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CHAPTER 1

COMMAND TECHNICAL MANUAL MANAGEMENT (CTMM)

1.1 GENERAL

1.1.1 Command Technical Manual Management (CTMM) provides a way for commands to manage the control,
receipt, maintenance, inventory, and evaluation of all Technical Manuals (TMs) held on board ship. TMs are
publications and other forms of technical information intended for use in the installation, operation, maintenance,
troubleshooting, repair and alteration of systems and equipments. Examples of TMs include installation, opera-
tion, and maintenance manuals, system and subsystem manuals, alteration and modification instructions, trouble-
shooting procedures and aids, technical repair standards, equipment training manuals, and software program
documentation. A TM may be all in one volume, or many volumes, parts, chapters, and sections in multiple bind-
ers. TMs may be published in a variety of media such as electronic, paper hard copy, or microfilm. For additional
information on the different categories and types of TMs, TM numbering systems, and types of changes and
updates to TMs, refer toChapter 5.

1.2 PURPOSE AND SCOPE

1.2.1 This chapter specifies responsibilities and procedures for CTMM at the fleet users level. Each command
having custody and direct use of TMs and other technical documentation applicable to the operation, mainte-
nance, repair, and logistic support of installed systems and equipment shall establish CTMM procedures. The
delegation of this management is intended to complement existing efforts of the fleet to ensure maximum equip-
ment operational readiness by having current and accurate documentation readily available when needed.

1.2.2 The primary emphasis is on the management and control of Naval Sea Systems Command (NAVSEA) and
the Space and Naval Warfare Systems Command (SPAWAR) technical manuals. Where appropriate, information
on Naval Air Systems Command (NAVAIR) TMs technical manual management system is presented to accom-
modate situations in which NAVAIR equipment and TMs are held on board ship. NAVAIR TM NA00-25-100
provides additional information on TM management for NAVAIR documentation.

1.3 OBJECTIVE

1.3.1 The objective of CTMM is to ensure that each ship has TMs containing accurate and up-to-date informa-
tion in support of systems and equipment installed on board the ship. CTMM provides a method for managing
and controlling technical manuals. The CTMM system will assure that TMs received are complete and applicable
to the configuration of the installed equipment, and that changes received are inserted into the proper TM imme-
diately after receipt and verification. CTMM establishes:

a. An organizational structure for the control of TMs.

b. Accountability for all TMs held or received by the command.

c. Procedures for ordering TMs.

d. Accountability for the receipt of TM changes.

e. Procedures for reporting errors or other deficiencies found in existing TMs.
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f. Procedures for periodic audits and verification.

1.4 TECHNICAL MANUAL SUPPORT ACTIVITIES

1.4.1 NAVAL SYSTEMS DATA SUPPORT ACTIVITY (NSDSA). The NSDSA is geographically located at
the Naval Surface Warfare Center, Port Hueneme, California and provides a central support role for TM opera-
tions and management matters as directed by the Naval Sea Systems Command (SEA 04L) and the Space and
Naval Warfare Systems Command (SPAWAR 04H). NSDSA:

a. Provides assistance to TM managers and TM users.

b. Manages Technical Manual Maintenance Activity (TMMA) assignments.

c. Performs random TM product quality reviews and evaluation.

d. Manages the conversion of NAVSEA and SPAWAR TMs from hard copy to Compact Disk-Read Only
Memory (CD-ROM).

e. Assigns TM identification numbers for both NAVSEA and SPAWAR TMs.

f. Assigns CD-ROM Volume Identification (VOLID) Numbers for both NAVSEA and SPAWAR CD-ROM.

g. Manages the NAVSEA/SPAWAR Engineering Technical Library.

h. Produces the ship tailored Index of Technical Publications (ITPs) from the Technical Data Management
Information System (TDMIS), and provides each ship an updated ITP that reflects current configuration fol-
lowing each major availability.

i. Coordinates the resolution of TM deficiencies with cognizant TMMAs.

j. Retains copies of Advance Change Notices (ACNs).

k. Manages the master Distribution Lists for all NAVSEA/SPAWAR TMs.

l. Interfaces with Naval Logistics Library (NLL) to introduce NAVSEA/SPAWAR documents to the Navy Sup-
ply Center via assignment of NSN (National Stock Number).

m. Manages NAVSEA/SPAWAR publication data in the NLL.

1.4.2 NAVAL AIR TECHNICAL DATA AND ENGINEERING SERVICE COMMAND (NATEC).
NATEC San Diego has been established as the central management agency for all NAVAIR TMs and publica-
tions. (SeeAppendix Bfor NATEC Point of Contact (POC) information.)

1.5 TM MANAGEMENT POSITIONS

1.5.1 CTMM requires library type control functions for the receipt, storage, change processing, local control, and
inventory of shipboard TMs. All TM management positions will be assigned via a ship’s notice and may be
assigned as collateral duty.

a. Each ship will designate a TM coordinator as administrator of the TM system. The TM coordinator is respon-
sible for defining the objectives of TM management within the framework/configuration of the ship. The TM
coordinator will develop and implement the local policies and procedures needed to achieve CTMM, and pro-
vide the appropriate training and guidance to shipboard personnel to ensure the system is effective in meet-
ing the overall objectives. The TM coordinator will maintain a master accountability file on all the TMs held
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within the command, a suspense file on reported deficiencies, and a suspense file on all outstanding TM
requests. On large ships where a central library, Maintenance Support Center (MSC) or Logistic Support Cen-
ter (LSC) concept has been implemented, TM coordinator duties may be performed by the MSC/LSC/central
library.

b. A petty officer will also be assigned responsibility for the maintenance and accountability of the TMs at the
retention point. On some ships this may be a central library; and for others the retention point may be at the
work center. For the purpose of this instruction those personnel responsible for TM management at the shelv-
ing/storage location(s) will be referred to as a “TM custodian.”

1.6 REFERENCE DOCUMENTS
Instruction No. Subject

OPNAVINST 4790.4C Ships’ Maintenance & Material Management (3-M) Manual
OPNAVINST 5510 (Series) Department of the Navy Information and Personnel Security Program

Regulation
NAVSEAINST 4160.3A Naval Sea Systems Command Technical Manual Management Program

(TMMP)
SPAWARINST 4160.3 Space and Naval Warfare Systems Command Acquisition and Life Cycle Sup-

port
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CHAPTER 2

TM MANAGEMENT SYSTEM REQUIREMENTS

2.1 GENERAL

2.1.1 TECHNICAL LIBRARY MANAGEMENT SYSTEM (TLMS). An inventory control system should
be established and maintained up-to-date to ensure that shipboard equipment is adequately provided TM cover-
age and ensure TM documentation is accurate and readily accessible. Through the Shipboard Non-Tactical ADP
Program (SNAP), shipboard technical manual management will be made easier with the use of the Ship Configu-
ration and Logistics Support Information System (SCLSIS) and the Automated Shore Interface (ASI) processing.
Until the SNAP capabilities are universal, local TM management or the Technical Library Management Systems
(TLMS) can be maintained manually or semi-automatically with the assistance of shipboard computers. An auto-
mated master accountability/inventory/control system, known as TLMS that supports policy and procedures as
outlined in this chapter has been developed, and is available from the SPAWAR System Center (SPAWARSY-
SCEN), Norfolk, VA. (SeeAppendix Bfor TLMS POC.)

a. TLMS is a micro-computer based program that automates the day-to-day operations of a technical library.
Capabilities of the TLMS program include:

(1) Document research functions that allow for quick and flexible database queries for identifying technical
material.

