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CHAPTER 1

VISUAL INFORMATION AND TRAINING SUPPORT (VITS) POLICY

1000.  GENERAL
1.  This Manual sets forth the policy concerning Visual Information and Training Support (VITS) for Marine Corps Base, Camp Smedley D. Butler.

2.  Definitions of terms, acronyms, and abbreviations are provided in Appendix A.

1001.  VITS POLICY
1.  In accordance with MCO 3104.1 and other directives pertaining to the Combat Visual Information Center (CVIC) will be operated in compliance with applicable directives in the most cost effective manner.

2.  The Commanding General, Marine Corps Base, Camp Smedley D.

Butler, will provide VITS resources:

    a.  To provide a responsive deployment and operational

capability to meet mission support requirements; and

    b.  To provide a training capability for Visual Information (VI) personnel.

3.  The CVIC, Marine Corps Base, Camp Smedley D. Butler, will

operate within the guidelines defined in reference (a).

4.  The CVIC is the centrally managed Visual Information Management (VIM) facility, organized to provide Visual Information (VI) services, such as; graphic, photographic, audio, multi-media and video support.  Additionally, a variety of services including media consultation, training aids, device procurement and fabrication; AV production and reproduction; loan and maintenance of training devices and AV equipment is also provided.
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5.  CVIC supported units (including tenant activities) may not 

establish their own Visual Information support material service 

facilities independently.  CVIC is, however, authorized to establish support satellites at remote areas.  Satellite management, standard operating procedure, and personnel staffing will remain under cognizance of CVIC.

6.  The Commandant of the Marine Corps will fund for procurement of major VI material and selected categories of training software and hardware in response to stated requirements.

    a.  The basic responsibility for identifying and justifying VI material requirements lies with the using unit.  The using unit will submit their requirements to the Director, CVIC for review and validation.

    b.  Once reviewed and consolidated, requests are forwarded by the CVIC to CG, MCCDC (C465) via AC/S, G-3.   The Commanding General, Camp Smedley D. Butler is responsible for all VI material requirements for MCB and tenant units.
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CONDUCT OF OPERATION

2000. ORGANIZATIONAL STRUCTURE FOR THE CVIC

1. CVIC provides the following support (Appendix B).

a. CVIC Management

b. Photography

c. Graphic Arts

d. TV Production

e. Training and Audiovisual Support Library

i. AV Maintenance

ii. Contractor Operation and Maintenance of Simulators (COMS)

iii. Training Aids and Devices

iv. Training and Audiovisual Support Library Satellites

2.  Supply

3.  Printing Products

2001.  AV PRODUCTION LEVELS AND SERVICES AUTHORIZED BY DoD

1.  As directed by reference (a), CVIC is authorized to provide 

the following types of services:

    a.  Photography

    b.  Graphic Arts

    c.  AV Product Library Operations

    d.  Training Aids

    e.  Training Devices

    f.  Presentation Services

    g.  Video and Audio Recording

h. Printing Production

2002.  HOURS OF OPERATIONS
1.  CVIC (building 478, Camp Foster) is open Monday  - Friday from 0730 to 1630, except Thursday afternoon, when we close for training, preventive maintenance and field day, at 1300.

2.  The Visual Information Support Library Satellite (Building #2729, Camp Hansen) is open Monday  - Friday from 0730 to 1630, except Thursday afternoon, when we close for training, preventive maintenance and field day, at 1300.

3.  The Administrative Photographic Studio Satellite (Building #2729, Camp Hansen) is open Tuesday and Thursday from 0900 to 1130 and 1300 to 1500.

2003. PROCEDURES FOR REQUESTING AUDIOVISUAL SERVICES.  

1.  Unless otherwise noted, the procedures prescribed in this paragraph will apply to all VI/AV services.  Procedures that apply to a specific section will be found in that  section’s chapter.

2.  Request for AV Services

a. Commands/Units will submit a request for audiovisual services to the CVIC customer service desk at DSN 645-2533/0653.   A minimum of 48 hour notice should be given prior to any shooting assignment (with the exception of studio photography) in order for requirements to be processed, and proper equipment/personnel assigned.  Detailed planning and coordination should be performed in person. 

b.  It is the requesting unit's responsibility to provide

transportation of the photographer/videographer.  Upon completion of the assignment, the photographer/videographer will be returned to the CVIC by the requesting unit.

2004. DUPLICATION PROCEDURES FOR COPYRIGHTED MATERIAL.  In accordance with ONRINST 5402.1, to preclude violating copyright laws, the following procedures will be strictly adhered to:

1.  Printed Copyrighted Materials.  Articles, illustrations, photographs, etc. from reference books, texts, periodicals, pamphlets, and other copyrighted publications may be copied in the photographic, graphic and videotape mediums only if:

    a.  Written permission has been granted by the copyright owner or agent in the format as set forth in Appendix C, or,

    b.  The requester submits a "fair use" certification, approved and endorsed by the Legal Services Support Center, in the format set forth in Appendix D.

2.  AV Copyrighted Materials.  Commercially produced copyrighted photographs, slides, videotapes, motion pictures, sound tapes, etc., or portions thereof will be duplicated by the CVIC only if written permission has been granted by the copyright owner or his agent, and if the Legal Services Support Center approves the request by signing Appendix D. (Note: Duplication of entertainment motion pictures - videotape and films - is strictly prohibited and will not be accomplished).

3.   Music.   Copyrighted music, in all mediums (disc, tape, taped off-air signals), will not be reproduced by CVIC.   Cleared music may be obtained by CVIC from an approved audio library source.

4.  Exceptions.  Requests for exceptions to the above may be submitted to the Navy Patent Council, via the Legal Services Support Center, for consideration on a case by case basis.

