(Insert COMMAND NAME) INST (Insert NUMBER)

CODE _______

Insert DATE  

(Insert COMMAND NAME) INSTRUCTION (Insert NUMBER)
Subj:  Technical Manual Management Program Policies, Responsibilities, and Procedures

Ref:
(a) NAVSEAINST 4160.3A, Technical Manual Management Program

                                                     [CHOOSE ONE] OR

(a) SPAWARINST 4160.3, SPAWAR Policy, Procedures and Responsibilities for Technical

      Manual Management Operations and Life Cycle Support

(b) NAVSEAINST 5400.57C, Engineering Agent Assignment and Technical Authority




      [CHOOSE ONE] OR

(b) SPAWARINST ______, [Equivalent to NAVSEAINST 5400.57C]
(c) (Insert COMMAND NAME) INST (NUMBER), Organizational Manual

(d) Department of Defense Directive 5330.3, Defense Automated Printing Service (DAPS)

(e) U.S. Code Title 44, Section 501, Government Printing, binding and blank-book work to be 

     done at Government Printing Office

(f)  Federal Acquisition Regulations (FAR), Part 8, Sub-part 8.8, Acquisition of Printing and

      Related Supplies

(g) S0005-AD-PRO-010 Interactive Electronic Technical Manual Process Plan

(h) (Insert COMMAND NAME) INST (NUMBER), Security Manual

(i) SECNAVINST 5510.30A, DON Personnel Security Program

(j) SECNAVINST 5510.36, DON Information Security Program Regulation

Encl:
(1) SPAWAR Technical Manual Contract Requirements (TMCR) Waiver Request

(2) Technical Manual Certification Sheet (NAVSEA/SPAWAR Form 4160/8)


(3) Technical Manual Identification Number Request (NAVSEA Form 4160/5)


(4) Distribution List/Mailing Label Request (NAVSEA/SPAWAR Form 4160/11)


(5) Media Volume ID Number Request Form


(6) Technical Manual Deficiency/Evaluation (NAVSEA Form 4160/1)


(7) Request for Technical Manual/Interactive Electronic Technical Manual Cancellation Form 

1.  PURPOSE.  To implement responsibilities assigned to this command by reference (a).

2.  CANCELLATION.  [This paragraph is optional. If applicable, add instruction number to be cancelled]

3.  APPLICABILITY.  Provisions of this instruction apply to (Insert COMMAND NAME). (add if applicable, after COMMAND NAME:) sites, including detachments.

4.  BACKGROUND

a. Reference (a) defines responsibilities of the [CHOOSE ONE:] Naval Sea Systems Command (NAVSEA) OR Space and Naval Warfare Systems Command (SPAWAR) Technical Manual Management Program (TMMP), both at [CHOOSE  ONE] NAVSEA OR SPAWAR and field activity levels.


b. Agent responsibilities (e.g., in-service engineering agent and design agent) are defined and assigned by reference (b).


c. Reference (c) provides the organizational structure and functional alignment for [CHOOSE ONE] NAVSEA's OR SPAWAR's (insert COMMAND NAME).

5.  POLICY.  The TMMP at (Insert COMMAND NAME) shall be in full compliance with the requirements of reference (a).  Reference (a) is the basic Technical Manual (TM) policy document for all TMs including all digital forms which are hereinafter referred to as Interactive Electronic Technical Manuals (IETMs).  Furthermore, TM/IETM tasks and responsibilities at (Insert COMMAND NAME) shall be per reference (c) and applicable SEATASKs.  Printing and distribution of TMs/IETMs shall be in full accordance with the requirements of references (a), (d), (e), and (f).  Planning, development, and distribution of IETMs shall be in full accordance with the requirements of references (a) and (g).

6.  RESPONSIBILITIES.


a. TMMP managers will coordinate TM printing and distribution in accordance with the policy and requirements of references (d), (e), and (f).  


b. TMMP managers will discharge In-Service Engineering Agent (ISEA) [or replace with applicable type of responsibility] TMMP responsibilities assigned by reference (a) cognizant systems and equipment as follows:

(1) Planning, Budgeting, and Funding

(a) Identify TM/IETM products required to support system/equipment acquisition and maintenance.


