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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Maintenance Standard Operating Procedure


1. [bookmark: _Toc376499955][bookmark: _Toc376502139][bookmark: _Toc376502282][bookmark: _Toc376502511][bookmark: _Toc376502699][bookmark: _Toc376502863][bookmark: _Toc376503308][bookmark: _Toc376499956][bookmark: _Toc376502140][bookmark: _Toc376502283][bookmark: _Toc376502512][bookmark: _Toc376502700][bookmark: _Toc376502864][bookmark: _Toc376503309][bookmark: _Toc376502292][bookmark: _Toc376499965][bookmark: _Toc376502149][bookmark: _Toc376499957][bookmark: _Toc376502141][bookmark: _Toc376502284][bookmark: _Toc376502513][bookmark: _Toc376502701][bookmark: _Toc376502865][bookmark: _Toc376503310]Purpose:  The purpose of this SOP is to establish the responsibilities of commanders, staff officers, supervisors, and operators in the conventional maintenance effort and to establish uniform procedures that will be used to enhance the material readiness of the unit. The Maintenance of equipment must be given our highest priority.  Without operational equipment we cannot train, therefore we cannot provide the Soldiers and leaders that rely on us an optimum training experience.  This appendix serves to outline a number of concepts that will serve as the foundation for our maintenance program through the use of the Systems, Applications, and Products in Data Processing (SAP) Solution known as Global Combat Support System-Army.  

2. [bookmark: _Toc376499967][bookmark: _Toc376502151][bookmark: _Toc376502294][bookmark: _Toc376502522][bookmark: _Toc376502710][bookmark: _Toc376502874][bookmark: _Toc376503320][bookmark: _Toc376499959][bookmark: _Toc376502143][bookmark: _Toc376502286][bookmark: _Toc376502515][bookmark: _Toc376502703][bookmark: _Toc376502867][bookmark: _Toc376503312][bookmark: _Toc376499966][bookmark: _Toc376502150][bookmark: _Toc376502293][bookmark: _Toc376502521][bookmark: _Toc376502709][bookmark: _Toc376502873][bookmark: _Toc376503319]Scope:  Applicable to all assigned and attached personnel.

3. [bookmark: _Toc376499968][bookmark: _Toc376502152][bookmark: _Toc376502295][bookmark: _Toc376502523][bookmark: _Toc376502711][bookmark: _Toc376502875][bookmark: _Toc376503321][bookmark: _Toc376499969][bookmark: _Toc376502153][bookmark: _Toc376502296][bookmark: _Toc376502524][bookmark: _Toc376502712][bookmark: _Toc376502876][bookmark: _Toc376503322][bookmark: _Toc376499970][bookmark: _Toc376502154][bookmark: _Toc376502297][bookmark: _Toc376502525][bookmark: _Toc376502713][bookmark: _Toc376502877][bookmark: _Toc376503323][bookmark: _Toc376499972][bookmark: _Toc376502156][bookmark: _Toc376502299][bookmark: _Toc376502527][bookmark: _Toc376502715][bookmark: _Toc376502879][bookmark: _Toc376503325][bookmark: _Toc376499971][bookmark: _Toc376502155][bookmark: _Toc376502298][bookmark: _Toc376502526][bookmark: _Toc376502714][bookmark: _Toc376502878][bookmark: _Toc376503324]The overall objective of this SOP is to provide guidelines for standardized procedures and policies designed to promote and accomplish the following:

a. Achieve and maintain a maximum effort toward a 100% material readiness posture.

b. [bookmark: _Toc376499973][bookmark: _Toc376502157][bookmark: _Toc376502300][bookmark: _Toc376502528][bookmark: _Toc376502716][bookmark: _Toc376502880][bookmark: _Toc376503326][bookmark: _Toc376499974][bookmark: _Toc376502158][bookmark: _Toc376502301][bookmark: _Toc376502529][bookmark: _Toc376502717][bookmark: _Toc376502881][bookmark: _Toc376503327]Early detection and correction of equipment faults and failures at the lowest possible level.

c. [bookmark: _Toc376499975][bookmark: _Toc376502159][bookmark: _Toc376502302][bookmark: _Toc376502530][bookmark: _Toc376502718][bookmark: _Toc376502882][bookmark: _Toc376503328][bookmark: _Toc376499976][bookmark: _Toc376502160][bookmark: _Toc376502303][bookmark: _Toc376502531][bookmark: _Toc376502719][bookmark: _Toc376502883][bookmark: _Toc376503329]Ensure the maximum service life of all equipment.

d. [bookmark: _Toc376499977][bookmark: _Toc376502161][bookmark: _Toc376502304][bookmark: _Toc376502532][bookmark: _Toc376502720][bookmark: _Toc376502884][bookmark: _Toc376503330][bookmark: _Toc376499978][bookmark: _Toc376502162][bookmark: _Toc376502305][bookmark: _Toc376502533][bookmark: _Toc376502721][bookmark: _Toc376502885][bookmark: _Toc376503331]Return non-mission capable (NMC) equipment to serviceable condition with minimal delay and a minimum expenditure of resources.

e. [bookmark: _Toc376499979][bookmark: _Toc376502163][bookmark: _Toc376502306][bookmark: _Toc376502534][bookmark: _Toc376502722][bookmark: _Toc376502886][bookmark: _Toc376503332][bookmark: _Toc376499980][bookmark: _Toc376502164][bookmark: _Toc376502307][bookmark: _Toc376502535][bookmark: _Toc376502723][bookmark: _Toc376502887][bookmark: _Toc376503333][bookmark: _Toc376499981][bookmark: _Toc376502165][bookmark: _Toc376502308][bookmark: _Toc376502536][bookmark: _Toc376502724][bookmark: _Toc376502888][bookmark: _Toc376503334][bookmark: _Toc376499982][bookmark: _Toc376502166][bookmark: _Toc376502309][bookmark: _Toc376502537][bookmark: _Toc376502725][bookmark: _Toc376502889][bookmark: _Toc376503335][bookmark: _Toc376499983][bookmark: _Toc376502167][bookmark: _Toc376502310][bookmark: _Toc376502538][bookmark: _Toc376502726][bookmark: _Toc376502890][bookmark: _Toc376503336][bookmark: _Toc376499985][bookmark: _Toc376502169][bookmark: _Toc376502312][bookmark: _Toc376502540][bookmark: _Toc376502728][bookmark: _Toc376502892][bookmark: _Toc376503338][bookmark: _Toc376499986][bookmark: _Toc376502170][bookmark: _Toc376502313][bookmark: _Toc376502541][bookmark: _Toc376502729][bookmark: _Toc376502893][bookmark: _Toc376503339][bookmark: _Toc376499987][bookmark: _Toc376502171][bookmark: _Toc376502314][bookmark: _Toc376502542][bookmark: _Toc376502730][bookmark: _Toc376502894][bookmark: _Toc376503340][bookmark: _Toc376499989][bookmark: _Toc376502173][bookmark: _Toc376502316][bookmark: _Toc376502544][bookmark: _Toc376502732][bookmark: _Toc376502896][bookmark: _Toc376503342][bookmark: _Toc376499996][bookmark: _Toc376502180][bookmark: _Toc376502323][bookmark: _Toc376502551][bookmark: _Toc376502739][bookmark: _Toc376502903][bookmark: _Toc376503349]Ensure the efficient use of repair parts and materials.
[bookmark: _Toc376500000][bookmark: _Toc376502184][bookmark: _Toc376502327][bookmark: _Toc376502555][bookmark: _Toc376502743][bookmark: _Toc376502907][bookmark: _Toc376503353][bookmark: _Toc376500005][bookmark: _Toc376502189][bookmark: _Toc376502332][bookmark: _Toc376502560][bookmark: _Toc376502748][bookmark: _Toc376502912][bookmark: _Toc376503358][bookmark: _Toc376500007][bookmark: _Toc376502191][bookmark: _Toc376502334][bookmark: _Toc376502562][bookmark: _Toc376502750][bookmark: _Toc376502914][bookmark: _Toc376503360]
4. [bookmark: _Toc376500008][bookmark: _Toc376502192][bookmark: _Toc376502335][bookmark: _Toc376502563][bookmark: _Toc376502751][bookmark: _Toc376502915][bookmark: _Toc376503361][bookmark: OLE_LINK2][bookmark: _Toc376500009][bookmark: _Toc376502193][bookmark: _Toc376502336][bookmark: _Toc376502564][bookmark: _Toc376502752][bookmark: _Toc376502916][bookmark: _Toc376503362][bookmark: _Toc376500010][bookmark: _Toc376502194][bookmark: _Toc376502337][bookmark: _Toc376502565][bookmark: _Toc376502753][bookmark: _Toc376502917][bookmark: _Toc376503363][bookmark: _Toc376503364][bookmark: _Toc376500011][bookmark: _Toc376502195][bookmark: _Toc376502338][bookmark: _Toc376502566][bookmark: _Toc376502754][bookmark: _Toc376502918][bookmark: _Toc376503365]Responsibilities of Personnel:  Units will ensure the maintenance responsibilities of their personnel are developed and fixed in detail, down to and including the equipment operator level.  The expected results are that this SOP can be used to describe the duties and responsibilities of these personnel.  The following responsibilities are developed for the personnel within the unit.

a. Commander:

(1) Provides command supervision to maintenance activities.

(2) Advises higher headquarters of maintenance and repair parts, supply requirements, support status, problem areas, recommended solutions, and anticipated future requirements.

(3) Directs maintenance and repair parts supply polices.

(4) Establishes priorities for maintenance support.

b. Executive Officer/Deputy Executive Officer

(1) Is the Readiness Officer
(2) Directs the planning and execution of the organizational maintenance program.

(3) Supervises, plans, and reviews periodic and special reports to be submitted to higher headquarters.

(4) Directs staff analysis of maintenance situations.

(5) Supervises and evaluates the maintenance program.

(6) Recommends change to the maintenance program as required.

c. S1:

(1) Monitors personnel status (i.e., critical MOS shortages).

(2) Programs assignments of maintenance personnel in coordination with the Maintenance Officer.

(3) Recommends assignment of maintenance personnel.

(4) Assigns personnel based on commander's guidance.

(5) Maintains unit publications system to include maintenance publications.

d. S3:

(1) Allocates maintenance training time.

(2) Coordinates with the maintenance officer and unit commanders on individual training requirements, e.g., GCSS-A, MOS schools, on the job training, cross training, skill qualification training, and professional development training.

(3) Monitors skill level 10 training for all maintenance personnel assigned.  

(4) Programs, allocates, and obtains appropriate school allocations and ensures they are filled.

(5) Coordinates with commanders and staff on forecasting training, associated maintenance and logistical requirements.

(6) Provide a list of available schools and quotas for maintenance personnel.

e. S4 and Property Book Officers:

(1) Monitors equipment on hand status

(2) Checks vehicle age and mileage.

(3) Coordinates with the maintenance officer on turn-in procedures.

(4) Monitors changes in equipment authorizations.

(5) Monitors funds for all expendable and Class IX items.

f. Command Sergeant Major:

(1) Ensures that unit first line supervisors, in addition to vehicle operators, attend scheduled maintenance services.

(2) Attends scheduled command maintenance.

(3) Identifies maintenance weaknesses and makes corrections through the NCO chain and advises the Commander as needed.

(4) Advises S1 on the prudent assignment of maintenance personnel.

g. Maintenance Officer:

(1) Serves as OIC of motor pool.

(2) Attends scheduled Command and Staff meetings.

(3) Provides USR Data monthly

(4) Identifies maintenance areas that can be improved.

(5) Keeps the Commander, Executive Officer/Deputy Commanding Officer, and staff informed of the maintenance situation and the operational status of equipment.

(6) Plans, evaluates, and analyzes the maintenance program.

(7) Coordinates operations with direct support units and other units as required.

(8) Monitors GCSS-Army maintenance operations

(9) Directs and coordinates organizational maintenance operations.

(10) Monitors the flow of requests for parts, scheduled maintenance, and repairs.

(11) Analyzes equipment deficiencies and failures to determine the cause(s), recommends preventive maintenance procedures to reduce or eliminate reoccurrence.

(12) Monitors the scheduling of PM services and quality control inspections of maintenance operation and records and analyzes equipment deficiencies and failures.

(13) Provides maintenance logistical assistance within the unit.

(14) Conducts maintenance operation inspections and vehicle inspections.

(15) Monitors the incoming and the installation of high priority Class IX repair parts.

(16) Monitors the training and licensing of vehicle drivers and equipment.

(17) Maintains the Maintenance SOP.

h. Senior Maintenance Supervisor:

(1) Principle assistant to the maintenance officer. Serves as the maintenance officer in his/her absence.

(2) Provides technical assistance within the unit.

(3) Recommends new maintenance procedures to the maintenance officer.

(4) Serves as the Hazardous Materials NCOIC, designated in writing.

(5) Serves as the AOAP manager, designated in writing.

(6) Responsible for ensuring all Organizational work areas are organized and clean to provide safe working conditions for all Soldiers.

i. Motor Sergeants:

(1) Supervise shop operations.

(2) Ensure safety is a number one priority in the shop; enforce all safety standards to include clean serviceable coveralls and the wear of safety boots.

(3) Prepare worksheets and charts assigning daily work to maintenance and recovery personnel.

(4) Execute the AOAP in the unit.

(5) Supervises scheduled maintenance services, tests, troubleshooting, repairs, care, use and accountability of tools and equipment: replacement of parts, safety, and training programs.

(6) Provides technical advice and supervision for operator/crew maintenance of equipment.

(7) Recommends new maintenance procedures to the maintenance officer.

(8) Ensures Usage reports are reviewed and signed by unit commanders at least monthly to ensure accurate readiness reporting. 

(9) Ensures all GCSS-Army system data is monitored for discrepancies on a monthly basis.

(10) Supervises the skill level 10 training program.

(11) Provides the maintenance officer a daily update on non-mission capable equipment.

(12) Meet slide suspense due to the maintenance officer by 1300 every Tuesday.

(13) Attend regularly scheduled maintenance meetings at 1500 every Tuesday.

j. Senior Mechanic and Generator Repair Supervisors:

(1) Prepare worksheets and charts assigning daily work to maintenance repair personnel.

(2) Provide skill level 10 training, cross training, and common task training to all MOS personnel.

(3) Review unit MTOE and identify types of equipment that they support and maintain a complete working library containing all pertinent publication that apply to each model equipment.

(4) Utilizing the monthly schedules services list, forecast the quantity of service related repair parts needed and have them placed on order 90 days out or on hand.

(5) Establish a quality control plan for completed repair/services on all equipment and supervise its performance.

k. GCSS-Army Clerks:

(1) Maintain equipment records and verify entries according.

(2) Prepare forms and reports for higher headquarters.

(3) Act as equipment dispatcher and ensure that each operator is properly licensed prior to dispatch.

(4) Maintain unit's Shop Stock and Bench Stock.

(5) Request, receive, store, and issue repair parts and maintenance supplies.

(6) Post operation records at the time of dispatch and return.

(7) Maintain management information as directed by the maintenance officer.

(8) Monitor and turn-in recoverable Class IX repair parts within 20 days of being issued.

l. Mechanics:

(1) Perform organizational PM and repairs with the assistance from the equipment operator/crew.

(2) Perform operator maintenance on equipment assigned to the maintenance section.

(3) Maintain and account for tools and equipment issued to perform tasks.

(4) Troubleshoot equipment problems using equipment technical manuals and test equipment.

m. Equipment Recovery Personnel:

(1) Perform organizational maintenance when not engaged in recovery operations.

(2) Recover disabled, damaged, mired, or abandoned vehicles.

(3) Provide heavy lift support for maintenance operations.

(4) Solve towing and rigging problems and makes on-site repairs and adjustments when feasible.

n. Signal NCO (S-6):

(1) During inspections, system validations, and other announced/unannounced maintenance visits the S-6 evaluates the accomplishment and quality of communication equipment maintenance in the following areas: PMCS, scheduled services, test equipment, and operational checks.

(2) Keeps the unit informed of the maintenance situation and mission capable status of all communications equipment.

o. Chemical, Biological, Radioactive, and Nuclear (CBRN) Supervisor:

(1) Supervises the technical aspects of unit Chemical, Biological, Radioactive, and Nuclear (CBRN) operations and assists unit chemical teams.

(2) Supervises individual PMCS performed on unit CBRN equipment.

(3) Conducts periodic CBRN equipment inspections.

(4) Monitors the CBRN calibration program.

(5) Coordinates with the maintenance officer on CBRN equipment status.

p. Dining/Mess Operations Supervisor:

(1) Supervises the preventive maintenance checks and services (PMCS), repair, and preservation of field mess equipment.

(2) Coordinates with the maintenance Motor Sergeant for forecasting and need for mess equipment repair and servicing.

(3) Coordinates with the Motor Sergeant on field mess equipment readiness status.

s. Unit Commanders:

(1) Responsible for their individual unit maintenance program.

(2) Schedule training, PMCS, and services on the unit’s training schedule.

(3) Review the Equipment Situation Report (ESR) daily.

(4) Ensure maximum unit participation on Command Maintenance days.

(5) Ensure each Soldier in his/her command understands and complies with the requirements of this SOP.

(6) Keep the higher headquarters informed of unit readiness status.

t. First Line Supervisors:

(1) Ensure Soldiers who are not properly trained and licensed do not operate equipment.

(2) Conduct operator/crew training on safe and correct operation of equipment system.

(3) Conduct Maintenance training on equipment system using PMCS charts contained in the appropriate TM.

(4) Supervise operator/crew members in performance of PMCS before, during, and after operation.

(5) Ensure operator/crew perform all maintenance actions authorized for their level.

(6) Coordinate accomplishment of services with maintenance section.

(7) Ensure all BII is hand receipted down to the user level and that it is maintained in a clean and serviceable condition.

(8) Ensure that equipment is operated safely at all times, and only by qualified licensed operators.

(9) Conduct daily informal inspection of maintenance operations by operator/crew.
 
u. Operators:

(1) Maintain equipment IAW TM.

(2) Maintain equipment operationally ready, including correct lubrication and fuel levels at all times.

