(AVIONICS PLATOON)  C Company, 8th Battalion, 101st Airborne Division (AASLT) Standard Operating Procedures (SOP)
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SECTION I:  GENERAL
1. References:
a. AR 200-1

b. AR 385-10

c. AR 710-1

d. AR 710-2

e. AR 725-50

f. AR 735-11

g. AR 738-750

h. AR 750-1

i. AR 750-25 

j. AR 750-43 

k. DA PAM 710-2-1

l. DA PAM 710-2-2

m. DA PAM 750-34

n. DA PAM 750-19

o. DA PAM 750-751

p. FM 29-23

q. FM 29-25

r. FM 43-11

s. FM 55-42

t. TB 43-180

u. TB 385-4

v. TB 750-25-1

w. TB 38-L32-11

2. Purpose:  To provide policy, procedures, and guidance, for the efficient, safe operation of the Avionics Platoon, C Company, 8TH BN. 101ST Airborne Division (Air Assault).

3. Scope:  This SOP applies to all military personnel assigned or attached to the C Company, 8TH BN, 101ST Airborne Division (Air Assault) Avionics platoon.  These procedures are applicable to both garrison and field operations.

4.    Objectives:

         a.   To standardize aviation intermediate support maintenance procedures and policies.

         b.   To maintain maximum operational readiness of customer supported equipment.

         c.    Detecting and correcting of potential or actual problems as early as possible.

5.     Concept:  This SOP will describe aviation intermediate maintenance procedures and policies pertaining to 

        the Avionics Repair maintenance section. 

6.     Mission:  The Avionics Repair Platoon provides aviation intermediate maintenance (AVIM) avionics 

        repair support for all rotary winged aircraft of the 101st Airborne Division (AASLT).  This support is comprised 

        of aircraft communication, night vision goggles, navigation, radar, electrical, aircraft survivability equipment, 

        and battery repair operation.
SECTION II:  ADMINISTRATIVE

1.  Leaves and Passes:  Requests for leaves and passes will be completed IAW company directives.  All leave and 

     pass request will be processed through the platoon NCOIC, and OIC prior to commander’s approval/disapproval.  

     Requests will be submitted no earlier than 30 days and no later than 15 days prior to leave/pass starting date.  

     Exceptions are on a case-by-case basis.  Emergency leaves and passes are always an exception. 

2.  Counseling:  All platoon personnel (E4 and below), will be counseled once a month at a minimum.  Corporals 

      and above will be counseled quarterly IAW the established unit rating scheme. 

3.   Key Control:  Platoon key control procedures will be accomplished IAW the unit physical security SOP and 

      Appendix H of this SOP.  The platoon Key Custodian will be assigned by the platoon NCOIC/ OIC and have   

      orders to that effect.

4.   Security:  The Avionics repair section will be secured at all times when the building is not occupied.  For both 

      security and safety reasons no customers will be permitted in the shop areas without approval of the NCOIC/

      OIC.

5.   Physical Training:  All platoon personnel will conduct physical fitness training with the company 0630 – 0730 

      Monday, Wednesday and Friday unless otherwise directed by the 1SG.  Personnel needing to attend Air Assault 

      will conduct Air Assault PT as directed by the 1SG.  Personnel on remedial PT and over weight control 

      programs will conduct Physical Training IAW with the program schedule.  

6.   Training:  Every Monday morning will be reserved for PMCS of vehicles.  Every Thursday morning will be 

      reserved for Sergeants time training.  No other activities or personnel business will be conducted during this time 

      period. 

7.   Safety:  Every one in the Avionics platoon on or off duty will adhere to Safety.  It is the responsibility of 

      all personnel assigned to ensure that they and their counterparts have a work safe environment.   All safety 

      boards will be maintained IAW TB 385-4, and safety equipment will not be removed except in case of 

      emergency.  Section Sergeants will ensure that shop safety training is conducted and documented twice a week.  

      Shop Safety training can be found in TB 385-4.  Refer to Appendix C of this SOP for further guidance.

SECTION III: DUTIES & RESPONSIBILITIES:

a. Avionics Platoon Leader:

1. Commands the platoon.

2. Responsible for overall management of the Avionics Platoon to include:

a. Combat readiness

b. Personnel and property accountability

c. Morale 

d. Discipline

e. Training

f. Maintenance of TO&E equipment

g. All other duties assigned by the Commander

3. Maintains coordination with the Production Control NCOIC on all work orders accepted.

4. Manages supply and component repair resources.

5. Coordinates with other sections/units for outside help if work orders become backlogged.

6. Serves as the platoon-training officer.

b. Avionics Electronic Maintenance Technician:

1. Directly responsible for overall management and operation of the Avionics repairs.

2. Provides technical guidance and implements policies to ensure responsive repair and maintenance support for all of assigned rotary winged aircraft belonging 101ST Airborne Division (Air Assault).

3. Normally serves as the Company Calibration Coordinator. (See APPENDIX B)

4. Ensure that platoon personnel strictly adhere to quality control standards and safety procedures.

5. Serves as platoon production control officer.

6. Advises the platoon leader on the status of platoon maintenance performance in accordance with duty descriptions of MOS 918B, contained in AR 611-112.

7. Monitors the requisition process and ensure accurate records are kept.

8. Ensure that all test equipment is serviceable and maintained in a high state of readiness.

9. Maintain liaison with CECOM, AVSCOM, and MICOM logistics assistance representatives.

10. Serves as platoon leader in his absence.

c. Avionics Platoon Sergeant:

1. Directly responsible for the enlisted personnel in the platoon.

2. Provides detailed supervision over all training, administrative, ground support equipment maintenance, and supply activities of the ground support equipment and administrative supplies.

3. Keeps fully informed of the maintenance status, availability of repair parts, deadline equipment, MWO'S, and preventative maintenance schedules for ground support equipment.  Keeps the Platoon Leader informed on the status of personnel accountability, shortages, training and evaluation results and the following.

4. Status on material on hand.

5. Any problems that arise that will affect the overall operation of the shop.

6. Ensures that the appropriate technical manuals are utilized IAW all performance checks.  All MTOE equipment assigned to Avionics Platoon will be PMCS'd as required.

7. Daily PMCS will be performed each day during normal duty hours.

8. Weekly PMCS will be performed as noted IAW equipment TM and as noted on the DD Form 314.  DA Form 5988 is disposed of IAW DA PAM 738-750 once faults are corrected.

9. For all company and personnel administrative requirements.

10. All matter relating to the health, welfare, morale and discipline of the enlisted members of the platoon include:

a. Troop living quarters

b. Organizational clothing and equipment

c. TO&E vehicles

d. Generators

e. Semi-trailer Vans

f. All other equipment assigned to the platoon

11. Individual soldier MOS, and CTT training evaluation.

12. Ensures that all Shops Safety practices are implemented.

13. Implements and supervises the NCO-ER and soldier performance counseling.

d. Avionics Maintenance Supervisor/ NCOIC:

1. Provides detailed supervision over all maintenance, administrative, and organic equipment maintenance, and supply activities of the Avionics Platoon including troubleshooting of equipment, establishing and enforcing maintenance procedures and preparation of maintenance reports and documents.  

2. Directly responsible to the Maintenance Technician for the operation of the following:

a. Calibration

b. Production Control

c. Quality Control

d. Direct Exchange

e. Supply

f. Operational Readiness Float (ORF)

g. Reliability Improvement Warranty Program (RIW)

h. Coordinated Logistics Support Program (CLSP)

3.  Conducts daily inspections of the maintenance shop and working areas to enforce safety and to ensure the proper maintenance and use of tools and test equipment.    

4.  Keeps fully informed of the maintenance status, availability of repair parts, deadline equipment, MWO's and preventative maintenance schedules for organic test equipment.

5.  Responsible for the maintenance and accountability of TO&E equipment utilized in the performance of the platoon's mission.    

e. Production Control NCOIC:

1. Responsible for accepting work orders and equipment from customers and maintaining accountability and control of them.  Ensures that equipment received by the Avionics Platoon is repaired in a timely manner.

