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Table A-1. Recommended Publications
1.0 PURPOSE:
To prescribe maintenance policies, procedures, responsibilities, and guidance for all assigned personnel of the Maintenance Activity Vilseck (MAV).

2.0 SCOPE/APPLICABILITY:
This SOP applies to all personnel assigned to the MAV. This SOP is effective upon receipt and will remain in effect until superseded or rescinded.

3.0 RESPONSIBILITIES:

a. Commander:
· Is directly responsible for the overall maintenance condition of all materiel assigned or attached; the supervision of maintenance operations and training; and knowing the current maintenance status of all equipment and actions being taken to repair it when it is not mission-capable.  The unit maintenance program will be a direct reflection of how much emphasis the commander places on maintenance.  

· Develops and implements instructions and procedure guidelines for sections supervisors in compliance with regulations governing maintenance activities.

b. Section Leaders and Supervisors:
· Ensure the unit's overall materiel readiness.

· Are directly responsible for performance of proper operator maintenance on all equipment, including records, within their section.

· Brief the Unit Level Maintenance (ULM) SOP to all newly assigned personnel under their supervision.

c. Administration Support Assistant:
· Enters required data, up-dates and maintains the ULLS-G.

· Manages preparation of the unit maintenance programs.

· Serves as the principal assistant and advisor to the commander in maintenance matters.

· Evaluates the maintenance program through frequent on-the-spot inspections and evaluations of reports.

· Inspects all organizational maintenance operations, including maintenance management and scheduled periodic services.

· Recommends changes to the maintenance program as required.

· Advises the commander and facility manager on maintenance matters and keeps them informed on the operational status of all equipment assigned to the MAV.

· Ensures that unit-level maintenance procedures and programs conform to current regulations and directives.

· Reviews and consolidates all company maintenance reports.

· Briefs the ULM SOP to all newly assigned supervisors and leaders.

· Maintains the Maintenance SOP.

· Monitors the unit Army Oil Analysis Program (AOAP).

4.0 GENERAL OBJECTIVES:

The mission of the MAV requires that all equipment be available for use at all times.

a. Prefer to maintain one hundred percent equipment serviceability with a minimum expenditure of time and repair parts.

b. Ensure maximum service life of all materiel and equipment.

c. Attain a state of training and discipline where each employee becomes completely knowledgeable of his maintenance responsibilities.

d. Provide procedures for early detection and correction of actual or potential equipment faults at the lowest practical level of maintenance.

e. Achieve and maintain the highest materiel readiness posture necessary to accomplish assigned missions.

f. Standardize maintenance operations throughout the organization.

g. Make maintenance training a top priority.

5.0 DEFINITIONS:

a. Maintenance: All actions taken to retain materiel in a serviceable condition or to restore it to serviceability when it is unserviceable.

b. Command Maintenance: A period of preventive maintenance checks and services (PMCS) scheduled weekly and devoted to ensure that all equipment functions and is operationally ready to perform its intended purpose (mission) without notice.

c. Operator Maintenance: The performance of before-, during-, and after-operation maintenance as prescribed in the appropriate technical manual.

d. Organizational Maintenance: Due to the fact that the MAV has no organizational personnel assigned, all services and repairs above operator level will be evacuated to the respective DSU.
6.0 MAINTENANCE PERIODS AND PMCS:

a. Every Friday afternoon is the Activity Maintenance Day. When Friday is a holiday, the previous day will apply. The Activity Maintenance Days will be included in units’ weekly training schedules.

b. Commander will ensure that specific maintenance objectives are planned for each scheduled period of preventive maintenance. Leaders and supervisors must be aware of the maintenance objectives for the period and take an active role in ensuring their accomplishment.

c. All equipment will be checked and exercised in accordance with appropriate operator’s manual.

d. Section leaders and supervisors will ensure that operator's manuals are available and used and that organic tools and materials are provided to assist operators in performing the preventive maintenance checks and services.

