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Study Guide 

  
Congratulations Congratulations on your enrollment in a distance education course from the 

Distance Learning and Technologies Department (DLTD) of the Marine 
Corps Institute (MCI).  Since 1920, the Marine Corps Institute has been 
helping tens of thousands of hard-charging Marines, like you; improve their 
technical job performance skills through distance learning.  By enrolling in 
this course, you have shown a desire to improve the skills you have and 
master new skills to enhance your job performance.  The distance learning 
course you have chosen, MCI 2124G, Armory Procedures, provides 
instruction on the essential tasks and programs necessary for the successful 
operation of an armory. 

  
Your Personal 
Characteristics 

• YOU ARE PROPERLY MOTIVATED.  You have made a positive 
decision to get training on your own.  Self-motivation is perhaps the most 
important force in learning or achieving anything.  Doing whatever is 
necessary to learn is motivation.  You have it! 

 
• YOU SEEK TO IMPROVE YOURSELF.  You are enrolled to improve 

those skills you already possess, and to learn new skills.  When you 
improve yourself, you improve the Corps! 

 
• YOU HAVE THE INITIATIVE TO ACT.  By acting on your own, you 

have shown you are a self-starter, willing to reach out for opportunities to 
learn and grow. 

 
• YOU ACCEPT CHALLENGES.  You have self-confidence and believe 

in your ability to acquire knowledge and skills.  You have the self-
confidence to set goals and the ability to achieve them, enabling you to 
meet every challenge. 

 
• YOU ARE ABLE TO SET AND ACCOMPLISH PRACTICAL 

GOALS.  You are willing to commit time, effort, and the resources 
necessary to set and accomplish your goals.  These professional traits will 
help you successfully complete this distance learning course. 

 

Continued on next page 
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Study Guide, Continued 

  
Beginning Your 
Course 

Before you actually begin this course of study, read the student information 
page.  If you find any course materials missing, notify your training officer or 
training NCO.  If you have all the required materials, you are ready to begin. 
 
To begin your course of study, familiarize yourself with the structure of the 
course text.  One way to do this is to read the table of contents.  Notice the 
table of contents covers specific areas of study and the order in which they are 
presented.  You will find the text divided into study units.  Each study unit is 
comprised of two or more lessons, and lesson exercises. 

  
Leafing 
Through the 
Text 

Leaf through the text and look at the course.  Read a few lesson exercise 
questions to get an idea of the type of material in the course.  If the course has 
additional study aids, such as a handbook or plotting board, familiarize 
yourself with them. 

  
The First Study 
Unit 

Turn to the first page of study unit 1.  On this page, you will find an 
introduction to the study unit and generally the first study unit lesson.  Study 
unit lessons contain learning objectives, lesson text, and exercises. 

  
Reading the 
Learning 
Objectives 

Learning objectives describe in concise terms what the successful learner, 
you, will be able to do as a result of mastering the content of the lesson text.  
Read the objectives for each lesson and then read the lesson text.  As you read 
the lesson text, make notes on the points you feel are important. 

  
Completing the 
Exercises 

To determine your mastery of the learning objectives and text, complete the 
exercises developed for you.  Exercises are located at the end of each lesson. 
Without referring to the text, complete the exercise questions and then check 
your responses against those provided. 

 

Continued on next page 
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Study Guide, Continued 

  
Continuing to 
March 

Continue on to the next lesson, repeating the above process until you have 
completed both lessons in the study unit.  Follow the same procedures for 
each study unit in the course. 

  
Preparing for 
the Final Exam 

To prepare for your final exam, you must review what you learned in the 
course.  The following suggestions will help make the review interesting and 
challenging. 
 
• CHALLENGE YOURSELF.  Try to recall the entire learning sequence 

without referring to the text.  Can you do it?  Now look back at the text to 
see if you have left anything out.  This review should be interesting.  
Undoubtedly, you will find you were not able to recall everything.  But 
with a little effort, you will be able to recall a great deal of the 
information. 

 
• USE UNUSED MINUTES.  Use your spare moments to review.  Read 

your notes or a part of a study unit, rework exercise items, review again; 
you can do many of these things during the unused minutes of every day. 

 
• APPLY WHAT YOU HAVE LEARNED.  It is always best to use the 

skill or knowledge you have learned as soon as possible.  If it is not 
possible to actually use the skill or knowledge, at least try to imagine a 
situation in which you would apply this learning.  For example make up 
and solve your own problems.  Or, better still, make up and solve 
problems that use most of the elements of a study unit. 

 
• USE THE “SHAKEDOWN CRUISE” TECHNIQUE.  Ask another 

Marine to lend a hand by asking you questions about the course.  Choose 
a particular study unit and let your buddy “fire away.”  This technique can 
be interesting and challenging for both of you! 

 
• MAKE REVIEWS FUN AND BENEFICIAL.  Reviews are good habits 

that enhance learning.  They do not have to be long and tedious.  In fact, 
some learners find short reviews conducted more often prove more 
beneficial. 

 

Continued on next page 
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Study Guide, Continued 

  
Tackling the 
Final Exam 

When you have completed your study of the course material and are confident 
with the results attained on your study unit exercises, take the sealed envelope 
marked “FINAL EXAM” to your unit training NCO or training officer.  
Your training NCO or officer will administer the final examination and return 
the examination and the answer sheet to MCI for grading.  Before taking your 
final examination, read the directions on the DP-37 answer sheet carefully. 

  
Completing 
Your Course 

The sooner you complete your course, the sooner you can better yourself by 
applying what you have learned!  HOWEVER--you do have 2 years from the 
date of enrollment to complete this course.   

  
Graduating! As a graduate of this distance education course and as a dedicated Marine, 

your job performance skills will improve, benefiting you, your unit, and the 
Marine Corps.  

  
Semper Fidelis! 
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STUDY UNIT 1 

ARMORY OPERATIONS 

Overview 

   
Scope This study unit introduces the Marine to essential tasks and programs 

necessary for the successful operation of an armory. 
 
Armory management, two types of maintenance programs, and armory 
support relationships are also explained. 

 
In This Study 
Unit  

This study unit contains the following lessons: 

 
Topic See Page 

Armory Management 1-3 
Preventive and Corrective Maintenance   1-13 
Command Relations and Inspections   1-23 
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LESSON 1 

ARMORY MANAGEMENT 

Introduction 

   
Scope This lesson will cover the three primary references that are used to dictate the 

daily operations of an armory. 

  
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
 
• Identify the purpose of an SOP. 
 
• Identify the sections of desktop procedures. 
 
• Identify the purpose of a turnover folder. 

  
In This Lesson  This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-3 
Armory SOP 1-4 
Desktop Procedures 1-6 
Turnover Folder 1-8 
Lesson 1 Exercise   1-10 
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Armory SOP 

  
Purpose The standard operating procedures (SOP) for Marine armories is a detailed 

reference that contains local regulations for the management and operation of 
an armory.  The purpose of armory SOP is to do the following: 
 
• Train personnel. 
• Combine organizational and administrative functions and directives from 

the local command and higher command elements. 
• Establish special procedures for an armory. 

     
Elements of 
Armory SOP 

All armories that conduct maintenance are required to keep an SOP.  The 
SOP details all maintenance, administrative, and logistical functions that an 
armory performs, from the issuing and recovery of ordnance items to the 
repairing of those items.  The SOP will be authorized by the commanding 
officer.  Remember, the SOP is a lawful order! 

  
Contents of an 
Armory SOP 
 

The armory SOP is the commanding officer’s means of implementing 
directives that are essential in accomplishing the armory’s mission.  The 
contents of an armory SOP will specifically outline its mission.  MCO 
P4790.2_, MIMMS Field Procedures Manual dictates the contents of an SOP.  
Each SOP will contain at least the seven sections listed below: 
 
• Responsibilities 
• Personnel qualifications 
• Maintenance 
• Inspections 
• Security 
• Records 
• Reports 
• Day to day operations 

Continued on next page 
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Armory SOP, Continued 

  
Contents of an 
Armory SOP, 
continued 

The sections of the armory/SOP are outlined in the table below. 

 
Section Description 

Responsibilities SOP identifies who is responsible for specific duties, as 
determined by the military occupational specialty 
(MOS). 

Personnel 
Qualifications 

Includes qualifications for personnel (armorers/ 
custodians) assigned to the armory. 

Maintenance Explains policies and procedures that apply to an 
armory, its maintenance and management program.   

Inspections Explains the various types of inspections for items and 
areas in an armory. Inspections take place from time to 
time to determine the combat readiness of the unit. 

Security Dictates the requirements for security procedures 
internal and external (fences, clear areas, and 
construction). 

Records Explains the various forms and records required to 
maintain armory combat readiness. 

Reports Explains the various reports required for a unit armory. It 
explains when and how those reports should be 
submitted. 

Day-to-Day 
Operations 

Covers the basic day-to-day operations of an armory.  It 
includes procedures on opening and closing, daily sight 
counts, and contacts required for the efficient operation 
of the armory.  This part is a cornerstone in the 
development of desktop procedures for individual billets.
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Desktop Procedures 

  
Purpose The purpose of desktop procedures is to alleviate confusion caused by the 

frequent change of personnel. Personnel turnover can create a lack of 
expertise and continuity in day-to-day operations of an armory.  Continuity 
can be accomplished by providing a desktop procedure to guide each billet 
within an armory on their specific mission.  For example, a desktop is used to 
guide a custodian in the issuance and recovery of ordnance items. 

  
Commodity 
Billet 

Desktop procedures contain personal notes and explanations of a billet in an 
armory, and the day-to-day functions of that billet.  Listed below are 
commodity billets within an armory that would require desktop procedures:    
 
• Key and lock NCO 
• Marine Integrated Maintenance Management System (MIMMS) NCO 
• Tool control NCO 
• Calibrations NCO 
• Publications NCO 
• SL-3 (stock list) NCO 

   
Sections of the 
Desktop 

Sections in a desktop procedure relate to a particular billet.  It is not intended 
that desktop procedures be all inclusive and formalized, but there should be a 
simple listing of significant items or notes pertinent to day-to-day operations 
billet in an armory.  This list will include, but will not be limited to the 
following sections: 
 
• Current references 
• Contents 
• Points of contact 
• Required reports 

  
Current 
References 

The reference that dictates desktop procedures for the armory is the current 
MCO P4790.2_. 

Continued on next page 
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Desktop Procedures, Continued 

 
Contents  Contents of each section will provide an explanation of duties for day-to-day 

operations in such a way that an individual unfamiliar with the billet can 
follow it.  Include examples of any required items in the desktop procedure. 
This can include copies of forms and records that will be used. 

  
Points of 
Contact 

Includes contact information for people critical to the success of the billet’s 
duties. 

  
Required 
Reports 

This section provides guidelines for the writing and submission of reports 
required by certain orders and directives, or by immediate superiors; for 
example, the daily armory inventory. 
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Turnover Folder 

  
Purpose  The turnover folder is a ready reference guide to all billets within an armory 

or maintenance shop.  Its purpose is to aid new armory NCOICs to 
accomplish both routine and non-routine tasks in an armory or maintenance 
shop.  The maintenance management officer (MMO) will dictate what billets 
will be required to maintain a turnover folder; in most cases it is the shop 
NCOIC.  

  
Contents The current reference that dictates what is required in a turnover folder is 

MCO P4790.2_.  At a minimum, a turnover folder should contain the 
following sections shown in the table below. 
 

Section Description 
Title of Billet Armory NCOIC turnover folder. 
Chain of 
Command 

List of authority figures with responsibility for the 
armory. 

Mission of the 
Billet 

Mission contains a broad billet statement of 
responsibilities, to include areas such as maintenance, 
physical security, and budgeting. 

Functions in 
Accomplishing the 
Mission 

Functions contain specific actions for an area of 
responsibility, such as key and lock control, physical 
security, and what is required to accomplish the 
primary mission. 

Tasks and Basic 
Operations 

Contains those specific tasks and basic operations that 
will occur in the armory on a day-to-day basis.  
Opening and closing procedures would be an example 
of such a task. 

Orders and 
Directives 

Contains pertinent orders and directives that are 
required. It will also list local SOP signed by the 
commanding officer. 

Required Reports Provides guidelines for the writing and submission of 
reports required by certain orders and directives, or by 
immediate superiors; for example, the monthly 
serialized inventory.  

 Continued on next page 
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Turnover Folder, Continued 

  
Contents, 
continued 
 
 
 
 

 
Sections Descriptions 

Past, Pending, and 
Future Projects 

Cites areas that the SNCOIC or NCOIC is working on. 
These working projects will add to the capabilities of 
an armory.  These may or may not be critical to the 
mission of the armory, but can aid in the overall 
performance. 

Points of Contact Includes contact information for people critical to the 
success of the billet’s duties. 

Relationships Explains certain relationships with elements inside and 
outside the command. Sometimes these relationships 
are needed to support the mission of the armory. 

Miscellaneous 
Information 

Contains information relevant only to the SNCOIC, 
NCOIC, or the billet for which the turnover folder is 
designed.  For example, job status codes, highly used 
NSNs, and other necessary contacts.  

 
What is the 
Difference? 

The main difference between the desktop procedure and a turnover folder is 
that a desktop is created for a billet within the armory.  The turnover folder is 
created for that individual in charge of the armory or ordnance maintenance 
activity.   

  
Summary The turnover folder and desktop procedures are the cornerstones of armory 

operation.  When you take over a billet, you should review the turnover 
folder.  In the day-to-day operations of an armory, this information will be 
invaluable to you. 
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Lesson 1 Exercise 

  
Directions Complete exercise items 1 through 3 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 What is the purpose of an armory SOP? 

 
a. Identify maintenance problems. 
b. Train personnel. 
c. Conduct local inspections. 
d. Plan upcoming missions. 

   
Item 2 Which of the following is a section of desktop procedures? 

 
a. Past, pending, and future projects. 
b. Preparation of required reports. 
c. Command and commodity relationships. 
d. Shop overhead procedures. 

  
Item 3 What is the purpose of a turnover folder? 

 
a. Achieve routine maintenance in daily operations. 
b. Complete echelons of maintenance operations. 
c. Expedite all logistical operations. 
d. Accomplish routine armory tasks. 

Continued on next page 



MCI Course 2124G 1-11 Study Unit 1, Lesson 1 Exercise 

Lesson 1 Exercise, Continued 

   
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 b 1-4 
2 b 1-6, 1-7 
3 d 1-8 

  
Lesson 
Summary 

In this lesson, we examined the elements of management of a Marine armory: 
the SOP, desktop procedures, and turnover folder.  We discussed required 
reports and the armory chain of command. 
 
In the next lesson, we will examine preventive and corrective maintenance for 
armory materiel and who is responsible for each. 
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LESSON 2 

PREVENTIVE AND CORRECTIVE MAINTENANCE 

Introduction 

 
Scope This lesson will provide an armorer with basic information needed to identify 

the maintenance requirements for an armory. 

  
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
 
• Identify the categories of preventive maintenance. 
 
• Identify the types of preventive maintenance. 
 
• Identify the echelons of corrective maintenance. 

  
In This Lesson  This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-13 
Categories of Preventive Maintenance 1-14 
Types of Preventive Maintenance 1-15 
Levels of Corrective Maintenance 1-18 
Lesson 2 Exercise 1-20 
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Categories of Preventive Maintenance 

  
Definition  Preventive maintenance (PM) for the armory is maintenance to prevent 

breakdown. PM maintains operational capacity for small arms and weapons.  
It includes all actions that operators of the equipment, and maintenance 
personnel can take to keep equipment in operating condition.   

  
Categories A systematic PM program with a routine schedule of inspection, cleaning, 

servicing, lubricating, and equipment adjusting helps prevent costly and time-
consuming repairs.  PM prolongs the life of equipment.  All PM services are 
generally cyclical in nature, with one complete cycle being one year in the life 
of the equipment.  The three categories of PM services are the following: 
 
• Operator or crew services 
• Organizational maintenance services 
• Special services 

  
Operator or 
Crew Services 

Services performed on a daily, weekly, or special basis, and are scheduled by 
the operators themselves, or by maintenance personnel. 

  
Organizational 
Maintenance 
Services 

These are services performed by the maintenance personnel that are more in 
depth and require the assistance of the operator or crew of the weapon system.  
These are scheduled by the calendar or by the number of rounds fired.  

  
Special Services Operator, crew, or maintenance personnel can conduct special services.  

Examples of special services are tests on weapons systems after repair or 
urgent service requested by naval message. 
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Types of Preventive Maintenance 

  
Preventive 
Maintenance 
Types and 
Actions 

There are six types of preventive maintenance (PM).  Each has its own 
specific actions.  This enables the maintenance personnel to monitor the PM 
program of a unit’s equipment with a simple schedule.  
 
• Daily 
• Weekly 
• Quarterly 
• Semiannual 
• Annual 
• Special 

 
Daily  The operator or crew performs these services each day the equipment is used.  

Weapon systems that are fired frequently must have PM performed after each 
use.  Daily PM services are divided into before, during, and after operations. 

 
Service Comment 

Before operation Never omit this service, under any situation.  The 
crew using the operator’s manual conducts this 
service. 

During operation A check to identify any unusual noises, odors, 
abnormal instrument readings, or any other 
irregularities observed during operation. 

After operation This service check prepares the weapon system to 
operate at a moments notice.  Use this service to 
conduct a complete check after the weapon is 
used.  

Continued on next page 
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Types of Preventive Maintenance, Continued 

 
Weekly  These services reinforce daily PM services, and are normally conducted by 

the operator or crew of the equipment.  They consist primarily of the same 
checks performed during the daily services.  They provide the commanding 
officer with an excellent indication of the effectiveness of the daily 
maintenance performed by the operator or crew.   
 
The difference between daily and weekly is that one is required on a daily 
basis, and the other is required on a weekly basis.  The technical manual of 
the weapon system will dictate the timeline for maintenance periods.   
 
You will find the same difference between quarterly, semiannual, and annual 
preventive maintenance. 

  
Quarterly  Qualified maintenance personnel in an armory (2111s) will conduct quarterly 

preventive maintenance, assisted by the operator or crew at three-month 
intervals.  Quarterly services can be executed prior to three months interval if 
a weapon system requires it due to excessive use.  At this time, maintenance 
personnel can gather first hand accounts on operation of the system from the 
operator or crew of the system so that in the future they can better determine 
maintenance problems.   

  
Semiannually  Maintenance personnel conduct the semiannual preventive service, which is 

normally conducted at least twice a year (once between January and June, and 
once again between July and December).   

  
Annually  This preventive service is conducted once a year.  An annual service can be 

conducted before an actual year has passed if use of the equipment has been 
heavier than normal, or if allowed by the technical manual.  The maintenance 
service is provided by a 2111 (armorer), and is assisted by the operator or 
crew of the weapon system.  Annual preventive service is of greater scope 
than other PM services.  The longer timeframe between annual services 
requires a need for detailed service on the equipment.  For example, a limited 
technical inspection can be considered an annual service, depending the time 
frame in which it took place.  

 Continued on next page 
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Types of Preventive Maintenance, Continued 

  
Special This maintenance is not based on a regular schedule, and is performed under 

certain circumstances, such as the following: 
 
• An operating force that is on air alert needs limited technical inspection of 

all weapon systems. 
 
• A weapon system on temporary loan requires special preventive 

maintenance. 
 
• A weapon system that has been exposed to the elements or unusual 

conditions warrants a limited technical inspection or special preventive 
maintenance. 

   
Forms and 
Checklists 

There are certain forms and records used throughout the PM service.  
Examples of these forms are in applicable weapons technical manuals for any 
preventive maintenance action.  Needed forms are in the armory, and 
provided by the immediate supervisor of that section.  TM 4700-15/1_ is the 
reference for all forms dealing with maintenance activities. 
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Levels of Corrective Maintenance 

  
Echelons Corrective Maintenance (CM) is divided into five levels or echelons.  Each is 

numbered from the lowest repair, simple corrective action, to the highest 
capability.   
 
• 1st Echelon 
• 2nd Echelon   
• 3rd Echelon 
• 4th Echelon 
• 5th Echelon  

 
Note:   Only qualified 2111 MOS personnel are authorized to perform second  
            through fifth echelon maintenance. 

 
1st Echelon This is the lowest level of corrective maintenance.  It consists of the care and 

cleaning of infantry weapons and components, and is normally conducted by 
the crew or individual operator. 

 
2nd Echelon Second echelon consists of minor repairs and replacement of parts.  This 

maintenance is usually conducted at the unit level in the battalion armory by a 
school-trained 2111. 

  
3rd Echelon The third echelon is also called intermediate maintenance.  The infantry 

weapons repair shops of Force Service Support Groups (FSSG) are usually 
tasked with performing this function.  This corrective maintenance is also 
conducted by 2111s, but requires a detailed maintenance effort.  For example, 
replacing the barrel of a M16A2 service rifle. 

Continued on next page 
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Levels of Corrective Maintenance, Continued 

 
4th Echelon This level of maintenance is intermixed with intermediate maintenance, and is 

also performed by the FSSG.  An example of fourth echelon of maintenance 
would be the replacement of an optical lens for a night vision goggle. The 
replacement would be performed by the 2171-qualified (MOS for optics 
maintenance) technician.  

  
5th Echelon  This maintenance is the most in depth and detailed repair.  Weapons requiring 

fifth echelon of maintenance are totally rebuilt from the ground up.  There are 
only two depot maintenance facilities where fifth echelon is performed.  They 
are located onboard Marine Corps Logistic Base Albany, GA, and Marine 
Corps Logistic Base (MCLB) Barstow, CA.  
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Lesson 2 Exercise 

 
Directions Complete exercise items 1 through 4 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 Preventive services on a daily, weekly, or special basis are performed by the 

 
a.   operator or crew. 
b.   organizational maintenance. 
c.   special services. 
d.   depot maintenance. 

  
Item 2  Your weapon is malfunctioning after every few shots.  What operation is 

performed on this type of daily preventive service? 
 
a. During 
b. Before 
c. After  
d. Weekly 

  
Item 3 What preventive maintenance can be conducted if a weapon system requires 

it, and it is owned by a unit on air alert? 
 
a. Annually 
b. Quarterly 
c. Weekly 
d. Special 

Continued on next page 
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Lesson 2 Exercise, Continued 

  
Item 4 Infantry weapons repair shops of FSSG are tasked with _______echelon 

maintenance. 
 

a. 1st and 2nd 
b. 3rd and 4th 
c. 4th 
d. 5th 

Continued on next page 
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Lesson 2 Exercise, Continued  

   
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 a 1-15 
2 a 1-15 
3 d 1-17 
4 b 1-18, 1-19 

  
Lesson 
Summary 

Preventive maintenance keeps armory weaponry from going wrong.  
Corrective maintenance is performed when something does go wrong.  
Echelons of corrective maintenance range from regular care and cleaning to 
complete rebuilding. 
 
In the next lesson, we will examine command relations with regard to 
armories and the types of inspections conducted. 
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LESSON 3 

COMMAND RELATIONS AND INSPECTIONS 

Introduction 

   
Scope This lesson will outline the duties and responsibilities sections inside and 

outside the local command structure.  These sections provide valuable day-to-
day support to ensure the efficient operation of an armory.   

 
Learning 
Objectives  

After completing this lesson, you should accomplish the following: 
 
• Identify the sections within a command that support the armory. 
 
• Identify the sections outside a command that support the armory. 
 
• Identify information pertaining to inspections conducted within an armory. 

  
In This Lesson  This lesson contains the following topics. 
 

Topic See Page 
Introduction 1-23 
Command Support 1-24 
Support Outside the Command  1-27 
Types of Inspections 1-28 
Lesson 3 Exercise 1-30 
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Command Support 

  
Introduction Command and support sections within a command that aid the armory in day-

to-day operations are the following: 
 
• S-1/Admin 
• S-3/Operations 
• S-4/Logistics 
• Maintenance Management Office (MMO) 

  
S-1/Admin The S-1 section is responsible for the requisition of all publications related to 

the armory.  The publications clerk for the armory will have an established 
publication reconciliation process with S-1 to update required technical and 
non-technical publications. Any publication not reconciled will be placed on 
order.  The Publication Library Management System (PLMS) for the armory 
is the cornerstone.  Without proper publications, maintenance or physical 
security cannot be performed properly, which would leave the command with 
a non-functional armory. 

  
S-3/Operations The armory must work hand-in-hand with the S-3 (operations) shop.  S-3 

receives a mission from the commanding officer.  S-3 then gives a timeline 
and required items for an operation to the individual sections.  With proper 
notification by the S-3, an armory can prepare for whatever type of weapons 
training.   
 
After receiving the order, inform command of any possible timeline problems 
to ensure completion of the mission. 

 Continued on next page 
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Command Support, Continued 

  
S-4/Logistics S-4 is the logistics section of any unit and directs the armory.  It contains 

several different smaller sections, all which fall directly under the supervision 
of the S-4 officer. These smaller sections include the following: 
 
• Armory 
• Supply 
• Maintenance Management Office (MMO) 
• Ammunition 
• Food Service 
• Embarkation and Motor Transportation (Motor T) 
 
The importance of establishing a good working relationship with sections 
inside the S-4, Supply, Motor-T and the MMO, cannot be over emphasized.  
Communication between these sub-sections is vital to the success of any 
mission given to the armory.   

 
Maintenance 
Management 
Office  

MMO is the lifeblood of any armory when it comes to support from inside the 
command.  The MMO controls all maintenance inside and outside the 
command.  The office is the focal point for the commanding officer and the 
Marine Corps’ polices and procedures for maintenance.  The MMO reviews 
the armory’s maintenance records and procedures regularly. The office 
ensures that personnel directly responsible for the care, custody, and 
maintenance of the commands’ weapons systems are conducting day-to-day 
operations within set policy guidelines.     

Continued on next page 
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Command Support, Continued 

 
Command 
Structure 

Below is a diagram showing how published directives for ordnance flows to 
the armory from higher commands.  It also depicts the relationship between 
the MMO and the outside command support elements such as Force Service 
Support Group (FSSG)/Infantry Weapons Repair (IWR) down to the armory 
personnel. 

 
 
 

 

    Base/Division/Wing/Group 

     Ordnance Officers/Chiefs

  Commanding 
    Officer/CO 

    S-4 

MO/Battalion 
Ordnance Chief

      Battalion 
       Armory 
         Chief 

  FSSG 
   IWR 

    Battalion 
    Armorer 
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Support Outside the Command 

  
Background Many times before, during, and after operations, an armory will require 

support, parts, or maintenance on weapon systems, or questions answered 
concerning specific areas of maintenance.  Some sections outside the 
command that can assist in these areas are listed below. 

  
Force Service 
Support Group 
(FSSG) 

The location and controlling activity for all weapon repairs above your 
organizational maintenance level is the FSSG infantry weapons repair shop.  
A good working relationship with this section can benefit you and your 
command.  It is also imperative that you have a good working knowledge of 
their SOP to achieve repairs in a timely and efficient manner. 