(2) Document check–in and checkout functions.

(3) Numerous library management reports available for on-line review, or in printed form.

(4) Audit processing which simplifies the task of verifying library inventory.

(5) Tracking of documents stored in central and satellite libraries.

(6) Extensive document requisition and receipt functions.

(7) Bar-code capability which:

(a) Speeds check-in/out and inventory processes.

(b) Reduces risk of key entry error.

(c) Improves data accuracy.

(8) Tight access control. Users outside the library can view and research library data without affecting its
contents.

(9) Customer support, with extensive on-line help and data validation.

(10) Land Area Network (LAN) compatible.

b. SPAWARSYSCEN Norfolk provides technical support for TLMS. Available services include software instal-
lation, user training at your facility, data conversion, telephone or on-site tech support and periodic software
upgrades.

c. Features of TLMS require data transfer to and from TDMIS. These features include the verification process,
ITP, and Distribution Activity List.

(1) VERIFICATION. The verification process allows for a file of the library’s document inventory to be gen-
erated and electronically sent to the NSDSA server. Once the file is received, a process is run to compare
the TLMS document inventory with the document data contained in TDMIS. An output file containing all
changes and revisions is returned to the TLMS library for updating. In addition, superseded, obsolete or
cancelled documents are also identified to assist the TLMS library in purging all inactive documents.
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(2) ITP. Data to support the ITP feature in TLMS is available from TDMIS. Individual ship data is electroni-
cally transmitted via the NSDSA server to TLMS and allows the user to search ship specific data related
to equipment and TMs. TLMS can support both single or multiple ship ITPs.

(3) DISTRIBUTION ACTIVITY LIST. The Distribution Activity List is maintained in TDMIS and is used by
activities to verify publications they are on distribution to receive. A TLMS file can be generated and sent
to the NSDSA server for comparison to the Distribution Activity List. Documents identified in the TLMS
inventory not included on the Distribution Activity List are automatically added and those on the list not
in the TLMS inventory are deleted. This automated interface between TLMS and TDMIS assists the
activity in accurately maintaining their distribution requirements in TDMIS by improving data accuracy
and reducing risk of data entry errors.

2.1.2 ADVANCED TECHNICAL INFORMATION SUPPORT (ATIS) SYSTEM . The Advanced Techni-
cal Information Support (ATIS) System is NAVSEAs centralized electronic document viewing system used on
board ships, submarines and shore activities used to house the indexing information of CD-ROMs. CD-ROM
development activities are required to develop ATIS compatible CD-ROMs that have been tested and approved
as ATIS compliant. ATIS users will be able to transfer CD-ROM indexing information from the CD-ROM to the
ATIS System (seeAppendix Bfor ATIS POC information.)

2.2 MASTER ACCOUNTABILITY FILE

2.2.1 The TM coordinator will maintain a Master Accountability File on all the TMs held on board the ship. The
Master Accountability File will reflect the ship’s entire TM inventory, and will contain all the pertinent informa-
tion related to TMs. The following information will be recorded:

Publication (TM) Number

CD-ROM VOLID

Superseding TM (if applicable)

Publication Title

Number of Copies

Classification

Effective Date

Change Number

Change Date

Date Change was Entered by Copy Number

Copy Number and Storage Location
(Central Library, Work Center (W/C), etc.)

Deficiency Reported (Y/N)

National Stock Number

2.2.2 The command may choose to establish the Master Accountability File with the use of the Naval Warfare
Publications Library (NWPL) Catalog Card OPNAV 5070/11 (SeeAppendix A, figure A-1). SeeAppendix A for
standard Navy forms available through the NLL web site at http://www.nll.navsup.navy.mil.
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2.3 OUTSTANDING DOCUMENT REQUEST FILE

2.3.1 An Outstanding Document Request File (ODRF) shall be maintained by the TM coordinator or central
control unit for technical documents on requisition. The file may be either automated, a copy of the DD Form
1348 (seeAppendix A, figure A-2), Naval Supply Systems Command (NAVSUP) Form 1250-1 (seeAppendix A,
figure A-3) requisition document (used by non-automated ships), or a log of all TMs on order. The file will con-
tain the following information:

Requisition Number

Date of Requisition

Publication Number

Publication Title

Work Center of Requestor

Number of Copies Requested

Number of Copies Received

Date of Receipt

National Stock Number

Retention/Storage Location

The ODRF will be checked periodically based on ship requirements for outstanding requests. Appropriate
follow-up action will be taken as necessary. A proven effective method is to establish a central point through
which requisitions are placed. If the command policy allows individuals and satellite retention points to submit
their own requisitions, a local ODRF file should also be maintained for internal control.

2.4 TM DEFICIENCY SUSPENSE FILE

2.4.1 When a TM deficiency is recognized and reported, the TM coordinator must be notified. It is the respon-
sibility of the TM coordinator to inform all holders of the affected TM of the deficiency, and to annotate the
Master Accountability File indicating a deficiency exists to the TM. To keep track of all deficiencies and
responses, the TM coordinator must establish a Deficiency Suspense File that shows all the outstanding deficiency
reports submitted. The deficiency file must be checked each week to ensure the standard time allowed (90 days)
for response from the TMMA has not elapsed. (See paragraph3.6 for more information on deficiency reporting
and response times). Follow-up action may be required. When the deficiency is corrected, the deficiency report
can be closed.

2.5 TM REQUIRED ANNOTATIONS

2.5.1 An accurate, up-to-date inventory control system requires all TMs held by the command be stamped, seri-
alized or annotated in some way to ensure they have been inventoried and accounted for in the Master Account-
ability File. When it is noticed that a TM does not reflect the appropriate markings, or has no TM markings to
indicate it is part of the ship’s total inventory, it must be taken out of circulation until placed in the inventory
control system. For multiple copies of identical TMs, each copy must be numbered on the TM cover, e.g., “Copy
1,” “Copy 2,” “Copy 3,” etc.
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2.6 FILE (SHELF) SEQUENCE

2.6.1 Since various numbering systems apply to TMs and the content of the library is dependent upon the physi-
cal size of the facility, the library’s objectives and the needs of the customer, this instruction will not direct a
shelving sequence. It does require, however, that all technical libraries and satellite libraries within the command
use the same commonly understood filing system.

