S0005-AA-PRO-010/TMMP AND E0005-AC-HBK-010/TMMP

2.  TECHNICAL MANUAL MANAGEMENT PROGRAM (TMMP) RESPONSIBILITIES

2.0  PURPOSE.  This Section establishes operational responsibilities for individuals and activities participating in the NAVSEA/SPAWAR Technical Manual Management Program (TMMP).  Its purpose is to facilitate a team-based management (see Figure 2-1) approach operating within and across integrated programs.

Note:  Technical manuals (TM) under the cognizance of NAVSEA 08 and Navy Special Weapons Ordnance Publications (SWOP) are outside the scope of the NAVSEA/SPAWAR TMMP.

2.1  TECHNICAL MANUAL MANAGEMENT PROCEDURES.  The following TMMP management actions and related training of personnel shall be performed by the entities designated below:

STEP
ACTIVITY
PROCEDURE
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a.
Provide NAVSEA/SPAWAR TMMP policy overview and guidance.
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Provide executive direction of the TMMP.

Establish goals, initiatives, requirements, and general guidelines for TM development, identification, maintenance, stocking, inventory control, storage, quality control, and improvement of technical information and Navy TMMP processes.

Develop and coordinate concepts, policies, plans, procedures, specifications, standards, and implementing guidance to ensure that the objectives and responsibilities of the TMMP are compatible with the direction of higher authority.

Direct and fund centralized TMMP services; ensure that when ACQ MGRs task field activities to perform TMMP technical services the ACQ MGRs provide related funding. 

Establish policy regarding data input to the Technical Data Management Information System (TDMIS).

Budget, fund, and direct the implementation of the NAVSEA/SPAWAR TMMP.

Approve or disapprove TMMP implementing instructions and procedures for all NAVSEA/SPAWAR activities.

Provide requested guidance and technical assistance to system/equipment ACQ MGR and others tasked to perform their TM management and maintenance roles.

Develop and update directives used in TM acquisitions.

Identify and define requirements for TM automation, digitization, and rasterization.

Develop and implement acceptance and certification requirements for TMs and associated data items.

Provide Program direction to the Naval Systems Data Support Activity (NSDSA), Port Hueneme Division, Naval Surface Warfare Center (PHD NSWC), Port Hueneme CA in all matters pertaining to NAVSEA/SPAWAR TMs.

Certify Command organizations and field activities to perform TM printing management.

Integrate and coordinate the TMMP with NAVSEA/SPAWAR logistics and configuration management activities.

Conduct liaison with higher authority, other Systems Commands, other services, and industry in all matters relating to NAVSEA/SPAWAR technical publications.

Participate in Government and industry programs to improve the overall effectiveness of TMs.

Establish guidelines for shipboard TM management in support of OPNAV 3-M Program, and for management of TMs in Command technical libraries.

Ensure that the Fleet has accurate and usable high quality TMs.

Administer the implementation of the Technical Manual Identification Numbering System (TMINS) and centralized CD-ROM Volume Identification Number (VIN) assignment.

Coordinate the maintenance of all NAVSEA/SPAWAR TM specifications, standards, handbooks, and guides; Section 086 of GEN SPEC and Section 8 of Fleet Modernization Program (FMP) Manual (regarding Selected Record Data TMs).

Develop and manage standard systems and methodologies for life-cycle management of TMs.

Provide a central Point of Contact (POC) for resolution of problems encountered by users of TMs.

Provide on-line availability of information identifying all NAVSEA/SPAWAR technical publications (based upon inputs from organizations responsible for publications).

Provide centralized management support for TMs and technical services, as directed by SEA 04L3/ SPAWAR 04L-2.

Maintain this document and NAVSEA/SPAWAR TMMP instructions (NAVSEAINST/SPAWARINST 4160 Series) as changes occur in the program requirements.

Provide training and assistance to NAVSEA/SPAWAR TM acquisition and maintenance managers and users.

Review implementing procedures in accordance with NAVSEA/SPAWAR checklists [see Attachment (1)] and provide recommendations to SEA 04L3/ SPAWAR 04L-2 for approval or return instruction for update.