2. Responsible to the avionics technicians.  Coordinates with the avionics technicians with regard to the processing and priority of all work orders. Advises him/her on anticipated workloads or any problems that could rise and provides recommendations for their remedy.

3. Monitors the maintenance process throughout all shops.

4. Conduct a daily component status meeting with all section sergeants.

5. Represents the Avionics Platoon at the Company Production Control status meetings and coordinates with the unit PC for repair status of all equipment accepted.

6. Coordinates with all sections of the Avionics Repair Platoon to ensure mission accomplishments.

7. Ensure Operational Readiness Float transactions are handled IAW AR 710-2-2, AR 750-1, and AR 710-2.

8. Sign and review all requests for parts, supplies and insure that all supplies, equipment, special tools, etc. reach the intended receiver in an expeditious manner.    

9. Inspects, receives, and forwards all pertinent forms IAW DA Pam 738-750.

10. Supervises the Production Control section, Shop Supply section, and those personnel assigned.

11. Prepares all maintenance, supply, and other reports, which the platoon is required to submit.

f. Quality Control: (Avionics Technical Inspector)

1. Responsible for insuring all maintenance performed meets the standards published in applicable technical manuals.  Ensure that the unit quality control standards are strictly adhered to by the avionics platoon.  Monitors the technical proficiency of the technician.

2. Provide technical assistance to prepare personnel and the duties assigned by the Maintenance Technician.             

3. Performs aircraft acceptance Inventories and inspections to ensure all equipment is clean and complete.

4. Inspects all equipment forms to ensure they are completed correctly.

5. Request new manuals and changes to through the Company Publications NCO.  See ANNEX U of Company SOP.

6. Insures work orders are not deadlined unnecessarily due to incorrect parts being ordered.

g. Section Sergeant:

1. It is the responsibility of each shop section supervisor to ensure that all equipment requiring periodic maintenance is scheduled and maintained IAW DA PAM 738-751 and the appropriate maintenance manual.  To aid in the orderly conduct of this maintenance the following procedures are followed:

a. The shop section supervisor reviews the DA Form 2404 files weekly.

b. Initiates DA Form 2404's for each piece of equipment requiring maintenance during the next period.

c. If the equipment is located in storage, the shop section supervisors will have their people complete the required inspection/ Maintenance and complete & file the DA Form 2404.  The Shop Section Supervisor will constantly review the file to ensure that no equipment is going beyond the time constraints of DA PAM 738-751.  If this case occurs he brings this information to the attention of the Avionics OIC or NCOIC who takes action to get the inspection/ maintenance completed.

2. Responsible for accounting of personnel assigned to their shop.  He should impress upon his subordinates their responsibility to inform him of their whereabouts.  Personnel should also be aware of the fact that they should be in the area of formation ten minutes prior to actual formation time.

3. Insure that equipment gets repaired and returned to Production Control as soon as possible.

4. Advises repair personnel on technical matters and add needed NCO influence in personal matters through NCO-ER and soldier performance counseling.  

5. Safety, training and quality of production within their respective sections.

6. Keep the Production Control NCO informed of work order status and any problems within his section at all times.

7. Ensures all tasks are completed correctly and in a timely manner.

8. Ensures all calibrated items assigned to his shop are maintained IAW TB-43-180.  Items requiring calibration will be turned into the Platoon Calibration NCO 12 days prior to void date on DA label 80.

9.    Ensures work areas are cleaned daily 30 minutes prior to close of business, unless work is still being accomplished.  In this case, the individuals upon completion of the task will complete cleanup.  Shop personnel will strive to maintain their work areas as clean as possible by adapting a "CLEAN AS YOU WORK ATTITUDE." 

9. Responsible for individual monthly performance counseling.

10. Provide the Production Control NCO with a daily update status of component work requests assigned.

h. Equipment Receiving/ Parts NCO:

1. Performs the bench stock duties using the Standard Army Maintenance System (SAMS-1) procedures for the following: (with assistance of Production Control)

a. Prepares requests for issue and turn-in.

b. Receives, stores, and issues repair parts.

c. Prepares request for cancellation or follow-up.

d. Prepares requests for direct exchange or repair parts.

2.    Prepares Bench Stock List changes based on usage records maintained.

3. Performs inventory of bench stock list items every month.

i. Section NCO:

1. Responsible for total operation of his van or section.

2. Performs organizational maintenance of the van and all associated equipment and all TMDE used in the Avionics maintenance process.  Vehicle maintenance is accomplished IAW C Co. Service, Platoon SOP.

3. It is the responsibility of the van/section NCO to turn equipment into calibration section for calibration or repair.  Calibration of like items is staggered to prevent all the items from becoming non-available at the same time.  As far as the calibration section is concerned, Avionics is just another customer and all appropriate receipts and documentation will be done with this in mind. (See APPENDIX B)

4. Supervises assigned personnel to ensure mission accomplishment.

5. Maintains equipment records and forms as required.

6. Provides technical guidance and training to assigned personnel.

7. Ensures van/ section is responsive to the 18 hour, no-notice requirement of the 2nd Infantry Division.

8. Ensures all parts and equipment that are Electrostatic Sensitive Device (ESD).

j.   Technical Personnel:  (General)

1. Repair equipment assigned to them by their section sergeant.

2. Performs organizational and operator maintenance on test equipment.

3. Maintain accountability of test equipment and tools used to perform maintenance.

4. Develop and maintain proficiency in following MOS's:

SECTION IV:  SHOP SECTION EQUIPMENT REPAIRERS

a.   Avionics Communication Equip Repairer (35L): Localizes and diagnoses causes of equipment malfunction or non-function with common and specialized hand tools and test equipment.  Replaces fuses burned out lamps, test equipment batteries, worn cords, cables, and other faulty components and individual parts.  Trace circuitry, tests, aligns and adjust equipment to ensure maximum operation efficiency.  Test operates repaired equipment for proper functioning.  Alters or modifies aircraft components according to modification work orders and prescribed procedures.  Schedules and performs operator maintenance on tools and test equipment.

b. Avionics Systems Repairer (35R): Localizes and diagnoses causes of equipment malfunction or non-function with common and specialized hand tools and test equipment.  Replaces fuses, burned out lamps, test equipment batteries, worn cords, cables, and other faulty components and individual parts.  Traces circuitry, tests, aligns, adjusts equipment to ensure maximum operating efficiency.  Tests and operates repaired equipment to ensure proper functioning, alters or modifies aircraft components according to modification work orders and prescribed procedures.  Schedules and performs operator maintenance on tools and test equipment.  Localizes and diagnoses causes of equipment malfunction or non-function by utilizing common and specialized land tools and test equipment.  Traces circuitry, tests, aligns and adjusts equipment to ensure maximum operating efficiency.  Replaces faulty components and individual parts down to printed circuit boards.  Tests and operates repaired equipment for proper functioning.  Alters or modifies aircraft components in accordance with modification work orders and prescribed procedures.  Schedules and performs user maintenance on tools and test equipment.

c.    Aviation Automatic Test Equipment Operator and Maintainer (39B):  Operates and performs unit level maintenance on ATE and repairs electronic equipment, printed circuit boards, and modules.  Prepares appropriate maintenance forms and records.  Troubleshoots automatic test equipment to determine cause of malfunction at unit level maintenance.  Repairs ATE at DS/GS maintenance level.  Repairs ATE by adjusting, aligning , repairing, and/or replacing defective components at unit level maintenance.  Tests repaired ATE system to ensure compliance with technical specifications.  

d.    Aircraft Electrician (68F): Diagnoses, localizes, and troubleshoots malfunctions to specific electrical and electronic components, including solid state and transistorized subsystems.  Repairs aircraft instrument systems.  Applies principles of electricity/electronics, hydrostatic motion, pneumatics and hydraulics applicable to repair aircraft instrument systems.  Removes, installs, repairs, adjusts and tests electrical/electronic elements of assemblies and components according to technical manuals, directives and safety procedures.  Cleans, preserves and stores electrical/ electronic components and aircraft instruments.  Remove, install, service, repair and troubleshoot nickel-cadmium batteries IAW the proper TM's.
e.  Avionics Mechanics (68N):  Diagnoses, localizes, and troubleshoots malfunctions to specific electrical and electronic components, including solid state and transistorized subsystems.  Repairs aircraft instrument systems.  Applies principles of electricity/electronics, hydrostatic motion, pneumatics and hydraulics applicable to repair aircraft instrument systems.  Removes, installs, repairs, adjusts and tests electrical/electronic elements of assemblies and components according to technical manuals, directives and safety procedures.  Cleans, preserves and stores electrical/ electronic components and aircraft instruments.  Remove, install, service, repair and troubleshoot IAW the proper TM's.
SECTION V:  SHOP OPERATIONS

1. Hours of Operations:  All sections will be open for work order submission, inspection, and pickup from 0900 -1130 and 1300 – 1700 Monday thru Friday.  No work orders will be processed on Thursday due to Sergeants Time training.

