precedence than the MEFPAO (or vice versa depending on the mission).

	 
	 

	WHAT DO TASKING PROCEDURES DO FOR YOU? 
	Tasking procedures do several things for you:

(1) They ensure that your DS missions receive priority support.

(2) They prevent or reduce tasking conflicts. For instance, if two tasks arrive at the same time, you’ll know to support DS missions before you support GS missions.

(3) They prevent your Marines from saying "we can do that" without understanding the bigger picture. For instance, if your operations chief understands tasking procedures then he won’t commit the same photographer to two different missions in two different locations at the same time.

	 
	 

	HOW DO YOU WORK WITH TASKING PROCEDURES
	Steps:
	What you do:
	Notes:

	
	1
	Discuss priority missions with your boss. 
	Focus on tactical imagery requirements first, and then address other issues like PAO and historical documentation.

	 
	2
	Establish DS missions and GS missions.
	Ask your boss to approve priorities among DS and GS missions. For instance, depending on the overall mission you may be asked to provide DS support to the G-3, G-2 and the battalion that is the CG’s focus of effort. See if your boss will set the priority between the Bn, G-2 and G-3.

	 
	3
	Establish tasking procedures for internal and external requests.
	For instance, you may be granted DIRLAUTH to handle and prioritize missions that come from within your unit (e.g. G-2, G-3, G-4, etc.).

Make sure that your boss understands that you will likely handle several requests a day and recommend that DIRLAUTH be applied as often as possible.

	 
	4
	Write these tasking procedures into a SOP. 
	Include several things like the tasking chain, your plain language address (PLA), special unit line numbers (ULN) if applicable, whether funding is required, a list of capabilities, etc.

	 
	5
	Publish the SOP.
	Share a copy with the units that routinely task you.

	 
	6
	Practice these tasking procedures in your daily missions and field training exercises.
	Tasking can be an ugly problem during "real world" deployments. Make sure that your boss and your Marines clearly understand tasking procedures -- this will prevent many problems.

	 
	7
	Be flexible. In a "real world" operation you will constantly have to juggle competing priorities. Frag orders frequently become missions.
	Understand that some of your missions are mutually supporting, see if you can accomplish more than one at once. For instance, if your Marines are attached to a counter intelligence, tell them to gather imagery intelligence (IMINT), and to shoot targets of opportunity that will support other missions (e.g. civil affairs, engineers, PAO, etc.).


 

	 Paragraph 10110 Joint Operations

	 
	 

	WHAT ARE JOINT OPERATIONS?
	Joint operations involve more than one service (e.g. USMC, USA, USN, USAF, and USCG).

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT JOINT OPERATIONS
	You need to know about joint operations for several reasons:

(1) You and/or your Marines may be temporarily transferred to the Joint Combat Camera Team (JCCT) -- which will impact your tasks, missions, reporting chain, funding issues, supply consumption, use of "joint equipment", etc.. 

(2) You and/or your Marines may be tasked to provide general support (GS) to the JCCT. This will impact tasking priorities, your work schedule, use of "joint equipment", supply consumption, etc. 

(3) If you’re the senior combat camera officer in the Theater/area of operations, you will likely be tasked to serve as the OIC of the Joint Combat Camera Management Team. This will directly impact your personal mission and will directly impact the inner workings of your unit whether they remain under control of the parent command or they become merged with the JCCT. It will also require you to write the Combat Camera portion of the operation order (Annex C, Appendix 12).

(4) Joint operations involve a whole myriad of foreign acronyms, policies, procedures, priorities, etc. 

(5) Involvement with a JCCT can be very politically sensitive because it often puts you in two reporting chains. You have to accomplish your current mission without digging a hole for yourself in your parent unit.

(6) You may be asked to write the USMC portion of JTF Annex C, Appendix 12. 

	 
	 

	WHAT DO JOINT OPERATIONS DO FOR YOU? 
	Joint operations do several things for you:

(1) They give you the opportunity to serve at the joint level.

(2) They give you access to Joint equipment, supplies, and funding.

(3) They often put your imagery in front of the Joint Chiefs of Staff. This means that you represent the Marine Corps and your imagery must be world class.

(4) They require you to prepare a documentation plan that covers all participating services, and coalition forces as directed.

	 
	 

	HOW DO YOU WORK WITHIN JOINT OPERATIONS
	Steps:
	What you do:
	Notes:

	
	1
	Discuss requirements with your boss. He’ll determine whether you will be "chopped to the JCCT, or you’ll be required to provide DS or GS. 
	.