e. Supervisors will ensure that operators are knowledgeable in the use of DA Form 5988-E, as provided by ULLS-G, and that they understand the flow of the form within the unit’s maintenance program when discrepancies are noted during PMCS.

f. Operators will use the ULLS-G DA Form 5988-E to record equipment discrepancies. The DA Form 5988-E will be turned in through the section leader to the administration support assistant for corrective action at the end of the dispatch period. The DA Form 5988-E must be checked by operators during PMCS. Supervisors must follow up by coordinating corrective actions with the administration support assistant. Sections leaders will supervise the maintenance of equipment assigned to their sections and check, follow up, and keep information current and correct on the DA Form 5988-E.

Operators will perform appropriate PMCS prior to use of the equipment. Sections will follow the same procedures outlined in command maintenance to ensure that faults are corrected and that necessary parts are ordered.

In case of a major discrepancy the vehicle and the logbook will be returned to the administration support assistant on the spot (see 12.0).

7.0 DISPATCHING PROCEDURE:

a. Prior to issuing the motor equipment utilization record, the dispatcher must verify that the intended operator has in his/her possession a valid operator’s permit authorizing the individual to operate the item of equipment.

b. Dispatcher, operator, and first-line supervisors are responsible for checking the equipment identification card (in front of Equipment Record Folder— Logbook) for any service or AOAP sampling due.

c. Any discrepancies identified during PMCS that would render the equipment not mission-capable (NMC) must be corrected prior to dispatching/use it. Dispatch of vehicles/equipment on limited operation must be approved by the unit commander and done in accordance with DA Pam 738-750. Operators will use the DA Form 5988-E to list new faults.  Faults previously recorded and action taken by maintenance personnel ordering parts must be reflected on the DA Form 5988-E.

d. Vehicle safety standards as outlined in AR 385-55 must be adhered to during the dispatch process. Vehicles with defective parking brakes, any gasoline leak, or Class III diesel, oil, or water leak will render the equipment NMC until repaired. Further, no vehicle will be operated with conditions (standards) outlined in AR 385-55 unless authorized by the unit commander (limited operation dispatch using DA Form 5988-E). Such conditions do not automatically "deadline" the equipment.

e. Supervisors/leaders will ensure that operators perform PMCS and verify the DA Form 5988-E, which is checked by the dispatcher before issuing the required motor equipment utilization record, DA Form 5987-E. Also, supervisors on dispatch ensure that a fire extinguisher and first aid kit are in serviceable condition and in the possession of the operator.

8.0 LICENSING AND TRAINING OF OPERATORS:

a. Minimum standards for selecting, training, testing, and licensing drivers of wheeled vehicles are contained in AR 600-55, FM 55-30, FM 21-305, and AR 385-55. Criteria for selecting, training, testing, and licensing mechanical/ground support equipment operators are contained in AR 600-55, TB 600-1, and TB 600-2. 

b. Commander will appoint in writing individuals to perform as qualifying officials (examiners). Examiner(s) must be qualified on, and licensed to operate, each type of equipment they are authorized to verify or test.

c. Commanders must ensure that a comprehensive training program is implemented in the activity (preferably included in the Individual Development Plans (IDP)), which incorporates safe, legal operation of the equipment on and/or off facility ground, familiarization with all equipment assemblies and components, how to perform PMCS using the appropriate manual, and how to properly fill out DA Form 5988-E.  Examiners should be used as chief trainers of their respective items of equipment.

d. The section supervisors are responsible for monitoring the training program in accordance with AR 600-55.

e. Qualifying officials (examiners) must ensure that individuals being tested were actually trained and are fully qualified to operate the specific item of equipment. They also ensure that individuals understand the appropriate operator’s manual and are capable of performing adequate PMCS. Examiners must ensure that operators demonstrate the ability to complete DA Form 5988-E.

f. Operator’s permits are issued IAW the End User Manual for Unit-Level Logistics System (ULLS) and DA Pam 750-35. Information entered on the permit must be accurate. Strikeovers, erasures, correction fluid/tape, and obscuring or otherwise making an entry illegible are not permitted.

g. Operator licenses (DA Form 5984-E) will be laminated for protection from normal wear and tear not before received a verification stamp.

h. ULLS-G 5983-1-E and DA Form 348 for each qualified operator will be maintained by the administration support assistant following guidelines contained in DA Pam 750-35 and End User Manual for Unit-Level Logistics System (ULLS).