 
Ordnance 
Officers/Chiefs 

Division, wing, and base ordnance officers/chiefs are the controlling arm of 
the Commanding General for ordnance items.  The staffs of these entities 
control all aspects of armory operations under their respective commands. 
They provide invaluable answers to questions that address specific concerns.  
Your Base, Wing or Division Ordnance Office or Officer is the place to 
contact for ordnance-related problems. 
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Types of Inspections 

  
Purpose Inspections ensure that functional areas in an armory are conducting daily 

operations properly and with strict adherence to Marine Corps orders. 

  
Four Basic 
Variations 

The four basic inspections conducted in an armory include the following: 
 
• Marine Corps Logistics Chain Analysis Team  (MCLCAT) 
• Self-inspection 
• MMO 
• Physical security 

  
Marine Corps 
Logistics Chain 
Analysis Team 
(MCLCAT) 

Marine Corps Logistics Chain Analysis Team is the replacement organization 
for the Field Supply Maintenance Analysis Office (FASMO). The mission of 
MCLCAT is “to analyze and facilitate the application of best operational 
practices in order to improve the effectiveness and efficiency of existing and 
emerging integrated logistics chain processes in support of Marine Air-
Ground Task Force (MAGTF) war fighting capabilities.”  MCLCAT conducts 
inspections of all Marine Corps Commands. 
 
This inspection is scheduled by Headquarters Marine Corps and is considered 
formal.  MCLCAT inspects all functional areas of a command, including the 
armory.  This inspection occurs once every two years for active duty 
commands, and once every three years for reserve commands. Results of this 
inspection are given to the commanding officer with comment on those items 
that are non-functional. 
 
MCLCAT will issue an inspection checklist to the unit’s MMO to aid in 
preparation for the inspection.  Use this checklist to prepare for your 
inspection. 

Continued on next page 
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Types of Inspections, Continued 

  
Inspection 
Checklist 

MCLCAT can provide an inspection checklist of all the maintenance action 
items required in accordance with Marine Corps Orders covering the 
operations of an armory. 
 
The inspection checklist is the most valuable tool in preparing an armory for 
an inspection.  It will not only get an armory ready for any inspection, but 
will provide a day-to-day direction for an armory’s personnel. The checklist 
ensures that work in all functional areas of an armory is being conducted in 
accordance with MCOs. 
 
The checklist shows how to accomplish self-inspections and how to ensure 
the smooth operation of an armory.  It achieves this task by presenting the 
publication, page, and paragraph of specific functional areas. The checklist 
includes the operational requirements for each functional area in an armory.  
Locate the checklist for your armory, and use it on a daily basis. 

 
Self-Inspection Conducted by the armory manager and personnel, the self-inspection is 

considered informal.  Use the self-inspection to prepare for an upcoming 
formal inspection, or to correct deficiencies within the armory’s functional 
areas.  SOP establishes frequency.  Use the MCLCAT inspection checklist for 
guidance. 

  
MMO MMO and staff who are subject matter experts in the logistical side of the 

armory conduct this inspection.  They inspect maintenance records to learn 
how closely maintenance adheres to MCOs and local SOP.  This inspection 
can be command directed, requested by the armory manager for training 
purposes, or used as a pre-inspection for a Marine Corps Logistics Chain 
Analysis Team (MCLCAT) inspection.  
 
In most cases, the MMO will aid in any inspection.  The training they provide 
in maintenance management is valuable in preparing for inspections and daily 
maintenance operations. 

 
Physical 
Security 

The provost marshal’s office (PMO) conducts this inspection.  A military 
police officer, MOS Physical Security Specialist, inspects physical security 
procedures to ensure the security of the facility.  This inspection is formal, 
and the results are kept on file in the armory for three years.   
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Lesson 3 Exercise 

  
Directions Complete exercise items 1 through 4 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 Which section in a command controls logistics and supports armory 

operations? 
 

a. S-1 
b. S-2 
c. S-3 
d. S-4 

  
Item 2  Which element outside the command supports armory operations? 

 
a. PMO 
b. FSSG  
c. MEU 
d. LSB 

  
Item 3 In a Division, the controlling arm for ordnance is the  _______ ordnance 

officer.   
 
a. Base  
b. S-4 
c.   FSSG  
d.   Division  

  
Item 4 Which inspection is considered formal and reports its findings directly to the 

commanding officer? 
 

a. MCLCAT 
b. NCOIC 
c. PMO 
d. MMO 

Continued on next page 
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Lesson 3 Exercise, Continued 

   
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 d 1-24, 1-25 
2 b 1-26 
3 c 1-27 
4 a 1-28 

  
Lesson 
Summary 

In this lesson, we have examined how the armory-affiliated sections at the 
command and outside the command support armory operations and 
inspections.  We reviewed types of inspections and command relationships. 

  
Wrap Up In the next study unit, we will examine armory security.  You can imagine 

that a space where weapons and ammunition are kept involves some serious 
security issues. 
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STUDY UNIT 2 

ARMORY SECURITY 

Overview 

  
Scope Preventing theft, terrorist acts, and providing security for weapons is one of 

the cornerstones of responsibility a small arms technician has.  This study unit 
is designed to give an overview of the proper security procedures and 
responsibilities of an infantry weapons repairman or weapons custodian.  The 
following information was referenced from OPNAVINST 5530.13C, MCO 
P5530.14 and the Center of Excellence for USMC Ordnance Maintenance in 
Aberdeen Proving Ground, Maryland. 
 
You will learn the transportation procedures for Arms, Ammunition, & 
Explosives (AA&E); proper procedures of armory security; publications for 
armory security, and proper security procedures for ammunition. 

  
In This Study 
Unit 

This study unit contains the following lessons: 
 

 
Topic See Page 

Security of Arms, Ammunition, & Explosives 2-3 
Security Responsibilities    2-15 
Security Considerations   2-33 
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LESSON 1 

SECURITY OF ARMS, AMMUNITION, & EXPLOSIVES  

Introduction 

 
Scope In this lesson, you will be introduced to the term Arms, Ammunition, & 

Explosives (AA&E) and its security.  This lesson will cover the definition and 
related publications that sets the policy governing armory personnel in daily 
contact with AA&E.  This lesson will also give an overview of the 
responsibilities, requirements and references of those who work with AA&E.  
It will also cover the responsibilities involved in screening candidates for 
AA&E billets.   

 
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
 
• Identify the responsibilities for armory billets. 
 
• Identify the screening factors for AA&E candidates. 
 
• Identify the reference that governs screening AA&E candidates. 
 
• Identify the form used to screen AA&E candidates. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-3 
Responsible Individuals and Billets 2-4 
Screening and References 2-8 
Lesson 1 Exercise 2-11 
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Responsible Individuals and Billets 

 
Commanding 
Officers (CO) 
AA&E 
Responsibilities 

The CO will ensure that the responsibilities, SOPs, turnover procedures are in 
place to properly manage AA&E personnel and equipment.  The CO ensures 
that all current Marine Corps directives and orders are in use when dealing 
with AA&E security and accountability.  The CO will establish this by: 
 
• SOPs 
• Desktops 
• Appointment Letters 
• AA&E Screening 
• AA&E Training 
 
The S-4 officer will be the guidance in all matters dealing with AA&E.  

   
Appointments 
in Writing 

The CO will appoint in writing responsible individuals that will ensure the 
security and accountability of all AA&E. 

  
Screening of 
AA&E 
Personnel 

The CO ensures all personnel are properly screened that account for, 
maintain, and distribute AA&E in performance of their primary duties, as 
identified in Chapter 4 of MCO 8020.10 Marine Corps Ammunition 
Management and Explosives Safety Policy Manual.  This screening is 
properly documented in accordance with the current edition of MCO 8020.10. 

   
AA&E 
Training 

The CO ensures unit AA&E awareness training is conducted annually and 
documented.   

 
Note:    The CO is responsible and will designate in writing those Marines 

directly responsible for the execution of the above actions within a 
unit.  The CO will not personally conduct such actions. 

Continued on next page 

MCI Course 2124G 2-4 Study Unit 2, Lesson 1 



Responsible Individuals and Billets, Continued 

 
Billets There are assignable billets for AA&E responsibilities.  These billets are 

explained here and in MCO P4400-150_.  These billets assign responsibility, 
accountability, and security of AA&E items.  Sometimes the CO assigns 
Marines to more than one billet due to the small number of personnel 
assigned to the command.  The billet holders are depicted as follows: 
 
• Ammunition and Explosives (A&E) Audit and Verification Officer/SNCO 
• AA&E Officer/SNCO 
• Ordnance Officer 
• Area Security Officer (ASO) 
• Range Safety Officer (RSO) 
• Armorer/Custodian 
• Ammunition Technician 
• Ammunition Handlers/Drivers 

  
A&E Audit and 
Verification 
Officer 

Once an actual exercise is completed, any unused ammunition is returned to 
the ammunition supply point (ASP), and this officer is responsible for 
certifying expenditure reports.  This officer conducts and documents quarterly 
audits of A&E accountability procedures.  An officer must fill this billet. 

  
AA&E 
Officer/SNCO 

AA&E Officer/SNCO will conduct a complete review of the account and also 
performs the following: 
 
• Completes a wall-to-wall inventory within 30 days of appointment. 
• Reports any discrepancies immediately during the review or inventory to 

the appointing officer. 
• Maintains close liaison with the ASO and assists in any and all 

investigations or inventories for loss assets. 
• Monitors the performance and the reporting of all AA&E inventories, as 

well as other related reports. 
• An Officer/SNCO can fill this billet, but must be a disinterested party.  

For example, the Officer/SNCO can not be responsible for the 
accountability of AA&E. 

Continued on next page 
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Responsible Individuals and Billets, Continued 

  
Range Safety 
Officer (RSO) 

The RSO will conduct an inventory/receipt of A&E when delivered to a 
range, and supervise the distribution of the A&E.  After an operation, the 
RSO will ensure that the unit ammunition technician files all required reports. 

  
Armorer/ 
Custodian 

The armorer/custodian will ensure the proper accountability and security of 
all AA&E stored within the armory. The armorer/custodian will ensure that a 
monthly-serialized weapons inventory is conducted and retained for three 
years IAW OPNAVINST 5530.13C and properly documented.  

  
Ammunition 
Technician 

The ammunition technician submits requests for ammunition. This technician 
ensures that completed expenditure reports, to include issue and turn-in 
documents for unexpended Ammunition & Explosives (A&E), are turned into 
the AA&E audit and verification officer. 
 
By using the original document number as issued, the ammunition technician 
ensures ammunition drawn from the local ASP will be returned.  The 
ammunition technician works for the S-4. 

  
Ammunition 
Handlers/ 
Drivers 

These individuals pickup and deliver AA&E.  Training and special licensing 
is required for these individuals who transport ammunition.  Ammunition 
technicians, or armorers and custodians will always accompany these 
individuals on said pick-ups and deliveries. 

 
Conclusion AA&E accountability and security can be tricky.  The key is to read and 

follow the proper directives and orders.  Listen and stay focused during all 
briefs given by senior billets before, during, and after all operations dealing 
with AA&E.  If you are unsure or do not understand, ask your NCOIC or 
SNCOIC. 

Continued on next page 
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Responsible Individuals and Billets, Continued 

   
Assignment 
Matrix 

Matrix is used when deciding who can be assigned to specific billets.  “P” 
designates the primary duty assigned, and a “C” designates the collateral 
billet that may be held by one person.  It is the CO’s or the designated 
representative’s responsibility to assign the billets. 
 
The following table will depict the primary billets and the collateral billets 
that are allowed.   

  
Primary Billet Holders Collateral Billets Allowed 

A A&E Audit Verification 
Officer/SNCO 

None.  A&E Audit Verification Officer/SNCO is 
the only billet issued to an individual and will 
hold no collateral duties. 

B AA&E Officer/SNCO Ordnance Officer, Area Security Officer, Range 
Safety Officer, and Armorer/Custodian 

C Ordnance Officer AA&E Officer/SNCO, Area Security Officer, 
Range Safety Officer, and Armorer/Custodian 

D Area Security Officer AA&E Officer/SNCO, Ordnance Officer, RSO, 
Armorer/Custodian, Ammunition Technician, 
and Ammunition Handlers/Drivers 

E Range Safety Officer AA&E Officer/SNCO, Ordnance Officer, Area 
Security Officer, and Armorer/Custodian 

F Armorer/Custodian AA&E Officer/SNCO, Ordnance Officer, Area 
Security Officer, Range Safety Officer, 
Ammunition Technician, and Ammunition 
Handlers/Drivers 

G Ammunition Technician Area Security Officer, Range Safety Officer, 
Armorer/Custodian, and Ammunition 
Handlers/Drivers 

H Ammunition Handlers/ 
Drivers 

Area Security Officer, Armorer/Custodian, and 
Ammunition Technician 

   
MCO P4400-
150_ Matrix 

Below is the actual matrix, as it would be viewed in MCO P4400-150_ Ch 7. 
 

 A B C D E F G H 
A P        
B  P C C C C   
C  C P C C C   
D  C C P C C C C 
E  C C C P C   
F  C C C C P C C 
G    C C C P C 
H    C  C C P  
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Screening and References 

  
Purpose Screening personnel for AA&E ensures that only the command’s responsible 

and mature individuals handle AA&E. 

   
Responsibility The commanding officer must provide for the security and accountability of 

AA&E.  Commanders establish procedures to screen, appoint, and train 
AA&E personnel in the current Marine Corps Orders, directives, and local 
SOPs to ensure compliance. 

  
History In recent years, there have been numerous incidents that have brought 

screening requirements into the forefront of the ordnance community.  Theft 
of items and gross negligence in accountability have lead to changes in 
selecting individuals, and the requirements that qualify them for working in 
an armory or AA&E.  

   
References and 
Publications 

The references and publications that cover the requirements for the screening 
of AA&E personnel are the following: 
 
• MCO P5530.14 
• OPNAVINST 5530.13C 
• MCO 5500.6F 
• ALMARS 

• 397/97 
• 093/98 

• MARADMINS 
• 052/00 
• 220/00 
• 360/01 
 

Information can be found using the http://www.usmc.mil web site under 
publications. 

Continued on next page 
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Screening and References, Continued 

   
Interview Commanding officers will select one or more of the individuals below to 

interview candidates for AA&E personnel: 
 
• Security officer 
• AA&E accountability officer 
• Armory officer 
• Other designated officer or civilian 

   
Records 
Screened 

At the minimum, the interviewer will screen service record books and 
medical records (conducted by a medical professional).  Additionally, the 
interviewer will discuss the duties to be assigned with the candidate’s present 
supervisor.  
 
The record generated from the screening process (NAVMC 111386) will be 
kept for at least six months after termination of Marine’s assignment.   
 
Disqualification is at the discretion of the commanding officer under the 
guidelines set forth in OPNAVINST 5530.13C.   AA&E personnel MUST be 
re-screened at least annually. 

   
Screening 
Process 

When screening an armorer/custodian candidate, the interviewer will view an 
individual’s medical and service record books before speaking to the 
candidate. 

  
Screening 
Factors 

The commanding officer is very selective during this process, and only selects 
candidates who display the following: 
 
• Maturity in behavior 
• Stability (financial) 
• Willingness to work with AA&E 
• Capability to perform tasks involving AA&E 
• Dependability 
• Responsibility 
• Medically able (mentally and physically) 
 
Once screened and chosen, the Marine must maintain these key factors or 
possibly face losing the AA&E position.  

Continued on next page 
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Screening and References, Continued 

  
Conclusion In accordance with Marine Corps orders and directives, appropriate action 

will be taken with respect to the responsible AA&E personnel for violation of 
procedures and factors that are required by current MCOs and unit SOPs. 
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Lesson 1 Exercise 

  
Directions Complete exercise items 1 through 5 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 Which billet conducts the inventory/receipt of A&E when delivered to a 

range? 
 
a. Armorer/custodian 
b. RSO 
c. Audit verification officer 
d. Armory officer 

  
Item 2 The individual responsible for ensuring that completed expenditure reports 

are submitted to the A&E audit and verification officer is the   
 
a. armorer/custodian. 
b. audit verification officer. 
c. ammunition technician. 
d. A&E officer. 

   
Item 3 Identify a reference that governs AA&E policy and procedures. 

 
a. OPNAVINST 5530.13C 
b. OPNAVINST 5520.14 
c. MCO P5600.7 
d. MCO P5066.6F 

  
Item 4 Which statement is describing a screening factor? 

 
a. A willingness to work with other Marines in the field. 
b. A Marine displaying responsibility. 
c. A Marine displaying authoritative leadership. 
d. A Marine who has the ability to perceive danger. 

 Continued on next page 
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Lesson 1 Exercise, Continued 

  
Item 5 Identify the NAVMC form used in the screening of AA&E candidates. 

 
a. NAVMC 111286 
b. NAVMC 111386 
c. NAVMC 111486 
d. NAVMC 111586 

Continued on next page 
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Lesson 1 Exercise, Continued 

   
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 b 2-6 
2 c 2-6 
3 a 2-8 
4 b 2-9 
5 b 2-9 

  
Lesson 
Summary 

In this lesson, you learned about AA&E accountability and the billets 
responsible for maintaining AA&E integrity.  As always, the CO is ultimately 
responsible for AA&E, but it is every Marine’s responsibility to ensure 
AA&E security from private to general. 
 
In the next lesson, we will examine security responsibilities, and the levels 
and echelons of security. 
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LESSON 2 

SECURITY RESPONSIBILITIES 

Introduction 

  
Scope MCRP 5-12A defines security as, “Measures taken by a military unit, an 

activity or installation to protect itself against all acts designed to, or that 
may, impair its effectiveness.”  These measures fall squarely on the shoulders 
of the armorer/custodian.  This lesson contains an introduction to security 
responsibilities, to include armory access, key and lock control, use of deadly 
force, and actual conduct required to work in an armory as a Small Arms 
Technician. 

 
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
  
• Identify the levels of security. 
 
• Identify the echelons of security. 
 
• Identify armory access procedure. 
 
• Identify when deadly force can be used. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-15 
Levels of Security 2-16 
Echelons of Security 2-17 
Access Procedures 2-18 
Key and Lock Procedures 2-21 
Physical Security 2-23 
Deadly Force 2-26 
Lesson 2 Exercise 2-29 
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Levels of Security 

  
Levels Each unit’s mission dictates the level of security required.  There are four 

levels of security listed below. 
 
Exclusion An exclusion level security has the most restrictive policies.  

Only individuals whose duties require access are allowed 
entry.  A space that usually has this level of security is an 
intelligence office or a communications center. 

Critical Allows a command to function and carry out its operations.  
An area that requires a critical security level will have an 
established force for protection and a facility that is 
physically secure through selected construction methods.  
An example of this type of security would be an armory or 
weapons storage facility.   

Controlled Allows movement in and out of the area. This level usually 
requires a buffer area around the secured facility.  For 
example, an armory or a fenced area to which the command 
has restricted access. 

Limited Allows a properly identified person to enter by showing a 
valid military identification card.  An example would be a 
unit mailroom.    

  
Note:    In most cases, an armory or weapon storage area will require all 

levels of security. 
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Echelons of Security 

   
Description Security echelons are the areas of responsibility for security enforcement.  

Certain individuals within a command are responsible for each echelon.  
Echelons of security are designated 1st, 2nd, and 3rd. 

  
Commanding 
Officer 

The 1st echelon of security is the responsibility of the commanding officer.  
The commanding officer is responsible for all phases of the command’s 
security.  The commanding officer is ultimately responsible for all physical 
security of all ordnance items used for training, during transport, or while in 
storage. 

  
Security Officer The security officer is responsible for all 2nd echelon security, to include 

writing security plans, supervising personnel, and inspecting security 
functions.  Duties also include educating and training personnel on security 
matters.  The security officer submits recommendations to the commanding 
officer regarding security of the unit through the S-4.  The formats can differ 
depending on the unit SOP.  The security officer’s responsibilities are met by 
continually reviewing the security requirements set forth in the OPNAVINST 
5530.13C and the SOP of the armory.  Additionally, this officer inspects the 
facility to ensure all formal requirements are met. 

 
Armory  
Personnel 

Armory personnel are responsible for 3rd echelon security that includes 
enforcing all directives and measures instituted by the commanding officer 
and higher headquarters.  Armorers must report all measures that are difficult 
to enforce or weak in nature.  As an armorer, you must report all violations.  
For example, the vault door being left unlocked after hours.  During daily 
operations, if you observe areas that require additional security measures, 
notify the immediate supervisor of the armory or the S-4 office. 
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Access Procedures 

  
Armory Access  Armory access is a controlled procedure.  Only those who have been properly 

screened and found acceptable are authorized entry into the armory.  The 
necessity of conducting day-to-day business is also taken in account when 
granting access.  

 
Unaccom-
panied 
Access List 

The unaccompanied access list provides the names of personnel that are 
deemed mature and responsible to work inside the armory without being 
escorted by armorers or custodians.  Also, the unaccompanied access list 
should be limited to personnel required for daily operation. 

  
Accompanied 
Access List 

This provides the armorers and custodians a list of personnel that have a 
direct need for accessing the armory.  Personnel include the commanding 
officer, executive officer, company commanders, company gunnery sergeants, 
etc.  These individuals will be granted access, but will be accompanied by 
armory custodians at all times during their visit.   At times, certain individuals 
will be granted access whose names do not appear on the accompanied access 
list.  If and when this happens, the armorer or custodian will not leave that 
individual unescorted at anytime during their visit.  At no time will the 
number of visitors be greater than the number of escorts during a visit. 

  
Proper 
Identification 

Personnel that enter the armory as visitors will have proper Department of 
Defense (DOD) Identification.  Before an individual is granted access into the 
armory for a visit, the individual will produce an authorized DOD 
identification card to verify their identity.  The armorer will then verify all 
information on the card. Then and only then, the individual will be granted 
access into the armory.  

Continued on next page 
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Access Procedures, Continued 

 
Intrusion 
Detection 
System (IDS)  

IDS allows for an armory to be monitored from a central point that can 
rapidly deploy security forces, such as military police or a reaction force.  
This device will alert the security forces of intrusion, or when the armory is 
unsecured.   
 
IDS will allow armorers access to the facility through the use of a security 
code.   
   
This code is for the use of the authorized individuals on the unaccompanied 
access list ONLY, and will be kept secret from all other personnel within and 
outside the command.  A command’s local SOP will outline the opening and 
closing procedures, to include IDS operation in detail, and these will be in 
accordance with current Marine Corps Orders for physical security. 

  
IDS Logs The IDS logbook is a vital part of security for the armory.  The logbook will 

also be used to test the IDS monthly, which is required by OPNAVINST 
5530.13C.  The result of the test will be recorded, and if repairs are needed,  
S-4 will be notified immediately.  This log will also be used as a daily record 
of initial entry and the last exit of an armory.  This will aid in maintaining a 
time record of who was the first in and the last to leave the armory on a daily 
basis.  If an incident occurs, this will aid in finding out who had responsibility 
(deals with responsibility of IDS operation) of the opening and closing of the 
armory.    

 
Panic 
Button/“Hold 
Up” Button 

The IDS provides a solution to rapid deployment force protection in case of 
theft or assault on the armory.  For example, some unknown force has tried to 
gain entry while you are on duty.  By using the panic button, a silent alarm is 
sounded and the security force would respond.  A panic button, or hold up 
button as it is sometimes called, should be easily accessible to an armorer/ 
custodian from any point in the armory.   

Continued on next page 
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Access Procedures, Continued 

 
Access Log Names of individuals entering the armory must appear in the armory access 

log.  Anyone requiring entry and not listed on the unaccompanied or 
accompanied access list must obtain permission from the armory/ordnance 
officer, or the commanding officer (the S-4 Officer in some cases), to gain 
entry into the armory. 
 
Each unit SOP will include specific instructions about the handling of 
visitors, necessary information, and proper entry in the log.  You as the 
armorer/custodian will neatly print all required information into the armory’s 
log.  There are at a minimum 10 columns for an access log:  

 
Columns  Purpose 

 
ENTRY DATE Date should be recorded as follows:  23 Jan 03.  Refer to 

local SOP on the proper entry of dates.  
ENTRY TIME Document only the standard military time when an 

individual enters. 
NAME Print the name as it appears on the DOD identification 

card. 
UNIT Print title of the unit to which the individual is attached 

(example:  Svc. Co, 3rd Bn, Public Affairs, etc.). 
SSN Print the social security number as it appears on the 

DOD identification card. 
RANK/GRADE Print as it appears on the DOD identification card. 
ENTRY 
REASON 

Document the reason for entry (to perform inventory, 
maintenance, etc.). 

SIGNATURE After verifying all information, have the individual place 
their signature in this block. 

EXIT TIME Document only standard military time. 
ESCORTS 
INITIALS 

The armorer or armory custodian that escorts the 
individual in the armory must neatly print their initials in 
this block. 
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Key and Lock Procedures 

  
Keys, Locks, 
and Security 

To maintain proper security, all armory personnel are required to work behind 
locked doors.  Keys and locks are a vital part of an armorer’s mission.  
Security of keys and locks for the armory, as well as the containers for all 
items inside the armory, is a priority when it comes to planning and executing 
security for the facility.   

  
Procedures Keys for the armory and its contents must be under strict control at all times.  

This ensures the proper custody and control of the weapons inside the armory.  
Below are basic procedures to follow for the control of keys and locks: 
 
• A key and lock custodian will be a disinterested party appointed in 

writing. 
• Keys will be in the possession of an authorized individual at all times and 

will not be left unattended. 
• Locks will remain locked unless the weapons container is in use. 
• Locks/lock cores will be inspected, inventoried, and rotated annually for 

serviceability, and records will be kept for three years. 
• Keys and locks inventoried semi-annually and records kept for 18 months. 
• Keys or locks will not be carried on leave or liberty. 
• Keys, locks, and codes should be rotated/interchanged, especially in the 

case of the IDS when armory personnel are transferred. 
• The IDS system code will be considered a key to the armory, and will be 

provided the same security when practicable. 
• A key and lock log will be established, and inventories conducted upon 

opening and closing of the armory. 
• A system will be established for marking locks and keys. 

Continued on next page 
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Key and Lock Procedures, Continued 

 
Master Keying 
versus Keying 
Alike 

These terms can be easily confused. 

Term Definition 
Master keying Keying locks so that each lock in a set of locks has its 

own unique key and a master key that will open all the 
locks in a set.  

Keying alike Keying or installing the same pinning combination in 
two or more locks so one key opens them all. 
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Physical Security 

    
Illustrating 
Need for Sight 
Counts  

You have 100 M16 rifles in your armory, but you should have 150.  The fifty 
you should have are gone for repairs, and you have a signed receipt for these 
rifles since they are in the maintenance system.  This should be reflected on a 
daily sight count.   

