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

13.  INITIAL PRINTING AND DISTRIBUTION

13.0  PURPOSE. This Section describes functions and assigns responsibilities relative to the initial production, printing and distribution of paper/electronic TMs where copies will be distributed to user activities, intermediate and depot level repair activities, stock Inventory Control Points (ICP), and other activities as follows:


a. NAVSEA/SPAWAR will ensure the timely production, printing, distribution, and delivery of  new paper/digital TMs, revisions, and changes to the user.


b. The distribution of paper or digital copies will be made only to organizations and activities listed on approved distribution lists.

13.1  INITIAL PRINTING AND DISTRIBUTION PROCEDURES.

STEP
ACTIVITY
PROCEDURE



1
SEA 04L3 / SPAWAR 04L-2
a.

b.

c.
Provide direction to the NSDSA for NAVSEA/SPAWAR distribution requirements and lists.

Certify Printing Management Activities (PRINTING MGT ACTV).

Approve or disapprove all requests for printing and distribution waivers or deviations.



2
NSDSA
a.

b.

c.

d.
Coordinate printing requirements between ACQ MGR, LCM, ISEA, Field Activities, and the central and local offices of the DAPS.

Coordinate requests for TMs in support of programs and projects initiated by NAVSEA/SPAWAR, DoD, other Government agencies, and contractors.

Evaluate requests from activities to become PRINTING MGT ACTVs; forward to SEA 04L3/SPAWAR 04L-2 with recommended action.

Provide training to Activities for distribution list maintenance.



3
ACQ MGR
a.

b.


Request certification as PRINTING MGT ACTV through SEA 04L3/SPAWAR 04L-2 or NSDSA (see Attachment (1)); if preferred, task NSDSA or other PRINTING MGT ACTV to provide these services.

Coordinate new TM printing and distribution requirements to ensure adequate support to the training community. (As part of PRINTING MGT ACTV function.)



3
ACQ MGR (Cont’d)
c.

d.

e.

f.

g.

h.

i.
Develop ship and shore activity publication distribution and allowance requirements for cognizant hardware and software manuals and provide these allowance requirements to NSDSA for consolidation and publication.

ACQ MGRs are now able to use TDMIS to download and update distribution lists for the TMs under their cognizance.  Assistance in downloading and updating distribution data is provided by NSDSA.  If ACQ MGRs are unable to access TDMIS, ACQ MGRs may provide a recommended distribution list (if available) to NSDSA with the TMIN-R.  If no list is available, request a generic list from NSDSA with a distribution list/Mailing Label Request, NAVSEA/SPAWAR Form 4160/11 (see Figure 13-1) available from PHD NSWC Code 5E30, A/V 296-0471, Commerciall (805)228-0471.

Verify distribution list changes in the distribution module of TDMIS and add, change, or delete addresses as necessary.  Ensure that the distribution list reflects the requirements for initial distribution, outfitting, training activities, two copies per equipment, and a six month supply for stock.  Provide distribution list mark-up to NSDSA not later than two weeks after receipt of the draft distribution list.

Establish and provide information to the NSDSA on restrictions related to initial distribution and to distribution lists.

Require the use of standard Navy paper and covers in the printing process.  When unique user needs require special paper, the ACQ MGR shall specify these requirements in the printing specifications or orders.

Ensure all supplier provided CI/NDI manual copies are:

· Affixed with the assigned TMIN and bar-coded NSN on the front cover.

· Initially distributed per the final distribution list.

· Packaged for stock and shipped per applicable NAVICP requirements.

Ensure that manuals are distributed in proper quantities as follows:

· IAW approved NAVSEA/SPAWAR distribution list

· Training activities (as required)

· 1 copy to NSDSA for NAVSEA/SPAWAR Engineering Technical Library 

· 6 month supply for DDSP stock

· 2 copies packed with equipment



4
PRINTING MGT ACTV
a.

b.

c.

d.

e.

f.

g.

h.
Perform printing management function in support of an ACQ MGR, LCM, or ISEA.

Perform QA review of the FRC and sign certification sheet.  Ensure that all publications are identified by a TMIN and NSN prior to submission of the printing package to DAPS.  If the proper bar-coding equipment is not available, obtain printing request documents for local DAPS support and ensure space is provided on the cover/title page of the TM for DAPS to affix a bar-coded NSN per NAVSUPINST 5600.26.

Assemble final print package in accordance with Attachment (2). 

Prepare Collation and Data Record.  (See Figures 13-2 and 13-3 for blank and completed sample Collation Sheet.) 