9.0 ASSIGNMENT OF OPERATORS AND MARKING OF EQUIPMENT:

a. Section supervisors will ensure that each item of equipment has a qualified operator assigned to it and, when practical, an assistant driver/operator.

b. The numerals and letters used to identify the DISCOM/Group (GSC-E) and company (MAV) to which the equipment belongs, and administrative number will be made using flat black paint and two-to-three-inch-high letter and number stencils. 

c. The prescribed tire pressure will be marked on the fender above each wheel (or on the body or frame immediately above each wheel when fenders are not used), with one-inch letters and numbers. The letters TP will precede the applicable tire pressure, using flat black paint.

d. Maximum speeds for both on- and off-road driving will be stenciled on the dashboard or other appropriate place in the cab of all vehicles using one-inch letters and numbers.

10.0 TRAINING OF MAINTENANCE PERSONNEL:

Unit commander will establish formal and on-the-job training programs to further develop mechanics' skills in the areas of troubleshooting malfunctions and using tools and test equipment. Training must be formalized with records kept of particular training and each individual's progress.

For reference see IOP QM-04 Training.
11.0 SCHEDULED SERVICES:

a. All scheduled services will be recorded using ULLS-G. Scheduling of all services will be coordinated with the section supervisors in order to have equipment and personnel available to perform the service.

b. When possible, the day before the service is to be performed, the administration support assistant should assemble the first-line supervisor, and operator of the equipment to be serviced and give them a briefing on what is to occur the next day. On the day of the service this team must have the appropriate manuals, including proper lubrication order (LO), on hand. The administration support assistant must coordinate all ULLS-G generated, evacuated work orders.

c. Leaders and supervisors ensure assigned operator is available to assist the mechanics during the service.

d. Leaders and supervisors must know how a service is supposed to be performed and check it. This is an integral aspect of quality control.

e. While the service is being performed, maintenance personnel should conduct a hundred percent technical inspection (TI) of the item. 

12.0 NON-MISSION-CAPABLE EQUIPMENT POLICY:

a. Leaders/supervisors at all levels are expected to know at all times the status of assigned equipment, particularly pacing items and low-density equipment.

b. Standards include:

· Within eight working hours a work order must be submitted to the respective DSU.

· Administration support assistant must stay in daily touch with the respective DSU.

13.0 SAFETY AND FIRE PREVENTION:
see IOP CS-05 Safety Procedures

14.0 HAZARDOUS WASTE DISPOSAL AND ENVIRONMENT PROTECTION:  see IOP CS-06 Environmental

15.0 SECURITY OF MAINTENANCE FACILITIES AND EQUIPMENT:
see IOP CS-02 Physical Security and IOP CS-04 Arms Room and Small Arms Repair Section Security

16.0 RECOVERY OPERATIONS:

a. When the operator detects an inoperable condition, he assesses the damage and initiates action by informing the chain of command.

b. Requesting recovery support should provide the following information:

· Type vehicle to be recovered.

· Bumper number.

· Exact location of vehicle.

· The problem or suspected problem.

· Location of the requestor.