5. General Policies:

a. Each unit, staff section, and maintenance shop will have a digital copy of this SOP on file.

b.  All automotive and power generation equipment will have an assigned and assistant operator.

c. Operators and assistant operators will be qualified and licensed for assigned equipment.

d. All maintenance and service actions will be followed up with a quality control check by the maintenance supervisor or a designated representative. 

e. Equipment undergoing a service or repair will be accompanied by a minimum of one assigned operator or assistant operator.

f. The unit training schedule will be utilized to the fullest extent when scheduling services, maintenance periods, and maintenance related training.

g. All maintenance operations will be performed IAW the most current applicable publications and/or references.

h. All required maintenance publications will be on hand in each maintenance shop. Motor Sergeants, along with unit publications clerks, are responsible for ensuring that any required publications not on hand are placed on a valid requisition.

i. In all maintenance operations the desire to complete the task quickly and the “easy way” must not compromise any safety considerations.
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ANNEX A – (PROPER USE AND CARE OF GCSS-ARMY SYSTEMS) TO MAINEANCE STANDARD OPERATING PROCEDURE

1. [bookmark: APPENDIX_B][bookmark: _Toc376501017][bookmark: _Toc376501018][bookmark: _Toc376501019]Purpose:  This appendix is to establish guidelines, procedures and policies to ensure the proper use of the GCSS-Army system.
[bookmark: _Toc376501020]
2. [bookmark: _Toc376501021]Responsibilities:
[bookmark: _Toc376501022]
a. [bookmark: _Toc376501024][bookmark: _Toc376501026]Commander:

(1) [bookmark: _Toc376501029][bookmark: _Toc376501031]Appoints individuals to perform additional duties as the GCSS-Army Access or System administrator. Generally, this is the Property Book Officer and Maintenance Officer.

b. [bookmark: _Toc376501032]Access Administrator:
[bookmark: _Toc376501033][bookmark: _Toc376501034]
(1) [bookmark: _Toc376501036][bookmark: _Toc376501035]Monitors daily GCSS-Army Operations.

(2) Ensures all Help Desk Tickets or enhancements are submitted to ALTESS in a timely manner to include at a minimum CCs to the CSSAMO GCSS-Army Representative and the Support Operations Officer.

3. [bookmark: _Toc376501037][bookmark: _Toc376501040][bookmark: _Toc376501053][bookmark: _Toc376501055][bookmark: _Toc376501056][bookmark: _Toc376501057][bookmark: _Toc376501058][bookmark: _Toc376501059][bookmark: _Toc376501060]Problem Reporting:

a. [bookmark: _Toc376501061][bookmark: _Toc376501062]If upon attempting to access GCSS-Army, the system fails to function as expected, or if the portal stops during normal processing of data, the unit Access Administrator or his representative will notify the Sustainment Automation Support Management Office (SASMO).  This notification will include the unit name, phone number, point of contact and a complete description of the problem at a minimum. 

b. [bookmark: _Toc376501063][bookmark: _Toc376501064]NOTE: it is extremely important that all messages from the computer be recorded correctly.  This can be accomplished by pressing “Print Screen” and saving this document to Word or Power Point.  Follow this with an SU53 T-Code including this screen shot within your Word or Power Point doc.  This provides SASMO or the Help Desk with an exact copy of the error message with the actual cause of the problem.
[bookmark: _Toc376501065]
4. [bookmark: _Toc376501066]GCSS-Army Problem Chain of Resolution:

a. [bookmark: _Toc376501067][bookmark: _Toc376501068][bookmark: _Toc376501069][bookmark: _Toc376501070][bookmark: _Toc376501071]GCSS-Army problems should be resolved at the lowest level possible.

b. [bookmark: _Toc376501074][bookmark: _Toc376501078]Problems identified at the user level should be directed to Access Administrator level for resolution through the Help Desk Software Engineering Center – Ft. Lee (SECLEE).

c. [bookmark: _Toc376501080][bookmark: _Toc376501081]Computer or connectivity problems will be resolved by S-6.
[bookmark: _Toc376501082]
5. [bookmark: _Toc376501123][bookmark: _Toc376501124][bookmark: _Toc376501125][bookmark: _Toc376501126]Care and Maintenance of GCSS-Army Systems:  This section specifies requirements for the routine care and maintenance of the GCSS-Army system.

a. [bookmark: _Toc376501127][bookmark: _Toc376501128]Once a week, clean the computer using canned air and a CD cleaning kit.  Daily cleaning will be accomplished in a field environment.


































[bookmark: APPENDIX_C]ANNEX B – (D1 NOTIFICATION DISPATCH PROCEDURES) TO MAINTENANCE STANDARD OPEATING PROCEDURE

1. Purpose:  Establish dispatching procedures ensuring maximum equipment and operator safety during all training.

2. General:  

a. Dispatching is the method by which a commander controls the use of equipment.  Section Leaders must make sure dispatching procedures are followed and understood.  Therefore, all Section Leaders must ensure that all equipment operators and their supervisors read, understand, and comply with the contents of this SOP. Mondays (or first duty day of week) are the primary day for dispatching equipment. Equipment will be dispatched for 8 days to accommodate mission and training requirements throughout the week. Extended dispatches (9 days or longer) will only be utilized with the approval of the Executive Officer/Deputy Commanding Officer.

b. NOTE:  Dispatching procedures for each unit is based solely upon the mission requirements and must at a minimum follow this prescribed SOP.

3. Concept:  To standardize the sequence of events that must be followed to properly create a D1 Notification:

a. Safety.

b. Mission accomplishment.

c. Equipment training.

d. Operator training.

e. Sustained maintenance.

4. Pre-dispatch Procedures and Responsibilities:

a. Unit Commanders:

(1) Evaluate and assess mission requirements.

(2) Evaluate equipment availability.

(3) Evaluate and set safety standards.

(4) Assign mission.
b. Platoon/Section Leader/Sergeant:

(1) Ensure that operators perform correct PMCS on the equipment.

(2) Provide a mission brief to the occupants.

(3) Perform risk assessments as part of the mission analysis.

(4) Ensure that the operator and assistant operator/senior occupant understand safety standards.

(5) Request the dispatch.

c. First Line Supervisor:

(1) Verify that the operator is properly trained and licensed on the equipment assigned to be dispatched.

(2) Ensure that the operator and dispatcher have checked the equipment folder for the required forms; two SF91 and two DD518.

(3) Supervise and assist the operator in the performance of the before operation PMCS and completion of the pre-dispatch safety checklist.

(4) Review the uncorrected faults portion of the equipment inspection/maintenance work sheet, look for any faults that have been fixed, but not closed out.  Check for any faults overdue to be fixed.

(5) Any operator-level (-10) faults should have been fixed by the operator.

(6) Other faults not already on the uncorrected portion of the equipment inspection/maintenance work sheet will go on the 5988.

(7) After new faults are found and annotated on the equipment inspection/maintenance work sheet, the operator will sign the work sheet.

(8) The supervisor will sign the form and turn it in to the motor pool.

(9) If no new faults are found and the operator has dated the work sheet, the motor pool may release the equipment for dispatch.

(10) Is the equipment prepared for the mission? If yes, have the operator/assistant operator report back to the dispatcher for dispatch. If no, verify that the operator has annotated all equipment faults that cannot be corrected on the work sheet, and then report to the motor pool for corrective action.

(11) Brief the operator and assistant operator on mission requirements and safety 	standards.

(12) Ensure the operator has the required dispatch forms and equipment BII/safety items. 

d. Operator:

(1) Ensure that you are properly licensed on the equipment that you are assigned to operate.

(2) Know and understand the operation, capabilities, and characteristics of the equipment you are operating.

(3) When instructed to dispatch equipment, report to the dispatcher. Inspect the equipment log binder to verify that all required forms are present. Check the equipment identification card (DA Form 5823), in the front pocket of the log binder to ensure that the information is accurate, up to date and that no service or lubrication is due.

(4) Check your automated operators ID card to verify that you are properly licensed on the equipment.

(5) Report back to your supervisor and perform before operation PMCS using the operator’s manual on the equipment assigned to you for dispatch.

(6) Review the uncorrected fault portion of the work sheet; look for faults that may affect the mission and faults that are overdue to be fixed.

(7) Any fault that the operator can fix will be fixed.

(8) Other faults not already on the uncorrected portion of the work sheet will go on the PMCS daily.

(9) When other faults are found and annotated on the work sheet, the operator signs the form and gives it to his supervisor. 

(10) If no new faults are found, the operator dates the work sheet signifying no faults were noted.

(11) Inspect the equipment and ensure that all required BII/safety items are present in the vehicle.

(12) Is the equipment prepared for the mission? If yes, with the supervisor return to the dispatcher for a dispatch. If no, annotate all equipment faults that you cannot correct on the work sheet, and then report to the motor pool for corrective action.

(13) Assist the mechanic assigned to fix the faults found.

(14) Maintenance pre-dispatch check:  Prior to any equipment being dispatched it will be inspected by a maintenance section QA/QC to verify that it meets all pre-dispatch standards. When equipment passes the maintenance pre-dispatch check the operator will then report to the dispatcher for a dispatch.

e. Senior Mechanic:  When the operator turns in a PMCS with new faults, the Senior Mechanic will:

(1) Assign a mechanic to fix new faults if possible.

(2) Have the Parts Record Clerk make any required entries on the work sheet, i.e. parts requisitioned or notifications identified by the commander or his designated representative to be deferred or delayed.

(3) If a maintenance or safety fault is found that is not potentially dangerous to the operator, crew or equipment, the fault can be "circled X" under set limited operations.  If the equipment is essential, the commander can authorize the use of the equipment on a mission essential basis only.

(4) Once repairs are made ensure the operator completes all required tasks with a Maintenance NCO’s signature upon the QA/QC turning it into dispatcher immediately to start the D1 Notification process.

(5) NOTE: Operators will NOT be allowed to dispatch more than two pieces of equipment at anytime nor have more than two pieces of equipment dispatched in their name at one time.

f. Dispatcher:

(1) If a Platoon/Section has an overdue dispatch, the section will be notified, and no vehicles will be dispatched until the overdue dispatch is turned in.

(2) The dispatcher receives all dispatch paperwork from the operator with the required QA/QC paperwork attached and signed by appointed QA/QC personnel.

(3) Dispatcher will verify that equipment logbook has the required documents.

(4) Dispatcher will verify through the GCCS-Army system that all operators are qualified for the piece of equipment they are attempting to dispatch. If not qualified, the dispatcher will inform the operator of the licensing discrepancy and refer them to their first line supervisor or master driver.

(5) If everything is in line with the above dispatch procedures, the dispatcher will inform the requestor to return at a later designated time to pick up his/her dispatch.  The dispatcher will then create the D1 Notification through GCSS-Army while ensuring the operator meets all the licensing requirements for the equipment requested for mission (Automated).

(6) The dispatch will then immediately be routed through GCSS-Army for the required approval   by the commander or the designated representative.  

g. Commander or Designated Representative:

(1) Will access GCSS-Army via the portal.  A window will immediately pop open informing the commander or designated representative of the requirement for dispatch approval.

(2) Will proceed to the SAP Easy Access and select SAP Business Workplace.

(3) Will then select Inbox and view the equipment requested for dispatch approval.

(4) The options will be: Approve, Disapprove or Keep in Work Flow.  The commander or designated representative can view the 5988E via the EQUIP_SIT Board or navigate through Approval process via this Dispatch Approval hyperlink.

(5) Dispatches will no longer be manually signed unless using a DA form 1970 due to system outages.

h. Dispatch After Approval:

(1) Once the dispatch is approved the dispatcher will receive a pop-up window informing him of the disposition of the requested equipment dispatch.

(2) He/she will then print the approved dispatch and notify the requestor of the dispatch disposition.  

(3) Upon giving the dispatch to the operator/operator assistant the dispatcher will inspect the logbook ensuring all required paperwork is present and up to date.

6. Equipment Return Procedures:  

a. NOTE: If equipment has returned to maintenance because of deadlining maintenance reason, the dispatch is to be closed prior to it being deadlined and the equipment status description changed to, “No Dispatch”.

b. First Line Supervisor:

(1) Ensure that the operator cleans and refuels the equipment.

(2) Supervise and assist the operator in performing after operation PMCS.

(3) The supervisor uses the equipment TM for after operation checks in the PMCS table and AR 385‑10, to ensure operators perform PMCS correctly.

(4) Any faults the operator should have fixed will be fixed by the operator.

(5) Other faults not already on the uncorrected faults portion of the work sheet will go on the PMCS daily.

(6) The supervisor signs the form and turns it into the motor pool.

(7) Ensure the operator completes all necessary entries on the dispatch form, i.e. ending 	miles/hours, fuel and/or oil added.

(8) Check the equipment 5988E for any required lube or service.

(9) Ensure that the operator secures the equipment in the motor pool.

(10) Have the operator report to the dispatcher to close out the equipment dispatch.

c. Operator:

(1) The operator washes, cleans, and refuels the equipment, then uses the equipment TM for after operation checks in the PMCS table.

(2) Any faults the operator can fix will be fixed.

(3) Other faults not already on the uncorrected faults portion of the work sheet will go on the PMCS.

(4) Annotate any faults found during operations.

(5) When other faults are found and annotated on the work sheet, the operator signs the form and gives it to his/her supervisor.

(6) If no new faults are found, the operator initials the work sheet and puts the date of the PMCS signifying no faults found.

(7) Complete all necessary entries on dispatch forms to include ending miles and/or hours on the dispatch, fuel and/or oil added during the dispatch.

(8) Receive return QA/QC from maintenance NCO.

(9) Report to the dispatcher with the dispatch so that the dispatch can be closed.

d. Dispatcher: 

(1) Check the equipment 5988E to see if any lube or service is due.

(2) Check the dispatch forms for any open or incomplete entries.

(3) If there are faults annotated on the work sheet, notify the Senior Mechanic so he/she can assign a mechanic to fix all new faults if possible and any faults that the commander or the commanders designated representative may have deferred or delayed due to equipment or mission essentiality.

(4) Have the Parts Record Clerk make any required entries on the work sheet.

(5) Make all required entries within the GCSS-Army System i.e.; ending miles and/or hours on the dispatch, fuel and/or oil added during the dispatch. To include updating equipment usage to reflect on the operators 348.

e. Platoon/Section Leader/Sergeant:

(1) Spot check after operation procedures to ensure compliance with regulations and this SOP.

(2) Evaluate equipment condition to determine if the operator or supervisor requires 	additional training on the dispatch procedures or equipment operation.

(3) The PLT/Section Sergeant will periodically spot check the operators PMCS to verify the 	operator and supervisor are doing after operation PMCS correctly.

f. Commander Team:

(1) Monitor after operations procedures.

(2) Inspect equipment online to verify unit readiness.

7. Log Binder:  The equipment log binder is used each time an item of equipment goes on dispatch.  The binder will carry only the forms and records needed during a dispatch.  The required forms are as follows:

a. GCSS-Army generated equipment dispatch.

b. GCSS-Army generated equipment inspection/maintenance work sheet.

c. DD Form 518, 2 each.

d. SF 91, 2 each.  

e. QA/QC filled out by appointed personnel.

f. Current equipment identification card.

8. BII/Safety Items:  Equipment BII and required safety items will be with the equipment at all times while on dispatch. The operator will have access to the BII storage location at all times.  The items required to be with the equipment are as follows:

a. Complete set of BII (jack, jack handle, wheel nut tools, chock block, and common tools).

b. Full, serviceable and sealed fire extinguisher.

c. Highway warning kit.

d. First aid kit.

e. Clean wiping cloths for cleaning windshields, headlights, and mirrors.

f. Keys to all locks.

9. Policies:

a. The operator will have a current automated operator ID card in his/her possession at all times while operating military equipment.

b. All vehicles, tactical and non-tactical, will have one qualified operator and a vehicle commander physically in the vehicle for the duration of the dispatch. It is desirable that both crewmembers be qualified to drive the vehicle.  The vehicle commander is responsible to ensure that the vehicle has been properly inspected for safety.  

c. The dispatching period for all vehicles will be IAW with all unit mission requirements IAW unit SOP’s.  All dispatches extended past 24 hours must be signed by the unit commander or the commander’s designated representative.  

d. For extended dispatch situations for all Rotational Operations, it is mandatory for the driver and TC to perform a daily before PMCS for their equipment.  They must recheck vehicle for all safety violations IAW AR 385-10.

e. Off-Post Dispatches will be entered into GCSS-Army and labeled as “off-post”. Unit commanders or their designated representatives are the approving authority for off-post dispatches.

10. Hazardous Cargo:  Dispatching of hazardous cargo requires special equipment and forms.  The following procedures will be followed for dispatching of vehicles carrying hazardous cargo.

a. License Requirements:

(1) Driver must be hazardous cargo trained (HAZ-11).
(2) Driver must be licensed for the equipment.

(3) License and 348 must be over stamped.

(4) Assistant operator must be hazardous cargo trained.

(5) Assistant operator must be licensed to operate vehicle.

b. Forms Required:

(1) Equipment Identification card.

(2) GCSS-Army generated Dispatch form.

(3) GCSS-Army generated inspection work sheet.

(4) SF 91.

(5) DD Form 518.

(6) DD Form 626 1 AE.

(7) DD Form 836 AE only.

(8) AE Form 55 1.

(9) AETL Form 1411 R.

(10) AETL Form 1446 R.

(11) Load plan.

c. Vehicle Requirements:

(1) Appropriate tools for simple repairs supplied in BII.

(2) Fire extinguisher, 2 each, 10B:C:.

(3) Warning triangles, minimum 1 each.

(4) Wheel chocks, minimum 1 each.

(5) 1 liter of water per occupant.

(6) 1 pair of rubber gloves per occupant.

(7) 100 lbs of absorbent material (fuel trucks).

(8) Filled eye wash bottles.

(9) Safety goggles.

(10) Rubber over boots.

(11) Drip pans.

(12) Plastic bags.

11. Quality Control:  Prior to any vehicle being released for dispatch, the following checks will be made by the appointed QA/QC inspectors.

a. Verify operators have completed 10 level inspection IAW -10

b. Inspect Engine compartment and undercarriage for excessive fluids and overall cleanliness.

c. Ensure vehicle mechanic has performed all Pre QA/QC checks and that their troop senior mechanic has signed off on the checks.

d. Ensure the QA/QC process is taken seriously and recorded accurately in order to avoid unnecessary damage to equipment or personnel.

e. Perform a 100% technical inspection IAW 10/20 level technical manuals of equipment being dispatched.

f. Verify all deadline faults have been repaired to 10/20 standard.

g. Ensure all safety faults are annotated and rectified if possible.

























[bookmark: OLE_LINK13][bookmark: OLE_LINK19]ANNEX C – (CIRCLE X PROCEDURES) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  To establish procedures based on commander’s guidance for Circle X authority of non-mission capable equipment.

2. Standard:  

a. Any vehicle identified with an X symbol identifies a non-operative status / deadline fault that prevents safe operation and requiring immediate repairs. 

b.  Equipment identified as having a non-mission capable fault (X) may be operated under limitations determined by the unit commander. 

c. The unit commander or his/her designated representatives are the only personnel who may authorize the use of “deadlined” equipment. 

d. Any designated representatives must have appointment orders or delegation authority on file. 

e. The approving commander or designated representative will authorize use of a deadlined equipment by authorizing the “circling X” (deadline fault) through the GCSS-Army dispatch approval process. The approving authority must then note the limitations, restrictions, and period of time in the remarks section of the equipment dispatch (DA Form 5987E). 