2.6.2 A common filing system allows for TM retrieval, check out and research to be done quickly and efficiently,
and training and automated data exchange to be accomplished where the capability exists. The most common fil-
ing system uses an alphanumeric sequence to file TMs.

2.6.3 A suggested filing method establishes the shelving by category (i.e., electronics, Hull, Mechanical and
Electrical (HM&E), ordnance) and, within each category, in alphanumerical order by publication identifier. Space
should be left on each shelf to allow for expansion (this is particularly important in a central library location
where many technical documents are maintained). The following file/shelf sequence is suggested:

a. HM&E and Electronics Technical Manuals.

(1) All TMs with a Technical Manual Identification Numbering System (TMINS) number in alphanumeric
sequence.

(2) All 13-digit NSN TMs in numerical sequence.

(3) All TMs with NAVAIR, Defense General Supply Center, etc., numbers in alphanumeric sequence.

(4) All CD-ROMs in VOLID sequence.

b. Ordnance/Weapons Technical Manuals.

(1) All TMs with a TMINS number in alphanumeric sequence.

(2) Ordnance Data (OD) TMs in OD number sequence.

(3) Ordnance Publication (OP) TMs in OP number sequence.

(4) All CD-ROMs in VOLID sequence.

c. Other Service Manuals and CD-ROMs. Army Field Manuals (FMs) and Air Force Technical Orders (TOs) in
alphanumeric sequence.

d. Oversized Documents. Designate a section of the library/shelves for manuals that are larger than the standard
8-1/2″ x 11″ size. These documents may be shelved in the same filing sequence as used for the standard size
manuals. Mark the local inventory record with the words “OVERSIZED TM.”

e. Undersized Documents. Undersized manuals may also be shelved in a separate section to ensure they are not
lost or misplaced. If a manual consists of only a few pages, insert them in a standard size binder (8-1/2 x 11
inches) before filing. Mark the local inventory record with the words “UNDERSIZED TM.”

f. Miscellaneous Publications and CD-ROMs. Manufacturers’ handbooks and government catalogs and publica-
tions that have numbering systems different from those previously cited may be stored separately. Vendor
equipment manuals should also be separated from vendor catalogs.

g. Classified Publications and CD-ROMs. Classified manuals shall be controlled as prescribed inparagraph 1.6.
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2.7 REQUIRED REFERENCE DOCUMENTS

2.7.1 GENERAL. Two documents are considered essential in the operation of the CTMM system, the ITP and
publication NAVSUP P2003. Both are used as referencing aids to help verify TM applicability to equipment/sys-
tems, to help determine if a TM is the most current version and to obtain stocking point information.

2.7.2 INDEX OF TECHNICAL PUBLICATIONS (ITP). The ITP is an automated listing of all general, ship
level and equipment related NAVSEA/SPAWAR/NAVAIR Air Traffic Control and Landing Systems (ATC&LS)
publications applicable to an individual ship. The ITP is based on ship’s configuration data as maintained in the
Configuration Data Manager’s Database-Open Architecture (CDMD-OA) and relates to the TM data maintained
in the TDMIS. The intended use of the ITP is to assist the ship in determining the publications needed to sup-
port the operation, maintenance, troubleshooting and repair of the onboard equipment/systems. The ITP also pro-
vides information on non-equipment related items and procedures. The ITP had been designed to serve several
purposes:

a. Provide a listing of all NAVSEA/SPAWAR TMs/CDs applicable to the ship.

b. Identify these TMs/CDs to specific systems and equipment.

c. Provide information about each TM/CD.

d. Identify TM-to-CD VOLID number.

2.7.2.1 The ITP is produced by NSDSA from the information in TDMIS. TDMIS is NAVSEAs and SPAWARs
windows-based, automated technical manual life cycle tracking system. TDMIS is operated and maintained by
the NSDSA. Commands may obtain a username and password for accessing TDMIS via the NSDSA web site at
http://nsdsa.phdnswc.navy.mil by clicking on TDMIS.

2.7.2.2 Requesting an ITP. Data for the ITP is stored, maintained and updated at NSDSA via TDMIS. ITP data
can be obtained using the TDMIS client server application or by submitting a request via the NSDSA web site
at http://nsdsa.phdnswc.navy.mil/.

2.7.2.3 Naval Supply Systems Command (NAVSUP) P2003.The NAVSUP P2003 web site is a catalog of
all NAVSEA/SPAWAR publications and forms. It also lists manuals stocked at other locations. In addition to
providing the information required to requisition a TM, NAVSUP P2003 is used as a reference aid to determine
the most recent issue of a TM, the exact title, or TM number. Even if a publication number and title has been
located in the ITP, it should be double checked against the NAVSUP P2003. Order the catalog index, NAVSUP
P2003, on CD-ROM under publication NAVSUP P600D through the NLL web site at
http://www.nll.navsup.navy.mil.
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CHAPTER 3

CTMM OPERATING PROCEDURES

3.1 INTRODUCTION

3.1.1 The following paragraphs present shipboard operational guidelines for managing all TMs held by the com-
mand. The functions of TM management as outlined in this instruction have been assigned as specific responsi-
bilities of a titled position (e.g., “TM coordinator”). Depending on the organizational structure of the command,
if a central library, LSC, or MSC is established, the functional requirements of TM management may be assigned
to the library unit as opposed to an assigned position. It is the function and not the position title that is impor-
tant in the operation of a successful TM management system.

3.2 TM COORDINATOR RESPONSIBILITIES

3.2.1 Upon receipt of a TM, TM change, or revision, the TM coordinator, or if established, the central library
under the direction of the TM coordinator will:

a. Check the ODRF to determine if the document is in response to a specific request. If the document is in
response to a requisition, the ODRF log will be annotated with the date and number of copies received. (See
paragraph3.8.5 that describes what must be done when incorrect material or the incorrect quantity is
received.)

b. Determine if the TM is applicable to the ship. Check the ship’s ITP to verify that the TM or TM change
applies to the configuration of the equipment on board. On board equipment may not be affected by a TM
change that affects the same type of equipment at a different configuration level. If the TM applicability can
not be determined, contact the appropriate work center and have a knowledgeable technician make the deter-
mination. Applicability must be determined before incorporating the data into the CTMM Master Accountabil-
ity File. If the data received is not applicable to the configuration of the equipment, the appropriate source of
the data must be notified to have this item deleted from automatic distribution for your command.

c. After determining TM applicability, the Master Accountability File must be updated with the appropriate data
(see paragraph2.2). Annotate the document cover indicating the manual is in the master inventory file.

