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MARI NE CORPS ORDER P5600.31G WCH 1-3

From Commandant of the Marine Corps
To: Di stribution List

Subj: MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

Ref : (a) U.S. Navy Regul ations 1990, Chapter 5
(b) MARCORMAN, par. 1010
(c) OPNAVINST 5510. 1H

Encl: (1) Checklist for the Internal Managenment Control Program
(2) LOCATOR SHEET

Reports Required: I. Excess Printing Equi pnent (Report Control

Synbol JP-5600-01), par. 2112.2

1. Unserviceable Printing Equi pment (Report
Control Symbol JP-5600-02), par. 2113

[1l1. Production Report (Report Control Synbo
J-5600- B), par. 2114.1d(2)

IV. Commercial Printing Report (Report Control
Synbol J-5600-04), par. 2114.2c

1. Purpose. Per references (a) and (b), this Manual revises the guidance,
procedures, and standards for effective managenment, operation, and mai nt enance
of the Marine Corps publications and printing program

2. Cancellation. MCO P5600.31F, MCBul 5600 of 4 May 92, MCBul 5600 of 19 Sep
92, MCBul 5600 of 16 Cct 92, and MCBul 5600 of 14 Aug 92

3. Background. To better accommodate the advancenent of technol ogy; The
Paperwor k Reduction Act; and the ACMC s Paperwork Reduction Initiative;
policies, procedures, and standards for effective nmanagenent, operation, and
mai nt enance have been revised.

4. Summary of Revision. This Manual has been rewitten in its entirety and
shoul d be conpletely revi ewed.

a. Chapters 1 and 2, update information per higher authority direction
redesi gnates the Navy Publishing and Printing Service as Defense Printing
Service, the sole manager of DoD Printing.

b. Chapter 2 al so delineates new reprographi c equi pnent transactions;
i.e., pertaining to approval authority.

c. Chapter 3 revises procedures on obtaining publications used by the
Marine Corps; the Marine Corps Publications Distribution System ( MCPDS)
m ssion essential publications, Publications Listings (PL's) (establishment
and nmai ntenance), online ordering; updates nmethod of controlling rel ease of
Marine Corps publications outside the DoD per reference (c), clarifies
responsibilities (field, sponsors, and CMC (ARD); publications review and
di sposition.

5. Reserve Applicability. This Manual is applicable to the Marine Corps
Reserve.
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6. Certification. Reviewed and approved this date.

%g | KELL

By direction
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MCO P5600.31G Ch 1
ARD
23 Jul 97

MARI NE CORPS ORDER P5600.31G Ch 1

From Commandant of the Marine Corps
To: Di stribution List

Subj: MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS
Encl: (1) New page inserts to MCO P5600. 31G

1. Purpose. To transmit new page inserts and direct pen changes to the
basi ¢ Manual

2. Information. This Change clarifies the contents of paragraph 2214,

del egates the authority to approve decorative devices on official stationery
i n paragraph 2212.2, updates the originator’s code, updates responsible

of fice codes throughout the Manual, and updates the Defense Printing Service
(DPS) as the Defense Autonmated Printing Service (DAPS)

3. Action

a. Rerove enclosure (1) of the basic Manual and replace with the
encl osure.

b. Pen change originator’s code on the promrul gation page with "ARD,"
and where "ARE" appears throughout the Manual.

c. Pen change throughout the Manual, codes "AREA " "AREB," and "AREC, "
to read "ARDE. "

d. Pen change throughout the Manual, "Defense Printing Service (DPS)"
to read "Defense Automated Printing Service (DAPS)."

4. Filing Instructions. File this change transmttal inmredi ately behind
the signature page of the basic Manual .

DI STRI BUTI ON:  PCN 10208650001

Copy to: 7000110 (55)
7000093, 8145005 (2)
7000099, 8145001 (1)

DI STRI BUTI ON STATEMENT A:  Approved for public release; distribution is
unlimted.