[bookmark: APPENDIX_D]

















ANNEX D – (COMMAND MAINTENANCE PROGRAM (PMCS)) TO MAINTENANCE STANDARD OPEATING PROCEDURE

1. Purpose:  To maximize the operational readiness of the unit’s equipment and systems, thus ensuring that all equipment shortcomings and deficiencies are annotated through the GCSS-Army system.

2. Objectives:

a. To detect and correct potential or actual system failures at the lowest level of maintenance possible.

b. To enhance the unit’s operational readiness program by identifying areas requiring the special attention of the chain of command and maintenance personnel.

3. Sequence of Events:

a. Each unit will ensure that vehicles are PMCS on a weekly basis or IAW with this SOP. 

b. All personnel assigned equipment and their supervisor (through the section leader) are required to be present.  Command maintenance cannot succeed unless all personnel from the operator to the commander are involved in the program.

c. Maintenance teams from the maintenance section will be on hand to assist in installing parts and aiding the operator.

d. Operator supervisors will ensure that all operator parts are removed from the equipment part bin and installed on the equipment weekly.  Once parts are installed the operator will annotate the work sheet that the part was installed.

e. Work sheets will not be accepted with operator level faults that can be corrected, e.g., engine oil low, radiator low on coolant, or vehicle needs to be spot painted.

4. Command Maintenance Days:  Units should perform command maintenance on a weekly basis for all rolling stock and ground support equipment; and on a monthly basis for all other assigned equipment to include CBRN, Arms room, and communication equipment. The training calendar will be a distracter, but units should never blame the training calendar for a lack of Command Maintenance efforts. Units should ensure they proactively place maintenance requirements within our training calendars.  

5. Responsibilities:

a. Each vehicle, generator, trailer and communication system will receive a PMCS.

b. Perform radio checks on a regular basis, at a minimum of once per month.

c. Ensure that sufficient 5988-E's and operator manuals are on hand for each piece of equipment.

6. Coordinating Instructions:

a. Each system (vehicle, generator, trailer and radio, etc.) will receive a PMCS and will be run to operating temperatures.

b. PMCS will be conducted by the operator’s manual.

c. Units will perform Daily, Weekly, and Monthly PMCS IAW operator’s manual. 

d. Squad/section leaders will verify and sign the 5988‑E.

e. Once the operator is finished performing the PMCS and the section leader has reviewed and signed the form, it will then be passed on to the unit maintenance representative for verification and accountability.  After the unit maintenance representative has reviewed the 5988-Es they will then be submitted to the Motor Sergeant.

f. The Motor Sergeant will decide what action is to be taken based upon the 5988-E's.

g. If the 5988-E has deficiencies that can be corrected on the spot, the operator and mechanic will make those corrections then.

h. Oil/fuel added must be annotated on the 5988-E.

7. 5988-E Procedures:

a. Deadline (NMC) faults: Any NMC faults found during a PMCS will be posted to GCSS-Army within 24hrs of fault identification.

b. Non-deadline faults: All other deficiencies and shortcomings will be posted to GCSS-Army within 72 hours of deficiency discovery.

ANNEX E (UNSCHEDULED AND SCHEDULED SERVICES) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. [bookmark: APPENDIX_E][bookmark: _Toc376502038][bookmark: _Toc376502040][bookmark: _Toc376502041]Purpose:  This appendix is published to ensure uniformity in the performance of UNSCHEDULED and SCHEDULED maintenance services to maintain a high state of readiness. 

2. [bookmark: _Toc376502042][bookmark: _Toc376502044][bookmark: _Toc376502045]General:  This appendix provides guidance and instruction for the performance of UNSCHEDULED and SCHEDULED maintenance services.

3. Unscheduled Maintenance:
[bookmark: _Toc376502046]
a. [bookmark: _Toc376502047][bookmark: _Toc376502048][bookmark: _Toc376502049]When deficiencies and/or shortcomings are detected at other than the scheduled maintenance intervals, they will be reported through GCSS-Army work sheet (5988-E) and submitted to the squad leader.
[bookmark: _Toc376502050]
b. [bookmark: _Toc376502051][bookmark: _Toc376502052]The squad leader will verify that the proper procedures were followed IAW the –10 TM and that any and all operator level repairs have been made. The squad leader will collect his/her squad’s 5988-Es and submit them to the unit maintenance representative.

c. [bookmark: _Toc376502053][bookmark: _Toc376502055]The unit maintenance representative will re-verify the accuracy of the 5988-Es. NMC deficiencies will not be delayed and must be brought to the maintenance personnel’s attention immediately.  NMC deficiencies will take priority over scheduled services.  The deadlined equipment will immediately be placed within the Senior Mechanic’s work flow and all required actions will be entered into GCSS-Army within 24hrs from when NMC fault was annotated.  
[bookmark: _Toc376502056]
4. [bookmark: _Toc376502057]Scheduled Services:
[bookmark: _Toc376502058]
a. [bookmark: _Toc376502059]Each unit will establish a unit service plan to ensure scheduled services are performed correctly and on time. All scheduled maintenance services will be listed in GCSS-Army via a PM Notification, preventive maintenance schedule. Maintenance personnel will coordinate with the units to insure scheduled maintenance is posted on the unit training.  The intervals of services will be obtained from the appropriate technical manual and lubrication order or other written directives.  Scheduling of all services will be coordinated with the Motor Sergeant. Scheduled maintenance services will be performed within mission and combat operational requirements.  Scheduled services will be interrupted due to OPTEMPO; however, the commander must assure sufficient time is allowed for quality services.
[bookmark: _Toc376502060]
b. [bookmark: _Toc376502061]All services will be scheduled individually.
[bookmark: _Toc376502062]
c. [bookmark: _Toc376502063]Trailers will undergo scheduled service with their associated prime mover.
d. [bookmark: _Toc376502064][bookmark: _Toc376502065][bookmark: _Toc376502066][bookmark: _Toc376502067][bookmark: _Toc376502069]All scheduled services will be performed IAW the applicable ‑20 manual and lubrication order.

e. [bookmark: _Toc376502070] Any equipment with an overdue service will be administratively deadlined.
[bookmark: _Toc376502071]
f. [bookmark: _Toc376502072]The Motor Sergeants will provide the maintenance officer with a complete list of all scheduled service status due Mondays by 1000hrs.  The list will include the following information.
[bookmark: _Toc376502073]
(1) [bookmark: _Toc376502074][bookmark: _Toc376502075][bookmark: _Toc376502076]Equipment administrative number.

(2) [bookmark: _Toc376502077][bookmark: _Toc376502078]Date equipment service due.

(3) [bookmark: _Toc376502079][bookmark: _Toc376502080]Type of service due.

5. Control:
[bookmark: _Toc376502081]
a. [bookmark: _Toc376502082]The senior mechanic will assign maintenance personnel to the equipment due a service.  Assignment of maintenance personnel to equipment to be serviced will be based upon skill levels.  Semi‑skilled personnel should be paired with skilled personnel.  No unskilled or non-MOS qualified individual will be left unsupervised to performed maintenance on any piece of equipment.
[bookmark: _Toc376502083]
b. [bookmark: _Toc376502084][bookmark: _Toc376502085]During the scheduled maintenance service period personnel assigned to equipment being serviced will be under the technical guidance of the senior mechanic.  The operator's immediate supervisor will be responsible for ensuring that the operator is present with the equipment that is scheduled to be serviced.  No service will be performed without operator support unless mission requirement restricts the section from allotting personnel.
[bookmark: _Toc376502086]
6. [bookmark: _Toc376502087]Performance:
[bookmark: _Toc376502088]
a. [bookmark: _Toc376502089]All vehicles scheduled for service will have all required equipment mounted for safe operation prior to initial road test.
[bookmark: _Toc376502090]
b. [bookmark: _Toc376502091]As a minimum the following sequence will be accomplished on all vehicles:
[bookmark: _Toc376502092]
(1) [bookmark: _Toc376502093][bookmark: _Toc376502094][bookmark: _Toc376502095]-10 level PMCS.

(2) [bookmark: _Toc376502096]Initial road test.

(3) [bookmark: _Toc376502099][bookmark: _Toc376502100]-20 level PMCS

(4) [bookmark: _Toc376502101][bookmark: _Toc376502102][bookmark: _Toc376502103][bookmark: _Toc376502104][bookmark: _Toc376502106][bookmark: _Toc376502107]Repair of any faults found and installation of all on hand repair parts.

(5) [bookmark: _Toc376502108][bookmark: _Toc376502109]Quality control check.

(6) Final road test.
[bookmark: _Toc376502110][bookmark: _Toc376502112][bookmark: _Toc376502113]
7. Quality Control:  

a. Prior to any vehicle being released from a scheduled maintenance service, the following checks will be made.
[bookmark: _Toc376502114]
(1) Inspect engine compartment and undercarriage for excessive fluids and overall cleanliness.

(2) Ensure vehicle mechanic has performed all -20 level checks and mechanic has signed off on all checks.

(3) Inspect wire harness and hoses for proper routing and security.

(4) Verify all deadline faults have been repaired to 10/20 standard.

(5) Ensure all safety faults are annotated and rectified if possible.

8. Service Packets:  

a. Schedule service packet DA Form 5988E / DA Form 2404 must be retained on file until the next scheduled service is performed. 

b. Once the new scheduled service is completed and filed, the previous scheduled service packet will be moved to the historical record files and kept for a period of two years.

c. The scheduled service packet must contain as a minimum the following items: (when applicable and based on equipment type)

(1) DA Form 5988E / DA Form 2404 Initial Operator -10 level PMCS
(2) Initial Road Test
(3) DA Form 5988E / DA Form 2404 -20 level PMCS
(4) Service Checklists (from applicable Technical Manual)
(5) Battery cell check (if applicable) 
(6) Final Road Test
(7) Quality Control check
(8) All signatures signed off.





































ANNEX F (LOW USAGE PROCEDURES) TO MAINTENANCE OPERATING PROCEDURE

1. Purpose:  To identify equipment anticipated to accumulate less the 65% of the forecasted annual mileage and/or hours of operation.

2. Procedures:

a. Any equipment enrolled in the low usage program must be identified and listed via memorandum for record and signed by unit commander

b. Low usage is utilized for any equipment that accumulates less than specific mileage/kilometer or hours in a twelve-month period. It may have all unit (-20) and direct support services (-34) levels extended.

c. All equipment placed in “low usage” must have all scheduled services and lubrication listed in applicable 20/34 level TM/LOs (W, M, Q, S, A, E, B) completed prior to enrollment. 

d. Any equipment that exceeds the specified criteria at any time during the twelve-month period will immediately return to scheduled servicing at normal TM/LO interval. 

e. PMCS operator/crew -10 level maintenance intervals in TM/LOs are not changed because of low usage.

f. AOAP sampling for applicable equipment is not extended and must comply with Laboratory scheduled sampling.

g. [bookmark: APPENDIX_F]Review criteria for equipment enrolment IAW DA Pam 750-8.















ANNEX G (ARMY OIL ANALYSIS PROGRAM (AOAP) TO MAINTENANCE OPERATING PROCEDURE

1. Purpose:  Standardize procedures within the unit and define responsibilities with regard to the Army Oil Analysis Program (AOAP).

2.  References:

a. AR 750‑1 Army Material Maintenance Policies.

b. TB 43‑0210 Non‑Aeronautical Equipment Army Oil Analysis Program (AOAP).

c. TB 43‑0211 Army Oil Analysis Program Guide For Leaders and Users.

3. Procedures:

a. The commander will appoint on orders an AOAP monitor and alternate.  Units with AOAP requirements will have an account established on their behalf with the local AOAP Lab.  
	   
b. Samples will be submitted to the AOAP Laboratory. Oil samples will be accompanied with DA Form 5991-E.  

c. When a vehicle is unavailable or non-mission capable at the time a sample is due the lab will be informed to place all components of the affected end item in maintenance status.  Once the unit receives the equipment back, draw and submit a sample of affected components and inform lab to remove all components out of maintenance status.  Annotate "Fully Mission Capable" On the DA Form 5991-E along with any special instructions to the Lab e.g., engine changed.

d. NOTE: When Changing Components, i.e. Engine or Transmission, GCSS-Army requires the Parts Record Clerk to perform a Dismantle and Mantle action for the equipment record to be updated properly within GCSS-Army.  DO NOT JUST CHANGE COMPONENT SERIAL NUMBER!!!

e.  Reconcile the monthly AOAP printout for accuracy.  Report any errors immediately to the oil lab and the maintenance officer.    

f. When the unit receives a new piece of equipment, the AOAP monitor will determine whether to include it in the AOAP .  If the item is required to be enrolled in AOAP, submit an initial sample to the lab.	

g. Maintenance will ensure that adequate oil sampling supplies are on hand to conduct AOAP operations.

h. [bookmark: APPENDIX_G]When a maintenance receives a DA Form 3254-R (Oil Analysis Recommendation and Feedback Report) on behalf of a unit, any equipment identified by the AOAP lab as “Do Not Operate” will be deadlined appropriately within GCSS-Army until required repairs are completed through the maintenance section.  After repairs a sample will be submitted and the vehicle will be returned to FMC status once the AOAP Sample has come back normal. 

















































ANNEX H – (TEST, MEASURE, DIAGNOSTIC EQUIPMENT (TMDE CALIBRATION PROGRAM) TO MAINTENANCE STADNARD OPERATING PROCEDURE

1. Purpose:  To establish an effective Test, Measurement, and Diagnostic Equipment (TMDE) Calibration Program by providing standard guidance to subordinate units and TMDE support coordinators.  All TMDE equipment will be turned IAW the local TMDE Calibration External SOP.

2. General:  Applicable to TMDE owners/users and coordinators of assigned and attached.

3. References:

a. AR 750‑43, Test, Measurement and Diagnostic Equipment (TMDE) Maintenance of Supplies and Equipment.

b.  AR 750‑25, Test, Measurement, and Diagnostic Equipment (TMDE) Calibration and Repair Support Program.

c. TB 750‑25 Maintenance of Supplies and Equipment, Army Test, Measurement, and Diagnostic Equipment (TMDE) Calibration and Repair Support Program.

d. TB 43‑180 Calibration Repair Requirements for the Maintenance of Army Material.

4. Responsibilities:

a. The maintenance officer is the proponent for this appendix and is responsible for:

(1) Providing TMDE staff assistance and guidance.

(2) Elevating problems concerning TMDE that cannot be resolved at the unit level.

(3) Provide required reports to higher headquarters.
	
b. The commander is ultimately responsible for establishing an effective TMDE Calibration Program.  Units will appoint in writing a Calibration Coordinator and at least one Assistant Calibration Coordinator.

c. The unit Calibration Coordinator is responsible for the daily operation of the unit TMDE calibrations program and will:

(1) Become thoroughly familiar with all applicable references and the procedures in this directive.

(2) Schedule all assigned TMDE for calibration on or before the due date.

(3) Coordinate the timely submission of TMDE for calibration and/or repair with the sections/platoons within the unit.

(4) Ensure units perform all organizational maintenance prior to submission for calibration.

(5) Transport TMDE to and from calibration support team.

(6) Review the recall listing or instrument master record file monthly and report all additions, deletions, and corrections to the calibration support team.

(7) Inventory all TMDE assets quarterly.

(8) Elevate all TMDE matters not within their capabilities to the TMDE Support Coordinator.

d. The Assistant Calibration Coordinator(s) must be familiar with all the duties of the calibration coordinator and will be responsible for those duties in his/her absence.

e. Unit Supply is responsible for notifying the Calibration Coordinator when the company receives or turns in a TMDE item.

5. Procedures:

a. Accountability.  Unit must: 

(1) Identify all types of TMDE assigned.

(2) Establish an appropriate calibration cycle IOT maintain operability.

(3) Conduct a 100% inventory quarterly using the identification master record file (IMRF) furnished by the calibration support team.

(4) Compare the IMRF, TB 43-180, TB 43-0915 and unit hand receipt to ensure that all items of TMDE have been identified.

(5) Reference the instructions contained in tool sets, kits, and outfits to identify TMDE contained therein.

(6) Establish procedures to ensure new TMDE is entered on the IMRF and calibrated prior to issue.

b. Delinquent Calibration will be dealt with at the lowest level and reported to the BMO/SMS.  Specify the circumstances and corrective action as appropriate.  
c. Temporary Storage:  Items not required for the present mission may be placed in temporary storage and marked calibrate before use (CBU).

(1) Limit these items to that TMDE authorized on the MTOE, needed only for wartime or future peacetime missions.  Items used for sustainment training will not be placed in Temp Storage status.

(2) Ensure the items selected for temporary storage are operational and have a DA Label 80 affixed that is over stamped "CBU". 

(3) Place the items in a secure area and affix a Memorandum for Record (MFR) signed by the commander, to the outside of the area.  

(4) Mark the item(s) “CBU" on the TMDE master list, Calibration Management Information System (CALMIS).  

(5) Review items selected for temporary storage at least quarterly, when the unit’s mission changes, or when the unit MTOE changes.

(6) Document and file this review.

e. Transportation:  TMDE is sensitive equipment; therefore, transport it in a manner that will prevent damage and excessive shock and vibration.  Make maximum use of padding, carrying cases, covers and securing materials whenever you transport TMDE.  When transporting small arms and ammunition gauges, prevent them from coming in contact with any metallic surface or other gauges.

f. Issue of new TMDE: When the unit receives a TMDE item, the Supply Sergeant will immediately notify the Unit Calibration Coordinator and deliver it to him/her for calibration.  The unit will have the item calibrated as required by TB 43-180 and returned to unit supply for issue to a user.  The unit must enter the item into the calibration cycle before it is used.


















[bookmark: APPENDIX_H]ANNEX I – (TOOL CONTROL PROCEDURES-SHOP OPERATIONS) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  To establish guidelines for the issue, accountability, and maintenance of sets, kits, special tools and test equipment assigned to the motor pool.

2. General:  Each maintenance section will provide a locked enclosure for storage of tools and test equipment.  The commander will assign one tool room clerk responsible for the upkeep and control of all tools in his charge.  Prior to issue, via a sign-out log, the tool room custodian will inspect equipment for wear or damage which may hinder job performance or cause injury to personnel.

3. Securing Tools:

a. Commander will designate, on orders, a tool room custodian to issue out tools and maintain the tool room.  The tool room custodian will be present at all times when the tool room is open.

b. The unit will establish and maintain a list of personnel authorized to draw tools from the tool crib.  The tool crib custodian will maintain the list and issue tools only to those individuals designated on the list.

c. The tool room custodian will be responsible for signing in and out the assigned tools and will:

(1) Secure and control tools in the Sets, Kits, and Outfit (SKOs) and Special Tools IAW AR 190-51.