2. Work Requests:                                                 

1. A technical inspector will perform the initial inspection on equipment being submitted to the unit for repair.

2. After completion of the initial inspection, the piece of equipment is taken to Production Control (PC) to be processed.  The Avionics PC NCO picks up the sop work order and the piece of equipment and takes it to the Avionics PC Shop, where it is placed on the “awaiting 

                                    shop shelf”.  Once the equipment is received, the work must enter shop within the working 

                                    days.  The equipment must be diagnosed within three working days and all required repair 

                                    parts are to be requested at the end of this time period.

3. Battery Shop work orders are handled the same as Avionics components, attached as APPENDIX A.  Components work orders for the Electric Shop are handled the same as Avionics components.  Aircraft work orders are handled the same as components except that no component is transferred.

a. Work Requests (component): 

1. The Avionics PC NCO receives the equipment from PC and verifies that the work request information is correct.   The equipment picked up is accurately represented by serial number, model number and type on both the DA Form 2407 and SAMS-1 Work Center Summary and the there is a 2408-13-3 attached to the 2407.  The PC NCO will reconcile the SAMS-1 Work Center Summary against all work orders daily.

2. The Avionics PC NCO assigns the equipment for repair to the section for diagnosis.

3. Work order number and Priority Designator (PD) handle processing of the equipment into the shop.

4. The shop supervisor will issue the equipment to the appropriate technician.

5. In the event the Avionics Section can’t work on a piece of equipment due to required maintenance level, lack of personnel, or lack TMDE the following procedures are, followed:

a. An Avionics Technical Inspector will make the determination that the equipment should be evacuated and informs PC.  IF the problem is due to lack of equipment or personnel, all necessary steps should be taken to resolve the problem using internal assets prior to making the decision to evacuate the equipment; i.e. speed up calibration or change personnel on details.  The Avionics Maintenance Technician will be informed before a decision is made to evacuate equipment.

b. After the decision has been made to evacuate the equipment to the next higher level of maintenance, the Avionics PC NCO returns the components and all paper work (DA Form 2407) to the unit PC.  The technical inspector ensures that the equipment is completed and that all appropriate “troubleshooting” steps are taken.  This is annotated on DA Form 2407.  PC evacuates the equipment to the next level of maintenance.

6. The following actions are taken to close out the work order:

a. After the repair has been completed, the technician will fill out the paperwork IAW DA PAM 738-751.

b. A Technical Inspector will verify that all aspects of the repair have been completed and that all the paperwork has been filled out IAW DA PAM 738-751.  He signs and dates the serviceability tag (yellow) and attaches it to the equipment.

c. The shop supervisor turns the equipment over to the Avionics Production Control with the appropriate paperwork.  The PC NCO takes the equipment and the paperwork to Unit Production Control.

NOTE 

It is the responsibility of the Avionics PC NCO to ensure that the equipment flows smoothly and efficiently throughout the system.  That it goes from Production Control to maintenance.  Also, if it requires parts to be ordered that all the parts needed are placed on order in a timely manner.

       b.   Supply and Repair Parts Procedures: The following procedures are used when requesting repair parts against an open work order:

1. After the technician identifies the need for a repair part, he accomplishes the following:

a. Finds the valid stock number (NSN) or part number (PN) and quantity needed and puts the information on either a DA Form 2407 or a part request form.

b. Gives the WO to his supervisor, who then gives the WO and parts request to Avionics Production Control NCO which in turn gives it to the Maintenance Tech for signature approval.

c.   The shop supervisor must return the equipment (complete) with the work request, and the part request, to the Avionics PC office.

d. The shop supervisor will also ensure the unserviceable part is maintained in within the PC until repair part arrives.

2. The Platoon Equipment Receiving /Parts NCO:  accomplishing the following:

a. Thoroughly checks all platoon/work centers, bench stock lists.  If the part(s) is available, it is given to the repair technician.

b. If the part is the last one inside of the plastic bag, the repair parts specialist will request replenishment for that item through the unit Shop Supply section.

c. Prior to initiating a request, the repair parts specialist will screen the parts requirement against the AIMI list, SSSC catalog, QSS catalog, and RXA list.

d. Screen the stock number on the Army Master Data File (AMDF) to ensure only prime NSN’s are ordered and check the Acquisition Advice Code (AAC).

e. If the parts is not on hand, ensure a parts request with the following information is provided to Shop Supply Section:

1. NSN

2. Quantity needed to fix the equipment

3. MATCAT code

4. SCMC code

5. WON#

6. Shop

7. RDD if required

8. Unit of Issue (UI)

9. Noun

10. AAC Code 

11. RC Code

12. ARC Code

13. Price

14. Advice Code if required

NOTE

There are two types of repair parts used by the Avionics Section.  First type is parts ordered against an active work order and the second is for bench stock replenishment.  Also there are two types of requisition systems used.  The manual system IAW DA PAM 710-2-1 and the Standard Army Maintenance System (SAMS-1).

f. The parts request is signed by the Avionics Maintenance Technician.

g. Return DA Form 2407 & parts request to Unit Shop Supply to order parts, along with unserviceable part(s) which are maintained in PC until repair part arrives.

h. If the part does not have a NSN, the repair parts specialist must fill out DD Form 1348-6 IAW TM 38-L-32-11 and 2nd Inf. DMMC local purchase SOP.

     c.  The following procedures will be used for requesting repair parts for Mock-Up items:

     Mock-Up equipment are functional pieces of equipment used to troubleshoot and verify the results of
     automated test equipment.  Individual components of a Mock-Up can be swapped with a customer 

     component to verify the fault; but under no circumstance will any part of a Mock-Up be used to repair 

     and return a customer device.  Mock-Up test equipment is vital to our repair and return effort. 

1. A work order must be filled out IAW DA PAM 738-751.

2. Production Control must assign a work order number.

3. Requesting a part is the same procedure in step one of ordering a part.

d. Receipt, Storage, and Issue of Repair parts:

1. The Platoon's Equipment parts NCO is responsible for receiving all aviation repair parts issued by the shop supply.  The Equipment parts NCO will:

a. Refuse any parts that are unserviceable at the issue point.

b. Count all parts issued and ensure that the correct quantity has been received as noted on the issue document.

c. Sign for parts and transport all parts received to the platoon work area.

2. All parts will be processed and logged in the parts log book and placed in the appropriate location.  The parts are then given to the Avionics PC NCO who places the parts with the end item.  The end item is then given to the section to be fixed or put back on the shelf if more parts are still needed.

e. Turn in of repair parts:

1. The repair technician is responsible for cleaning, tagging, and checking the parts entirety.

2. The technical inspector verifies the cleanliness and completeness of the part.

3. The Platoon Repair Parts NCO ensures that:

a. Part is properly tagged.

b. The part is complete.

c. The tags are signed by a technical inspector.

d. Items NRTS are stamped as such by the technical inspector.

e. All parts are preserved and packed, to include protection of any ESD parts.

f. Documentation required by DA PAM 738-751 accompanies the part(s) when turned in.

g. All recoverable parts are turned in within three working days after the receipt of the new parts.

f.  Bench Stock: Consists of low cost items used to support the platoon's internal repair operations.

1. The platoon Repair Parts NCO manages bench stock IAW DA PAM 710-2-2; SAMS-1 procedures, and the unit Shop Supply SOP.

2. The Repair Parts NCO reviews the bench stock every 90 days to add or delete items.

g.  Repairable Exchange Activity (RXA) Procedures:
1. The technicians' responsibilities are to ensure that:

a. The old part is tagged properly.

b. A TI has signed all tags.

