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TITLE OF THE BILLET
ENGINEER EQUIPMENT MAINTENANCE CHIEF

IMMEDIATE CHAIN OF COMMAND
MAINTENANCE OFFICER


CWO3 ARMENDARIZ
SNCOIC





MSGT ZEHNDER

MAINTENANCE CHIEF



GYSGT KOLANO

FLOOR CHIEF




SGT ULLRICH

ASST FLOOR CHIEF



CPL WILLIAMS

QC CHIEF





SGT MALABANAN
QC 






CPL DOSAJ

QC






CPL ROBINSON

WELDING SHOP CHIEF


CPL SOARES
HAZMAT NCO




CPL RAMOS

MIMMS NCO




SGT MEYERS/CPL LAHR

LAYETTES NCO




SGT MEYERS/CPL LAHR

PLT SGT





SSGT WILLIAMS
PLT ADMIN CHIEF



LCPL LACHICA
TRAINING NCO




LCPL AVALOS

MISSION OF THE BILLET

THE MISSION OF THIS BILLET IS TO ASSIST THE MAINTENANCE OFFICER IN MANAGING THE DAILY TASKS OF THE SHOP, THE SAFETY OF THE MARINES AND PROVIDING QUALITY SERVICE TO THE EQUIPMENT.  REVIEWING THE DAILY REPORTS AND REPORTING ANY DISCREPANCIES TO THE MAINTENANCE OFFICER.  THE MAINTENANCE CHIEF IS RESPONSIBLE FOR ALL EQUIPMENT AND MARINES IN THE SHOP.
BASIC FUNCTIONS INVOLVED AND PRINCIPAL ACTIONS TAKEN TO ACCOMPLISH THE MISSION OF THE BILLET
· THE ENGINEER EQUIPMENT MAINTENANCE CHIEF IS THE DIRECT ASSISTANT TO THE MAINTENANCE OFFICER.  THE ENGINEER EQUIPMENT MAINTENANCE CHIEF IS RESPONSIBLE FOR THE SHOP SAFETY, QUALITY OF WORK, QUALITY OF EQUIPMENT, REVIEWING THE DAILY REPORTS, AND REPORTING DISCREPANCIES TO THE MAINTENANCE OFFICER.
· THE ENGINEER EQUIPMENT MAINTENANCE CHIEF WORKS CLOSELY WITH THE FLOOR CHIEF TO ENSURE TIMELY COMPLETION AND QUALITY OF WORK ON REPAIRS TO EQUIPMENT INDUCTED INTO THE MAINTENANCE CYCLE.

· THE ENGINEER EQUIPMENT MAINTENANCE CHIEF WORKS CLOSELY WITH THE MAINTENANCE MANAGEMENT CLERK FOR TIMELY SUBMISSIONS OF 4 CARDS, DISCREPANCIES CONCERNING THE STATUS OF EQUIPMENT AND PARTS RECEIVED, AND RECONCILES DAILY TO CHANGE OR CLOSE STATUSES TO THE EQUIPMENT.

· THE ENGINEER EQUIPMENT MAINTENANCE CHIEF RECONCILES WITH THE LAYETTES SECTION AND CHECKS FOR DISCREPANCIES WITH PARTS ON HAND, PARTS NOT RECEIVED AND LOST PARTS.  YOU ALSO RECONCILE WITH THE BATTALION MMO FOR WEEKLY REVIEW OF THE DPR.

· THE ENGINEER EQUIPMENT MAINTENANCE CHIEF WORKS DAILY WITH THE QUALITY CONTROL CHIEF TO REVIEW THE DPR AND ERO’S AS THE STATUSES CHANGE FROM OPEN, CLOSED OR UNIT RECALL.  YOU WILL ALSO ENSURE THAT THE INCOMING RECORDS ARE REVIEWED AND CORRECTIVE ACTIONS ARE TAKEN ON ANY DISCREPANCIES FOUND AS WELL AS ENSURING MODIFICATIONS ARE APPLIED IN COMPLIANCE WITH THE MODIFICATION INSTRUCTIONS.
· THE ENGINEER EQUIPMENT MAINTENANCE CHIEF ASSIGNS REPAIR TASKS TO THE FLOOR CHIEF AND ENSURES THE FLOOR CHIEF PROVIDES THE SUPERVISION OF THEIR DAILY TASKS.