(2) Issue out tools on DA Form 5519-R.

(3) To keep tools longer than a day, use DA Form 3161 (Request for Issue or Turn-in).

(4) To keep tools longer than 30 days use a DA Form 2062.

(5) Secure the tool room when unoccupied.

(6) Ensure all individuals who sign out tools are aware of their responsibility for safe keeping.

4. Accountability:

a. The motor sergeant/senior mechanic will issue individual mechanic tool kits to the mechanic with a DA Form 2062 (Component Hand receipt).

b. All tools and toolboxes will be secured in the motor pool shop area with a chain and lock around the toolboxes before departing the motor pool at the close of each day. The tools, sets, kits and outfits and all general mechanics toolboxes will be inventoried IAW the latest Supply regulatory guidance and a record of inventory maintained on file with the motor sergeant/senior mechanic.

c. For tools that are required to be out of the tool room for more than the regular duty day (for example, jack stands), a temporary hand receipt will be prepared and signed for by the user.  Mechanics will not "loan" tools from their toolboxes and tools will not be used for personal use.

d. The tool room custodian will ensure that tools requiring calibration are kept up to date. 

e. Prior to going on leave or TDY, the mechanic and motor sergeant will inventory the mechanic’s toolboxes and secure them to a permanently affixed tool rack or inside the tool room. Upon return to the unit, the mechanic and motor sergeant/senior mechanic will inventory toolboxes for accountability.

5. Maintenance:  Units will care for and maintain hand tools IAW TM 9-243 (Use and Care of Hand Tools and Measuring Tools). Unserviceable tools will be tagged and turned in to the unit supply section for replacement.

a. The motor sergeant/senior mechanic will inspect tools for serviceability on a regular basis.

b.  Tools with cutting edges will be stored inside protective covers.

6. Calibration:

a. Units will ensure that all items requiring calibration are enrolled in the Test & Measure Diagnostic Equipment (TMDE) Program.  Units must monitor TMDE and ensure all calibrated items have a DA Label 80 affixed to them, showing when the last calibration was performed.

b. The TMDE Coordinator, appointed on orders, is responsible for maintaining all records, turning in items due calibration, and re-issuing the item to the user when it returns.

c. All items turned in for calibration must be hand receipted to the TMDE Coordinator on a DA Form 3161.

d. The TMDE activity’s external SOP servicing the unit will be followed and the unit monitor will maintain an up-to-date copy on hand.

7. Unserviceable Tools: 

a. Upon identifying unserviceable tools take the following steps:

(1) Tool custodian tags tools with the nomenclature and NSN and hand receipts to motor sergeant.

(2) The motor sergeant/senior mechanic will turn all unserviceable tools in to the supply sergeant.

(3) The supply sergeant will give the motor sergeant a turn-in document for tools turned in.

(4) The supply sergeant will then take action IAW current regulations and unit SOP to order/or acquire a replacement within 72 hours.
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ANNEX J – (SAFETY-SHOP OPERATIONS) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1.  Purpose:  To establish safety guidelines for the maintenance facilities and ensure all safety procedures, IAW appropriate references material, are enforced.

2. General:  An effective safety program is essential during all maintenance operations.  Personnel must understand the importance of working in a safe environment.  The entire chain of command must be safety conscious.

3. Fire Prevention Measures:

a. Post “No-Smoking” signs in shop areas.  Smoking will not be permitted within 50 feet of flammable materials or entrances to buildings, or in government buildings or vehicles.

b. Store paint, POL products, and cleaning solutions only in designated areas.  Do not use gasoline as a cleaning solution.  Ensure incompatible chemicals are not stored together.

c. Store shop rags in covered metal containers. Clean rags will be stored separately from dirty rags.

d. Do not store power generation equipment or other small engineer equipment indoors with fuel in the tanks.

e. Do not park vehicles in front of the entrance to the building or block the fire exits.

f. Only refuel equipment when the equipment is off.

g. Maintain good housekeeping; operators and mechanics will clean as they go. 

h. Train personnel on the proper location and use of fire extinguishers.

i. Store oxygen and acetylene IAW AR 700‑68.

4. Vehicle Operation Safety Measures:
 
a. The vehicle speed limit in motor pool areas is 5 mph.

b. Operators will never leave vehicles unattended while running.  When parked, operators will leave all diesel-powered vehicles in neutral with the engine stop engaged, parking brake engaged and use chock blocks to brace tires.
c. All occupants will use seat belts at all times in military vehicles.  Operators and senior occupants will ensure all safety requirements are adhered to, e.g., ACH usage or rear safety straps when transporting personnel in the cargo bed of vehicles.

d. Do not operate internal combustion engines indoors without proper ventilation equipment to vent fumes and exhausts outside the building.

e. The senior occupant is responsible for the safe operations of the vehicle.

f. Only trained, licensed personnel will start and operate equipment.  This will include a licensed supervisor in charge of the equipment.

g. When performing maintenance on vehicles always place a chock block to front and rear of tire.

5. Personnel Safety Measures:

a. Do not engage in horseplay in any maintenance areas.

b. Hearing protection must be available at all times and used when in areas of high noise levels.

c. Do not lean on, stand on, or sit under equipment suspended by recovery equipment; (i.e.) frames, jacks, or other lifting devices.

d. Use jack stands to support equipment when working on undercarriages.

e. Wear face and eye protection when performing welding, cutting, sanding, grinding, chipping operations, and while working under vehicles.  Personnel will not wear contact lenses when operating welding equipment, or around a welding area.

f. Wear protective clothing when performing welding operations, using solvent tanks, or handling batteries.

g. Use tools only for their intended purpose and do not use power tools with frayed electrical cords.

h. All personnel, to include mechanics and operators, will use the tire cage with 10-foot safety hose when inflating tires. 

i. All lifting devices will be properly maintained and inspected IAW TB 43-0142.

j. Load capacities and inspection date will be stenciled on all lifting devices.

k. Ensure personnel are properly trained on the use of compressed air and hydraulic equipment.

l. Ensure personnel properly ground power generation equipment prior to use.

m. All personnel will remove all jewelry when working on equipment.

n. Shop personnel will wear safety shoes when working on equipment.

6. Security Measures:

a. Units will ensure motor pool or park gates are secure when personnel are not in the motor pool/park areas.

b. Personnel will not climb over motor pool fences or gates.

c. All vehicles parked outside a maintenance bay will be locked with prescribed locking devices.

d. All toolboxes will be locked and secured to a stationary object when not in use.

7. Environmental Protection Measures:

a. All equipment stationary for longer than five minutes will utilize a drip pan. This includes all wheeled vehicles, generators, and trailers with hydraulic style brake systems or fluid storage tanks.  The pan will be placed under any item showing signs of a class I/II or III leak.  If no leaks are present the pan will be placed directly under the equipment’s engine oil pan and generator trailers. Drip pans will be properly stored and transported with equipment if being utilized. 
b. Ensure all spills are cleaned up immediately.

c. Dispose of used or contaminated POL through the appropriate channels; do not discard in trashcans or into drainage system.

d. Use approved DPW waste oil storage areas and containers to protect against contamination of the environment.

e. Follow all community requirements for the Recycling Program.

8. Accident Reporting Procedures:
 
a. Report all accidents immediately through the chain of command to the safety officer within two hours of occurrence.  All personnel must be familiar with accident reporting procedures.

b. The accident reporting procedures MOI must be in the record folder and IAW AR 385‑40 will include:

(1) Date and time of accident.

(2) Name and phone number of POC.

(3) Unit and HQ’s.

(4) Weather conditions at the time of accident.

(5) Accident classification.

(6) Brief synopsis of accident.

(7) Number of personnel.

(8) Highest rank involved.

(9) Was accident scene disturbed, if so, were photos taken and or sketches made?

(10) If  hazardous material is involved, list what type and clean up procedures.

c. If sensitive items are involved, they must be secured.

9. Ground Guide Procedures: 

a. All personnel will be familiar with visual signals as per FM 21‑60.

b. Always use ground guides when operating equipment in the motor pool area, backing vehicles, pulling them over a pit or onto a rack, or when clearance/obstructions warrant a guide to safely move the vehicle.  Don’t guess get a guide.

c. Backing wheeled vehicles requires at least one ground guide; however use two guides when visibility is restricted due to trailer use, cargo, darkness, weather etc. Guides must be able to see each other, and one must be visible to the driver.  If the driver loses sight of the ground guide, he must stop the vehicle immediately.

d. Before moving a wheeled vehicle in any assembly area (motor pool or the motor park), the driver or ground guide must walk completely around the vehicle and inspect under the vehicle and its path to ensure that no person or object may be harmed by the vehicle's movement.

e. Use hand signals as the basic method for ground guiding as voice signals between a ground guide and driver can be misunderstood.

f. The following are ground guide basic rules:

(1) Give signals to only one person.  Be sure that everyone involved in a move (the driver and ground guides) understand who will give the signal, who will relay the signal, and who will receive it.  Be sure everyone involved clearly understands all signals, especially the signal to stop!

(2) Remain out of the vehicle’s path of travel.

(3) If you must be in the path of travel, maintain a distance of at least 10 yards.

(4) If you are guiding a vehicle into a close position and cannot maintain a 10-yard forward distance: keep to the side and front (or rear) of the vehicle; get on top of the object you are approaching, such as another vehicle or dock; stay in the driver's line of sight.

(5) When guiding a vehicle long distance your best position is forward and to the left of vehicle.

(6) Never walk backwards to guide a vehicle.  Instead, locate yourself 10 to 20 yards from the vehicle and face the vehicle.  Once the vehicle moves to your initial location, then halt the vehicle, turn around and walk forward another 10 to 20 yards.  Turn around, face the vehicle and continue guiding the vehicle in this manner until the vehicle is in position.

(7) Use flash lights/chemlights when ground guiding during limited visibility or in darkness.

10. Chemical Agent Resistance Coating (CARC) Painting: CARC repainting and touch-up painting can be requested to contract for CARC painting of tactical air equipment, military vehicles, and other ground equipment when both of the following apply:

a. Brush and Roller Painting: 

(1) Painting at the troop/unit level using a brush or roller must be limited to touch-up painting. Touch-up painting includes restoration of painted surfaces after repair. Scratches, chips, or marring of the paint surface observed during preventive maintenance checks and services (PMCS) may be touched-up at unit level to prevent corrosion.

(2) Touch-up painting indoors routinely requires proper ventilation and the use of approved respirators and accessories. Each respirator system (cartridge, face piece, organic vapor cartridge, N- or P-95, or N- or P-100 pre-filter and accessory) must be from the same manufacturer to meet Mine Safety and Health Administration/National Institute for Occupational Safety and Health (MSHA/NIOSH) requirements. Respiratory protection for touch-up painting indoors is required unless the unit has quantitative sampling data to support otherwise (respirator support is not needed) (United States Army Environmental Hygiene Agency (USAEHA) TG 144). The supporting industrial hygiene office should be contacted for quantitative sampling.

(3) Touch-up painting outdoors is encouraged and does not require respiratory protection when natural ventilation is adequate. Outdoor touch-up painting may be performed without respiratory protection after the local industrial hygienist determines that respiratory protection is not required.

b. Disposal of Hazardous CARC Material:  Unusable CARC paint mixture, paint components, primers, thinners; and blasted, sanded, chipped, or peeled CARC are hazardous waste and require disposal according to hazardous-waste standards. The local environmental office must be consulted for proper disposal guidance.

c. Painting Instructions and Assistance: A paint request will be submitted to the S-4. The request will be submitted through the S-4 for the request to be submitted to G-4 for approval and scheduling. Instructions for prepping and delivering equipment will be followed as outlined in the paint request.
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ANNEX K – (TRAINING PROGRAM) TO MAINTENANCE STANDARD OPERATING PROCEDURE
1. Purpose:  To establish basic guidelines for training motor pool personnel.
2. General:  Training of maintenance personnel is a vital part of the maintenance program.  It keeps personnel aware of maintenance procedures and keeps them abreast of changes as they occur.  It also serves as a valuable tool for spreading knowledge within the maintenance section.  This allows for improvement of individual skills as well as section tasks pertaining to the unit.

3. Types of Training:

a. MOS cross training:  This is probably the most important part of maintenance training.  In every possible instance, the motor sergeant will ensure that all maintenance personnel become familiar with areas on the other side of the maintenance house, i.e. generators, vehicles, and GCSS-Army.

b. Specialty training:  Equipment such as the wrecker, fuel truck and welder require special training and certification, as specified below  

(1) All POL handlers and fuel truck operators will be retrained and certified annually.  Classes will be coordinated through the S3 Schools section.

(2) Certified H8 Recovery and wrecker operators will be responsible for familiarizing all other maintenance personnel with recovery operations.  The motor sergeant will ensure that the wrecker operators are competent and conduct all recovery operations in a safe manner.  

(3) Welders must be certified and licensed to operate the oxygen/acetylene torch set.

c. Section training:  Will be conducted when time is available or allotted.  Hip pocket training will be conducted whenever time is available from other duties and will be conducted to Army standard procedures, i.e. task, condition, standard.

d. Maintenance training:  Will be scheduled as needed and according to those areas deemed deficient by the commander or maintenance supervisor.  It will be conducted on company training days.  Performance training will be the preferred method; substance and quality is a must.

e. Maintenance training courses are highly encouraged and in some instances mandatory.  There are numerous training courses the Army provides that maintenance personnel should attend.  Obtain a list of offered courses through the S-3.  

f. All Soldiers will be trained in the following two areas prior to initially working in the maintenance section and retrained annually IAW TB 385‑4.

(1) Safety brief:  This briefing will include safety precautions, hazards within the work area, correct actions to take in case of an accident, the location of safety boards, nearest telephone, and emergency telephone numbers.

(2) Fire prevention:  This briefing will include the location of all flammable products and fire extinguishers, the correct type of fire extinguisher to use in each type of fire, the number of the fire department, and the correct disposal of combustible products.

g. All maintenance personnel will receive training on the proper use of hand tools and TMDE.



























ANNEX L – (AWARDS INCENTIVE PROGRAM) TO MAINTENANCE OPERATING PROCEDURE

1. [bookmark: APPENDIX_L]Purpose:  To established procedures for selection, procurement, and award of driver and mechanics badges.

2. General:  An excellent motivation for Soldiers is to reward them for their superb work performance. The motor sergeant will establish and manage an active awards incentive program for drivers and mechanics. Selection, procurement, and award of driver and mechanic badges are based upon AR 385-55, AR 600-55, AR 672-5-2, FM 21-17, FM 21-305, FM 21-306, and CTA 50-900.

3. Eligibility Requirements for a Drivers Badge:

a. A driver must possess a current DA 5984E valid for the equipment.

b.  Assigned duties and responsibilities as a driver or assistant driver of Government vehicles for a minimum of 12 consecutive months or during at least 8,000 miles with no Government motor vehicle accident or traffic violation recorded on their DA Form 348. 

c. An operator of a material handling equipment with 1,500 hours or 12 months of safe operation.

4. Eligibility Requirements for a Mechanics Badge:

a. Individuals must be assigned primary duty as an automotive or engineer equipment mechanic at unit or higher level of maintenance. 

b. An individual must demonstrate competence by job performance, by completion of an MOS awarding school, or by sufficient skill to justify the rating of automotive or engineer equipment mechanic.

c. The motor sergeant will submit all personnel for the Drivers Badge and the Mechanics Badge if they meet the requirements above or current requirements available. A memorandum will be given to the awards clerk listing those individuals who have met or exceeded the requirements above.

5. Eligibility Requirements for a Special Operators Badge:  The eligibility requirements for operators of special mechanical equipment requires that a Soldier or civilian whose primary duty involves operation of Army materials handling or other mechanical equipment must have completed 12 consecutive months or 500 hours of operation, whichever comes later, without accident or written reprimand as the result of his or her operation, and his or her operating performance must have been adequate in all respects.
6. Authority:  Awards may be authorized by the commander or other officers in the grade of O‑5 or higher.

7. Revocation:  The driver/mechanic badge may be revoked for the following reasons:

a. Drivers badge:  Involved in an accident with an Army Military Vehicle (AMV) in which the Soldier was at fault.

b. Nonperformance/substandard PMCS which results in damage to an AMV.

c. Mechanics badge:  Substandard repairs which resulted in damage to an AMV.
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ANNEX M – (MOTOR POOL PHYSICAL SECURITY AND KEY CONTROL) TO MAINTENANCE OPERATING PROCEDURE

1. Purpose:  Establish basic responsibilities pertaining to physical security and key control.

2. General:  Motor pool areas always attract potential theft and abuse.  It is important that all maintenance personnel are aware of all areas subject to this threat.  Effective physical security and key control procedures can help to diminish the chance of loss.

3. Responsibilities:

a. Commander:  Is directly responsible for ensuring that these procedures and policies are established and maintained to prevent theft, misappropriation, or destruction of government property.

b. Motor Officer/Motor Sergeant:  Is responsible for ensuring that those procedures and policies set forth by the commander are carried out and enforced.  Further they are responsible for recommending any changes or new ideas for improving physical security measures.

c. Maintenance personnel:  Are responsible for carrying out the policies and procedures set forth herein and established in applicable regulations or bulletins.

4. Policies:

a. Key/lock custodian and alternate will be appointed in writing.

b. The primary set of keys for the motor pool key depository will be controlled by the key/lock custodian.

c. The key box will have a list designating who is authorized to gain entry into the key box and who is authorized to issue keys.

d. All keys will be issued using a key controlled register and it will be kept inside the box.

e. Key control register will be used for inventories and accountability.  They will be maintained on file for 90 days.

f. Keys will not be left unsecured at any time. Locks will be secured to the hasp or chain after obtaining access to a piece of equipment, vehicle, or room.

g. When signing out keys, two separate key control registers will be used within the motor pool: one for keys for personal use and the other for keys that will be return daily.

h. Damage to or loss of keys/locks will result in a statement of charges being issued to the person who signed for them for the cost of a new lock.
i. The only personnel authorized to approve the cutting of locks is the commander.

j. The only person authorized to receive new locks and keys is the key/lock custodian or alternate.  Once a lock is replaced the appropriate changes will be made in the key register.

k. The keys maintained in the key depository and the secured container will be inventoried by serial numbers no less than semiannually.  Daily use or personal retention keys will be inventoried monthly.  Inventory records will be kept until the next inventory is conducted.

l. In no instance shall extra/duplicate keys be made for any locks or doors without proper authorization from the key/lock custodian.

m. The tool room clerk, who will be appointed on orders by the commander, will sign for the lock and key for the tool room. .

n. All individual toolboxes will be locked and secured to an immovable object when not in use.  All individual tools will be stored in the toolbox when not in use.

o. The motor pool will be locked by the last person leaving the area.  In no case will the motor pool be left unsecured when all maintenance personnel are absent from the area.

p. All vehicles and trailers will be stored overnight in either the maintenance bays or in the motor park. If a vehicle must be parked outside of the maintenance bays all means possible will be used to secure the equipment.

q. Shop Stock and repair parts will be kept secured at all times.

r. Staff duty must check the motor pool once before midnight and once after midnight during their tour of duty.  