ALMAR 041/ 98
Dat e signed: 01/28/98 ALMAR Nunber: 041/98

R 281600Z JAN 98 ZYB
FM CMC WASHI NGTON DC/ / ARDI C4l 1/
TO ALMAR
BT
UNCLAS // NO5600//
ALVAR 041/ 98
MSG DF GENADM N/ /
SUBJ/ MCO P5600. 31G CH 2//
POC/ MR DOUG REYNOLDS/ GML4/ PRI PHN: DSN 224- 3075/ PRI FRQ XXXXXXX
/-1 SECPHN: 703 614- 3075/ SECFRQ XXXXXXXX/ /
RVKS/ 1. PURPOSE. TO BROADEN PCLI CY TO | NCLUDE DI G TI ZED
PUBLI CATIONS. THI' S CHANGE | S APPLI CABLE TO ACTI VI TI ES ON
DI STRI BUTI ON FOR PCN 10208650000.
2. CANCELLATION. ALMAR 403/97 IS CANCELED.
3. BACKGROUND. TO | DENTI FY, MANAGE AND LEVERAGE THE VARI ETY OF NEW
METHCODS OF | NFORMATI ON DI SSEM NATI ON RESULTI NG FROM | NFORMVATI ON
TECHNOLOGY ADVANCEMENT, CMC (AR) CHARTERED THE ELECTRONI C PUBLI SHI NG
WORKI NG GROUP (EPWG).  DURING I TS | NAUGURAL MEETI NG | N JANUARY 1998,
THE EPWG RECOMVENDED CHANGES TO MCO P5600. 31G THAT ADDRESS DI G TI ZED
PUBLI CATI ONS.
4. ACTION. CHANGE THE FOLLOWN NG PARAGRAPHS TO READ:
A, PAR 1215.3, ADD (REGARDLESS CF MEDI UM TO LI NE 1,
BETWEEN PUBLI CATI ONS AND | SSUED.
B. PAR 2218, DELETE IN I TS ENTI RETY.
C. PAR 3206.1, REPLACE LINES 1 AND 2 WTH THE FOLLOW NG
EACH MARI NE CORPS ACTIVITY SHALL MAI NTAIN ON SI TE PUBLI CATI ONS
SUFFI CI ENT I N QUANTI TY ( REGARDLESS OF MEDI UM TO SUSTAIN I TS
OPERATI ONS. DI G Tl ZED PUBLI CATI ONS OBTAI NED FROM THE | NTERNET,
CD- ROM5 OR OTHER SOURCES MUST BE DOWNLOADED AND MAI NTAI NED ON SI TE
AS El THER ELECTRONI C FI LES OR PAPER COPI ES. FOR PURPOSES OF
I NSPECTI ON, ELECTRONI C FI LES W LL SUFFI CE AND NEED NOT BE PRI NTED.
D. MAKE THE FOLLOW NG ADM NI STRATI VE CHANGE TO PARS 3210.1
AND 3210.1B: CHANGE PARACRAPH 1216 TO READ 1217.//
BT
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SUBJ/ MCO P5600. 31G CH 3//
AVPN/ REF/ A/ MCO P5600. 31G /
POC/ MR BOB RENNER/ TEL: DSN 224- 3075/ /
RVKS/ 1. PURPCSE. TO | DENTI FY THE OFFI CI AL USMC HOVEPAGE FOR MARI NE CORPS
DI RECTI VES AND ADD PARACGRAPH CHANGES TO THE SUBJECT ORDER
2. BACKGROUND. MANY ORGANI ZATI ONS HAVE CREATED THEI R OMN VEBSI TES AND
POSTED DI RECTI VES TO THESE WEBSI TES AFTER SI GNATURE TO FACI LI ATE ACCESS BY
THE FI ELD. CONTI NUI NG THI' S PRACTI CE WLL RESULT IN A PRCLI FERATI ON OF
REPLI CATED DI RECTI VES ON NUMEROUS WVEBSI TES, OUTDATED DI RECTI VES REMAI NI NG
POSTED ON THESE WEBSI TES, DEGRADE THE CENTRAL REPCSI TORY AND RESULT I N
QUTDATED DI RECTI VES REMAI NI NG POSTED OR RESTRI CTED DI RECTI VES (1.E., OTHER
THAN DI STRI BUTI ON STATEMENT "A") BEI NG MADE AVAI LABLE TO THE PUBLI C.
3. ACTICON

A, ON PAGE 3-1, TABLE OF CONTENTS ADD:

3113. OFFI Cl AL WEBSI TE FOR PUBLI CATI ONS

B. UNDER PARAGRAPH 3112 ON PAGE 3-10 OF THE REFERENCE, ADD THE
FOLLOW NG PARAGRAPH

"3113. OFFI G AL VEBSI TE FOR PUBLI CATI ONS. THE MARI NE CORPS HOVEPAGE
AT HTTP: //WNMVUSMC. ML IS THE OFFI Cl AL MARI NE CORPS WEB PAGE TO ACCESS
MARI NE CORPS DI RECTI VES ONLI NE. THEREFORE, MARI NE CORPS DI RECTI VES W LL
NOT BE POSTED TO ANY OTHER HOVEPAGE. "

C. CHANGE PARAGRAPH 3206 TO READ:

"1. ACCESS TO AN ONLINE MEDI UM W LL SUFFI CE FOR DI RECTI VES THAT CAN
BE OBTAI NED FROM THE | NTERNET, CD- ROM OR OTHER SOURCES. FOR PURPCSES OF
I NSPECTI ON, ELECTRONI C FI LES W LL SUFFI CE AND NEED NOT BE PRI NTED. FOR
COMVANDS W THOUT ACCESS TO THE | NTERNET, HARDCOPY AND CD- ROM VERSI ONS OF
MARI NE CORPS DI RECTI VES CAN BE OBTAI NED THROUGH MCPDS. "/ /

BT
#
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LOCATOR SHEET

Subj : MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

Locati on:

(I'ndicate the location(s) of the copy(ies) of this Mnual.)