Prepare a DoD Printing Requisition/Order (DD Form 282) per NAVPUBINST 5605.20B. (See Figure 13-4 and Paragraph 13.3.1c. below)  Ensure that the following are clearly identified:

· Funding authorization

· Requiring office, contract reference, schedule, and printing quantities

· Publication identification number, stock number

· Storage location of FRC

· Distribution limitations

If DAPS is to do the final distribution, include the final distribution list and mailing labels.

Forward print package to the appropriate DAPS activity.

QA print proof copy prior to initial distribution.  Approve/reject proof copy.



5
NSDSA
a.

b.
Provide printing services and printing management support to ACQ MGR and Field Activities (as tasked).

Establish and maintain liaison with DAPS components and the NAVICP per NAVSEA/SPAWAR printing and distribution requirements.

5
NSDSA (Cont’d)
c.

d.

e.

f.

g.


Establish and maintain internal NSDSA procedures to implement uniform NAVSEA/SPAWAR printing/distribution requirements.

Provide a baseline or current distribution list to the ACQ MGR or LCM/ISEA upon receipt of a Distribution List/Mailing Label Request, NAVSEA/SPAWAR Form 4160/11.  When requested, forward a proposed distribution list or baseline distribution list upon receipt of a TMIN-R.  Provide assistance to Activities updating the distribution module in TDMIS. 

Incorporate draft distribution list changes received and produce the final distribution list and mailing labels.

Return the final distribution lists and mailing labels to the ACQ MGR within 30 calendar days.

Maintain current distribution information in TDMIS.



6
DAPS
a.

b.

c.

d.

e.

f.

g.

h.
In accordance with NSN provided on the DD Form 282, affix a bar coded NSN to both the cover and title page of the FRC immediately prior to printing. 
Print and QA copies.

Duplicate and perform QA of magnetic media copies.  (See Section 8, Electronic Technical Manuals Acquisition and Life Cycle Support).

Ensure duplicated magnetic media labels include appropriate TMIN, NSN, and VIN.

As directed, make initial distribution of the printed manual or magnetic media copies in accordance with the final distribution list.

Package copies for stock per NAVICP requirements.

Make disposition of the FRC per the printing management activity’s DD Form 282. Provide the FRC to NSDSA if no disposition instructions provided.

Enter final printing cost on the DD Form 282 and forward 1 copy to ACQ MGR, LCM/ISEA, and NSDSA.

13.2 PRINTING MANAGEMENT. The NSDSA will manage the printing process and provide direction and guidance to DAPS. 

13.3  INITIAL PRINTING. The printing of TMs, technical documents, change packages and revisions is to be performed only by DAPS or its contractors per FAR Subpart 8.8 and NAVSO P-35 (May 1979, Subj.: Department of the Navy Publications and Printing Regulations).
a. The input to the printing activity is to be in one of the following media formats:

· Paper FRC (or negatives)

· Digital FRC on Optical Disk*

· Digital FRC on Magnetic Tape, Diskette* or CD ROM

· Digital FRC transmitted over a network*


b. Generally the printing activity output is paper copies. Optical disk copies* are an optional output format.

*    
Digital data format may be Raster, PDF, XML SGML, IETM, Postscript, etc.

13.3.1  Printing documents for DAPS. A printing running/collation sheet, publication specifications

worksheet, and a printing requisition (DD Form 282) must accompany the FRC to the local

DAPS office to process printing orders.


a. Printing running/collation sheets. Printing running/collation sheets furnish information to the local DAPS office regarding the correct order in which to print the pages and for collation of the final product. Usually, these sheets are furnished by the contractor who prepares the manual. (Figures 13-2 and 13-3 are representative of the forms used by most DAPS offices. Printing Managers should contact their local DAPS office to get copies of that office's preferred form and directions for its use.)  


b. Printing requisition. The printing requisition, DD Form 282 (Figure 13-4), is the basic work authorization for producing the final TM. Instructions for completing the form are contained in NAVPUBINST 5605.20 series and extracts are included in Attachment (3).

13.4 DISTRIBUTION. Distribution of TMs is to be based on the need for the information.  Distribution of TMs may be accomplished by the contractor, ACQ MGR, or DAPS. A distribution list is furnished with a TMIN-R if available, and the NSDSA enters the list into a database for automated distribution of future updates. These automated distribution lists are updated periodically. NSDSA prepares shipping labels for distribution when requested. 


a. Distribution requirements and lists (e.g., ships, libraries, training activities, intermediate and depot-level maintenance activities) are to be developed and maintained for each TM.


b. Distribution lists should reflect current organizational addresses, organizational codes, point of contact (POC) codes, ships, and field activities requiring copies. Existing distribution lists for individual manuals should be reviewed prior to distribution of each revision or change.


c. Two paper copies of the TM are to be packed and shipped with each system or equipment in accordance with the following:

· If final manuals have been approved for Navy use and are available from stock, the manuals are to be furnished to the contractor as Government Furnished Information (GFI).

