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THE UNITED STATES NAVY

GUARDIAN OF OUR COUNTRY

The United States Navy is responsible for maintaining control of the
sea and is a ready force on watch at home and overseas, capable of strong
action to preserve the peace or of instant offensive action to win in war.

It is upon the maintenance of this control that our country’s glorious
future depends; the United States Navy exists to make it so.

WE SERVE WITH HONOR

Tradition, valor, and victory are the Navy’s heritage from the past. To
these may be added dedication, discipline, and vigilance as the watchwords
of the present and the future.

At home or on distant stations as we serve with pride, confident in the
respect of our country, our shipmates, and our families.

Our responsibilities sober us; our adversities strengthen us.

Service to God and Country is our special privilege. We serve with
honor.

THE FUTURE OF THE NAVY

The Navy will always employ new weapons, new techniques, and
greater power to protect and defend the United States on the sea, under the
sea, and in the air.

Now and in the future, control of the sea gives the United States her
greatest advantage for the maintenance of peace and for victory in war.

Mobility, surprise, dispersal, and offensive power are the keynotes of
the new Navy. The roots of the Navy lie in a strong belief in the future, in
continued dedication to our tasks, and in reflection on our heritage from the
past.

Never have our opportunities and our responsibilities been greater.
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CHAPTER 1
ORGANIZATION AND ADMINISTRATION

OBJECTIVES

Describe the material and administrative duties
of the EMO.

Describe the electronics division within the ship-
board organization.

OUTLINE

Mission, duties, and responsibilities

Organizing the electronics division

Directives and correspondence

We have designed this text for the junior line
officer, warrant officer, or limited duty officer
who is assigned to shipboard electronics material
officer (EMO) duties. Also, it will prove helpful
for a senior enlisted petty officer who must fill
the role as an EMO, either on a permanent or
temporary basis. Our intent is to furnish a
practical approach to the maintenance and logistic
support of electronic equipment. This instruction
will also serve as a ready reference when you carry
out your administrative duties. The contents of
this text is also appropriate for personnel assigned
to combat systems division officer duties on board
sea and shore commands.

Based on data gathered as a result of

inspections of electronic material aboard ships for -

the past several years, inspecting officers have
concluded that the good material condition of
shipboard electronic equipment is more often the
result of administrative rather than technical
ability. The EMO does not need extensive
electronics training to administer the electronics
division. However, the EMO must have knowledge
of the capabilities, limitations, and reliability of the
equipment. With this information, the EMO will be
able to brief the chain of command as to what to
expect from the equipment, and whether it is
operating according to design capabilities. It is not
part of the EMOQ’s job to repair inoperative equip-
ment or adjust equipment that does not meet
performance standards, but he is charged with the
responsibility of directing and coordinating equip-
ment maintenance programs. In this publication the
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terms shipboard electronics material officer, ship-
board electronics officer, electronics readiness
officer, electronics officer, electronics coordination
officer, and electronics maintenance officer (EMO)
are synonymous.

In this chapter, we will present various organiza-
tional and administrative responsibilities at a general
level. We do not include all areas of organization
and administration. In the chapters throughout this
text, we will provide amplifying information to
support your organizational and administrative
responsibilities. A quick check of the table of
contents at this point will provide you an overview
of the book.

MISSION OF THE
ELECTRONICS DIVISION

In simple terms, the mission of the electronics
division is to ensure the operational readiness of all
assigned electronic equipment. To fulfill this
requirement, the electronics division must be
organized efficiently to perform preventive and
corrective maintenance, train personnel, maintain
and submit records and reports, maintain and clean
electronics spaces, administer electronics supply, and
inventory equipment. A brief description of these
requirements is given under the section covering
the EMO’s duties and responsibilities. They are
described in detail in a later chapter.



DUTIES AND RESPONSIBILITIES
OF AN EMO

The general and specific duties of the
electronics material officer is outlined in the
Standard Organization and Regulations of the
U.S. Navy (SORM), OPNAVINST 3120.32. In
addition to providing a list of duties of the EMO,
the SORM, fully describes the ship’s organization.
It also outlines the duties and responsibilities of
the various departments and divisions, gives the
procedures for accomplishing the various tasks
and duties, and lists the ship’s regulations. All
commands have individual SORMs that are
tailored through deletions, substitutions, or
additions to OPNAVINST 3120.32 to conform
to that particular unit’s mission, task, and
function. Additionally, each department and
each division has an organization manual. The
electronics division organization manual is more
commonly referred to as the electronics doctrine.

NOTE: These will be amplified and additional
duties and responsibilities will be delineated in
TYCOM, IUC, and command instructions.

General Duties

““The EMO will be responsible, under the
operations officer, for the readiness of all
assigned electronic equipment, the ad-
ministration of electronics material
maintenance, and the repair of all ship-
board electronic equipment other than
weapons control radar and equipment
specifically assigned to another division.
In ships having a combat systems depart-
ment, the EMO’s duties will be performed
by the Electronics Coordination Officer
(ECO).”

(NOTE: The electronics coordination
officer reports directly to the combat
systems officer.)

The specific duties of an EMO are as follows:

@ Ensure that electronics personnel are
familiar with and follow electrical/electronic
safety procedures.

® Be responsible for the maintenance and
repair of all electronic equipment, excluding
weapons control radar and equipment specifically
assigned to another division.

@ Manage and supervise the electronics
Maintenance Material Management Program
(3-M).

® Provide for maximum operational
readiness of electronic equipment by performing
operational tests and established maintenance
procedures.

® Provide for correct use, maintenance, and
repair of assigned electronic repair equipment.

@ Direct equipment modifications required
by authorized field changes.

@ Establish and maintain a reporting and
record system in accordance with current
instructions on the material status of all electronic
equipment under his/her cognizance, including
authorized equipment changes, repairs, and
expenditure of repair funds.

@ Assist and advise operating personnel, as
requested by cognizant officers, in the proper
operational procedures and characteristics of
electronic equipment, including performance
capabilities and limitations.

® Prepare for forwarding through the
engineering officer work lists for shipyard
availability repairs, and provide detailed specifica-
tion and information requests for shipyard work.
Follow-up with shipyard officials on work status;
keep informed of work progress, and carry out
inspection of completed work.

® Keep informed of the ship’s current
general-purpose electronic test equipment (GPETE)
allowance and ensure the requisition and procure-
ment of authorized test equipment. Supervise the
installation and storage of such equipment in
accordance with Test Equipment Storage Guide.

@ Maintain a technical library including
at least two copies of instruction books for each
type of equipment under his/her cognizance, and
other related Navy manuals and commercial
publications.

® Advise the supply officer on the requisi-
tioning of electronic spare parts and ensure the
ready availability of such parts.

® Conduct a training program for assigned
personnel.

® Be responsible for the cleanliness and
preservation of assigned spaces.

® Be aware of technological developments
and advancements in the field of electronic equip-
ment, maintenance, repair techniques, and
especially information affecting the ship’s
installation.



The shipboard duties and responsibilities of
the EMO may be divided into two main areas:
material and administration. These two areas are
not entirely separate and should be viewed as
interdependent. They are, however, distinct
elements of the EMQ’s responsibilities.

Material Duties

Material readiness of shipboard electronic
equipment and systems is based, in part, upon the
installation, support, and maintenance of the
equipment and its systems. Material duties of the
(EMO) will include direct involvement with all
areas that are related to material readiness. Some
of the material duties are discussed in the
following four paragraphs.

1. Preventive Maintenance: Regularly scheduled
maintenance actions performed to prevent equip-
ment malfunction are categorized as preventive.
Ideally, preventive maintenance is designed to
preclude malfunctioning and sets forth the
minimum performance standards for an equip-
ment. Practically, it is recognized as a program
for minimizing the amount of corrective
maintenance that would otherwise be required.
The primary means of administering preventive
maintenance is the Planned Maintenance System
(PMS) in accordance with OPNAVINST 4790.4.

2. Corrective Maintenance: Maintenance activ-
ity performed on equipment after a malfunction
has occurred is defined as corrective. Its purpose
is to restore equipment that is not operating to
its maximum operational capability in accordance
with equipment technical manuals and established
directives.

3. Equipment Installation: The installation of
electronic equipment by the ship’s force for special
operating commitments, or other reasons, is the
responsibility of the EMO. Installation criteria are
governed by various instructions and directives,
depending upon the equipment involved and the
type of installation. Equipment installations
accomplished by other than the ship’s force may
require the EMO to assume test, acceptance, and
reporting responsibilities. Accounting for con-
figuration changes in the ship’s equipment is
under the cognizance of the Naval Sea Systems
Command, through the Ship Configuration and
Logistics Support Information System (SCLSIS).
The reporting of configuration changes are made
in accordance with OPNAVINST 4790.4 using the
OPNAYV Form 4790/CK.