Perform random quality assurance (QA) reviews and evaluations of TM product quality.

Assign and maintain Technical Manual Identification Numbers (TMINs) and CD-ROM Volume Identification Numbers (VINs).

Prepare electronically Forms and Publications Status Reports (FPSR) for all TM stocking actions.  Obtain National Stock Numbers (NSNs) from the Naval Inventory Control Point (NAVICP), Philadelphia.

Maintain TM and Final Reproducible Copy (FRC) repository operations in the NAVSEA/SPAWAR Engineering Technical Library.

Maintain Technical Data Management Information System (TDMIS) TM distribution information.  Provide baseline and master distribution lists.

Maintain TMMA assignment field and data in TDMIS.  Ensure TDMIS identifies and correlates Technical Manual Identification Numbering Request (TMINR) and Technical Manual Acquisition Requirements Checklist (TMARC) requests with TMMA information.  Use TDMIS data from these sources to ensure proper assignments, reassignments, and update authorizations
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NAVSEA/ SPAWAR

HQ

ACQ MGR
k.

l.
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c.

d.

a.

b.

c.

d.

e.
Provide central processing of all NAVSEA/SPAWAR Technical Manual Deficiency/Evaluation Reports (TMDER) and Advanced Change Notices (ACN).  

Maintain an accurate TM configuration data base related to NAVSEA/SPAWAR systems and equipment for all active ship and shore activities.

Designate a Headquarters Life-Cycle Manager (LCM), field activity [In-Service Engineering Agent (ISEA), or Planning Yard, etc.] to serve as the Technical Manual Management Activity (TMMA) for all Directorate TMs.  Identify TMs which, while assigned to another activity as TMMA, require special review and technical certification by the NAVSEA/SPAWAR Directorate.

Provide NSDSA with a list of special TMs for status update in TDMIS.

Coordinate and validate TM concerns, TMMA selections, and TMMA reassignments with participating activities prior to reporting to NSDSA.

Report all TMs and TMMA selections to NSDSA for TMMA assignment and entry of information into TDMIS.  Report specific TMMA Unit Identification Code/Internal Office Codes (UIC/IOCs) to NSDSA.

Assign a POC to be responsible for each NAVSEA/SPAWAR TM.  Ensure POC receives training in TM acquisition and maintenance management.  (This training is periodically offered by the NSDSA.)

Support TMMP policy and procedures internally and at participating field activities.  Develop and promulgate local TMMP implementing instructions and procedures at the field activity level.  Update implementing requirements when major policy or organization changes occur.  [Ensure local instructions include TM contractual review and monitoring procedures, TM life-cycle support funding, and that they stress the importance of timely response to user requests.]

Budget, fund, plan, acquire and update/maintain high quality TMs.

Identify and define requirements for and direct the development of management and milestone plans, and tasking assignments necessary to implement the TMMP.

Include TM requirements in the Master Acquisition Program Plan (MAPP), if the approach is used, and plans developed in support of Chief of Naval Education and Training (CNET).
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a.
Use Quality Program Review Records, logistics management information and records, and In-Process Review (IPR) criteria in the development of TMs.

To acquire TMs, create a Technical Manual Contract Requirements (TMCR) or Technical Manual SEATASK/SPATASK Requirements (TMSR) using NSDSA’s homepage at http://nsdsa.phdnswc.navy.mil.

Improve and maintain technical quality of TMs by ensuring validation, verification and final approval certification of all manuals.

Obtain TMINs, NSNs, and VINs (if applicable) from NSDSA.

Assume complete responsibility for assigned TMs, or designate a field activity for TM maintenance support.

Provide information to update the TDMIS database.

Obtain waivers, deviations, or other exceptions to TMMP directives or these procedures through SEA 04L3/ SPAWAR 04L-2.

Ensure that TM management principles are imposed on contractors, subcontractors, field activities and other Government activities as necessary and appropriate.

Manage, coordinate, and control all changes and revisions to assigned TMs.  Coordinate technical reviews and certifications with cognizant engineering technical codes and TM managers, and ensure adequacy and accuracy of assigned TMs.