d. If local policy directs the TM coordinator/library to forward new TMs and TM changes to the retention local-
ity for updating, a memorandum must accompany the TM documentation that identifies the document being
forwarded and the action to be taken. To ensure the Master Accountability File reflects the ship’s TM inven-
tory as accurately as possible, a check off sheet that will be returned to the TM coordinator shall be included
with the TM/TM change package forwarded to the TM custodian at the retention point. When filled out by the
TM custodian, the check off sheet should verify receipt, applicability, incorporation of the TM change into the
appropriate manual, and the date the change was incorporated. When filled out by the TM custodian it must
be returned to the TM coordinator/central library where the Master Accountability File is updated to reflect
the change information.Figure 3-1andfigure 3-2show an example of a memorandum and check off sheet.
Figure 3-1andfigure 3-2will not apply if TLMS is used as your Command Library Management System.
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Figure 3-1. TM Routing Memorandum
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Figure 3-2. TM Change Check-Off Sheet
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3.3 TM CUSTODIAN RESPONSIBILITIES

3.3.1 Upon receipt of the TM or TM change the TM custodian will:

a. Verify the change is applicable to the configuration of the equipment.

b. If not applicable to the equipment, annotate the appropriate line on the TM Change Check-Off Sheet, and
return the TM and check off sheet to the TM coordinator/central library.

c. If applicable, add the document to the local inventory. If the new documentation is a change to an existing
manual, incorporate the change immediately.

d. Complete the TM Change Check-Off Sheet verifying receipt of the TM/TM change. Enter the date the change
was made on the appropriate line, and return the check off sheet to the TM coordinator/central library.

3.4 TM CHECK OUT

3.4.1 To control the issue and return of TMs from the library, an Issue/Receipt Control file must be established.
This is necessary to ensure TMs can be located when changes, revisions, or superseding manuals are received.
The Issue/Receipt Control file/log must contain the following information:

Publication number

CD-ROM VOLID number

Publication title

Copy number

Date of check-out

Due date (if necessary)

Date of return

Requestor’s name

Requestor’s work center and phone number

a. When a manual is requested, the TM custodian:

(1) Checks the ITP and NAVSUP P2003 to verify the manual is current. (See paragraph2.7 for additional
information on the use of these publications.)

(a) If the TM requested is current, the TM custodian must enter the appropriate information in the Issue/
Receipt Control file/log.

(b) If the TM requested is not current, the TM custodian will check to see if a change package has been
received.

1 If a change package is available, the change material must be inserted in the manual before releas-
ing for check out. The TM Change Check Off-Sheet must be completed and returned to the TM
coordinator/library to enable the ship’s Master Accountability File to be updated with the current
information.
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2 If a change package is not available, the requester will be notified that the latest issue is not avail-
able and a requisition submitted for the change package. (See paragraph3.8 for ordering informa-
tion.)

3 If the TM is not available, the TM custodian should obtain ordering information from the ITP and
NAVSUP P2003 and requisition the manual. The request must be submitted through the TM coor-
dinator/central library to allow the ODRF file to be updated.

3.5 TM CHECK IN

3.5.1 When a document is returned, the TM custodian must compare the record entries of the Issue/Receipt Con-
trol file/log with the document identification number, title, and copy number. If there is no discrepancy, the TM
custodian:

a. Enters the return date on the Issue/Receipt Control file log;

b. Checks the physical condition of the document for suitability to reshelve.

(1) If the document is in “ready-for-issue” condition, the document is returned to its shelf location.

(2) If the document is not physically fit for use, a replacement copy must be ordered (see paragraph3.8), and
the unfit document forwarded to the TM coordinator for destruction. If the document is the only copy, it
must be retained until a replacement copy is received. If the document has only a few unfit pages, only
the necessary pages should be requisitioned (see paragraph3.8.3on single-page ordering); place the TM
aside until the replacement TM or TM pages arrive.

3.6 REPORTING TM DEFICIENCIES

3.6.1 REQUIREMENTS. When a discrepancy in a TM is discovered, it must be reported immediately to
NSDSA (for NAVSEA/SPAWAR manuals), or NATEC (for NAVAIR manuals) for correction. Routine discrepan-
cies may identify a missing paragraph or page, incorrect measurements or troubleshooting procedures, or illeg-
ible text or illustrations. A discrepancy is considered urgent if the discrepancy can lead to the injury of a person,
cause serious damage to equipment, or adversely affect the ship’s mission. Urgent discrepancies are reported by
a Naval message.

3.6.1.1 Before submitting a deficiency report the manual must be checked against the ITP and the NAVSUP
P2003 to determine if the manual is current. If the TM is not current, check to see if an update has been received.
If an update has not been received, a requisition for the current TM should be submitted. Never report a defi-
ciency to a TM that is not up-to-date. After receipt of the current revision or change, verify to see if the defi-
ciency was corrected.

3.6.2 ROUTINE DISCREPANCIES IN NAVSEA/SPAWAR MANUALS. Routine discrepancies discovered
in NAVSEA/SPAWAR manuals are reported by submitting a Technical Manual Deficiency/Evaluation Report
(TMDER) (NAVSEA 4160/1) to NSDSA (seeAppendix A, figure A-4, for form example). A TMDER is the easi-
est and preferred way to report a routine deficiency. Three copies of the TMDER form are inserted in the back
of each technical manual, or are included with each permanent change for insertion in the manual. Additional
copies of the form are available on the NSDSA web site at http://nsdsa.phdnswc.navy.mil/. Select TMMP Refer-
ence Documents, and then select Forms. A copy of the TM title page and marked-up pages (if available) should
be attached and submitted with the TMDER. TMDERs may also be submitted via the internet (if available) at
web site http://nsdsa.phdnswc.navy.mil by selecting “Generate TMDER” or via E-mail (if available) at address:
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tmder@phdnswc.navy.mil. Instructions for submitting a TMDER via the internet are provided on the NSDSA
web site by selecting TMMP/Reference Documents/Submitting a TMDER via the Internet. A TMDER will con-
tain the following information:

Publication [TM] number

TM volume/part number (if applicable)

TM publication date (effective date of TM, TM Revision, or change)

System/equipment or equipment nameplate nomenclature (MK, Mod, or A/N) for which TM applies

TM title

Deficiency Report Control Number (6 digit) UIC-YY (Unit Identification Code and Year ) and any four num-
bers; e.g. N63394-03-0001

Deficiency location (page number, paragraph number, line number, figure number, etc.)

Recommended change (corrective action required) (narrative)

Originator’s name, Work Center, code, title, rank, rate or grade

Year/Month/Day the deficiency report is prepared

DSN/commercial number/FAX of originator (if possible)

Ship’s hull number or activity name and address

Originator’s and/or supervisor’s or Department Head’s E-mail address

3.6.3 ROUTINE DISCREPANCIES IN NAVAIR MANUALS. For NAVAIR TMs, routine deficiencies are
reported by submitting a Technical Publications Deficiency Report (TPDR) (OPNAV Form 4790/66) to NATEC
(seeAppendix A, figure A-5for form example). Instructions for completing a TPDR are provided on the back of
the form (seeAppendix A, figure A-6). A copy of the TM title page and marked up pages (if available) should
also be attached and forwarded with the form. Discrepancies discovered in Naval Air Training Operating Proce-
dures (NATOPS) technical manuals are reported by submitting a NATOPS/Tactical Change Recommendation
Form (OPNAV Form 3500.22) to the cognizant NATOPS or Tactical Model Manager as indicated in the intro-
ductory section of the NATOPS manual.