2005.   PRODUCTION RESTRICTIONS FOR CLASSIFIED MATERIAL

1.  CVIC will ensure that all procedures for  the production/duplication of classified materials are followed.  The following local procedures have been established in accordance with OPNAVINST 5510.1.

    a.   All requests for classified work will be submitted to the Classified Material Control Center (CMCC), MCB, Camp Smedley D. Butler for approval.  Once approved, CMCC will contact the CVIC to arrange the date and time the materials will be delivered to and picked up from CVIC.

    b.  Those portions of documents and materials which contain Top Secret information will not be reproduced.

2.  All classified material will be reproduced with the minimum number of copies required.  All restrictions will be strictly enforced.

    a.  Requestors will ensure that all requests for production and/or 

duplication of classified material includes, at a minimum, the information contained in Appendix E.

b. Requestors will enter the classification(s) of material in the 

classification block of the VI Job Order and initial the block, thereby certifying the correct classification of the work to be completed.

2006.  STORAGE OF CLASSIFIED MATERIAL

1.  The CVIC is not authorized to store classified material belonging to other units other than CVIC overnight.  All classified material, associated production material, and production waste which is delivered to and/or produced by the CVIC must be picked up by CMCC/Customer prior to the close of business each day.

2007.  PROCEDURES FOR REQUESTING TRAINING AND VISUAL INFORMATION SUPPORT.   Request for Training Aids and Devices, Audiovisual Equipment, and VI products will be handled in accordance with Chapter 3 of this Manual.

2008.  CONTROL/MANAGEMENT OF AUDIOVISUAL PRODUCTS.  The CVIC Director is assigned as the Local Control Manager (LCM) for all VI products (reference (a)).  AV products are accountable and are controlled by 

the CVIC.  The CVIC is the only unit aboard MCB, Camp Smedley D. Butler authorized to order, control, and dispose of AV/VI products.

1.  AV products when authorized by the CVIC Director/OIC, can be 

sub-custodied to a unit for long-term use.

2.  Reproduction of other than locally produced DoD AV Productions (films and videotapes) is prohibited unless prior written authorization is obtained from the Defense AV Agency, via the CVIC and CG, MCCDC (Code VIM 465C).
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TRAINING DEVICES AND SIMULATOR SUPPORT SECTION

3000.  MISSION.  The Training Device and Simulator Support Section's primary mission is to provide MCB, III MEF, and tenant units with the training aids, devices, simulators, and AV equipment needed to support their training and operational requirements.  To accomplish this, the TDSSS is organized into the following departments:  Training and Visual Support Library (TAVSL), Tactical Training Devices, Indoor Simulator Marksmanship Trainers (ISMT), Contractor Operation and Maintenance of Simulators (COMS).  

3001.   TRAINING AND AUDIOVISUAL SUPPORT LIBRARY (TAVSL).  The TAVSL is located at building #478, Camp Foster, and the TAVSL satellite is located at building #2729, Camp Hansen, and will:

1.  
Maintain an inventory and distribute AV products.

    a.  M16 Rifle Mockups.

    b.  Cardio Pulminary Recitation (CPR) mannequins.

    c.  Graphic Training Aids (GTA's)

    d.  Army Training Devices

    e.  Other ground training devices and VI equipment as required.

3002.  REQUEST PROCEDURES FOR SHORT-TERM LOAN.  MCB, III MEF,

and tenant units requiring the short-term loans (less than 30 days) of aids/devices/equipment/products will be required to submit:

1. Delegation of Authority.   Commander/Division Head/OIC will designate personnel who can receipt for AV equipment, for their 

commands, by completing a Letter of Authorization (Appendix B)

and submitting it to the Director, CVIC.

    a.  The Delegation of Authority will expire at the end of each Quarter.

     b.  The TAVSL will not issue any aids/devices/equipment/products to a unit with an expired Delegation of Authority Card.

2.  Training Aids/Devices Request.  Complete a Training Aids/Devices Request Form (Appendix C) and submit it to the Director, CVIC.

3003.  LOAN TRAINING AIDS, DEVICES, AV EQUIPMENT AND PRODUCTS ON

SHORT/LONG-TERM

1.   When equipment is required for periods of time, department/units may obtain the equipment on short, or long term loan as basis:

    a.  Short-term Loan.  Loan of aids/devices/equipment/     products for a period of 5 working days and is designed to meet one-time or infrequent training requirements.  A short-term Loan can be extended for up to 30 days, providing another unit does not reserve the equipment.

b.  Long-term Loan.  Loan of aids/devices/equipment/products in excess of 30 days designed to satisfy recurring training                                                         

requirements.  

2.  Short-term Deployment Loans.  Loan of aids/devices/ equipment/products to a unit that is deploying for period of less than 30 days outside the geographical area (off Okinawa).  Responsible Officers may sign for equipment/aids on an Equipment Custody Record (ECR) card(s) or computer read out.   Responsible Officers will return these items to the AV Products Section when the unit returns from deployment.

3004.  RESERVATION SYSTEM.  A reservation system is established for using units.  Reservations may be made via phone 645-0460/

7673 for Camp Foster and 623-7395 for Camp Hansen.

3005.
UTILIZATION.   CVIC will establish a utilization system using the format in Appendix (D).  Utilization data will be obtained from using units upon return of AV equipment.

3006.
DELINQUENT LOANS.  A tickler file will be maintained on all overdue AV equipment.  After an adequate number of attempts to recover the overdue equipment have failed, the using unit account will be frozen and the check out sheet forwarded to the Director, CVIC for action.

3007.
RECALL OF CVIC EQUIPMENT.  CVIC equipment may be recalled prior to the actual due date, at the discretion of Director, CVIC, to include VI equipment that is on a Long Term Loan, that is under utilized.