(b) Provide budget estimates for development, production, and printing/distribution of TM/IETM products.


(c) Identify Quality Assurance (QA) documentation required to support TM/IETM procurements.

(2) Acquisition


(a) Request Technical Manual Contract Requirements (TMCRs) from Naval Systems Data Support Activity (NSDSA) using the Modular Specifications System (M-SPECS) Electronic Technical Manual Acquisition Requirements Checklist (E-TMARC).  M-SPECS is available on the World Wide Web at http://nsdsa.phdnswc.navy.mil/mspecs/mspecs.asp?lvl=1.  A TMCR is required for all TM/IETM products procured from a contractor.  


(b) Review and tailor TMCRs and forward approved TMCRs to appropriate authority for inclusion in acquisition packages. 


(c) Ensure no changes are made to approved TMCRs without written approval of NSDSA.


(d) Review Contract Data Requirement Lists (CDRLs) and provide inputs to ensure CDRLs are consistent with TMCRs.


(e) Ensure a Technical Manual Seatask Requirement (TMSR) is used when a Navy activity develops TM/IETM products.  

(f) Request TMSRs from NSDSA using the M-SPECS E-TMARC.  M-SPECS is available on the World Wide Web at http://nsdsa.phdnswc.navy.mil/mspecs/mspecs.asp?lvl=1.


(3) Technical Manual Quality Assurance (TMQA)


(a) Request, review, and recommend approval/disapproval of contractor TMQA plans and validation/verification plans. 


(b) Maintain files of approved plans.


(c) Review contractor adherence to TMQA and validation plans during reviews of program quality.

1 Convene post-award conferences early in the TM/IETM development process to clarify and define TM/IETM requirements. 


2 Coordinate, schedule, and conduct In-Process Reviews (IPRs) to assess adequacy and accuracy of TM/IETM products at designated percentages of completion.


3 Review bookplans and storyboards to evaluate whether proposed form, format, illustrations, and content satisfies requirements of the TMCR and contract.


4 When appropriate, validate or witness contractor validation to ensure TM/IETM reflects hardware configuration and compliance with TMCR.


5 In conjunction with lead engineering/technical authority, recommend to program sponsor or contracting officer approval/disapproval of TM/IETM deliverables.


6 Develop verification plans. Schedule and participate in TM/IETM verification. When possible, schedule verification in a shipboard environment using fleet personnel.  The TM preparing activity will provide a verification incorporation certificate attesting that all deficiencies and discrepancies recorded during verification have been corrected and resolved.


7 Schedule delivery of validation plans early in the TM/IETM development process. Require a validation certification report be delivered with the final TM/IETM product. 

8 Maintain records of all TM/IETM meetings, IPRs, validations, and verifications.


9 [CHOOSE ONE:] Submit requests for deviations or waivers to NAVSEA TMMP policies to SEA-04L for approval/disapproval. OR Submit requests for deviations or waivers to SPAWAR TMMP policies on SPAWAR TMCR Waiver Request Form [Encl (1)] and forward to SPAWAR 04L for approval/disapproval.


(4) Technical Manual Certification


(a) Ensure each TM/IETM that has been acquired or revised includes a completed Technical Manual Certification Sheet (NAVSEA/SPAWAR Form 4160/8 [Encl (2)]), certifying that it has been validated, verified, and conforms to all applicable technical specification requirements.


(b) Perform final Government certification.  Review the Final Reproducible Copy (FRC) or final IETM content and functionality to ensure that validation and verification were accomplished and all TMCR or TMSR requirements were met.  Ensure comprehensibility and Reading Grade Language of the TM/IETM meet TMCR/TMSR requirements and Government comments (including pilot training course discrepancies, if applicable) have been incorporated.

(c) Ensure a final engineering/technical review of the FRC or IETM content and functionality has been performed.  Ensure the FRC/IETM describes the required configuration and provides basic coverage for the operation, maintenance, and repair of the ship, system, or equipment.