	 
	2
	Lou, please finish. Thanx.
	 


 

	 Paragraph 10120 Role of the Division Combat Camera Officer

	 
	 

	WHAT IS THE DIVISION COMBAT CAMERA OFFICER?
	The division combat camera officer is a 4602 chief warrant officer who is directly responsible for division VI assets. As the only dedicated 4602 within the MEF he is indirectly responsible for MEF VI assets (e.g. MEU combat cameramen, Wing combat cameramen).

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT THE DIVISION COMBAT CAMERA OFFICER?
	You need to know about the division combat camera officer for several reasons:

(1) As the only dedicated 4602 within the MEF, you will be required to write the combat camera plan in all MEF and Division Op orders (Annex C, Appendix 12). See the VIM website for a boilerplate copy.

(2) You will be required to ensure that the MEF commander'’ VI assets are functional and well supported. For this reason, you will want to seek standing direct liaison authority (DIRLAUTH) with the MEF G-3, the MEU command elements and VIM.

(3) You will be required to support MEF combat camera Marines (e.g. training the MEU cameramen, helping with equipment repair issues, helping with VI-specific paperwork, etc.)

(4) You will be required to advise the division staff regarding combat camera applications, capabilities, and requirements (e.g. equipment, supplies, funding, training, augmentation, etc.).

(5) In case of large deployments you may be required to act as the MEF combat camera officer.

(6) In case of joint operations you may be required to write, or help author, the USMC portion of JTF Annex C, Appendix 12.

	 
	 

	WHAT DOES A KNOWLEDGE OF THE DIVISION COMBAT CAMERA OFFICER DO FOR YOU? 
	A knowledge of the division combat camera officer does several things for you:

(1) If you’re the division combat camera officer, it clarifies your role within the MEF.

(2) If you’re the senior combat camera Marine on the MEU, it helps you understand how to get additional VI support.

(3) If you’re the local garrison VI manager, it clarifies the MEF VI situation, and by extension helps you determine how to support combat camera personnel stationed with the MEU’s, Wings and divisions.

(3) They often put your imagery in front of the Joint Chiefs of Staff. This means that you represent the Marine Corps and your imagery must be world class.


 

	 Paragraph 10130 How to Work with Operations Orders and Annexes

	 
	 

	WHAT ARE OPERATIONS ORDERS AND ANNEXES?
	Operation orders are classified documents that outline the plan for conducting a specific operation (e.g. Gulf War). It’s annexes outline sub-plans that support the larger effort (e.g. communications plan, engineering plan, combat camera plan, etc.). 

The Plans Officer in G-3 is responsible for operations orders. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT OPERATION ORDERS AND ANNEXES?
	You need to know about operation orders and annexes several reasons:

(1) You need to know how your unit fits into the "big plan" for any given operation. 

(2) You need to know about them in order to ensure that your unit is well represented in the plan (e.g. combat camera team on the advance party, combat camera team with the focus of effort, combat printing with the MEF/division headquarters element, etc.). Combat Camera is usually included in Annex C, Appendix 12.

(3) You need to know about them because they impact how you will be worked into the TPFDD and GCCS (see paragraph .10090).

	 
	 

	WHAT A KNOWLEDGE OF OPERATION ORDERS AND ANNEXES DO FOR YOU? 
	A knowledge of operation orders and annexes does several things for you:

(1) It tells you how the commander intends to accomplish his operational mission. Depending on the scope of the mission, it will help you determine augmentation requirements. For instance, you may need three or four augmentees to sufficiently support the OpPlan

(2) The plan is outlined with enough flexibility to allow you to develop your own plan and incorporate it into the OpPlan (e.g. annex C, appendix 12).

(3) It helps you figure out which units will require combat camera and printing support, which in turn gives you a starting point for your coordination and liaison. 

(4) It specifies timelines which will help you determine an accurate "war stock" and subsequent logistics and re-supply plan.

(5) Given the long-standing nature of operation orders, you can coordinate with commanders and establish working relationships before the "balloon goes up". For instance, if an OpOrder indicates that 7th Marine Regiment is the focus of effort then it would behoove you to:

(a) Develop a good rapport with the commanders and staff officers.

(b) Schedule to work with that unit at least a couple of times a year, look at their TEEP (see paragraph 7050).


 

	 Paragraph 10140 How to Support a Visual Reconnaissance Flight

	 
	 

	WHAT IS A VISUAL RECONNAISSANCE FLIGHT?
	Visual reconnaissance flights are usually helo borne missions that may include a series of point targets, a route recon, a beach study or a LZ study. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT VISUAL RECONNAISSANCE FLIGHTS?
	You need to know about visual reconnaissance flights because they make up a good portion of your mission in combat zones and contingency operations.

	 
	 

	WHAT DOES KNOWLEDGE OF VISUAL RECONNAISSANCE FLIGHTS DO FOR YOU? 
	Imagery of visual reconnaissance flights directly supports the commanders, operators, analysts, briefers, pilots, engineers, infantry, etc. For instance, a photograph of a blown bridge could be used to:

(1) Show the commander the situation and surrounding area.