4. Field Changes: Field changes are prop-
erly authorized modifications to equipment
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accomplished by personnel on ships or at
maintenance facilities. Field change kits and field
change information are disseminated under the
Field Change Program administered through the
command having cognizance over that specific
equipment. The Naval Sea Systems Command
(NAVSEA) and the Space and Naval Warfare
Systems Command (SPAWARYS) are examples of
such commands. Field changes are mandatory,
and they must be installed correctly and in a timely
manner. The EMO is guided by the instructions
accompanying each field change kit. The pre-
requiste to accomplishing any field change is to
ensure that the equipment is fully operational.

Administrative Duties

Shipboard training and the maintenance of
material are two major factors contributing to
battle readiness. Although one cannot be said to
be more important than the other, training is
always a prerequisite to maintenance. Shipboard
training contributes to the ship’s ability to
function as a fighting unit, directly through
operational training and indirectly through
maintenance training. For the electronics division,
the subject of most divisional instruction is
electronics maintenance. The training of electronics
technicians in operational areas occurs mainly in
interdivisional drills conducted during general
quarters and refresher training. Weekly operational
training can be conducted in conjunction with Over-
all Combat System Operability Test (OCSOT).

The EMO, as a division officer, is responsible
for preparing a divisional training program.
To support this program, divisional training
objectives are designed to provide personnel
with training in their assigned duties, general
military matters, advancement, and personal
improvement.

To provide uniformity of training and to
assure adequate training time, the division
training program is an extension of the ship and
department training plans. The administration of
shipboard training programs is covered in detail
in the SORM. The success of the divisional
training program is dependent upon proper docu-
mentation and scheduling.

Training often includes use of Personnel
Qualification Standards (PQS) for watchstation
qualifications. A watchstation, as it applies to
PQS, refers to those positions normally assigned
by a watchbill, usually of four-hour duration, and
in the majority of cases, operator oriented. PQS
is mandatory.



Further information on PQS may be found
in OPNAVINST 3500.34 and in the text entitled,
PQS Management Guide, NAVEDTRA 43100-1.

Supervision and Assignment
of Electronics Technicians

Direct technical supervision of electronics
technicians is the job of the leading electronics
technician or group supervisor. Supervision by an
officer entails knowing who is on what job, what
progress is being made, and any difficulties that
have arisen that could keep the job from being
completed on time. The officer should also know
the status of repair parts, availability, and
location on board or elsewhere. The best way to
get this information is through your leading ET.
You should have a good working relationship with
your technicians, but this works better when you
use the chain of command. Do not look over the
technician’s shoulder in a bothersome manner.
Good technicians are worth their weight in gold.
Let them do their job. The EMO should tour the
electronics spaces at least once a day, as well as
prior to special evolutions such as sea detail. Your
presence should be known on the bridge and CIC
in order that you may handle any last minute
radar or communication problems. The leading
electronics technician will assign technicians to
particular jobs. He will have a better idea who
is most qualified. Remember, use your senior
ET resources to the maximum extent possible.
The EMO is ultimately responsible for the
administration and maintenance, and he must
know who is doing what job. If that is all you
know initially, it is a good start to effective
electronics maintenance.

Records and Reports

The EMO is responsible for maintaining
records and submitting at periodic intervals
certain material and operational reports on
electronics equipment. Various records relating
to the custody, inventory, status, and disposition
of electronic equipment are maintained by elec-
tronics personnel under the direction of the EMO.

Rules governing the requirements for equip-
ment record keeping may be found in the Naval
Ships’ Technical Manual, NAVSEA S9086-C2-
STM-000/Ch-090; the Electronics Installation and
Maintenance Book (EIMB) General Handbook,
NAVSEA SE000-00-EIM-100; the Ship Con-
figuration and Logistics Support Information
System, NAVSEA S0752-AA-SPN-010/SCLSIS;
and the Ships’ Maintenance and Material
Management (3-M) Manual, OPNAVINST 4790.4.
The latter two publications deal with programs

in which the EMO has a major responsibility for
record keeping and reporting. Additionally, the
EMO has a responsibility for reporting equipment
casualties by message, under the Casualty
Reporting System (CASREP) detailed in NWP
10-1-10, Operational Reports.

Maintenance and Cleanliness

The upkeep and cleanliness of a space reflect
the effectiveness of supervision and division
administration. Cleanliness is essential for
proper maintenance. Dust can inhibit the proper
ventilation of electronic equipment, causing
overheating with resultant circuit breakdown.
Dust accumulating between electronic components
develops resistance, inherently causing premature
failure of those components. In addition, it acts
as an abrasive, which can cause parts to wear
excessively. Top to bottom space cleanliness will
reduce electronic equipment downtime.

Administration of Electronics Supply

Without an adequate supply of spare parts,
tools, and test equipment, the maintenance of
electronic equipment would be an impossible task.

To achieve a responsive maintenance program,
each department is allocated funds based on
projected needs for a calendar quarter. The
department head then determines, through the
division officers, how much money each division
will need to function. As part of this projection,
the electronics division requires tools, con-
sumables, and equipage items to replace those
lost, expended, or surveyed. Like all good plans,
this one fails to take into consideration unexpected
systems repairs resulting from operations on heavy
seas.

These needs should be accounted for in the
EMO?’s input to the annual budget. However, care
must be taken to ensure requirements are valid
and within budget constraints. The Coordinated
Shipboard Allowance List (COSAL) and the
Coordinated Shorebase Allowance List (COSBAL)
ensure that a supply of spare parts is kept on
hand. The EMO should be very familiar with the
COSAL. This is the document used by the supply
department to replenish those applicable parts and
to establish procedures for requisitioning onboard
spares.

Keeping the CO Informed

No ship can perform effectively if the
commanding officer is not aware of the capability
of all its systems at any given moment. If a piece
of equipment fails or is not operating to design
specifications, the EMO should use the chain of



command, to verbally inform the operations
officer or combat systems officer (as applicable)
of the problem. The equipment status section of
the operations/combat systems department daily
eight o’clock reports meets this need. It then
becomes the operations/combat systems officer’s
responsibility to relay the information to the
commanding officer. Some commanding officers
prefer a more direct link to the EMO, and will
question the EMO extensively about a particular
problem. Be sure to inform your operations/
combat systems officer if the CO should ask you
a direct question concerning equipment status.
You must keep your operations/combat systems
officer informed of all aspects of electronic
equipment status. One way that you can keep
completely informed of all electronic equipment
status is to type the eight o’clock reports yourself.
Either a SNAP 2 or personal computer has proved
useful for this purpose.

STANDARD SHIP ORGANIZATION

Because the Navy has standardized shipboard
organization, it is much the same on all ships in
the Navy, differing only to accommodate specific
functions of unique types of ships.

* STWC DUTIES NORMALLY PERFORMED BY CO
** AO HSSO OR TSSO OR ASO
*** VIRGULE INDICATES COMBINED FUNCTIONS

To have good shipboard administration,
there must be sound shipboard organization. A
shipboard organization, designed to carry out the
objectives of the command, is based on a
division of activities and on the assignment of
responsibilities and authority to individuals within
the organization.

The responsibility for organization of the
officers and crew of a ship is assigned to the
commanding officer by United States Navy
Regulations, 1973, (with changes) and the SORM,
OPNAVINST 3120.32. The executive officer is
responsible, under the commanding officer, for
the organization of the command as a whole. The
heads of departments are assigned the duty of
organizing their departments for readiness in
battle and assigning individuals to stations and
duties within their respective departments. The
EMO who will be the division officer for the
electronics division will manage his division.

Battle Organization

The requirements for battle form the basis
for the organization of combat ships and, as
appropriate, for the organization of noncom-
batant ships. Functional groups, such as those
shown in figure 1-1 (Aegis Cruiser Condition I),
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Figure 1-1.—Aegis cruiser condition I battle organization.
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are headed by key officers and comprise the
battle organization of such ships. The officers
man specified stations and control the activities
of personnel under their direction. Functional
group control contributes flexibility to the battle
organization. This increases its effectiveness when
executing the plan for battle, or variations thereof,
necessitated by the tactical situation. As EMO
you will normally be tasked with heading the
Electronic Casualty Control Team (Repair 8).
The commanding officer as head of the battle
organization exercises command control and is
responsible, during action, for engaging the
enemy. The commanding officer is assisted in
these tasks by the navigator, operations officer,
weapons officer (or combat systems officer, as
applicable) engineering officer, damage control
assistant, air officer (aircraft carriers), electronics
material officer, and combat cargo officer
(amphibious operations). Each one has cognizance
over a major control function of the ship in
battle. Your individual battle organization will be
dictated by the ship’s commanding officer who
will solicit inputs from each department head via
the executive officer. Changes will be incorporated
periodically, and you are very likely to get a memo

from your department head requesting informa-
tion for this revision. List any changes you have
in personnel that have transferred or changes you
desire to make in your electronic casualty control
organization. When embarked, an air group
commander is responsible to the commanding
officer in matters affecting the air group’s
readiness.