3008.  TACTICAL TRAINING DEVICE SECTION.   The Tactical Training Device section is located in Bldg 2729 at Camp Hansen and provides the following devices and simulators:

    a.  Multiple Integrated Laser Engagement System (MILES 2000).

    b.  Javelin Basic Skills Trainer.    

    c.  Javelin Field Tactical Trainer.

3009.  REQUEST PROCEDURES FOR TACTICAL TRAINING DEVICES.  Commanding Officer/S-3 should submit a request to the Director, CVIC for Tactical Training Devices, 10 days prior to actual pickup date.

1.  Request Letter must contain the following:

    a.  Unit designation

b.  Type of equipment to be used

    c.  Quantity of equipment

    d.  Dates equipment to be used

    e.  Where the equipment will be used (on/off Island)

    f.  Date equipment is to be picked up

    g.  Date equipment is to be returned

    h.  Personnel authorized to sign for Tactical Training Devices are Unit’s SNCO/Officer, unless Commanding Officer specifically delegates, in writing, authorizing a Sergeant to sign for the equipment.

3010. RETURNING EQUIPMENT.   Equipment shall be returned to the Tactical Training Devices section clean and dry.  

1. If any part of the Tactical Training Devices kits is 

missing, lost, stolen or recovered, a Missing, Lost, Stolen and Recovered (MLSR) Government Property Report (Appendix G)and a Financial Liability Investigation of Property Loss (DD 200 Appendix H) must accompany the kits when returning them to the Tactical Training Devices Warehouse.

2.  Damaged or inoperative equipment must be accompanied by a Financial Liability Investigation of Property Loss (DD 200) form with cover letter endorsements by the unit’s Commanding Officer (Appendix H) when returning them to the Tactical Training Device Warehouse.  Additionally, the damaged and/or inoperative equipment will be tagged by the users and identified to the Tactical Training Devices equipment personnel.

3.  Recovered or equipment found must be accompanied by a Similar Assets/Estimated FMV Worksheet (Excerpt from SECNAVINST 7320) with cover letter endorsements by the unit’s Commanding Officer (Appendix G) when returning them to the Tactical Training Device Warehouse.  Additionally, the recovered or found equipment will be tagged by the users and identified to the Tactical Training Devices equipment personnel.

3011.  INDOOR SIMULATED MARKSMANSHIP TRAINER-ENHANCED (ISMT-E) AND INFANTRY SQUAD TRAINER-ENHANCED (IST-E).  The Indoor Simulated Marksmanship Trainer-Enhanced (ISMT-E) and the Infantry Squad Trainer (IST-E) are commercial, off-the-self, non-developmental item, classroom trainers.  Each system consists of standard U.S. Marine Corps small arms and crew-served simulated weapons, a simulation unit, and an instructor control station that allows control of all training and feedback.  The ISMT-E/IST-E system provides marksmanship, combat, Computer Generated Imagery (CGI), Indirect Fire Trainer (IFT), shoot/no-shoot, night vision, and forward observer training through interaction with targets projected on a 7 1/2’ X 10’ Screen. 

3012.   CONTRACTOR OPERATION AND MAINTENANCE OF SIMULATORS (COMS).   The COMS devices department will operate and maintain the training devices listed in Appendix J as governed by the current COMS contract.

1.  Government Responsibilities:

    a.  Training in use of Government forms, reports, records, etc.

    b.  Training system scheduling.

    c.  Contractor monitoring (reports, quality assurance plan,

etc., by the Contracting Officer's Technical Representative (COTR)).

    d.  Trainer and operational equipment facilities.

    e.  Documentation (operation and maintenance manuals, drawings, etc.).

2.  Contracting Officer's Technical Representative (COTR).  COTR is a key billet for ensuring the success of a COMS contract.  The COTR is the focal point for communications between the command support, the contractor, and the contracting officer.   Activities must ensure that contractors and government personnel comply with the contract by officially assigning a COTR.   Formal training is required for the COTR before performing duties required in the administration of contracts.  MCB, Camp Smedley

D. Butler has the responsibility for budgeting/funding of travel and per diem in conjunction with this training.  Once individuals are trained, they can be assigned as COTR's for administration of any contracts.  The Assistant Chief of Staff, G-3 will formally nominate an individual for assignment as the SOP FOR CVIC COTR to a contracting officer.  Only the contracting officer may officially appoint an individual as a COTR for a specific contract.  The COTR's decisions take precedence and are final involving COMS Training degradation, scheduling, precedence of users, etc., between the contractor and/or the government.

3013.  REQUEST PROCEDURES FOR COMS DEVICES.  MCB, III MEF commands, and tenant units will submit a Monthly Training Schedule request indicating projected planned scheduled hours of training for COMS device support, to the COTR, located at building #2729, Camp Hansen, phone number:  DSN 623-2601 or Director, CVIC at DSN 645-0300.  All available normal working hours (eight hours per day, five days per week) in each month should be scheduled, due to peculiarities of the chargeable and non-chargeable downtime in the contract.  If the device is down, it should still be scheduled.  Chargeable downtime cannot be charged against the contract unless the device is down on scheduled time.   All request requiring overtime for COMS Contractor personnel must be submitted on an official form to the COTR twelve (12) working days in advance by the requesting unit.  Forms may be picked up from the COTR at building 2729, Camp Hansen.

1.   Weekly Training Schedule.   User units will provide a  weekly  training schedule to the COTR indicating actual planned hours of training.

3014.   RESTRICTIONS.  No user of Marine Corps training devices covered under the COMS contract shall contact the contractor directly unless directed by the COTR for special situations.

3015.  MAINTENANCE AND REPAIR.  The CVIC Maintenance and Repair department is located in building #478, Camp Foster, and will be responsible for:

1.
Performing preventive and corrective 2nd echelon maintenance of all AV equipment and training devices not covered by the COMS contract.