ENCLOSURE (1)
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RECORD OF CHANGES

Log conpl eted change action as indicat ed.

Dat e of
Change

Dat e
Ent er ed

Change
Nurber

Si gnature of Person
I ncor porat ed Change







MARI NE

CHAPTER

APPENDI X

CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

CONTENTS

SCOPE AND RESPONSI Bl LI TY

GENERAL REGULATI ONS

PUBLI CATI ONS MANAGEMENT

DPSDO S GEOGRAPHI C LOCATI ONS

MARI NE CORPS EMBLEM AND SEALS



MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS
CHAPTER 1
SCOPE AND RESPONSI Bl LI TY
SECTI ON 1: | NTRODUCTI ON
1100. PURPCSE . . . . . . . . . . . . . . . . . . . . . . .. .. 1-3
1101. SCOPE AND APPLICATION . . . . . . . . . . . . . . . . . . . 1-3

1102. COWPLIANCE. . . . . . . . . . . . . . . . . . . . . .. .. 1-3
1103. I MPLEMENTATION. . . . . . . . . . . . . . . . . . . . . . . 1-3

1104. FIELD INQURIES . . . . . . . . . . . . . . . . . . .. . . 1-3

SECTI ON 2: DEFI NI TI ONS OF TERVS

1200. GENERAL . . . . . . . . . . . . . . . . . . . . . . ... 15
1201. AMERICAN FORCES PRESS SERVICE . . . . . . . . . . . . . . . 1-5

1202. G VILIAN ENTERPRISE PUBLICATIONS. . . . . . . . . . . . . . 1-5

1203. COVPONENTS OF THE NAVY DEPARTMENT . . . . . . . . . . . . . 1-5

1204. EEDERAL PRINTING . . . . . . . . . . . . . . . . . . . . . 1-5

1205. FEEDERAL PRINTING PLANT. . . . . . . . . . . . . . . . . . . 1-5

1206. GOVERNMENT FUND EXPENSE . . . . . . . . . . . . . . . . . . 1-5

1207. MCROPUBLISHING . . . . . . . . . . . . . . . . . . . ... 15

1208. PERIODICALS . . . . . . . . . . . . . . . . . o . ... .. 16
1209. PLANNING . . . . . . . . . . . . . . . . . . . ... ... 16
1210. PREPARATION . . . . . . . . . . . . . . . . .« . . . ... 16
1211. PRINTING . . . . . . . . . . . . . . . . . . .. .. ... 16
1212. PRINTING PRODUCTION UNIT. . . . . . . . . . . . . . . . . . 1-6

1213. PUBLISHING . . . . . . . . . . . . . . . . . . oo LT
1214. DESKTOP PUBLISHING . . . . . . . . . . . . . . . . . . . . 17

1215. PUBLICATIONS. . . . . . . . . . . . . .« « o o« v o o oo LT
1216. REPROGRAPHICS . . . . . . . . . . . . . . . .« .« . o . o .. 17
1217. SPONSOR . . . . . . . . . . . . . . . . . . . . . . . ... 18
1218. TECHNICAL MANUALS . . . . . . . . . . . . . . . . . . . . . 18

1219. UNIT NEWSPAPER . . . . . . . . . . . . . . . . . . . . . . 1-8

SECTION 3: AUTHORI TY AND RESPONSI BI LI TY

1300. GENERAL . . . . . . . . . L . L. 1-9
1301. EEDERAL STATUTES. . . . . . . . . . . . . . . . . . . . . . 1-9

1302. JONT COW TTEE ON PRINTING (JCP) . . . . . . . . . . . . . 1-9

1303. PUBLI C PRINTER AND GOVERNMENT PRINTING OFFICE (GPO . . . . 1-9




1304.

1305.

1306.

1307.

1308.

1309.

1310.

1311.

1312.

1313.

1-2

MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

SECRETARY OF DEFENSE ( SECDEF)

SECRETARY COF THE NAVY ( SECNAV).

ASSI STANT SECRETARY OF THE NAVY ( RESEARCH, DEVELOPMENT AND
ACQUI SI TI ON (ASN RD&A) ) .