3.6.4 DEFICIENCY SUSPENSE FILE. A copy of all deficiency reports must be kept on file for appropriate
follow-up action, and the original forwarded to the TM coordinator for submittal. The TM coordinator will notify
all TM holders within the command of the deficiency and that a deficiency report was submitted. The TM coor-
dinator will then update the TM Deficiency Suspense File.

3.6.5 URGENT DISCREPANCIES. A standard Joint Message Form (DD Form 173) must be submitted to
report deficiencies that involve the safety of personnel, the ability of the crew to operate and maintain the sys-
tem or equipment, or possible damage to or degradation of the equipment. The required information listed in
paragraph3.6 must be included in the message. For NAVSEA/SPAWAR TMs send a message to the appropriate
Systems Command (SYSCOM), In-Service Engineering Agent (ISEA), or Technical Manual Maintenance Activ-
ity (TMMA) with an information copy to NSDSA. For NAVAIR TMs, urgent deficiencies will be reported to
NATEC. NATOPS manual changes of an urgent nature are submitted to the NATOPS advisory group member in
the chain of command by priority message.
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3.7 RESPONSES TO DEFICIENCY REPORTS

3.7.1 URGENT. An initiator of an urgent deficiency report will receive a response within three (3) working
days from the date of receipt from either NAVSEA, SPAWAR, or NAVAIR as appropriate. The response will cite
the corrective action to be taken and the appropriate time frames. When a deficiency of critical importance (one
that may impact the safety of the crew, the ability to operate and maintain the system or equipment, or result in
possible damage to or degradation of the equipment) requires immediate correction, an ACN will be issued by
the TMMA to correct safety related issues in NAVSEA/SPAWAR TMs, and an Interim Rapid Action Change
(IRAC) will be issued to correct deficiencies in NAVAIR TMs. Both ACNs and IRACs have deficiency control
numbers assigned.

3.7.2 ROUTINE. NSDSA records and monitors all NAVSEA/SPAWAR TM deficiency reports to ensure a
timely response is made to the initiator. NSDSA will forward those TMDERs requiring technical review to the
appropriate TMMA. The initiator of a deficiency report can expect a response from either NSDSA or the TMMA
within 90 calendar days. The response will cite the corrective action, the appropriate scheduled time frames, or
future action planned by the TMMA.

3.8 ORDERING TECHNICAL MANUALS

3.8.1 GENERAL. Navy technical manuals are available in hard copy and/or on CD-ROM from the Navy Sup-
ply Center, and may be ordered through the NLL either on-line at web site http://www.nll.navsup.navy.mil or via
Defense Automatic Addressing System (DAAS). TMs stocked through the Navy Supply Center are listed in
NAVSUP P2003. ATIS Ships CDs may be obtained from NSDSA (Code 310). SeeAppendix B for ATIS
CD-ROM POC information.

a. The DD Form 1348 is the standard MILSTRIP requisition form used for ordering hard copy technical publi-
cations and/or CD-ROMs. All requests must be submitted electronically via DAAS or requested on-line via
NLL at web site http://www.nll.navsup.navy.mil. This method ensures expeditious service by electronically
transmitting all requisitions to NLL. Supply personnel can refer to the publications NAVSUP P437 and NAV-
SUP P485 for complete instructions on how to use DAAS.

b. If command procedure directs, a NAVSUP Form 1250-1 may be submitted to the supply department for mate-
rial requisitioning. Detailed instructions for filling out the DD Form 1250-1 and DD Form 1348 can be found
in publication NAVSUP P409 “MILSTRIP/MILSTRAP Desk Guide” or the publication NAVSUP P437. (See
Appendix A for examples of supply requisition forms.)

3.8.1.1. For NAVSEA/SPAWAR manuals that are not available through the Naval Supply Center, for TMDERs
and Advance Change Notices (ACNs), contact NSDSA. (SeeAppendix B for NSDSA POC.) To ensure receipt
of the correct TM, as much identifying information as possible should be available when contacting NSDSA (e.g.,
publication number, title, APL, equipment manufacturer, Mark/Mod, AN number, ACN numbers etc.).

3.8.1.2 For NAVAIR manuals that are not listed in the NLL or NAVSUP P600D (CD-ROM) or on NAVSUP
P2003, submit a letter of request to NATEC, San Diego (seeAppendix B for mailing address). For Air Traffic
Control manuals, see POC list inAppendix B.
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3.8.1.3 For those TMs stocked at alternate Carrying Points (CPs) , requisitions may be submitted to NLL. NLL
is the central referral activity for publications and will refer requisitions to the appropriate stock point. Requisi-
tions must not be submitted directly to the CPs.

3.8.1.4 Priority requisitions (Issue Processing Group I) require a Naval message or NAVGRAM with justifica-
tion of urgency. To ensure receipt of the correct TM, as much identifying information as possible should be
included on the request (e.g., publication number, title, APL, equipment manufacturer’s name, Mark/Mod, AN
number, etc.).

3.8.2 REQUISITION REQUIREMENTS. Whether a requisition is submitted by DD Form 1348, DAAS
message, or a DD Form 1250-1, it is essential that the correct 13 digit national stock number is utilized. Please
refer to NLL or NAVSUP P600D for NSN information.

3.8.3 SINGLE-PAGE ORDERING. A NAVSEA or SPAWAR TM that has only a single page or a few pages
missing or damaged should not be discarded or replaced entirely. Contact NSDSA Customer Service personnel
via E-mail address CUSTSVC@phdnswc.navy.mil. The TMDER must furnish the correct title and publication
number of the manual, and each page required must be identified by volume, chapter, and page number. (See
Appendix Bfor NSDSA Customer Service POC.)

3.8.4 REQUISITION RESTRICTIONS. Certain technical manuals, such as those dealing with nuclear pro-
pulsion (NAVSEA 08), have a restricted distribution. Restrictions are reflected in the NLL under publications
research screen. Requisitions requiring approval or higher authority must be submitted on a DD Form 1348 via
the appropriate chain of command for approval, along with a cover letter that provides justification for the need
of the publication. Requisitions received by NLL without prior approval will be rejected and returned to the
sender. For additional information on requesting restricted documents refer to the introduction portion of NAV-
SUP P600D, and NAVSUP P437 Chapter 3.