ANNEX N – (READINESS REPORTING) TO MAINTENANCE STANDARD OPERATING PROCEDURE 

1. [bookmark: APPENDIX_N]Purpose:  Establish procedures and guidelines for the completion and submission of Material Condition Status Reports.

2. General:  The timely and accurate submission of Army Material Status System (AMSS) is essential for planning and mission tasking purposes.  These reports are also used in evaluations and/or inspections of the unit.

3. Procedures:  GCSS-Army provides LOGSA with all reports required for the proper reporting of AMSS.  Maintenance managers will review the report on the 16th of the month through the BII maintenance section within GCSS-Army and ensure the commander is aware of any discrepancies that need to be reported higher.  

a. All reportable equipment will be reported through the use of the ESR (Equipment Status Report).  Non-reportable equipment is not captured via the ESR and should be managed through the use of the EQUIPMENT_SIT Board.  Critical Maintenance Significant Non-Reportable Equipment is as follows:

(1) Communication and Electronic Equipment

(2) Night Vision Devices (selective)

(3) Radios and Signal Security Equipment (selective)

(4) Automation Systems (GCSS-Army and TACCS)

(5) Weapons, M249, MK19, M16A2,  M4 and 9MM

(6) Trailers (selective).
  
b. The standard for evacuating equipment to higher is 48 hours or two working days.  NMC organizational parts will be ordered within 24 hours of the non-available time.  The only exception to the above is if unit trouble shooting procedures are unable to isolate the fault with-in the time limitation.  The equipment will be rendered NMC within GCSS-Army, put in a troubleshooting status and reported to the maintenance officre immediately. Maintenance personnel will report NMC status on pacing items or other specified mission-critical systems to the Executive Officer/Deputy Command Officer as soon as they are input as NMC in GCSS-Army.

c. End of Report Period.

(1) The End of Report Period is on the 16th of the Month and is reported to LOGSA through GCSS-Army.

(2) All reports can be generated through BII Maintenance section of GCSS-Army and should be printed and filed IAW AR 750-1.

4. Maintenance Meeting: 

a. The unit will conduct its maintenance meeting weekly to ensure efforts of the maintenance managers are synchronized. It also ensures all leaders and maintenance managers have a clear picture of the current and projected combat power, who is conducting specific actions to generate combat power for future operations, and when these actions must occur. The maintenance meeting also serves as the forum to close the loop on open actions and ultimately ensures all maintenance resources are allocated to effect combat power for future operations. The ultimate result is that the commander has the maximum amount of combat power to conduct future operations.  
   
b. Key attendees:
(1) Executive Officer/Deputy Commanding Officer

(2) S-4

(3) Maintenance Officer

(4) Senior Maintenance Supervisor

(5) Motor Sergeants

(6) Unit Executive Officer/Unit Maintenance Representative

c. Agenda:

(1) Roll Call

(2) Qualifications

(3) Environmental

(4) Driver’s Training

(5) TMDE

(6) SOUMs/MWOs

(7) Equipment Services

(8) ACP/TAC Status

(9) Command Maintenance Status

(10) Equipment Readiness by Company

(11) Closing Remarks



































ANNEX  O – (PUBLICATION MANAGEMENT) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  This SOP prescribes policy and outlines the procedures to be followed to ensure all units publications are properly identified and managed.

2. General:  Publications are a necessary tool to ensure personnel of any unit are properly trained and equipment is adequately maintained by the correct standard.  There are two methods by which needed publications are obtained: initial distribution and re-supply.

a. Initial distribution of publications is the automatic first issuance of new or revised publications and changes to existing publications.  This method is based on the use of “subscription” forms (DA Form 12 series) to tell the AG Publications Center which publications the unit needs.  The publications listed on these forms are the ones automatically mailed through initial distribution.

b. Re-supply is the system used to request existing publications which have been distributed through initial distribution but have been lost or destroyed.

3. References:

a. DA Pam 25-30, Consolidated Publications Index, Updated quarterly.

b. DA Pam 25-31, Form Management, Analysis, and Design.

c. DA Pam 25-33, The User’s Guide for Army Publications and Forms.

d. DA Pam 25-40, Army Publishing Action Officers Guide.

e. AR 25-30, The Army Integrated Publishing and Printing Program.

f. AR 25-400-2, the Army Records Information Management System (ARIMS)

4. Objectives:   

a. To outline individual and unit responsibilities for identifying and managing specific publications requirements.

b. To outline procedures for insuring publications requirements remain current.

c. To specify a standard system for requesting needed publications and blank forms.

5. Responsibilities:

a. Commander.

(1) Has overall responsibility for the management of the unit’s publications.

(2) Appoints a Publication Officer and clerk in writing.

b. Publication Officer.

(1)  Ensures all commodity managers and each unit receives DA PAM 25-30.

(2) Assists the commander and key personnel in determining the unit’s needs and orders or directs the ordering of the publications and forms required to fill slated needs.

(3) Enforces the standards IAW this SOP with semi-annual inspections.  

(4) Ensures commanders establish and maintain an internal distribution plan for publications and forms received by the unit, through both initial distribution and re-supply actions.

(5) Ensures listed references are on hand and remain current.

(6) Ensures accounts are established with the following organizations to obtain those publications not available through the system:  New Cumberland Army Depot, New Cumberland, Pennsylvania (Army Master Data File AMDF); US Army Ammunition, Munitions and Chemical Command, Rock Island, Illinois-for AMCCOM Publications; USAMC Material Readiness Support Activity, Lexington, Kentucky-for microfiche of equipment publications.

(7) Ensures publications are requested from the following agencies (accounts are not established):  Defense General Supply Center, Richmond, Virginia-for commercial equipment technical manuals; US Army Logistics Center, Fort Lee, Virginia-for TM 38L series requirements.

c. Publications Clerk.

(1) Assists the Publication Officer in the accomplishment of his duties.

(2) Performs the day-to-day maintenance of the unit’s publications account.

(3) Ensures units maintain a 30-day stock, as a minimum, of all necessary blank forms.

6. Managing Initial Distribution Requirements.

a. Each commodity manager and unit is responsible for determining their publication requirements.  Review the MTOE, Property book and applicable CTA’s to ensure the appropriate publications needed to support all authorized equipment are included on the current DA 12 series printout.

b. Review the DA Pam 310 series and the appropriate 12 series forms to see what DA Publications are available.  List on these forms the publications needed and the quantity.

c. Not all publications can be obtained by means of the DA 12 series forms.  Some publications can only be obtained from the appropriate proponent, and it is the responsibility of the commodity manager to identify these requirements by type of equipment.  The following are publications in this category:

(1) Commercial technical manuals, for equipment not covered by DA publications (i.e., chain saws, welding machines, computers).  If you have a requirement for a publication not listed in the index, see the index instructions for obtaining these publications.

d. Publication requirements must be kept current.  Therefore, each commodity manager and each company will review all publication requirements:

(1) Upon receipt of the annual printout, as notified by the publication clerk.

(2) Upon change of commanders, change in MTOE, or change of Property Book equipment.

7. Resupply:  Re-supply is a system for requisitioning publications that have already been distributed through initial distribution. It is used to:

a. Replace lost or worn-out publications.

b. Requisition publications you do not normally need to get through initial distribution.

c. Requisition of FORSCOM publications.

d. You may submit requisitions as often as you need.  However, do not use the re-supply to correct omissions in your DA Form 12 series requirements.  Check your 12 series requirements and make any necessary changes on these forms to meet your current requirement.  








































ANNEX P – (WORK ORDER MANAGEMENT) TO MAINTENANCE STANDARD OPERATING PROEDURE

1. [bookmark: APPENDIX_P]Purpose:  To establish procedures and guidelines for work order management through GCSS-Army for Field and sustainment maintenance operations. 

2. General: 

a.	The Army has one maintenance standard. Army equipment meets the maintenance standard when the following conditions exist:

(1) The equipment is fully mission-capable (FMC).

(2) All faults are identified following prescribed intervals using the “items to be checked “column of the applicable TM XX–10 and XX–20 series PMCS table.

(3) All repairs, services, and other related work that will correct field-level equipment/materiel faults for which the required parts/supplies are available have been completed in accordance with DA Pam 750–8.

(4) Parts and supplies required to complete the corrective actions, but which are not available in the unit, are on a valid funded requisition in accordance with AR 710–2.

(5) Corrective actions that are not authorized at field level by the MAC must be on a valid support maintenance request (DA Form 5990–E and DA Form 2407).

(6) Scheduled services are performed at the service interval required by the applicable technical publication. Because of competing mission requirements, units are authorized a 10 percent variance when performing scheduled services. Procedures to apply this variance are found in DA Pam 750–8 for ground equipment. 

(7) All routine, urgent, and emergency MWOs are applied to equipment in accordance with AR 750–10. In addition, actions required by one-time safety-of-use messages are completed per AR 750–6.

(8) All authorized BII and COEI are present and serviceable or on a valid supply request. 

b. The maintenance standard is based on TM XX–10 and XX–20 series PMCS.

c. The Army maintenance standard applies to all equipment except equipment used as training aids that require frequent disassembly and assembly.

d. 	Proper use, care, handling, and conservation of materiel per applicable technical publication are mandatory.

3. Overview:  The GCSS-Army maintenance portal requires that all maintenance faults and tasks be accomplished through work order management for Field and Sustainment maintenance.   Maintenance managers submit a work order and parts request through the Equipment Records Parts Specialist. It is still the responsibility of the maintenance activity to classify equipment and to determine whether it is reparable at their level. The maintenance section must perform technical inspections, estimated/actual costs of damages, manage the work flow in the maintenance shop, establish command priorities within the shop, establish production goals as necessary, evacuate end items, and coordinate for disposal through the use of GCSS-Army. 

4. Work Order Management for Field Maintenance Notifications.

a. Equipment Records Parts Specialist (ERPS) will annotate the equipment record through the use of the EQUIP_SIT BOARD or STATUS BOARD with all notifications reflected through -10, -20, and -30 level Preventive Maintenance Checks and Services (PMCS).  

b. Once the equipment record has been updated with all notifications the ERPS will open a work order for the specific faults requiring materials or a higher echelon of maintenance.   	

5. Work Order Management for Sustainment Maintenance and Evacuations. 

a. The following are the minimum requirements for forwarding a work order to higher:

(1) Proper performance of PMCS by the equipment operator will ensure early detection of faults and need for required maintenance.

(2) Maintenance Allocation Charts (MACs) specify what tasks can be performed at each level of maintenance.

(3) To ensure the most cost-effective use of maintenance resources, the economic reparability of unserviceable materiel will be determined by troops/units per AR 750-1 paragraph 4–4 prior to initiating any action to repair the materiel. 

(4) The decision to repair or evacuate materiel is based on the maintenance repair and recoverability codes, urgency of need, and mission, enemy, time, terrain, and troops-available analysis.

(5) Uneconomically reparable materiel will not be evacuated beyond the level authorized to dispose of or reuse the materiel.

(6) All actions relative to the inspection, classification, verification, and disposition of uneconomically reparable materiel will be accomplished in an accurate and timely manner.

(7) Materiel will be disposed of per AR 710–2.

(8) ERPS’s must accomplish the tasks below to properly forward a Work Order to Higher:

(9) Annotate 5988E with notification indicating repairs required at the Sustainment Maintenance facility.

(10) Open the work order for the specific notification and forward it to the perspective maintenance activity.

(11) [bookmark: OLE_LINK3][bookmark: OLE_LINK4]NOTE:  During Field and Sustainment maintenance operations it is often required for units to change components i.e. engines and transmissions.  These components are serial number specific and are tracked through GCSS-Army with attached component data that is related to the nature of the item i.e. rebuild facility, and history. This is pertinent and requires clerks to Dismantle and Mantle the specific component to the vehicle for the proper tracking of this data through LOGSA, and AOAP.  CLERKS WILL NOT CHANGE SERIAL NUMBERS WITHOUT PERFORMING THIS PROCESS AS OUTLINED WITHIN THE ABOVE T-CODE.















ANNEX Q (EQUIPMENT MARKING) TO MAINTENANCE OPERATING PROCEDURE

1. Purpose:  The standards are intended to provide specific guidance for a uniform system designating size, color, and positioning of markings on containers, shelters, special purpose vans, wheeled vehicles, power generation, and other ground equipment.

2. General:  These instructions apply to all assigned or attached units using and maintaining such vehicles or equipment listed below. Subdued black paint will be used for all markings on equipment.

3. Equipment Markings:

a. Note: All wheeled vehicles below 5 ton will use 2” stencils. Vehicles over 5 ton will use 3’’ stencils

b. Front:
 
(1) Unit name will be painted on the furthest Passenger Side flat surface of the vehicle.

(2) Admin number as designated by unit will be painted on the furthest Driver Side flat surface of the vehicle.

c. Rear:

(1) Unit name will be painted on the furthest Driver Side flat surface of the vehicle.

(2) Admin number as designated by unit will be painted on the furthest Passenger Side flat surface of the vehicle.

4. Equipment Marking Matrix:
	
	a. Trucks:			element ###

	b. HMMWV/MTV Trailers:	element ###T

	c. DRASH Trailers:		element ###DT

	d. Generator Trailers:		element ###GT

	e. Skid Mtd Generators:		element ###G

	f. STTs (Sat Trailers):		element ###ST

	g. Gators:			element GAT#

	h. A/Cs or ECUs:			element ###AC

	i. Water Buffalo:			element ###WB		

5. Stencil NSNs

[image: ]























ANNEX R – (EQUIPMENT CLASSIFICATION) TO MAINTENANCE OPERATING PROCEDURE

1. [bookmark: APPENDIX_Q]Purpose:  To establish procedures for equipment end items and component classifications.

2. General:  Commanders must understand and comply with Army Regulations and this SOP to properly classify equipment/components for turn in through estimated cost of damage (ECOD) in conjunction with maintenance expenditure limits (MEL).

3. Estimated/Actual Cost of Damage:
 
a. When an owning unit suspects that damage to the end item/Class IX component has been caused by negligence or willful misconduct, a work order for the component will be sent to the supporting maintenance activity for determination of the estimated cost of damage (ECOD). After completion of the ECOD, the end item/Class IX component will be turned in or a work order for repair will be created as soon as possible, consistent with evidentiary requirements of AR 735–5. 

b. When the TI supports an investigation of pecuniary liability and actual costs cannot be determined, inspectors will prepare an ECOD. Basic policy guidance for an ECOD in support of a report of survey is in AR 735–5. 

4. Computation of Repair Cost Estimates: 

a. Repair cost estimates will be based on the cost to return materiel to serviceable condition at the authorized maintenance category undertaking the repair, in accordance with appropriate publications.  Required repairs will not be broken into separate job estimates for the purpose of circumventing prescribed repair expenditure limits. 

b. If repairs are expected to be within the scope of field or sustainment maintenance and the item is to be repaired at that level for return to user, serviceability standards and maximum wear limits applicable for the appropriate maintenance category will be used in computing the repair cost estimate. 

c. If required repairs are beyond field and sustainment support maintenance capability and must be accomplished as depot maintenance (DOL), the repair cost estimate will be based upon the return of the item to specified serviceability standards. 

d. Repair eligibility will be determined by comparing the repair cost estimate with the product of the prescribed expenditure limit percentage times the current replacement cost for the unserviceable item.  For an item to be eligible for repair, the repair cost estimate must not exceed the prescribed percentage of cost of replacement (i.e., the product obtained from above arithmetic function). Waiver from this repair eligibility requirement may be granted by the Major Army Commander; Chief, National Guard Bureau; or CG, AMCCOM. 

5. Maintenance Expenditure Limits (MEL): 

a. The TB 43–0002 series will maintain a maintenance expenditure limit (MEL), which is the total acceptable one- time cost to repair an end item or reparable component to a fully serviceable condition as prescribed in the appropriate TM. Current MELs and MEL procedures are listed in the TB 43–0002 and the individual TBs in the TB 75 series. 

b. Requests for waiver will be submitted through channels to MACOM, as MACOM commanders have one-time approval authority on requests for waiver of published MEL when the required maintenance can be accomplished at field- and sustainment-level maintenance or by local contract. Include all supporting documentation.

























ANNEX S – (BATTLE DAMAGE ASSESSMENT AND REPAIR/RECOVERY (BDAR/R) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. [bookmark: APPENDIX_R]Purpose:  This section establishes the standards and procedures for recovery of equipment and other materials.

a. Retrieve equipment for repair and return to use.

b. Retrieve equipment to be used as a source of repair parts through controlled exchange or cannibalization.

c. Retrieve abandoned equipment for further use.

d. Prevent enemy capture of material.

e. Obtain enemy material for intelligence purposes or for use by the US or allied forces.

2. [bookmark: OLE_LINK11][bookmark: OLE_LINK12]General:  The technical aspects of recovery are outlined in FM 20-22.  The goal of recovery is the timely return of equipment to operation with the least expenditure of resources.  FM 29-2 goes into detail concerning recovery operations.  Recovery operations must be coordinated with the maintenance effort.  Maintenance personnel must repair equipment as far forward as possible within the limits of the tactical situation, amount of damage, and available resources.

3. Responsibility:

a. The Maintenance section has recovery responsibility within its area of operation and will be on call during all operations.  

b. Coordination through the maintenance officer can be used to get additional support from other units.

c. Support units may be able to provide recovery assets upon request.  All requests for assistance, concerning recovery, will be coordinated through the maintenance section.  This request will be made as far in advance as possible.

4. Special Considerations:  Unit maintenance personnel and equipment operators/crews must be alert to new situations and changing requirements during training and mission operations.  Planning and prior preparation are needed for continued effective recovery support.  Some special considerations are:

a. Support of offensive/defensive operations.
b. Night operations.

c. Recovery of foreign material.

d. Communications security.

e. Battlefield Damage Assessment and Repair (BDAR)

f. Safety aspects as outlined in the Safety SOP.

5. Recovery Items:  As a minimum the following items are required when conducting recovery operations:

a. -10 and -20 manuals for the disabled vehicle.

b. Required POL products (i.e., fuel, oil, water, antifreeze, etc.).

c. Tow bar and chain.

d. General mechanics toolbox and special tools as required.

e. Any Shop Stock or Bench Stock parts that may assist in bringing the vehicle to FMC status.