DEFENSE AUTOVATED PRI NTI NG SERVI CE ( DAPS)

CH EF OF NAVAL OPERATI ONS (CNO)

COVPONENTS OF THE NAVY DEPARTMENT .

COMIVANDANT OF THE MARI NE CORPS (CMO) .

USE OF DEFENSE PRI NTI NG SERVI CE DETACHVENT OFFI CES ( DPSDO S)

SERVI CES.

LI Al SON W TH OTHER COVPONENTS OF THE NAVY DEPARTMENT AND
DEPARTMENT OF DEFENSE AGENCI ES.

PRI MARY RESPONSI Bl LI TY FOR PUBLI CATI ONS AND PRI NTI NG

1-10

1-10

1-10

1-11

1-12

1-12

1-13

1-13

1-14

1-14



MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

CHAPTER 1
SCOPE AND RESPONSI Bl LI TY

SECTI ON 1: | NTRODUCTI1 ON

1100. PURPCOSE. This Manual provides printing, publications, and
reprographi cs policy, regulations, guidelines, and procedures to be enpl oyed
in publications and printing matters as established by officials of the
Federal Government exercising jurisdiction over such matters. It includes
those procedures established by the Cormandant of the Marine Corps to ensure
under st andi ng and application of authority and responsibility in these
matters. Wiere necessary, this Manual will clarify the intent of basic |aws
and regul ations applicable to the Marine Corps.

1101. SCOPE AND APPLI CATI ON

1. Chapter 1 contains definitions of publications and printing terns as used
in this Manual, and the chain of authority and responsibility of each in
publications and printing matters within the Federal Governnent. This chapter
is applicable to commands and activities having printing and publications
prograns.

2. Chapter 2 contains |laws, regulations, and standards pertaining to
printing, printing equipnment, periodicals, newspapers, civilian enterprise
publications, letterhead stationery, infornmal nenoranda, use of the Marine
Corps seal and enblem funding, procurenent, distribution, printing
managenent, and control s/reports on printing equi pnent and production. This
chapter is applicable to cormands having printing, reprographics, and/or
publ i shi ng prograns.

3. Chapter 3 contains guidance pertaining to the Marine Corps Publications
Managenent Program It is applicable to all activities.

1102. COWPLI ANCE. Conpliance with the provisions of this Manual shall be
consi dered as conpliance with Governnent Printing and Bi ndi ng Regul ati ons
publ i shed by the Joint Commttee on Printing, Congress of the United States,
and with the NAVSQ) P-35, Departnent of the Navy Publications and Printing
Regul ati ons.

103. |1 MPLEMENTATION. The Commandant of the Marine Corps (CMC (ARD)) is
responsi bl e for adm nistering the Marine Corps publications and printing
program and for inplenenting policies, regulations, and procedures
established by higher authorities exercising control over publications and
printing matters.

1104. FIELD INQU RIES. Unless specifically directed ot herw se,
correspondence from Mari ne Corps field activities regarding publications and
printing matters will be addressed to the CMC (ARD)
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MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

CHAPTER 1
SCOPE AND RESPONSI BI LI TY

SECTI ON 2: DEFI NI TI ONS OF TERWVS

1200. GENERAL. This section defines publications and printing ternms used in
t hi s Manual

1201. AMERI CAN FORCES PRESS SERVICE. The Anmerican Forces Press Service
(AFPS) offers services to editors and supervising officers of service
newspapers. See MCO P5720.60, Marine Corps Public Affairs Manual, for

i nstructions on using AFPS servi ces.

1202. CIVILIAN ENTERPRI SE PUBLI CATIONS. Civilian enterprise publications
are limted to newspapers, area guides (directories), telephone books,
suppl ement s, and maps produced under specialized contracts with comerci al
vendors at no cost to the Marine Corps, per paragraph 2503.

1203. COVPONENTS OF THE NAVY DEPARTMENT. The term "conponents of the Navy
Departnment” includes the Ofice of the Chief of Naval Operations;
Headquarters, U S. Marine Corps; the Ofice of the Conptroller of the Navy
(acting for the i mediate office of the Secretary and for the Departnent of
the Navy staff offices); Bureau of Naval Personnel; Bureau of Medicine and
Surgery; the Ofice of Naval Research; and the Headquarters of each systens
comand.

1204. FEEDERAL PRINTING The term "Federal printing" means all printing, as
defined in paragraph 1211, for use by the Marine Corps, irrespective of the
pl ace of production or procurenent origin or ultimte end use.

1205. FEDERAL PRI NTING PLANT. A Federal printing plant is any plant which
has been authorized to produce "printing," as defined in paragraph 1211, owned
or operated wholly or in part by the Governnent or at CGovernment expense,
including all such plants |ocated on property owned or controlled by the

Gover nment .