2. Equipment Parts NCO responsibilities are to:

a. Properly completed material condition tags as required by DA PAM 738-751.

b. Transfer all documentation to Shop Supply.

3. Recoverable parts should not be turned in until replacement is received.

4. Recoverable parts specialist makes two trips per day to turn in requisitions at PC.  The first is at 1100 hrs and the second is at 1500 hrs.

   3.   Production Control:

a. Receipt of Equipment from customers:

1. Determine whether equipment is handled by this facility; i.e. work order item, etc.

2. Notify an authorized technical inspector to check equipment for organizational maintenance and completeness, and that there is no physical damage or missing parts.

3. Verify that the equipment has an accurate and complete DA Form 2408-13-3 or DA Form 2407.

4. If parts are missing, the shop foreman will determine acceptance of the equipment.  If the equipment is damaged, and then 2 copies of a damage statement will be required from the unit; Production Control will keep 1 copy and the other will accompany the piece of equipment.  All damages will be annotated on DA Form 2407.

5. Upon completion of a technical inspection and verification of paperwork, the appropriate method of repair (i.e., RX [Repairable Exchange], or work order) will be determined and the work will proceed according to procedures outlined in the applicable section of this SOP.

b.  Equipment Accepted on Work Order:

1. Check DA Form 2407 for accuracy and validity of signature, authorizing the priority.

2. Sign the accepted by block on the DA Form 2407.

3. Avionics Production Control will log work order on DA Form 2405.

4. Issue each section the appropriate equipment. 

5. The Avionics PC will place the equipment on the correct shelf for awaiting shop pick-up as well as issue each section the appropriate equipment and paperwork. 

c.  In Shop Processing:

1. Upon request from the technician, equipment will then be issued from awaiting shop to In-Shop as directed by the PC NCOIC or Section Sergeant.  

2. Without exception, the priority and date of the work order will be reviewed with highest priority and oldest work order being repaired first.

3. Present equipment and repair parts if applicable to the technician and have him sign the DA Form 2407 and DA Form 2064 (parts document register).

4. Update status sheet from awaiting shop and annotate with the new status; upon completion of serviceable equipment (except for sensitive items) TI will turn into Avnx PC.

d.   Deadline Procedures:
1. Technicians to request parts will use C8CP 2666 locally procured parts’ request form.  This is the only form that will be accepted by AVNX Supply.

2. Upon return of equipment to be deadlined for parts to AVNX PC and DA Form 2407 will be presented with the equipment (except for sensitive items).  The W/O should be filled out correctly to include parts needed to repair.

3. Check the forms for accuracy and completeness and verify that the paperwork corresponds to the equipment.

4.  Place equipment on deadlined parts.

5. Place the work order and packet in the appropriate tub file.

6.   Update status sheet for appropriate equipment.                                                    

e.  NRTS (Not Repairable This Station) Procedures:

1. Check the DA Form 2407 for accuracy.

2. Turn equipment in to Main PC.

f. Processing repaired Items:
1. Check DA Form 2407 and DA Form 2408-13-3 (See APPENDIX 7) for completeness.

2. Upon completion return equipment to Main PC.

3. Once the equipment is forwarded to Main PC annotate the status on a DA Form 2405.

g.   Customer Pick-up Procedures:

1. Verify customers who are authorized to pick-up all types of equipment to include sensitive items on the delegation of authority card (DA Form 1687.

2. Verify the blue copy of the DA Form 2407 from the customer.  If the receipt copy of the work order is lost or otherwise not available, the customer must see Main PC.  

3. Give the equipment and the blue copy of the DA Form 2407 to the customer.

h. Processing Completed Work Orders:

1. All top copies will be destroyed immediately.

2. Using the DA Form 2407, make the close out entries on the work order log (DA Form 2405).

3. Store the yellow soft copy of the DA Form 2407 in the 1-year suspense files for maintenance reports.

4. Forward at the end of the day the necessary copies of the work orders and the updated printout to Main Production Control to update the computer.

i. Printout Procedures:
1. Pick up the updated printout Mon, Wed, Fri from Main Production Control.


2. Status codes and other information can be found in DA PAM 738-751.

 4.  Reports:

a. Production Control has the responsibility to submit the following reports:

       REPORT

       PERIOD

       DISTRIBUTION

       Man Hour                      Every Tuesday                                   PC

After acceptance, follow the procedures of SB II-641, II-642, II-643, II-644, II-645 or TM 11-5895-1037-12 as appropriate.

APPENDIX A  (BATTERY SHOP OPERATIONS)

1. Purpose:  The purpose of this SOP is to establish an effective program in accordance with regulations for the safe accomplishment of the Battery Shop's mission.  Safety is the number one priority of every individual, in all our daily activities, both maintenance and training.  This procedure is not intended to be all-inclusive or cover every possible contingency.  Safety demands common sense, intelligence and precautionary measures avoiding potential hazards.

2. Responsibilities:  

a. All supervisors at all levels will establish positive measures to ensure compliance with a good, safety program within this shop.

b. Battery Shop Supervisor is responsible for ensuring that the duties and responsibilities prescribed by regulations are continuously and effectively carried out.

1. Ensuring that established standards and procedures are adhered to.

2. Incorporating and enforcing safe practices in all operations.

3. Initiating corrective action necessary to eliminate or control hazards, conditions or practices, which might accidents.

4. Investigating all accidents and preparing necessary reports.  All accidents must be reported immediately.

c. Avionics Platoon Sergeant: will be familiar with the responsibilities of the Battery Shop supervisor.

1. He will coordinate with the Platoon Leader on all matters pertaining to safety.

2. He will conduct monthly safety inspections and submit deficiencies to the Aviation Safety Officer.

3. Safety Inspections:

a. At least once a month the Platoon Fire Marshall will make an inspection of all sections and areas of responsibilities within the platoon area.

b. The results of this inspection will be made known to the sections involved and corrective action will be initiated immediately.

c. Any person noting discrepancies existing that could create a safety hazard will initiate immediate corrective action and notify the Safety NCO.

d. Reporting Violations: Any act or situation which appears to be unsafe, life threatening or a violation of safety guidelines will be stopped by the individual witnessing the act until the violation can be corrected.  Flagrant violations will be reported to the individual supervisor.  For severe violations an OHR will be filled out in accordance with AR 385-95 and submitted to the Company Safety Officer.

 
4.    Safety Procedures:

a. THERE WELL BE NO SMOKING IN OR WITHIN 50 FEET OF THE BATTERY SHOP, THIS WILL BE STRICTLY ENFORCED.

b. When cleaning battery cells in the cleaning sink, a continuous flow of water will be allowed to run over the cells in order to flush the neutralized acid through sinks drain pipe.

c. The battery cells and other parts of the battery will be cleaned with a strong soap and water solution.  AT NOT TIME WILL ACIDS, SOLVENTS, FUELS OR ANY OTHER FLAMMABLE CLEANING AGENT BE USED.
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d. The Battery Shop NCOIC< will insure that all personnel are qualified to work and service aircraft batteries, and are aware of the proper safety precautions IAW TM 11-6140-203-23.

e. The exhaust fan(s) operating when the batter chargers are operating.

f. Fire extinguisher will be posted, for easy access in the Battery Shop, in the event of thermal runaway, hot cells, or overcharging.  The fire extinguishers will be checked monthly and annotated on the applicable tag.

g. Once a fire extinguisher has been used it must be turned in to the fire department for recharging and inspection the next duty day.

h. Battery Shop personnel will wear aprons, gloves and goggles while working batteries and operating battery chargers.

i. Once weekly the eyewash and shower should be run for 10 minutes to prevent fungus from growing and to insure proper operation.  This check will be annotated on DA Form 2404.