Additional information concerning shipboard
battle organization or damage control battle
organization is found in chapter 2 of the SORM.

Shipboard Organization

In many departments, the division of per-
sonnel in the shipboard organization closely
approximates that in the shipboard battle
organization. Figure 1-2 shows an overall ship-
board organization to the department level. Table
1-1 shows a cross chart of departments, which will
be organized to the various ship types; i.e.,
weapons will be organized under the weapons
department. When the offensive characteristics
are not primarily related to ordnance, weapons
will be organized under the deck department. On
aircraft carriers, there will be both a weapons

COMMANDING | o e ——
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] |
l \
LEGAL
FLAG EXECUTIVE EXECUTIVE'S pesArETY DEPARTMENT
OIVISION OFFICER ASSISTANTS PARTHENT (wnies wim suost
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see r1e. 3-1)
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DEPARTNENT DEPARTHENT ODEPARTMENT DEPARTMENT |
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Figure 1-2.—Shipboard organization.
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Table 1-1.—Shipboard Departmental Organization Cross-Chart
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SYSTEMS DEPARTMENT VICE A WEAPONS DEPARTMENT.

1 C6 25, CG 47, CGN 25, CGN 36, CGN 38. DD 963, DDG-51, DDG 833, AND FFG 7 CLASS SHIPS ARE REQUIRED TO HAVE A COMBAT
4. ASR 21 CLASS ONLY.

6. ON SMALL SHIPS WHEN A LINE DFFICER ASSUMES SUPPLY OFRCER DUTIES, HE/SHE SHALL BECOME A DEPARTMENT HEAD.

7. ON SHIPS WITH A JUDGE ADVOCATE ASSIGNED THERE SHALL BE A LEGAL DEPARTMENT.

8. N BBICVICVNIAVT THERE IS AN ADMINISTRATION DEPARTMENT.

S NUCLEAR POWERED CARRIERS WILL ALSO HAVE A REACTOR DEPARTMENT.

1. ON LAMPS/VERTREP HELO DETACHMENT SHIPS ONLY.
2 ON CGN §/LSD 41 CLASSES ONLY.

NOTES:
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COMBAT SYSTEMS OFFICER

SYSTEM TEST OFFICER

NUCLEAR WEAPON/BATTERY CONTROL ELECTRONICS READINESS

WEAPONS OFFICER OFFCER ASW OFFICER OFACER
GUNNERY AND/OR NTDS MAINTENANCE

| MISSILE OFFICER OFFICER
FIRE CONTROL ELECTRONIC COORDINATION

- OFFICER ] OFFCER

ORDNANCE
] OFFICER

Figure 1-3.—Sample combat systems organization.

department and a deck department. On specifically
authorized ships, weapons will be organized under
the combat systems department (fig. 1-3) instead
of the weapons department. Ordinarily, the EMO
is responsible to the operations/combat systems
officer under both battle and administrative
organizations. However, the requirements of an
administrative organizational structure must allow
for the accomplishment of certain functions that
have no place in battle. In the day-to-day routine,
the functions of training and maintenance are
emphasized.

The SORM prescribes the administrative
organization for all types of ships. The naviga-
tion department, operations department, weapons
department, engineering department, and the
supply department are the five basic departments
found on most ships.

Departments are further organized into
divisions. At this level they are then used
as units under their own officers and petty
officers. The SORM lists the standard letter
and numeral designations of divisions for all types
of ships.
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Sometimes it is necessary to establish a
division not listed, or functions of two or more
divisions are combined in a single division.
The type commander then assigns a suitable
letter or numeral designation conforming to those
designations listed.

ORGANIZING THE
ELECTRONICS DIVISION

A division cannot function properly without
effective administration. The first step you must
take is to set up a good organization. The
procedures you should follow when initially
organizing a division are as follows:

1. Write down and adequately define all the
duties and responsibilities assigned to the division.

2. Group the duties by function so that they
may be properly administered.

3. Prepare an organizational chart delineating
each area of responsibility and a chain of
command.

4. Assign specific personnel to each duty.



OPERATIONS
OFFICER
ELECTRONICS
MATERIAL
OFFICER
ASSISTANT
ELECTRONICS
MATERIAL
OFFICER
LEADING ET
COMMUNICATIONS- RADAR ELECTRONIC
NAVIGATION EQIPMENT WARFARE
EQUIPMENT A EQUIPMENT
SUPERVISOR SUPERVISOR
LF, MF, HF LF.MF,HF VHF SEARCH AND m;:::gas
RECEIVERS TRANSMITTERS UMF HEIGHT - FINDING oA EW EQUIPMENT
TACAN AND LORAN R-F LINES EQUIPMENT RADAR AND IFF ST RDS
| 1) 1 1} | 1
NAMES NAMES NAMES NAMES NAMES NAMES

Figure 1-4.—Sample of an electronics repair organization chart.

The proper assignment of available personnel
for the upkeep of equipment (and other necessary
duties) is most essential. It is particularly critical
if the division manning is under its personnel
allowance, or if the available technicians are
inexperienced. The leading petty officer must be
alert to the qualifications of the onboard
technicians.

If the division has adequate talent, it will be
possible to assign the inexperienced personnel to
some of the more experienced crew members. In
this case, the leading petty officer should be sure
that the experienced personnel are teaching the
others and not using them merely as toolbox
carriers and supply part chasers.

Although the establishment of an electronics
repair organizational chart is primarily the
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responsibility of the EMO, the leading ET is an
important part in the organization plan.
Electronics repair organizational charts are
useful in the assignment of responsibilities.
It is impossible to standardize an electronics
organizational chart because of the many dif-
ferences that exist in both ship and equipment.
However, a fairly simple approach for organizing
the division is to use the 3-M organization that
exists on the ship, using billet numbers instead of
names. Another type of chart, operations
configured, is the type presented in figure 1-4.
The names of the ETs (and other rates as
applicable to the electronics division) assigned to
the various groups of equipment are written under
the appropriate blocks. The top name in the list
is the ET in charge of that particular group. In



the final breakdown of duties, a certain number
of equipment units may be assigned to an
individual ET. An advantage of such an arrange-
ment is that it places the responsibility for
the maintenance of certain equipment with an
individual ET.

In smaller vessels the equipment to be
maintained and the electronics personnel available
are, of course, reduced proportionately.

Each person should also be assigned admin-
istrative as well as maintenance responsibilities in
keeping with the rating. When practicable,
personnel should be rotated among the various
types of administrative duties. It is a good
practice to rotate each individual assignment on
the various bills from special assignments to
routine operations or evolutions, such as the
Special Sea and Anchor Detail, the Replenish-
ment, the Rescue and Assistance, and the
Landing Party.

ELECTRONICS DIVISION
ORGANIZATIONAL MANUAL
(ELECTRONICS DOCTRINE)

The Electronics Division Organizational
Manual is made up of the divisional instructions,
bills, and general safety information. This manual
is intended to set forth the organization,
procedures, and policies for the proper manage-
ment of your maintenance efforts and resources.
A properly established electronics division
organization manual reflects the actual organiza-
tion and procedures to be followed on your ship
and provides realistic guidance for all personnel
in their efforts. As the EMO, you will need to
ensure the division organizational manual is
updated annually and/or revised as necessary.
Ensure new personnel read it soon after they
report on board. The organizational manual
reduces duplication of effort and prevents loss of
information upon personnel transfer. It also
establishes performance standards for you and the
personnel of the electronics division.

In addition to the Electronics Division
Organizational Manual, notices and instructions
helpful in the administration of shipboard
electronics repair organizations are found in
Department of the Navy, fleet, force, and type
commander directives, instructions, and notices.
The Engineering Information Bulletins (EIBs) and
the Electronics Installation and Maintenance
Books (EIMBs) are also helpful.

The Navy Directives System Consolidated
Subject Index (NAVPUBNOTE 5215) and 5215
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Notices issued by each command contain lists of
these notices and instructions. Some contain
information that will be directly applicable
to the administration of an electronics repair
organization. -

ELECTRONICS CASUALTY
CONTROL MANUAL

During battle conditions, you will be respon-
sible for assigning personnel to Casualty Control
Teams. These teams will normally consist of two
people each. They may be ETs, but they can be
of any rating preferably with at least a minimum
training in basic electronics and electricity (BEE).
You will need a special set of instructions to
handle the complex task of maintaining electronic
equipment. This Casualty Control Manual must
be clear and concise so that it can be easily
understood. A person with minimum technical
knowledge must be able to enter an unfamiliar
space, remove shock hazards, perform initial
casualty control, and render lifesaving first aid.
Copies, which must be a good quality, will be
maintained as follows: primary ECC—master;
secondary ECC—one copy of master; and each
space—one copy of the ECC manual tailored
specifically for the space in which it is located.