2.
On-site Inspections.  In accordance with reference (a), Maintenance and Repair department personnel will conduct semiannual, on-site inspections of AV equipment that is on permanently loan.  These inspections will be used to accomplish the following:

a.
Verify inventory records.

b.
Ensure equipment is being stored, operated, and maintained

properly.

c.
Perform preventive maintenance on the equipment.

d.
Verify utilization of the equipment.

e.
Provide technical assistance, as required.

    f.
Perform up to and including second echelon maintenance on all AV equipment (less video), and monitor third and fourth echelon maintenance performed by civilian employees or contract maintenance personnel, on video equipment under inventory control of CVIC.

3.
Operators Preventive and Corrective Maintenance.  1st echelon maintenance lies with the using units and they are 

responsible for the proper preventive and corrective maintenance on equipment assigned to their account.  Inoperable equipment will be returned to TAVSL.

a.  Damaged AV equipment must be accompanied with a letter of explanation surrounding the circumstances, from the Responsible Officer.
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Terms

ACQUISITION.   The process through which AV products are obtained from commercial sources.  The process through which major end items, systems, and weapons are procured, as outlined in the current edition of MCO P5000.10, Systems Acquisition Management Manual.

ADOPTED AV PRODUCTION.  An AV production, which has been produced by another component or another Federal agency, that a component obtains for its internal use.

AUDIO.  The recording or playback of audible information (i.e.,

sound effects, music, narration, etc.).

AV.  Use of sound or visual imagery to communicate information.  This includes the use of motion pictures, video, still photographs, slides, audio, graphics, models, and demonstrations.

AV ACTIVITIES.  Organizations or functions responsible for the

management of AV resources.

AV DOCUMENTATION.   Motion picture, still photography, video, and audio recording of events, both technical and nontechnical, as they occur, usually uncontrolled by the recording crew.  There are two categories of documentation: Photojournalism and technical documentation, which includes medical documentation, optical instrumentation, and gun and strike camera imagery.

AV EQUIPMENT.  Items of a durable nature used for the recording production, reproduction, processing, and exhibiting of AV products that are capable of repetitive use by an individual or organization.  A majority of the AV equipment available is in Federal Supply Classes (FSC) 67XX, 5820 and 5835.

AV FACILITY.   A building, or space within a building, owned or operated by the Government, that houses an AV activity, AV equipment, or a capability to provide an AV service.  Space used to produce an AV product with transportable or portable equipment shall also be classified as an AV facility.

AV HARDWARE.  Equipment used for the recording, production,

processing, and exhibition of AV software.

AV PRODUCTION.  A unified presentation containing sound or visual imagery, or both, for conveying a message through a recorded medium or broadcast.  The term may also apply to the process of combining or arranging any separate or combined audio or visual product(s) in continuity according to a plan or script.  A production is the end item of the production process.  This term is synonymous with the Office of Management and Budget (OMB) term "audiovisual Product".

AV PRODUCTS.  AV media such as slides, motion picture (film,

videotapes) and audio recordings with filmstrips.

AV RECORDS.   Original still, and motion picture photography, electronic recordings (video and audio tape or disc), duplicating materials; AV production; records pertaining thereto (including legal clearances, rights, contracts, recording scripts, camera logs, and caption information).

AV SERVICES.  Those actions that:

    a.  Result in obtaining or preparing an AV product (other than a complete AV production) such as photography, processing, reproduction, duplication of tapes, scripting, graphic arts and sound recording.

    b.  Support existing AV products, such as distribution and

depository operations.

    c.  Use existing AV products, equipment, and activities to support other functions such as projection services, operation of conference facilities, or other presentation systems.

AV SOFTWARE.  AV products or material containing sound and/or imagery for conveying a message.  This refers to slides, films, videotapes, and combination media.  Combination media is the combining of two or more of the above media.

AV TRAINING AIDS AND DEVICES.  AV equipment/hardware, AV software/products, two or three-dimensional displays and exhibit materials used by instructors/students. (Note: This includes models, mock-ups, and AV displays Multiple Integrated Laser Engagement System (MILES) gear).

CABLE TELEVISION (CATV).  Distribution of television signals by

means of radio frequency (RF) transmission.

COGNIZANCE SYMBOL 112011 TRAINING EQUIPMENT.  Items which are under the inventory control of, and cataloged and distributed by, the Naval Training Equipment Center (NAVTRAEQUIPCEN), Orlando, FL.   Although most Cognizance Symbol 112011 (COG 112011) devices are in fact training devices, some are by definition instructional aids and devices, AV equipment and training support systems. (The symbol 112011 consists of the numeral 2 and the letter 0 with quotes).

COMBINATION MEDIA.  Includes film strips, sound slides, sound film strips, multimedia and multiimage presentations, instructional kits, and packages utilizing AV media.  It does not include still photography and graphic arts unless combined with other media.

CONTRACTOR OPERATION AND MAINTENANCE OF SIMULATORS (COMS).  The USMC COMS Program was initiated for ground training devices in 1984 in response to OMB Circular A-76 which encouraged use of contractor personnel in the maintenance of nonoperational fleet equipment.

DISPOSAL.  The process of properly turning in items that are excess, unrepairable or unserviceable.  Ultimately it is the Defense Reutilization Marketing Office (DRMO) where items from a variety of sources can be taken for disposal within the guidelines set forth in applicable regulations.

DOCUMENT NUMBER.  A number identifying a requisition for supplies, equipment, material, services, etc.  The document number will consist of the Responsible Unit Code (RUC), Julian date and serial number.

DSSC.  A section of the base supply, that processes or approves all requisitions, provides Technical Research and assigns Local Stock Numbers (LSN), as appropriate, for all consumable items (not carried in self-service or available through the Supply System).