Ensure related TM data is accurate in all modules of the TDMIS database.  Such TM data includes but is not limited to:

· core publication data – publishing date, revision level, status, title, security classification, distribution statement and level

· equipment and ship applicability – assignment of principal and supporting RIC/APL data to equipment TMs and ship hull and/or classes to non-equipment TMs.

· Deficiencies – TMDER control numbers ( including in-house TMDERs) and deficiency status

· Distribution requirements – identification of activities/ships per TM, printing and distribution, and preparation of mailing labels

Assume responsibility as TMMA for TMs as assigned by NAVSEA/SPAWAR Directorates.






NOTE:  As circumstances and agreements warrant, qualified TMMA activities may request permission from the Directorates to maintain one another’s TMs temporarily or permanently; however, these changes in responsibilities must be reflected in TDMIS
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TMMA
a.

b.

c.

d.


Assume maintenance responsibility for assigned TMs.

Prepare local/field activity TMMP implementing instructions using Attachment (1) as a guide.  Forward draft instructions for NSDSA review and comment.

Assign a trained POC as focal point within the activity for all TM issues.

Manage, coordinate, and control all changes and revisions to assigned TMs.  Coordinate technical reviews with cognizant engineering technical codes and TM managers.





e.

f.

g.


Perform technical IPRs of TMs as requested by acquisition manager.

Retain Final Reproducible Copy (FRC) for assigned TMs or ship to the Engineering Library located at Naval Surface Warfare Center, Port Hueneme.

As tasked and funded, provide the following services for all new TM changes and revisions in coordination with the acquisition activity’s POC:

· Confer with appropriate engineering codes to ensure technical adequacy and accuracy.

· Obtain TMINs and NSNs through NSDSA or if TDMIS certified, TMMAs may assign TM and NSNs for TMs under their cognizance..

· Review, verify and certify the technical content. 
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DAPS
a.

b.

c.
Publish and distribute NAVSEA/SPAWAR TMs and changes.

Process digital conversion of documentation existing in either paper format or (other) digital format.

Operate the local Navy Technical Manual Publish on Demand System (TMPODS).
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NAVICP
a.

b.
Act as central inventory control point (ICP) for all NAVSEA/SPAWAR TMs classified as COG 0I (“cog eye”) publications.

Receive and forward all requisitions for NAVSEA/SPAWAR TMs to assigned ICP or TMPODS as appropriate per current agreements with NAVSEA/SPAWAR.
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Figure 2-1.  NAVSEA/SPAWAR Technical Manual Organization

REQUIREMENTS FOR TECHNICAL MANUAL (TM)

MANAGEMENT IMPLEMENTATION PROCEDURES

Provide standard operating procedures (sop) describing how your activity will accomplish the following functions:

a.

b.

c.

d.

e.

f.

g.

h.

i.

j.

k.

l.
Chapter 1 - List the internal codes and personnel by job title who manage the TM program.

Chapter 2 - Provide procedures to review tasking documents and ensure funding for TM acquisition, maintenance and quality assurance requirements.

Chapter 3 - List personnel by/code and job title who are designated to support Government Furnished Information (GFI) and outfitting for ship construction, overhaul and conversion.

Chapter 4 - Include the requirements to obtain TMCRs/TMSRs and TMINs from the NSDSA for each new TM, revision or change.

Chapter 5 - List all acquisition requirement deliverables, i.e., Technical Manual Quality Assurance (TMQA), validation and verification, and certifications.

Chapter 6 - Establish plan/procedures for activity/contractor post-award conference, quality program reviews and in-process reviews.

Fully describe the plan/procedures to be followed when conducting verifications.

Chapter 7 - Include procedures to utilize Technical Data Management Information System (TDMIS) output products.

Chapter 8 - List funding and direction to Defense Automated Printing Service (DAPS) and Navy Inventory Control Point (NAVICP) for printing and distribution of TMs.

Develop requirements to become a certified printing activity (see Section 13, Printing/Distribution), authorized to handle classified documents.

Chapter 9 - List the procedures for the use of TMDERs/ACNs and how deficiencies will be processed. (See Section 15, Maintenance.)

Provide the procedures for identifying and making disposition of superseded, cancelled and obsolete TMs.
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