The items from the TRE checklist (and other
areas applicable to your ship) should be included
in this manual. Give the following information
for each system: a description of the system, a
block diagram showing all check points, and the
location of all units that comprise the system, and
any other information that will facilitate the
accomplishment of the task. The following
sample TRE checklist (CTLFORM 5041/12) is the
minimum requirements for a casualty control
manual and contains the following:

TRE CHECKLIST

. Antenna systems details (block diagram
topside, below decks, port/starboard eleva-
tions, including cable numbers).

. Power system details (from source of
power to equipment, including cable
numbers, fuze size, breaker size, and cut-
out switches. For all sources of power:
60HZ, 400HZ, GYRO, SYNCHRO, etc).

. Radar data transmission systems details

(path of triggers and video, including cable

numbers).

IFF data transmission systems details (path

of enabling voltages and video, including

cable numbers).



Transmitter and receiver patching details

(including cable numbers).

. TTY patching details (including cable
numbers).

. Audio patching details (including cable
numbers).

. All means of communications.

Repair equipment location (test equip-

ment and tool boxes).

Specific location of CO,/Dry Chemical

extinguishers in electronic spaces in-

cluding back-up.

Procedures to obtain routes to all

electronic casualty control spaces during

General Quarters.

Procedures to obtain spare parts during

General Quarters.

Electronic emergency access routes.

Dry Air systems with flow paths including

cut-out valves external to space.

Cooling water systems with flow paths

including cut-out valves external to space.

Location of vent switches and controllers

for all spaces.

Listing of all classified fittings by space

(CCOL).

First aid equipment location (nearest if

not in space).

Emergency Destruction equipment loca-

tion (nearest if not in space).

Technical manual location and index.

If part of or in an Electronics Casualty

Control space, the following list applies:

a. EW systems details.

b. Fire control systems details.

c. Sonar systems details.

d. Data systems details.

\O oo

10.

11.

12.

13.
14.

15.
16.
17.
18.
19.

20.
21.

BILLS FOR SPECIAL CONDITIONS

There are other bills in addition to the usual
operational bills. Some of these are the Cold
Weather Bill, the Hazards of Electromagnetic
Radiation to Ordnance (HERO) Bill, and the
Emission Control (EMCON) Bill are some of the
more common ones. The Cold Weather Bill
describes certain routine operations necessary
when operating at extreme cold temperatures,
such as procedures for deicing exposed equipment
and draining wave guides.

Information on the HERO Bill may be found
elsewhere in this text.

The EMCON bill is an instrument for
controlling the unauthorized radiation of
radiating equipment. On some occasions the use

of radiating equipment can be more detrimental
than valuable. Using electronic warfare (EW)
techniques to detect (intercept) our electro-
magnetic radiations, an enemy force may locate
our force long before we are in an advantageous
position to engage. Needless to say, such
detection could seriously impair the mission of the
force. Emission control is used mainly to deny
intercept and early warning to an enemy, thus
reducing the chance of being detected.

The control of electromagnetic radiations does
not fall specifically within the scope of electronics
maintenance. However, basic aspects and con-
siderations of EMCON are important to the EMO
because of their impact on the planning and
accomplishment of maintenance. To accomplish
emission control within the force while at sea, the
Officer in Tactical Command (OTC) imposes
conditions of silence on transmitting equipment
by means of an EMCON plan or EMCON annex
to the OPORDER/OPPLAN.

Conditions of electronic silence may range
from complete silence to unrestricted use of
transmitting equipment. Conditions of silence for
various portions of the rf spectrum ordinarily
apply to all equipment using the affected
frequencies.

The EMCON plan may be imposed on par-
ticular frequency bands or on types of equipment.
Restrictions imposed on one type of emission are
accompanied by corresponding restrictions on
other equipment using the same part of the
frequency spectrum.

Various degrees of frequency silence are
defined for naval use. The unqualified term silence
indicates that complete frequency emission
restrictions are in effect. By referring to NWP
10-1-40, Electronic Warfare, the EMO can
code/decode the various restrictions that have
been placed on the radiations of designated
frequency. Under certain conditions it may not
hold true, but as a general rule, the detectable
range increases as the frequency becomes lower.
The higher the frequency, the more closely the
electromagnetic wave approaches a line-of-sight
transmission. Although surface ship radar waves
might not be detected by a surfaced submarine
at a distance of 75 miles, the force may be detected
by and tracked by high-flying aircraft. Such
considerations are the basis for the force
commander’s decision regarding the EMCON
condition employed.

At times, complete silence would work to the
detriment of the force. For example, it is obvious
that nothing is to be gained by the force
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maintaining electronic silence when you are in
actual contact with the enemy.

After all alternatives have been considered, the
force commander will issue an EMCON plan.
This must include a statement on EMCON in the
communication annex of the OPORDER/
OPPLAN. If the operation is one for which
specific times for EMCON can be anticipated, the
commander may promulgate a separate annex
scheduling the degree of silence for electronic
equipment.

Figure 1-5 is a sample of an EMCON Bill. On
an actual EMCOM Bill, the equipment and
frequencies would, of course, be filled in and this
document would be classified.

EMERGENCY BILLS

Emergency bills are prepared by the type
commander. Such a bill serves as a checkoff list
and guide in assigning personnel to emergency
stations and in training them to cope with
emergencies. The general emergency bill covers
the Collision Bill and the Abandon Ship Bill. It
should also include contingencies, such as the
means by which explosions or extensive fires
would be dealt with. Other ship’s emergency bills
are the Man Overboard Bill and the Nuclear,
Biological, and Chemical Defense Bills. It is
usually not necessary to prepare special division
emergency bills, since all emergencies aboard ship
are adequately covered in the ship’s emergency
bills. An important exception, however, is the
Emergency Action Plan/Emergency Destruction
Bill. It should list all of the classified publications
and equipment that must be destroyed before
abandoning ship. Their location, the methods of
destruction, and the priority of destruction is also
listed. The assignment of personnel (by billet or
rate) responsible for such destruction must be
included. Your operations or combat systems
officer, depending on the organization, will
require you from time to time to provide an
input to the the updating process. This will
maintain the manual in a current state. Again, he
will send you a memo when this is required.

WATCH, QUARTER,
AND STATION BILL

The Watch, Quarter, and Station (WQS) Bill
is a summary of personnel assignments to stations
or duties specified in each of the ship, department,
or division bills. The WQS Bill is the one docu-
ment that division personnel may use to find all
of their assignments. For this reason, the WQS
Bill should be prominently posted in one of the
electronics spaces, usually in the ET shop. In
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addition, personnel should be notified immediately
whenever changes are made.

The forms used for WQS Bills can vary with
the type of ship. Type commanders usually
prescribe the WQS format for ships under their
administrative control. Leading petty officers
should know the capabilities and limitations of
assigned personnel. Therefore, they should be able
to offer invaluable assistance in maintaining the
WQS Bill. In addition to having a knowledge of
the capabilities of the assigned personnel,
the preparation of the WQS Bill entails an
application of the basic principles of leadership.
Before a person is assigned a watchstation, he/she
must complete all qualifications/PQS for the
watchstation.

ELECTRONICS PERSONNEL
MANAGEMENT (NAVY MANNING
PLAN [NMP] RULE)

As the EMO, you must ensure that the admin-
istration of your electronics organization supports
the mission of electronics maintenance. Of prime
importance to you is the manning of the organiza-
tion. One of the management tools you will be
using is the Enlisted Distribution and Verification
Report (EPMAC-EDVR-1080), often referred to
as the EDVR, or the ‘‘ten-eighty report.”’

The need for priority manning is necessitated
by personnel shortages that exist in many
categories. Available personnel are distributed
equitably, sharing the shortages that exist, except
in special cases. These cases are the result of the
need to man certain activities that are considered
especially essential to the nation’s defense.
Priority manning may be on a continuous basis
or may last only for a specified period of time.
All priority manning assignments are reviewed
annually to see if the requirements still exist. These
priorities are defined in NMPCINST 1080.1.

BASIC MANNING DOCUMENTS

As the EMO and division officer, you will be
responsible for the effective management of
personnel assigned to you. You will need correct
information about those personnel, and an
understanding of your organization’s manning
requirements for the electronics organization to
fulfill its assigned mission.

Three basic documents are used to determine
how your division will be managed: the Ship
Manpower Document (SMD), the Manpower
Authorization (MPA), and finally, the Enlisted
Distribution and Verification Report (EDVR). A
brief description of these documents and sample



excerpts from the SMD, MPA, and EDVR are
provided in this section.

The main purpose of the following information
is to focus on the EDVR as the main document
for your use in personnel management. To fully
understand and effectively use the EDVR, you
must be knowledgeable in both the SMD and the
MPA for your ship.

SHIP MANPOWER DOCUMENT

The SMD is developed and promulgated by
the Chief of Naval Operations (CNO). It is based
on the organizational manning necessary for a
ship to perform mission requirements specified
in the Required Operational Capabilities (ROC)
and Projected Operational Environment (POE)
statements.