· If final TM copies are not available to accompany the shipment of a system or equipment, two copies of the preliminary manual are to be packed and shipped with the hardware. Final manuals will be distributed when available.

· When systems and equipment are shipped to a shipbuilder or overhaul activity, the manuals packed with the hardware are to be used only for the outfitting of the ship.


d. Ensure that a minimum quantity of 10 printed, validated, and approved preliminary manuals is made available by the ACQ MGR, Program Management Office (PMO), LCM, or ISEA whenever final manual copies will not be available to meet training, testing, or Initial Operational Capability (IOC). Forward one copy of the preliminary manual to the NAVSEA/SPAWAR Engineering Technical Library. 

13.4.1 Maintenance of distribution lists. NSDSA has developed a standard distribution list composed of those activities, such as NAVSEA/SPAWAR technical engineers and field activities, libraries, Shore Intermediate Maintenance Activities (SIMA), Fleet Technical Support Centers (FTSCs), and ship class tenders who usually require NAVSEA/SPAWAR maintenance publications. Special distribution lists are also maintained composed of those technical activities and training commands having an interest in the system or equipment, Fleet and shore equipment holders, and others identified by the ACQ MGR as requiring copies.  These lists are periodically updated by NSDSA with the TMMA to ensure validity of future distribution of Advance Change Notices (ACN), change packages and revisions. The latest distribution list and mailing (shipping) labels may be requested from the NSDSA via form NAVSEA/SPAWAR 4160/11 (see Figure 13-1). Specific instructions are included on the form.  D/Ls are available in TDMIS and may be maintained by the TMMA.   Lists/labels may be printed locally.

13.4.2 Mailing labels. When requested by the ACQ MGR mailing labels are prepared and furnished to the TMMA/ACQ MGR by the NSDSA for all TMs forwarded for printing and distribution.  An updated distribution list must be received by NSDSA prior to submitting the final reproducible copy (FRC) to DAPS for printing.

TECHNICAL MANUAL DISTRIBUTION LIST/MAILING LABEL REQUEST

PUBLICATION INFORMATION

TECHNICAL MANUAL IDENTIFICATION NUMBER



REQUEST DATE


NSDSA RECEIPT DATE


REQUIRED DATE



CLASSIFICATION


CHANGE/REVISION LEVEL


PUBLICATION DATE

REQUESTER INFORMATION

NAME


ACTIVITY


CODE



TITLE


TELEPHONE


NAME (Activity TM POC)




QUANTITY

SEND DISTRIBUTION LISTS AND MAILING LABELS TO: (Allow 3 weeks for delivery)
LABELS
DLs









PRINTING MANAGEMENT ACTIVITY

NAME (Activity to be used)



SIGNATURE (Requester)


DATE



INSTRUCTIONS

Naval Systems Data Support Activity (NSDSA) maintains control of distribution lists for all NAVSEA/SPAWAR technical manuals in the Technical Data Management Information System (TDMIS).  Each distribution list represents a tailored listing for an individual technical manual based upon the need for the manual by Fleet and Shore activities. Certain distribution requirements are mandatory; such as, copies to NAVSEA/SPAWAR NAVY Engineering Technical Library (NETL), NAVICP stock, and training schools.  The baseline distribution list is a generic list to be annotated as follows:

1. Add NAVSEA/SPAWAR requirements based on experience and S0005-AA-PRO-010/TMMP (Section 13, Initial Printing and Distribution). NSDSA will add requirements for CNET training schools and stock quantities. If known, add requirements for Foreign Military Sales (FMS) or training schools.

2. Return annotated baseline distribution list to (NSDSA) @ PHD NSWC, Code 5E30, within 21 calendar days to receive the approved distribution list and mailing labels. They will be forwarded by separate correspondence.

3. If DAPS is requested to do distribution, the approved distribution list and mailing labels are to be included in the final print package. See S0005-AA-PRO-010/TMMP [Section 13, Initial Printing and Distribution) or request help from your activity's technical manual Point of Contact (POC)].