1206. GOVERNMENT FUND EXPENSE. Accountabl e public funds, appropriated and/or
nonappropri ated, which are subject to audit and/or nust be accounted for to an
agency of the Governnent and which are used to pay any expense incurred by
CGovernment officers, agents, or enployees, acting for an instrunmentality of
the United States within the scope of their official duties.

1207. M CROPUBLI SHING  Production of publications designated for nass or
general distribution, produced in mcroinmage format, as a substitute for
conventionally printed material, but not including mcrofilmng of

adm ni strative records, accounting reports, or sinilar itens.

1. Mcrofilm A fine-grain, high-resolution photographic film containing an
i mge greatly reduced in size fromthe original; used in the process of
recording mcroimges on film

2. Mcroform A generic termfor any form whether film or other nedium
containing mniaturized or other conpressed optical imges which cannot be
read wi thout special display devices.

1-5



1208 MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

3. Mcroimage. A unit of information, such as a page of text or draw ng,
that has been nade too small to be read w thout magnification

4. Mcroform Production Unit. One roll of microfilm 100 feet in length or
one mcrofiche.

5. Mcrofiche. A sheet of microfil mapproxinmately 4 by 6 inches containing
one or nore mcroimges. Normally a 24X or 48X reduction factor is used to
obtain 98 or 270 images per sheet of film respectively.

1208. PERI QDI CALS. A Marine Corps periodical is defined in chapter 2,
section 5 of this Manual. Such periodicals include recurring, nondirective
publications financed fully or partially by Governnment funds, issued nore than
once a year and nunbered or dated serially.

1209. PLANNING Predeternining the necessity, purpose, physical form nmethod
of production, nethod of procurenent, and distribution of a publication

1210. PREPARATION. Devel opi ng a nmanuscript or other text and illustrative
material in final formfor production, exclusive of conposition

1211. PRINTING Includes and applies to the processes, nechanical and
el ectroni c, of conposition, platenaking, presswork, binding, and the end
items produced by such processes and equi pnent.

1. Exclusions. Excluded fromthe term"printing" is material, such as

equi prent, | oosel eaf binders, and nmiling envel opes, that during the

manuf acturing process has words, lettering, instructions, or signs and synbols
printed on it and the printed information is incidental or secondary in the
use of the basic item The itemis not excluded if it is procured primarily
for the printing and/or is submtted for a printing process after procurenent
of the basic item

2. Conposition. Setting type by hot-netal casting, strike on

phot ot ypesetting, or electronic character generating device to produce
publications using the conposing and rel ated equi pnent listed in paragraph
2108 (al so see table 2-1) of this Mnual

3. Platenmmking. Includes photographic or other production of negatives,
positives, and other materials required to transfer graphic information or
data to presswork printing plates.

4., Presswork. Includes the mass production of copies using equi pnent |isted
i n paragraph 2108 (al so see table 2-2) of this Mnual

5. Binding. Includes equi pnent and operations necessary to conplete
production, such as collating, gathering, folding, cutting, trinmng,
perforating, padding, stitching, sew ng, punching, and drilling.

6. Mcropublishing. Includes production and general distribution of

publications in mcroinmge format (but not including adm nistrative records,
accounting reports, or simlar itens). The definition includes equipnment and
operations necessary to create original microforms and nmake duplicate

m crof orms of publications intended for general distribution

1212. PRINTING PRODUCTION UNIT. A "production unit" nmeans one sheet, size

8 1/2 by 11 inches (215 X 280 mm), one side only, one color. Conpute
production from presses of whatever size by nmultiplying the press unit size by
t he nunber of inpressions obtained fromthat press.
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MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS 1216

1213. PUBLI SHING WManagenent, devel opnent, production, procurenent, and
distribution of Marine Corps publications.

1214. DESKTOP PUBLI SHING Basic conposition of canera-ready copy by end
users rather than professional photoconpositors.

1215. PUBLICATIONS. Includes, but is not limted to, end itens of printing,
reprographics, or micropublishing, as defined here, and any books, panphlets,
directives, fornms, manuals, folders, brochures, periodicals, nagazines,
newspapers, mcroform technical reports, charts, posters, maps, draw ngs,
tags, placards, |letterhead stationery and envel opes, bl ank books or cards
printed by or for the Marine Corps, regardless of content, format, quantity,
di stribution, or intended end use. Exception: publications produced by
suppliers and regularly carried as stock itens for commercial sale or use.

1. Distribution. The delivery of publications in any nanner to end users.
(See paragraph 1216.)

2. Cdassified Publications. Those publications classified and controlled
according to the provisions of OPNAVI NST 5510.1, Departnent of the Navy
I nformati on and Personnel Security Program Regul ation

3. Oficial Publications. Includes all publications (regardless of nedium
i ssued by Headquarters Marine Corps and Marine Corps field activities in
conducting public business as required by |law, regulation, or conpetent

aut hority.