The organization and billet assignments shown
in the SMD are based on work studies and detailed
manpower analysis. While the assignments of
billets in the SMD is based on detailed analysis
and is considered to achieve optimum use of
manpower, the actual assignment of personnel

within the unit continues to be a command
prerogative. This document shows the ideal level
of manning and does not take budget or
manpower policies into consideration.

The SMD is divided into seven (7) sections.
They are as follows:

Section I Officer Billet Summary

Section II Manpower Summary

Section III Manpower Requirements
Section IV Battle Bill

Section V Functional Workload

Section VI (Part 1) Summary of Officer

Manpower Requirements

(Part 2) Summary of Enlisted
Manpower Requirements (fig. 1-6)
(Part 2A) Summary of Enlisted
Manpower Requirement by depart-
ment

Summary of Organizational Man-
power Requirements

Section VII

SECTION VI (PART 02) OPNAVINST 5321.435
SUMMARY OF ENLISTED MANPOWER REQUIREMENTS. 29 JUN 1981
FOR
USS NEVERSAIL (DD 123)
PRI  SEC E-9 E-8 E-7 B-6 E-5 E-4 DISG 1-3 12 1-1
RATING NEC  NEC MCPO SCPO CPO POl P02 PO3  STRR . TOTAL
DK 1 1 2
RATING TOTAL 1 1 2
DS 1615 9535 1 1
DS 1623 1 1
DS 1672 3 s
DS 1682 1 1 2
RATING TOTAL 1 1 3 2 7
EM 1 1 1 s
EM 4626 1 1 2
RATING TOTAL 1 1 1 2 3
BN 1 1 4 2 s
EN 4291 1 1 2
EN 4398 1 1 2
RATING TOTAL 1 2 2 5 2 12
ET 9535 1 1
ET 1426 1454 1 1
ET 1431 1425 1 1
ET 1436 1422 1 1
ET 1438 1453 1 . }
1453 1454
. ! PAGE VI - 3

Figure 1-6.—Sample page from a ship manpower document.
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Figure 1-6 is a page extracted from a ship
manpower document (SMD).

As the EMO, you must utilize Section III and
IV; Section III should reflect all of your required
NECs; and Sections IV contains the watchstation
numbers that are used on the WQSB.

The SMD for your ship should be located in
the ship’s office.

For additional information relating to the
SMD program, refer to OPNAV 1000.16 and OP-
NAVINST 5300.19.

MANPOWER AUTHORIZATION (MPA)

The SMD serves as the basis for the Manpower
Authorization (MPA) (OPNAV 1000/2). The
Billets Authorized (BA) column on the MPA
indicate the billets that are authorized by the Chief
of Naval Operations (CNO) after considering
current budgetary constraints, priorities, and
manpower policies. The quantity assigned to each
billet authorized on the MPA must normally be
the same as the corresponding billet in the

OPMAY (00072 N:V. §/82)

SMD. SMD billet requirements, which are not
included in the Billet Authorization (BA) column
on the MPA, are entered on the MPA as
Mobilization Billets, which will be filled by
Selected Reservists.

As the EMO, you must check the MPA to
ensure that all of the navy enlisted classifications
(NECs) listed in the MPA are current and
correct. It is also important to make sure that the
NEC:s no longer required are deleted. This can be
accomplished by initiating a Short Form Change
Request to the MPA. Additionally, an OPNAV
Form 4790/CK must be submitted to make this
a permanent change. (CK forms will be covered
later in this manual.)

Article 903 of OPNAYV 1000.16 contains all
of the information and procedures necessary for
your command to initiate a Short Form Change
Request (Military Only). This type of change
request will primarily be used to change NECs
listed in the MPA when requirements exist.

Figure 1-7 is a page extracted from a Man-
power Authorization Document.
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Figure 1-7.—Sample page from the manpower authorization document.
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ENLISTED DISTRIBUTION AND
VERIFICATION REPORT (EDVR)

We have already briefly mentioned the Bureau
of Naval Personnel (PERS) Enlisted Distribution
and Verification Report (EDVR), but since this
is a report you will see and use often, more so
than the MPA or SMD, we will describe it in more
detail at this time. As an EMO, you will be
working closely with the NEC manning and per-
sonnel losses and gains. The EDVR is distributed
monthly by the Enlisted Personnel Management
Center (EPMAC) as a statement of an activity’s
personnel account.

The purpose of the EDVR is to provide:

@ A distribution community summary of the
current and future manning status of the activity,

® A common reference point in any
discussion of manning status between the
manning or detailing control authorities and the
activity,

@ A statement of account for verification by
the activity, and

@ A permanent historical record in PERS of
an activity’s personnel account for statistical uses
and overall Navy manning.

The EDVR printout is divided into 11 sections,
which are described as follows:
Section 1. Prospective Gains (PG). This section
lists all members who have currently
been ordered to report to your activity
within the next 9 months. It is
further categorized into expired,
current, and future gains.
Section 2. Prospective Losses. This section
contains a listing of all members who
should have been detached or are
expected to be detached from the
activity within the next 10 months.
Career and noncareer EAOS (end of
active obligated service) losses are
listed as well as expected losses due
to Projected Rotation Date (PRD).

Personnel On Board for Temporary
Duty or Assigned in a Deserter
Status, followed by an alphabetic
listing of all members assigned to the

Section 3.
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Section 4.

Section 5.

Section 6.

Section 7.

Section 8.

Section 9.

activity regardless of duty status.
(Commonly referred to as the ‘‘alpha
roster.”’) Note, deserters do not
count for manning because they have
been administratively dropped from
Navy Strength Accounts.

Total Personnel On Board in
Distribution (RATE) Community
Sequence. This section is a listing of
all members in the activity’s person-
nel account, regardless of their loss,
gain, or duty status. When a member
also appears in one of the three
preceding sections, the section in
which the member is listed is
displayed in item AA of the EDVR.
This section contains all of the
significant data needed by the
division officer. An example of this
section of the EDVR is shown in
figure 1-8.

Personnel Status Summary. A
numerical summary of the activity’s
personnel account showing authorized
billets, the Navy manning plan
(NMP), and members on board the
activity.

CNO Billets Authorized Revision
Number XXXXX dated yr/mo/da.
The information contained in this
section is identical to the Summary
of Organizational Billets appearing
in the activity’s Manpower Authoriza-
tion (MPA) OPNAY Form 1000/2,
and reflects the latest manpower
authorization as established by the
CNO.

NEC Billet/Personnel Inventory
(except MCA “‘X’’ accounts). This
section is a listing of NECs for which
the activity has authorized billets
and/or members who hold these
billets.

NEC Inventory Section. This section
lists the names of the activity’s per-
sonnel who hold NECs, and lists up
to five NECs per individual.

Officer/Enlisted Diary. Shows all
transactions for the previous month.
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Figure 1-8.—Example of EDVR format.

Section 10. Duty Preference Listing. It has four Format and procedures for validation of the

parts: EDVR are found in PERSINST 1080.1.

(1) PRD or EAOS 10 months from The EDVR is a very useful report, which
current date should be used for its main purpose—manpower

(2) Duty preference verification management. However, the information contained
listing in the various sections have many administrative

(3) Personnel reaching ADSD plus uses.
18 months

(4) Personnel who have duty pref- To maintain currency in personnel assignment,
erences on file a configuration validity system, the Ship Con-

figuration and Logistics Support Information
Section 11. Security. Contains security clear- System (SCLSIS) should be used extensively. This
ance data for afloat commands. system replaced the SECAS system. In addition
This section of the EDVR con- to the EDVR, PERS detailers use the SCLSI as
trolled by the Department of the a basis for assigning electronics personnel to ships
Navy Adjudication Facility (DON- by Navy Enlisted Classification Codes (NEC).
CAF) and may be used to grant This procedure is used to maintain consistency in
access. system training and systems installed.



The EMO should check the current Enlisted
Distribution and Verification Report (EPMAC-
EDVR-1080) held by the ship’s office (obtain
copies of the applicable sections, if possible). This
will enable you to determine whether the ETs on
board are NEC-qualified to maintain the types of
electronics equipment installed. Also check the
individual service record of each ET for NECs not
listed on the EDVR. Be sure your EDVR is up
to date and you have NECs listed to cover the
electronic equipment on board, especially NEW
INSTALLATIONS resulting from a shipyard
overhaul. Your personnel office will assist you
with the paperwork required to add additional
NECs to your EDVR. You should keep a copy
of the current EDVR in your division officer
notebook.

Once the proper NECs are identified,
technicians should be cross-trained on all
equipment on board ship whenever possible.
This practice broadens their knowledge and
perspective. It will ensure that there will be several
individuals available with a good working
knowledge of each piece of equipment. This will
also provide flexibility for equipment maintenance
when a critical situation or requirement occurs.

OFFICER DISTRIBUTION
CONTROL REPORT (ODCR)

You, as EMO, will be concerned with the
information about your own billet and other
officers who may be assigned to your division.
The Officer Distrubution Control Report (ODCR)
is a valuable source of personnel information
about you, your billet, other assigned officers, and
your relief, when assigned.