3.8.4.1 The Naval Ships’ Technical Manual (NSTM) may be requisitioned from the NLL or DAAS in either
hardcopy or CD-ROM. Ordering is accomplished electronically via DAAS or by going on-line and submitting
your request to NLL at web site http://nll.navsup.navy.mil, citing the stock number for each individual chapter in
hard copy or for the CD-ROM. Schools and Fleet Training Centers are the only activities authorized to receive
the NSTM in hardcopy format during initial distribution; all others receive CD-ROMs. To be placed on perma-
nent distribution for all future NSTM updates, removal from current distribution, or to change current allowance,
contact NSDSA. (SeeAppendix Bfor NSDSA POC.)

3.8.4.2 The NSTM CD-ROM is issued annually as a total revision. Each issue supersedes and replaces all pre-
vious issues. The CD-ROM contains retrieval software trademarked “Innerview”, a “Windows” based commer-
cial software. A PC with a CD-ROM reader and “Windows” software is required for accessing the NSTM
CD-ROM.

3.8.5 RECEIPT OF INCORRECT MATERIAL/REPORT OF DISCREPANCY (ROD). When incorrect
material or the incorrect quantity is received, a Report of Discrepancy (ROD) Standard Form 364 will be for-
warded to the NLL for resolution. (SeeAppendix A, figure A-7andfigure A-8 for example form.) Upon receipt
of a ROD, NLL will complete the reverse side of the form and return the ROD to the requesting activity.
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3.8.5.1 Material received in error can be disposed of locally. Currently publications are issued free of charge.
Disposing of all printed material locally costs less in administrative costs than returning the material to the sup-
ply system. Classified documents will be handled as required by pertinent security regulations and instructions.
If an exception applies, NLL NAVICP Item Manager will provide disposal instructions in their letter of response
to the ROD.
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CHAPTER 4

TM MANAGEMENT EVALUATION

4.1 SHIPBOARD EVALUATION

4.1.1 CTMM is an inventory control system that, after establishment, must be maintained and kept up-to-date to
ensure that accurate and adequate technical documentation is available and readily accessible. To verify the
requirements established for CTMM management are being met, command (designated representative) must
semi-annually perform an audit of the library facilities, organization, and operating procedures. The evaluation/
report must reflect a “SAT/UNSAT” condition. If 25 percent of the system’s attributes audited during the evalu-
ation receive an unsatisfactory mark, the overall evaluation must be considered unsatisfactory. Following an
“UNSAT” evaluation, instructions to correct the troubled areas must be provided by the TM coordinator, and a
follow-up evaluation of those areas conducted within four weeks.

4.1.2 The following criteria will be used as a minimum guide for conducting the evaluation. Each attribute
should be given a “SAT/UNSAT” check.

a. Are library facilities adequate?

b. Is there adequate shelving/filing room for all required TMs? (All satellite libraries/retention points must be
evaluated.)

c. If applicable, are all storage/shelving locations using the same filing procedures?

d. Are TMs easily located?

e. Is there an effective inventory control system established? Check for the following criteria:

(1) Is the Master Accountability Log established and being maintained up-to-date by the TM coordinator or
central library? (It should reflect the entire TM inventory of the command.)

(2) Has an ODRF been established by the TM coordinator or central library; and is it being maintained up-to-
date?

(3) Has a TM Deficiency Suspense File been established by the TM coordinator or central library; and is it
being kept up-to-date?

(4) Does the TM coordinator or central library have the latest copy of the ITP and NAVSUP P2003 publica-
tions readily available?

(5) Is a change control system established and operating effectively?

(6) After changes are incorporated into the appropriate TMs, is this information provided to the TM coordi-
nator or central library for updating the Master Accountability File?

(7) Are TM Issue/Receipt (check-in/check-out) procedures established? Does the check-in/check-out process
meet the requirements outlined by the CTMM system? (All storage/retention areas must be checked.) Are
the procedures effectively used?

f. Randomly select TMs from each storage location and check for the following:

(1) Are the changes properly entered and recorded on the change record page of the TM?

(2) Is the change/revision the latest issue?

(3) Are the TMs in good condition (pages not torn, soiled, or missing)?
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4.1.3 The TM coordinator must evaluate the library process monthly at selected library/TM storage locations
using the applicable steps listed above. This process allows problems to be identified and corrected, ensuring the
effectiveness of the CTMM system. Recurring evaluations by the TM coordinator and command will ensure a
satisfactory rating at the time of the Type Commander 3-M inspection.

4.2 TYPE COMMANDER (TYCOM) EVALUATION

4.2.1 Each TYCOM is responsible for monitoring the effectiveness of the shipboard CTMM program and for
providing assistance when requested. An inspection of shipboard CTMM will be conducted (on an 18-24 month
basis) during regularly scheduled 3-M inspections by the TYCOM 3-M inspection team. The team may use the
same evaluation criteria and grading standard that is recommended for command evaluations listed in paragraph
4.1. All satellite libraries must be evaluated during the inspection. Any questions concerning CTMM should be
referred to the 3-M inspection team.

4.3 TM INVENTORY DURING INTEGRATED LOGISTICS OVERHAUL (ILO)

4.3.1 When a ship undergoes an overhaul, an extensive effort is directed toward ensuring that all systems/equip-
ment have adequate documentation. The ILO activity/Fleet Technical Support Centers ensure all manuals/CDs
required at the End of Availability (EOA) support the ship’s configurations. All TMs are identified, updated, and
either on order or incorporated into the ship’s inventory. To ensure ship continuation of the availability effort, the
ship must establish a system for controlling the assigned documentation.

4.4 SHIPBOARD INVENTORY PROCEDURES

4.4.1 Annually, the TM coordinator will implement local procedures to inventory all TMs held on board. The
following guidelines are provided to aid commands in establishing local procedure:

a. Check each TM against the Master Accountability File and local inventory records (if satellite libraries are
established). The Master Accountability File must reflect the ship’s entire TM inventory. Excess TMs that are
not in support of on board equipment should be destroyed following local procedure. TMs located that are in
support of on board equipment but are not listed as part of the total inventory will need to be added to the
Master Accountability File.

b. Each TM should be checked for the following conditions:

(1) Is the manual current? This can be verified against the ITP and NAVSUP P2003. If current:

(a) Does the copy number reflected on the cover agree with the Master Accountability File, and local
accountability records (if applicable)?

(b) Is the manual’s physical condition good?

(c) If the manual’s physical condition makes it unusable (pages torn, soiled, or missing), annotate the
accountability record(s) and order a replacement copy. If only a single page, or a few pages require
replacement, order only the replacement pages as opposed to a complete copy.

(2) If the manual is not current, check to see if a change package has been received.

(a) If a change package is available, insert the change in the manual and update the master and local (if
applicable) accountability records.

(b) If a change package is not available, has it been requisitioned? If change package has been ordered,
reflect this information in the appropriate accountability records.
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(c) If a change package has not been ordered, submit a requisition. Indicate in the Master Accountability
File, and local file (if applicable) that the document to bring the manual up-to-date is on order. Set the
manual aside pending receipt of the change.