4. Pronotional - Type Publications. Any publication that:

a. Is not required by law, regulation, or conpetent authority; and/or

b. |Is distributed to individuals or organizations having no functional
managemnent, or conmand responsibility with respect to the activity issuing the
publication; and/or

c. The contents of which:

(1) Are directed to the invitation for or acquisition of work,
responsi bility, or resources; or

(2) Are actually, or can be construed as, an attenpt to influence
appropriation matters or |egislation affecting weapons systens, defense
concepts, or functional assignnents; or

(3) Could be construed as an instrunment of intradepartnental or
i nterdepartnental rivalries.

1216. REPROGRAPHI CS. The generic term "reprographics" includes high-speed
duplicating, reproduction, and copyi ng processes, as defined below, to
produce no nore than 5,000 production units of any one page or 25,000
production units in the aggregate of multiple pages. It also includes those
processes used in conjunction with the above processes, such as nastermaki ng
and bi ndery operations.

1. Duplicating. Includes all work produced on of fset duplicators (nmaximm of
11 by 17 inches with i mage maxi mum of 10 3/4 by 14 1/4 inches) m neograph

hi gh- speed copier/duplicators, digital duplicators and |aser printers with
rated speeds of 71 copies per mnute or faster, or simlar processes. Wrk
exceedi ng 5,000 production units of any one page, and work exceedi ng 25, 000
production units in the aggregate of nultiple pages, requires prior

aut horization of the DirDAPS, via the CMC (ARD). See paragraph 2207 for
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1217 MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

copying or duplicating limtations for |ocations other than authorized nobile
printing units and reprographic facilities.

2. Reproduction. Includes all work produced by diazo, electrostatic or
phot ocopyi ng, and | aser printers.

3. Copying. A nethod specifically associated with office equi pnent used to
produce facsiniles of page size docunents. See paragraph 2207 for
clarification of md-range and | ow vol une copyi ng.

4. Full Color Copying. A nethod specifically associated with office
equi pnent used to produce full color facsimles fromfull color page size
docurents. See paragraph 2207 for restrictions.

5. Reprographics Facility. Any l|location authorized by the CMC (ARD),
excluding all nobile printing units, which enploys at |east one person to
operate "reprographi cs" equi prment on a full-tinme basis.

1217. SPONSOR

1. The activity or HQWC staff agency responsible for: determ ning the
legality and necessity of the publication according to existing |laws; planning
and preparation of the manuscript or illustrative material for production/
procurenent; selecting existing publications fromother sources; nodifying or
revising the publication to ensure current applicability and appropri ateness;
determi ning quantitative production requirenents and distribution; ensuring
cancel l ati on and renoval of the publication fromstock and use when obsol et e;
and maintaining liaison with other mlitary and Governnent agencies in the
devel opnent of plans for joint publications.

2. In cases where joint staff office responsibility is involved, a
coordi nati ng sponsor will be determi ned on the basis of senior office and/or
mut ual concurrence, as appropriate.

1218. TECHNI CAL MANUALS. Publications and other forms of docunentation
contai ning a description of equiprment, or weapons systens, with instructions
for effective use, including one or nore of the foll ow ng sections as
required: instructions covering initial preparation for use; operationa

i nstructions; maintenance instructions; overhaul instructions; related
technical information or procedures exclusive of those procedures of an

adm nistrative nature; and parts lists or parts breakdowns. MO P5215. 17,
Mari ne Corps Technical Publications System contains infornmation for
preparing this type publication.

1219. UNT NEWSPAPER. Unit newspapers are authorized official or unofficial
publ i cati ons which convey information and | ocal service news to mlitary
personnel. Civilians, such as Government enployees and dependents of mlitary
personnel, nmay also be included in a typical newspaper target readership. 1In
addi ti on, newspapers nmay serve as foruns for the exchange of ideas and
opinions. This nediumis frequently a primary source of general information
available to Marines; therefore, its effect on their norale and welfare can

be significant. There are two categories of unit newspapers within the Marine
Corps: Arnmed Forces (AF) newspapers and Civilian Enterprises (CE)

publi cati ons.
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CHAPTER 1
SCOPE AND RESPONSI BI LI TY

SECTI ON 3: AUTHORI TY AND RESPONSI BI LI TY

1300. GENERAL. This section establishes the chain of authority and
responsibility in publications and printing matters within the Federa
Covernment as it pertains to the Marine Corps.