(d) Complete applicable portions of the Technical Manual Certification Sheet and forward for signature by the applicable acquisition, engineering/technical, and printing release authorities.


(e) For paper manuals, insert the Technical Manual Certification Sheet after the List of Effective Pages as part of the FRC.  Ensure that manuals provided for printing from digital media include the Technical Manual Certification Sheet and have the statement "Printed from Digital Media" in the Printing Release block of the Technical Manual Certification Sheet.


(f) Ensure that IETMs include the Technical Manual Certification Sheet as part of the digital file on the master CD-ROM.


(g) Forward the print package (Distribution list, mailing labels, printing instructions, FRC or digital media or master CD-ROM) to the Printing Management Activity.


(5) Technical Manual Identification Numbers (TMINs)

(a) Request TMINs from NSDSA on Technical Manual Identification Number Request (TMIN-R) NAVSEA Form 4160/5 [Encl (3)], for all TMs and IETMs.


(b) As authorized In-Service Engineering Agent (ISEA) [or replace with applicable type of responsibility], assign control numbers for Advance Change Notices (ACNs) and notify NSDSA. ACN control numbers shall conform to the following format: UIC-CY-XXXX, where X is assigned by the TM manager (i.e., N63394-99-5A12).  


(6) Technical Data Management Information System (TDMIS)


(a) Use TDMIS in the Life Cycle Management of [CHOOSE  ONE] NAVSEA OR SPAWAR TMs/IETMs.


(b) Notify NSDSA of all errors, omissions, and recommendations for improvement found when using TDMIS products and services. 


(7) Printing, Distribution, Naval Engineering Technical Library (NETL), and Stocking of paper copy TMs at Distribution Depot, Susquehanna, PA (DDSP)


(a) Print and distribute all TM products in accordance with established command policy and the requirements of references (a), (d), (e), and (f).


(b) Review TDMIS-generated baseline distribution lists with lead engineering/technical authority to ensure they reflect:


1 All addressees with a need to know;


2 Sufficient copies to satisfy follow-on ORDALT installation and training activity requirements, if-applicable; 


3 Two copies for NAVSEA/SPAWAR NETL, Port Hueneme, CA;


4 Sufficient copies of Technical Manual Print On Demand System (TMPODS) eligible TMs to satisfy a six-month supply at the DDSP;


5 Sufficient copies of non-TMPODS eligible TMs to satisfy a two-year supply at the DDSP;


(c) Order final distribution list by completing Distribution List/Mailing Label Request, NAVSEA/SPAWAR Form 4160/11[Encl (4)], and return with annotated baseline distribution list to NSDSA.  


(8) Production, Distribution, NETL, and Stocking of IETMs at DDSP


(a) Produce and distribute all IETM products in accordance with established command policy and the requirements of references (a) and (g).  


(b) Ensure all IETM distribution media (i.e., CD-ROMs) are Advanced Technical Information System (ATIS) compatible in accordance with reference (g).


(c) Ensure all IETM CD-ROMs contain a volume identification number obtained from NSDSA by submitting a Media Volume ID Number Request Form [Encl (5)].


(d) Review TDMIS-generated baseline distribution lists with lead engineering/technical authority to ensure they reflect:


1 All addressees with a need to know;


2 One copy for the NAVSEA/SPAWAR NETL, Port Hueneme, CA and one copy for NSDSA, Code 5E30, ATTN TK, Port Hueneme, CA.  


(e) For IETMs that are frequently revised, stocking at DDSP may not be practical. Ensure revised IETMs are distributed to all users. Ensure (Insert COMMAND NAME) (TMMA [INSERT COMMAND Unit Identification Code (UIC) e.g. N63394]) is registered as the alternate stock point.


(f) IETMs that are not revised on a frequent basis should be stocked at DDSP in sufficient quantity to satisfy a one-year supply or a minimum of 10 copies should be provided.


(g) Order final distribution list by completing Distribution List/Mailing Label Request, NAVSEA/SPAWAR Form 4160/11 [Encl (4)] and return with annotated baseline distribution list to NSDSA.