6. Battle Damage Assessment and Repair Procedures:  BDAR procedures apply to most operational levels (from the crew through sustainment level maintenance) and depend on the extent of the damage, time allowances, available personnel with required skills, and accessible parts, tools, and materials. Maintenance personnel must act quickly to restore the vehicle to the combat-ready condition required to continue the mission or allow the vehicle to self-recover. 

7. BDAR Principles: 

a. To be effective, BDAR should follow certain basic guiding principles: 

(1) Ensure standard maintenance practice is always the first consideration.  

(2) Base decisions of using BDAR versus standard maintenance on the METT-TC.  

(3) Provide an accurate assessment.  

(4) Ensure economy of maintenance effort (use maintenance personnel only when necessary). 

(5) Train multifunctional skills. 

(6) Repair only what is necessary to regain combat capability. 

(7) Remain flexible about repair priorities. 

b. Commanders should address using BDAR in the logistics section of their operation order (OPORD). This will provide the crews and maintainers with a clear understanding of when and at what risk level they can perform BDAR. In wartime, BDAR may have to be liberally applied at the discretion of the commander. In military operations other than war, local command policy will direct the degree of BDAR to apply and when to use standard maintenance. However, commanders at all levels must ensure that both crews and maintainers perform annual BDAR training. 




[bookmark: _Toc376501222][bookmark: APPENDIX_S]













ANNEX T – (REPAIR PARTS PROCEDURES AND MAINTENANCE OPERATIONS MANAGEMENT) TO MAINTENANCE STANDARD OPERATING PROCEDURE
1. [bookmark: _Toc376501223]General:
a. [bookmark: _Toc376501224][bookmark: _Toc376501225][bookmark: _Toc376501226]Units that are authorized personnel, tools and equipment to perform maintenance will keep a Shop Supply Listing managed through Material Situation Board (MAT_SIT) within GCSS-Army.

b. [bookmark: _Toc376501227][bookmark: _Toc376501228]Mandatory parts listings are available in DA PAM 710‑2‑117.

c. All Demand Supported Shop Stock must be on hand or on request at their appropriate Safety Stock or Re-Order point (ROP).
[bookmark: _Toc376501229]
2. [bookmark: _Toc376501231]Shop Supply Listing:  Maintenance Managers must ensure that materials ordered for equipment or MIGO 501 to bring on hand are properly issued to orders or prepared for turn-in, or they will erroneously appear on the MAT_SIT as an available material for use.  This will cause the MRP area logic to peg those materials for use against work orders not releasing requisitions to the SSA.  

a. [bookmark: _Toc376501232][bookmark: _Toc376501233][bookmark: _Toc376501234]Shop Stock is kept supporting daily maintenance operation.  The Shop Stock includes repair parts for maintenance of all organizational equipment to include NBC equipment, communication equipment, power generation equipment, trailers, and vehicles.  The Shop Stock is a combination of mandatory, and demand supported, and non-demand supported parts.

b. [bookmark: _Toc376501235][bookmark: _Toc376501236]The total number of lines carried on Shop Supply Listing may not exceed 150 lines.

c. Shop Stock must be 85% Demand Supported.
[bookmark: _Toc376501237][bookmark: _Toc376501238] 
3. Repair Parts/Shop Supply Listing and Maintenance Management Procedures/Records:
[bookmark: _Toc376501239]
a. [bookmark: _Toc376501240]The following procedures/reports will be run at the frequencies specified below on the GCSS-Army.  These reports are based solely off the experience of the maintenance managers, as release updates are put out, they are subject to change:

(1) [bookmark: _Toc376501241]Z_EQUST:  ESR					Daily

(2) [bookmark: _Toc376501243][bookmark: _Toc376501245]YOBUX/ZOAREP:  ORILS				Daily

(3) VL06I with T/C/B specific SLOC:  Inbound Del	Daily

(4) IW37N Materials Against Work Orders:  PRNI	Daily 

(5) IW28 run D1 Notification:  Disp Control LOG	Weekly

(6) IW28 run PM Notification:  Service Schedule	Monthly

(7) MAT_SIT:  Shop Supply INV				Monthly

b. [bookmark: _Toc376501246]The following are an explanation of the Reports depicted above:
[bookmark: _Toc376501247]
(1) [bookmark: _Toc376501248][bookmark: _Toc376501249][bookmark: _Toc376501250]Z_EQUST: This is the ESR/NMC Report, a maintenance manager’s tool for all NMCS and NMCM Equipment tracked through GCSS-Army.  It allows logisticians to view a snapshot of NMC equipment with material status from the Source of Supply (SOS).

(2) [bookmark: _Toc376501252][bookmark: _Toc376501253][bookmark: _Toc376501254][bookmark: _Toc376501255][bookmark: _Toc376501256]YOBUX/ZOAREP: This is the Overage Repairable report in two separate formats.  The YOBUX format is interactive and allows the ERPS to initiate the turn in process for Overage Repairable converting the PR to a PO.  ZOEREP provides the maintenance manager and Material Management Section of SPO an ORIL listing in its entirety with all pertinent information.  

(3) [bookmark: _Toc376501259][bookmark: _Toc376501260]VL06I for Material Pick-Up:  ERPS can run this report with their troop/unit specific Storage Location (SLOC) for a listing of materials placed within their customer Storage bin.  

(4) IW37N Materials Ordered Against Work Orders:  This report displays materials ordered against Work Orders and allows the ERPS to extract a Parts Received Not Installed (PRNI) listing through IWBK indicated by a green light.    

(5) [bookmark: _Toc376501262][bookmark: _Toc376501271]NOTE:  It is important that ERPS ensure that all materials listed are properly reflected.  This is what legacy would refer to as an internal reconciliation.  The clerk would reconcile IWBK green lights ensuring materials are properly issued and match with materials located within the storage bin and properly reflect on the 5988E.

(6) [bookmark: _Toc376501272][bookmark: _Toc376501279]IW28 run D1 Notification: This is equivalent to a Dispatch Control Log.

(7) [bookmark: _Toc376501281][bookmark: _Toc376501282]IW28 run PM Notification:  This is used to print or view Service Schedule or PM Notifications through GCSS-Army.

(8) IW28 run MW Notification:  Customers can view or print the automatic notifications regarding Modification work Orders (MWOs) for equipment you have on-hand through the GCSS-Army interface with Maintenance Management Information System (MMIS). You can view these notifications via IW29 with a Notification Type of "MW", or update them through IW28.  The feed from AESIP will be once a month, the first Monday of the month.

(9) MAT_SIT:  Material Situation is used to manage and inventory your Shop Supply through a listing provided through this T-Code Transaction.  

4. [bookmark: _Toc376501325][bookmark: _Toc376501326][bookmark: _Toc376501327][bookmark: _Toc376501328]Product Quality Deficiency/Improvement Reports:  Anyone finding quality deficiencies in Government-owned materiel is required by DA Pamphlet 750-8, DA Pamphlet738–751, and AR 702–7 (DLAD/DLAI 4455.24) to report the defects to the appropriate Military Service Screening Point for investigation and resolution. For situations where equipment becomes dangerous to people, Ground Precautionary Messages and Safety of Use Messages should be issued in accordance with AR 750–6. Submit an SF 368 via Electronic Deficiency Reporting System (https://aeps.ria.army.mil), mail, e-mail, or fax to the military service/agency screening point for that item

5. Turn-in Policy for Serviceable Excess and Unserviceable Reparable Parts and Components: 

a. ORILS

(1) Units are responsible to transport all items to the SSA. 

(2) Units are responsible to remain at the SSA until all turn-in items are properly received. All items will be completely inspected by the SSA prior to the customer leaving. Units will not leave until all items have been processed by the turn-in section or the turn-in section has released them. 

(3) This SSA will not accept unserviceable RC code O or Z items.  These items will be disposed of at the unit level. 

(4) The SSA can and will turn back items received if they are found to have fluids or grease after further inspection. The SSA cannot always fully inspect all items on the spot due to time limitations, multiple customers, or other situations.

(5) IAW AR 710-2, materials will be properly classified and identified with NSN, manufacturers’ part number, unit of issue and price as listed in the AMDF. 

(6) An authorized inspector will stamp all items, whether serviceable or unserviceable, within 30 days of turn-in appointment. Be aware that if an inspector does not inspect parts and they are turned in under the wrong condition code the SSA Accountable Officer will determine if negligence is involved and will report through the SPO.
b. Turn-in Requirements:

(1) Serviceable.

(a) Completely identifiable. Identify items with no part number or NSN stamped on the part using a picture. Use FEDLOG for parts that have NSN or part number on part (page 2 of FEDLOG should match if part number is visible).

(b) Clean and free of dirt and grease.

(c) Drained of all fluids. Drainage Statement provided if necessary.

(d) Properly taped and capped to protect openings and threaded fittings.

(e) Complete with no missing parts.

(f) Banded, bolted, boxed, wrapped (protective), palletized to facilitate handling and protection as appropriate.  Engines and large assemblies will be in/on containers or stands and banded if necessary.

(g) Circuit cards will be bubble-wrapped/padded boxes and placed in a separate box/container from all other parts.

(h) Automated D6A/manual 2765-1 (turn-in document) completed as appropriate.

(i) Yellow Serviceable tag (DD Form 1574) must be completed with Nomenclature, NSN, Qty, and Unit for items not depot level packed stamped by inspector.

(2) Unserviceable.

(a) Item must be completely identifiable. Identify items with no part number or NSN stamped on the part using a picture. Use FEDLOG for parts that have NSN or part number on part (page 2 of FEDLOG should match if part number is visible).

(b) Clean and free of dirt and grease.

(c) Drained of all fluids.  Drainage statement is mandatory and needs to be stamped by inspector.

(d) Properly taped and capped to protect openings and threaded fittings.

(e) Complete with no missing parts or a missing parts statement attached and signed by the unit commander and stamped by inspector.

(f) Banded, bolted, boxed, wrapped (protective), palletized to facilitate handling and protection as appropriate.  Engines and large assemblies wall be in/on containers or stands and banded if necessary.

(g) Damaged items from other than fair/wear/tear must be accompanied by a signed damaged statement from the company commander as to the circumstances and actions being taken IAW AR 735-11 and stamped by inspector.

(h) Green unserviceable tag must be completed with Nomenclature, NSN, Quantity, and Unit and stamped by inspector.

(i) DA Form 2404 completed as appropriate.

(3) Large turn in items must be properly palletized.

(a) Tires will be cleaned and neatly stacked no more than 5 high on a pallet.  

(b) All canvas and canvas like turn-in equipment must also have attached a picture of part taken from maintenance technical manual to ensure that proper NSN is on part.

(4) Signature cards.   All personnel making turn-ins must be on a Notice of Delegation of Authority – Receipt for Supplies (DA Form 1687).  The DA Form 1687 must be accompanied with the unit commander's assumption of command orders (see paragraph 1-13, subparagraph I or DA PAM 710-2-1 for instructions on filling out the DA Form 1687 correctly).

(5)  The SSA will not accept hazardous material/waste for turn-in.  All materiel/waste must be turned in to the appropriate agencies (i.e., battery shop, HAZMART, etc.).

c. ORIL Procedures:	

(1) Reparable items identified as any item that has a recoverability code of A, S, F, H, or L.  The Overage Reparable Items List (ORIL) contains every reparable part that the GCSS-A (F/T) system does not show as being matched with a corresponding turn-in (or issue).  An item is considered unmatched if an item with an interchangeable NIIN is not turned in within 10 days of issue.  However, the ORIL report lists items that have not been turned in within one day of issue.  Despite this, the standard (as stated in AR 710-2) for turn-in to the SSA is ten days after issue.  Overage Reparable are accountable items that must be accounted for IAW AR 735-5.

(2) The installation SSA office will be the POC for clearing items such as lost or initial issue from the ORIL report.

(3) Units are required to account for all repair part issues on the Overage Reparable Items List and return it to the SPO section within 10 days upon receipt of the list.  

6. Parts Record Clerk Turn in Process.

a. Reports for Process:

(1) YOBUX/ZOEREP:  This is the Overage Repairable report in two separate formats.  The YOBUX format is interactive and allows the ERPS to initiate the turn in process for Overage Repairable converting the PR to a PO.  ZOEREP provides the maintenance manager and an ORIL listing in its entirety with all pertinent information.  

(2) VL06O for Goods Picking:  This is a process used to validate or reconcile errors committed by PRC during the turn in process of Overage Repairable or Serviceable Materials.  Materials are listed here with inbound delivery numbers usually due to ERPS not establishing the material on hand before posting goods at the end of the turn in process.  

(3) VL06O for Goods Issue:  This is also a process used to validate or reconcile errors committed by ERPS during the turn in process of Overage Repairable or Serviceable Materials.  The errors listed here are usually due to ERPSs not finishing what they started, or the batch and valuation path does not match.  

(4) VL06I with SSA Specific SLOC:  This report must be run with WDM1 or the specific SSA SLOC.  It will show all inbound deliveries to the SSA and once sorted by UIC ERPSs will have a valid listing of materials slated for Turn-In.  

b. Procedures:

(1) ORILS:  The process for turn of Overage Repairable is different from the turn in of excess materials due to the interactive T-Code YOBUX.  Units will order ORILS Daily and receive from the SSA on a regular basis.  Once the items are issued to the Customer SLOC a ZRL will be created, and the recoverable material will appear with YOBUX.  

ANNEX U – (WARRANTY MANAGEMENT PROGRAM) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. [bookmark: APPENDIX_T][bookmark: _Toc376500821][bookmark: _Toc376500822][bookmark: _Toc376500823][bookmark: _Toc376500825][bookmark: _Toc376500824]Purpose:  To establish policy, responsibilities, procedures governing the implementation and warranty program management.

2. Responsibilities:
[bookmark: _Toc376500826]
a. [bookmark: _Toc376500827][bookmark: _Toc376500828]Commander:  Appoint an individual as the warranty control officer.
[bookmark: _Toc376500829][bookmark: _Toc376500830]
b. Unit Commanders:  Appoint an individual as the unit warranty coordinator.

c. Warranty Control Officer:

(1) [bookmark: _Toc376500831][bookmark: _Toc376500832][bookmark: _Toc376500834][bookmark: _Toc376500833]Maintain a register of organic equipment and components that are under warranty.

(2) [bookmark: _Toc376500835][bookmark: _Toc376500836][bookmark: _Toc376500837]Submit a DA Form 5504, "Warranty Claim" for any equipment/component requiring warranty repair.

(3) [bookmark: _Toc376500838][bookmark: _Toc376500839]Maintain a library of applicable warranty publications to include AR's, DA Pam's, TB's, LOI's, MFP's and LSP's.
[bookmark: _Toc376500840]
3. [bookmark: _Toc376500841]Policies:

a. [bookmark: _Toc376500842][bookmark: _Toc376500843][bookmark: _Toc376500844][bookmark: _Toc376500845][bookmark: _Toc376500846][bookmark: _Toc376500847]AR 750-1, Appendix K contains a list of all warranted equipment/components, warranty publications, time limits, level of repairs and warranty provisions for those items covered by warranty.

b. [bookmark: _Toc376500848][bookmark: _Toc376500849]Demand data for repair parts replaced while the equipment/component is under warranty will be kept.  Once a repair part has met the stock-age criteria it will be added to the unit’s PLL.  This applies only to organizational level parts.

c. [bookmark: _Toc376500850][bookmark: _Toc376500851][bookmark: _Toc376500853][bookmark: _Toc376500854]Use of extended warranties where the unit must fund a percentage of the repair cost is not required.

d. [bookmark: _Toc376500855][bookmark: _Toc376500856][bookmark: _Toc376500857]For equipment under warranty hard time oil service interval will be followed.  Failure to service the equipment at the manufacture's required interval could void the warranty.

e. [bookmark: _Toc376500858][bookmark: _Toc376500859][bookmark: _Toc376500860][bookmark: _Toc376500861][bookmark: _Toc376500862][bookmark: _Toc376500863]The unit will not modify any equipment/component under warranty that would void the warranty.

f. [bookmark: _Toc376500864][bookmark: _Toc376500865]The  warranty control register maintained by the warranty control officer will contain the following information:’

(1) [bookmark: _Toc376500866][bookmark: _Toc376500867][bookmark: _Toc376500868]Model/series of support equipment/component

(2) [bookmark: _Toc376500869]Noun of the item/component

(3) [bookmark: _Toc376500870]NSN of the item/component

(4) [bookmark: _Toc376500871]Contract number

(5) [bookmark: _Toc376500872]Administrative number
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ANNEX V – (CONTROLLED EXCHANGE PROGRAM) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  To establish Controlled Exchange guidelines while maintaining readiness IAW AR 750-1. 

2. General:

a. Controlled exchange is the removal of serviceable components from unserviceable, economically reparable end items for immediate reuse in restoring a like item or weapon system to an MC condition. The unserviceable component must be used to replace the serviceable component or retained with the end item that provided the serviceable component.

b. Controlled exchange is authorized only when:

(1) Required components are not available from the source of supply within the IPD indicated on the maintenance request.

(2) A valid requisition is submitted to replace the unserviceable item.

(3) The maintenance effort required to restore all the unserviceable reparable materiel involved to an MC condition is within the MAC authorization and the capability of the unit performing the controlled exchange.

(4) The end item or weapon system from which the serviceable component is removed is classified not mission capable supply (NMCS).

(5) The end item or weapon system will not be degraded to an uneconomically reparable condition.

(6) The end item or weapon system from which the serviceable component was removed is protected from further degradation.

(7) The unserviceable component is tagged and installed on, or retained with, the end item or weapon system from which the serviceable like item was removed. In addition, the removal of the component must be recorded on DA Form 5990–E/DA Form 2407 or DA Form 5988–E/DA Form 2404, or DA Form 2408–13–3 for the end item or weapon system. This is to retain the identity and integrity of the reparable end item or weapon system.

(8) The organization performing the controlled exchange takes prompt action to restore the unserviceable materiel to an FMC condition.

c. When the controlled exchange satisfies a requirement already in the Army supply system, that requisition will be either canceled or used to restore the unserviceable end item or weapon system to FMC.

d. Controlled exchange by using units is authorized only when:

(1) All the unserviceable reparable materiel involved is owned or under control of the organization performing the controlled exchange.

(2) It is the only means reasonably available to eliminate an adverse effect on the operational readiness of the unit, organization, or activity performing the controlled exchange.

3. Approval Authority:  Approval for controlled exchange is only authorized by the Commander or designated representative. Requests for controlled exchange must be submitted by unit commanders.  A notification must also be sent to the maintenance officer for visibility of controlled exchange.

4. Control:  Control exchange documents and a controlled exchange log will be maintained in accordance with AR 25-400-2.  Documentation will be filed in accordance with record retention schedule located at https://www.arims.army.mil.  Each unit will maintain a copy and will forward updated controlled exchange logs to the maintenance office based on usage of controlled exchange.