  
Sight Counts Daily sight is a way to record the count of items in the armory at any one time 

against the true count of items in an armory. This aids in the daily tracking of 
items in an armory.  The sight count will be conducted on entry into and 
departure from armory.  The count is normally conducted and recorded upon 
initial opening and final daily closing of an armory.  A good rule of thumb is 
if the armory is unmanned and you have to set the IDS, then you accomplish 
and record a daily sight count. This sight count will normally reflect those 
items identified as weapons.  Local SOPs will have guidance on this 
procedure.  Retain all sight counts on file for three years. 

  
Person 
Conducting 
Weapons 
Inventory 

An individual who does not work in the armory or the supply system of the 
command will conduct the monthly-serialized inventory.  The individual 
should be a staff non-commissioned or commissioned officer designated in 
writing by the commanding officer.   

 
Consolidated 
Memorandum 
Receipt 

The command’s supply office will produce a current dated extract of the 
consolidated memorandum receipt (CMR).  This document lists all items that 
belong to the command armory in serialized order.  The individual conducting 
the inventory uses this CMR to inventory those items considered to be 
weapons. 

  
Monthly 
Serialized 
Weapons 
Inventory 

The individual conducting the inventory will have the aid of a reader who will 
also be a disinterested party.  They will inventory only those items that are 
serialized in the armory.  The findings will be written up by the individual 
conducting the inventory, and submitted to the commanding officer for 
review.  Once reviewed by CO, the results will be kept on file for three years. 
 
The small arms technician will prepare an aid to the inventory by having all 
racks, lockers and crates/boxes containing serialized items opened so that the 
inventory can be conducted in the least amount of time.  At no time should 
the small arms technician aid in reading serial numbers.  

Continued on next page 
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Physical Security, Continued 

 
Communications 
Security 

In case of emergency, an armory requires a back up system of 
communication.  
 
A phone radio is a good primary source of communication, but a secondary 
system should be connected to a security force outside the armory.  The IDS 
has a backup system, the panic button, which is considered a direct link and a 
secondary backup communication system.  Conduct a test of this system 
monthly and keep results on file.  To ensure proper operation, a systems 
technician should perform a complete system check annually. This annual 
check should be recorded and kept on file.  

  
Security Force Every armory will have a security force in place for emergencies.  The force 

will comprise of three elements: 
 
• Armory personnel 
• Guard chief 
• Guard personnel 
 
Inspector–instructor staffs will have their system linked to the local base 
security force when applicable, or to the local law enforcement if located in a 
civilian community.  Local SOP provides guidance for local law enforcement 
directives on contacting and testing security forces. 

  
Mandatory 
Training for 
Daily Security 

Armory personnel are the first line of defense in an armory.  The SNCOIC or 
the NCOIC of the armory will ensure that proper training is scheduled, 
conducted, and annotated for armory personnel that provide security on a 
daily basis. 

  
Requirements 
for Security 
Force 
Personnel 

Before security force personnel start carrying weapons, they must meet the 
following requirements. 
 
• Training 
• Qualification 
• Documention 

 Continued on next page 
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Physical Security, Continued 

  
Training The armory SNCOIC/NCOIC is responsible for arranging security training.  

Specifically, this individual must ensure that all armory personnel receive 
instructions on how to use deadly force.  Security training must be continuous 
to ensure all personnel recognize, understand, and carry out their specific 
security responsibilities.  

  
Qualification All personnel in a security force armed with weapons must qualify with that 

particular weapon.  
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Deadly Force 

  
Definition Deadly force is defined as force with the purpose of causing death or serious 

bodily harm, or which a reasonable and prudent person would consider likely 
to create a substantial risk of causing death or serious bodily harm.    

  
Training  All personnel must receive initial and periodic refresher firearms safety, and 

deadly force training prior to being granted authorization to carry firearms in 
the performance of duties.  
 
Deadly force training should be conducted with originality in mind. The use 
of deadly force is an action that needs constant training. In all cases, the 
training requires the use of scenarios and repetition. This training will be 
documented in a personnel-training folder.  Qualification and requalification 
will be conducted annually. 

  
Use of Force Although the use of deadly force is directed to personnel armed with firearms, 

the principles apply equally to personnel armed with weapons or equipment 
which, when applied, could cause death or serious bodily harm. 
 
Marines and civilian employees of the Marine Corps authorized to carry 
firearms in the performance of the duties will use only the minimum amount 
of force necessary to reach their objective. 
 
When a firearm is discharged, it will be fired with the intent of rendering the 
person at whom it is discharged incapable of continuing the activity, or the 
course of behavior prompting the individual to shoot. 

Continued on next page 
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Deadly Force, Continued 

  
Circumstances 
for Use of 
Deadly Force 

Deadly force is justified only in conditions of extreme necessity, as a last 
resort, when all lesser means have failed or cannot reasonably be employed, 
and only under one or more of the following circumstances: 

  
Extreme Necessity of 

Deadly Force 
Conditions 

Self-Defense and 
Defense of Others 

Protect security personnel or others that are reasonably 
believed to be in imminent danger of death or serious 
bodily harm. 

Defense of Property 
Involving National 
Security 

Prevent the actual or threatened theft of, damage to, or 
espionage aimed at property or information specifically 
designated by the commanding officer or other 
competent authority to be vital to national security. 

Defense of Property; No 
National Security, but 
inherently dangerous to 
others 

Prevent the actual theft or sabotage of property which 
is inherently dangerous to others; i.e., property whose 
theft or destruction presents a substantial potential 
danger of death or serious bodily injury to others, such 
as operable weapons and ammunition. 

Prevent or Interrupt 
Serious Offenses 
Against Persons 

Prevent the commission of a serious offense involving 
violence that threatens death or serious bodily injury to 
others. 

Apprehension or Arrest Prevent the escape of a person when probable cause 
exists to believe that a person has committed an 
offense. 

Escapes Prevent the escape of a prisoner, provided security 
personnel have probable cause to believe that the 
escaping prisoner poses a threat of serious bodily harm 
to security personnel or others. 

Lawful Order Authorized when directed by the lawful order of any 
competent authority.  Competent authority is defined 
by MCO 5500.6F as “Superiors in the chain-of-
command and those who are specifically designated in 
writing to issue orders to security/ law enforcement 
personnel.” The order must meet the criteria of one of 
the circumstances above.  Specifically, the person who 
is directed to use deadly force must have clear 
description of the person against whom it is authorized, 
and at least a general knowledge of the circumstances 
that warrant deadly force. 

Continued on next page 
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Deadly Force, Continued 

 
Restrictions The following are certain restrictions placed upon those that would apply 

deadly force: 
 
• Under no circumstance will warning shots be authorized. 
 
• Shots will not be fired if they are likely to endanger innocent bystanders, 

except for attempts to penetrate a Level Three Area (area containing 
nuclear weapons). 

  
Conclusion Keep in mind that deadly force should be applied as a last resort in extreme 

certain circumstance only. 
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Lesson 2 Exercise 

 
Directions Complete exercise items 1 through 4 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 Which level of security allows a command to function and carry out its 

operations? 
 
a. critical 
b. conditional 
c. case 
d. correctional 

  
Item 2  The security officer is responsible for which echelon of security?  

 
a. 1st 
b. 2nd 
c. 3rd 
d. 4th 

  
Item 3 An access list is used to provide an authorized list of personnel who are 

allowed _____________ or _____________access into the armory. 
 
a. unaccompanied; accompanied 
b. secured; nonsecured 
c. accompanied; denied 
d. restricted; unrestricted 

Continued on next page 
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Lesson 2 Exercise, Continued 

  
Item 4 Deadly force can be applied in defense of property involving national security 

if the use prevents  
 
a. an offense against a person. 
b. theft of property designated by CO to be vital.  
c. theft of government property. 
d. escape of a prisoner. 

Continued on next page 
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Lesson 2 Exercise, Continued 

   
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 a 2-16 
2 b 2-17 
3 a 2-18 
4 b 2-27 

 
Lesson 
Summary 

In this lesson, we examined armory key and lock procedures, armory physical 
security, and the use of deadly force in defense of the armory. 
 
In the next lesson, we will examine daily security considerations in the 
armory and standards for storage of AA&E material. 
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LESSON 3 

SECURITY CONSIDERATIONS  

Introduction 

  
Scope This lesson will cover security considerations that require attention on a daily 

basis in an armory.  This includes security ammunition, personally owned 
weapons (POW) and proper physical security storage requirements for 
AA&E. 

 
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
 
• Identify the references governing armory operation. 
 
• Identify the description of a physical security standard. 
 
• Identify the standards for physical security of personally owned weapons. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-33 
Security Ammunition 2-34 
References Standards 2-35 
Personally Owned Weapons 2-37 
Lesson 3 Exercise 2-39 
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Security Ammunition 

 
Amounts Authorized amounts of ammunition requisitioned or maintained on hand will 

be limited to those authorized quantities listed as part of an Apportioned War 
Reserve (AWR), Marine Ammunition Requirement Support Order 
(MARSO), and War Reserve Material Requirement (WRMR) stock held for 
security purposes or the annual training requirement. 
 
The types and quantities must not exceed that can be properly stored, 
accounted for, and safeguarded.  The ammo tech will have these amounts, and 
they will also be authorized by the commanding officer in local SOPs.  MCO 
8020.10 and OPNAVINST 5530.13C are the references that contain the 
proper storage and accountability of ammunition.   

  
Storage Arms and ammunition may be stored together for security personnel 

(armorers/custodians) or response personnel (military police or area guard). 
 
Ammunition will be stored in a GSA-approved safe within the armory IAW 
OPNAVINST 5530.13C.  You will find a GSA-approved safe in most 
armories. 

  
Issue and 
Recovery 

The issue and recovery of ammunition for daily operations of an armory can 
be performed with a logbook.  At the minimum, this log should contain the 
following: 
 
• Date 
• Time of issue and recovery 
• Type of ammunition 
• Quantity of ammunition 
• Lot number of the ammunition 
• Purpose of issue 
• Name of individual receiving ammunition 
• Signature of individual receiving ammunition 

   

MCI Course 2124G 2-34 Study Unit 2, Lesson 3 



Reference for Standards 

 
Armories Armories must be built to required construction standards.  Policy for these 

standards can be found in OPNAVINST 5530.13C.  The construction of the 
armory is what makes it an armory.  Vaults, racks, and doors should possess 
appropriate specifications for a functioning armory.  

  
Doors A Class 5 or 8 vault door is required for armories built to Class A vault 

(armory) standards and GSA-approved modular vaults.  Doors to existing 
armories may be constructed of 1¾-inch-thick solid or laminated wood with 
12-gauge steel plate on the outside of the face, or of standard 1¾-inch-thick, 
hollow metal, industrial-type construction with minimum 14-gauge skin plate 
thickness.  Doors must also have the following attributes. 
 
Bucks, frames, and keepers are rigidly anchored and provided with anti-
spread space filler reinforcement to prevent disengagement of lock by prying 
or jacking of the doorframe. 
 
Hinges need to be strong, due to the constant use and weight of door.  Hinges 
will be located inside when possible, and with fixed pin security. 
 
Doorframe and threshold will be constructed with the same material. 

  
Windows, 
Vents, and 
Ducts 

Windows and other openings must be secured. They should conform to 
dimensional requirements.  Windows, ducts, vents or similar openings must 
be less than 96 square inches.  Weapons issue points will not exceed 190 
square inches when opened. 

  
Arms Racks 
and Containers 

Arms in an armory will be stored in banded crates, standard or locally made 
arms racks, or a Class 5 GSA approved container. 

Continued on next page 
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Reference for Standards, Continued 

 
Racks Arms racks will be locked with low security padlocks like those found in 

OPNAVINST 5530.13C Appendix G.  In facilities not continuously manned, 
rifle racks and containers weighing less than 500 pounds with weapons will 
be fastened to the structure, deck, or together to equal a combined weight of 
500 pounds. 
 
Bolts used to fasten the racks will be spot-welded, peened, or otherwise 
secured. 
 
Chains will be heavy-duty hardened steel, or welded, straight link, and 
galvanized. The chain must be at least 5/16 inch thick. 
 
Hinged locking bars for racks will have the hinge pins welded or otherwise 
secured to prevent easy or forced removal.  All racks must be constructed to 
prevent removal of a weapon by disassembly. 

  
Containers When weapons are in transit, or crated for preservation and stored in depots, 

warehouses, or armories, they will be fastened together in groups totaling at 
least 500 pounds in weight. They must be banded, or locked and sealed. 

  
Reserve 
Facilities 
Outside a 
Military 
Installation 

Bolts of arms at Inspector & Instructor Commands (I&I Commands) must be 
removed and secured in a separate building or separate class 5 container 
under any of the following conditions: 
 
• Facility does not meet structural criteria 
• Increased threat conditions  
• Inoperative IDS 
• During periods of annual field training 
• At the decision of the commander directly responsible for the security of 

the facility. 

  
IDS Facilities where arms are stored must be provided with an IDS unless they are 

continuously manned or under constant surveillance.  Specific guidelines for 
the IDS can be found in Chapter 3, OPNAVINST 5530.13C.  IDS will 
include point sensors on all doors and other man-passable openings.  IDS will 
include area sensors covering the interior. 
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Personally Owned Weapons 

  
Background The armory must provide security not only for military weapons, but also for 

personally owned weapons (POW).  These weapons will be provided the 
same security as military small arms in all cases. 

  
SOP and 
Guidance 

Commands will establish an SOP or use the OPNAVINST 5530.13C as 
guidance to deal with POWs. The commanding officer’s guidance is the last 
word.  The following is a basic how-to.  It is the norm when dealing with 
POW. 

   
Considerations The following is a basic list of considerations for POWs: 

 
• Registration 
• Living in the barracks 
• Check-ins 
• Documentation 
• Care and custody 
• Local firearm laws 

  
Registration All new check-ins will register POW with the local Provost Marshal’s Office 

(PMO).  There are no exceptions. 

  
Living in the 
Barracks 

Only those living in the Bachelor’s Enlisted Quarters (BEQ) or the Bachelor 
Officer’s Quarters (BOQ) are required to turn in their personal weapons to the 
armory for storage. 

  
Check-Ins When someone checks in, ensure they know the policy for the storage of 

POWs.  If they have any POWs, use documentation prescribed by the unit 
SOP, and take custody of any POW and ammunition if applicable.  Store the 
ammunition as you would store security ammunition for the armory. 

  
Documentation Accurately document the brand name, model, serial number and 

distinguishing marks.  Be sure also to annotate the condition of the weapon as 
it is turned in. 

Continued on next page 
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Personally Owned Weapons, Continued 

 
Care and 
Custody 

POWs are required to have the same security as any government owned 
weapon once turned in.  Require the owner to periodically come to the armory 
to clean the weapon.  Check-out procedures will be listed in the local SOP 
and strictly adhered to.  These weapons should not be played with or handled. 
Remember they are PERSONALLY OWNED WEAPONS. 

    
Local Firearm 
Laws 

With POWs in your armory, you must be aware of the current firearm laws 
for the city, county, and state.  This will be especially important when 
stationed overseas. 
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Lesson 3 Exercise 

 
Directions Complete exercise items 1 through 3 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 What are the references that contain the proper storage and accountability of 

ammunition? 
 
a. MCO 8020.11 and OPNAVINST 5530.13C 
b. MCO 8020.10 and OPNAVINST 5530.13C 
c. MCO 8020.10 and OPNAVINST 5530.10 
d. MCO 8020.10 and OPNAVINST 5530.9 

  
Item 2  Windows, ducts, vents or similar openings must be less than___ square 

inches. 
 
a. 66 
b. 76 
c. 86 
d. 96 

  
Item 3 All new check-ins to a unit will have their POW registered with the  

 
a. Provost Marshal’s office. 
b. Local law enforcement. 
c. County firearms official. 
d. State law police. 

Continued on next page 
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Lesson 3 Exercise, Continued 

   
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 b 2-34 
2 d 2-35 
3 a 2-37 

  
Lesson 
Summary 

In this lesson, you have learned some of the parameters for armory physical 
security and for personally owned weapons when you are with your unit. 

  
Wrap Up In the next study unit, we will examine the required forms and records needed 

by the armorer. 
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STUDY UNIT 3 

ARMORY FORMS AND RECORDS 

Overview 

  
Scope This study unit will cover the procedures for the use of armory forms and 

records.  These forms and records will be dealt with on a daily basis by an 
armorer and certain ordnance personnel.  The reference can be found in 
Chapter 7, TM 4700-15/1 Ground Equipment Records and Procedures. 
 
You will learn to 
 
• Fill out and maintain ordnance issue and recovery forms. 
• Fill out and maintain Navy and Marine Corps (NAVMC) ordnance forms 

pertaining to armory day-to-day operations.  

  
In This Study 
Unit 

This study unit contains the following lessons: 

 
Topic See Page 

Ordnance Issue and Recovery Forms 3-3 
Navy Marine Corps Forms   3-19 
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LESSON 1 

ORDNANCE ISSUE AND RECOVERY FORMS 

Introduction 

  
Scope This lesson discusses the proper procedures for maintaining ordnance issue 

and recovery forms.  

  
Learning 
Objectives  

After completing this lesson, you should be able to identify the procedures for 
use of various NAVMC ordnance forms. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-3 
NAVMC 10576:  Memorandum Receipt for Individual Weapons 3-4 
NAVMC 10520:  Weapon Custody Receipt  3-8 
NAVMC 11186:  Crew-Served Weapons Card  3-11 
NAVMC 10359:  Equipment Custody Record 3-13 
Lesson 1 Exercise 3-15 
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NAVMC 10576:  Memorandum Receipt for Individual Weapons 

  
Purpose The NAVMC 10576 serves as a certificate of inspection that provides a 

historical record of the weapon’s condition at the time of issue, and provides 
an issue/receipt document for individual weapons.  An automated system may 
be used, providing the system contains the same information required by the 
memorandum. 

  
Responsibility The commanding officer or the designated representative will witness the 

issue and recovery of individual weapons.  Commanding officer will appoint 
in writing an officer or staff noncommissioned officer, or a qualified armorer 
(MOS 2111), to witness the issue and recovery of individual’s weapons.  The 
written designation of personnel appointed to witness the issue and recovery 
of individual weapons will be readily available within an armory. 
 
The witnessing individual will carefully inspect the general serviceability of 
each weapon at the time of issue/recovery, verify the serial number, and sign 
the NAVMC 10576.  A qualified armorer must perform a technical inspection 
of the weapon prior to issue. 

  
Preparation  Preparing and maintaining these forms are very important. The form tracks 

accountability of the weapon once it leaves the security of the armory. The 
following are the steps taken to prepare the NAVMC 10576 for signature. 

  

                  

Continued on next page 
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NAVMC 10576:  Memorandum Receipt for Individual Weapons, 
Continued 

  
Preparation, 
continued 

Note:   Numbers above represent the order of filling out and disposing of the 
            NAVMC 10576. 

 
Issue Inspection Issue inspection uses a standard system for recording results of the inspection; 

the following symbols indicate bore conditions.  Other symbols may be used 
when they are fully explained. 
 

  Symbol Description 
ND No defects to the weapon  
SP Slight pits where indicated on the weapon 

SPTO Slight pits throughout 
DP Developed pits  
BU Barrel unserviceable 

 
Note:   Record bore defects with type of defect, distance from breech or  
            muzzle, and location on circumference clockwise; for example, “SP:  
            from muzzle at twelve o’clock.” Corrections and scratch outs can be  
            made, except for the serial number of the weapon and signatures. 

 
Step  Action 

1 Enter name, grade, and social security number of individual 
receiving property. 

2 Enter name of organization. 
3 Enter date of receipt. 
4 Enter quantity of each item. 
5 Enter initials of receiving individual for each item. 
6 Enter type of weapon, for example, M16A2, M9, etc. 
7 Enter serial number of weapon, as it appears on the item. 
8 Enter condition of bore of the weapon. 
9 Enter condition of stock of the weapon. 
10 Enter initials of person being issued NAVMC 10520 with 

weapon and date; if you do not issue a NAVMC 10520, write 
“No” in Block 10. 

Continued on next page 
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NAVMC 10576:  Memorandum Receipt for Individual 
Weapons, Continued 

 
Issue 
Inspection, 
continued 

 

Step Action 
11 Enter NAVMC 10520 card number, if your unit uses a 

numbering system.  This step is optional. 
12 Enter any appropriate remarks: condition of weapon, occasion 

for issue, etc. 
13 Enter name of person authorized to issue weapon and the date. 
14 Enter name of Marine receiving the weapon or ordnance; 

signature must match that on armed forces identification card. 
15 Alternate location for name, grade, and social security number.  

This is optional. 

 
Recovery 
Inspection 

 

Step Action 
16 Enter condition of bore on return of item. 
17 Enter condition of stock on return of item. 
18 Enter initials of person returning weapon and date; if you do not 

issue a NAVMC 10520, write “No” in block 10. 
19 Enter any remarks, if appropriate. 
20 Enter name of person authorized to issue weapon and the date. 

 
Reporting 
Damage 

Stocks and hand guards with scratches, scars, or dents that do not affect 
strength should be recorded as serviceable (SER).  Note the location of all 
cracks and record them as defects, even when they do not affect the strength 
of the stock or hand guard (block labeled 9). 

 
Filing 
Instructions 

The NAVMC 10576 is a two-part, snap-set form, consisting of a hard card 
and one carbon copy.  The issuing office retains the hard card, filed in 
alphabetical order by weapon type (for example, M16A2 service rifle or M9 
service pistol), and gives the carbon copy to the individual signing for the 
property. 
 
If system is automated, devise a way for the individual to receive some type 
of signed copy to act as a record. 

Continued on next page 
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NAVMC 10576:  Memorandum Receipt for Individual 
Weapons, Continued 

  
Improper Care 
or Negligence 

When the weapon shows evidence of improper care or negligence, record the 
inspection information on the NAVMC 10576.  This incident should be 
reported to the S-4 or the MMO for action.   
 
When the weapon shows no signs of negligence or improper care, return the 
NAVMC 10576 to the person for whom the weapon was issued.  The armorer 
will refer to unit SOP when recovering weapons. 

  
Unit Checkout 
Procedures 

The commanding officer will ensure checkout procedures provide verification 
that a Marine being transferred surrenders the original NAVMC 10576 and 
that the weapon recovery inspection was made.  Prior to transfer from a 
command, the Marine must present the original weapon turn-in document 
(hard card) NAVMC 10576 to the unit administrative section (this final 
portion can be added to the procedure by use of the SOP). 
 
After a Marine is properly released by the command for transfer, the 
NAVMC 10576 may be destroyed. 
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NAVMC 10520:  Weapon Custody Receipt 

  
Purpose NAVMC 10520 provides a means for controlling the issue and recovery of 

individual and crew-served weapons for use in operations.   
 
These cards are the same as weapons and represent just that.  They should be 
provided the same type of security as a weapon in all cases.  Great care and 
attention to detail should be given when reissuing new NAVMC 10520s for 
ones that have been misplaced, lost or (yes) even stolen.   
 
Always ensure you are issuing the owner of the weapon his or her weapon.  
Check and recheck the ID card with the information on the NAVMC 10520.  
This will save you and the command from making a grievous mistake. 
 

  

   
Note:   The numbers above reflect the order of preparation for the NAVMC 
            10520. 

Continued on next page 

MCI Course 2124G 3-8 Study Unit 3, Lesson 1 



NAVMC 10520:  Weapon Custody Receipt, Continued 

 
Signing and 
Controlling the 
NAVMC 10520 

There are distinct responsibilities assumed and delegated when dealing with 
the NAVMC 10520.  The commanding officer will sign the NAVMC 10520 
and ensure that blank NAVMC 10520s are controlled.  The commanding 
officer may appoint an individual or individuals to sign and control blank 
NAVMC 10520s. 
 
The individual(s) appointed to sign and control blank NAVMC 10520s must 
be an officer or SNCO.  The officer or SNCO appointed to sign and control 
blank NAVMC 10520s will not be the same individual(s) authorized to 
maintain weapon custody/security (ordnance/armory officer) or keep 
accountability records (supply officer). 
 
The individual receiving the NAVMC 10520 is responsible for delivering the 
NAVMC 10520 to the commanding officer or designated representative for 
signature. 

  
Preparation 
Instructions 

To expedite the issue and turn-in of weapons, legibly number rifle racks and 
pistol chests, and annotate the individual NAVMC 10520 to identify the 
individual’s assigned storage space. 
 
Enter the required information in the appropriate blocks as indicated: 
 
1. Individual’s parent organization 
2. Name and social security number of the individual (as displayed on 

armed forces ID card) 
3. Signature by authorizing individual 
4. Nomenclature of weapon 
5. Serial number of weapon 
6. Assigned weapon rack or storage space 
 

The reverse side of the NAVMC 10520 will be used when local card serial 
numbers are assigned.  Enter number in space provided (block labeled 7) and 
record in a designated logbook. 
 
The issuing of the NAVMC 10520 should be accomplished the same day as 
the individual is assigned a weapon.  The individual’s initials on the NAVMC 
10576 will indicate that the NAVMC 10520 has been issued and in the 
Marine’s possession. 

 Continued on next page 
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NAVMC 10520:  Weapon Custody Receipt, Continued 

  
Filing 
Instructions 

When issuing a weapon, the armorer will verify the serial number of the 
weapon on the NAVMC 10520 belongs to the person receiving the weapon.  
This identity check can be accomplished via the individual’s ID card.   
 
On completion of the issue, place the individual’s NAVMC 10520 in the 
corresponding weapon’s rack or storage slot.  Reverse this procedure on turn-
in of the weapon. 
 
At no time will the NAVMC 10520 and the associated weapon can be stored 
in the armory or storage facility at the same time. 

  
Disposition 
Instructions 

At the time of recovery inspection for the weapon, the individual transferred 
from a command will surrender the NAVMC 10520 to the armorer.  The unit 
armorer will return the original (hard card) of the NAVMC 10576 to the 
Marine and destroy the NAVMC 10520. 
 
If the NAVMC 10520 is serialized, then the annotation in the NAVMC 10520 
logbook must reflect the destruction of the individual’s card. 
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NAVMC 11186:  Crew-Served Weapons Card 

  
Purpose  The purpose of the NAVMC 11186 is to provide an issue/receipt document 

for crew served weapons; for example, machine guns, mortars, etc. 

  
Responsibility The commanding officer will designate in writing crew-served weapons 

teams for each crew-served weapon.  On receipt of the letter designating these 
teams, the armorer will prepare the NAVMC 11186 and issue a NAVMC 
10520 to each crew-served team member.  This will allow any of the team 
members to draw their designated crew-served weapon as ordered by proper 
authority. 

  
Inspection  Inspect the weapons prior to issue to note any deficiencies.  Note all parts of 

the weapon while being inspected, and use applicable technical manual when 
doing so. 