1. In-processing of work orders and flow of forms and batteries:
a. The customer (ASL) presents a work order and battery to the C Company Production Control NCO.

b. Immediately upon receipt of the work order, the Production Control Inspector verifies that he has the corresponding batter (by type and serial number).  If there is a mistake, the inspector takes immediate action to correct it by coordinating with the customer (ASL). 

 c.   The customer will take the initialed DA Form 2407 to C Co. Production Control and obtain a work order #.  Battery Shop personnel will pick up the work orders and batteries.  The productivity goal for all batteries is three working days with no more than 30 batteries awaiting shop or in shop.
d.   Once the battery has been completed (to include all paperwork), the Technical Inspector will be notified for final inspection.

4. Completed work order paperwork is returned to the C Company PC NCO.  The Production Control clerk processes the Work Order and notifies the customer (ASL) that the batteries are awaiting pick-up.

2. Shop Practices:
a. The shop NCOIC will strictly enforce the use of the correct TM.

b. All steps will be completed IAW the applicable technical manual.
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c. The brush to be used when cleaning cells, terminal, caps, and casings will be a stiff (NYLON ONLY) bristle brush.  This is to prevent damage to the battery and its components.

d. Once the battery has been reassembled, it will be put on the charging bench to await charging.  When using the AN/USM-432 battery charger refer to TM 11-6140-203-23 and TM 11-6130-413-12.  These manuals give the correct procedure for charging AH-1, AH-64, and OH-58 batteries.  When discharging UH-60 batteries, refer to TM 11-1520-237-23-2 and TM 11-1520-203-14-2.  Use TM 11-1520-248-23 for OH-58D batteries.

e. Tools and equipment will be cleaned and checked prior to the end of each shift.  Missing or broken tools will be ordered.

f. Equipment due or overdue calibration WILL NOT BE USED!  It will be turned in to the calibration coordinator, NLT 12 working days prior to the calibration due date on the calibration sticker DA Form 80.
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1. Purpose:  The Avionics Platoon is responsible for the calibration requirements of all organizational equipment for C Co., 8TH BN/ 101ST Aviation Regiment.  Because of the workload that this mission requires it is necessary to designate a NCO to this mission full time.  The calibration coordinator is responsible for receiving, transporting and documenting calibration requirements for all TMDE of C Co. 8-101st Avn Regt.

a. Initial processing of equipment will be handled in the following manner:

1. On the 15th and 30th of each month the company calibration coordinator will notify the platoon/section calibration coordinators by telephone.

2. The section owning the equipment will take it to the processing point with the required paperwork completed IAW DA PAM 738-751 and the 95TH Maintenance Company External SOP.  This should be accomplished 10 working days prior to the calibration due date if possible.  If for some reason something can't be turned in to the calibration coordinator at the prescribed time notify the calibration coordinator the reason why at telephone numbers 798- 

                                    5153.

3. The calibration coordinator will check the paperwork for accuracy and the equipment completeness.  If an item needs repaired it must be submitted with properly completed DA Form 2407.

4. The calibration coordinator will check and log the equipment into the Work Request Register DA Form 2405 IAW DA PAM 738-751.

5. He will sign the DA Form 2402 and return one copy to the person turning in the equipment.

6. The calibration coordinator will take all necessary steps to secure the equipment until transportation to the calibration facility can be arranged.  Transportation should be arranged at the earliest possible moment.

7. All interfaces between the calibration facility and C Co., 8-101st AVN. REG. will be done through the calibration coordinator or the calibration officer at 798-                      .  No one should contact the calibration facility without first contacting the unit calibration coordinator.

b. Any time it is necessary to expedite equipment through the calibration procedure; it will be done through direct coordination with the unit calibration coordinator.  This type of management will be kept to an absolute minimum.  Before the calibration section requests that a piece of equipment to expedited, they will determine that it is absolutely mission essential and that there is no other equipment available from some other source.  When an item is submitted on a 02 priority, an individual must accompany it to the 95TH Maintenance Company Co. from the submitting shop.  He will remain with the equipment until it is calibrated or repaired.

c. The calibration coordinator will reconcile his work orders with the 95TH Maintenance Company at least weekly to ensure their status and to insure timely intervention in any problem areas.

d. When a piece of equipment is ready for pick-up, the calibration coordinator will pick up the equipment from 95TH Maintenance Company and notify the platoon calibration coordinator.  When a customer picks up a piece of equipment from the calibrations coordinator, he/she will return his/her copy of the DA Form 2402 and he/she will date and sign the associated line in the DA Form 2405, signifying he received the equipment.'

e.    An additional duty of the calibration coordinator is to assist the Avionics Platoon Hand Receipt  

       Holder in monthly 10% inventory. 
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e. To assist in the task of tracking the serviceability of C Co. TMDE, each platoon will designate a platoon calibration coordinator to turn in and receive the platoon TMDE from the unit calibration coordinator.

f. When unserviceable TMDE must be turned in, the item and all paperwork received from the 2nd Maintenance Company Co. is returned directly to the owning platoon.  The platoon must turn in the unserviceable item turned in no later than 30 days from the date stamped on the DA Form 2407.
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1. Purpose:  The purpose of this procedure is to establish an effective program in accordance with regulations for the safe accomplishment of the Avionics Platoon's mission.  Safety is the number one priority of every individual, in all our daily activities, both maintenance and training.  This procedure is not intended to be all-inclusive or cover every possible contingency; safety demands common sense, intelligence and appreciated of potential hazards.

2. Responsibilities:
a. All supervisors at all levels will establish positive measures to ensure compliance with a good safety program within this shop.

b. Avionics Platoon Leader: is responsible for ensuring that the duties and responsibilities prescribed by regulations are continuously and effectively discharged.

1. Ensuring the established standards and procedures are adhered to.

2. Incorporating and enforcing adequate safe practices in all operations.

3. Initiating corrective action necessary to eliminate or control hazards, conditions or practices, which might produce accidents.

4. Investigating all accidents and preparing necessary reports.  All accidents must be reported within a 24-hour period.

5. Avionics Platoon Sergeant: will be familiar with the responsibilities of the platoon leader.

6. He will coordinate with the platoon leader on all matters pertaining to safety.

7. He will conduct monthly safety inspections and submit deficiencies to the Aviation Safety Officer/NCO.

c. Safety inspections:

1. At least once a month the Platoon Fire Marshal will make an inspection of all sections and areas of responsibilities within the platoon area.

2. The result of this inspection will be made known to the sections involved and corrective action will be initiated immediately.

3. Any person noting discrepancies existing that could create a safety hazard will initiate immediate corrective action and notify the Safety NCO.


3.    Reporting Violations: Any act or situation which appears to be unsafe, life threatening or a  

               violation of safety guidelines will be stopped by the individual witnessing the act until the violation can be 

               corrected.  Flagrant violations will be reported to the individual supervisor.  For severe violations an OHR 

               will be filled out IAW AR385-95.

4.   Shop Safety: A safety brief will be given to all soldiers by their supervisor prior to each days 

activities.  The following is a list of do's and don'ts:

a. Loose items of clothing, identification tags and various items of jewelry will not be worn around machines and while working on the bench in the shop area.

b. Hazardous areas around machinery/ equipment will be properly marked.

c. Safety goggles/ hearing protection will be worn by anyone operating power equipment.

d. Personnel will not engage in "HORSE PLAY!"

e. Hearing protectors will be worn in high-density noise areas.  If protectors are not available for all personnel, earplugs will be worn.
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f. Visitors will not be allowed in the van area without escorts.

g. All Electronic Maintenance areas will be marked with "HIGH VOLTAGE" signs since it is impractical to mark all equipment to include customer's equipment with "HIGH VOLTAGE" signs.

h. All equipment will be grounded utilizing the central grounding system within the shop.

i. Grinders and like equipment will be equipped with appropriate safety guards and will be utilized only when wearing goggles to prevent eye injury. Only authorized personnel will operate this equipment.  Grinders and like equipment will not be left running unattended.

j. Trash Containers:

1. Will be emptied daily at close of business (COB)

2. Will be marked "TRASH ONLY", "OILY RAGS ONLY","FOD"

3. Oily rag containers will be self-closing metal containers.

k. All painting will be done in well-ventilated areas.  Areas used for painting will be isolated areas and caution will be used when using electrical equipment.  No spray painting will be allowed in the shop area.

l. Flammable materials will not be stored within shop areas or on the shop floor overnight except in designated wall lockers and storage facilities.