5. Limitations:  The limit of controlled exchange from an NMC piece of equipment to repair another NMC item will not exceed more than three repair parts.  Requests for additional controlled exchange may be requested based on repair part availability and mission requirements.  The commander is the only approval authority for additional controlled exchanges that have exceeded three repair parts.

a. Controlled exchange is not authorized when the investigating officer has not formally released material involved in an accident.

b. Controlled exchange is not authorized on Operational Readiness Float (ORF) assets.
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ANNEX W – (EQUIPMENT WINTERIZATION/COLD WEATHER OPERATIONS) TO MAINTENANCE STANDARD OPERATING PROCEDURE
1. Purpose:  To prescribe procedures to be used in case of extreme cold weather and during cold weather operations.

2. Responsibilities:  Commanders and maintenance supervisors at all levels will ensure that the following is accomplished during cold weather operations of assigned vehicles.

a. Lubrication will be conducted IAW the lubrication order.

b. Gasoline fuel systems should be inspected, cleaned and anti-ice (alcohol) additive added, as deemed necessary by the maintenance supervisor.  Diesel fuel engines will not have alcohol added. When operational problems occur due to water contamination of fuel or exceedingly low temperatures, the only acceptable inhibitor into the vehicle fuel tank is fuel system icing inhibitor, NSN 6850‑00‑060‑5312, MIL‑L‑2768E.  This additive should be used at a dosage of one pint per forty gallons of fuel for maximum effort.

c. Cooling systems will be protected to at least ‑20 F.  Antifreeze extender additive will be used to extend the life of the coolant.  Antifreeze extender NSN 6850‑01‑160‑3868 will prolong the life of the antifreeze.  The proper use of the antifreeze extender is one pint per seventeen quarts of antifreeze.  Annotations of the antifreeze check, and the use of the extender will be placed on the 5988-E.

d. Electrical systems are drained during extreme cold weather and require additional maintenance.  Batteries will be checked using a hydrometer at least weekly to determine the charge and will be serviced as necessary.  Batteries should be fully charged at all times.  If distilled water is added, start the engine and let it run for at least 15 minutes.  This allows the vehicle charging system to mix the water and electrolyte and prevents the battery from freezing or cracking.

e. Inspect fuel-priming system for operation.

f. Check serviceability of cab and cargo canvas.

g. Take action to correct deficiencies found above.

3. Before Operation:

a. Complete before operational checks and services as prescribed by the applicable TM's.

b. Power trains and chassis components will be inspected for condensation and ice formation.

c. Ether will not be used to start vehicles unless prescribed by the applicable TM.

4. During Operation:

a. Engine will be started IAW the cold weather starting procedures outlined in the appropriate 10 level manual.

b. Vehicle will be placed in motion only after reaching 1/2 the normal operating temperature and will be moved at 5 mph for the first 100 meters.

c. TM operating temperatures will be strictly adhered to.

d. Tire chains will be mounted at the discretion of the commander, or in his/her absence, the senior ranking person.

e. Sudden acceleration and deceleration under conditions of reduced traction will be avoided.

5. After Operations:

a. During freezing conditions, do not set the parking brake as brake linings may freeze to the brake drums.  Chock blocks must be used, and engine stop cables locked in the "out" position.

b. Ensure air tanks are drained and condensation is allowed to dissipate at the end of all operations.

c. Diesel fuel will be issued through the filter separator to remove dirt and water from the fuel.

d. Under no circumstances will MOGAS be added to the diesel fuel as fuel flow improvers.

6. Concepts:

a. Lengthy periods of extreme cold weather may adversely affect vehicle-starting capabilities.  The periods of November through March will be when extreme cold weather conditions are most likely to exist in the unit area.

b. Although this annex is not limited to this time frame, particular care must be exercised to ensure compliance with the cold weather procedures previously outlined. Additionally, supervisors must ensure that vehicular preheating systems are operational during these months.

7. Conditions:

a. Upon implementation of these measures, weather conditions will be monitored on a 24-hour basis, commencing at 1200 hours daily.

b. Conditions will be defined as green, amber, or red, depending on the expected temperature over the 24-hour period. Should temperature remain below the prescribed cut off for the entire period, the color-coded condition (green to amber, to red) will automatically take effect.

c. Condition red is divided into three stages in order to ensure maximum fuel conservation.  Only the commander can direct the progression from "stage 1 to stage 2" and from "stage 2 to stage 3".  The commander will be advised of the current weather conditions by the S‑2.

d. Conditions are defined as follows:

(1) Condition green:  Temperatures expected to rise above 32F during the 24-hour monitoring period.   Generally clear.  No serious limitations.

(2) Condition amber:  Temperatures expected to remain between 20F and 32F during the 24-hour monitoring period.  Conditions of roads are hazardous, necessitates the acceptance of moderate risk.  Snow/ice require chains be mounted or carried on all tactical vehicles.  Under this condition only mission essential dispatches are authorized. The dispatch must bear the notation "MISSION ESSENTIAL" and be signed by the authorized dispatcher.  The off-post authorization must be signed by the unit commander.

(3) Condition red:  Temperatures expected to remain below 20F during the 24-hour monitoring period.  Conditions of roads are hazardous, and extreme risk must be assumed. Snow/ice require chains be mounted or carried on all tactical vehicles.  Under this condition, only emergency missions are authorized.  Dispatch of vehicles other than emergency vehicles will bear the notation "EMERGENCY MISSION" and be signed by the commander.

8. Actions Taken Upon Receipt of Cold Weather Warnings:

a. Condition green:  All vehicles operate normally.

b. Condition amber:  Units will prepare to implement cold weather starting procedures. At this time units will have a recovery vehicle equipped with slave cables on standby basis in the maintenance area and/or the tactical site. Vehicles should be started for 30 minutes once every 72 hours.

c. Condition red:  Unit recovery vehicle will be parked inside the motor pool once condition red is attained.  An organizational mechanic will be available to assist in the event that a vehicle will not start.

(1) Stage 1:  All vehicle engines will be started daily at 1300 hours and run for 30 minutes.

(2) Stage 2:  All vehicle engines will be started and run for 30 minutes at both 0900 and 1500 hours.

(3) Stage 3:  All vehicle engines will be started and run for 30 minutes at 0900, 1500, 2100 and 0300 hours.

d. The starting procedures listed above pertain to power generation equipment as well as vehicles.
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ANNEX X – (POL PACKAGE PRODUCTS PROCEDURES)TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  To establish procedures and policies pertaining to the basic and operational loads for the maintenance facility, to include inventories, property book pages (basic load only), rotation of stock, and the document register for Class III products for the unit will be maintained by the POL section.

2. General:  All products and the amounts of products to be maintained in the basic load will be set forth by the commander.  

3. Safety: 

a. Each storage area will have an updated fire extinguisher.

b. No lighters or matches will be allowed into the storage areas.

c. If CONNEXs are to be used as storage areas, they will be well ventilated.

d. CONNEXs must be grounded.

e. CONNEXs must be stenciled on all side with "NO SMOKING WITHIN 50 FEET".

f. Keep storage areas clean of loose tools, lumber, and other objects that may cause accidents.

g. No fuels will be stored in the storage areas.

4. Procedures:

a. Ordering Class III Products:  All CLS III products will only be ordered through the Maintenance POL NCO.

b. Receiving Class III Products:  The only personnel allowed to receive CLS III products from the Haz Mart supply point will be Maintenance POL NCO. After checking all products for current test dates and processing all paperwork.  POL NCO will notify the section requesting the product to pick up the CLS III items.

c. Rotation of Stocks:  All sections, upon receiving products, will check the dates of the products.  If the dates of the new products expire after the date of the same products in the basic load they will be rotated. The basic load must contain the product with the longest shelf life versus the operational load, which will have the shortest shelf life. Any product received will be added to the inventory and accountability will be maintained.
d. Storage:  Basic loads and operational loads will be stored in separate areas.  Products will be stored on pallets or shelves.  Products must be protected from rain, mist and snow by the use of tarps or in well ventilated areas like CONNEXs.

e. Issuing:  Products will only be issued from the operational load unless directed by the commander.  Running inventories will be kept on all products entering and leaving the operational load, this is to include test dates and batch numbers.  Issue damaged and the oldest test dated products first, unless laboratory analysis indicates that earlier issue is necessary.

f. Turn-in of Products:  The POL NCO will hand all turn-ins of bad or expired products. 
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ANNEX Y – (MODIFICATION WORK ORDER/SAFETY OF USE MESSAGE/GROUND PRECAUTIONARY ACTION) TO MAINENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  To establish policy, procedure and guidelines for equipment that needs modification work order, safety of use messages, or ground precautionary action due to safety.

2. General:  The equipment we use is expensive and we need to conserve as much as we can.  This equipment is the same equipment we will use in the event of war.  For these reasons we must ensure the modification is applied as soon as possible.  GCSS-Army has been integrated with MMIS and through the use of IW28/IW29 (MMIS) maintenance managers can export a monthly report of all equipment within their unit requiring the application of MWO’s.

3. Procedures:

a. Modification to Army material will be either mandatory (urgent, limited urgent, or normal) or non-mandatory (minor alterations, special purpose, or special mission modification).

b. Equipment awaiting application of an urgent MWO will be administratively “deadlined” and not operated unless cleared by the company commander.

c. Apply limited urgent modifications to equipment within the time frame specified in the MWO.  Deadline equipment if the modification is not applied within the specified time.

d. Apply normal modifications before the completion date stated in the MWO.

e. Motor pool ERPS will maintain a file of MWO's that have been applied for historical record.  This can be generated via IW29 and placed on file will list serial numbers of equipment and MWO’s applied.

f. Complete a Quality Deficiency Report at any time that equipment failure occurs due to poor workmanship or repeated failures and submit report IAW AR 750-1.

g. The maintenance officer will be kept up to date on any MWO’s brought to the attention of the units. 

h. MWO’s will be completely closed thru the Modification Management Information System (MMIS) on-line.  https://www.mmis.army.mil/ 





ANNEX Z – (ARMY RECORD INFORMATION MANAGEMENT SYSTEM (ARIMS)) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  Establish procedures and guidelines for the Army Record Information Management System.

2. General:  Maintenance publication and files are necessary for effective maintenance operations. All publications and files in the maintenance area will be managed using the Army Records Information Management System (ARIMS) Publications will be kept current and in good usable condition through the Publication Officer/NCO. Changes to technical manuals will be IAW DA PAM 25-40 and posted in a timely manner. All applicable Standard Operating Procedures (SOP) will be on-hand and in good condition. File records will be disposed of in a timely manner and will be maintained in a central location.

3. Responsibilities: 

a. Maintain required maintenance publications IAW ARIMS.

b. Maintain copies of applicable SOPs.

c. Maintain maintenance files IAW ARIMS.

4. Procedures:

a. Publications in the maintenance area will be maintained IAW AR 25-400-2, The Army Records Information Management System (ARIMS). Publications will be either “on-hand” in a paper-copy format, on-hand in a CD ROM format, or “downloaded” to a computer hard-drive. Having access to a manual or publication through the Internet is not considered on-hand. Technical Manuals (TMs) must be in hard copies and subscribed through the Unit’s Publication Officer/NCO (DA Form 12 / Subscription Report). Lost or worn TMs will be replaced through the unit’s Publication Officer/NCO on a re-supply request (CRAM Report). The following publications will be maintained in the maintenance area:

(1) Maintenance Office:  AR 750-1, Army Material Maintenance Policy; DA Pam 25-30, Consolidated Index of Army Publications & Blank Forms; DA Pam 710-2-1, Using Unit Supply System; DA Pam 750-35, Functional Users Guide for Shop Operations; Da Pam 750-8, The Army Maintenance Management System (TAMMS); FEDLOG (most current copy available); FM 4.30.3, Unit Maintenance Operations; Unit Maintenance SOP; External Support SOP(s).

(2) Tool Room:  SC for Standard Automotive Tool Set (SATS) Trailer; DA Pam 710-2-1, Using Unit Supply System; TM 9-4910-783-13&P; TB 43-0142, Safety Inspection and Testing of Lifting Devices.

(3) Safety:  AR 385-10, The Army Safety Program; AR 385-55, Prevention of Motor Vehicle Accidents; Da Pam 750-8, The Army Maintenance Management System (TAMMS); TB 385-4, First Aid for Electrical Shock; TB 43-0142, Safety Inspection and Testing of Lifting Devices; FORSCOM Reg. 385-1, Forces Command Safety Program. 

b. Standard Operations Procedures (SOPs) are necessary to ensure proper maintenance support and interaction with internal and external maintenance facilities.

c. All files in maintenance areas will be maintained IAW AR 25-400-2. ARIMS applies to:  all unclassified Army records; maintenance files will be stored in a  central location in the motor pool. Maintenance Managers will maintain all required files IAW all applicable regulations and publications.





























ANNEX AA – (MOTOR POOL/PARK PROCEDURES) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  The motor pool/park is intended to be a safe and secure place to store vehicles. While maintenance personnel make every effort to enhance the physical security of these storage areas, your cooperation is needed in order to ensure security of unit equipment.

2. Standards:

a. Ground guides WILL BE used whenever a vehicle backs up.

b. All 2 ½ ton and larger vehicles will have ground guides at all times when driving in the motor pool/park.

c. All vehicles will be secured with a 5200 or 200 series lock when stored in the motor pool/park.

d. Communication equipment will be secured with a 5200 or 200 series lock.

e. All vehicles and trailers will have a chock block under a tire. All sections will place the chock block in front of the left front tire. All trailers will have the chock block placed in front of the left tire.

f. Drain pans will be located under all vehicles when parked. When a vehicle moves, the chock block and the drain pan will be placed in the vehicle. 

g. Oil and fluid spills will be cleaned up IMMEDIATELY and reported to the Motor Sergeant.

h. No trash will be left in any vehicle or trailer at any time.

i. Interior of vehicles will be cleaned prior to being parked.

j. All vehicle and trailer handbrakes will be engaged. Transmissions will be in the “Park” position or “Neutral” position when parked on-line. 

k. Sections will ensure that all vehicles and radios are in the off position when parked online.

l. Vehicles will be topped off with fuel prior to parking online.



ANNEX AB – (COMMAND INSPECTION PROGRAM (OIP/CIP) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Purpose:  To monitor and assist supported unit’s maintenance programs.

2. General:  The maintenance section will conduct Command Inspections for the supported units on a semi-annual basis, within the first 90 days after a change of unit commanders, or when directed by the commander. Unit commanders may also request courtesy inspections to assist in assessing unit maintenance programs.

3. Procedure:  Each area inspected will achieve a minimum rating of amber to receive a satisfactory rating. Any area receiving less than the minimum rating will be re-inspected 20-30 days after the date of the Command Inspection.

a. Command Inspection checklist may be requested from the maintenance section at any time.

b. [bookmark: APPENDIX_TC1]Areas to be inspected are:  Drivers Training Program; PMCS program; TMDE program; Weapon Maintenance; NVD Maintenance. 

























ANNEX AC – (T-CODE INSTRUCTIONS) TO MAINTENANCE STANDARD OPERATING PROCEDURE

1. Adding Favorites:

a. Adding Your Folders

(1) View the “Easy Access Menu” tab at the top.

(2) Right click on the “Favorites” folder.

(3) Select “Insert Folder” from the list.

(4) Input a desired name for the folder in the field box.

(5) Click the green check at the bottom left of the window to continue.

b. Adding the Transaction Code

(1) Right click on your “Favorites” folder.

(2) Select “Insert transaction” from the list.

(3) Input the transaction code in the field box.

(4) Click the green check at the bottom left of the window to continue.

2. Create Dispatch

a. Execute the transaction code “/ISDFPS/DISP_EQU_SIT”

b. Select and highlight the row for the equipment being dispatched.

c. Click the “D1” icon button.

d. At the top, input the “Notification” title (ex: Road Test) in the text field.

e. Fill in the next two text field blocks in the “Start/ End Dates” section.  Required End: [Date(ex: 12/15/2010)] [Time(ex: 11:00:00)]

f. Scroll down a little until you see the “Func” and “Name” columns and fill out the fields.  Func: Select “D1 Primary operator” from the drop.  Name: (Operator)


g. Press the “Enter” key.

h. Click the “Set Status” icon button at the top.

i. Select “20 AREQ Approval Req” in the “Status with status no.” section.

j. Check any criteria the dispatch meets in the “Status w/o status no.” section.

k. Click the “Back” icon (Green check mark) button at the bottom left.

l. Click the “Save” icon button.

m. Wait for an approval from authorized users (i.e. Commander, Executive Officer, Maintenance Officer, etc.).

n. *Note: If you want to see the current status or a list of all dispatches use the transaction code“IW28”.

3. View Dispatch Control Log Close Dispatch

a. View Dispatch Control Log

(1) Go into the transaction code “IW28”

(2) View the “Notification Selection” section.

(3) Fill out the following field.

(4) Notification type: D1 (Dispatch)

(5) Delete the “Notification date” field blocks.

(6) View the “General Data/ Administrative Data” section

(7) Fill out the following field

(8) Main work center: (ex: A0LA*)

b. Close Dispatch

(1) Select (Highlight) the desired Admin no.

(2) Click the “More…” button.

(3) Select “Complete” from the drop-down list.

4. MIGO 501 FOI to MAT_SIT

a. Go into “MIGO”

b. Select the following settings from the two lists at the top left corner. A01 Goods Receipt and R10 Other

c. Open the “Detail Data” icon button if it’s not already open.

d. Material data tab:  Type the material number (ex:011231234)

e. Quantity tab:  Type the quantity being turned in.

f. Where tab:  Fill in the following field (Movement Type: 501; Plant: Receiving side, in this case the SSA(ex: 2001); Reason for Movement: 0243 (Found On Installation)); press the “Enter” key.

g. Batch tab:  Type the “Batch” code (i.e. A, F, A000000000, or F000000000); type the “Vendor Batch” code (Should match the batch); click the “Post” button at the top (this will also “Check” the transaction before posting in case you were wondering).

5. [bookmark: APPENDIX_TC5]Serviceable Non- Repairable Turn -In Process [Non Recoverable (Found On Installation)]

a. Step 1: Check Shop Stock

(1) Go into “MMBE”

(2) Fill out the following fields: Material: (ex: 011231234); Plant: (ex: 2000); Storage Location: (ex: 000A).

(3) Click the “Execute” button.

(4) Check for the material number to be listed under your storage location with the correct batch code of either “A” or “F” and the correct quantity you need to be turned in. If the material is NOT listed follow the next step if it is go ahead and skip to “Step 2: Create the ZRL”.

(5) *Note: Make sure the material is NOT shop stock.

b. Step 1.2: Adding the Material to Shop Stock

(1) Go into “MIGO”

(2) Select the following settings from the two lists at the top left corner:  A01 Goods Receipt and R10 Other.