(2) Help the analysts determine the enemy’s engineering skills.

(3) Help engineers understand the situation and begin to plan a replacement bridge.

(4) Give the civil affairs group a tool to use when working with the locals.

	 
	 

	HOW DO YOU SUPPORT A VISUAL RECONNAISSANCE FLIGHT?
	Steps:
	What you do:
	Notes:

	
	1
	Meet with the requestor (e.g. G-2, Air Ops, convoy planner, etc.). 

Take your cameraman with you. It’s imperative that they understand the mission requirements. 
	The requestor usually frags the bird. Make sure they request sufficient pax. 

	
	2
	Make sure both you and your cameraman understand the intent and specific targets.
	This will dictate whether you use still or video. It’ll also determine the product (e.g. mosaic, video for route recon, etc.).

	 
	3
	Orient the targets with the map.

.
	 

	 
	4
	Organize the targets in order of priority and geographic proximity
	 

	 
	5
	Prepare a knee map for the pilot’s use.
	It has to be small enough to fit on the pilot’s thigh.

	 
	6
	Brief the pilot, tell him the sequence and priority of the targets. Make sure to discuss any special requirements (e.g. 360degree coverage, etc.)
	Sometimes they don’t have sufficient fuel to support all of your targets.

	 
	7
	Make sure your cameraman has comm with the pilot during the flight. Have the pilot mark location with GPS if necessary.
	This way you can tell him you’ve got the target, or you need to refly it.

	 
	8
	When the flight ends, rush the imagery through production and to the customer. 
	Example, prepare digital image with North seeking arrow, date, time, grids, key terrain features, etc.

	 
	9
	Debrief the customer, use his feedback to improve future products.
	 

	 
	10
	Deliver the product to other units that may be interested.
	Improve horizontal information flow.

	 
	11
	Archive the image for fast and easy retrieval.
	 

	 
	12
	Have the cameramen clean their gear and get ready to do it again.
	 


 

	 Paragraph 10150 Working with G-2, Recon, Intel and Counter Intel

	 
	 

	WHAT ARE G-2, RECON, INTEL AND COUNTER INTEL?
	G-2, Recon, Intel and Counter Intel are operational assets with a vested interest in security. They gather the information that becomes intelligence and eventually drives operations. Their survivability in combat requires operational credibility. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT G-2, RECON, INTEL AND COUNTER INTEL?
	You need to know about G-2, Recon, Intel and Counter Intel because you will have to work with them. They can produce between 50% and 90% of all missions during "real world" deployments. For this reason you will want to develop a good rapport and working relationship with them during training exercises.

	 
	 

	WHAT DOES KNOWLEDGE OF G-2, RECON, INTEL AND COUNTER INTEL DO FOR YOU? 
	A knowledge of G-2, Recon, Intel and Counter Intel does several things for you:

(1) It helps you understand one of your biggest and certainly most important customers.

(2) It helps you understand the importance of imagery intelligence (IMINT). These types of products can increase situational awareness, decrease friction and, by extension, protect the force.

(3) If you work with these sections, develop operational credibility with them, then your products will serve a functional, tactical purpose. Additionally, you will deploy -- intelligence assets always deploy.

(4) If your Marines work with the recon teams to develop their photographic skills (e.g. surveillance and reconnaissance), and you deploy that Combat Cameraman with the MEU, then all concerned will have a more productive deployment.

	 
	 


 

	 Paragraph 10160 Preparing Combat Camera Marines for Deployment with a MEU

	 
	 

	WHAT CONSTITUTES PREPARATION OF COMBAT CAMERA PERSONNEL FOR DEPLOYMENT WITH A MEU
	Preparing combat camera Marines for MEU deployment requires development of technical skills, military skills, managerial skills and coordination skills. 

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT PREPARING 

COMBAT CAMERA 

PERSONNEL FOR DEPLOYMENT WITH A MEU?
	You need to know how to prepare a Marine for deployment with a MEU for several reasons:

(1) There’s a good likelihood that one of your Marines will be selected for service with the MEU.

(2) As the Combat Camera Officer, you have to work with six to twelve MEU combat camera personnel in an average 3year tour at division. You are indirectly responsible for their success.

(3) The MEU combat camera Marines are frequently in a position to acquire the most important and historical imagery of the year. Their success or failure reflects on us all.

(4) Approximately half of the MEU’s request augmentation (usually a 4671). This increases the likelihood that one of your Marines will be attached to a MEU.

