UNI TED STATES MARI NE CORPS
COMBAT CAMERA AND PRI NTI NG UNI'T
HEADQUARTERS BATTALI ON

1ST MARINE DI VISION (REIN), FM

C:AI\P PENU_ETG\I, C:A 92055- 55381 IN REPLY REFER TO
5000
G COP
2 Cct 00

From Conbat Canera and Printing Oficer
To: Master Sergeant J. L. Roberts, | N 4691

Subj:  APPO NTMENT AS THE DI VI SI ON COVBAT CAMERA & PRI NTI NG
BUI LDI NG AND COVPOUND MANAGER

Encl: (1) Turnover Fol der and Desktop Procedure gui dance

1. As of this date, you are assigned the duties as the Conbat
Canera & Printing Building & Conpound Manager.

2. You will establish and maintain a Turnover Fol der and Desktop
Procedures per enclosure (1). The followi ng tasks will be
per f or med:

Submi t/ Track all Maintenance work requests
Subm t/ Track all Conputer work requests

Submit/Track all Tel ephone work requests

Subm t/ Track/ Update all SL3 & T/E nodifications to Van
Syst ens

Supervi se Enbarkation Pl an

o Track/ Control Keys

000D

O

3. The follow ng Points of Contacts will be utilized for the
above requests/tasks:

o Mintenance Requests H@BN Canp Services 725-884
o Conputer Requests Dat aCom 725- 8709

o Tel ephone Requests CommCo Wre PIt 725-8718

o SL3 & T/E BN Supply 725-8585

o Enbark BN Enmbar k 725-6314

4. You will also appoint in witing an NCO as the Assistant
Bui | di ng & Conpound Manager. A copy of this appointnment will be
given to the individual, O C and Trai ning SNCO C.

J. A SANDERS