EXPENSE ELEMENT.  A one letter code to identify areas of money to be spent.  For example, expense element “T” is used to identify supplies and consumable items, expense element "W” is used to identify equipment and "PI' for commercial equipment maintenance.

GRAPHIC ARTS.  Relates to the design, development, and production of two-and three-dimensional visual aid products.  It includes preparation of charts, graphs, posters, brochures, covers, visual materials for television/motion picture, publications, displays, and exhibits.

JULIAN DATE.  A date used in identifying a supply document consisting of the last digit of the year and the numbered day of the year, starting with January first, (i.e., 1 Jan 95: 5001).

MOTION PICTURE PHOTOGRAPHY.  Includes all phases of motion picture

reduction and processing.

MULTIMEDIA.  More than one AV medium used in a single communication, either sequentially or simultaneously.  

NATIONAL STOCK NUMBER.  A number consisting of thirteen digits,

identifying a particular item within the Federal Supply System.

OFFICIAL MARINE CORPS PHOTOGRAPHY.  Still photographic prints, motion picture video and television recordings produced, utilizing equipment or materials procured with appropriate funds, or processed/reproduced in a marine corps training and audiovisual support facility.  

OPEN PURCHASE.  An open purchase is any purchased item obtained outside of the Federal Supply System.  An open purchase is usually made through local vendors, but only when the item(s) are required for immediate use and the normal supply procedures will not be conducive for operational commitments.

PART NUMBER. A number, that has been provided by the manufacturer

or other supply source, identifying a particular item.

PROCUREMENT.  The means of acquiring item(s) that are needed, when and where they are needed, in the most economical and cost efficient manner for the unit and the government, within legal and administrative guidelines.

PURCHASE REQUEST (REQUISITION).  An appropriate document submitted for item(s) to be purchased/obtained through the Direct Stock Support Center (DSSC), Base Property Control Office (BPCO), and the Purchasing and Contracting Office (P&C).

RESPONSIBLE OFFICER.  A Marine or civilian employed by the Department of Defense (DOD), who is designated in writing, by the Commanding Officer, to assume custody of an account with TAVSC for all Audiovisual Equipment and Training Devices.  This individual will be responsible for the condition, security, and usage of all equipment under that account.

SATELLITE FACILITY.  An operational element of an organization with no greater than supervisory level management and specific functional responsibilities. satellite facilities are not separately funded.

SCRIPT.  A complete, detailed description (in the order of presentation) of scenes, camera distances and angles, action, and dialogue or commentary used in production.

SELF SERVICE CENTER.  A section of DSSC that is operated as a "Store", where administration and maintenance supplies may be purchased with the use of a credit card issued by the Base Comptroller.  Items such as pens, pencils, notebooks, toilet tissue, cleaning supplies, photographic, and graphic supplies and new items which can be stocked if there is sufficient usage data.

SIMULATION EQUIPMENT.  Training hardware which is designed specifically to simulate equipment used in an operational environment, in a training situation.

SIMULATOR OPERATION AND MAINTENANCE PROGRAM (SOM).  THE SOM Program identifies the budgetary line item and program dedicated to funding support of COG 211011 training systems.

STATEMENT OF WORK (SOW).  The SOW is the primary document which

describes what types of support are required to be performed.

STILL PHOTOGRAPHY.  Includes all phases of still picture production

and processing.

TECHNICAL ADVISOR.  A person with detailed knowledge of the subject matter of an AV production who is assigned to ensure that the technical accuracy of an AV production script and its subsequent production are maintained, and who arranges for personnel, facilities and equipment.  Appendix A provides details of the duties of a technical advisor.

COMBAT VISUAL INFORMATION CENTER (CVIC).  That activity at a command which provides one-stop customer service for the procurement, accountability, issue, maintenance, repair, and disposition of training equipment, AV/VI products, and AV/VI production services.

TRAINING EQUIPMENT.  The category of training material that is:

    a.  Designed specifically to support the learning process, or

    b.  Used to produce, support, or transmit training software.

TRAINING MATERIAL.  All categories of instructional aids and devices, equipment, and training support systems; i.e., hardware and software, which is used to impact or assist learning, or to produce support material which will serve that purpose.

TRAINING SUPPORT.  All management actions, material (e.g., training devices, simulators, systems, equipment, software and other training items), and facilities (e.g., ranges/training facilities and other training areas) required or dedicated for accomplishment of Marine Corps training.

Abbreviations     Long Titles

AV                Audiovisual

AVJO
             Audiovisual Activity Job Order

AVPPM
        Audiovisual Products and Production Manager

AVPRL
        Audiovisual Project Request Log

AVPUR
        Audiovisual Products Utilization Report

AVSS
             Audiovisual Support Section

CO
             Commanding Officer

COG 2"0"          Cognizance Symbol 2"0" Training Equipment

COMS              Contractor Operation and Maintenance of Simulators

COTR              Contracting Officer's Technical Representative

CPRM              Cardio Pulminary Recitation Mannequins

CSD               Customer Service Desk

DOD
             Department of Defense

FY
             Fiscal Year

GARL              Graphic Arts Request Log

GFE               Government Furnished Equipment

GTA               Graphic Training Aid

IFB               Invitation for Bid

ISD               Instructional Systems Development

LAAW              Light Anti Armor Weapon

LRMS              Local Records Management System

LTDS
             Local Television Signal Distribution System

Abbreviations     Long Titles
MCB
             Marine Corps Base

MCO
             Marine Corps Order

MILES
        Multiple Integrated Laser Engagement System

MIMMS             Marine Corps Integrated Maintenance Management

                  System

MOPIC             Motion Picture

MOS               Military occupational Specialty

MOT               Mission-Oriented Training

NCOIC             Noncommissioned Officer in Charge

NSN               National Stock Number

NTEC              Naval Training Equipment Center (also                         

                  NAVTRAEQUIPCEN)