1301. FEDERAL STATUTES. The Congress of the United States enacts and
nodi fi es Federal statutes as required to govern all aspects of Government
publications and printing and binding. Congress established and enpowered
the congressional "Joint Comrittee on Printing" to adopt and enpl oy such
nmeasures as, in its discretion, may be necessary to renedy any negl ect, del ay,
duplication, or waste in the public printing, binding, and distribution of
Covernment publications. (See 44 U.S.C. 103.)

1302. JO NT _COVWM TTEE ON PRINTING (JCP). The JCP, Congress of the United
States, established by |aw, consists of nenbers of the House of
Representatives and the Senate. This conmittee pronulgates its basic

regul ations and instructions in the publication entitled "Government Printing
and Bi nding Regulations,"” identified by revision date and nunerical series
nunber. These regulations are applicable to and are mandatory for use by al
departments of the Federal Government, unless otherw se authorized by the
comm ttee.

1303. PUBLIC PRI NTER AND GOVERNMENT PRI NTI NG OFFI CE (GPO)

1. The Ofice of the Public Printer, established by Federal statute, directs
the operation of GPGQ and is authorized to determine the formand style of
Covernment printing, subject to the approval of JCP. The U S. GPO Style
Manual is issued by the Public Printer, approved by JCP, and is to be used as
a guide for the preparation of all material to be printed by GPO

2. Federal statutes provide that all printing, binding, and bl ankbook work
wi |l be done by GPO, except:

a. Casses of work that JCP considers urgent or necessary to be done
el sewhere.

b. Printing in field plants operated under authorization of JCP
c. Printing purchased as conmercial printing per JCP-issued regul ations.

d. Printing authorized by law, that the Public Printer is not able or
equi pped to do at GPO  Such printing may be produced el sewhere under
contracts made by the Public Printer with the approval of JCP

3. Governnment Printing OFfice Field Service Ofices. GPO operates field
service printing plants. They are authorized to do urgent printing that any
mlitary service needs, if the need originates and the prinmary use will be in
t he geographi cal area serviced.

4. Governnment Printing Ofice Regions and Procurenment Offices. Per JCP, the
Public Printer establishes regions with procurenent offices responsible for
procuring Federal printing needs that are conmercially procurable and
originate or are for distribution within its region
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1304. SECRETARY OF DEFENSE (SECDEF). The SecDef is vested with nmanagenent
and technical direction on all matters pertaining to or exercised within the
arnmed services in publications and printing matters. The SecDef or desi gnated
representatives issue supplenental instructions to basic |aw or speci al

i nstructions and gui dance as deened necessary in nmenorandum format and/or in
the DoD Directives System Such nmedia are nornally addressed to the Secretary
of each mlitary departnent for the exercise of internal command and
managenent and technical direction, as required for proper interpretation
further anplification, dissem nation, and execution

1. The Director of Adm nistration and Managenent, O fice of the Secretary of
Def ense, shall have principal OSD staff responsibility for the activities of
the Defense Automated Printing Service (DAPS) and provide policy guidance
regardi ng the operation and nanagenent of printing and duplicating services
in the DoD.

2. Chair the DoD Printing and Duplicating Services Oversight G oup, conposed
of senior-level representatives of the Secretaries of Mlitary Departnments;
Assi stant Secretary of Defense for Command, Control, Communications, and
Intelligence; and Conptroller of the Departnent of Defense.

3. Represent the DoD on printing and duplicating policy matters with the JCP
GPO, O fice of Management and Budget (OVB), and ot her Government agencies.

1305. SECRETARY OF THE NAVY (_ SECNAV)

1. SecNav is responsible for the executive adm nistration of the Depart ment

of the Navy (DON) and is designated as the single manager for all DoD
printing, to include the operation of DoD in-house printing and duplicating
facilities and departnmental printing procurement functions. SecNav exercises
these responsibilities through del egation to civilian executive assistants
(including the Director, Defense Printing Service (DirDAPS)) and staff
assistants (including the Conmandant of the Marine Corps), and such councils,
advi sors, boards, and staff offices, as nmay be required by |aw or as SecNav
may determine to be necessary. SecNav provides guidance to the DPS regarding
its managenent and rel ati onships with other comuands, organizations, and
activities within the Navy, as well as other DoD conponents and Gover nment
agenci es. The broad policies of SecNav in publications and printing rel ated
matters are set forth in U S. Navy Regul ations, 1990 and in the Departnent of
the Navy Publications and Printing Regul ations (NAVSO P-35); wi th day-to-day
di ssenmi nation of additional regulations or procedural instructions in the form
of SECNAVI NST' s and/ or nenoranda to designated assistants or conponents of the
Navy Departnent. SecNav is responsible for financing the operations of DPS
under the Printing and Publications Services business area of the Defense

Busi ness Qperations Fund (DBCF).