(3) Are there enough copies of the TM available for use? If the library has an insufficient number of copies,
check to see if additional copies have been requisitioned. If copies have not been ordered, submit a req-
uisition and annotate the accountability files with the amount of TMs ordered.

c. If the ITP shows the manual reflected in the Master Accountability File has been superseded:

(1) Annotate the superseded manual’s accountability record and the cover of the TM with the wording
“SUPERSEDED BY:” and the new TM number. All superseded manuals should be returned to the TM
coordinator/central library for destruction.

(2) Check to see if the new TM or current update is available.

(a) If available, create a new record or update the existing records with the superseding information.

(b) If not available, check to see if the new manual is on order. If not on order, submit a requisition. Indi-
cate in the accountability files that the superseded TM has been requisitioned.

(3) If the superseded manual is checked out, notify the holder to return the copy. Upon receipt of the super-
seded manual, process the superseding manual following the procedures described in paragraphs c.(1) and
(2).
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CHAPTER 5

GENERAL TM INFORMATION

5.1 CATEGORIES AND TYPES

5.1.1 NAVSEA/SPAWAR TMs. NAVSEA/SPAWAR TMs are divided into three basic categories based on the
kind of information they contain: general publications, ship-level publications, and system/equipment publica-
tions. These TMs are presented in either a functional or a topical format. Functionally Oriented Maintenance
Manuals (FOMMs) differ in format from a topically oriented TM. A FOMM presents data that shows the func-
tional and physical relationships of equipment or systems. FOMMs consist of logically arranged functional block
diagrams, blocked schematics and keyed text, and Maintenance Dependency Charts (MDCs).

5.1.1.1 General Publications. General publications are administrative manuals, training manuals, and a num-
ber of bulletins on systems/equipment. Specific examples include: Electronics Information Bulletins (EIBs), Field
Change Bulletins (FCBs), NSTM chapters, Safety and Safety Precaution manuals, and Training manuals.

5.1.1.2 Ship-Level Publications. Ship-level publications describe the overall operation and maintenance of the
ship. Most ship-level TMs are designated as Selected Record Data (SRD). Examples of SRD manuals include:
Central Control System (CCS) manuals, Combat System Technical Operations Manuals (CSTOMs), Damage
Control Books (DCBs), Engineering Operational Sequencing System (EOSS) manuals, Ship Information Books
(SIBs), Ship Service Motors and Controllers (SSMC) manuals, Ship Valves Technical Manual (SVTM), Subma-
rine Safety Certification Boundary Book (SSCBB), Training Aid Books (TABs), Damage Control Books (DCBs)
and Propulsion Operating Guides (POGs).

5.1.1.3 System/Equipment Publications. System/equipment publications include all manuals that relate to the
three major systems: Electronics, HM&E and Weapons. They constitute the majority of the manuals on board a
ship. System TMs provide instructions for the operation, maintenance, installation, and test of the system. Equip-
ment TMs contain information and procedures necessary to operate, troubleshoot, repair and maintain the subject
equipment.

5.1.2 NAVAIR TMs. NAVAIR TMs are separated into two major categories, operational and maintenance.

5.1.2.1 Operational Manuals. Operational manuals are publications and other forms of documentation con-
taining informative descriptions of air launched weapon systems, systems integration, operating instructions,
operational applications, safety and emergency procedures, and other pertinent data related to aeronautical sys-
tems and equipment exclusive of maintenance procedures.

5.1.2.2 Maintenance Manuals. Maintenance manuals incorporate maintenance procedures on air launched
weapon systems and equipments such as troubleshooting, testing, assembly, disassembly, and repair.

5.2 TECHNICAL MANUAL NUMBERING SYSTEMS

5.2.1 TECHNICAL MANUAL IDENTIFICATION NUMBERING SYSTEM (TMINS). A TMINS number
is assigned by NAVSEA and SPAWAR to all new, revised and permanent changed TMs. TMINS was developed
to establish a single standardized numbering system that will eventually be assigned to all Navy TMs. The basic
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TMIN is a 13-digit alphanumeric identifier. A suffix of variable length up to 16 characters separated from the
13-digits by a slash, may be used to provide additional information. All classified TMs have a suffix that appears
as an alpha letter enclosed in parenthesis. NAVAIR uses both TMINS and unique NAVAIR TM numbers.

5.2.2 ADDITIONAL NUMBERING SYSTEMS. Not all manuals are identified by a TMINS number. Some
NAVSEA and SPAWAR TMs have a differently structured 13-digit number that may double as its NSN.

5.3 TYPES OF TM UPDATES

5.3.1 GENERAL. All applicable changes should be incorporated into the technical manual. Replace and
destroy superseded and cancelled technical manuals in accordance with applicable security directives. Various
types of changes to update and correct technical manuals are issued. For NAVSEA/SPAWAR manuals, updates
are issued by TMMAs and are limited to ACNs, permanent changes, Rapid Action Changes (RACs) and revi-
sions. For NAVAIR manuals, changes are issued by IRACs to correct deficiencies that are considered urgent,
RACs, Difference Data Sheets reflecting minor changes in equipment models, TM notices for correcting minor
errors, and permanent changes and revisions.

5.3.2 ADVANCE CHANGE NOTICE (ACN). For NAVSEA/SPAWAR manuals, an ACN is issued in
response to an identified problem of critical importance which impacts the safety of the crew, the ability of the
crew to operate or maintain the system or equipment, or results in possible damage or degradation of the equip-
ment. An ACN maybe issued by a Naval message. All ACN’s have a deficiency control number assigned.

5.3.2.1 ACNs may be prepared for pen-and-ink change insertion into the technical manual. The information to
be inserted is prepared at the same level of detail as the material in the existing manual. The ACN will direct the
recipient where to make the changes required by specifying the chapter section, part, page, paragraph, sentence,
figure or table, as applicable. It gives the exact information to be added, substituted, or deleted.

5.3.3 INTERIM RAPID ACTION CHANGE (IRAC). For NAVAIR TMs, IRACs are issued when a change
is urgently needed by users of a TM and time does not permit the issuance of a permanent change or revision.
An IRAC may be issued by a Naval message. The IRACs direct the recipient where to make the changes required
and usually provides temporary whole-pages reflecting the required changes for insertion in the TM. IRACs are
issued to provide temporary insertion pages prior to a formal change or revision, or may be issued to combine
many IRACs previously issued to a TM. The change level and date of the material will be annotated on the cover
and changed pages.

5.3.4 PERMANENT CHANGE. Permanent changes are issued to add system or equipment configuration
variations and new procedures, to change or delete existing procedures, or correct deficiencies reported by
TMDERs. They are also issued to incorporate outstanding ACNs. Permanent change material is prepared in the
same format as the material in the existing manual, and is prepared at the same level of detail and readability.
The NAVSEA/SPAWAR cognizant TMMA responsible for the technical manual maintenance for a specific sys-
tem or equipment will usually originate the permanent change. RACs for NAVSEA/SPAWAR publications are
considered permanent changes. The distribution process for RACs is accelerated to address outstanding deficien-
cies.