17.0 TOOLROOM OPERATIONS:

see IOP SU-03 Tool Room

18.0 PUBLICATIONS:

For reference see also IOP QM-02
Document and Data Control
a. Commander will appoint a publications officer. He/she will become familiar with the publications system and the contents of DA Pam 25-33, DA Pam 25-30, and [other local command publications].

b. All maintenance and equipment-related Army and local command regulations, circulars, SOPs, IOPs, supplements, technical bulletins, technical manuals, field manuals, supply manuals, lubrication orders, and blank forms concerning the activities operation must be on hand or on requisition at all times.

c. Publications in the MAV will be requisitioned through USAREUR PUBS INTERNET (https://upubs.army.mil/).

d. Maintenance supervisors must ensure that publications on hand are current, changes are posted, and no pages or sections are missing from manuals.  If publications status is unknown it must be stamped (FOR REFERENCE ONLY).

e. Publications must be available and accessible to mechanics, and all operators must be provided with a -10 (operator's) manual.

f. Table A-1 provides a list of recommended publications that should be on hand to facilitate implementation of the maintenance program.  The list may not be all-inclusive.

19.0 ARMY OIL ANALYSIS PROGRAM (AOAP):

a. The purpose of AOAP is to:

· Detect potential component failure.

· Determine oil quality and need for oil change.

· Extend oil life and conserve resources.

· Reduce maintenance cost through preventive maintenance prior to major repairs.

b. Commander will appoint an AOAP monitor who will be responsible for managing the unit’s oil analysis program.

c. The unit’s AOAP monitor, under supervision of the facility manager or commander, will:

· Requisition necessary kits and supplies on a timely basis.

· Schedule equipment to be sampled.

· Delegates to take samples in accordance with DA Pam 738-750.

· Prepare and submit DA Form 5991-E for each sample taken. Send or take all samples, together with DA Form 5991-E, to the AOAP lab.

· Delegates required corrective action on notification from the AOAP lab.

· Ensure that all special samples requested by the lab are taken and submitted immediately.

· Send a copy of the partially completed DA Form 3254-R to the support activity when a vehicle or component is work-ordered for maintenance based on lab recommendation. Unit will use the computerized monthly reports generated by the lab to manage the AOAP.

· AOAP for ground equipment is fully computerized. Unit will use the computerized monthly reports generated by the lab to manage the AOAP.

20.0 CALIBRATION OF TMDE:

See IOP QM-06 Test, Measurement, and Diagnostic Equipment (TMDE)
21.0 AWARD PLAN:

Commander will:

· Establish procedures to monitor safe conduct of work, outstanding fulfillment of duties and proficient performance of work of each individual.

· Recognize personnel with outstanding records. DA Form 2443, DA Form 1118, DA Form 1119, or other forms of recognition will be used.

See IOP CS-07 Administrative Office

22.0 PRESCRIBED LOAD LIST (PLL):  NOT REQUIRED
23.0 LOCAL PROCUREMENT OF REPAIR PARTS:

see IOP SU-04 IMPAC
24.0 RECOVERY AND DISPOSAL OF RECOVERABLE COMPONENTS:

a. Commander will ensure the shop supply and maintenance personnel know how to use the FEDLOG.

b. The recoverability code is a one-position alphabetic code (Column RC of the AMDF). This code identifies the level of maintenance allowed to dispose of the item when it can no longer be used.

c. Recoverable parts and assemblies will be disposed of IAW subject codes NLT three working days after their removal.

25.0 UNIT-LEVEL LOGISTICS SYSTEM (ULLS):

a. Automated procedures for dispatching, TAMMS and licensing will be in accordance with the End User Manual for the Unit-Level Logistics System (ULLS), and with this paragraph.

b. The following processes must be accomplished by all indicated intervals:

· Daily:

· U31 - Send transaction to DSU.

· C43 - Automatic status processing.

· M52 - Update maintenance request status.

· F32 - Backup ULLS-G data files (this process must be done at the end of the business day).

· M20 – Motor equipment utilization record return (if necessary).

· M75 - Equipment availability report (if necessary).

· Biweekly:

· Vehicle dispatching.