1. Oily rags will be disposed of in authorized containers only.

2. POL Products will not be stored in the shop areas except in designated storage facilities.                            Limited quantities may be present for daily use but will be properly stored at the end of the workday.

m. Only the proper tools for the job will be utilized (i.e. RF cans or pots will not be adjusted utilizing metal screwdrivers).

n. Personnel working in the shop will NEVER WORK ALONE!  There must be at least one other person in the same area.  

o. Personnel aligning high voltage (RF) equipment are permitted to work having one hand in pocket.  Shorting sticks will be utilized if called for.

p. All capacitors or equipment utilizing similar charge holding sources, such as cathode ray tubes will be shorted with power disconnected prior to working on equipment.

q. Personnel working with radar equipment will not permit visitors or other personnel to step in front of radiating antennas.

r. The two-person rule will apply while working on electronic equipment so in the event a person is injured the other will be able to assist.

s. Use of acid core solder in not permitted in the Avionics Repair Platoon.

t. Personnel working on equipment will stop work and step away from equipment if visitors or other personnel attempt to converse with them.

u. Caps will not be worn when working on equipment in the shop.

v. All personnel will need assistance when attempting to lift heavy objects (i.e. facility test sets, radar sets).  They will not attempt to lift heavy equipment in the shop.

w. Supervisors will ensure sufficient lighting is utilized when working on equipment.

5. Vehicle Safety

        a.     Responsibilities:

1. All drivers will be given training in accordance with existing regulations and company SOP’s prior to being sent for driver’s testing.

2. Special training will be required in the operations of the HMMWV.  This training will be reflected in the training record of the individual’s DA Form 348.

3. All drivers E-4 and below will have an E-5 or above accompany him/her on all off-post dispatches.

4. The senior occupant is responsible for the safe operation of the vehicle.

5. No less than two individuals, the driver and the passenger should occupy the cab of the vehicle.
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6. The driver will be in the proper mental and physical attitude to safely operate a vehicle.  Normally, a driver will not be permitted to operate a vehicle more than 10 hours per day.  This excludes periods of rest and meals taken en-route.

7. Drivers will be thoroughly briefed and have strip maps of the route prior to being dispatched.

8. All vehicles will be inspection prior to being dispatched to ensure that the vehicle is safe for the trip. Special inspections are required for vehicle hauling sensitive materials.  The same applies to generators.

9. Drivers will be responsible for the correct load distribution to prevent shifting of the load.

10. Drivers will be aware of and repeatedly check, the safety features of his/her vehicle during operation and after operation and make any corrections required.

11. If hauling personnel, the driver will personally supervise the embarking operation to ensure that personnel obey safety procedures.  He/She must drop the tailgate and secure tailgate and safety strap upon completion.  He/She will not operate his/her vehicle while personnel are standing in the vehicle. 

12. Drivers will have a ground guide to assist them in backing of vehicles in congested areas and within unit field locations. Ground guides are required when backing all vehicles of the 2-½ ton class and above.

13. Drivers will not salute while operating military vehicles.

14. Drivers WILL NOT SMOKE while operating a military vehicle.

15. When traveling in a convoy, drivers will maintain the proper interval between vehicles which is three times the speedometer reading in yards or as designated by the convoy commander. Drivers will not exceed the speed limit to catch up.

16. Drivers will not place personal objects, which might obstruct their vision in the cab of the vehicle. They will ensure that their windshield is free from mud, snow and other foreign matter.

17. Section Chiefs will check vehicles prior to dispatch to ensure that they have physically present fire extinguishers, highway warning kits and proper OVM.

6.     General:  Personnel must learn to properly handle hazardous chemicals and hazardous waste to 

protect their health and the environment.  To comply with the requirements of this program, all 

occupationally exposed to hazardous chemicals must be trained.

a. TRAINING AND INFROMATION: The Avionics Platoon HAZCOM representative will brief new personnel on hazardous chemicals used in the platoon.  This training will be documented and placed in their personnel file.  HAZCOM training will include the following:

1. An explanation of types of operations and hazardous chemicals used in the individual’s workplace.

2. A description of the command and/ or instillation Hazard Communication Program, the location and availability of the installation’s written Hazard Communication Program and how personnel can obtain chemical hazard information.

3. Methods used by management to recognize and evaluate work area chemical exposures.

4. An explanation of the potential physical and health hazards with chemicals in the work area.

5. Protective measures including administrative and engineering controls, safe work practice guidelines, emergency procedures, and protective clothing and equipment.
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6. The meaning of work area hazardous chemical warning labels and an explanation of material safety data sheets and SOP’s to ensure that materials are handled, stored and disposed of IAW with specified SOP’s and regulations.

7. Emergency evacuation and notification procedures.

8. How to interpret hazard information and countermeasures on a material safety data sheet.

9. A written hazardous chemical inventory will be prepared and monitored by the platoon HAZCOM representative.

10. A workplace evaluation will be conducted at least semi-annually to evaluate all hazardous chemicals used or stored.  The evaluation will determine which hazardous chemicals the program will cover and which personnel will be exposed. Personnel routinely exposed to hazardous chemicals will require an annual physical examination.

b. Hazard Communication Training: Will be conducted every 90 day by the company HAZCOM coordinator or a qualified representative.  All new personnel or any personnel not trained in HAZCOM will attend the class to include KATUSA’s working for the unit.  All personnel coming in contact with a hazardous material or hazardous waste will receive HAZCOM training.

c. Labeling Requirement:

1. All containers of hazardous chemicals in Army work areas will bear adequate hazard warning labels.

2. Items received with commercial labels meeting the hazard communication standard requirements will not be re-labeled.  Locally produced or commercially procured labels will be used to label hazardous material containers that have labels missing.

3. No warning information will be defaced or removed from a container of hazardous material.  

4. The hazard-warning label must be in the English language. Labels should also be in the language of the host country.

        d.    Materiel Safety Data Sheet (MSDS):

1. A MSDS file on all hazardous chemicals in the workplace must be maintained in a centrally located area.

2. Each section will maintain in addition to the master list, a copy of all hazardous chemicals used in their specific operation.

3. The MSDS files must be accurate, readily accessible to workers, and will be reviewed prior to use.

APPENDIX D  (REPAIR PARTS REQUISITIONS)

1. Purpose:     Parts requests for work orders will be ordered on a daily basis and will not be allowed to accumulate.  Turn-ins will be processed on a daily basis and not be allowed to accumulate.  Repair parts will be picked up and signed for on a daily basis from the Shop Supply section.

2.      Scope:  This section is directive in nature and applies to all military personnel assigned or attached to the Avionics Platoon, C Company, 8th Battalion, 101st Avn Regt.

3.      References:

AR 710-2-1

AR 710-2-2

DA Pam 738-750

SDC Field Monitor Handbook

4.      Responsibilities:   Avionics Maintenance Technician will monitor the requisition process and ensure accurate records are kept.  Maintenance Supervisor is directly responsible to platoon Maintenance Technician for the operation of the requisitioning process.

Production Control NCOIC will review all requests for parts and supplies, and insure that all supplies, equipment, special tools, etc. reach the intended receiver in an expeditious manner.  Keeps the Maintenance Technician informed of the status of all shop work order backlogs and materials on had and NMCS deficiencies.

Repair Personnel will ensure that all parts requisitions are turned into the Production Control NCO in a timely manner to preclude unnecessary downtime.

5.    Procedures:

a. PARTS REQUEST: The Bench Stock list will be checked first to determine whether the required part(s) are on hand.  If the required part(s) is not on hand proceed with number (1) of this section. If the part(s) are available on bench stock, proceed with number (2).

b.     Shop Supply Requisitions:

1. An Avionics Platoon request form will be utilized to order repair parts through shop supply.  The form will contain the following information:

Job Order Number

Priority

TM Data

Nomenclature

NSN or Part Number

Manufacturer’s Code

Quantity required

Repairman’s name

Material Category

2. The Avionics Platoon request form will be taken to Shop Supply where it will be given to shop supply personnel.  Shop Supply personnel will process the request and place a document number on the form.

c.     Bench Stock Requests:
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1.  Repair personnel will determine if the required part is on the bench stock listing.  If the parts are available, an Avionics Platoon request form will be filled out with the following information:

NSN or Part Number

Quantity required

Nomenclature

Location (upper right corner of form)

2.  This form will be given to the bench stock clerk who will fill the requisition form on hand supplies.

3. The bench stock clerk will turn in the Avionics Platoon request form to Shop Supply, with all other requests turned in that day, for input into the SAMS-1 computer.

d. Parts Receipt:

1. If the part(s) is for replenishment of Bench Stock, annotate the new quantity on the bench stock listing and place the part(s) into stock.