	 
	 

	WHAT DOES PREPARING

COMBAT CAMERA PERSONNEL FOR DEPLOYMENT WITH A MEU DO FOR YOU? 
	Preparing combat camera personnel for service with a MEU does several things for you:

(1) It gives you the opportunity to improve the support received by MEU commanders and their staffs.

(2) It gives you the opportunity to help junior Marines succeed in very challenging and important billets. This can make them feel good about their tour with the MEU; a byproduct is that our OCCFLD stands a better chance of keeping the Marines with "real world" operational experience.

(3) It gives you a chance to improve the perception of our OCCFLD among the operational forces. This creates a win-win situation for your Marines and your customers.

(4) It substantially improves the chances that historically significant combat camera imagery will find its way to the National Archives.

	 
	 

	HOW DO YOU PREPARE COMBAT CAMERA PERSONNEL FOR DEPLOYMENT WITH A MEU?
	Steps:
	What you do:
	Notes:

	
	1
	Obtain direct liaison authority (DIRLAUTH) with the MEF G-3 and the MEU command element. 
	Things always go smoother if you have the boss’ blessing.

	 
	2
	Maintain contact with the MEU. Ensure that the command element knows that you are there to support their requirements and to support their Marines.
	Bring samples of work that their cameramen can produce, given the proper equipment, training and tasking.

	 
	3
	Work with the Marines’ OIC’s. Offer to help with things like formal school call up, planning summary issues, equipment management, and even production resources.
	Sincerity pays big dividends. Show the MEU Marines that you care and they will generally let you support their combat camera personnel.

	 
	4
	Work the MEU combat camera personnel into your training schedule.
	Outline enabling learning objectives that prepare them to perform their duties completely unsupervised.

	 
	5
	Work with the Navy.
	The sailors can help or hinder the MEU cameraman. Coordination and liaison at our level can help to build an atmosphere of mutual support.

	 
	6
	Train combat camera personnel to be proactive. They should understand the requirements of their commanders in order to anticipate and support requirements.
	 

	 
	7
	Train the combat camera personnel to market their skills and capabilities.
	Specifically, teach them how to "show" their bosses their capabilities. This may require that you provide marketing material (e.g. sample mosaics, LZ studies, route recons, annotated intelligence photographs, target folders, etc.).

Some commanders will want to know why they should replace a "trigger puller" with a combat camera Marines. The combat camera personnel need to know how to explain the benefit of their service and products.

	 
	8
	Train the combat camera personnel to be visible.
	They need to know the CO’s, XO’s, and 1stSgt’s as soon as possible. They need to periodically send out "reminder" E-mails to potential customers. They need to know about follow through -- provide units with quality imagery (e.g. prints, videos, etc.). When Marines see what you’re doing with the imagery they’ll help you any way they can -- in addition to the training benefits of your footage, it also helps boost morale.

	 
	9
	Train the combat camera personnel to take care of their equipment (e.g. PM’d, waterproofed, protected, etc.).
	It’s hard to get equipment replaced while you’re out at sea.

	 
	10
	Train the combat camera personnel to work with the Navy. 
	They need to have a good, professional relationship with the sailors. The Marines will be using the sailors’ equipment. If the Marines help the sailors it will usually come back to them later


 

	 Paragraph 10170 Marine Corps Lessons Learned (MCLL) and Joint Lessons Learned (JLL)

	 
	 

	WHAT ARE MCLL AND JLL?
	MCLL and JLL are formal requirement to capture lessons learned. They represent an opportunity to learn from the "hard learned" lessons of the past, AND an opportunity to prevent the next generation from re-making your mistakes.

	 
	 

	WHY DO YOU NEED TO KNOW ABOUT MCLL’s AND JLL’s?
	You need to know about MCLL and JLL for two main reasons:

(1) You will be required to submit MCLL and JLL at the end of every contingency deployment. This task usually comes from the G-3.

(2) You may want to request MCLL or JLLegarding various topics. Visit their websites at www.?????.mil and www.????.mil. 

	 
	 

	WHAT DO MCLL AND JLL’DO FOR YOU? 
	MCLL and JLL can do a few things for you:

(1) They can give you insight to challenges in past contingency operations.

(2) They can help you prevent repeat mistakes -- you might as well learn from someone else’s mistake.

(3) They can offer specific guidance regarding an entire array of topics to include: embarkation, redeployment, communications, hazardous materials, etc.

(4) If included in your turnover folder, they can really improve your successor’s chances of success.

(5) They can be used to justify training and equipment (e.g. hazmat was a problem in Operation Restore Hope, we used that MCLL to justify the purchase of digital equipment).

	 
	 

	HOW DO YOU WORK WITH MCLL’s AND JLL’s?
	Steps:
	What you do:
	Notes:

	
	1
	Search the MCLL database for applicable information. 
	.

	 
	2
	Serena, please finish. Thanx.
	 


 