(3) Open the “Detail Data” icon button if it’s not already open.

(4) Material data tab:  Type the material number (ex:011231234)

(5) Quantity tab;  Type the quantity being turned in.

(6) Where tab:  Fill in the following field (Movement Type: 501; Plant: Receiving side in this case the SSA(ex: 2001); Reason for Movement: 0243 (Found On Installation)).

(7) *Press the “Enter” key.

(8) Batch tab:   Type the “Batch” code (i.e. A, F, A000000000, or F000000000); Type the “Vendor Batch” code (Should match the batch); Click the “Post” button at the top (this will also “Check” the transaction before posting in case you were wondering).

c. Step 2: Create the ZRL

(1) Go into “MIGO”

(2) Select “ZRL Return Del to SSA” from the drop down list located at the top left corner.

(3) Type the following data for each field:  I (Item Category): U; Material: (ex: 012345678); Plant: 2001 (SSA); Stor. Loc. (storage location): WDM1 (SSA); Quantity: (ex: 4); SPlt (Supplying Plant): (ex:2000); IStL (Issuing Storage Loc.): (ex: 000A). 

(4) Click the “Item Detail” icon button at the lower left corner.

(5) Make sure you looking at the “Material Data” tab.

(6) Type the correct “Batch” code in the field (ex: A).

(7) Click the “Save” button at the top.

(8) COPY the Purchase Requisition number that has been created.

d. Step 3: Convert PR to PO

(1) Go into “ME59N”

(2) Fill out the following fields: Plant: 2001(SSA) and Purchase Requisition: (ex: 10000040506)

(3) Click the “Execute” button.

(4) Highlight the Purchase Order number (ex: 7100021978).

(5) Click the “Choose” button.

(6) Make sure that the “Batch” and “Vendor Batch” field match.

(7) If any changes were made, click the “Save” button.

e. Step 4: Post Goods Issue

(1) Go into “VL10B”

(2) Fill in the data for the following field.:  Shipping Point/ Receiving Pt: (ex: 000A)

(3) DELETE the dates.

(4) Click the “Purchase Orders” tab.

(5) Fill in the following field:  Purchasing Document: (ex:7100021978)

(6) Click the “Execute” button.

(7) Highlight the Purchase Order number (ex: 7100021978).

(8) Click the “Background” button.

(9) *A sales document number should generate right underneath the purchase order.

(10) Double Click on the “Sales Document” number (ex: 8000023066)

(11) Click the “Display <-> Change” button.

(12) View the “Picking” tab:  Input the “Picked Qty” number

(13) Click the “More…” button at the top:  Select “Post Goods Issue” (You will be taken to the previous screen.)

(14) Click the “Back” button. (A window with the DD Form 1348-1A will pop up.)

6. Turn -In Process (Recoverable/ Repairable)

a. Step 1: Check Shop Stock

(1) Go into “MMBE”

(2) Fill out the following fields:  Material: (ex: 011231234); Plant: (ex: 2000); Storage Location: (ex: 000A).

(3) Click the “Execute” button.

(4) Check for the material number to be listed under your storage location with the correct batch code of either “A” or “F” and the correct quantity you need to be turned in. If the material is NOT listed follow the next step. If it is go ahead and skip to “Step 2: Convert PR to PO”.

b. Step 1.2: Adding the Material to Shop Stock

(1) Go into “MIGO”

(2) Select the following settings from the two lists at the top left corner:  A01 Goods Receipt and R10 Other.

(3) Open the “Detail Data” icon button if it’s not already open.

(4) Material data tab:  Type the material number (ex:011231234).

(5) Quantity tab:  Type the quantity being turned in.

(6) Where tab:  Fill in the following field (Movement Type: 501; Plant: Receiving side, in this case the SSA(ex: 2001); Reason for Movement: 0243 (Found On Installation)). Press the “Enter” key.

(7) Batch tab:  Type the “Batch” code (i.e. A, F, A000000000, or F000000000); Type the “Vendor Batch” code (Should match the batch); Click the “Check” button to validate all entries.

(8) Click the “Post” button at the top. 

c. Step 2: Convert PR to PO

(1) Execute “YOBUX” with the following report selected.

(2) Recoverable/ Reparable Conversion by Material

(3) Double click into the material number (NIIN).

(4) Highlight the row for the correct purchase requisition (PR) being converted.

(5) Click the “Convert PR to PO” button.

(6) Click the “Okay to Convert” button at the bottom.

(7) COPY the PO before moving on!

d. Step 3: Post Goods Issue

(1) Go into “VL10B”

(2) Fill in the data for the following field : Shipping Point/ Receiving Pt: (ex: 000A).

(3) DELETE the dates.

(4) Click the “Purchase Orders” tab.

(5) Fill in the following field: Purchasing Document: (Purchase Order ex:7100021978).

(6) Click the “Execute” button.

(7) Highlight the Purchase Order number (ex: 7100021978).

(8) Click the “Background” button.

(9) *A sales document number should generate right underneath the purchase order.

(10) Double Click on the “Sales Document” number (ex: 8000023066).

(11) Click the “Display <-> Change” button.

(12) View the “Picking” tab: Input the “Picked Qty” number. 

(13) Click the “More…” button at the top.

(14) Select “Post Goods Issue”. *You will be taken to the previous screen.

(15) Click the “Back” button.  *A window with the DD Form 1348-1A will pop up.

7. [bookmark: APPENDIX_TC6]Fabrication WO

a. Step 1: Execute IW31

(1) Go into the transaction code “IW31”

(2) Fill in the following fields:  Order Type: PM06; Plng plant: (Your plant number ex: 2000); Bus. Area: ARMY; Click the “Refresh” button; Priority: (select an option from the drop down list). 

(3) Press the “Enter” key.

b. Step 2: Create WO

(1) Type the “Order” description at the top:  View the “Header Data” tab; View the “Person Responsible” section.

(2) Fill out the following field: Mn.wk.ctr: (ex: A0LA102); Person Responsible: (Self Explanatory); View the “Location” tab; View the “Location data” section.

(3) Fill out the following field: MaintPlant: 2000; View the “Account assignment” section.

(4) Fill out the following fields: Company Code: Army; Business Area: Army; Cost Center: (Force Element ex: 40000069); WBS Element: (ex: 76LL.40000069); View the “Additional Data” tab.

(5) Fill out the following field:  WBS Element: (ex: 76LL.40000069); Press the “Enter” key to validate the input; Click the “Menu” button; Select “Go to” -> “Assignments” -> “Funds management…” from the drop down list; Click the green check from the small pop up window; Click the “Release” button; Click the “Menu” button.

(6) Select “Order”-> “Print”-> “Order”

8. [bookmark: APPENDIX_TC7]Create Purchase Requisition (ZRL)

a. Go into “ME51N”

b. Select “ZRL Return Del to SSA” from the drop-down list at the top left corner.

c. Fill in the following fields : I (item category): U; Material: (ex: 012345678); Plant: (ex: 2001); Stor Loc (Storage Location): (ex: WDM1); Quantity: (ex: 4); SPlt: (Supplying Plant): (Your plant number ex:2000); IStL (Issuing Storage Location): (Your SLOC ex: 000A)

d. Click the “Item Details” icon button at the bottom left corner.

e. *Note: A warning message will ask “Can delivery date be met?” select a different date if desired or ignore the warning.

f. View the “Material Data” tab.

g. Fill in the following field: Batch: (Input the correct batch code i.e. A or F based on the condition of the material for turn-in)
h. Click the “Check” button at the top.

i. If no messages were issued click the “Save” button.

j. *****NOTE: COPY the Purchase Requisition number!*****

9. [bookmark: APPENDIX_TC8]Add/Change Storage Bin

a. Go into “ZBSU”

b. Fill in the following fields for the “Selection Criteria” Section:  Material: (ex: 012345678); Plant: (Designated plant number); Storage Location: (Designated storage location number).

c. Fill in the following fields for the “Storage Bin” section: Update Storage Bin : (select the box); Storage Bin: (Enter the new bin location).

d. Click the “Execute” button.

e. *The NIIN and/or the storage bin are now updated.

10. Create AOAP Sample Request

a. Go into “IW21”

b. Fill in the following fields: Notification Type: O1 (Oil Sample Request).

c. Press the “Enter” key.

d. Type the “Notification” description: View the “Header Data” tab.

e. Fill out the following fields: Equipment: (ex:5000001312); View the “Oil Sample Data” tab.

f. Click the “Multiple sel. activities” icon button.

g. Select the option(s) for the following folders:  01TYPE (Oil Sample Type): (ex: Cold- Cold Sample); 02HOWTKN (Oil Sample How Taken): (ex: DR- Drain); 03HOWFND(Oil Sample How Found): (ex: LR- Lab Request); 04REASON (Oil Sample Reason): (ex: STD- Scheduled Sample).

h. Click the “Save” button or click the “System” button and select “Print” from the drop-down list.




























[bookmark: APPENDIX_AD]Glossary

Within the planning of PM Maintenance there are specific codes that refer to the type of maintenance being accomplished; the following codes will be used on regular basis in GCSS-Army:

CE (Controlled Exchange):  Created on a piece of equipment to perform and track a component exchange.  This notification is converted into the work order.

CC (Commanders Comments):  Used by the commander to provide comments for controlled exchange and monthly AMSS reporting.  

D1 (Dispatch):  Dispatches an individual piece of equipment for a mission.

D2 (Alert Dispatch):  Dispatches equipment for a mission at the Force Element level.  

MW (Modification):  Automatically generated on the first Monday of the month when a Modification Work Order (MWO) is required through MMIS. 

M1 (Maintenance):  Records a fault that requires validation that the maintenance may or may not be needed.  If maintenance is required, the notification is converted into a work order.  

PM (Preventive Maintenance): Identifies when scheduled maintenance must be performed.  A notification is automatically created by the system.  The notification is converted into a work order.  

O1 (Oils Sample Request):  Can be either a manual system or generated notification that an oil sample must be analyzed for a piece of equipment.  The notification may be converted into a work order.  

 










Glossary Terms

A

AMSS: Army Material Status System (report)

Available to Promise:  (ATP) Ability to check if the components on the work orders are in stock

B

Batch:  A Condition Code

Business Workplace:  An environment within GCSS-Army that acts similarly to an email message handling application. Equipment dispatch notifications requiring approval are automatically sent to a commander as a workflow work item. The commander's response to the request is automatically sent to the dispatcher as a workflow work item.

C

Component:  Class IX repair parts used to repair end items. Engines and transmissions are serialized components that are included in an equipment structure in GCSS-Army. Components do not have an EIC assigned to them. Components may or may not have serial numbers.

Configurable Material:  A material that has more than one allowable configuration based on interchangeable weapon systems/weapon sub-systems and components.

Consumption:  Actual quantity ordered and received by customer unit as opposed to a customer demand where the quantity demanded may vary.  

Consumption Driven Planning:  Forecasting requirements based on quantity demanded instead of actual demands.  

Cost Center:  Account processing code (APC).  

D

D1 Notification:  Equipment Dispatch within GCSS-Army allows a dispatcher to log-in to any computer on a .mil environment to process an equipment dispatch through the GCSS-Army Portal.  

E

Equipment:  A unique asset that may be installed, maintained or dismantled.
ERPS: Equipment Records Parts Specialist (formerly Clerk or Parts Record Clerk)

Evaluation Path:  Used to evaluate objects that are part of particular chain of relationships.

F

Forecast:  A monthly process which calculates the anticipated need for repair parts for the following 12 month period.  Replace the requisition objective.

Force Element (FE):  Number assigned by GCSS-Army to identify organizations (e.g., unit, platoon, and section) that enable organizational elements to be mapped together with specific properties and relationships such as Mapping of UIC and FE number.  This mapping enables these organizational structures to be integrated for planning, controlling, administrative, HR, and logistics processes.

Function:  The designation of the individual’s role in an equipment dispatch (such as, Operator, Passenger, or Crew).

Functional Location:  A GCSS-Army hierarchy that represents the logic structure in the system’s assembly or subassembly where a maintenance task can be performed i.e.; tank, engine, and turret.  

G

GCSS-Army: Global Combat Support System – Army it contains information to help you transition from managing logistics and tactical finance using legacy PBUSE, all levels of SARSS, all levels of SAMS-E, and various financial systems to managing the same functions with GCSS-Army.

I 

Inbound Deliveries:   Materials due to the requesting SSA or Unit SLOC (Inbound).

Integrated Product and Process Engineering:  An IPPE structure is configurable, meaning multiple NIIN materials can be interchanged within the structure to create a unique, complete system.

M

Maintenance Item:  A description of the maintenance or inspection operations required at regular intervals for maintenance objects.

Maintenance Notification (M1):  M1 is the notification type used for a maintenance request. An M1 notification is used to identify a fault (unplanned maintenance). If maintenance is required, the notification is put in process and converted into a work order.

Maintenance Work Order:  A work order is required whenever parts, parts costs, and/or labor costs are involved.  The process for documenting maintenance activities performed on system and subsystems. The order captures time and material costs for maintaining equipment. It includes a task list or operations, specifying the maintenance actions needed to complete the work.
**Work orders are integrated with many other GCSS-Army system modules, such as: Material Management, External Procurement, Finance, and Human Resources. 

Master Data:  A record for any piece of equipment and /or material with on-hand balance. Master data records will be consistent with information that make up the following files: MMDF, component data, SB 700-20, and catalog record: end items without Maintenance data, serial numbers, or components.

Master Equipment:  The equipment that represents a complete object and is serial number specific, and serial number managed.

Material (NIIN):  A national item identification number (NIIN) is a 9-digit numeric code which uniquely identifies an item of supply. GCSS-Army terms for a component or end item (NIIN).

Material Master MM03:  Is the integration of FEDLOG into GCSS-Army.  Is the material master, Displays: NIINs, LINs, and MPOs based on FEDLOG.

Material Number:  A number that uniquely identifies a material in the GCSS-Army system.  As a general rule, a material master record must exist for each material managed in a troop/company.  This record is stored under a material number.  

Material Requirements Planning (MRP):   Commonly referred to as the MRP Area within GCSS-Army it is the demand interface used for Stockage Determination, Net Asset Computation and Replenishment.  

Material Situation:  Display process used to view on-hand assets for force elements.

Measuring Point:  Used to record equipment usage based on reading (such as miles traveled, kilometers traveled, operating hours, or rounds fired).

Movement Type:  A classification key indicating the type of material movement, such as MIGO Movement Type 201 (Consumption).

MRP Controller:  Item Manager within the material management section of SPO.  

MTOE: Modified Table of Organization and Equipment.
N

Notification:  A non-financial transaction used to report a problem, request work, or record an event or activity. It includes what is currently known as a fault.

O

Operation:  A number used to uniquely identify a task or activity within a task list and the sequence in which it is performed.

Operation Description:  Provides a general description or the purposes of a task list.
Operational Status:  Describes equipment readiness (Fully Mission Capable (FMC)/Not Mission Capable (NMC)).
Operator Confirmation:  Used for the purpose of tracking accident free operations for the award of a driver badge (wheel or track vehicle).

Outbound Deliveries:  Materials due out to the SSA from the customer unit.  

P

Planned Maintenance:  Scheduling of personnel and equipment for future maintenance activities.  

Plant:  An organization element used to designate the financial category of material, such as Plant 2000 - Operation and Maintenance Activity (OMA), or Plant 2001 - Army Working Capital Fund (AWCF).

Plant Maintenance (PM): This is the overall process of keeping the equipment status FMC through the Maintenance Execution and Management Program.  PM incorporates the following initiatives:  

(a) Inspection:  - all measures which confirm the actual condition of an operational system.

(b) Maintenance:  - all measure which maintain the ideal condition of an operational system

(c) Repair: - all measures which restore the ideal condition of an operational system

Plant Ship Date:  The estimated ship date (ESD) from the SOS.  

Post Goods Issue (PGI):  The issue of supplies from stock.

Post Goods Receipt (PGR):  The receipt process for receiving stock from the SSA.  

PRC:  Parts Record Clerk (now referred to as ERPS (Equipment Records Parts Specialist))

Preventive Maintenance:  Used to schedule preventive maintenance at regular intervals to prevent failure due to excessive wear of equipment parts. 

Profile:  A collection of default values and settings used to calculate the duration, work, or number of resources (persons) required to perform an operation.

Processing:  Completing maintenance activities and their associated notifications and/or work orders.  

Purchase Order (PO):  A request or instruction from a purchasing organization to a vendor (external supplier) or to a plant to deliver a quantity of material or to perform services at a given point in time.  SSA Dedicated Order.

Purchase Requisition (PR):  A request or instruction to a purchasing organization to procure a quantity of a material or a service to be delivered at a given point in time.

R  
Requirement Urgency:  The priority of an order.

Reservation:  A demand.

S

STAMIS: Standard Army Management Information System.

Stock Transport Order (STO):  A purchase order used to instruct a Force Element (FE) to transport material from one FE to another (that is, to effect a long distance physical stock transfer) within the same enterprise.

Storage Bin:  The actual storage location that shop stock or parts received not installed are maintained.  

Storage Location (SLOC):  MRP Area Storage Location Identifier: An organizational unit that allows the differentiation of material stocks within a plant.  The storage location is hierarchically situated between the plant and the warehouse number. Units have their own SLOC assigned to them within the solution bases upon the unit specific work center.  

Source Element:  Source of Supply (SOS).

Supersession Chain (SSC):  Defines materials that can replace each other (Legacy Term = Interchangeability and Substitution (I&S)).
System:  A stand-alone EIC

System Status:  The current system generated process step of the equipment, notification, work order, etc. The user must perform the next step in the process to change the system status.

T

Technical Status:  Identifies the severity of a fault on a piece of equipment (X, Circle X, Diagonal, and Dash).

Technically Complete (TECO):  The transaction used to close the work order.  

Time Confirmation:  Entering the actual time (man hours) that was required to complete the maintenance tasks for a work order.  
Transaction Code:  Sequence of alphanumeric characters that identify a transaction in the GCSS-Army System.  

U

Unplanned Maintenance:  Repairs needed for equipment breakdowns or unscheduled maintenance. 

User Status:  Can be changed by the user or the system based on the process steps.
W

Weapon System:  A prime system EIC that contains one or more EICs and/or components.

Work:  Represents the amount of planned man-hours involved in performing the operation within a task list.

Work Center:  An organizational unit that defines where an operation or a task must be performed and the operational hours of the work center designated through you specific UIC Shop Paragraph and Line Numbers i.e.; A0LA is the middle four characters of troop/units UIC, 102 is usually the specific paragraph number for most Army maintenance sections.  When placed together A0LA102 would be the specific work center for that maintenance section.
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