  
Preparation Care and great attention to detail should be executed when issuing crew- 

served weapons on the NAVMC 11186.  The following steps are taken when 
issuing the NAVMC 11186. 
 

  

Continued on next page 
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NAVMC 11186:  Crew-Served Weapons Card, Continued 

  
Front Side Enter the same information as required for the corresponding blocks on the 

front side. 
 

Step Action 
1 RACK NO. – Enter the rack number and location of the weapon.  
2 ITEM – Enter the noun nomenclature of the weapon; for example, 

machinegun. 
3 TYPE – Enter the type of weapon, for example M240G. 
4 SERIAL NO. – Enter the serial number as viewed on the weapon. 
5 QTY – Enter quantity of items being issued.  
6 INIT. – A crew-served team member will initial for each accessory 

issued. 
7 ACCESSORIES – Enter a list of all accessories issued and 

applicable accessory serial numbers. 
8 CREW – Enter the crew-served weapon team number. 
9 PRINT NAME – Print the name of the crew-served team member, 

as seen on military ID card. 
10 SIGNATURE – Ensure there is a legible signature of the 

individual receiving the property. 
11 INITIAL NAVMC 10520 – Crew-served team members will 

initial for their individual NAVMC 10520. 
12 DATE – Enter the date the NAVMC 10520 was issued. 

  
Reverse Side Enter the same information as required for the corresponding blocks on the 

reverse side. 

 
Replace Team 
Members 

As a crew-served team member is dropped and another team member is 
added, the issuing authority (the armorer) will draw one single line through 
the name of the individual being dropped, initial, recover the issued NAVMC 
10520, and add the new team member’s name in the blocks provided. 

  
Disposition 
Instructions 

On termination of the crew-served weapons team, recover and destroy all 
NAVMC 10520 forms along with the NAVMC 11186 in accordance with 
SOP. 
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NAVMC 10359:  Equipment Custody Record 

 
Purpose The purpose of the NAVMC 10359 is to serve as a receipt for the temporary 

(temp.) issue of weapons and equipment not covered by another form.  These 
records are also prepared for non-consumable and non-expendable supplies. 
 
Note:   Weapons should not be temporarily loaned for any form of live fire 
             training. 

 
Front Side 
NAVMC 10359 

 
Reverse Side 
NAVMC 10359 

Continued on next page 
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NAVMC 10359:  Equipment Custody Record, Continued 

 
Preparation The following steps are required to fill out and maintain the NAVMC 10359. 
 

Step Action 
1 RESPONSIBLE UNIT – Enter the name of the unit responsible for 

the equipment to be temp. loaned. 
2 AUTHORITY – Enter authorized said issue; for example, T/E 

number, special allowance list. 
3 DATE – Enter the appropriate Julian date. 
4 VOUCHER NUMBER – Enter supply voucher number if 

applicable (ask NCOIC or supply SNCOIC). 
5 INCREASE – Enter quantity actually issued. 
6 DECREASE – Enter the quantity returned to stock or used/ 

destroyed. 
7 BALANCE – Enter the current total on hand after transaction. 
8 REMARKS – Enter reason for transaction. 
9 SIGNATURE – The responsible individual signs for each new entry. 
10 CONTROL NUMBER – Enter the TAM control number for that 

item (ask SNCOIC/NCOIC about TAM Number). 
11 STOCK NUMBER – Enter the appropriate National Stock 

Number (NSN) for equipment. 
12 DESCRIPTION – Enter the equipment’s nomenclature and 

description. 
13 ALLOWANCE – Enter allowance signed for.   
14 ACCOUNT NUMBER – Enter the assigned number for the unit or 

“TEMP LOAN”. 
15 RECORD OF SERIAL/USMC REGISTRATION NUMBERS – 

Enter the serial numbers of equipment and have the individual 
initial next to numbers on issue.  On return, draw single line 
through serial number to show deletion or return of said item. 

  
Disposition 
Instructions 

Once the equipment is recovered and all items are in the same condition as 
issued, destroy the NAVMC 10359. 
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Lesson 1 Exercise 

  
Directions Complete exercise items 1 through 8 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 On the NAVMC 10576, enter weapon damage that does not affect stock 

strength as 
 
a. acceptable (ACC)  
b. serviceable (SER)  
c. reviewable (REV)  
d. improper care (IMC)  

  
Item 2 During recovery inspection, ___________________ on the NAVMC 10576. 

 
a. delete the NAVMC 10520 number  
b. enter your MOS 
c. enter condition of bore and stock 
d. do not enter condition of bore and stock 

  
Item 3 The reverse side of the _______________ will be used when local card serial 

numbers are assigned. 
 
a. NAVMC 10359 
b. NAVMC 10520 
c. NAVMC 10558 
d. NAVMC 11186 

  
Item 4 The individual or individual(s) appointed to sign and control blank NAVMC 

10520s will 
 
a. not be the same individual(s) authorized to maintain weapon custody/ 

security. 
b. be the same individual(s) authorized to maintain weapon custody/security. 
c. be the individual from the armory authorized to maintain weapon by the 

commanding officer.  
d. be the same individual(s) authorized by the supply officer to issue the 

weapons.  

 Continued on next page 
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Lesson 1 Exercise, Continued 

  
Item 5 In the “INIT.” block of the NAVMC 11186, a crew-served team member will 

initial for each____________ issued. 
 
a. 10359  
b. accessory  
c. cleaning rod   
d. case  

  
Item 6 On termination of the crew-served weapons team, recover and destroy all 

NAVMC forms 
 
a. 10576 and 11181. 
b. 10520 and 11186. 
c. 10521 and 11186. 
d. 10523 and 11086. 

  
Item 7 The ___________ block on NAVMC 10359 is required when entering the 

quantity returned to stock or used/destroyed. 
 
a. ACCOUNT NUMBER 
b. VOUCHER NUMBER 
c. INCREASE 
d. DECREASE 

  
Item 8 When all items are returned, the NAVMC 10359 is 

 
a. returned to the individual who received issued items. 
b. destroyed if all items in the same condition as when issued. 
c. used for reference to fill out new NAVMC 10359. 
d. kept and used as a NAVMC 10520 for items issued. 

Continued on next page 
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Lesson 1 Exercise, Continued 

 
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 b 3-6 
2 c 3-6 
3 b 3-9 
4 a 3-9 
5 b 3-12 
6 b 3-12 
7 d 3-14 
8 b 3-14 

  
Lesson 
Summary 

In this lesson, we examined the forms required on a daily basis for the issue 
and recovery of Marine Corps ordnance items. 
 
In the next lesson, you will be introduced to the NAVMC forms and procedures.  
These essential forms for the operation of an armory are used on a daily basis. 
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LESSON 2 

NAVY MARINE CORPS FORMS 

Introduction 

  
Scope This lesson discusses the proper procedures for preparing and disposing of 

Navy Marine Corps (NAVMC) common ordnance forms.  These are used on 
a daily basis for equipment maintenance, changes to technical manuals, and 
maintaining history on specific weapon systems.  This lesson will also state 
the specific purposes and responsibilities of these NAVMC forms. 

   
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
 
• Identify the purpose of various Navy/Marine Corps forms. 
 
• Identify the procedures for use of common Navy/Marine Corps ordnance 

forms. 
 
• Identify the steps required for submission of the SF 368. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-19 
NAVMC 1018:  Inspection/Repair Tag 3-20 
NAVMC 10558a:  Weapon Record Book, Part 2 3-25 
NAVMC 10772:  Recommended Changes to Publications 3-35 
SF 368:  Product Quality Deficiency Report 3-40 
Lesson 2 Exercise 3-42 
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NAVMC 1018:  Inspection/Repair Tag 

  
Purpose NAVMC 1018 provides a means for identifying any discrepancy requiring 

correction/modification and certifying serviceability of equipment.  It is also 
used to provide a means for identifying the end item; i.e., identification (ID) 
number and repairs required to secondary repairable.  This form is required 
for all commodity areas maintenance on ordnance items. 

  
Responsibility Personnel performing inspection/repair will attach the NAVMC 1018 

securely to the items requiring maintenance or to the item being inspected.   

  
Preparation The NAVMC 1018 may be attached to the item when a discrepancy is found 

or when an item requires a serviceability inspection.  Attach the NAVMC 
1018 with something that will adhere to the surface of an item through the 
maintenance cycle. 
 
Below are the proper steps in the preparation of the NAVMC 1018. 

Continued on next page 
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NAVMC 1018:  Inspection/Repair Tag, Continued 

  
NAVMC 1018 
Side “A” 

 

 

Continued on next page 
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NAVMC 1018:  Inspection/Repair Tag, Continued 

  
NAVMC 1018 
Side “A” 
Preparation 

Below are the steps and actions required for preparing side “A” of NAVMC 
1018. 

 
Step Action 

1 DATE – Enter the initial Julian date of inspection. 
2 ERO – Enter the proper ERO number. 
3 OWNING UNIT – Enter the owning unit for the equipment. 
4 ITEM – Use proper name of item, example M16A2 service rifle. 
5 ID – Enter the ID number for the equipment.  For secondary 

reparable use the ID number for the parent piece of equipment. 
6 SERIAL NO. – Enter the serial number of the equipment.  For 

secondary reparable, enter the SERIAL NO. for the parent piece of 
equipment. 

7 REQUEST NO. – Enter the ERO number assigned by the original 
preparing unit.  When the original preparing organization is also 
conducting the maintenance, the entry is not required. 

8 CONDITION CODE – Enter the condition code of the equipment.  
These can be found in UM 4400-124.  

9 INITIAL INSPECTION – Enter the corrective maintenance 
defects and required modifications.   
 
Line 1 – NSN 
Line 2 – Nomenclature 
Line 3 – ID number 
Line 4 – Serial number 
Line 5 – Defect code 
Line 6 – Priority of the deadline end item 
Line 7 – Product quality deficiency reports (SF 368) info. 

10 ECHELON OF REPAIRS – Enter the echelon required for repairs 
for example, 1st, 2nd, 3rd, etc. 

11 INSPECTOR’S UNIT – Self-explanatory. 
12 ACTION (REQUIRED OR TAKEN) – What action is taken or 

required for the equipment in question. 
13 INSPECTOR – Print inspector’s name, rank, and grade. 

Continued on next page 
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NAVMC 1018:  Inspection/Repair Tag, Continued 

  
NAVMC 1018 
Side “B” 

 

 

Continued on next page 
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NAVMC 1018:  Inspection/Repair Tag, Continued 

  
NAVMC 1018 
Side “B” 
Preparation 

Below are the steps and actions required for preparing side “B” of the 
NAVMC 1018. 

 
Step Action 
14 DEFECTS CORRECTED/MODS INCORPORATED/REMARKS – 

Enter any corrections or maintenance conducted on the equipment. 
15 FINAL INSPECTION CHECKLIST – Enter the results of final 

inspection, initials of inspector, the final condition code of 
equipment. 

16 REMARKS/CONDITION CODE – Self-explanatory. 
17 QC/INSPECTOR – Enter final inspector’s name and grade. 
18 DATE – Enter the Julian date of the final inspection. 

  
Disposition 
Instructions 

The NAVMC 1018 may be disposed of when the item is returned to service 
or applied to an end item. 
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NAVMC10558a:  Weapon Record Book, Part 2 

  
Purpose The purpose of the NAVMC 10558a:  Weapon Record Book, part 2 is to 

provide an accurate historical record of the entire life of a particular weapon.  
However, you are only required to fill out and maintain this record on infantry 
mortars; all caliber of sniper rifles  (TM-05539-13/1 for M40A1); and MK 
153 SMAW. 

  
Preparation Record pertinent information for tubes and weapons in part 2.  To eliminate 

confusion, NAVMC 10558a remains with the weapon through its life.   
 
Failure to record information could lead to a future unsafe weapon.  When a 
NAVMC 10558a, part 2 is completely filled before the item has been has 
ended its life, the using unit will initiate a new part 2. 
 
However, in order that complete information is available at all times, the 
appropriate part of the old part 2 will be retained by attaching the new and old 
weapon record books together.  Instructions are provided for each page of the 
weapon record book. 
 
Spaces for entries are keyed in the figures and instructions provided on 
preceding pages.  Detailed instructions can be found in TM 4700-15/1_. 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

 
NAVMC 10558a, 
Part 2, Page 1 

 

 
 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

 
NAVMC 10558a, 
Part 2, Page 1 
Preparation 

Below are the steps and actions for NAVMC 10558a, part 2, page 1. 

  
Step Action 

1 TYPE OF WEAPON – Enter the nomenclature of the weapon. 
2 MODEL NUMBER – Enter the specific model; for example, 

“M40A1 Rifle, Sniper.” 
3 MAJOR ITEM SERIAL NUMBER – Enter the serial number of 

the major item. 
4 MANUFACTURER – Enter manufacturer’s name. 

   
NAVMC 10558a, 
Part 2, Page 2 

 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

 
NAVMC 10558a, 
Part 2, Page 2 
Preparation 

Below are the steps and actions for NAVMC 10558a, part 2, page 2. 
 

Step Action 
1 TYPE OF WEAPON – Enter specific type of weapon. 
2 TUBE SERIAL NUMBER – Enter the serial number of the mortar 

in question (this part relates to mortars). 
3 MANUFACTURER – Enter the company that makes the item. 
4 YEAR – Enter the year the weapon was manufactured. 
5 Required only when tube/gun has reached its end of life.  
6 Required only when tube/gun has reached its end of life. 

7, 8, 9 SERIAL NO. – Manufacturer name, and year of manufacture for 
major components listed; if component does not apply, enter N/A. 

10 Total rounds fired (from previous record book). 
11 REMARKS – If tube/gun has been declared condemned, enter 

summary of reason(s) for condemnation. 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

  
NAVMC 10558a, 
Part 2, Page 3 

 

 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

 
NAVMC 10558a, 
Part 2, Page 3 
Preparation 

Below are the steps and actions for NAVMC 10558a, part 2, page 3. 
 
 

 
Step Action 

1 DATE – Enter the date of the firing exercise. 
2 TYPE OF ROUND – Enter type of ammunition fired; if more than 

one type is fired on a given day, enter each type on successive, 
separate lines. 

3 ZONE – Enter geographic area of weapon usage. 
4 NO. OF ROUNDS – Enter number of rounds fired. 
5 PAGE TOTAL – Enter total number of rounds fired on the page. 
6 TOTAL FROM PREVIOUS PAGE – Enter total number of 

rounds fired from previous page (self explanatory). 
7 ACCUMULATIVE TOTAL – Enter cumulative total of rounds 

fired from both. 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

 
NAVMC 10558a, 
Part 2, Page 4 

 

 

 
NAVMC 10558a, 
Part 2, Page 4 
Preparation 

Below are the steps and actions for NAVMC 10558a, part 2, page 4. 

 
Step Action 

1 DATE – Enter the date gauge test was conducted on weapon. 
2 TOTAL ROUNDS OR EFC’S TO DATE – Enter total number of 

rounds fired. 
3 PULLOVER GAUGE OF LANDS – Enter actual gauge reading 

from the weapon. (This is conducted during a scheduled 
maintenance; refer to proper weapon’s current technical manual. 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

   
NAVMC 10558a, 
Part 2, Page 5 

 

 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

 
NAVMC 10558a, 
Part 2, Page 5 
Preparation 

Below are the steps and actions for NAVMC 10558a, part 2, page 5. 

 
Step Action 

1 DATE – Enter date of the inspection. 
2 REMARKS ON CONDITION – Enter short explanation of 

reporting results (on each tube or weapon; if determined to be 
unserviceable and give short explanation why). 

3 Enter the name and unit of the individual conducting the 
inspection.  All entries must be in ink and signed by the officer or 
NCOIC of the shop performing the work. 

Continued on next page 
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NAVMC10558a:  Weapon Record Book, Part 2, Continued 

 
Where to Send 
When 
Condemned 

When a tube or major item is condemned, forward part 2 of the NAVMC 
10558a to the Commanding General (Code 830), Marine Corps Logistics 
Base, Albany, GA. 

   
A Record Book 
is Lost 

If the NAVMC10558a is lost, immediately notify the appropriate Division/ 
Wing/Base Ordnance Office, and request assistance in making a new 
NAVMC 10558a:  Weapon Record Book, part 2. 
 
The using unit must immediately start an investigation to determine whether 
the loss was due to negligence.  If it is determined that negligence was 
involved, then appropriate action must be taken. 

  
Make Copies  Make copies of all your weapon record books.  If they are lost, you have up to 

date information on hand to rebuild new ones (anything to help your case).  
Keep these items in a safe place.  Do not take actual record books to the field. 
Annotate on the copies in the field and then transfer the information to the 
actual book upon the unit’s return from the field.  They can be lost easily.  
Attention to detail, Marines! 
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NAVMC 10772:  Recommended Changes to Publications 

  
Purpose The purpose of the NAVMC 10772 is to report errors found in technical 

publications.  The MMO will usually be the one that sends and notifies the 
armory of errors found and whether the sponsor is in the process of changing 
them.   
 
Submit a request to the MMO for a control number, the MMO will usually 
disapprove or approve your recommended changes.  Young armorers may not 
have much to do with this form, but as armorers you must know what is used 
for and how it can be used. 
 
Part 1 is designed for changes to technical and non-technical publications for 
example, graphics unidentifiable parts or parts miss numbered.  This could 
also include bad or erroneous steps in maintenance of a weapon or weapon 
system.  Part 2 is designed for changes to technical publication data codes for 
example, NSNs or supply codes. 
  
Clarification, advice, questions, and recommended changes for policy (for 
example, non-technical publications, Marine Corps Orders, and Marine Corps 
bulletins), must be submitted by correspondence other than a NAVMC 10772, 
and staffed via the chain of command. 

  
Responsibility  The responsibility for originating, preparing, and submitting the NAVMC 

10772 is the individual who identifies an error in a technical publication. 

  
Preparation 
Instructions 

The instructions for preparation of the NAVMC 10772 are outlined in  
TM 4700-15/1.  Recommend changes to technical publication errors allowing 
users at all levels to recommend the necessary corrections and changes.   

Continued on next page 
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NAVMC 10772:  Recommended Changes to Publications, 
Continued 

  
NAVMC 10772, 
Part 1 

 

Continued on next page 
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NAVMC 10772:  Recommended Changes to Publications, 
Continued 

 
NAVMC 10772, 
Part 1 
Preparation 

Below are the steps and actions in preparing part 1 of the NAVMC 10772. 

 
Step Action 

1 CONTROL NO. – Enter the NAVMC 10772 control number 
originated by the MMO.  

2 PUBLICATION NO. – Enter the publications short title (for 
example, TM 05538C-23/2). 

3 PUBLICATION DATE – Enter calendar date the publication was 
approved. 

4 EQUIPMENT TYPE – Enter the type, model number, and NSN of 
the item’s publication 

5 PAGE NO. – Enter page number where the error can be found. 
6 PARAGRAPH NO. – Enter the paragraph block where the error 

can be found. 
7 FIGURE NO. – Enter the figure where error can be found. 
8 ITEM NO. – Enter the number of the item where the error can be 

found. 
9 IN THIS SPACE – Enter what is wrong and include recommended 

changes. 
10 SUBMITTED BY – Enter name, grade, phone number, and 

organization that originated the NAVMC 10772. 
11 ACTION TAKEN – Mark the appropriate box and forward to 

NAVMC 10772 to the publication sponsor. The individual 
submitting NAVMC 10772 completes this block. 

12 ANSWERED BY – The publication sponsor uses this block. 

Continued on next page 
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NAVMC 10772:  Recommended Changes to Publications, 
Continued 

   
NAVMC 10772, 
Part 2 

 

Continued on next page 
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NAVMC 10772:  Recommended Changes to Publications, 
Continued 

   
NAVMC 10772, 
Part 2 
Preparation 

Below are the steps and actions in preparing part 2 of the NAVMC 10772. 

 
Step Action 

1 WHEN APPLICABLE – Enter the following: 
 
• NSN 
• PART/FSCM NO. 
• ID 
• APPLICATION (how it applies to item being changed) 
• ASSIGNED CODE (what is the code now in pub) 
• CHANGE TO CODE (what should code be changed to) 
• SL/TM PUB NO./PUBLICATION DATE 

2 JUSTIFICATION FOR RECOMMENDED CHANGE – Enter the 
reason or justification of why change is needed. 

3 SUBMITTED BY – Enter name, grade, organization, and phone 
number of the originator of the NAVMC 10772. 

4 APPROVED BY – Enter name, grade, organization, and phone 
number of the NCOIC/OIC originator that approved 
recommendation for the NAVMC 10772. 

5 SIGNATURE – Enter the signature of NCOIC/OIC of originator 
of the NAVMC 10772. 

6 ACTION TAKEN – Mark applicable box that provides for the 
NAVMC 10772 to be sent to the publication sponsor.    

7 ANSWERED BY – The publication sponsor enters applicable 
information. 

  
Disposition 
Instructions 

The originator enters the return address and mails the NAVMC 10772 to the 
action point, publication sponsor.  The NAVMC 10772 is pre-address to the 
sponsor’s address.  The sponsor will return the NAVMC 10772 with a 
response. 

 
Note:   Detailed explanation of the NAVMC 10772 can be found in TM  
            4700-15/1, pages 2-23-1 to 2-23-6; this includes figures to assist the  
            originator. 
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SF 368:  Product Quality Deficiency Report 

    
Purpose Product quality deficiency report (PQDR, SF-368) provides a deficiency 

reporting on equipment.  This report covers deficiencies in material, design, 
or procurement to activities responsible for development, procurement, and 
management.   
 

 
PQDR 
Outcome 

The proper use of a PQDR will ensure that the deficiencies are corrected after 
warranty expiration. When equipment is under warranty, the manufacturers 
will correct the deficiencies through use of a modification instruction (MI), 
which we will cover in study unit 4. 

Continued on next page 
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SF 368:  Product Quality Deficiency Report, Continued 

 
Initiator The individual who discovers a product quality deficiency and reports it to his 

or her battalion, squadron, or separate company in the operating forces 
initiates PQDRs. 

  
Deficient 
Equipment 

The deficient material will be properly tagged and separated from all other 
equipment, in accordance with MCO 4855.10. 

  
Circumstances 
for Submission 

A PQDR is submitted as a result of any of the following circumstances 
(exceptions to the following can be found in MCO 4855.10.): 
 
• Hazard to personnel or material. 
• Design of items or components that impedes the proper operation or  
     maintenance. 
• Faulty material or poor workmanship. 
• Excessive wear for the period of time the item was in use. 
• Unsatisfactory operation or performance of equipment in the course of  
     normal operations. 
• Circumstances other than those indicated here but considered important  
     enough to report. 
• Tactical systems computer/firmware and documentation deficiencies. 
• Items known to be under warranty. 

  
Categories The following categories indicate the quality of deficiency in material. 
 

Category Quality 
1 Product may cause death, injury, or severe occupational 

illness or loss of a major weapon system. 
2 Deficiency that does not meet the criteria for a Category 1.

  
Conclusion Experience or assistance is needed in the proper use of this form.  Check with 

your NCOIC or OIC when dealing with a PQDR.  This will save your shop 
and possibly your MMO some work.   

  
Note:   Due to the level of experience needed for the submittal of the PQDR 
            and the target audience for this course, there is no graphics of the SF 
            368.  Refer to TM 4700-15/1_ for detailed information on this subject.  
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Lesson 2 Exercise 

  
Directions Complete exercise items 1 through 9 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 To provide a means for identifying any discrepancy requiring correction/ 

modification, and certifying serviceability of equipment is a description of 
purpose for the NAVMC  
 
a. 1018. 
b. 1081. 
c. 1082. 
d. 1118. 

  
Item 2 The NAVMC 1018 may initially be attached to the item when a discrepancy 

is 
 
a. lost. 
b. found. 
c. submitted. 
d. cancelled. 

  
Item 3 In DATE of the NAVMC 1018, enter the ________________ of inspection. 

 
a. initial Julian date 
b. calendar date 
c. month/day/year 
d. year/month/day 

    
Item 4 The purpose of the NAVMC 10558a:  Weapon Record Book, part 2, is to 

provide an accurate historical record for the weapon’s 
 
a. entire life. 
b. first six months of use. 
c. first nine months of use. 
d. first 12 months of use. 

Continued on next page 
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Lesson 2 Exercise, Continued 

  
Item 5 The weapons that require a NAVMC 10558a, part 2 include  

 
a. small tanks. 
b. heavy artillery. 
c. infantry mortars. 
d. airborne weapons. 

  
Item 6 The purpose of the NAVMC 10772 is to recommend changes to __________ 

publications. 
 
a. mobilization  
b. technical  
c. aviation  
d. tactical  

  
Item 7 The responsibility for originating, preparing, and submitting the NAVMC 

10772 is the individual who  
 
a. is in charge of the technical publication section. 
b. is responsible for the MMO publication section. 
c. is directed in writing by the commanding officer. 
d. notices an error in a technical publication. 

  
Item 8 A circumstance that causes the submittal of a PQDR is  

 
a. faulty material or poor workmanship. 
b. satisfactory operation or performance. 
c. motor transport items known to be past warranty. 
d. aviation items only, that is beyond warranty. 

  
Item 9 Product quality deficiency meets criteria for Category 2 when it 

 
a. does not meet criteria for Category 1. 
b. does not meet criteria for Category 3. 
c. meets the criteria for a Category 1. 
d. meets the criteria for a Category 3. 

Continued on next page 
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Lesson 2 Exercise, Continued 

 
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 a 3-20 
2 b 3-20 
3 a 3-22 
4 a 3-25 
5 c 3-25 
6 b 3-35 
7 d 3-35 
8 a 3-41 
9 a 3-41 

  
Lesson 
Summary 

In this lesson, we examined the essential Navy Marine Corps forms required 
for the operation of an armory. 

  
Wrap Up In the next study unit, we will examine maintenance management and its 

essential forms and procedures, and a basic overview of the armorer’s toolkit. 
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STUDY UNIT 4 

MAINTENANCE MANAGEMENT 

Overview 

 
Scope This study unit will introduce the Marine to essential tasks and programs 

necessary to the successful operation maintenance management in an armory.  
It will include tools, calibrations, publication management, and specific forms 
that address maintenance procedures relevant to an armory’s operation.   
 
You will learn the following:  maintenance forms, records, and reports; tools 
required for weapon maintenance programs; and armory support maintenance 
programs. 

 
In This Study 
Unit  

This study unit contains the following lessons: 

 
Topic See Page 

Maintenance Management Forms 4-3 
Armorer’s Toolkit (E2900) 4-27 
Maintenance Support Programs  4-45 
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LESSON 1 

MAINTENANCE MANAGEMENT FORMS 

Introduction 

 
Scope This lesson will cover the primary reference forms and documents that guide 

daily operations of an armory:  NAVMC 10561, NAVMC 10245, and 
NAVMC 10925. 