2. Check with the shop foreman to determine if a replacement assembly is to be requisitioned.

3. Turn-in parts/assemblies within 10 business days to Shop Supply.
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1.  Purpose:  A library of technical manuals, parts manuals, supply catalogues, supply bulletins, etc. will be maintained within each section for use by repairmen, parts specialists, and other in performing their duties or in preparation for an MCS test.

2.   Scope:  A master library meeting the above criteria and covering all areas will be maintained in the in production area.

3.    Responsibilities:  One or more individuals will be designated to maintain the library with the section chiefs being responsible for the following being done:

a. Keep the publications in numerical sequence.

b. Maintain a list of all publications required, on hand, and on order.

c. Post any changes received.

d. Request publications required.

e. Insure that publications are current. 

                                                                                    E-1

APPENDIX F  (TOOL BOX)

1.    Purpose:  To establish policies and guidelines for implementing a toolbox control program. 

2.    References:  

            a.  AR 710-2 

            b.  DA PAM 710-2-1

            c.  TB 43-180

            d.  TB 750-25

            e.  AR 735-5

3.    Scope:  This Appendix applies to all personnel assigned to the Avionics platoon.

4.    Tool Box Control:

             a.  Security.

     1.  All tools, kits, outfits, and test equipment will be secured and/or stored in a secure location at the 

   close of the workday.

                    2.  All toolboxes will be secured with a government issued brass lock and secured with a chain to an  

   immobile object such as a workbench, toolbox rack, or a wall locker.

              b.  Accountability:

      1.  All tools, sets, kits, outfits, and TMDE will be inventoried monthly, and/or upon return from any 

    field problem or deployment.  

                    2.   Any shortages will be brought to the attention of the primary hand receipt holder and unit supply 

    sergeant.  Appropriate actions IAW AR 735-5 and unit SOP will be initiated.

      3.   All tools, sets, kits, outfits, and TMDE will be accountable for by hand receipt down to the user.

      4.  All tools, sets, kits, outfits, and TMDE loaned to personnel outside the section will be signed for

   by temporary hand receipt.

      5.  Any tools, sets, kits, outfits, and TMDE loaned outside the company will get the Company 

           Commanders and platoon OIC approval first. 

      6.  All tools will be marked USA.

b. Maintenance:

      1.  All tools, sets, kits, outfits, and TMDE will have preventive maintenance performed per applicable 

           technical publications.

      2.  All tools and TMDE will be kept clean, free of rust and maintained in a serviceable condition.

      3.  Tools with cutting edges will have protective covers on the cutting surfaces.

c. Calibration:

      1.  TMDE will be maintained according to equipment TM, TB 43-180, and unit SOP.
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      1.  TMDE will be scheduled through the calibrations NCO.  It is the section sergeants responsibility to 

           insure all his/her TMDE is up to date.

      2.  The calibration NCO will be notified of those items not in use and will generate a request to have 

           them placed in CBU (Calibrate Before Use) status.

      3.  Any TMDE item that the validity of it’s calibration is in question, will be turned into the calibration 

           NCO for calibration and/or repair regardless of the date of expiration on DA Label 80 (affixed to the 

           equipment).                  
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1. Purpose:  To establish shop clean up policy and guidelines for keeping all Avionics shop offices clean and orderly.

2.    Scope:  This Appendix applies to all personnel assigned to the Avionics platoon.

a. Shop cleanup will be done on a daily basis as follows:

                1.  Floors will be swept daily.

                2.  Trashcans will be emptied daily.

                3.  Outside areas will be policed daily.

 4.  Close of business: Will be by order of the NCOIC after inspection of shop and evaluation 

      of backlog!

 5.  Each shop will be neat and tidy at all times.
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1. Purpose:  To establish policies, procedures, and guidelines for implementing a Key Control Program.

2. References:

a. AR 25-400-2

b. AR 190-11

c. AR 190-51

3. Scope:  This Appendix applies to all personnel assigned to the avionics platoon.

4. Responsibilities:

a. Avionics OIC/ NCOIC:

                      1.  Appoints primary and alternate Key Control Custodians.

2. Periodically inspects Key Control Program.

b. Primary Key Control Custodian

1. Establishes and implements the Key Control Program.

        2.   Issues, receives and accounts for all assigned keys.

               3.   Maintains and updates the Key Control access roster.

                 4.   Performs periodic, monthly, and semi-annual key control inventories.

                 5.   Reports any loss, damage, or malfunction of any keys or locks to the chain of command.

c. The Alternate Key Control Custodian is responsible for all the Primary Key Control custodians 

        duties as listed above in his absence.

d. Individual Responsibility:  Each individual assigned a key is responsible for the key issued to him or her.  

5. Procedures:

a. Key Depository:

         1.  A lockable container, such as, a safe or filing cabinet, or a key box made of at least 26 gauge steel

              Permanently affixed to a wall, will be used to secure keys.   

                2.  The key depository will be kept in a room that is under constant supervision, or in a room that can 

                             be secured during non-duty hours.

                3.  Only primary keys will be placed in the key depository.  Duplicate keys will be kept in a separate 

                     locked container.

                4.  The key depository will be kept locked except when receiving / issuing keys, or conducting

                     inventories.

b. Key Control Register:
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                1.  When not in use the key control register will be kept in a locked container with limited access.

                2.  Individuals on the Avionics platoon access roster are the only personnel authorized to receive keys 

                     from the key custodian. 

                3.  DA Form 5513 is the only form authorized to receive and issues keys.

4.   Two DA Form 5513-R’s will be used.  One will be labeled “MASTER” and list the key number, 

      serial number, and location of each lock.  The second 5513-R will list the key number, and serial  

      number only.  This form will also be the one used to issue and receive keys.

5.   When issuing and receiving keys, the Key Control Register will contain the identification number

                        of the key, date and time of issuance, printed name and signature of the individual receiving the

                        key, signature of the person issuing the key, date and time of return, and signature of the person 

                        receiving the returned key.

                  6.   Completed DA Form 5513-R’s will be kept for a period of 90 days after the return of all the keys 

                        and than destroyed IAW AR 25-400-2.

c. Inventories:

  1.  Daily:  The key depository will be checked at the end of each business day.  Differences between

       the key depository and the key control register will be reported to the shop OIC/NCOIC.

                2.   Periodic:  Personally retained keys will be inventoried on a “show basis”.  A written copy of this 

                      inventory will be kept on hand until the next inventory.  Periodic inventories will be conducted 

                      not less than every 30 days.

                3.   Monthly:  The key depository will be inventoried monthly and recorded on the backside of DA 

                      Form 5513-R

                4.   Semi-annual:  Semi-annual inventories will be conducted and recorded on DA Form 5513-R and

                      retained for a period of one year than destroyed IAW AR 25-400-2.

                  5.   Change of custodian:  A 100% inventory will be conducted whenever a new key custodian is

                        appointed.  Discrepancies will be reported to the platoon OIC/ NCOIC.  

d.    Locks:

  1.  Only US government key operated, tumbler type padlocks will be used for safe guarding 

       unclassified, non-sensitive supplies and equipment. 

    2.  Mastered keyed, or alike padlocks are not authorized for use.

    3.  All padlocks and keys will be rotated annually IAW AR 190-11.

    4.  Broken locks and keys will be replaced immediately.

    5.  Padlocks and keys not in use will be kept in a secure, controlled locked container.

    6.  Lost keys, which result in the cutting of a lock, will be replaced at the individual’s expense.
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1.     PURPOSE:  To provide policy, procedures and guidance for the efficient, safe operation of the NVG Shop, of C Company, 8TH BN, 101ST Airborne Division (Air Assault).