5.3.4.1 Permanent change packages consist of a change guide (instruction sheet), new title page, List of Effec-
tive Pages (LOEP), Certification Sheet, replacement, correction and/or additional pages for insertion. Each per-
manent change should also include three new TMDER forms to be inserted in the back of the TM.
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a. The change guide serves as the cover sheet and transmittal document for a permanent change package. It
identifies the manual by number and title, and indicates the change level and date of the change. The change
guide gives exact instructions for page-for-page removal, replacement, or addition.

b. The title page gives the change level and change date of the material in the package.

c. The LOEP shows the change status of all pages in the manual. Included in the LOEP are any pages added or
deleted by the change package.

d. The Certification Sheet certifies that the document has been validated, verified and that it conforms to all tech-
nical and specification requirements.

5.3.4.2 Permanent changes are lettered or numbered in sequence. The assignment of all NAVSEA/SPAWAR per-
manent change numbers is controlled by NSDSA. Permanent change numbers for NAVAIR TMs are controlled
by NATEC. Each page with changed, added, or deleted material will show the change letter or number at the
bottom of the page. For example, a page changed by the second change issued to a TMINS numbered manual
will be labeled “CHANGE B”. In stock-numbered manuals, this change would be identified as “CHANGE 2”.
Alpha characters are used to identify the change level of TMs with a TMINS-assigned number. Changes to
manuals identified by other than a TMINS publication number may indicate change level in numerical sequence.

5.3.5 REVISION. A revision is a complete reissue of a technical manual and is issued whenever 25% or more
of pages must be changed. A revision may be required when there is hardware modification, a deficiency that
affects a large part of the manual, or a change in system configuration where one volume or part of a multivol-
ume or multi-part set is revised. A revision may also be developed when an existing manual already contains
several permanent changes.

5.3.5.1 When a technical manual is revised, the last change number and change date are removed from the title
page and replaced by the revision date. If the original manual already has a TMINS number assigned, the revi-
sion retains that same TMINS number and the revision number (e.g., “REVISION 1” or “REVISION 2”) is
placed to the right of the technical manual identification number below the solid line. If the original manual does
not have a TMINS assigned number, the original number is removed and a TMINS number is assigned to the
revision; no revision number is shown. The superseded manual is identified on the cover/title page.

5.3.6 CD-ROMs. Technical manuals on CD-ROM for NAVSEA and SPAWAR are numbered and tracked via
TDMIS by a unique CD-ROM Volume ID Number and should be ATIS compatible. An example of a CD-ROM
VOLID number is N4667800037 (UIC of developing Activity and sequential number). The face of the CD-ROM
should contain VOLID, date, title, distribution, warning and destruction statements, classification (if classified),
superseding information, and NSN (if applicable).

5.4 DISTRIBUTION OF TECHNICAL MANUALS

5.4.1 TMs received aboard ship are the result of the command being on an automatic distribution list for the
manual or in response to a ship-initiated requisition. Distribution lists are originally established by the cognizant
equipment manager and include all equipment holders, libraries, repair facilities, etc., that require both the origi-
nal TM and all subsequent changes. These approved distribution lists are maintained by NSDSA. To be placed
on distribution for any NAVSEA/SPAWAR manual, the requestor must contact NSDSA by phone or submit a let-
ter of request to NSDSA identifying the manual (identification number, title, system/equipment applicability, etc.)
and request to be placed on permanent distribution (seeAppendix Bfor NSDSA POC). This same procedure must
be followed when requesting a change in the current distribution list, either in the quantity of TMs received, or
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to be removed from distribution. A letter must include a point of contact and telephone number, and be signed
by the TM coordinator. Note: Publications requisitioned through the NLL will not place the requestor on auto-
matic distribution for future updates and changes made to the TM.

5.4.2 To be placed on automatic distribution for NAVAIR manuals, submit a similar letter of request to NATEC.
A complete mailing address for NATEC can be found inAppendix B.
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APPENDIX A.

FORMS USED IN SUPPORT OF COMMAND TECHNICAL MANUAL MANAGEMENT (CTMM)
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Figure A-1. Record Card (OPNAV Form 5070/11) (Front and Back)
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Figure A-2. DD Form 1348, DOD Single Line Item Requisition System Document
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Figure A-3. NAVSUP Form 1250-1, Internal Ship Supply Document
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Figure A-4. Technical Manual Deficiency/Evaluation Report (TMDER)
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Figure A-5. Technical Publications Deficiency Report (TPDR) (Front)
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Figure A-6. Technical Publications Deficiency Report (TPDR) (Back)
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Figure A-7. Report of Discrepancy (ROD) Standard Form 364 (Front)
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Figure A-8. Report of Discrepancy (ROD) Standard Form 364 (Back)
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APPENDIX B.

TECHNICAL MANUAL POINTS OF CONTACT AND ADDRESSES

Activity

NAVAL SYSTEMS DATA SUPPORT ACTIVITY (NSDSA)
http://nsdsa.phdnswc.navy.mil

Commander
Port Hueneme Division Naval Surface Warfare Center
ATTN. Code 5E30, Naval Systems Data Support Activity
4363 Missile Way
Port Hueneme, CA 93043-4307
NSDSA Customer Service: Comm (805) 228-0380/7662/DSN 296-0380/7662
CUSTSVC@phdnswc.navy.mil

NSDSA Technical Manual Distribution: Comm (805) 228-0471/DSN 296-0471

NSDSA Technical Library Management System (TLMS): (805) 228-7170/DSN 296-7170

NSDSA Naval Ships’ Technical Manual (NSTM): Comm (805) 228-0459/DSN 296-0459

NSDSA Advanced Technical Information Support (ATIS): Comm (805) 228-0485/DSN 296-0485

NSDSA Index of Technical Publications (ITPs): Comm (805) 228-0426/DSN 296-0426

NSDSA Technical Manual Deficiency Evaluation Reports (TMDERs)/Advanced Change Notices (ACNS):
Comm: (805) 228-6153/DSN 296-6153

NLL NAVICP Customer Service
Naval Inventory Control Point (NAVICP) Code 334
700 Robbins Avenue
Philadelphia, PA 19111-5098
Customer Service: Comm (215) 697-2626/DSN 442-2626
http://www.nll.navsup.navy.mil

ATIS Technical Support Comm: (301) 744-6201/DSN 354-6201

TLMS Technical Support Comm: (757) 443-0694/DSN 565-8221

Naval Air Technical Data and Engineering Service Command
BLDG. 90, P.O. Box 357031, NASNI
San Diego, CA 92135-7031
ATTN. Distribution
or call (619) 545-2597/DSN 735-2597
or Distribution@navair.navy.mil
https://www.natec.navy.mil
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