The following three sources, the Manual of
Navy Total Force Manpower Policies and
Procedures, OPNAVINST 1000.16; Officer
Distribution Control Report, NMPCINST 1301.2;
and the Manual of Navy Officer Manpower and
Personnel Classifications (Volumes I and II),
NAVPERS 15839 will provide the basic personnel
knowledge you will need as EMO.

NAVY MANPOWER/MANNING
REFERENCES

The following references provide the required
information to both interpret and apply the data
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displays contained in the different manpower/
manning documents.

® Manual of Navy Total Force Manpower
Policies and Procedures, OPNAVINST 1000.16

® Ship Manpower Document (SMD) Pro-
gram, OPNAVINST 5310.18

® Enlisted Distribution and Verification
Report (EDVR); Format and Procedures for
Validation of, NMPCINST 1080.1

® Enlisted Transfer Manual, NAVPERS
15909

® Manual of Navy Enlisted Manpower and
Personnel Classifications and Occupational
Standards, (Sections I and II), NAVPERS 18068

® Officer Distribution Control Report,
NAVPERS 1301/5; Format and Procedures for
Validation of, PERINST 1301.2

® Manual of Navy Officer Manpower and
Personnel Classifications, (Volumes I and II),
NAVPERS 15839

Figure 1-9 shows an example of an Officer
Distribution Control Report.

DIRECTIVES

Directives are instructions or notices used by
a command at any echelon to prescribe policies,
organization, procedures, or methods, which serve
as guides for controlling the decisions and actions
of subordinates. The Department of the Navy
Directives Issuance System, SECNAVINST
5215.1, established the directive system for the
Navy and sets forth a simple and uniform plan
for issuing, filing, and maintaining directives
under the system. Directives are assigned
identifying numbers according to their subjects
as listed in Department of the Navy Standard
Subject Identification Codes, SECNAVINST
5210.11. The Consolidated Subject Index (CSI),
NAVPUBNOTE 5215 is issued twice each year.
It will help you identify correct naval instructions.

TERMINOLOGY

The following definitions of policies, pro-
cedures, orders, instructions, and regulations are
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necessary for an adequate understanding of the
purpose of directives.

A military POLICY prescribes the course of
action to be followed in a given situation. Policies
are best effected through written means, for they
are used in determining the action required in
recurring situations. Policies established at the top
echelon are broad and general; whereas those
established at lower echelons must be specific,
conforming to the policies established by higher
command.

A military PROCEDURE is a series of
coordinated set of steps for the performance of
functions.

A military ORDER is a formal oral or written
command, issued by a superior officer to a
subordinate. This issuance of order establishes a
rule or regulation or delegates authority for the
performance of a function.

A military REGULATION is a rule which sets
forth standards concerning the conduct of
individuals.

Navy DIRECTIVES contain information
concerning the methods for the accomplishment
of a mission and specifying the manner and
conditions of performance in the execution of
projects and programs. Also, DIRECTIVES
require action or sets forth information essential
to effective adminisrtration.

Navy INSTRUCTIONS are directives that
have a long term reference value and continue
in effect until canceled by the originator.
Instructions may contain information of a
continuing nature or information that requires
continuing action.

Navy NOTICES are directives that are
applicable for a brief period of time (usually 6
months or less) and provide for automatic
cancellation on a prescribed date or under a
certain condition. Notices may require action that
can be completed upon receipt. Notices may also
contain announcements and items of current
interest.

DIRECTIVE FORMAT

Directives may be of the letter type or publica-
tion type. A publication type of directive differs
from a letter type in that it normally has covers
and contains a title page, a letter of promulga-
tion, a record of changes page, a table of
contents, and an alphabetical index of contents.
The Ship’s Organization and Regulations Manual
is a directive in publication form.
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Certain shipboard directives, however, are
excluded from the directives system. The
directives excluded are the captain’s night order
book, the ship’s plan of the day, the engineer
officer’s night order book, the OOD’s standing
order book, and the OOD’s memoranda.

PROMULGATION AND
DISSEMINATION

The commanding officer promulgates the
ship’s directives system by the issuance of two
instructions. The first prescribes the directives to
be issued in the system, the responsibilities of
originators of the directives, and the directives’
control points, and their functions. Also, the
instructions for departmental and divisional use
of the system, and the standards for reproducing
the ship’s directives. The other promulgates the
distribution lists for the ship’s directives.

The ship’s directives system provides for
the wide dissemination of the policies of the
commanding officer, the executive officer, and
the heads of departments. It also supplies
subordinate officers with a medium for the
issuance of amplifying and supplementary instruc-
tions placing the policies in effect. The system
ensures the policies and procedures used in the
administration and operation of the ship keep
with the plans and policies of the Navy Depart-
ment and of the fleet and type commanders. This
system permits integration of the ship’s directives
with those from higher authority.

CORRESPONDENCE

Initiating and handling correspondence is part
of the administrative duties of an EMO. Refer to
the Department of the Navy Correspondence
Manual, SECNAVINST 5216.5, for formats,
policies, procedures, and other useful informa-
tion. The Division Officer’s Guide provides
information on a wide range of correspondence
subjects:

References

Basic rules

Naval correspondence
Standard naval letters
Memoranda

Naval speedletters

Naval messages

Other naval correspondence



TACTICAL PUBLICATIONS

An indispensable source of information,
procurement, and guidance is the naval warfare
publications NWP series. The Tactical Warfare
Publications Guide NWP 0 lists and briefly
describes the tactical warfare publications. Infor-
mation on naval communications can be found
in Fleet Communications Publication NTP 4,
Telecommunications User’s Manual NTP 3, and
Operational Reports NWP 10-1-10.

SUPPLY PUBLICATIONS

Detailed supply message procedures may be
found in NAVSUP Publication 485, Afloat
Supply Procedures. A more practical publication
that every EMO should have is the MILSTRIP/
MILSTRAP Desk Guide, NAVSUP PUB 409,
0503-LP-001-0460. It contains much of the
routine information contained in NAVSUP Pub
485.

SUMMARY

In this chapter, we have discussed the mission
of the electronics division and your role as EMO.
Not only are you the leader of your technicians,
but also you are a vital link in the chain of
command. Additionally you are the person who
must provide the necessary coordination with
other divisions when required. You must be able
to view the ship as a whole, perceiving all the
electronic equipment within the ship, and being
able to mentally place the various equipments
within the systems to which they belong.
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No two electronics divisions will ever be
organized exactly the same, but in this chapter we
have presented suggestions and examples for you
to use as a basis for structuring your own. The
references we have mentioned will be invaluable
as day-to-day sources of information.

In the next chapter we will discuss many of
the required records, reports, and publications
that you as the EMO will be required to complete.
This chapter will assist you in familiarizing
yourself with the use, format, and contents of
those documents.

REFERENCES

Combat Systems Electronics Administration,
Course A-4B-0019, Student Guide, Fleet
Training Center, Norfolk, Va.

Military Requirements for Petty Officer First
Class, NAVEDTRA 10046, Naval Education
and Training Program Development Center,
Pensacola, Fla., 1984.

Military Requirements for Senior and Master
Chief Petty Officer, NAVEDTRA 10048,
Naval Education and Training Program
Development Center, Pensacola, Fla., 1985.

Standard Organization and Regulations of the
U.S. Navy, OPNAVINST 3120.32(B), Office
of the Chief of Naval Operations, Washing-
ton, D.C., 1973 (with updates).

NAVSURFLANT Maintenance Manual, COM-
NAVSURFLANTINST 9000.1C, Commander,
Naval Surface Force Atlantic, Norfolk, Va.,
1989.
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CHAPTER 2
RECORDS, REPORTS, AND PUBLICATIONS

OVERVIEW

Describe the records, reports, and publications
with which the EMO will be associated.

OUTLINE

Administration
Publications
Records

3-M

Controlled Equipage
SCLSIS

Casualty Reporting
Supply

Underway Reports

Efficient administration requires exact and
current knowledge of all matters under the
cognizance of the administrator-electronics
material officer (EMO). In your position as the
EMO, you should have knowledge of the current
operating status of all electronic equipment
and systems for which you have maintenance
responsibility. Efficient administration also
requires you to supervise the maintaining of
proper records, and forwarding of various
reports to higher administrative levels. The reports
are required for Navy officials to carry out
their responsibilities for shipboard electronic
installations. You are also responsible for
ensuring the proper use of publications that
present information on electronics maintenance
matters.

Many publications and records have been, or
will be, discussed in other chapters pertinent
to their subject matter. Some of the information
may be repeated in this. chapter because of its
importance to the EMO. In this and other
chapters, only the basic publication number is
‘given for printed matter (manuals, directives, and
forms). Once assigned to a ship or shore station,
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you should review your technical publications
to ensure you have current information. If not,
you must obtain the latest edition and its changes,
if applicable. Use of incorrect or out-of-date
information can be dangerous. Refer to the
Department of the Navy Directives/Issuance
System Consolidated Subject Index, NAVPUB-
NOTE 5215.1, for a listing of current instructions.
In addition, each command has a 5215 Notice
which you will need to consult; for example,
TYCOM, IUC, and your own command.