O&M               Operations and Maintenance

OIC               Officer in Charge

PAN               Production Approval Number

PMRP              Precious Metals Recovery Program

QA&R              Quality Assurance and Revalidation Summary

QC
             Quality Control

RDT&E
        Research, Development, Test and Evaluation

RFTP              Request for Technical Proposal

SAAW              Small Arms Alignment Fixture

SOM               Simulator Operation and Maintenance Program

SOW               Statement of Work

TA/DRF            Training Aids/Devices Request Form

Abbreviations     Long Titles
TAVS              Training and Audiovisual Support

T/E               Table of Equipment

TV
                Television

VCR
               Video Cassette Recorder

WR                Work Request

WTR               Work Tabulation Record
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SAMPLE REQUEST FOR COPYRIGHT OWNERIS PERMISSION FOR USE

                                                             SSIC

                                                             Code                                                                        

                                                             Date

(Name of copyright owner or agent)

(Address)

(Salutation)

(Name of Activity) requests your permission, as copyright owner or agent for the copyright owner, to make the following use(s) for Department of Defense purposes of the identified program.

(Identification of material -- including title, name of author, exact copyright notice(s) appearing on the work, and when appropriate date and time of airing).

(Portion of material to be used -- designation of exact portion of the work to be used (e.g., amount, time, segments).  Blanket permission will not be requested).

(Intended use(s);number of copies to be made; distribution; whether fees or charges will be collected for use; length of time material will be used; and dates, media and intended audience).

(Contemplated modifications - i.e., segments; excerpts for use

in other programs).

If the requested permission is granted, please sign below and return this original letter in the enclosed self-addressed envelope.  A copy of this letter is included for your records.

                                 (Signature of requester)

PERMISSION:

The above requested permission is granted, royalty-free.  A notice of copyright and credit line is desired as follows: (Leave at least eight lines for credit line.)

                      (Name of copyright owner authorized agent) 

Date: _______________By: ______________Title: __________________
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SAMPLE REQUEST FOR FAIR USE CERTIFICATION

UNIT HEADING

                                                          3104

                                                          Code

                                                          Date

From:  (Requestor)

To:
    Director, Combat Visual Information Center

Via:   Director, Law Center

Subj:  REQUEST FOR FAIR USE CERTIFICATION

1.  
Title of publication:

2.  
Author:

3.   Publisher:

4.  
Copyright date:

5.  
Number of pages in publication:

6.   Which pages are to be copied:

7.  
Number of sets of copies:

8.  
Nature of material to be copied:

9.  
Nature of intended modifications:

10.  Intended use of copies:

11.  If for teaching purpose, title of class:

12.  Requirements/Audience:

    a.  Number of civilians:

    b.  Number of military:

    c.  Range of ranks:

    d.  MOS's:

13.  
Intended distribution date:

                       SIGNATURE

UNIT HEADING

                                                         3104

                                                         Code                                                                    

                                                         Date

                                                                                                                                 FIRST ENDORSEMENT on

From:  Director, Law Center

To:    CVIC Officer

Subj:  REQUEST FOR FAIR USE CERTIFICATION

1.  Approved/Not Approved.

        SIGNATURE

    GRADE
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Sample Delegation of Authority Form

	QUARTERLY DELEGATION OF AUTHORITY

COMBAT VISUAL INFORMATION CENTER, MCB, CAMP SMEDLEY D. BUTLER

	ORGANIZATION
	CAMP

	AUTHORIZED PERSONNEL

	NAME: Last - First - MI
	RANK
	SSN
	RTD
	PHONE #
	SIGNATURE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	AUTHORIZATION BY RESPONSIBLE COMMANDING OFFICER

	The undersigned hereby delegates to the persons listed above, whose signature appears above, the authority to draw items for temporary issue from the Combat Visual Information Center, MCB, Camp Smedley D. Butler.  The above listed personnel will be responsible for said equipment, however ultimately the main responsibility falls to the undersigned.

	NAME: Last - First – MI
	RANK
	SIGNATURE

	TITLE ORGANIZATION
	DATE

	* THIS DELEGATION OF AUTHORITY FORM WILL EXPIRE AT THE END OF EACH QUARTER
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TRAINING AIDS REQUEST FORM

________________________________________________________________

TRAINING AIDS REQUEST



                             REQUEST NUMBER

________________________________________________________________ 

NAME
               GRADE
        LICENSE          DATE

________________________________________________________________

UNIT
               EXTN
     ACTIVE
RESERVE  
NON    DON

________________________________________________________________

SERIAL          NOMENCLATURE        QTY     HOURS       ATTENDED

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

LOAN PERIOD:   FROM      TO        FOR ED TRAINING   COMBAT READ

________________________________________________________________

I CERTIFY THAT ALL GEAR WILL BE USED FOR OFFICIAL PURPOSES AND WILL BE RETURNED ON TIME AND IN GOOD CONDITION.