· Monthly:

· AMSS report to SAMS 29th SG

· C8B- Catalog update.

· M60- Scheduled maintenance due.

· Annually:
· M26 - Periodic usage report.

· Keep on File:

· M40 - Report of all operators individually (Automated Form 348).

· C85 - Purge inventory (monthly requirement).

· M20 - Purge control log.

· M80 - Fuel usage.

· M65 - Scheduled services performed.

· M94 - Equipment data file.

· M51 - Maintenance request register.

· As Required: M20 - Alert dispatch. NOT REQUIRED
26.0 SUGGESTION PROGRAM/PROJECT SMART:

a. Commander will encourage employees to participate in subject programs.

b. Project SMART is designed to improve combat readiness through the individual's evaluating and recommending changes in Army logistical doctrine, policy, and procedures. Ideas may be submitted by anyone, regardless of rank. No command approval is required.

c. Suggestions should be in writing using the following format:

· To Project SMART.

· Date.

· Reference (if any).

· Current problem/procedure (please print).

· Recommendation for improvement (please print).

· Full name.

· Address.

· Send the suggestion to: 

PROJECT SMART/TIPS
DIRECTOR OF COMBAT DEVELOPMENTS FOR CSS
3901 A AVENUE SUITE 220
FT LEE VA 23801-1809

a. Individual will receive written notification that the suggestion was received and is being evaluated. If the suggestion is adopted, individual may qualify for a monetary or impact award.

b. Any other suggestions geared toward increasing productivity, improving working conditions, reducing likelihood of accidents, or improving morale should be submitted on DA Form 1045. A more complete definition and details on how to use DA Form 1045 are found in AR 672-20.

27.0 SUBMISSION OF QUALITY DEFICIENCY REPORTS:

All Army materiel is subject to Quality Deficiency Reports (QDRs) and Equipment Improvement Reports (EIRs). The purpose of submitting a QDR is to report conditions below standard-quality workmanship (shoddy construction). The purpose of the EIR is to report materiel faults in design, operation, or manufacture.

See IOP MA-05 Control of Non-Conforming Products

28.0 WARRANTY PROGRAM FOR NEW EQUIPMENT:

a. For warranty issues, the facility manager will address the situation.

b. Warranties cover defects in materials or workmanship, usually for a specified time.  Some warranties run for a remarkably long time.

c. Warranties don’t usually cover things that go wrong because of:

· Neglect.

· Improper or unskilled operation.

· Installing wrong parts.

· Floods, hail storms, tornadoes, etc.

· Alterations of any kind.

· Improper or unskilled repairs.

· Combat.

d. Warranties generally don’t cover high-usage or high-expected-failure-rate parts, such as filter elements, electronic tubes, bulbs, fuses, belts, and hoses. The exception is when a failure covered by the warranty causes any of these parts to also fail.

e. Warranty work can generally be done either by Army maintenance activities or by the manufacturer or its dealerships, whichever the Army prefers in each case.

· Items requiring Equipment Control Records (DA Form 5992-E).

· Nontactical vehicles such as sedans, trucks, and buses operated from transportation motor pools.

· Engine-driven items costing over $3,000, such as riding mowers, compressors, generators, and pumps.

f. If the work is to be done by a dealership, units will be advised to submit a DA Form 5990-E IAW DA Pam 738-750 to the WARCO office. The WARCO will assign a job order number and monitor the repairs to completion. Before units attempt to perform repairs of items of equipment under warranty, contact the WARCO for authorization and coordination.

g. Small, inexpensive items like toasters, fans, push mowers, tools, vacuum cleaners, and air conditioners are usually covered by "Trade Practice" warranties. The Army has the same warranty rights as private purchasers have. If the item is new or not yet heavily used and it appears to have failed as a result of a defect in the manufacturer’s materials or workmanship, call the WARCO to help you pursue warranty repairs.

Quality Management Representative

CPT, QM 
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