4. The stocking point for this form is PHD NSWC, Code 5E30 (NSDSA Distribution), DSN 296-0471 or COMM (805) 228-0471.

NAVSEA/SPAWAR 4160/11 (12-93)

Figure 13-1. Technical Manual Distribution/Mailing Label Request.
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Figure 13-2. Publications Running/Collation Sheet (Blank).
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Figure 13-3. Publications Running/Collation Sheet (Sample)
[image: image3.png]FICA
DOD PRINTING CIAGSIFICATION Tequisiion sutomaticaly bacomes R
REQUISITION/ORDER o detached from cles- | R
sified material.)
REGUISITION NO. DATE OF REQUEST | REQUESTED DEL'Y |EST. COST 4
A
¥ (PLANT JOB NUMBER)
FOR REFERENCE CONSULT PHONE y [ggHEpuLED compLeTION ESTIMATED COST
s
£
ACCGUNTING DATA
FORM/PUBLICATION NO. AND THTLE (in that order)
GTV. (Specity shts., sets, etc.] | PAGES GTV. WILL LAST | JOBS 70 BE REPRINTED J0B 1S LAST JOB NO.
A RE-
MOS. YES D NO D NEW D REVISED l:l i
ENCLOSURES (Submit clean, well protected copy) (F other, specify] PROOFS (Specify only if necessary)
PAGES NOT | SEND
COPY NEG2E PLATES REQ'D T0:
FINISHED SIZE MARGINS (Top) (Left/Bind) INK (i not black) GRADE OF PAPER* WEIGHT*|  coLoR*
s
P 1.
g [FOLD TO (Sizes PRINT OTHER 2,
X ONE HEAD HEAD (SEE COPY
¢ SIDE TO HEAD TO FOOT ATTACHED) 3.
} [Assemale WIRE STITCH (Staple) OTHER (Specify) |4
F IN PAGE | Number UPPER El d
1 SETS SEQ. Stitches: LEFT ToP 5.
C [STANDARD PUNCH _(Drifj | OTHER (Number) (Diameter)  (Ctr. to ctr.) ILocation) 6.
A ZHOLE 3-HOLE|
T To LEFT 7.
TNOTI d weight of il b o
| [PERFORATE/SCORE PAD ars (Location} PRONG FASTENERS - fg gm‘(i‘ra;g and é:gl‘& ngvt‘i’:‘eﬁav?ongr;ns ;gf":;{u
t Cammittae on Printing. No devifi
: D SEE COPY R | D ToP D LEFT Dvss D No | Joiot Committee on Printing ons permitte
s | COMPOSING / PROCESSING (Preparevater copy; fotolist; offset; etc.) WRAP (No. per pkg.) | DISPOSITION OF HHOLD
D-DESTROY
NEGS. ORIG. R-RETURN
FOR PLANT USE ONLY SPECIAL INSTRUCTIONS/REMARKS
NUMBER SERIAL NUMBERING, REGISTRATION, ETC.
ORIG. LINE
H.T.
IMAGE SIZE
X
PRESS | PLATES | IMP.
PRESS SHEET SIZE
x
TRIM SIZE
x
PLANNED BY

‘ORDERING OFFICE ({/f other than delivery address)

DELIVER TO (Complete address)

LIAISON OFFICE APPROVAL (Signature and date}

APPROVING OFFICE (Signature and date}

-

SEND CONFIRMATION/BILLING COPY TO finsert complete mailing address)

DISTRIBUTION REQUIRED

D LisT / I:ILABELS

ATTACHED

WILL PICK UP - PLEASE NOTIFY:

I:l HOLD |

(Ext.)

MATERIAL RECEIVED (Signature and date)

DD Form 282, APR 71 (EG)

REPLACES EDITION OF 1 JUN

66 WHICH MAY BE USED.





Figure 13-4.  DoD Printing Requisition Order - DD Form 282

FINAL PRINT PACKAGE

The final print package should contain the following:


Paper
Magnetic Media

1. Final Reproducible Copy (FRC).

2. Certification Sheet.

3. DOD Printing Requisition/Order- DD Form 282.

4. Publications Running Sheet (or Collation and Data Record Form) - use local DAPS form.

5. Shipping Labels (bulk) - DAPS PM 5216-25.

6. Mailing Labels.  *

7. Distribution List.  *


X
X
X
X
 
X
X

X
X
X


X
X


  * Include when DAPS is to make distribution.
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SUMMARY INSTRUCTIONS FOR PREPARING DD FORM 282

PRINTING REQUISITION/ORDER

GENERAL INFORMATION BLOCKS (1-16)

BLOCK
Legend
INSTRUCTION



1
Classification:
Place security classification here. If unclassified. Leave blank.



2
Requisition No.:
Ordering activity office control or obligation of funds number. The Standard Navy Document Number (SDN), in accordance with NAVCOMPTINST 7300.99 (series), must be used. Accuracy of these numbers is critical.