(9) TM Maintenance


(a) Provide TM management services to [CHOOSE ONE] NAVSEA OR SPAWAR sponsor/Life Cycle Manager to ensure changes to TMs resulting from hardware changes, software changes, Technical Manual Deficiency/Evaluation Reports, ORDALTs, and engineering updates are issued as formal changes, revisions, Rapid Action Changes (RACs), or ACNs, as appropriate. 


(b) Technical notes, technical bulletins and advisories shall not be used to update or change TMs.


(10) Technical Manual Deficiency Reporting


(a) Final hardcopy TMs and revisions shall be issued with copies of Technical Manual Deficiency/Evaluation Report (TMDER), NAVSEA Form 4160/1 [Encl (6)], inserted in each binder to assist users in reporting problems and/or deficiencies.


(b) CD-ROMs containing Final (or distributed Preliminary) Electronic Technical Manuals (ETMs) and IETMs shall include:


1 Link to Naval Systems Data Support Activity on-line TMDER at http://nsdsa.phdnswc.navy.mil/tmder/tmder.asp?lvl=1
 

2 E-Mail address for submission of TMDER attachments or questions, tmder.nswcphd.fct@navy.mil;


(11) Distribution Control.  Ensure TM/IETM distribution is on a "need to know" basis and limited to authorized U.S. Government agencies, activities, the North Atlantic Treaty Organization (NATO) consortium, and authorized Foreign Military Sales (FMS) countries.  


(a) Ensure all TMs/IETMs bear the applicable distribution statement from reference (h) on the front cover and title page.


(b) Ensure classified TMs/IETMs are handled, safeguarded, transmitted, marked, downgraded, and declassified per references (i) and (j).  


(12) Superseded, Canceled and Obsolete TMs/IETMs.  Identify superseded, canceled, and obsolete TMs/IETMs for proper disposal.  A TM/IETM designated obsolete or canceled is to be disposed of whenever one of the following applies:


(a) The information it contains is no longer applicable to the U.S. Navy.


(b) The information has been incorporated into another NAVSEA/SPAWAR manual (i.e., superseded).


(c) The equipment supported by the TM/IETM has become obsolete for USN use.


(d) The ship(s) supported by the TM/IETM have been stricken from the Naval Vessel Register.


(13) Disposal.  When a TM/IETM is to be superseded or canceled: 


(a) Document written approval of lead engineering/technical authority.


(b) Complete Request for Technical Manual Cancellation Form [Encl (7)] and provide to NSDSA to cancel superseded or obsolete TMs/IETMs.


(c) Authorize NSDSA repository to destroy/transfer any final reproducible copy, digital media or other media (e.g., CD-ROMs), negatives, and extra copies.  


(14) Upon written confirmation from the lead engineering/technical authority, notify NSDSA, in writing, of any TM/IETM which only applies to a ship stricken from the Naval Vessel Register.


(15) Dispose of obsolete TMs/IETMs and associated records and data in accordance with the record disposal procedures contained in reference (j).


c. Contract Specialists, in conjunction with TMMP managers, will ensure TM/IETM products are identified as separately priced Contract Line Items (CLINs) in command acquisition contracts.


d. Responsible lead engineering/technical authority will:


(1) In concert with appropriate logistic code, review and approve/disapprove contractor developed TMQA program plans, and validation/verification plans.


(2) Review and recommend specific tailoring required or approval of TMCRs and TM/IETM change distribution lists.
  

(3) Schedule and perform verification of TMs/IETMs for assigned systems/equipment.  


(4) Provide engineering/technical approval/disapproval of all assigned TMs/IETMs, changes, and/or revisions developed by contractors or other government activities and sign the Technical Manual Certification Sheet as Technical Authority. 


(5) Approve/disapprove requests to cancel superseded/obsolete TMs/IETMs for assigned systems/equipment.


7.  FORMS.  The forms listed in Enclosures (1) through (7) are available for download from the NSDSA website/TMMP module/Reference documents and forms at http://nsdsa.phdnswc.navy.mil/tmmp/tmmp-documents.asp?lvl=1.

_____________________________________

APPROVING OFFICIAL'S SIGNATURE
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