NAME                    GRADE     SSN              SIGNATURE

________________________________________________________________

                             CVIC USE ONLY

________________________________________________________________

ACTION  BY             RATE       COST   MIL MAN HRS     ISSUE                                                             

________________________________________________________________

                    OP CHECK            /          /

________________________________________________________________

                    RETURN              /          /

________________________________________________________________  

                    RT CHECK            /          /

                    TOTAL               /          /
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MLSR SAMPLE LETTER

(YOUR UNIT LETTERHEAD)
                                                                    4400

(CODE)

(DATE)

From:
  CVIC Responsible Officer, Account #

To:    
Commanding General, Marine Corps Base, Camp Smedley D. Butler

       

(Attn: Director, CVIC)

Via:   
Commanding Officer, Responsible Officer Unit

       

(Must be signed by the BN/SQDN Commander)

Subj:   
MISSING, LOST, STOLEN AND RECOVERED PROPERTY REPORT

Ref:   
(a) BO P4400.15_ 
Encl:  
(1) Listing of Missing/Lost/Stolen Equipment

       

(2) Listing of Equipment Found/Recovered

1.  Per reference (a), the following M-L-S-R Property report is submitted.

    
a.
  YB0023, Sub-account   , Unit Name

    
b.
  (Date of discovery)

    
c.
  Missing/lost/stolen/recovered (Must indicate which of these categories)

    
d.  
Nomenclature of the item

        

(1) (Item No.1)

        

(2) (Item No.2)

        

(3) (Etc...,)

    
e.  
Model Number and Serial Number

        

(1) (Item No.1)

        

(2) (Item No.2)

        

(3) (Etc...,)

    
f.  
Quantity


       
(1) (Item No.1)


       
(2) (Item No.2)

       

(3) (Etc...,)

      g.  
NSN and TAMCN of the missing item

                (1) (Item No.1)

Subj:  
MISSING, LOST, STOLEN AND RECOVERED PROPERTY REPORT

       

(2) (Item No.2)

       

(3) (Etc...,)

    
h.  
Cost of the item from your current CMR

       

(1) (Item No.1)



       (2) (Item No.2)

       

(3) (Etc...,)

    
i.  
State the results of the Camp/Island wide search requests.

       

(1) State whether or not it was referred to CID


       
(2) State the date/time/name of the person referring the report to CID.

    
j.  
State the circumstances surrounding the lost/discovery of missing/stolen or recovery of the item

2.  State who the last person was to have responsibility for the item.

3.  Provide a statement requesting investigation or if not requesting an investigation, the reasons why.

        R.O. SIGNATURE
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SAMPLE OF FINANCIAL LIABILITY INVESTIGATION 

OF PROPERTY LOSS (DD 200) FORM 
[image: image2.wmf]FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS

PRIVACY ACT STATEMENT

AUTHORITY

:

PRINCIPAL PURPOSE

:

10 USC 136; 10 USC 2775; DoD Instruction

7200.10; EO 9397.

To officially report the facts and circumstances

supporting the assessment of financial charges

for the loss, damage, or destruction of

DoD-controlled property.  The purpose of

soliciting the SSN is for positive identification.

ROUTINE USES

:

DISCLOSURE

:

None.

Voluntary; however, refusal to explain the

circumstances under which the property was lost,

damaged, or destroyed may be considered with

other factors in determining if an individual will be

held financially liable.

1.  DATE INITIATED 

(YYMMDD)

2.  INQUIRY/INVESTIGATION NUMBER

3.  DATE LOSS DISCOVERED 

(YYMMDD)

4.  NATIONAL STOCK NO.

5.  ITEM DESCRIPTION

     

6.  QUANTITY

7.  UNIT COST

8.  TOTAL COST

9.  CIRCUMSTANCES UNDER WHICH PROPERTY WAS

 

(X one)

     (Attach additional pages as necessary)

LOST

DAMAGED

DESTROYED

10. ACTIONS TAKEN TO CORRECT CIRCUMSTANCES REPORTED IN BLOCK 9 AND PREVENT FUTURE OCCURRENCES

 

(Attach additional pages 

      as necessary)

11. INDIVIDUAL COMPLETING BLOCKS 1 THROUGH 10

  a. ORGANIZATIONAL ADDRESS 

(Unit Designation,

      Office Symbol, Base, State/Country, Zip Code)

b.  TYPED NAME 

(Last, First, Middle Initial)

     

c.  AUTOVON/DSN NUMBER

d.  SIGNATURE

e.  DATE SIGNED

12. 

(X one)

RESPONSIBLE OFFICER (PROPERTY RECORD ITEMS)

REVIEWING AUTHORITY (SUPPLY SYSTEM STOCKS)

  a. NEGLIGENCE OR ABUSE 

      EVIDENT/SUSPECTED

      

(X one)

(1) Yes

(2) No

b.  COMMENTS/RECOMMENDATIONS

  c.  ORGANIZATIONAL ADDRESS 

(Unit Designation,

       Office Symbol, Base, State/Country, Zip Code)

d.  TYPED NAME 

(Last, First, Middle Initial)

     

e.  AUTOVON/DSN NUMBER

f.  SIGNATURE

g.  DATE SIGNED

13. APPOINTING AUTHORITY

  a. RECOMMENDATION

      

(X one)

(1) Approve

b.  COMMENTS/RATIONALE

  d.  ORGANIZATIONAL ADDRESS 

(Unit Designation,

       Office Symbol, Base, State/Country, Zip Code)

e.  TYPED NAME 

(Last, First, Middle Initial)

     

f.  AUTOVON/DSN NUMBER

g.  SIGNATURE

h.  DATE SIGNED

(2) Disapprove

c.  FINANCIAL LIABILITY

     OFFICER APPOINTED

     

(X one)

(1) Yes

(2) No

14. APPROVING AUTHORITY

  a. RECOMMENDATION

      

(X one)

(1) Approve

b.  COMMENTS/RATIONALE

  d.  ORGANIZATIONAL ADDRESS 

(Unit Designation,

       Office Symbol, Base, State/Country, Zip Code)

e.  TYPED NAME 

(Last, First, Middle Initial)

     

f.  AUTOVON/DSN NUMBER

g.  SIGNATURE

h.  DATE SIGNED

(2) Disapprove

c.  LEGAL REVIEW

     COMPLETED IF REQUIRED

     

(X one)

(1) Yes

(2) No

DD FORM 200, FEB 91 (EG)

PREVIOUS EDITIONS ARE OBSOLETE.