3
Date Of Request:
DD Form 282 submission date.



4
Requested Delivery:
DO NOT LEAVE BLANK. Indicate the specific date delivery is required.



5
Estimated Cost:
LEAVE BLANK.



6
For Reference Consult:
The name and telephone number of the responsible person at the ordering activity.



7
Appropriation/Funding Line:
Enter complete and accurate authorized appropriation/funding data.




Basic Reqn. No.:
LEAVE BLANK, except when the DD Form 282 is used as subsequent print order against an open requisition.




Amount:
The amount in this block represents the dollar amount authorized for a specific print order.



8
Form/Publication No. And Title:
Enter the complete publication number and include the issue or revision date.



9
Quantity:
Enter total number of publication copies to be produced.  Be sure to indicate appropriate unit quantity: "each" or "books" for publications.



10
Pages:
Enter the total number of pages or negatives submitted for production. A publication printed on two sides is considered to be two pages.



11
Quantity Will Last:
LEAVE BLANK.

12
Job To Be Reprinted:
Check appropriate box. This entry aids in the selection of a production process and in determining the disposition of materials used in the process.



13
Job Is:
Check appropriate box to indicate if job is a first run (new), revised (changed copy of previously printed material), or a reprint.



14
Last Job No.:
If the job is a reprint or a revision, enter the local DAPS job number assigned to the previous order.



15
Enclosures:
Specify in the appropriate block the number of running sheets/pagination guide or any other materials submitted with the DD Form 282.



16
Proofs:
Enter the address where proofs are to be mailed/delivered. Specify only when proofs are actually required. DO NOT REQUEST PROOFS ON A REPRINT.



SPECIFICATIONS (BLOCKS 17-27)

17
Finished Size:
This is the final trim size of the product requested (for example. 8-1/2" x 11 ").



18
Margins:
For the top margin specify the distance from the top of the sheet to the top of the first letter or rule. For the left margin specify the distance from the left side of the sheet to the closest letter or rule.



19
Ink:
Specify the color of ink to be used ONLY if other than black is required.



20
Fold To:
Enter the folded size of the finished product. Specify the width first, then the length. When a foldout is requested, submit a fold dummy or specific written specifications with the DD Form 282



21
Print:
Check appropriate box.



22
Assembly/Collation:
Section should be checked if publications must be assembled in sets or by page number.




Forms:
N/A.




Single Folded:
LEAVE BLANK.




Multiple Sheet Type:
Publications requiring assembly, check applicable box and submit a publications running/collation sheet with the DD Form 282.



23
Wire Stitch:
Check appropriate boxes for stapling, hole punching/drilling, wire stitch, perforating/scoring, or padding. If needed for clarity, provide a sample.



24
Composing/Processing:
LEAVE BLANK



25
Wrap:
Enter the word "suitable".



26
Grade Of Paper-Weight - Color:
Specify only Joint Committee on Printing (JCP) approved papers.



27
Disposition Of:
If requested, negatives and original copy will be returned to the requesting activity for subsequent printings.



28
Special Instructions/

Remarks (Block 28):
Used to provide any additional information.



DELIVERY/DISTRIBUTION/BILLING (BLOCKS 29-35)

29
Deliver To:


Include complete delivery address, including building name, number, street address, and organization code.



30
Distribution Required:
When distribution is to multiple addressees, include a separate distribution list of addressees, typed mailing labels, and quantities required per addressee. Check   appropriate block if distribution lists or labels are attached to the requisition.



31
Will Pick-Up - Please Notify:
When pickup is desired, check "HOLD" box and give full name and telephone number of the person to be notified when material is ready.



32
Material Received:
LEAVE BLANK. Block is used for customer signature when printed material is received/delivered.



33
Ordering Office And Liaison Office Approval
For customer use. May be used for activity internal control  purposes



34
Approving Office:


DD FORM 282 MUST BE SIGNED AND DATED prior to forwarding the local DAPS. DD Form 282 must be signed by an authorized representative of the ordering activity.



35
Send Confirmation/ Billing Copy To:
Enter the official mailing address of the activity to be billed for this requisition. Include complete activity address (code, building name, number, street address). 
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