2.     SCOPE: This SOP applies to all personnel assigned or attached to the C Co. NVG Shop. These procedures apply to both garrison and field operations.

3.     REFERENCES:
TM 11-5855-263-10

TM 11-5855-263-23&P

TM 11-5855-263-14

TM 11-5855-263-24&P

TM 11-5855-263-20P

4.     Responsibilities:

a.   Maintenance Technician:

1. Ensure that quality control measures and safety standards are strictly adhered to.

2. Inspect every NVG thoroughly as it is received.

3. Accept no more than five NVG’s a day and no more than ten per week.

4. Perform all maintenance IAW applicable TM’s and appropriate TB’s and messages.

d. NVG Maintenance Supervisor:

1. Provide supervision and training of all NVG maintainers.

2. Conduct daily inspections of the maintenance shop and work areas to enforce proper maintenance and safety procedures.

3. Stay fully informed of maintenance status, availability of repair parts; deadline equipment, MWO’s and preventative maintenance of all test equipment and facilities.

4. Responsible for the security of all NVG’s and logbooks in Radar Shop.

5.  Procedures:

a. Work Request (general)

1. A TI or NVG maintainer will perform an initial inspection on all goggles prior to accepting the work order.

2. On completion of initial inspection and accepting the work order, the goggles and logbook will be secured in the NVG cage until ready for bench test.
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3. The work order is then given to the officer to take up to PC.

4. Once PC has finished processing the work orders, the PC NCO will place the work orders in the shop in-box.

5. Once the work order has been completed and TI’Ed, the work order will be placed in the "R" status box.

b. Parts Procedures:

1. After the technician identifies the need for repair parts he/ she verifies that the part is not one that is already on the shops bench stock.

2. Parts located in bench stock will be used prior to ordering new parts and the part will be logged on the bench stock quantity sheet and on the work order. 

3. Parts not located on the bench stock will be ordered through the platoon supply NCO using a properly filled out parts request to include supervisor's signatures.

4. All replaced parts will be tagged upon removal and TI-ed to turn back into supply.

c. Customer Pick-up:

1. Verify the customer is authorized to pick-up equipment on the delegation of authority card.

2. Make sure customer inspects the equipment and sign's the equipment log.
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1. Purpose:  To provide physical security guidance and procedures for C Company, 8-101st Avn Regt. Avionics Platoon.

2. References:

a. AR 190-51

b. AR 380-5

c. FM 19-30

d. Physical Security Update 3 dtd 30 Sept 1993  

3. Responsibilities:

a. PC Office:

(1) Physical security NCO will ensure that the key box and the key control log (DA 5513-R) is properly maintained. 

(2)  Will ensure that all confidential Nav/Commo and ASE equipment is properly monitored and/or secured at all times.

(3) Ensure that all tools and equipment dropped off for calibration are properly monitored and/or secured at all times.

(4) Ensure that office is properly secured when personnel on access roster are not present.  

(5) Ensure that doors and windows are locked and security checklist filled out at end of day.

b. Shop Supervisors:

(1) Ensure that all confidential equipment is properly monitored and/or secured at all times

(2) Ensure that office is properly secured when personnel on access roster are not present.

(3) Ensure that doors and windows are locked and security checklist filled out at end of day.
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1.  Purpose:

2.  References:

         a.  AR 700-139

         b.  DA PAM 738-751

         c.  AR 750-1

3.  Warranty Program:

         a.  When it is the Army’s best interest, certain items are acquired with a warranty from the manufacturer.

              The warranty is normally applicable for a specific period of time or mileage.  It protects the government 

              against design deficiencies or poor workmanship during the period that the warranty is in effect.  If the end 

              item, component, part or assembly covered by the warranty fails, a warranty claim can recover the costs 

              involved to repair that item.

         b.  The decision to acquire or apply a warranty is made on a case-by-case basis during the acquisition 

              process.  Information concerning the warranty and warranty use, data submission, and warranty assistance 

              is included in material fielding plans, technical bulletins, and other media.

          c.  Details of the Army Warranty Program can be found in AR 700-139.  Warranty claims are submitted 

               on DA Form 5504 IAW DA PAM 738-751.  warranty actions will be suspended during combat operations.

                     1.  Implement the warranty program according to Reg 750-1.

                     2.  Identify equipment or equipment components as warranted when sent to support maintenance or 

                          turned in to supply as excess. 

                     3.  Maintain an AE Form 750-1A-R.

                     4.  Enter the warranty start date on DA Form 2408-9.

                     5.  Enter all required warranty codes on the DA Form 5504 when requesting maintenance to be 

                          performed.

    d.  Questions concerning the Army Warranty Program should be directed to the shop OIC/NCOIC.  
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1.  Purpose: To Establish Policies and Procedures For Avionics Platoon Operations In a Tactical Environment

2.  References:

         a.  STP 21-1 SMCT

         b.  Avionics Standard Operating Procedures

         c.  

3.  Tactical Operations:

a. Uniform:

1. All Avionics soldiers will be in prescribed field uniform when not in a shelter, tent, or under camouflage.  Exceptions to this will be made by Platoon Sergeant or Platoon Leader as needed.

2. All Avionics soldiers will wear camouflage face paint in a field environment and will re-apply as necessary.

b. Maintenance Operations:

1. For a Platoon level deployment 24hour maintenance will be conducted by all sections.  For slice elements maintenance hours will be determined by NCOIC or OIC.

2. For Local Company level training exercises when no rear maintenance is directed, ALL current work orders including those awaiting parts and ALL test sets not in the CBU van will be taken to the field, this includes maintenance shelters.

3. Section Sergeants are required to bring adequate quantities of TM’s, and all necessary documentation to support field maintenance operations.    

c. DART Missions:  The Avionics DART team will be prepared and responsive to the unit requirements for DART operations.  Time is critical and it is important that we do everything in our power to facilitate a quick response to DART missions.

1. Flight line section will be required to have a primary and alternate electrician 68F on stand by when the Company has directed that DART missions will be part of the unit mission.  

2. Primary and Alternate hours will be determined by the Flight line section sergeant; however two personnel will be assigned to be on stand by at all times.  Personnel on standby should if situation allows be assigned a minimum of duties while on stand by.

3. The primary and alternate electricians will be required to stay in uniform and have a rucksack to include appropriate in climate weather items, two full canteens, and one MRE.  This rucksack will be kept packed and ready at all times while on duty.  In addition each will have readily available his or her tool box, multi meter, and additional TM”S and test equipment he or she feels necessary to perform a DART mission.  The Flight Line section Sergeant will inspect each soldiers equipment for completeness prior to them being accepted to Standby status.  

4. Notification for a Dart mission will come from Main PC or Company CP into Avionics PC.  The Primary and alternate electricians must be departing the Avionics area within 5 minutes of notification.    

d. Deployments:

1. Pre-deployment:  

2. Deployment and Set Up:

3. Conduct Mission:  

4. Tear Down and Re-Deployment:

5. Recovery:  All sections will follow the recovery plan as directed by the platoon Sergeant or Platoon Leader.

e. Appointment, Sick Call, and School:

1. No appointments will be made during field exercises or recovery from a field exercise.  Any exceptions must come directly from the Platoon Sergeant or Platoon Leader.
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2. No soldier will be refused medical attention.  All attempts will be made to seek out medical attention for sick or injured soldiers in an as expedient manor as possible.  Should a soldier in the field receive quarters, that quarters will be conducted in the field and arrangements will be made to provide for the needs of that soldier.  Should a soldier receive light duty he or she will be assigned light duties.  Should a soldier receive a profile he or she will not perform duties that violate that profile. Exceptions to this will be made on a case by case basis by the Platoon Sergeant or Platoon Leader taking in to account medical guidance.

3. If possible all attempts will be made to ferry those attending college classes back to the rear to attend their classes.  The decision will be made on a case by case basis by the Platoon Sergeant or Platoon Leader and must be addresses prior to deploying on a field exercise.   No exceptions will be made once in a field environment, Prior planning is required. 
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