 
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
 
• Identify the procedures for using various Navy/Marine Corps maintenance 

management forms. 
 
• Identify the purpose of N/MC MMO Forms. 
 
• Identify purpose for the Daily Process Report (DPR). 
 
• Identify who is responsible for distribution of the Daily Process Report 

(DPR). 

 
In This Lesson  This lesson contains the following topics: 
 

Topic See Page 
Introduction 4-3 
NAVMC 10561:  Preventive Maintenance Checks and 
Services Roster 

4-4 

NAVMC 10245:  Equipment Repair Order 4-8 
NAVMC 10925:  ERO Shopping Transaction List 4-18 
Daily Process Report 4-22 
Lesson 1 Exercise 4-24 
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NAVMC 10561:  Preventive Maintenance Checks and 
Services Roster 

 
Purpose The purpose of the NAVMC 10561 is to systematically schedule and record 

second echelon of maintenance (EOM) and higher preventive maintenance 
checks and services (PMCS) on Marine Corps ground equipment (weapons).  
Units are authorized to schedule PMCS via locally developed automated 
programs providing the information duplicates that of the NAVMC 10561 
roster. 
 

 

 
Importance  This form is essential for large armories that are engaged in constant weapons 

training.  The form will aid in keeping track of the PMCS required and will 
give the armorers a handle on the malfunctions and common problems for 
weapons due to recurring PMCS.  This will lead to an increased preparedness 
on the part of the armory personnel and a better overall maintenance picture 
for the unit’s weapons.    

Continued on next page 
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NAVMC 10561:  Preventive Maintenance Checks and 
Services Roster, Continued 

 
Responsibilities The responsibility for scheduling all required second EOM and higher PMCS 

rests with the maintenance officer, equipment chief, or appointed individual 
or individuals.  Schedule required second EOM and higher PMCS per the 
appropriate unit or section unit, or section in accordance with TM 4700-15/1_. 

 
PMCS 
Requirement 

All PMCS requirements are scheduled in accordance with the equipments 
technical publication.  If no publication exist, first echelon PMCS will be 
conducted in accordance with units’ maintenance management SOP.  

 
Annual 
Maintenance 
Interval 

An annual maintenance interval will be scheduled unless the equipment’s 
appropriate technical publication identifies a requirement to conduct second 
EOM or higher PMCS on a more frequent basis. 

 
Second Echelon 
PMCS 

Second EOM and higher PMCS are scheduled per TM-4700-15/1__.  This 
does not relieve the unit from its responsibility to conduct first EOM PMCS.  
In preparing rosters, care must be taken to ensure that the workload is 
staggered so that all items of one type of equipment are not scheduled for 
PMCS at the same time. 

 
Personnel 
Qualifications 

This section of the SOP will dictate certain prerequisite qualifications for 
personnel (armorers/custodians) assigned to the armory.  The current 
reference that dictates the contents of an SOP is contained in MCO P4790.2_ 
MIMMS Field Procedures Manual.   

Continued on next page 
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NAVMC 10561:  Preventive Maintenance Checks and 
Services Roster, Continued 

 
Multiple 
Equipment 

For multiple equipment, the equipment from each unit or section area is 
considered as an individual item for scheduling and performing the required 
maintenance. 
 
The officer responsible for the equipment will ensure that the PMCS 
coordination between the various maintenance activities is accomplished. 
This should increase equipment readiness for the unit commander.  

 
PMCS 
Scheduling 

Maintain at least one active scheduled and one interval under preparation 
(used to schedule the next PMCS).  At completion of a PMCS, schedule the 
next PMCS.  The schedules for current and upcoming year may be 
maintained if directed or desired. 

 
Preparation of 
NAVMC 10561 

The following steps are those required to properly fill out and maintain the 
NAVMC 10561. 

 
Step Block Action 

1 MODEL/ 
USMC NO. 

• Enter the type of equipment and serial number. 
• Schedule and conduct PMCS on items of 

equipment with more than one TAMCN; for 
example, end-item and attachment.  The end 
item being scheduled one line below the 
previous end item. 

• Skip a line between different types of equipment.
2 YEAR  Enter the calendar year. 
3 MONTH  Enter appropriate month symbol listing PMCS and 

reschedule the next PMCS. 
4 REMARKS Enter justification for any PMCS completed during 

the month other than that originally scheduled. 

 
Filing Maintain current (active) copies of NAVMC 10561 in the administrative 

office of the weapons custodian, or have them in a separate binder marked 
and easily accessible for the armory chief. 

Continued on next page 
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NAVMC 10561:  Preventive Maintenance Checks and 
Services Roster, Continued 

 
Disposition Retain the NAVMC 10561 that has all required PMCS completed for a 

minimum of one year.  For weapons and equipment requiring a biennial 
PMCS, retain the NAVMC 10561 for two years.  Further instruction on the 
NAVMC 10561 can be found in the TM 4700-15/1_ on 2-4-1 through 2-4-4. 
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NAVMC 10245:  Equipment Repair Order 

 
Purpose The purpose of the equipment repair order (ERO) is to request modification, 

calibration, corrective maintenance (CM), preventive maintenance checks and 
services, and limited technical inspection (LTI) on all ground equipment 
within the unit’s organic maintenance capability. 
 
The ERO is used for transmitting work to EOM.  For example a weapon 
requires a new barrel, and the ERO transmits that work up to the next highest 
EOM.  Use the ERO to request maintenance, and to record/report the 
maintenance performed.  Armorers will use an ERO in all instances of 
maintenance activity.  

 
Preparing 
Activity 

The armorer or custodian of the activity that has the equipment is responsible 
for the initial preparation of an ERO to include completion of the heading and 
description of work to be performed.  The preparing activity assigns an ERO 
number and completes the description of work. These are required entries. 

 
Julian Date  Completion of maintenance forms, including the ERO, requires the use of 

Julian date, which has four digits.  The first digit indicates the last number of 
the current year.  The last three indicate the numbered day of that year.  Two 
examples are shown below. 

  
Calendar Date Julian Date 
1 January 2004 4001 

  1 February 2004 4032 

 
Maintenance 
Unit 

The maintenance section will acknowledge receipt for the equipment by 
completing the accepted by, date (DRIS), and ERO No. blocks.  Additional 
blocks will be completed as indicated by the preparation instructions found in 
detail in the TM 4700-15/1_.  The maintenance section will annotate any 
work performed on the equipment and will close out the ERO.  

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

 
Evacuated 
Maintenance 
Equipment 

When the maintenance section needs to evacuate the equipment to a higher 
EOM, they use an ERO.  The maintenance section will prepare a new ERO, 
completing those items required of the preparing activity and use the initial 
ERO number as the request number. 

 
Second Echelon  When an end item of equipment, for example, a machinegun, requires second 

EOM or higher, the armorer or custodian will prepare a second echelon EOM 
ERO, completing those items required of the preparing activity. 
 
The maintenance section providing second EOM will accomplish all repairs 
within its authorized EOM and record those actions on the second EOM 
ERO. 
 
When a maintenance section is not part of MIMMS AIS and is providing 
second EOM, the maintenance section will use the form the second EOM 
section uses, or an ERO to induct the second EOM into MIMMS AIS. 
 
When an end item of equipment requires repair beyond second EOM, the 
maintenance section providing second EOM will prepare a third EOM ERO 
completing those items required of the preparing activity. 

 
Beyond Third 
Echelon 

When an end item requires repair beyond third EOM, the maintenance section 
providing the EOM will prepare a fourth EOM ERO, completing those items 
required of the preparing activity.  
 
Most armorers on your level will never have to deal with the above, but the 
detailed instructions for the preparation and disposition of such records can be 
found in the TM 4700-15/1_ and the UM 4790-5_. 

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

 
ERO Copies The ERO consists of four sheets.  Completion of the ERO creates an original 

document and three carbon copies.  Distribution of the original and three 
copies are essential in the maintenance process.  Below and on the following 
page are the colors of the ERO and their respective designations. 
 
• White - original 
• Yellow - carbon copy 
• Green - carbon copy 
• Pink - carbon copy 

 
White Copy 
(Original) 

The “white copy” is the original portion of the ERO.  This is used to record 
maintenance actions.  This is returned to the preparing activity when the work 
is completed.  The using and owning unit then files the white copy in its files 
or record jacket for the equipment in question.  The white or original will be 
kept on file for one year. 
 
SOP for unit maintenance will dictate particulars when maintenance forms 
and their retention in record jackets or files are in question. 

 
Yellow Copy 
(First Carbon) 

The yellow copy is the first carbon for the ERO.  The maintenance activity 
returns the yellow copy to the owning unit as a receipt upon acceptance of the 
ERO and equipment.  When necessary maintenance services are completed, 
the owning unit returns the yellow carbon copy to the maintenance activity 
and exchanges it for the equipment.  The maintenance activity destroys the 
yellow copy.  The thing to remember is that the yellow is the receipt for a 
weapon: do not lose it! 

 
Green Copy 
(Second 
Carbon) 

The green copy is used upon completion of the maintenance service and 
retained in the file of the maintenance activity for a minimum of one year.  
However, there is one exception.  If the maintenance activity is also the 
owning unit, that is if the owning unit performs its own repairs, it will have 
custody of the equipment records.  In such case, retention of the green copy is 
not required since the white copy (the original) is always kept with the 
equipment. 

 
Pink Copy 
(Third Carbon) 

The pink copy is the administrative copy.  Dispose of it according to the local 
SOP. 

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

 
Using an ERO The following information will help you, the armorer, to decide on when to 

use an ERO. Use the ERO whenever: 
 
• A unit is authorized 2nd echelon maintenance. 
• Equipment is evacuated to a higher echelon of maintenance. 
• Parts or items for shop overhead are required for maintenance. 
• Maintenance includes calibration and modifications. 
• Crew/operator materials and SL-3 components are required.  

 
Note:   The detailed procedures for the above can be found in the TM 4700- 
            15/1_ and the MCO P4790.2_. 

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

  
NAVMC 10245  

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

 
Preparation 
Instructions 

The ERO will be prepared in various ways depending on the type of 
maintenance activity.  What will follow is a brief description of the blocks on 
an ERO, and the required entries to those blocks.  Full procedures can be 
found in the TM 4700-15/1_ and the MCO P4790.2_. 

 
Block No. Description 

1 ERO NO. – Enter the maintenance activity assigned ERO No. 
2 SERIAL NO. Turned In If Different From Below – Preparing 

activity enters equipment serial no. when serial no. is a 
different serial no. other than what is in Block 11. 

3 ACCEPTED BY (Signature) – Individual directed to authorize 
repairs signs in this block. 

4 DATE (DRIS [Date Received in Shop]) – Maintenance section 
enters the Julian date the equipment is accepted. 

5 ORF (Operational Readiness Float) – Leave field blank. 
6 ORGANIZATION DOING REPAIRS – Preparing activity 

enters the name of organization doing repairs. 
7 DEST. AC (Destination Activity) – Preparing activity enters 

the address code (AC) of activity conducting maintenance. 
8 REQUEST NO./OLD ERO NO. – Preparing activity enters ERO 

no. assigned to its ERO when equipment is being evacuated. 
9 DCD (Deadline Control Date) – Preparing activity enters Julian 

date the equipment was deadlined. 
10 ECH (Echelon – Preparing activity enters the EOM performing 

repairs. 
11 SERIAL NUMBER – Preparing activity enters serial number of 

equipment actually turned in. 
12 JOB ID – Leave field blank. 
13 QTY (Quantity) – Preparing activity enters the total number of 

equipment to be repaired under a specific ERO number.  
14 RDD (Required Delivery Date) – Preparing activity enters the 

RDD (Julian date) the equipment is required. 
15 OWNING ORGANIZATION – Preparing activity enters the 

name of the equipment owner. 
16 OWNER AC - Preparing activity enters the activity address 

code of the unit to the equipment belongs to 
17 AUTHORIZED BY (Signature) DATE – Individual 

authorizing work at the preparing activity signs and enters the 
Julian date. 

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

 
Preparation 
Instructions, 
continued 

 

 
Block No. Description 

18 DEFECT – Preparing activity enters the defect code that best 
describes maintenance being conducted (defect codes can be 
found in the UM-4790-5). 

19 PRI (Priority) – Preparing activity enters the priority of the 
ERO per MCO 4400.16. 

20 ID (Item Designator) NUMBER – Preparing activity enters 
the system ID number. 

21 NOMENCLATURE – Preparing activity enters the short 
name and/or model number of the equipment. 

22 CATEGORY CODE (Circle One) – Preparing activity circles 
the category code that describes the category of the equipment 
undergoing maintenance when inducted.  Codes and their 
descriptions can be found in TM 4700-15/1, pages 2-2-9–2-2-
10. 

23 JOB STAT – Maintenance section enters the job status code 
that describes the maintenance status of the equipment.  Job 
status codes are in UM-4790-5. 

24 JON (Job Order Number) – Leave field blank. 
25 SHOP SECT (Section) – Maintenance section enters the shop 

section code that describes the unit or section maintenance 
section shop conducting repairs.  Shop section codes are 
found in the UM-4790-5. 

26 RELEASED FROM INVESTIGATION (Signature) – Leave 
field blank. 

27 DISPOSITION-REFERENCE – Intermediate maintenance 
(3rd/4th echelon) activity enters the reference documentation 
when the equipment has been declared unserviceable. 

28 OWNER’S PHONE NO. – Preparing activity enters the 
telephone number of the contact when equipment is ready for 
pick up. 

29 SEC REP NSN (Secondary Repairable National Stock 
Number) – Leave field blank. 

30 REMARKS – Enter any other information considered 
appropriate by the preparing activity or maintenance section. 

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

 
Preparation 
Instructions, 
continued 

 

 
Block No. Description 

31 CARD TYPE (Circle One) – Maintenance section circles a 
desired letter or number to indicate the type action the 
maintenance will be.  Example, T or 3 card transaction. 

32 • NSN OF ITEM – Maintenance section enters NSN of 
when required for certain transactions.  A detailed 
example is given in TM 4700-15/1_, page 2-2-13, para. 
(32). 

• T-DRIS – Maintenance section enters the Julian date the 
equipment was accepted in the shop performing repairs. 

33 WSC (Weapon System Code) – Maintenance section enters 
the WSC of the equipment to be repaired.  Codes are found in 
TM 4700-15/1_, p. 2-2-14. 

34 NOMENCLATURE – Maintenance section enters the 
nomenclature for the maintenance transaction.  Nomenclature 
is of the equipment being repaired. 

35 TAM CN/ID NO. – Preparing activity or maintenance activity 
enters the TAM CN/ID No., where applicable. 

36 ITEM NO. – Maintenance section enters the number of each 
task performed in number sequence.  This number may 
correspond to a task number in a TM.  If so, TM must be 
referenced in the “Description of Work” block one time.  
Details can be found in TM 4700-15/1_, p. 2-2-14. 

37 DESCRIPTION OF WORK – Preparing activity will enter a 
brief description of each task to cover symptoms of failure 
and repair. 

38 LABOR (Hours) – Maintenance section enters the total labor 
hours to the nearest one tenth of an hour required to repair 
each defect listed in the “Description of Work” block. 

39 MECHANIC (Signature) – Person repairing defect will sign 
after correction of defect.  If more than one person performs 
repair, senior person will sign. 

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

 
Preparation 
Instructions, 
continued 

 

 
Block No. Description 

40 STATUS – Enter changes to equipment as they occur; for 
example, short tech, repairs in progress, and repairs complete.  
This provides a history of the equipment on the ERO.  Status 
explanations are contained in the UM-4790-5. 

41 CODE – Maintenance enters job status code that corresponds 
to the job status entered in the status column.  Job status codes 
are contained in the UM-4790-5. 

42 STATUS DATE – Maintenance section enters Julian date 
changes occurred to status of equipment being repaired. 

43 NON-SASSY PARTS/NOM., NSN OR PART NO. – 
maintenance leaves field blank. 

44 QTY (Quantity) – Leave field blank. 
45 COST – Section leaves field blank. 
46 CIV. LABOR CHG. (Civilian Labor Charge) – Maintenance 

section enters the total civilian labor charge to the nearest 
cent. 

47 NON-SAAY PARTS CHG. – Maintenance leaves field blank.
48 DATE CLOSED – Maintenance section enters the Julian date 

the equipment was returned to the owning unit. 
49 MIL LABOR HRS (Military Labor Hours) – Maintenance 

section enters total military hours used during the repair of 
equipment to the nearest tenth of an hour. 

50 CLOSE STAT – Maintenance section enters the appropriate 
job status code. 

51 NO. UNSERV (Number Unserviceable) – Maintenance 
section enters the number of secondary reparable items that 
were washed out of the maintenance cycle.  Entry is optional 
for units not supported by MIMMS AIS. 

52 EOTC (Equipment Operating Time Code) – Maintenance 
section enters EOTC for the equipment repaired.  Valid 
entries:  “D” for days and “R” for rounds for weapons you 
will find in an armory. 

Continued on next page 
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NAVMC 10245:  Equipment Repair Order, Continued 

 
Preparation 
Instructions, 
continued 

 

 
Block No. Description 

53 PRIMARY METER READING – Maintenance enters the 
Equipment Operational Time Indicator reading at the time the 
equipment was repaired.  Detail is contained in the Tm 4700-
15/1_. 

54 TASK DATA FIELDS– Maintenance section enters the task 
data of equipment repaired. 
 
• DEFECT 1, DEFECT 2, DEFECT 3 

   –  Enter the appropriate defect codes as recorded. 
• Tasks 

   –  Leave this field blank. 
• Man-Hours 

   –  Leave this field blank. 
55 INSPECTED BY (Signature) – Maintenance section person 

that performed the quality control inspection will sign here 
and enter the Julian date of inspection. 

56 OWNER NOTIFIED (Name) – Maintenance section enters 
the name of the individual in the owning unit who was 
notified to pick up equipment when work was completed. 

57 DELIVERED TO – Armorer or custodian signs and dates 
ERO to receive equipment upon completion of maintenance. 

 
Filing and 
Disposition 

Use the white copy of the ERO to update any additional armory records, and 
maintain original ERO as part of the equipments record.  Retain the white 
copy for one year from the date of ERO closure. 

 
Additional 
Information 

The technical manuals, Marine Corps Orders, and user’s manuals should be 
consulted and used in all instances when writing an ERO.   
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NAVMC 10925:  ERO Shopping Transaction List  

  
Purpose The ERO Shopping Transaction List (EROSL) is a dual-purpose form.  It 

serves as the ERO shopping list and as an input sheet to order items through 
the MIMMS system.  You will use the EROSL in conjunction with the ERO 
to order, receive, and cancel orders for weapons and weapon systems.  Refer 
to the TM 4700-15/1_ and UM 4790-5 for detailed instruction on the 
NAVMC 10925. 

 
NAVMC 10925 

 

 
 

 
Configuration The EROSL is distributed in a pad of 100 sheets, and it is self-carbonizing to 

permit preparation of any number of copies.  The front and back covers of the 
pad are printed with instructions and may be used as templates for completing 
the EROSL. 

 Continued on next page 
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NAVMC 10925:  ERO Shopping Transaction List, Continued 

 
Header 
Instructions  

The following is an explanation on the preparation header portion of the 
NAVMC 10925. 

 
Step Action 

1 UNIT – Enter your unit and section.  This will tell supply 
section the individual who is submitting the information. 

2 DATE – Enter the Julian date. 
3 MAINT. – Initial and date if you are the armorer 

preparing the EROSL or the Marine authorized to approve 
the priority on this requisition. 

4 MATERIAL USAGE CODE – Circle the code that 
identifies the type of part ordered and how it is used. 
 
• 6 for SL-3 
• 7 for corrective maintenance 
• 8 for modifications 
• 9 for preventive maintenance 

5 SHOP SECTION – Enter the shop section code indicated 
on the ERO. 

6 Line A – Enter the source document (TM, SL-3, etc.) that 
lists the NSNs and unit of issue of the parts being ordered. 

7 Lines B through R are directed by local SOPs. 
8 The following is the all-inclusive explanation for the 80 

columns on the NAVMC 10925:  Detailed instructions for 
this part of the NAVMC 10925 can be found in the TM 
4700-15/1_ or the UM 4790-5. 

Continued on next page 
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NAVMC 10925:  ERO Shopping Transaction List, Continued 

 
Transaction 
Instructions 

The following is an explanation on the preparation transaction section of the 
NAVMC 10925. 

 
 Column Description 

1 Enter the transaction code for the request.  For example, 
“4” for a parts request. 

2-6 Enter the ERO number. 
7-10 Leave blank. 
11-23 Enter the NSN of the repair part. 
24-26 Enter the quantity of the repair parts being ordered. 

27 Refer to local SOP. 
28-40 Reserved for Supply and the document number. 

41 Refer to local SOP. 
42, 43 Enter the priority of the repair part. 
49, 50 Enter the unit of issue. 
51-64 Enter the Job Order Number (JON). 

65 Refer to local SOP. 
66 Enter “R” if part is recurring, “N” if part is non-recurring. 
67 Enter the Not Mission Capable Supply (NMCS) indicator 

code. 
68, 69 Enter the advice code.  For example, “SC” for scrounge, 

“PB” for pre-expend bin items, or “99” for items obtained 
through open purchase. 

70-79 Enter the abbreviated or full nomenclature when possible 
of the part requested.  

80 Enter the “A” for first time order or “C” for a change to the 
EROSL changing a status.  

Continued on next page 
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NAVMC 10925:  ERO Shopping Transaction List, Continued 

 
Disposition Take the completed EROSL to your NCOIC who will submit it to supply.  In 

the case where you are the responsible officer for submittal, take the EROSL 
to supply. 
 
Supply will complete the EROSL and return a second copy to you or your 
section.  Supply will then order or “key punch” the EROSL.  The original 
EROSL will be returned to your section and will be attached to the ERO until 
the ERO is closed out.  Then the EROSL will be destroyed. 

 
Gunny’s Advice  When dealing with the EROSL, remember that there can be any number of 

parts ordered under one ERO number, up to 99.  This means that your 
EROSL can have numerous parts on it that you must keep track of as they are 
received.  When you receive a part, do not forget to annotate the Julian date 
that was signed on the EROSL.  
 
This can be accomplished by placing your initials and the Julian date below 
the NSN on the EROSL.  After this is accomplished, use a highlighter to 
highlight the NSN, date, and initials to signify receipt of the part in question. 
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Daily Process Report 

   
Background The Daily Process Report (DPR) tracks all functions of maintenance and 

those parts and items needed to repair weapons and their systems.  The 
following will be a brief overview of the DPR.  

 
Purpose The purpose of the DPR is to serve as a management tool for active NAVMC 

10245 (EROs).  The information on the report provides the armory 
SNCOIC/NCOIC a complete history of an item in the maintenance cycle. 
 
The DPR lists all pertinent information on the present status of each system 
undergoing repairs under an ERO number. 

 
Distribution 
and Use 

The DPR is printed and distributed to the armory by the MMO office.  The 
armorer is responsible for reading and annotating the DPR each day to ensure 
the status of an ERO stays current. 

 
DPR 
Importance 

The DPR enables the armory supervisor to stay on top of maintenance being 
conducted.  This will prevent catastrophic errors within the maintenance cycle 
in the future.  This is the most important document that the armorer has in the 
armory. 

 
Gunny’s Advice  There are some 42 different entries on a DPR, much of the completion of 

which is the responsibility of the shop supervisor.  As new armorers, your 
responsibility will be to adhere to the policies and directives established by 
local MMO SOP when it comes to the DPR. 
 
You will receive direction from your armory SNCOIC/NCOIC.  This 
individual will guide you in developing your annotative skills on a DPR. 

Continued on next page 
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Daily Process Report, Continued 

  
DPR Example The report below shows all maintenance activity for the unit. 
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Lesson 1 Exercise 

 
Directions Complete exercise items 1 through 8 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

 
Item 1 Which of the following completes step 4 in the preparation of the NAVMC 

10561? “Enter justification for _____ PMCS ________ during the ________ 
other than that originally scheduled.” 
 
a. any, completed, month 
b. a certain, completed, month 
c. any, scheduled, month 
d. any, completed, fiscal year 

 
Item 2  Which of the following completes the statement about the time period that a 

NAVMC 10561 must be retained?  “Retain the NAVMC 10561 that has all 
___ completed for a minimum of ___ year(s).” 
 
a. required PMCS, three  
b. required PMCS, two 
c. required PMCS, one  
d. PMCS, one  

 
Item 3 Identify the best use of the NAVMC 10245.  The ERO is used for 

 
a. transmitting work to higher echelons of maintenance and for recording/ 

reporting the maintenance performed. 
b. reporting work echelons of maintenance and for recording/reporting the 

modifications. 
c. transmitting work requests to MMO and for recording/reporting the 

maintenance performed. 
d. transmitting work to lower echelons of MMO and for recording/reporting 

the maintenance performed. 

 Continued on next page 
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Lesson 1 Exercise, Continued 

 
Item 4 The _________ sheet is the original portion of the ERO. 

 
a. blue 
b. pink 
c. white 
d. yellow  

 
Item 5 The MATERIAL USAGE CODE you would enter for SL-3 on the NAVMC 

10925 is  
 
a. 9. 
b. 8. 
c. 7. 
d. 6. 

 
Item 6 The references used to prepare the NAVMC 10925 include 

 
a. TM 4700-15/1_ or the UM 4790-5. 
b. TM 4700-16/1_ or the UM 4790-7. 
c. TM 4701-15/1_ or the UM 4791-7. 
d. TM 4701-14/2_ or the UM 4792-6. 

 
Item 7 The Daily Process Report 

 
a. serves as a management tool for active equipment repair orders. 
b. manages parts for the SNCOIC/NCOIC during a maintenance cycle. 
c. conducts maintenance for the armory during an operation. 
d. prepares the SNCOIC and NCOIC for the maintenance cycle. 

 
Item 8 The DPR is printed and distributed to the armory by the ___________ office. 

 
a. S-4 
b. S-3 
c. administrative 
d. MMO 

Continued on next page 
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Lesson 1 Exercise, Continued 

 
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 a 4-6 
2 c 4-7 
3 a 4-8 
4 c 4-10 
5 d 4-19 
6 a 4-19 
7 a 4-22 
8 d 4-22 

 
Lesson 
Summary 

Maintenance forms covered in this lesson are used on a daily basis.  The 
importance of these forms cannot be stressed enough.  Stay on top of these 
forms and ensure they are neat and the information in the blocks is correct. 
 
In the next lesson, we will cover the E2900 small arms tool kit. 
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LESSON 2 

ARMORER’S TOOLKIT (E2900) 

Introduction 

 
Scope Because all armorers are responsible for some type of maintenance, you must 

know how to identify and use select tools.  This lesson will give you the 
ability to identify the tools in the inventory of the E2900.  