REGULAR TASKS AND BASIC FUNCTIONS PERFORMED IN DAY-TO-DAY OPERATIONS
DAILY
1.  REVIEW THE DAILY PROCESS REPORT (DPR) FOR  

   DISCREPANCIES.
2.  RECONCILE WITH THE FLOOR CHIEF, QUALITY CONTROL 

     CHIEF, AND MAINTENANCE MANAGEMENT CLERK.

3.  SIGN EQUIPMENT REPAIR ORDERS (ERO) AND EQUIPMENT 

   REPAIR ORDER SHOPPING LIST (EROSL).

4.  ENSURE WORK IS SIGNED OFF ON BOTH GREEN AND WHITE  

   COPIES OF THE ERO AND ARE TURNED BACK INTO THE    

   MAINTENANCE MANAGEMENT CLERK.

5.  ENSURE THE O/CHANGE SHEET AND SUPPLY GRIPE SHEET  

   IS REVIEWED AND SIGNED PRIOR TO BEING TURNED IN TO  

   MMO AND SUPPLY.

WEEKLY
1. RECONCILE WITH THE HEAVY EQUIPMENT OPERATIONS PLATOON FOR DISCREPANCIES WITH THE EQUIPMENT AND UNIT RECALL STATUSES.

2. RECONCILE WITH MMO ON MONDAY’S AT 1000 FOR UPDATES  

     AND CHANGES THAT OCCUR REGARDING MAINTENANCE  

     PROCEDURES.

MONTHLY
1.  REVIEW RECORD JACKETS.

2.  PERFORM MONTHLY PM ROSTER CHECKS.

3.  PERFORM AREA AND SAFETY INSPECTIONS OF THE SHOP.

4.  REVIEW THE CALIBRATION REPORT.

SEMI-ANNUALLY
1.  REVIEW AND UPDATE THE DESKTOPS. 
ANNUALLY
  1. NONE AT THIS TIME.

LIST OF ORDERS, DIRECTIVES AND TECHNICAL MANUALS DEEMED PERTINENT TO THE BILLET
1.  THE FOLLOWING LIST OF PUBLICATIONS AND DIRECTIVES  

 ARE DESIGNED TO PROVIDE THE ENGINEER EQUIPMENT  

 MAINTENANCE CHIEF WITH A READY GUIDE TO REFERENCE  

 MATERIAL BY SUBJECT.  IT IS IMPORTANT TO 
 UNDERSTAND THAT ALTHOUGH BASIC PUBLICATIONS AND  

 DIRECTIVES OUTLINE VARIOUS PROCEDURES, THE  

 ENGINEER EQUIPMENT MAINTENANCE CHIEF MUST ALSO BE  

 WELL VERSED IN LOCAL POLICIES AS THESE MAY  

 DELINEATE CERTAIN, MORE SPECIFIC REQUIREMENTS.   

 ALTHOUGH, NOT ALL INCLUSIVE, THIS LIST SHOULD 
 PROVIDE A BETTER UNDERSTANDING OF THE OPERATION OF  

 A MAINTENANCE SHOP.

  
MCO 4400.16_

UNIFORM MATERIAL MOVEMENT AND  

                     
ISSUE SYSTEM (UMMIPS)


MCO P4790.2_
MIMMS FIELD PROCEDURES MANUAL


MCO 4856.10_
QUALITY DEFICIENCY REPORTS


MCO 11262.2_
LOAD TEST REQUIREMENTS


UM 4400-124_
MARINE CORPS USERS MANUAL SASSY


UM 4790.5_

MARINE CORPS USERS MANUAL (AIS)  




FMSS


TM 4700-15/1_
EQUIPMENT RECORDS PROCEDURES


GRUO P4790.3_
GROUP MAINTENANCE MANUAL MMSOP  


MCO P4400.150_
CONSUMER LEVEL SUPPLY POLICY 

 


MANUAL

   MCBUL 3000
MARES REPORTABLE GEAR

  TM 11275-15/3_
PRINCIPAL TECHNICAL   

                    
CHARACTERISTICS OF ENGINEER  

              
EQUIPMENT

LIST OF REQUIRED REPORTS WITH EXAMPLES
1. THERE ARE NO REQUIRED REPORTS AT THIS TIME.