RECORDS

Because of the complex details of electronics,
it can be hardly envisioned that an individual
would try to place it to memory. On board ship,
your faculties must be directed to anticipating
problems as well. Writing it down may be the best
advice that can be given. To assist electronics
personnel in keeping up-to-date information on
equipment under their cognizance, NAVSEA and
NAVELEX have established certain required
records.



It is the responsibility of the EMO to ensure
that required records are maintained by electronics
personnel. Regulations governing the require-
ments of records and instructions and their use
are contained in the following references:

® Naval Ships’ Technical Manual, Chapters
400 and 090

® Electronics Installation and Maintenance
Book, General, (EIMB Series), NAVSEA
0967-LP-000-0100

® Ships’ Maintenance and Material Manage-
ment (3-M) Manual, OPNAVINST 4790.4
(Series)

® Type commanders’ instructions on re-
quired records

THE SHIPS’ MAINTENANCE
AND MATERIAL MANAGEMENT
SYSTEMS (3-M)

The primary objective of the ships’ 3-M
Systems is to provide for managing maintenance
and maintenance support in a manner that will
ensure maximum equipment operational readiness.
The 3-M Systems is applicable to all ships, sub-
marines, service craft, small boats (with the
exception of those operated by civilian crews), and
nonaviation fleet test and support equipment.
Some strategic weapons systems, however, use the
Preventative Maintenance Management Plan
(PMMP) rather than the 3-M Systems.

The 3-M Systems consists of two parts:

1. Planned Maintenance System (PMS)
2. Maintenance Data System (MDS)

PMS provides each ship with a simple and
standard means for planning, scheduling, con-
trolling, and performing planned maintenance on
all equipment.

MDS is the means by which maintenance
personnel report corrective maintenance actions
on specific categories of equipment. The PMMP
system is used for corrective maintenance report-
ing on strategic weapons systems.

As EMO, you should be aware of the various
reports and forms that must be completed. The
following is a brief description of the reports and
forms used to report matters relating to PMS and
MDS. Detailed instructions are available in
OPNAVINST 4790.4.

PMS Feedback Report

The PMS Feedback Report (PMS FBR)
(OPNAYV 4790/7B) is a form used by fleet
personnel to notify the NAVSEACEN or the
TYCOM, as applicable, on matters relating to
PMS. The report is a five-part form composed
of an original and four copies. Instructions for
preparation and submission of the form are in the
3-M manual and on the back of the form. These
forms are available through the Navy supply
system.

MDS Reporting

The MDS requires the reporting of mainte-
nance actions to achieve desired objectives. Two
such objectives are the deferment or completion
of a maintenance action. The following forms are
used to report information into the MDS.

SHIP’S MAINTENANCE ACTION FORM,
OPNAYV 4790/2K. This form is used by mainte-
nance personnel to report the following:

® Deferred maintenance actions

® Completed maintenance actions, which do
not result in a configuration change (in-
cluding those previously deferred.)

This form also allows the entry of screening
and planning information for management and
control of intermediate maintenance activity
(IMA) workloads.

SUPPLEMENTAL FORM, OPNAYV 4790/2L.
This form is used by maintenance personnel to
provide amplifying information relating to a
maintenance action reported on an OPNAYV Form
4790/2K (e.g., drawings, listings, and the like, for
use by repair activities).

MAINTENANCE PLANNING AND ESTI-
MATING FORM, OPNAY 4790/2P. This form
is used with an OPNAY 4790/2K when deferring
maintenance to an IMA under Intermediate
Maintenance Activity Maintenance Management
Subsystem (IMMS). It is designed to allow
screening and planning to be done in detail. This
planning will include information pertinent to the
Lead Work Center, Assist Work Center(s),
material requirements, technical documentation,
cost estimates, and man-hours required to
complete the maintenance action. Planning and
estimating (P&E), a section of the IMA, completes
this form.



AUTOMATED SHIP’S MAINTENANCE
ACTION FORM, OPNAY 4790/2Q. This form,
which is filled in by computer, contains the same
information as the OPNAYV 4790/2K. Additional
handscribed information may be entered by
maintenance personnel. This form may be used
as an automated work request and may also be
used in preparation for INSURV.

AUTOMATED WORK REQUEST, OPNAV
4790/2R. This form combines the information
from the OPNAYV 4790/2K and 4790/2P. It is
available in four copies. It has been designed for
machine and hand-printed entries. This form may
be used as follows:

® As an automated work request

® Asan ADP-produced work control docu-
ment for internal IMA use

When using an item from the master job
catalog (MJC)
® When preparing for INSURV

SHIP’S CONFIGURATION CHANGE
FORM, OPNAY 4790/CK. This form is used to

report any maintenance action that results in a
configuration change, such as:

1. Partially or fully accomplished alterations.

2. Completed or partially completed mainte-
nance actions that result in a configuration
change. The 4790/CK form is also used to
correct erroneous or deficient data in the
configuration files. Detailed procedures for
use of OPNAYV 4790/CK are found in
chapter 9 of the 3-M manual.

The EMO should also become familiar with
the Departmental Master PMS Manual and the
Work Center PMS Manual outlined in OP-
NAVINST 4790.4.

Current Ship’s Maintenance Project
(CSMP)

The purpose of the CSMP is to provide ship-
board maintenance managers with a consolidated
listing of deferred corrective maintenance to
manage and control its accomplishment. All such
deferred maintenance should be recorded in the
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CSMP. The complete shipboard CSMP consists
of the following:

The ‘‘automated CSMP,”’ which is the
computer-produced listing of deferred mainte-
nance and alterations that have been identified
through the submission of OPNAYV 4790 forms
to MDS.

The suspense file of OPNAYV 4790 documents
for maintenance items that have been submitted
but (1) have not yet been reflected in the CSMP
reports, or (2) have not appeared in the MDS
Transaction and Error Identification Report as
having been accepted by the 3-M program.

The Work Center Work List/Job Sequence
Number (WCWL/JSN) Log which is the work
center list of all material discrepancies to be either
corrected by ship’s force or an outside activity.

The CSMP is the basic management tool used
on board ship. The work center supervisor is
responsible for ensuring the CSMP accurately
describes the material condition of the work
center.

The CSMP is to be physically located in the
work center. The work center work list is to be
kept current and reviewed at least weekly by the
division officer.

SHIP CONFIGURATION AND
LOGISTICS SUPPORT INFORMATION
SYSTEM (SCLSIS)

SCLSIS replaced an older configuration
system known as SECAS. You may have had one
of the NAVSEA SECAS validation teams on
board in the past. During their visit, they verified
all of your equipment on board using nameplate
data and attached validation stickers to your
equipment. Your equipment may still have some
of the SECAS validation stickers attached. Your
ship may be maintaining a yellow SECAS folder
with pen and ink corrections at the time of this
printing.

The ability to determine the configuration
(onboard systems and equipment) of your ship
is essential to maintaining proper shipboard
support. To effectively manage your onboard
electronic systems, configuration data must be
accurate and timely. Historically, Navy managers
have developed independent information systems
for gathering and processing ship configuration
data appropriate to their individual needs.
While such systems were adequate for specific
requirements, each required maintenance and



organizational support. This resulted in incon-
sistent results and interface problems because
of language or equipment identification incom-
patibilities. As a result of a search to resolve this
problem, a central Navy system was developed to
accurately monitor shipboard configuration data,
SCLSIS.

SCLSIS is applicable to all ships of the active
and reserve fleets with the exception of fleet
ballistic missile submarines (SSBNs) and nuclear
propulsion systems. Figure 2-1 shows the data
flow for non-SCLSIS ships.

SECNAVINST 4130.2 assigns responsibility
to the Naval Sea Systems Command (NAVSEA)

for maintenance and control of ship’s con-
figuration data. This includes related platforms,
systems, and equipments. Furthermore, it requires
that a single activity be designated as the ship class
control authority for configuration data input,
and changes to the Weapons Systems File/Ship
Configuration and Logistic Support Information
Database. The SCLSI Database, which is
maintained by Configuration Data Manager
(CDM), contains ship configuration and associated
logistics support information. It does not contain
parts level or parts inventory information. The
Weapons System File contains the parts level,
parts inventory portions, and related secondary
ship component level configuration data files.
SCLSI is the master configuration file for all Navy

SHIP GENERATED
CONFIGURATION NAVAL OTHER FITTING-OUT |
CHANGE FORM , NAVSEACEN SUPERVISING PROVISIONING TECHNICAL MANAGEMENT
ACTIVITY PROCESS INFORMATION
(NSA) COMMANDS SYSTEM
4790/CK
(FOMIS)
y
WEAPON
SYSTEMS
FILE
(WSF)
VALIDATION AIDS PT 1B COSAL
APL/AEL REVISIONS CIRCUIT SYMBOL PT IIC
APU/AEL BANK NUMBER AELS
MIAPL (CSNs) \/(_
. PTINIB
ALLOWANCE SNSL
COMPUTATION FOROSI
MODEL

A 4

PART Ill CF
MAINTENANCE ASSISTANCE
PTINIA R MODULE
SNSL 4 PART Ill CR

FOR SRI READY

SERVICE SPARES

Figure 2-1.—Data flow for non-SCLSIS ships.



ships. It covers the life cycle of a ship from the
time of construction to the present.