 
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
 
• Identify information pertaining to the armorer’s toolkit (E2900). 
 
• Identify the tools included in the inventory of the E2900. 
 
• Identify the use of various tools found in the E2900 toolkit. 

 
In This Lesson  This lesson contains the following topics: 
 

Topic See Page 
Introduction 4-27 
E2900 Basics 4-28 
Punches 4-29 
Files 4-31 
Hammers 4-35 
Screwdrivers 4-36 
Special Use and Miscellaneous Tools 4-37 
Lesson 2 Exercise 4-42 
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E2900 Basics 

 
Importance of 
E2900  

The E2900 toolkit is the most important item issued to an armorer.  The 
toolkit contains all the tools you as an armorer will require to maintain, repair, 
service, and modify infantry weapons. 
 
The toolkit is a Table of Equipment (T/E) item:  one kit is authorized for each 
infantry weapons repairman (MOS 2111 armorer). 

 
Inventory The toolkit is set up in such a way that you can easily see the number and 

type of tools you have.  Before you are issued the E2900, you should 
inventory the toolkit with the issuer to ensure you sign for a complete and up-
to-date toolkit, according to the kit’s SL-3. 
 
You are required to inventory the kit once every six months.  Make sure 
inventory is documented and retained just like any other SL-3 inventory.  To 
ensure tool retention and tool cleanliness, you should inventory your E2900 
toolkit every month. 
 
I know what you are saying: “What if I do not use that much?”  Tools can 
become misplaced, lost, or stolen, and from time to time require PM 
conducted.  This once-a-month inventory is also a great way to know your 
toolkit and its SL-3. 

 
Tool Storage The toolkit stores and protects your tools from the elements. The toolkit 

prevents unauthorized use and issue.  It comes with felt-lined drawers and is 
lockable.  Remember to lock your toolbox. 

 
Toolkit Issue Each toolkit should be inventoried, and secured with a padlock prior to being 

issued out to armorers.  This can be accomplished with the use of the 
NAVMC 10359:  Equipment Custody Receipt Card.  This will ensure that 
armorers are held accountable for their toolkit. Armorers remember:  never 
loan your tools! 

 
Tool Use The use for every tool will not be explained in this course; however, this 

course will explain the use of certain tools. 
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Punches 

 
Hand Punches The E2900 contains one punch set consisting of nine punches and case.  In 

addition, your toolkit has eleven other individual punches, making a total of 
20 different punches issued with your toolkit.  Usually made of tool steel, a 
hand punch is a fine tool that you hold in your hand and strike with a hammer 
to dent, stake, or dislodge parts or objects on a piece of equipment. 
 
The handle may be octagonally shaped and rounded, or edged to prevent your 
hand from slipping as you use it.  There are four common types of punches 
you as an armorer will use for weapon repair: 
 
• Center punch  
• Drift punch 
• Drive pin punch 
• Aligning punch 

 
You will determine the correct punch for the job by the shape of the working 
end.  It is very important that you remember to use the correct punch for the 
job you are performing. 

 
Center Punch A center punch has a cone-shaped point terminating in a 90-degree conical 

tip.  Use it to start holes for drilling, marking, and staking. 

 
Drift Punch  A drift punch (also called starting punch) is made with a shorter taper 

extending from the flat tip to the body of the punch.  This punch is designed 
to withstand the shock of the heavy hammer blows required to knock out 
rivets after the heads are chiseled off. 
 
The drift punch with heavy hammer blows will also dislodge straight or 
tapered pins from their seats. 

 
Drive Pin 
Punch 

Use the flat-tipped punch to drive out pins or rivets that have been loosened 
with a drift punch. 

 
Aligning Punch The aligning punch looks similar to the drift punch; however, there is a 

difference.  Unlike the drift punch, the aligning punch has a long taper from 
the flat tip to the body. 

Continued on next page 
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Punches, Continued 

 
Hand Punch 
Set 
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Files 

 
Large and 
Small Files 

The toolkit contains four large files and a set of twelve small files.  The 
graphics depict these.  The most useful files the armorer has are the Swiss 
pattern files (small file set). 

 
 
Large Files 

 
 

 
 
Small File Set 

Continued on next page 
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Files, Continued 

 
Using the File The armorer uses a file to remove worn or rough material from objects or 

parts.  As you can see from the illustrations, files are made in different 
lengths, shapes, cuts, and teeth spacing. 

 
File Cut Teeth shape and placement are called file cut.  Various cuts are described in 

the following blocks and graphics. 

 
Single-Cut File This cut has a single set of teeth running parallel to each other and diagonally 

across the face of the file. 

 
Double-Cut File This has two sets of teeth running diagonally and overlapping each other. 

 
Rasp-Cut File Not shown in the course, this cut has each tooth formed individually, side by 

side, to form a row of teeth at right angles to the file’s edge.  

 
Types of Cuts Below are examples of different types of cuts. 

 

Continued on next page 
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Files, Continued 

 
Teeth Spacing Spacing between each row of teeth determines the amount of material that can 

be removed by one even file stroke.  Wider teeth spacing on the file makes 
the cutting faster, but the finish to the object will be rougher.  In both the 
single and double file cut, the spacing of the teeth determines the file grade.  
Described for the graphic on the preceding page, the widest to the closets file 
cuts are as follows: 
 
• Coarse 
• Bastard 
• Second-cut 
• Smooth 

 
File Shape Files are made in various shapes to perform specific filing jobs.  These are 

small, slender, and usually no longer than 5½ inches in length.  One end is 
shaped into a handle.  There are twelve different shapes specially designed for 
doing fine, delicate work on equipment or individual weapons parts and 
assemblies. 

 
File Selection When filing, you must know how to choose the proper file and how to use it.  

The following is a table that describes the material most commonly found in 
the armory, and the file that is best suited for that material. 

Continued on next page 

MCI Course 2124G 4-33 Study Unit 4, Lesson 2 



Files, Continued 

 
File Selection 
Table  

 

 
Material File to Use 

Brass, bronze 
(any soft metal) 

• Begin with single- or double-cut bastard tooth file. 
• Finish with single- or double-cut smooth tooth file. 

Aluminum or lead Single- or double-cut bastard or second-cut tooth file. 
Heavy, rough 
cutting 

Double-cut coarse tooth file. 

Wood or plastics Rasp-cut file. (Rasps are available in round, half-
round, and flat shapes.) 

Finishing cuts Second-cut or smooth single-cut tooth file. 
Hard steel Single- or double-cut smooth tooth file. 
Cast iron cutting • Begin with single- or double-cut bastard tooth file. 

• Finish with single- or double-cut second cut tooth 
file. 

Soft metal • Begin with single- or double-cut tooth file. 
• Finish with single- or double-cut smooth tooth file. 

 
File Cleaning 
Brush 

After heavy file use, the next task is to clean those used files.  The file 
cleaning brush is provided for this very task.  Use it. 

 

 
Care and 
Maintenance 

Take care in using these Swiss files.  They are very brittle and can be very 
easily broken.  This usually occurs at the tip of the file when you least expect 
it.  If this happens, you must replace the file because damage of this type 
makes the file unserviceable. 
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Hammers 

 
Types Every hammer has a handle for holding and a head for striking.  Hammers are 

designed to drive nails, spikes, bolts, and wedges; they are also used to strike 
chisels and punches, and to shape metal. 
 
Your toolkit contains three hammers.  Below from left to right are a ball peen 
hammer, plastic hammer, and brass hammer.  Each of these hammers has one 
of two faces.  They are either hard faced or soft faced. 

 
Hard-Faced 
Hammer 

The ball peen hammer is made of forged tool steel.  The flat end of the head is 
called the face and is used for most hammering tasks such as striking chisels 
and punches.  The other, rounded end of the head is called the peen.  Since 
the peen end has a smaller diameter than the face, it is also useful for striking 
areas that are too small for the face.  The peen is also useful for flattening 
rivets and pins. 

 
Soft-Faced 
Hammer 

The soft faced hammer head is made of brass, a composite, or solid plastic.  
As an armorer, you will use the soft-faced hammer on soft metals like brass, 
or when there is a danger of damaging the work surface of the equipment or 
part.  Because the heads are soft, these hammers can become battered very 
quickly and may require frequent replacement.  
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Screwdrivers 

 
Screwdriver 
Types and 
Shapes 

Screwdrivers are available in various shapes and lengths.  They are used to 
remove and install all types of screws.   
 
When a screwdriver becomes nicked, the edges become rounded, or when 
other damage occurs that causes the screwdriver to fit poorly in the screws 
slot, or the screwdriver is unable to remain securely in the screw slot, then the 
screwdriver must be reground, filed or replaced.   
 
Always use the proper size screwdriver for the job. 

 
Screwdriver 
Use 

Your toolkit contains nine different screwdrivers and a screwdriver ratchet 
handle.  Their only use is to remove or install screws!  Never use your 
screwdrivers to pry or chisel metal, wood, or for that matter, any other 
material.  Shown is one of the nine screwdrivers and the screwdriver ratchet 
handle. 
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Special Use and Miscellaneous Tools 

 
Pliers Pliers are made in many styles and sizes; they hold, grip, and twist items for 

different situations that require certain specifications.  The types most often 
used in the armory are shown below. 
 

 
 
 needle nose             diagonal              parallel jaw     wire twister        retaining ring      
 
All these pliers have cutters machined into their design except for the 
retaining ring pliers.  These pliers are not to be used on hard metal surfaces; 
doing so will cause undue wear on the teeth making the pliers useless when it 
comes to griping objects.  Pliers are not to be used to turn nuts or bolts.  
When pliers are not in use, apply a thin coat of authorized lubricant to them to 
prevent the action from freezing up and other weapons. 

 
Using Pliers Best use for the different kinds of pliers are as follows: 

 
• Needle nose pliers are good for working in limited space. 
• Diagonal pliers are designed for cutting wire, such as safety wire. 
• Parallel jaws pliers have jaws that open parallel to each other; use them to 

bend or form metal in certain areas to conform to the item being repaired.  
• Wire twister pliers are used to twist wire to fix items to weapons such as 

serial number tags. 
• Retaining ring pliers are used for removing and installing slip rings on the 

M16A2 rifle. 

Continued on next page 
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Special Use and Miscellaneous Tools, Continued 

 
Whetstones The armorer’s tool kit also comes with a set of whetstones.  These stones are 

used to sharpen or hone objects that the armorer may find rough or jagged.  
The graphics below display the different shapes of whetstones.  The different 
stones can be used for different stoning situation.  For example, removing 
burrs or to polish and smooth metal-mating surfaces of weapons.  

  
 
The toolkit contains six stones.  A coarse stone can be used for removing 
metal rapidly.  Use a medium stone on surfaces not requiring a finished edge, 
and use a fine stone to polish finished surfaces.  When not using these stones, 
carefully place them in your toolkit because they break easy. 

Continued on next page 
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Special Use and Miscellaneous Tools, Continued 

 
Clamp Base 
Bench Vise  
 

The bench vise is composed of a vise and two clamps.  Use one clamp to 
firmly attach the entire vise to the edge of the bench.  Use the other clamp to 
adjust the opening and closing of the vise jaws.  The vise jaws hold items or 
components of weapons stationary for specific work.  Your toolkit contains 
one vise.  Pictured below is a clamp base bench vise. 
 
 

 
 

 

 
Copper Vise 
Jaw Caps 

Use the copper vise jaw caps when holding soft or polished metal-surfaced 
items in your vise to prevent undue damage from occurring to the item or 
component.  Clamp the component or material securely to prevent slipping, 
but not so tight that it will damage the work in question.  Your toolkit 
contains one set of copper vise jaw caps.  Pictured below is a set of copper 
vise jaw caps. 
 

 

 
 

Continued on next page 
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Special Use and Miscellaneous Tools, Continued 

 
Socket Head 
Screw Key 
(Allen Wrench 
Set) 

Many weapons and components you will work with have recessed heads. 
These heads will have the setscrews and cap screws on them.  A recessed-
head screw usually has a hexagonally shaped (six-sided) recess, but it may be 
square shaped. 
 
Removing and installing this type of screw requires a tool that fits into the 
recess.  This tool is called a socket-head screw key, or as it is more commonly 
referred to, an Allen wrench.  This L-shaped bar is made of steel with a 
hexagonal or square end designed to fit recessed screws.  Pictured below is 
the set of eight socket-head screw keys of various sizes found in your tool kit. 
 
 

 
 
 
Use the short end of the wrench for final tightening, or to loosen tight screws; 
use the long end of the wrench to turn the screw rapidly when you need very 
little leverage.  Make sure you use the correct size screw key to avoid 
grinding the screw slot out of shape.  Rounded (“stripped”) screw slots make 
screw removal nearly impossible, or at the very least, frustrating and difficult.  
If the screws are rusted and resist turning, apply a light coat of cleaning 
lubricant protective (CLP), wait a few minutes, then attempt the process of 
loosening again.   

Continued on next page 
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Special Use and Miscellaneous Tools, Continued 

 
Wrenches As an armorer, you will use two types of wrenches (pictured).  One is a 10-

inch adjustable wrench (left) with one stationary jaw and one adjustable jaw.  
The other (right) is an open-end wrench, metal hand tool with handle and two 
stationary jaws.  Wrenches are used to tighten and loosen nuts, bolts, and 
screws (not recessed). 
 
 

 
 
 
An armorer working on the M2 .50 cal. machinegun will use the open-end 
wrench to remove the retracting slide handle from the retracting slide lever 
and reinstall.  This is because the open-end wrench is easy to use on that part 
which makes the proper tool for the job. 

 
Special Tools Mission accomplishment sometimes requires a need for special tools that are 

not part of the E2900.  You can purchase these tools in places such as the 
local hardware store or the Home Depot.  But remember that permission for 
these tools to be in the armory and used on armory equipment must come in 
written form from the commanding officer.  The commanding officer is the 
only one that can authorize a special tool allowance.  Never retain or use 
unapproved tools in the armory. 
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Lesson 2 Exercise 

 
Directions Complete exercise items 1 through 5 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

 
Item 1 An inventory of the E2900 toolkit will be conducted  

 
a. once every six months. 
b. once every twelve months 
c. once every sixteen months. 
d. once issued every 24months months. 

 
Item 2 The E2900 contains one punch set consisting of _____ punches and case. 

 
a. 12  
b. 11  
c. 10  
d.   9  

 
Item 3 The armorer uses a file to ______ worn or rough material ____ objects or parts. 

 
a. pry, from  
b. grind, from  
c. form, into  
d. remove, from   

Continued on next page 
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Lesson 2 Exercise, Continued 

  
Item 4 Complete the description for a single-cut file:  a single set of  

 
a. diagonal rows of teeth connecting to each other. 
b. teeth overlapping each other.  
c. diagonally parallel rows of teeth. 
d. teeth running parallel to each other diagonally across the file. 

Continued on next page 
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Lesson 2 Exercise, Continued 

 
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 a 4-28 
2 d 4-29 
3 d 4-32 
4 c 4-32 

 
Lesson 
Summary 

The tools serve the armorer; the armorer does not serve the tools.  This simply 
translates into; take care of your tools so you can conduct maintenance with 
them not on them. 
 
In the next lesson, we will cover the maintenance support programs that 
support armory operations on a daily basis. 
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LESSON 3 

MAINTENANCE SUPPORT PROGRAMS 

Introduction 

 
Scope This lesson will provide an armorer with basic information needed to identify 

the armory programs for accomplishing maintenance tasks.  These programs 
include calibrations, modifications, and publications. 

 
Learning 
Objectives 

After completing this lesson, you should accomplish the following: 
 
• Identify procedures for using the Infantry Weapons Gage Calibration 

Program. 
 
• Identify procedures for using the modification control program. 
 
• Identify information governing the functional areas of the publication 

control system. 

 
In This Lesson  This lesson contains the following topics: 
 

Topic See Page 
Introduction 4-45 
Infantry Weapons Gage Calibration Program 4-46 
Modification Program and the NAVMC 11054 4-49 
Publication Control System 4-52 
References 4-56 
Lesson 3 Exercise 4-61 
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Infantry Weapons Gage Calibration Program 

 
Calibration Tools and instruments used in the Marine Corps to test, measure, and 

diagnose equipment on a required regular basis are called calibration items. 

 
IWGCP The Infantry Weapons Gage Calibration Program (IWGCP) provides Marine 

Corps a method of obtaining newly calibrated infantry weapon gages (IWG) 
in exchange for those needing calibration (calibration due; see below).  Naval 
Surface Warfare Center, Corona, CA, is the source for these calibrated gages.  
The current edition of TI 4733-15/11 can provide you with further direction in 
obtaining and requesting such gages. 

 
Requesting 
IWGs  

Depending on the calibration due date of IWGs, a unit will request and obtain 
gages by naval message or e-mail.  Requests for calibrated IWGs must be 
made 60 days prior to the gages in your armory needing calibration.  
 
Requests must include the following information: 
 
• Ordnance Part Number 
• Nomenclature 
• Quantity of gages required 
• Complete shipping address 
• Point of contact in the armory or unit in case of unforeseen problems 
 
These items are crucial to obtaining gages in a timely manner. 

 
 “Calibration 
Due”  

Requested gages will arrive within three to four weeks.  Once gages arrive, 
you will be required to send back the “CALIBRATION DUE” gages, and add 
the newly calibrated gages to your armory records.   

Continued on next page 
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Infantry Weapons Gage Calibration Program, Continued 

 
“Calibration 
Due”, 
continued 

The following table lists the procedures for sending and receiving  
“CALIBRATION DUE” gages. 

 
Step Action 

1 Open the container received from Corona. 
2 Verify and identify gages received with packing list in container. 
3 Exchange the gages that require calibration with those that arrived. 
4 Using an automated tracking program or calibration chart, remove 

old gages’ serial numbers and add new gages’ serial numbers 
received. 

5 Generate a local packing list with the old gages serial numbers that 
will be sent to Corona. 

6 Return the gages that require calibration to Corona using the same 
container from the new gages.  

7 Place locally generated packing list in the container of verified 
gages to be returned to Corona. 

8 Place the address tape for the Corona facility on the container to be 
shipped. 

9 Ensure the container is shipped back within five working days. 
 

Note:   Detailed instructions are contained in TI 4733-15/11_. 

 
Most Common 
Gages 

Depending on the mission and an armory’s echelon of maintenance, the types 
of gages required to provide mission completion will differ.  The most 
common gages that you will encounter are the gages for the 5.56mm service 
rifle. 

 
Tracking Gages There are several different ways to track the gages you have in your armory.  

However, the SOP published by your MMO will be the way to go.  The 
MMO will also provide guidance in accomplishing this task and any other 
questions you might have about calibration.   
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Modification Program and the NAVMC 11054 

 
Modification 
Program 

The Marine Corps Modification Program is designed to improve equipment 
functioning, reliability, maintainability, and safety characteristics.  This 
program directs maintenance facilities such as armories to change the design 
or assembly of equipment through a document called a Modification 
Instruction (MI). 

 
Modification 
Instructions 
(MIs) 

An MI falls into two categories: 
 
• Urgent (U):  Modifications that are required to prevent death or serious 

injury, or are so essential that they must be performed at the earliest time 
possible. 

 
• Normal (N):  All other modifications. 

 
MI Publications  MIs are usually received by being force-fed (sent automatically) to the 

command for a certain weapon or item that requires modification.  Others are 
ordered through supply or the publication system.  When using the MI, they 
are applied per the modification instruction.   
 
If you are in an armory that already has modifications applied to certain 
weapons or items, you should have the MIs on hand and the actual 
modifications recorded on the NAVMC 11054:  Unit or Section Manager’s 
Modification Control Record.  

 
Purpose of 
NAVMC 11054 

The purpose of the Modification Control Record is to track by serial number 
the status of all equipment requiring modification in an owning unit.  This 
could involve a simple verification of a modification already performed, or 
the applying the modification itself. 

 
NAVMC 11054 
Preparation 

You will prepare a NAVMC 11054 for each major item of the T/E or special 
allowance equipment for which an MI has been issued.  Use pencil to record 
temporary entries.  Included in this category are instructions that apply to 
secondary repairable components, remarks, and action codes PR, AR, and 
ERO No.  

Continued on next page 

MCI Course 2124G 4-48 Study Unit 4, Lesson 3 



Modification Program and the NAVMC 11054, Continued 

 
  

Continued on next page 
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Modification Program and the NAVMC 11054, Continued 

 
Procedures Listed below are the procedures for completing and maintaining the NAVMC 

11054. 
 

Step Action 
1 Enter NOMENCLATURE of equipment (specific name). 
2 Enter TAM No. (can be provided by the MMO). 
3 Enter the IDENTIFICATION No. (found in UM-4400-124 
4 List all MODIFICATION INSTRUCTION NUMBERS. 
5 Enter MI category (Urgent or Normal) enter U or N. 
6 Enter the REQUIRED COMPLETION DATE (completion date is 

one year from issue unless MI states prescribed time.  This usually 
occurs for “Urgent” MIs. 

7 Enter EQUIPMENT SERIAL NUMBERS (only one type may be 
listed per sheet). 

8 Enter the appropriate action code and Julian date. 
 
• N/A (not applicable) will apply to those items that the MI does 

not apply. 
• PR (publication required) is used to identify those MIs for 

which unit requires publication. 
• AR (as required) applies to MIs that require specific repair 

action. 
• C (completed) code identifies equipment modified while in 

custody of owning unit. 
• V (verified) is used when you have personally viewed 

modification. 
• ERO Number. Enter ERO number that was used or requested 

for accomplishing a modification. 
9 In REMARKS, enter specific information on a serial number or 

specific MI. 

 
Disposition The NAVMC 11054 must be retained with the equipment for its life.  When 

the equipment is shipped or transferred to another unit, these records must go. 
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Publication Control System 

 
Importance Publications management is paramount to the success of the armory.  The 

armory must have up-to-date publications to successfully conduct and 
perform maintenance. What follows is a broad basic view of the main parts of 
the publication control system. 

 
PLMS:  
Automated, 
Downloadable, 
and Updateable  

The Publication Library Management System (PLMS) is an automated 
system downloaded to your computer from Marine Corps Logistics Base, 
Albany, GA (MCLB Albany), on a quarterly basis.  The program is then 
updated quarterly by each unit or section (armory) according to the 
publication requirements for the unit or section based on its equipment. 

 
A Management 
Tool for the 
Armory  

This program provides a means for the unit or section to update its 
publications quarterly, and to track publications on order/hand.  It is a means 
by which an armory manages its publication requirement for daily weapon 
system maintenance. 

 
How to End the 
Confusion  

This system is sometimes confusing to the young MOS 2111, but with the 
basic explanation of the publications control system that follows, you will be 
able to consult a local SOP/MMO SOP or the NCOIC for that unit or section.  
With practice, you will be able to perform updates to the system and the 
required management update procedures for publications. 

 
Functional 
Areas 

The unit’s S-1/adjutant, supply officer, and MMO are responsible for the 
control of publication system operations.  Publication control is divided into 
four functional areas: 
 
• Automatic control 
• Internal control 
• Inventory control 
• Order control 

Continued on next page 
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Publication Control System, Continued 

 
Automatic 
Control 

The automatic publication control system is managed by a unit’s publication 
list (PL).  The PL is a listing of all publications automatically distributed to 
the activity from the publications stock control point at the MCLB Albany. 
 
This automatic control is a forced feed process.  This process begins with the 
armorer identifying the weapons a unit has by ID number and then giving that 
information to the S-1/adjudant shop so it can be rolled up (added) to the 
unit’s PL.  This action will cause publications for weapons to be sent 
automatically to the unit.    

 
S-l/Adjutant 
Review 
Responsibility 

Unit activities will conduct a review of the PL update per MCO P5600.31 
Marine Corps Publications and Printing Regulations. The activity’s S-l/ 
adjutant, with the advice and assistance of the MMO, is responsible for the 
maintenance and review of the PL.  S-l/adjutant ensures that all necessary 
publications are established as required.   

 
Importance of 
PL Reviews 

In many cases, publication inadequacies are made worse by irregular or 
improper PL reviews.  Left untouched, the PL will often become outdated.  
An outdated PL will cause the activity to go without essential information and 
will often cause the activity to receive publications that are no longer 
required.  When the activity fails to periodically conduct PL reviews and 
change the PL distribution, information in the PL will remain unchanged. 

 
Necessary PL 
Changes 

Necessary PL changes are identified during a PL review.  The PL must be 
thoroughly reviewed to maintain it as an effective publication management 
tool.  The PL must be kept current allowing revisions and new publications to 
be received via automatic distribution. 

 
Participants Participants in a PL review must include a chairman (usually the executive 

officer), all unit or section managers, section heads, and others who receive 
publications on automatic distribution, such as the chaplain and career 
planner. 

Continued on next page 
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Publication Control System, Continued 

 
Responsibility With the exception of HQMC, the commander has the responsibility to 

initiate all PL changes.  As activity T/O and T/E are revised, publication 
requirements change.  Effective PL reviews are time-consuming and 
dependent upon attention to detail.  MCO P5600.31 contains procedures for 
the PL or changes. 

 
Internal 
Control 

The publications internal distribution control system ensures that 
automatically distributed publications are properly routed to people who need 
them.  The internal distribution control system is managed by the S-1/adjutant 
with the advice and assistance of the MMO. 

 
Key to Internal 
Control 

The key to the internal distribution control system is annotating the location 
and quantity being managed on the NAVMC 2761, PL, a local internal 
distribution control form, or an automated control system.  These are 
designed to provide a graphic display and location of all publications received 
on automatic distribution.   
 
Each internal distribution control form, corresponding publication or title, and 
associated distribution quantities are identified with specific copy location 
and quantity.  MCO P5600.31 provides detailed guidance for the 
establishment of an internal distribution control system and the preparation of 
the internal distribution control form.   

 
Inventory 
Control 

The inventory control system deals with the proper maintenance of 
publication libraries.  Well-managed publication inventories complement 
well-thought-out internal control systems.  An effective inventory control 
system must ensure the adequacy of two elements:  publication conditions 
and on-hand quantities. 

 
Inventory 
Methods 

Two inventory methods used are wall-to-wall and update inventories.  Wall-
to-wall inventories must be conducted when libraries are in extreme disrepair. 
Update inventories must be taken when an updated NAVMC 2761 or SL-1-3/ 
1-2 is received.  An effective inventory control system will preclude rapid 
decay of publication libraries. 

Continued on next page 
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Publication Control System, Continued 

 
Order Control The order control system is an outgrowth of the inventory control system.  

When publications are becoming worn out in use, or on-hand quantities do 
not match total quantities, shortfalls must be replaced. 

 
MCPDS Per MCO P5600.31 an order for the publication is made on line in the Marine 

Corps Publications Distribution System (MCPDS).   
 
When a basic publication and its changes are required, only the basic 
publication will be requested.  All changes will be furnished automatically.  
When a specific change is required, only the change will be requested. 
 