RELATIONSHIPS WITH ACTIVITIES INTERNAL AND EXTERNAL TO THE CHAIN OF COMMAND
UNIT



PHONE #



RELATIONSHIP
1ST CEB


725-7236



H.E. 
1ST MAINT BN

725-4663



H.E. SUPPORT

EMC 3RD SHOP

CLB-5


763-1237



H.E. 
CRF

725-4056 


CORROSION REBUILT   

                                      
FACILITY

PERSONNEL CONTACT LIST, PHONE NUMBERS, ADDRESSES AND PURPOSE OF CONTACT
RACHQUEL ANDERSEN

(760) 747-3333

ESCONDIDO METAL SUPPLY

1630 W. MISSION ROAD

ESCONDIDO, CA. 92029

-PURPOSE OF CONTACT-


COMPANY USED FOR THE PURPOSE TO OPEN PURCHASE STEEL/ALUMINUM 
DARREN HARDEN

(760) 763-2366

(760) 725-3129
BASE SAFETY CENTER

PO BOX 555031, BLDG 16142

CAMP PENDLETON, CA. 92055-5031

-PURPOSE OF CONTACT-


OCCUPATIONAL SAFETY AND HEALTH SPECIALIST.  RESPIRATOR AND CONFINED SPACE TRAINING

PAM HOPKINS

(229) 639-7890

SUPPLY MANAGEMENT CENTER
ALBANY, GA. 31704-0225

-PURPOSE OF CONTACT-


INVENTORY MANAGEMENT SPECIALIST, PEI MANAGEMENT DIVISION, ENGINEER SECTION

TALMADGE JACKSON, CWO 3 RETIRED

(760) 725-4923

CELL# (951) 491-3556

PM EPS BLDG 2291

CAMP PENDLETON, CA. 92055

-PURPOSE OF CONTACT-


I MEF POWER FIELD SERVICE REP

SAM CERVANTES

(858) 674-7106

CELL# (858) 688-9764

16945 CAMINO SAN BERNARDO

SAN DIEGO, CA 92127

-PURPOSE OF CONTACT-


HAWTHORNE MACHINERY Co., PRODUCT SUPPORT, SALES REPRESENTATIVE

ALBERT ANDRADE

(909) 565-1214

8594 CHERRY AVENUE

FONTANA, CA 92335

-PURPOSE OF CONTACT-


TEREX UTILITIES, CUSTOMER SERVICE CENTER MANAGER

JOSEPH MANGELS

(843) 574-7000

CELL# (843) 906-9495

9801 HIGHWAY 78

LADSON, SC 29456

-PURPOSE OF CONTACT-


FORCE PROTECTION INDUSTRIES, INC., BUFFALO FIELD SUPPORT REPRESENTATIVE

MIGUEL CAMACHO

(850) 235-5169

CELL# (850) 628-6683

110 VERNON AVENUE

PANAMA CITY, FL 32407

-PUROSE OF CONTACT-


ASSISTANT TRAINING COORDINATOR FOR PANAMA CITY MINE ROLLERS

STEVE ELGGREN

(760) 725-3172

-PUROSE OF CONTACT-


AC/S LOGISTICS, BINS AND SHELVING FOR LAYETTES

PAST, PENDING AND ANTICIPATED PROJECTS
PAST:
-NONE AT THIS TIME. 
PENDING:

-FASMO OCTOBER 18
-COMPANY FEX NOV 29-DEC 05

-EMV FEBRUARY

ANTICIPATED:

MISCELLANEOUS INFORMATION