Figure 2-2 shows the data flow for automated
SNAP II Ships—from the ship to the TYCOM
using 3-M reporting procedures. The data are then
forwarded to the Central Data Exchange (CDE)
at the Naval Sea Logistics Center (NAVSEA-
LOGCEN). Here the data are consolidated with
that of configuration and logistics and routed
to the cognizant Configuration Data Manager
(CDM).

The CDM is the single activity responsible for
the accuracy and maintenance of the configura-
tion data for a ship class. All data entries into the
Weapon System File/SCLSI database are made
directly by the CDM. When information is

CK CHANGE DATA

submitted for inclusion to the database, the CDM
performs the necessary research and then updates
the SCLSI database.

SPCC then processes the CDM-directed trans-
actions, calculates allowance changes, and extracts
related supply support information as appropriate.
All SCLSI database updates whether initiated by
the ship or CDM, results in an output from the
SCLSI database to be sent to the ship. SPCC also
passes supply support changes back to the ship.
These changes include new and revised APLs and
National Item Identification (NIIN) changes.
Response to Coordinated Shipboard Allowance
List (COSAL) Feedback Reports are passed from
SPCC to the ship in the same process. This
source data file provides information to the
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Figure 2-2.—Data flow for automated SNAP II ships.



Shipboard Nontactical ADP Program (SNAP)
databases and data to other fleet and shore
activities requiring authoritative configuration
and logistics information. Refer to figure 2-3
which shows SCLSIS data flow for non-SNAP
configured ships.

SCOPE OF SCLSIS

The Scope of SCLSIS is intended to include
all configuration-worthy items necessary for the
operation, maintenance, modernization, and
support of shipboard equipment.

An item is ‘“‘configuration worthy’’ if:

1. It requires any one of the following
elements of logistics support: supply support, test
equipment requirements, technical manuals and
repair standards, Planned Maintenance System
coverage, or drawings.

2. Configuration information (e. g., nameplate
data, technical characteristics data, component

drawing) is required to support any level of
maintenance (organizational, intermediate, or
depot), and modernization (planning and execu-
tion).

3. It is needed to fully describe the functional
hierarchy of the ship.

Four levels of configurations are defined
within NAVSEA Technical Specification 9090-700
series that governs SCLSIS.

1. Ship Level Configuration. The Planning
Yard maintains ship level configuration informa-
tion with general arrangement drawings and
various ship level records, such as weight and
stability analysis.

2. System Level Configuration. The Planning
Yard maintains system level configuration infor-
mation with system selected record drawings and
configuration control drawings.

3. Component Level Configuration. Along
with ship and system level configuration data,
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DATA SUPERVISING
CHANGE FORM TECHNICAL PROCESS
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Figure 2-3.—Data flow for non-SNAP configured ships.
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component level configuration data is maintained
in the SCLSI database.

4. Parts Level Configuration. Parts level
configuration data is maintained in the equipment
file of the WSF and is controlled by the life cycle
manager (LCM) and SPCC.

VALIDATIONS AND AUDITS

A team of validation inspectors will visit your
ship periodically to verify nameplate data of the
equipment you have on board. You may ask,
why? As your ship continues service in the
Navy, new equipment will be added during the
operational cycle or at the time of shipyard
overhaul. This new equipment must be supported
with repair parts and personnel with technical
training on that specific equipment. SCLSIS
maintains an up-to-date database of the equip-
ment you have on board allowing managers to
accomplish these functions.

Validations and Audits are grouped in several
basic categories, which may involve different
levels of effort and specific timing requirements
for execution. The basic validations and audit
categories include:

1. Baseline Validation. The purpose of the
Baseline Validation is to establish the ship Class
Standard Database (CSDB) for ship’s configura-
tion and logistics information. The Baseline
Validation is applied to the first ships of a class
implemented under SCLSIS to produce the initial
CSDB. Baseline Validation includes a ship check
of the configuration of equipment, alteration
status, applicable revisions, and logistics support
research. At a minimum, the Baseline Validation
will encompass validation of configuration and
alteration status, for critical equipment. Next in
priority would be the verification of critical equip-
ment logistics support information. The minimum
requirement for noncritical equipment is that
validation will be accomplished whenever there
is an indication of inaccurate data in the ship’s
file.

2. Audits. Audit teams will sample validation
to statistically ascertain the quality level of
configuration and logistics data in the SCLSI
database.

3. Correction Validation. A validation of
items reflected in an audit, including follow-on
clarification audits to identify further validation
candidates needed to restore data quality level.

4. Installation Validation. A verification of
configuration and logistics data being reported for
new configuration item installations.

2-7

For more detailed information on SCLSIS,
refer to NAVSEA Technical Specification
9090-700 and the COSAL Use and Maintenance
Manual, SPCCINST 4441.170.

CONTROLLED EQUIPAGE

Controlled equipage is the term used to
designate selected items of equipage that require
increased management control because they are
either costly, easly pilfered, or essential to
ship’s mission. Controlled equipage includes such
material as tape recorders, first-aid boxes, life
preservers, and some test equipment. A complete
listing can be found in Afloat Supply Procedures,
NAVSUP Publication 485. As EMO, you must
ensure that all equipment in the electronics area
is managed properly, even though it is not listed
as controlled equipage.

A custody signature of the responsible depart-
ment head is mandatory on Controlled Equipage
Custody Record (NAVSUP FORM 306) for
articles of controlled equipage listed in Controlled
Equipage Item List (CEIL). In addition to the
equipage listed on the CEIL, the type commander
or the commanding officer may determine that
additional equipage items require a custody
signature.

A copy of the Controlled Equipage Custody
Record must be furnished to the department head
at the time the original custody card is signed. The
duplicate copy becomes the department head’s
record of controlled equipage requiring custody
signature. As controlled equipage is received or
expended, appropriate entries are made on all
equipage records. The supply officer and custodial
department head are jointly responsible for
ensuring the original and duplicate custody cards
are in agreement.

Inventories of Controlled Equipage

Items of controlled equipage, including custody-
signature-required items, must be inventoried
annually between 15 February and 15 March.
Deficiencies must be reported by the supply
department to type commanders in Budget/
Operating Target (OPTAR) reports. Inventories
are also required when the ship is commissioned,
deactivated, or reactivated. Upon relief of the
head of department, an inventory must be taken
jointly by the relieved and reporting department
heads. If there is a change of command, an
inventory can be directed by the relieving
commanding officer.



The department head is furnished a file of
duplicates of the Controlled Equipage Custody
Record (NAVSUP 306). This provides a logical
basis for conducting the inventory of controlled
equipage. Each article must be sighted and
inspected for serviceability by the inventorying
officer. Articles identified by serial numbers must
be checked by those numbers when inventories are
taken. Any shortages or items found to be un-
serviceable during the inventory must be reported
according to survey procedure found in NAVSUP
P-485.

Upon completion of the equipage inventory,
the department head must submit a letter to the
commanding officer and a copy to the supply
officer. When possible, the letter should be a joint
report from the relieved and relieving department
head. The signature of both officers are required
on the report.

The report must include the following infor-
mation:

1. Controlled equipage inventory has been
completed.

2. Surveys applicable to shortages and unser-
viceable items have been submitted (or the
reasons why they have not been submitted).

3. Issue requests applicable to shortages and
unserviceable items requiring replenish-
ment have been submitted to the supply
officer (or the reasons why they have not
been submitted).

4. List of excess controlled equipage items,
including justification or authority for any
excess items desired to be retained.

MEMO RECEIPT FOR CONTROLLED EQUIPAGE OPS 12
(Appl Dept Card No.)

Receipt is acknowledged for the following item of
controlled equipage in the quantity indicated:

BINOCULARS, prismatic, 7 X 50, w/filters, case, and straps
|__Serial | Juaptity | Sigoature and Rank/Grade
Y.s/70 ]| Y245 1 Ea L0E Lpoellebwed Ens
stz | o3 JEn ehotel Bacer) P15

Yetzel ster | ign QDo Glute Bz
(Colums cont'd on reverse)

Figure 2-4.—Sample memorandum receipt on 3" x 5" card.

Accountability of Equipage

As EMO, you will normally be directly
responsible to the operations department head
for the control and inventory of ‘‘signature
required’’ elec