An effective requisition control system depends on the regular reconciliation 
of individual libraries with the unit publication control point (UPCP).  The 
unit or section’s publications clerk or NCOIC facilitates this.  The 
reconciliation of publications is an integral part of the publication library 
system.  

 
Unit 
Publications 
Control Point 
(UPCP) 

Although not normally directly involved in the order control system, the 
UPCP plays an important part.   
 
All publications are sent through the U.S. Postal Service, including those 
automatically distributed and those sent in response to an order.  The UPCP 
must ensure that mailroom and publications personnel responsible for 
disseminating publications are able to differentiate between automatically 
distributed and ordered publications.  Publications received to fill an order 
will be accompanied by a release/receipt document, and must be sent directly 
to the UPCP for closeout and distribution. 
 
Automatically distributed publications are normally shipped without 
documentation and must be matched with the internal distribution control 
form for proper distribution for internal distribution. 

 
Procedures Appendix B of MCO 4790.2_ establishes publications control procedures. 
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Paper Based The following are references that will be used on a day-to-day basis. 
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Paper Based, 
continued 
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Web Sites Below is a list of World Wide Web sites that contains valuable information 

that you can use on a daily basis. 
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Lesson 3 Exercise 

 
Directions Complete exercise items 1 through 6 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

 
Item 1 Requests for gages must be made _____ days prior to CALIBRATION DUE 

date. 
 
a. 60 
b. 50 
c. 45 
d. 35 

 
Item 2  Upon arrival from Corona, the container is opened and the contents are taken 

out, verified, and 
 
a. put away. 
b. numbered. 
c. inventoried with packing list. 
d. inventoried by local MMO list. 

 
Item 3 The two categories that identify modification instructions are   

 
a. Normal and Timely. 
b. Normal and Urgent. 
c. Urgent and As Required. 
d. Urgent and Common. 

 
Item 4 The NAVMC 11054 is the unit or section manager’s Modification 

 
a. Control Card. 
b. Calibration Card. 
c. and Tool Card. 
d. Control Record. 

Continued on next page 
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Lesson 3 Exercise, Continued 

  
Item 5 An activity’s S-l/adjutant, with the advice and assistance of the ______, is 

responsible for the maintenance and review of the publication list. 
 
a. MMO 
b. S-4 
c. S-3 
d. armory 

 
Item 6 An effective inventory control system must ensure the adequacy of what two 

elements?  Publication  
 
a. conditions and on-hand quantities. 
b. conditions and on-order quantities. 
c. corrections and on-order levels. 
d. collateral material and filing procedures. 

Continued on next page 
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Lesson 3 Exercise, Continued 

 
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 a 4-46 
2 c 4-47 
3 b 4-49 
4 d 4-49 
5 a 4-53 
6 a 4-54 

 
Lesson 
Summary 

Modifications, Publications, and Calibrations bring life to an armory.  
Knowledge of these commodities within the armory by the 2111 is vital to 
mission accomplishment.  The present is an everyday challenge when it 
comes to staying on top of your profession as a small arms technician. 
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Appendix A 

 
Checklist 
Example 

 

CONSOLIDATED MAINTENANCE CHECKLIST 
 

FOR MIMMS UNITS 
 

MAINTENANCE ADMINISTRATION
 
 
1.  Is the MMSOP or maintenance policy letters available to unit 
or section personnel and are they familiar with the contents?  
(MCO P4790.2C, paragraphs 1004.4 and 2.b of Appendix A)   
 
Yes__ No    N/A___    
 
2.  Have desktop procedures/turnover folders been prepared for 
each billet involving administrative and management functions?  
(MCO P4790.2C, paragraph 1005) 
  
Yes _ No    N/A___    
 
 

EQUIPMENT RECORDS 
 

1.  Are equipment records properly prepared and maintained for 
all equipment? (TM 4700-15/1H, Chapter 2 and applicable unit or 
section chapters) 
  
Yes _ No    N/A___    

Continued on next page 
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Appendix A, Continued 

 
SECURITY 

 
(ARMORY ONLY) 

      
1.  Has an Ammunition, Arms, and Explosives (AA&E) 
accountability officer been designated in writing?  (OPNAVINST 
5530.13B, paragraph 0602.f (2), ALMAR 397/97) 
 
Yes___ No___ N/A___ 
 
2.  Is an unaccompanied access list maintained within the 
armory? (OPNAVINST 5530.13B, paragraph 0405 and 0503.b(1)) 
 
Yes___ No___ N/A___ 
 
3.  Are all personnel requiring access to the armory, not on the 
unaccompanied access roster, properly authorized, escorted, and 
logged in?  (OPNAVINST 5530.13B, paragraph 0405 and 0503.b and 
OPNAVINST 5530.14B, paragraph 0306.c) 
 
Yes___ No___ N/A___ 
 
4.  Are daily sight counts conducted when required and are the 
records maintained for at least one year?  (OPNAVINST 5530.13B, 
paragraph 0601.b(3)(a)2)   
 
Yes___ No_ _ N/A___   
 
5.  Is the monthly-serialized inventory of all small arms 
conducted properly and are records maintained for at least 2 
years?  (OPNAVINST 5530.13B, paragraph 0601.b(3)(a)2) 

 
Yes___ No___ N/A___ 

Continued on next page 
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Appendix A, Continued 

  
6.  Has the unit ensured a physical security survey is conducted 
annually and does the unit maintain records of the 3 most recent 
surveys?  (OPNAVINST 5530.13B, paragraph 0309; and OPNAVINST 
5530.14B, paragraphs 1207 and 1209) 
 
Yes___ No___ N/A___  The unit has not ensured that a physical 
security survey is conducted annually.  The last survey on 
record was conducted on January 22, 2002 with no records of the 
2001 and 2000. 
 
7.  Has corrective action been initiated on previously 
identified security deficiencies or has a waiver/exception from 
higher authority been requested?  (OPNAVINST 5530.13B, 
paragraphs 0309, 1001.b and 1004; and OPNAVINST 5530.14B, 
paragraph 0116.a(2))  
 
Yes___ No___ N/A___ 
 
 

TRAINING 
 
1.  Does the unit or section manager plan and coordinate a 
maintenance/maintenance management-training program?  (MCO 
P4790.2C, paragraph 1004.3.f(7)(a)and MCRP 3-OB)     
 
Yes X  No    N/A___       
 
2.  Does the unit or section manager maintain current Individual 
Training Standards (ITSs) for Military Occupational Specialties 
(MOSs) under his/her cognizance and has training been 
established in accordance with those standards?  (MCO 1510.34A 
and  MCRP 3-0B page 6-8)  
 
Yes    No _  N/A___  ITS orders were on hand for MOS's 2111  and 
2112; however, ITS(s) were not documented as mastered or non-
mastery, nor was sustainment training scheduled.       
 

Continued on next page 
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Appendix A, Continued 

 
3.  Does a review of the maintenance/maintenance management/ITS 
training documentation indicate an effective training program?  
(MCO P4790.2C, paragraph 2003.2;and MCRP 3-OB) 
 
Yes _  No    N/A___       

 
MIMMS REPORTING 

 
NOTE:  Due to the section not having any active Equipment Repair Orders (EROs) opened, the 
following questions (2, 5, 6, 7, 8, 10, and 11) were left blank to provide for future use and 
training.    
 
1.  Is the current Marine Corps Ground Equipment Resource 
Reporting (MCGERR), MCBul 3000 on hand and is it used to report 
ground equipment status?  (MCO 3000.11C, paragraphs 13 and 16.e; 
TM 4700-15/1H, paragraph 2-2.d(22); and MCBul 3000) 
 
Yes___ No___ N/A___   
 
2.  Are items of equipment added to or deleted from deadline as 
appropriate?  (MCO P4790.2C, paragraph 1000.2.g(1)) 
 
Yes_ _ No___ N/A___ 
 
3.  Do unit or section personnel use an Equipment Repair Order 
(ERO) in all instances where either, repair parts or resources 
are required in the performance of requested maintenance? (TM 
4700-15/1H, paragraph 2-2.a) 
 
Yes___ No___ N/A___   
 
4.  Are procedures established to ensure that all MIMMS output 
reports are validated and required corrective action initiated 
in the commodities?  (MCO P4790.2C, Appendix C) 
 
Yes___ No___ N/A___ 
 

Continued on next page 
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Appendix A, Continued 

 
5.  Does a comparison of the MIMMS reports matched against the 
actual source data, Equipment Repair Order/Equipment Repair 
Order Shopping List (ERO/EROSL), indicate that unit personnel 
are effectively validating/reconciling information as required?  
(MCO P4790.2C, Appendixes C and G; MCO 4400.16G; TM 4700-15/1H, 
paragraph 2-2; and UM 4790-5, Chapter 24) 
 
Yes___ No___ N/A_ _ 
 
6.  Are Deadlined Control Dates (DCDs) assigned to Category Code 
M EROs (and Category P EROs when deadlined)?  (TM 4700-15/1H, 
paragraph 2-2.d(9)) 
 
Yes_ _ No___ N/A___ 
 
7.  Are priority designators properly assigned?  (MCO 4400.16G; 
MCO P4400.150E, paragraph 3001.5) 
 
Yes_ _ No___ N/A___   
 
8.  Do Job Status Codes, Category Codes, and Defect Codes 
accurately reflect the current status of the equipment?  (TM 
4700-15/1H, paragraphs 2-2.d(18), 2-2.d(22), 2-2.d(23), 2-2.f 
and UM 4790-5, Chapter 24). 
 
Yes___ No___ N/A___   
 
9.  Do equipment serial numbers on Equipment Records, EROs, 
MIMMS-AIS, and unit property records agree?  (UM 4400-124, Part 
III, Section 2, paragraphs 2.6 and 2.14; and TM 4700-15/1H, 
paragraph 2-2.d(11)) 
 
Yes___ No___ N/A___ 
 

Continued on next page 
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Appendix A, Continued 

  
10.  Does equipment in a "Unit Recall" status have valid parts 
requisitions?  (TM 4700-15/1H, paragraph 2-2.f(3); and UM 4790-
5, Chapter 24, page 7 (Code 24)) 
 
Yes___ No___ N/A_ _   
 
11.  Is the information on active EROs current? (TM 4700-15/1H, 
paragraph 2-2)  
 
Yes___ No___ N/A___ 
 

SUPPLY SUPPORT 
 
NOTE:   Due to the section not having an active Equipment Repair Order (ERO) opened, the  
               following questions were left blank to provide for future use and training.    
 
1.  Are repair parts placed on requisition as soon as possible 
after the requirement is identified and consistent with the 
urgency of need for the repair part?  (MCO P4790.2C, paragraph 
2004.1; and MCO 4400.16G, Enclosure (1) 
 
Yes___ No___ N/A___ 
 
2.  Are EROSLs/forms used in lieu of the EROSL assigned 
priorities commensurate with the ERO?  (MCO P4790.2C, paragraph 
2004.2; and MCO 4400.16G, Enclosure (1)  
 
Yes___ No___ N/A___ 
 
3.  Are EROSLs annotated properly and maintained until the ERO 
is closed for Field Maintenance Subsystem (FMSS) supported units 
or maintained for one year for non-FMSS supported units?  (MCO 
P4790.2C, paragraph 2004 and Appendix C; and TM 4700-15/1H, 
paragraph 2-3) 
 
Yes___ No___ N/A___ 
 

Continued on next page 

MCI Course 2124G A-6 Appendix A 



Appendix A, Continued 

 
4.  Do the EROSLs/forms used in lieu of the EROSL document all 
part transactions for the equipment undergoing repair 
(requisitions, receipts, cancellations, and reordering of 
partial issues)?  (MCO P4790.2C, paragraphs 2004.2 and 2004.5; 
UM 4400-15, Chapter XXII, Part A, paragraph 22001; UM 4400-124, 
Part III, Section 5, paragraph 5.1.3; and TM 4700-15/1H, 
paragraphs 2-3.a, d, and e) 
 
Yes___ No___ N/A___ 
 
5.  Are EROSLs/forms used in lieu of the EROSL properly 
annotated when parts are received from supply and issued from 
the ERO parts bin?  (MCO P4790.2C, paragraphs 2004.4.d, e, and 
f, and Appendix C) 
 
Yes___ No___ N/A___   
 
6.  Does the unit or section enter the NMCS/ANMCS indicator on 
the "4 parts" transaction as required during initial preparation 
of the EROSL and are they properly assigned?   (MCO 440.16G; TM 
4700-15/1H, paragraphs 2-3.c(1)(l) and 2-3.c(2)(l)). 
 
Yes___ No___ N/A___ 
 
7.  Can repair parts/assemblies held in maintenance facilities 
be identified with a pending ERO or authorized pre-expended bin 
(PEB)?  (MCO P4790.2C, paragraph 2004 and Appendix C) 
 
Yes___ No___ N/A___ 
 
8.  Is a biweekly validation of the ERO, EROSL, and layettes 
properly conducted?  (MCO P4790.2C, paragraph 2004.4 and 
Appendix C) 
 
Yes___ No___ N/A___ 
 

Continued on next page 
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Appendix A, Continued 

  
9.  Are proper reconciliations being conducted between the 
commodities and supply?  (MCO P4790.2C, paragraph 2004.3 and 
Appendix C; UM 4400-124, Part III, Section 5, paragraph 5.1.3; 
and TM 4700-15/1H, paragraph 2-3c.(2)and 2-3.e(2)) 
 
Yes___ No___ N/A___   
 
10.  Is a reparable issue point (RIP) catalog available at the 
unit or section level and are back-orders validated during the 
bi-weekly reconciliation?  (MCO P4790.2C, paragraph 3003.4.b and 
Appendix C, paragraph 2(d); and UM 4400-123 Part III, Section 
14, paragraph 14.5.c). 
 
Yes___ No___ N/A_ _   
 
11.  Has the unit commander approved PEB items, in writing, and 
are they stocked in accordance with current stockage criteria?  
(MCO P4400.150E, paragraph 5018; and MCO P4790.2C, paragraph 
2004.7) 
 
Yes___ No___ N/A_ _ 
 
12.  Is broken unit of issue items maintained properly?   (MCO 
P4400.150E, paragraph 5018) 
 
Yes_ _ No___ N/A___   
 

 
PREVENTIVE MAINTENANCE 

 
1.  Are PMCSs scheduled, evenly distributed, and performed in 
accordance with applicable equipment technical manuals (TMs)?  
(MCO P4790.2C, paragraph 3002; and TM 4700-15/1H, paragraphs 2-
4.b and c) 
 
Yes___ No___ N/A___ 
 
2.  Are equipment operator/crew PMCSs being conducted in 
accordance with applicable TMs?  (MCO P4790.2C, paragraph 3002)  
 
Yes___ No___ N/A___ 

Continued on next page 
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Appendix A, Continued 

  
3.  Are borescope and pullover gage services performed at the 
required intervals and are the results correctly annotated in 
the associated Weapons Record Books, Part I and Part II (NAVMC 
10558/10558a)?  (TM 4700-15/1H, paragraphs 7-2.d(3)(c), 7-
2.d(3)(d), and 7-2.d(3)(e); and TM 9-1000-202-14) 
 
Yes___ No___ N/A___ 
 
 

CORRECTIVE MAINTENANCE 
 

1.  During the Acceptance Inspection, are items and equipment 
records properly inspected?  (MCO P4790.2C, paragraphs 
3001.1.a(1) and 3001.3.a(1))  
 
Yes___ No___ N/A___ 
 
2.  Are the criteria and principles for determining the 
eligibility of economical repair being complied with?  (MCO 
4710.8G; and MCO P4790.2C, paragraph 3001.3.c(2)(a)) 
 
Yes___ No___ N/A___ 
 
3.  Does an examination of equipment indicate that CM 
requirements have been identified and that corrective action has 
been initiated?  (MCO P4790.2C, paragraphs 3001.2.a, 3001.3.a, 
3002.3.c, 3002.14.c, and 3003) 
 
Yes___ No___ N/A___ 
 
4.  Is CM maintenance performed in accordance with applicable 
equipment TMs and in consonance with the echelon of maintenance 
authorized the unit?  (MCO P4790.2C, paragraphs 1003.1.g and 
3003; and the current Table of Organization (T/O)) 
 
Yes___ No___ N/A___ 
 

Continued on next page 
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Appendix A, Continued 

 
5.  Are procedures provided for adequate Quality Control (QC)/ 
supervisory inspections during the active maintenance phase?  
(MCO P4790.2C, paragraph 3001.3.e) 
 
Yes___ No___ N/A___ 
 
6.  Does the QC Section have inspection standards, checklists, 
or templates readily available and are they being used to 
inspect completed maintenance actions?  (MCO P4790.2C, 
paragraphs 3001.3.d, 3001.3.e, and 3007.3 and TM 4700-15/1H, 
paragraph 15-6) 
  
Yes___ No___ N/A___ 
 
7.  Upon completion of repair, is customer notification 
accomplished promptly?  (MCO P4790.2C, paragraph 3001.4.b; and 
TM 4700-15H, paragraph 2-2.d(57)) 
 
Yes___ No___ N/A___   
 
8.  Do the equipment records indicate timely unit action in 
resolving CM requirements?  (MCO P4790.2C, paragraphs 1003 and 
3003; and TM 4700-15/1H, Chapters 2, 6, and 7) 
 
Yes___ No___ N/A___ 
 
9.  Do unit or section personnel understand the procedures for 
obtaining supporting maintenance services and are contact teams 
used where feasible?  (MCO P4790.2C, paragraphs 3003.6, 3009.4, 
and Appendix A and paragraph 4.c of Appendix E) 
 
Yes___ No___ N/A___ 
 
10.  Have all efforts been exerted to ensure that reparable 
equipment does not exceed maximum maintenance cycle time and is 
supporting documentation available to support those instances 
where maximum maintenance cycle time is exceeded?  (MCO 
P4790.2C, paragraphs 3003.5.b, 3003.5.c(1), and (2)) 
 
Yes___ No___ N/A___ 
 

Continued on next page 
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Appendix A, Continued 

 
11.  Are procedures established which require coordination with 
the supporting supply activity on difficult to obtain repair 
parts prior to requesting Recoverable Items Report (WIR) for 
unsatisfactory supply support?  (MCO P4790.2C, paragraph 
3003.5.b(2); and MCO P4400.82F, Chapter 5) 
 
Yes___ No___ N/A___ 
 
12.  Are WIRs and follow-ups submitted properly?  (MCO P4790.2C, 
paragraphs 3003.5.c(2), 3003, 3009.5, and 3009.6; and MCO 
P4400.82F, Chapter 5)   
 
Yes___ No___ N/A___
 
13.  Are the criteria for maintenance by cannibalization/ 
selective interchange being complied with?  (MCO P4400.82F, 
paragraph 5003.1.d(1); and MCO P4790.2C, paragraph 1003.1.j)  
 
Yes___ No___ N/A___ 

 
INVENTORY CONTROL 

 
1.  Are all special tools, sets, kits, chests, and SL-3/TM-10 
components to end items to include sub-kits authorized, 
accounted for, and inventoried as required?  (MCO P4400.150E, 
paragraphs 2011 and 2012; MCO P4790.2C, paragraphs 2004.11, 
2005, and Appendix D; and UM 4400-15, Chapter VI, part D, 
paragraph 06030 and 06036) 
 
Yes___ No___ N/A___   
 
2.  Are records of inventories maintained on hand for one year? 
(TM 4700-15/1H, paragraph 2-6.e) 
 
Yes___ No___ N/A___ 

Continued on next page 
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Appendix A, Continued 

 
3.  Are current SL-3s or extracts from technical publications 
(TMs, service manuals, commercial publications, etc.) 
maintained? (MCO P4790.2C, Appendix D, paragraph 3; and TM 4700-
15/1H, paragraph 2-6) 
 
Yes____ No___ N/A___ 
 
4.  Are shortages of sets, kits, chests, and end item SL-3 
components identified and properly requisitioned as required? 
(MCO P4790.2C, paragraphs 3.e(2) and 3.f(2) of Appendix D; UM 
4400-15, Chapter VI, Part D, paragraph 06030; UM 4400-124, Part 
III, Section 6, paragraph 6.1; TM 4700-15/1H, paragraph 2-6.b; 
and MCO P4400.150E, paragraphs 2011.3 and 2011.4) 
 
Yes___ No___ N/A___ 
 
5.  Are SL-3/TM-10 components maintained in a clean and 
serviceable condition?  (MCO P4790.2C, paragraph 2005.4; and TM-
10209-10/1) 
 
Yes___ No___ N/A___   
 
6.  Are effective procedures established for the control of 
items issued from sets, kits, and chests (e.g., logbook, stamped 
tags, etc.)?  (MCO P4790.2C, paragraphs 2005.2 and paragraph 
3.f(4) of Appendix D) 
 
Yes___ No___ N/A___ 
 
7.  Has the unit commander determined the quantity of using unit 
responsible items (UURIs) in writing?  (MCO P4400.150E, 
paragraph 2011)   
 
Yes___ No___ N/A___ 

Continued on next page 
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Appendix A, Continued 

 
8.  When lack of a SL-3/TM-10 component causes an item to be 
deadlined, is the SL-3 component ordered under the same ERO that 
deadlined the equipment?  (MCO P4790.2C, paragraph 2.a(2) of 
Appendix C; and TM 4700-15/1H, paragraph 2-2.d.(22) page 2-2-11 
and paragraph 2-6.b) 
 
Yes___ No___ N/A___   
 
9.  Are special tool allowances established for garrison 
peculiar and locally fabricated tools, and are these tools 
properly authorized and accounted for?  Locally fabricated tools 
must reference the technical manual, which sets the requirement 
for the tool, and special allowance tools may not duplicate an 
item provided by a T/E allowance.  (MCO P4400.150E, paragraph 
2012; and MCO P4790.2C, paragraph 3.c of Appendix D)   (FMF 
Units only) 
 
Yes___ No___ N/A___  
 
 

MODIFICATION CONTROL 
 

1.  Has a Unit or section Manager Modification Control Record 
(NAVMC 11053/11054) been established when required and do these 
records indicate that required modifications are properly 
applied, recorded, and reported?  (MCO P4790.2C, paragraph 3004; 
and TM 4700-15/1H, paragraph 2-5) 
 
Yes___ No___ N/A___ 
 
 

PUBLICATIONS AND DIRECTIVES 
 

1.  Have procedures been established for a quarterly update, 
inventory, and review of publication requirements?  (MCO 
P4790.2C, Appendix B; and MCO P5600.31G, paragraph 3210.2.c) 
 
Yes___ No___ N/A___ 
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2.  Is the current Catalog of Publications (NAVMC 2761), and the 
Publications Index, SL 1-2/1-3 and current copy of PLMS or MCPDS 
available and are they used for reconciliation?  (MCO P4790.2C, 
Appendix B; UM-PLMS; and MCO P5600.31G, paragraph 3210.2.c) 
 
Yes___ No___ N/A___ 
 
3.  Does the unit or section manage a control system, which will 
facilitate internal distribution and retrieval of publications, 
and has a method been established for the identification, 
filing, and maintenance of publications?  (MCO P5215.17C, 
paragraph 1002.6; MCO P5600.31G, paragraphs 3209 and 3210.2.a; 
and MCO P4790.2C, paragraph 2008.1.b(1), 2008.1.c, and Appendix 
B) 
 
Yes___ No___ N/A___ 
 
4.  Does the unit or section have sufficient quantities of 
publications required to perform the assigned mission?  (MCO 
P5215.17C, paragraph 1002; NAVMC 2761; SL 1-2/SL 1-3; and MCO 
P4790.2C, paragraph 2008.1.c and Appendix B) 
 
Yes___ No___ N/A___   
 
5.  Are required publications properly procured?  (MCO P4790.2C, 
paragraph 2008.1.d and Appendix B; and MCO P5600.31G, paragraph 
3302) 
 
Yes___ No___ N/A___ 
 
6.  Does the unit or section have access to NAVMC 10772s and are 
personnel familiar with the use and procedures involved in 
submission of recommended changes/corrections?  (MCO P4790.2C 
paragraph 2008.3; MCO P5215.17C, paragraph 6002; and TM 4700-
15/1H, paragraph 2-23) 
 
Yes___ No___ N/A___ 
 

Continued on next page 
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CALIBRATION CONTROL 

 
9.  Is the unit or section complying with the requirements for 
the Infantry Weapons Gauge Calibration Program (IWGCP)?  (TI 
4733-15/11F) (ARMORY) 
 
Yes___ No___ N/A___ 

 
 

SAFETY/FACILITIES 
 

1.  Does a review of maintenance areas and storerooms indicate 
that a comprehensive, effective, and continuous safety program 
is in effect?  (MCO P4790.2C, paragraph 2003.7; and MCO 5100.8E) 
 
Yes___ No___ N/A___ 
 
2.  Are personal protective devices available and used? 
(29CFR 1910.132-139 and MCO 5100.8E, Enclosures (5) and (6) 
 
Yes___ No___ N/A___ 
 
3.  Has the unit or section established procedures in the event 
of an oil spill or other hazardous polluting substances?  (MCO 
P5090.2C, paragraphs 9308 and 11300) 
 
Yes___ No___ N/A___ 
 
4.  Is the control, storage, and disposal of radioactive 
material properly conducted?  (MCO P4400.150E, paragraph 5015; 
TI 01592C-15/1A; and TI 5104-15/2A) 
  
Yes___ No___ N/A___   
 
5.  Has a Base Radiological Safety Officer (BRSO), Logistical 
Radiation Safety Officer (LRSO), or Radiation Protection Officer 
(RPO) been appointed in writing by the Commanding Officer when 
and where appropriated? (paragraph 6 of MCO 5104.3) 
 
Yes___ No___ N/A___   
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Appendix A, Continued 

  
6.  Are lighting, ventilation, electrical power outlets, and 
cleanliness of maintenance areas adequate for efficiency and 
personnel safety? (MCO P4790.2C, Appendix E, MCO 5100,8E, 
paragraph 5) 
 
Yes __ No ___ N/A ___ 

 
 

MAINTENANCE RELATED PROGRAMS 
 

1.  Does the unit or section have any equipment in either an 
administrative storage or administrative deadline program and if 
so, does the program meet established criteria? (MCO P4790.2C 
paragraph 3002.11) 
 
Yes___ No___ N/A___ 
 
2.  Is the unit participating in the Replacement and Evacuation 
(R&E) program or the Inspect and Repair Only as Necessary 
(IROAN) program, and if so, is it properly managed?  (TM 2350-
50A; MCO 4790.3; MCO P4400.82F; MCO P5215.17C; and TI-4710-
14/1E) 
 
Yes___ No___ N/A___   
 
3.  Has the unit or section complied with the procedures 
outlined in the ULSS for the proper fielding of new equipment? 
(MCO 4105.4, paragraph f) 
 
Yes___ No___ N/A___   
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ARMORY PROCEDURES 

REVIEW LESSON EXAMINATION 

Review Lesson 

 
Introduction The purpose of the review lesson examination is to prepare you for your final 

examination. We recommend that you try to complete your review lesson 
examination without referring to the text, but for those items (questions) you 
are unsure of, restudy the text. When you finish your review lesson 
examination and are satisfied with your responses, check your responses 
against the answers provided at the end of this review lesson examination. 