Designed using Perform Pro, WHS/DIOR, Jun 94



[image: image3.wmf]  c.  ORGANIZATIONAL ADDRESS 

(Unit Designation,

       Office Symbol, Base, State/Country, Zip Code)

c.  TYPED NAME 

(Last, First, Middle Initial)

     

d.  AUTOVON/DSN NUMBER

j.   SIGNATURE

k.  DATE SIGNED

DD FORM 200, FEB 91 (BACK)

15. FINANCIAL LIABILITY OFFICER

  a. FINDINGS AND RECOMMENDATIONS 

(Attach additional pages as necessary)

b.  DOLLAR AMOUNT OF LOSS

c.  MONTHLY BASIC PAY

d.  RECOMMENDED FINANCIAL LIABILITY

e.  ORGANIZATIONAL ADDRESS 

(Unit Designation,

    Office Symbol, Base, State/Country, Zip Code)

f.  TYPED NAME 

(Last, First, Middle Initial)

     

d.  TYPED NAME 

(Last, First, Middle Initial)

     

g.  AUTOVON/DSN NUMBER

h.  DATE REPORT SUBMITTED TO APPOINTING

     AUTHORITY 

(YYMMDD)    

i.   DATE APPOINTED

     

(YYMMDD)

   

g.  SIGNATURE

h.  DATE SIGNED

e.  SIGNATURE

f.  DATE SIGNED

16. INDIVIDUAL CHARGED

  a. I HAVE EXAMINED THE FINDINGS AND RECOMMENDATIONS OF THE FINANCIAL LIABILITY OFFICER AND 

(X one)

(1) Submit the attached statement of objection.

(2) Do not intend to make such a statement.

  b. I HAVE BEEN INFORMED OF MY RIGHT TO LEGAL ADVICE.  MY SIGNATURE IS NOT AN ADMISSION OF LIABILITY.

e.  SOCIAL SECURITY

     NUMBER

  b.  ORGANIZATIONAL ADDRESS 

(Unit Designation,

       Office Symbol, Base, State/Country, Zip Code)

  f.  AUTOVON/DSN NUMBER

17. ACCOUNTABLE OFFICER

  a. DOCUMENT NUMBER(S) USED TO ADJUST PROPERTY RECORD
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SIMILAR ASSETS/ESTIMATED FMV WORKSHEET

Purpose: To document the estimated acquisition cost and date for personal property items lacking proper substantiating documentation.  This worksheet, when properly completed, serves as a substitute for original acquisition documentation and should be used when all attempts to locate actual documentation have been exhausted.  Required for capitalized property; optional for other property.

A.  Personal Property General Information:
UIC: _________________________________________________________

Command: _____________________________________________________

Responsible Officer (Hand Receipt Holder): 

Document Number: ____________

Nomenclature/Location: ________________________________

National Stock Number (NSN): __________

Serial Number: _______________

Manufacturer: _____________________________________

Bar Code Number: ____________________________

Method of Acquisition:

Purchase____  Requisition____    Transfer____  Donated____  Found____

B.  Similar Asset Comparison:
Location of similar asset:  ____________

Command owning similar asset:  _________

Similar asset comparison: ___________


Personal Property Asset

Similar Asset:  ___________

Nomenclature:



____________________

__________________

NSN:




____________________

__________________

Serial Number:



____________________

__________________

Manufacturer:



____________________

__________________

Model:




____________________

__________________

Model Year:



____________________

__________________

Description of Function:

____________________



Acquisition Cost:







__________________

Depreciation activation date:






__________________

C.  Determined Acquisition Cost:
 1.  If the assets are similar, obtain copies of the acquisition documentation for the similar asset and attach to this worksheet.  Record the following information below:

Acquisition Cost:






__________________

Other Cost:   (paragraph 5b)





__________________

Total:








__________________

    2.  If a similar asset can not be located, estimate the fair market value for the personal property as of the date acquired.  Use one or more of the following sources in determining a fair market value:

Source

Company

Contract Nbr.

Acq. Cost
Date

FEDLOG Price:

FEDLO____

N/A_________

________
_______

GSA Schedule Price:
__________

____________

________
_______

Vendor Quote:

__________

____________

________
_______

DPAS Catalog Price:
DPAS Catalog

N/A_________

________
_______

SIMILAR ASSETS/ESTIMATED FMV WORKSHEET

    3.  Record the following information below:

Estimated FMV:






_____________________

Other Costs (paragraph 5a)





_____________________

Total








_____________________

D.  Recovery Period (paragraph 5):




_____________________

E.  Determined Depreciation activation date:

    1.  If the assets are similar, obtain copies of the acquisition documents for the similar asset.  Record the information in number 2 below.

    2.  If substantiating acquisition documentation is not available, obtain the depreciation activation date in the following order:




Document Nbr.

Date

Source:






________________

____________

Transfer Date on DD 1149 for transfers:


________________

____________

Shipping Date:





________________

____________

Inspection Date:




________________

____________

Date Found:





________________

____________

Determined Depreciation activation date:

   



____________

F.  Documentation Requirements:
File this document as the original acquisition documentation in accordance with DON Personal Property Policies and Procedures Manual.  The following documentation should be included if available:

Similar Asset: Procurement Documentation, Invoice, and Receiving Report

Comparable Value Research: Printout of Catalog Entry in DPAS or


Printout of FEDLOG Entry or


Copy of relevant GSA Schedule or


Copy of vendor quote

Depreciation activation date: DD 1149

Shipping Invoice 

Inspection Certification

Copy of physical inventory (during which the personal property was found)

Certification:
I certify that the personal property information recorded above is accurate to the best of my knowledge.

______________________     ______________     ________________________     __________

Name                                       Activity                    Signature                                      Date
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