  
Directions Select the ONE answer that BEST completes the statement or that answers 

the item. For multiple choice items, circle your response. For matching items, 
place the letter of your response in the space provided. 

  
Item 1 What is the purpose of an armory SOP? 

 
a. Identify maintenance problems 
b. Conduct MCLCAT inspections 
c. Plan upcoming movement 
d. Establish special procedures 

  
Item 2 Which of the following is a section of a desktop procedure? 

 
a. Project status 
b. Command relationships 
c. Procedures 
d. Contents 

  
Item 3 What is the purpose of a turnover folder? 

 
a. Achieve routine maintenance in daily operations 
b. Aid new armory NCOIC 
c. Complete echelons of maintenance operations 
d. Expedite all logistical operations 

Continued on next page 
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Review Lesson, Continued 

  
Item 4 Which preventive maintenance category includes services performed on a 

daily, weekly, or special basis? 
 
a. Special services 
b. Organizational maintenance services 
c. Operator or crew services 
d. Depot maintenance services 

 
Item 5 What maintenance echelon consists of the care and cleaning of infantry 

weapons and components? 
 
a. 1st 
b. 2nd 
c. 3rd 
d. 4th 

 
Item 6 Which section is responsible for the requisition of all publications related to 

the armory? 
 
a. S-1 
b. S-2 
c. S-3 
d. S-4 

  
Item 7 What document is used to prepare an armory for an inspection? 

 
a. MCLCAT checklist 
b. LM2 report 
c. CMR list 
d. FASMO checklist  

Continued on next page 
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Review Lesson, Continued 

  
Item 8 Through 
Item 12 

Matching: For items 8 through 12, match the responsibility in column 2 with 
the billet in column 1.  The answers in column 2 may not be used more than 
once. 

 
Column 1 
 
Billet

Column 2 
 
Responsibilities 
 

___ 8.  A&E Audit and Verification 
Officer 

___ 9.  AA&E Officer/SNCO 
___ 10. Range Safety Officer 
___ 11. Armorer/Custodian 
___ 12. Ammunition Technician 

a. Submits requests for 
ammunition. 

b. Conducts inventory/receipt of 
A&E when delivered to a range. 

c. Completes wall-to-wall 
inventory within 30 days of 
appointment. 

d. Certifies expenditure reports. 
Ensures proper accountability 
and security of all AA&E stored 
within the armory. 

 
Item 13 Which security level allows a properly identified person to enter by showing a 

valid military identification card? 
 
a. Limited 
b. Critical 
c. Exclusion 
d. Controlled 

  
Item 14 Who is responsible for 3rd echelon security? 

 
a. Safety officer 
b. Armory personnel 
c. Security officer 
d. Security chief 

Continued on next page 
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Review Lesson, Continued 

  
Item 15 Who is required to turn in their personal weapons to the armory for storage? 

 
a. All new check-ins 
b. Marines living in the bachelors enlisted quarters/bachelors officer quarters 
c. Marines living off base 
d. Marines living in family housing 

 
Item 16 The reverse side of the Weapon Custody Receipt (NAVMC 10520) is used to 

 
a. document results of technical inspection. 
b. identify the assigned storage space. 
c. record bore defects. 
d. assign local card serial numbers. 

 
Item 17 When a crew-served weapons team is terminated, what NAVMC forms are 

recovered and destroyed? 
 
a. 10576 and 11181 
b. 10520 and 11186 
c. 10521 and 11186 
d. 10523 and 11086 

 
Item 18 Who originates, prepares, and submits the NAVMC 10772 (Recommended 

Changes to Publication)? 
 
a. Technical publications chief 
b. Publications clerk 
c. Commanding officer 
d. Individual who found error  

Continued on next page 
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Review Lesson, Continued 

 
Item 19 A NAVMC 10561, that has all required PMCS completed, must be retained 

for a minimum of ___ year(s). 
 
a. 1 
b. 2 
c. 3 
d. 4 

 
Item 20 
Through Item 
23 

Matching:  For items 20 through 23, match the disposition in column 2 with 
the ERO copy in column 1.  The answers in column 2 may not be used more 
than once. 

 
Column 1 
 
ERO Copy

Column 2 
 
Disposition 
 

___ 20.  White 
___ 21.  Yellow 
___ 22.  Green 
___ 23.  Pink 

a. Returned to the preparing 
activity 

b. Retained in the maintenance 
activity for one year 

c. Returned to owning unit as a 
receipt upon acceptance of the 
ERO and equipment 

d. Disposed of according to local 
SOP 

 
Item 24 
Through Item 
27 

Matching:  For items 24 through 27, match the description in column 2 with 
the material usage code in column 1.  The answers in column 2 may not be 
used more than once. 

 
Column 1 
 
Material Usage Code

Column 2 
 
Description 
 

___ 24.  Code 6 
___ 25.  Code 7 
___ 26.  Code 8 
___ 27.  Code 9 

a. Preventative maintenance 
b. Modifications 
c. Corrective maintenance 
d. SL-3 

 Continued on next page 
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Review Lesson, Continued 

  
Item 28 
Through Item 
30 

Matching:  For items 28 through 30, match the purpose in column 2 with the 
form in column 1.  The answers in column 2 may not be used more than once. 
 

 
Column 1 
 
Form

Column 2 
 
Purpose 
 

___ 28.  NAVMC 10561 
___ 29.  NAVMC 10245 
___ 30.  NAVMC 10925 

a. Schedule and record second 
echelon maintenance. 

b. Request modification, 
calibration, CM, PMCS, and LTI 
on ground equipment. 

c. Order, receive, and cancel orders 
for weapons/weapon systems. 

Continued on next page 
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Review Lesson, Continued 

  
Item 31 
Through Item 
34 

Matching:  For items 31 through 34, use the examples below to match the cut 
type in column 2 with the example in column 1.  The answers in column 2 
may not be used more than once. 
 

 Column 1 
 
Example 
 
___ 31.  Example 1 
___ 32.  Example 2 
___ 33.  Example 3 
___ 34.  Example 4 
 

Column 2 
 
Cut Type 
 
a. Second cut 
b. Bastard 
c. Smooth 
d. Coarse 

 

 

  
Item 35 Requests for gages must be made _____ days prior to the calibration due date. 

 
a. 30 
b. 45 
c. 60 
d. 90 

Continued on next page 
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Review Lesson, Continued 

  
Item 36 When must a wall-to-wall inventory be conducted for an armory publication 

library?  
 
a. Annually 
b. When an updated NAVMC2761 OR SL-1-3/1-2 is received 
c. Within 30 days of the appointment of a new publication clerk 
d. When a publication library is in extreme disrepair 

Continued on next page 
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Review Lesson 

 
Solutions The table below lists the answers to the review lesson examination items.  If 

you have any questions about these items, refer to the reference page. 
 

Item Number Answer Reference Page 
1 d 1-4 
2 d 1-6 
3 b 1-8 
4 c 1-14 
5 a 1-18 
6 a 1-24 
7 a 1-28 
8 d 2-5 
9 c 2-5 
10 b 2-6 
11 e 2-6 
12 a 2-6 
13 a 2-16 
14 b 2-17 
15 b 2-37 
16 d 3-9 
17 b 3-12 
18 d 3-35 
19 a 4-7 
20 a 4-10 
21 c 4-10 
22 b 4-10 
23 d 4-10 
24 d 4-19 
25 c 4-19 
26 b 4-19 
27 a 4-19 
28 a 4-4 
29 b 4-8 
30 c 4-18 
31 d 4-32 
32 b 4-32 

Continued on next page 
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Review Lesson, Continued 

 
Solutions, 
continued 

 

Item Number Answer Reference Page 
33 a 4-32 
34 c 4-32 
35 c 4-46 
36 d 4-53 

 
 

MCI Course 2124G R-10 Review Lesson Examination 


	COVER.pdf
	PROM LETTER1.pdf
	TOC.pdf
	Table of Contents 

	STUDINFOPAPER.pdf
	Student Information 
	Number and Title
	Study Hours
	Course Materials
	Review Agency
	Reserve Retirement Credits (RRC)
	ACE
	Assistance


	STUDYGUIDE1.pdf
	Study Guide 
	Congratulations
	Your Personal Characteristics
	Beginning Your Course
	Leafing Through the Text
	The First Study Unit
	Reading the Learning Objectives
	Completing the Exercises
	Continuing to March
	Preparing for the Final Exam
	Tackling the Final Exam
	Completing Your Course
	Graduating!
	Semper Fidelis! 


	2124GSU1.pdf
	STUDY UNIT 1 
	ARMORY OPERATIONS 
	Overview 
	Scope
	In This Study Unit 


	LESSON 1 
	ARMORY MANAGEMENT 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson 

	 Armory SOP 
	Purpose
	Elements of Armory SOP
	Contents of an Armory SOP 
	Contents of an Armory SOP, continued

	 Desktop Procedures 
	Purpose
	Commodity Billet
	Sections of the Desktop
	Current References
	Contents 
	Points of Contact
	Required Reports

	Turnover Folder 
	Purpose 
	Contents
	What is the Difference?
	Summary

	 
	Lesson 1 Exercise 
	Directions
	Item 1
	Item 2
	Item 3
	Answers
	Lesson Summary



	  
	 
	LESSON 2 
	PREVENTIVE AND CORRECTIVE MAINTENANCE 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson 

	 Categories of Preventive Maintenance 
	Definition 
	Categories
	Operator or Crew Services
	Organizational Maintenance Services
	Special Services

	 Types of Preventive Maintenance 
	Preventive Maintenance Types and Actions
	Daily 
	Weekly 
	Quarterly 
	Semiannually 
	Annually 
	Special
	Forms and Checklists

	 Levels of Corrective Maintenance 
	Echelons
	1st Echelon
	2nd Echelon
	3rd Echelon
	4th Echelon
	5th Echelon 

	Lesson 2 Exercise 
	Directions
	Item 1
	Item 2 
	Item 3
	Item 4
	Answers
	Lesson Summary



	LESSON 3 
	COMMAND RELATIONS AND INSPECTIONS 
	Introduction 
	Scope
	Learning Objectives 
	In This Lesson 

	Command Support 
	Introduction
	S-1/Admin
	S-3/Operations
	S-4/Logistics
	Maintenance Management Office 
	Command Structure

	 Support Outside the Command 
	Background
	Force Service Support Group (FSSG)
	Ordnance Officers/Chiefs

	 Types of Inspections 
	Purpose
	Four Basic Variations
	Marine Corps Logistics Chain Analysis Team 
	(MCLCAT)
	Inspection Checklist
	Self-Inspection
	MMO
	Physical Security

	 
	Lesson 3 Exercise 
	Directions
	Item 1
	Item 2 
	Item 3
	Item 4
	Answers
	Lesson Summary
	Wrap Up





	2124gSU2.pdf
	STUDY UNIT 2 
	ARMORY SECURITY 
	Overview 
	Scope
	In This Study Unit


	LESSON 1 
	SECURITY OF ARMS, AMMUNITION, & EXPLOSIVES  
	Introduction 
	Scope
	Learning Objectives
	In This Lesson

	 Responsible Individuals and Billets 
	Commanding Officers (CO) AA&E Responsibilities
	Appointments in Writing
	Screening of AA&E Personnel
	AA&E Training
	Billets
	A&E Audit and Verification Officer
	AA&E Officer/SNCO
	Range Safety Officer (RSO)
	Armorer/ 
	Custodian
	Ammunition Technician
	Ammunition Handlers/ 
	Drivers
	Conclusion
	Assignment Matrix
	MCO P4400-150_ Matrix

	 Screening and References 
	Responsibility
	History
	References and Publications
	Interview
	Records Screened
	Screening Process
	Screening Factors
	Conclusion

	  
	Lesson 1 Exercise 
	Directions
	Item 1
	Item 2
	Item 3
	Item 4
	Item 5
	Answers
	Lesson Summary



	LESSON 2 
	SECURITY RESPONSIBILITIES 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson

	 Levels of Security 
	Levels

	 Echelons of Security 
	Description
	Commanding Officer
	Security Officer
	Armory  
	Personnel

	 Access Procedures 
	Armory Access 
	Unaccom-panied 
	Access List
	Accompanied Access List
	Proper Identification
	Intrusion Detection System (IDS) 
	IDS Logs
	Panic Button/“Hold Up” Button
	Access Log

	 Key and Lock Procedures 
	Keys, Locks, and Security
	Procedures
	Master Keying versus Keying Alike

	 Physical Security 
	Illustrating Need for Sight Counts 
	Sight Counts
	Person Conducting Weapons Inventory
	Consolidated Memorandum Receipt
	Monthly Serialized Weapons Inventory
	Communications 
	Security
	Security Force
	Mandatory Training for Daily Security
	Requirements for Security Force Personnel
	Training
	Qualification

	 Deadly Force 
	Definition
	Training 
	Use of Force
	Circumstances for Use of Deadly Force
	Restrictions
	Conclusion

	 
	Lesson 2 Exercise 
	Directions
	Item 1
	Item 2 
	Item 3
	Item 4
	Answers
	Lesson Summary



	LESSON 3 
	SECURITY CONSIDERATIONS  
	Introduction 
	Scope
	Learning Objectives
	In This Lesson

	 Security Ammunition 
	Amounts
	Storage
	Issue and Recovery

	 Reference for Standards 
	Armories
	Doors
	Windows, Vents, and Ducts
	Arms Racks and Containers
	Racks
	Containers
	Reserve 
	Facilities Outside a Military Installation
	IDS

	 Personally Owned Weapons 
	Background
	SOP and Guidance
	Considerations
	Registration
	Living in the Barracks
	Check-Ins
	Documentation
	Care and Custody
	Local Firearm Laws

	 
	Lesson 3 Exercise 
	Directions
	Item 1
	Item 2 
	Item 3
	Answers
	Lesson Summary
	Wrap Up



	  


	2124gSU3.pdf
	STUDY UNIT 3 
	ARMORY FORMS AND RECORDS 
	Overview 
	Scope
	In This Study Unit


	LESSON 1 
	ORDNANCE ISSUE AND RECOVERY FORMS 
	Introduction 
	Scope
	Learning Objectives 
	In This Lesson

	 NAVMC 10576:  Memorandum Receipt for Individual Weapons 
	Purpose
	Responsibility
	Preparation 
	Preparation, continued
	Issue Inspection
	Issue Inspection, continued
	Recovery Inspection
	Reporting Damage
	Filing Instructions
	Improper Care or Negligence
	Unit Checkout Procedures

	 NAVMC 10520:  Weapon Custody Receipt 
	Purpose
	Signing and Controlling the NAVMC 10520
	Preparation Instructions
	Filing Instructions
	Disposition Instructions

	 NAVMC 11186:  Crew-Served Weapons Card 
	Purpose 
	Responsibility
	Inspection 
	Preparation
	Front Side
	Reverse Side
	Replace Team Members
	Disposition Instructions

	 NAVMC 10359:  Equipment Custody Record 
	Purpose
	Front Side NAVMC 10359
	Reverse Side NAVMC 10359
	Preparation
	Disposition Instructions

	Lesson 1 Exercise 
	Directions
	Item 1
	Item 2
	Item 3
	Item 4
	Item 5
	Item 6
	Item 7
	Item 8
	Answers
	Lesson Summary



	LESSON 2 
	NAVY MARINE CORPS FORMS 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson

	 NAVMC 1018:  Inspection/Repair Tag 
	Purpose
	Responsibility
	Preparation
	NAVMC 1018 Side “A”
	NAVMC 1018 Side “A” Preparation
	NAVMC 1018 Side “B”
	NAVMC 1018 Side “B” Preparation
	Disposition Instructions

	NAVMC10558a:  Weapon Record Book, Part 2 
	Purpose
	Preparation
	NAVMC 10558a, Part 2, Page 1
	NAVMC 10558a, Part 2, Page 1 Preparation
	NAVMC 10558a, Part 2, Page 2
	NAVMC 10558a, Part 2, Page 2 Preparation
	NAVMC 10558a, Part 2, Page 3
	NAVMC 10558a, Part 2, Page 3 Preparation
	NAVMC 10558a, Part 2, Page 4
	NAVMC 10558a, Part 2, Page 4 Preparation
	NAVMC 10558a, Part 2, Page 5
	NAVMC 10558a, Part 2, Page 5 Preparation
	Where to Send When Condemned
	A Record Book is Lost
	Make Copies 

	 NAVMC 10772:  Recommended Changes to Publications 
	Purpose
	Responsibility
	Preparation Instructions
	NAVMC 10772, Part 1
	NAVMC 10772, Part 1 Preparation
	NAVMC 10772, Part 2
	NAVMC 10772, Part 2 Preparation
	Disposition Instructions

	 SF 368:  Product Quality Deficiency Report 
	Purpose
	PQDR Outcome
	Initiator
	Deficient Equipment
	Circumstances for Submission
	Categories
	Conclusion

	Lesson 2 Exercise 
	Directions
	Item 1
	Item 2
	Item 3
	Item 4
	Item 5
	Item 6
	Item 7
	Item 8
	Item 9
	Answers
	Lesson Summary
	Wrap Up





	2124gSU4.pdf
	STUDY UNIT 4 
	MAINTENANCE MANAGEMENT 
	Overview 
	Scope
	In This Study Unit 


	LESSON 1 
	MAINTENANCE MANAGEMENT FORMS 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson 

	 
	NAVMC 10561:  Preventive Maintenance Checks and Services Roster 
	Purpose
	Importance 
	Responsibilities
	PMCS 
	Requirement
	Annual Maintenance Interval
	Second Echelon PMCS
	Personnel Qualifications
	Multiple Equipment
	PMCS Scheduling
	Preparation of NAVMC 10561
	Filing
	Disposition

	 NAVMC 10245:  Equipment Repair Order 
	Purpose
	Preparing Activity
	Julian Date 
	Maintenance Unit
	Evacuated Maintenance Equipment
	Second Echelon 
	Beyond Third Echelon
	ERO Copies
	White Copy (Original)
	Yellow Copy (First Carbon)
	Green Copy (Second Carbon)
	Pink Copy (Third Carbon)
	Using an ERO
	NAVMC 10245 
	Preparation Instructions
	Preparation Instructions, continued
	Preparation Instructions, continued
	Preparation Instructions, continued
	Preparation Instructions, continued
	Filing and Disposition
	Additional Information

	 NAVMC 10925:  ERO Shopping Transaction List  
	Purpose
	Configuration
	Header 
	Instructions 
	Transaction Instructions
	Disposition
	Gunny’s Advice 

	 Daily Process Report 
	Background
	Purpose
	Distribution and Use
	DPR Importance
	Gunny’s Advice 
	DPR Example

	 Lesson 1 Exercise 
	Directions
	Item 1
	Item 2 
	Item 3
	Item 4
	Item 5
	Item 6
	Item 7
	Item 8
	Answers
	Lesson Summary



	LESSON 2 
	ARMORER’S TOOLKIT (E2900) 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson 

	 E2900 Basics 
	Importance of E2900 
	Inventory
	Tool Storage
	Toolkit Issue
	Tool Use

	 Punches 
	Hand Punches
	Center Punch
	Drift Punch 
	Drive Pin Punch
	Aligning Punch
	Hand Punch Set

	 Files 
	Large and Small Files
	Large Files
	Small File Set
	Using the File
	File Cut
	Single-Cut File
	Double-Cut File
	Rasp-Cut File
	Types of Cuts
	Teeth Spacing
	File Shape
	File Selection
	File Selection Table 
	File Cleaning Brush
	Care and Maintenance

	 Hammers 
	Types
	Hard-Faced Hammer
	Soft-Faced Hammer

	 Screwdrivers 
	Screwdriver Types and Shapes
	Screwdriver Use

	 Special Use and Miscellaneous Tools 
	Pliers
	Using Pliers
	Whetstones
	Clamp Base Bench Vise  
	Copper Vise Jaw Caps
	Socket Head Screw Key (Allen Wrench Set)
	Wrenches
	Special Tools

	Lesson 2 Exercise 
	Directions
	Item 1
	Item 2
	Item 3
	Item 4
	Answers
	Lesson Summary



	LESSON 3 
	MAINTENANCE SUPPORT PROGRAMS 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson 

	 Infantry Weapons Gage Calibration Program 
	Calibration
	IWGCP
	Requesting IWGs 
	 “Calibration Due” 
	“Calibration Due”, continued
	Most Common Gages
	Tracking Gages

	 Modification Program and the NAVMC 11054 
	Modification Program
	Modification Instructions (MIs)
	MI Publications 
	Purpose of NAVMC 11054
	NAVMC 11054 Preparation
	Procedures
	Disposition

	 Publication Control System 
	Importance
	PLMS:  
	Automated, Downloadable, and Updateable 
	A Management Tool for the Armory 
	How to End the Confusion 
	Functional Areas
	Automatic Control
	S-l/Adjutant Review Responsibility
	Importance of PL Reviews
	Necessary PL Changes
	Participants
	Responsibility
	Internal Control
	Key to Internal Control
	Inventory Control
	Inventory Methods
	Order Control
	MCPDS
	Unit Publications Control Point (UPCP)
	Procedures

	 References 
	Paper Based
	Paper Based, continued
	Paper Based, continued
	Paper Based, continued
	Web Sites

	 
	Lesson 3 Exercise 
	Directions
	Item 1
	Item 2 
	Item 3
	Item 4
	Item 5
	Item 6
	Answers
	Lesson Summary

	Appendix A 
	Checklist Example





	2124G Review exam1.pdf
	ARMORY PROCEDURES 
	REVIEW LESSON EXAMINATION 
	Review Lesson 
	Introduction
	Directions
	Item 1
	Item 2
	Item 3
	Item 4
	Item 5
	Item 6
	Item 7
	Item 8 Through Item 12
	Item 13
	Item 14
	Item 15
	Item 16
	Item 17
	Item 18
	Item 19
	Item 20 Through Item 23
	Item 24 Through Item 27
	Item 28 Through Item 30
	Item 31 Through Item 34
	Item 35
	Item 36
	Solutions
	Solutions, continued




	2124gSU4.pdf
	STUDY UNIT 4 
	MAINTENANCE MANAGEMENT 
	Overview 
	Scope
	In This Study Unit 


	LESSON 1 
	MAINTENANCE MANAGEMENT FORMS 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson 

	 
	NAVMC 10561:  Preventive Maintenance Checks and Services Roster 
	Purpose
	Importance 
	Responsibilities
	PMCS 
	Requirement
	Annual Maintenance Interval
	Second Echelon PMCS
	Personnel Qualifications
	Multiple Equipment
	PMCS Scheduling
	Preparation of NAVMC 10561
	Filing
	Disposition

	 NAVMC 10245:  Equipment Repair Order 
	Purpose
	Preparing Activity
	Julian Date 
	Maintenance Unit
	Evacuated Maintenance Equipment
	Second Echelon 
	Beyond Third Echelon
	ERO Copies
	White Copy (Original)
	Yellow Copy (First Carbon)
	Green Copy (Second Carbon)
	Pink Copy (Third Carbon)
	Using an ERO
	NAVMC 10245 
	Preparation Instructions
	Preparation Instructions, continued
	Preparation Instructions, continued
	Preparation Instructions, continued
	Preparation Instructions, continued
	Filing and Disposition
	Additional Information

	 NAVMC 10925:  ERO Shopping Transaction List  
	Purpose
	Configuration
	Header 
	Instructions 
	Transaction Instructions
	Disposition
	Gunny’s Advice 

	 Daily Process Report 
	Background
	Purpose
	Distribution and Use
	DPR Importance
	Gunny’s Advice 
	DPR Example

	 
	Lesson 1 Exercise 
	Directions
	Item 1
	Item 2 
	Item 3
	Item 4
	Item 5
	Item 6
	Item 7
	Item 8
	Answers
	Lesson Summary



	LESSON 2 
	ARMORER’S TOOLKIT (E2900) 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson 

	 E2900 Basics 
	Importance of E2900 
	Inventory
	Tool Storage
	Toolkit Issue
	Tool Use

	 Punches 
	Hand Punches
	Center Punch
	Drift Punch 
	Drive Pin Punch
	Aligning Punch
	Hand Punch Set

	 Files 
	Large and Small Files
	Large Files
	Small File Set
	Using the File
	File Cut
	Single-Cut File
	Double-Cut File
	Rasp-Cut File
	Types of Cuts
	Teeth Spacing
	File Shape
	File Selection
	File Selection Table 
	File Cleaning Brush
	Care and Maintenance

	 Hammers 
	Types
	Hard-Faced Hammer
	Soft-Faced Hammer

	 Screwdrivers 
	Screwdriver Types and Shapes
	Screwdriver Use

	 Special Use and Miscellaneous Tools 
	Pliers
	Using Pliers
	Whetstones
	Clamp Base Bench Vise  
	Copper Vise Jaw Caps
	Socket Head Screw Key (Allen Wrench Set)
	Wrenches
	Special Tools

	Lesson 2 Exercise 
	Directions
	Item 1
	Item 2
	Item 3
	Item 4
	Answers
	Lesson Summary



	LESSON 3 
	MAINTENANCE SUPPORT PROGRAMS 
	Introduction 
	Scope
	Learning Objectives
	In This Lesson 

	 Infantry Weapons Gage Calibration Program 
	Calibration
	IWGCP
	Requesting IWGs 
	 “Calibration Due” 
	“Calibration Due”, continued
	Most Common Gages
	Tracking Gages

	 Modification Program and the NAVMC 11054 
	Modification Program
	Modification Instructions (MIs)
	MI Publications 
	Purpose of NAVMC 11054
	NAVMC 11054 Preparation
	Procedures
	Disposition

	 Publication Control System 
	Importance
	PLMS:  
	Automated, Downloadable, and Updateable 
	A Management Tool for the Armory 
	How to End the Confusion 
	Functional Areas
	Automatic Control
	S-l/Adjutant Review Responsibility
	Importance of PL Reviews
	Necessary PL Changes
	Participants
	Responsibility
	Internal Control
	Key to Internal Control
	Inventory Control
	Inventory Methods
	Order Control
	MCPDS
	Unit Publications Control Point (UPCP)
	Procedures

	 References 
	Paper Based
	Paper Based, continued
	Paper Based, continued
	Paper Based, continued
	Web Sites

	 
	Lesson 3 Exercise 
	Directions
	Item 1
	Item 2 
	Item 3
	Item 4
	Item 5
	Item 6
	Answers
	Lesson Summary

	Appendix A 
	Checklist Example