2. SecNav is directed to:

a. Mintain direct supervision of a central publications and printing
managenment organi zation with responsibility for conducting a coordinated
program controlling the devel opnent, production, procurement, or distribution
of materials by using conventional printing and binding nmethods or multicopy
m croformor alternative nmethods. The central publications and printing
managenent organi zation is to nmaintain responsibility and control of
duplicating equi prent and autonmatic copy-processing or copier-duplicating
nmachi nes.

b. Ensure that all contact and |liaison by the DoDwith the JCP is
conducted through a sole representative source in the Departnent.

1306. ASS| STANT SECRETARY COF THE NAVY ( RESEARCH, DEVELOPMENT AND
ACQUI SI TION (ASN RD&A)). The ASN (RD&A) is assigned responsibility by the
SecNav for all matters relating to printing and publications.
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1307. DEFENSE AUTOVATED PRI NTI NG SERVI CE (_DAPS)

1. DPS, under the direct authority, direction and control of SecNav, was
establ i shed as the consolidated organization for printing and duplicating
activities in DoD, excluding intelligence and tactical activities and Nationa
Guard and Reserve organi zations. DPS is the Central Printing and Publications
Managenent Organi zati on (CPPMO) for DoD, conducting DoD s publishing and
printing program controlling the devel opnent of materials to be printed by
conventional or alternative nethods. To acconplish this, the D r DAPS

appoi nted by SecNav, organizes, directs, and manages DAPS and all assigned
resources; produces or procures printing services; and adm nisters,

supervi ses, and controls all assigned prograns, services, and functions. DAPS
adm ni sters Department-w de printing nmanagenent systens, prograns, and
activities, including technical assistance, support services, and information;
provi des advi ce and assistance on printing matters to the DoD conmponents and
ot her organi zations, as appropriate. The DirDAPS acts as the DoD
representative for technical printing and duplicating matters under DAPS

cogni zance with JCP, GPO, OWB, and ot her Governnment agencies, and receives
advi ce and policy guidance on the functioning of the DBOF fromthe

DoD Conptroller.

2. Oganization

a. DPS is an organizational elenent of the Naval Supply Systens Comand
under a deputy comander/director. It consists of a headquarters staff
(managenent office), areas (regions), detachnent offices, detachnment branch
of fices, and branch office reprographic facilities identified in suppl enental
provisions to the DBCF.

b. DPS areas, detachment offices, detachnment branch offices, and branch
of fice reprographic facilities are designated as staff to district comandants
and area comuanders at tines. They function as foll ows:

(1) Advise and assist on all matters pertaining to publications,
printing, and reprographics.

(2) Evaluate and advise on the capabilities, readiness, security,
efficiency, and use of publishing and printing facilities, and coordinate
plans for fulfilling Defense requirenents for publications and printing
servi ces.

(3) Devel op nobilization requirenents for publications and printing
services, and devel op capability plans to ensure |ogistics support.

(4) Coordinate and adnini ster publications distribution services,
i ncluding distribution services provided to the operating forces.

(5) Analyze distribution effectiveness and nmake reconmendati ons to
t he Di r DAPS.

(6) Interpret, execute, and adm nister publications and printing
policies, regulations, and inplementing directives applicable to the
devel opnent, planning, preparation, propriety, legality, format, production
procurenent, and distribution of DoD publications financed in whole or in
part by Government funds.

(7) Manage and operate publications and printing service areas,
of fices, and branches, including reprographic facilities. Provide publications
and printing products and services, and receive reinbursenent for them as
aut hori zed by DBOF

(8) For other than DPS conponents, provide technical guidance to
printing, duplicating, and reprographics facilities; and recomend
i mprovenents.
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(9) Analyze the use of publications and printing facilities,
reprographics facilities, and rmaintain a continuing reviewto effect
i mprovenents. Review all requests for printing and related graphic arts
equi prent, and nake recommendations to the Dir DAPS.

(10) Establish, direct, and coordinate |ocal publications and printing
procurenent prograns. Approve or di sapprove |local publications and printing
procurenments, including specifications.

(11) Inplenent graphic arts security instructions. Furnish technica
gui dance to the Defense Contract Adm nistration Services on the protection of
classified matter. Approve or di sapprove using commercial facilities in the
preparation, production, procurenment, and distribution of classified
publicati ons.

(12) Establish and maintain liaison with all activities on matters
related to the DoD publications and printing program Plan, devel op, and
conduct publications nmanagenent training prograns for all activities.

3. Defense Business Operations Fund (DBOF). DBOF finances the operations of
DPS. Wthin the provisions of its charter, DPS provides printing,
reprographics, and rel ated services for DoD and ot her agencies of the
Government. DPS controls and coordi nates DoD publications and printing work
and other related functions. DPS bills activities for expenses incurred for
services rendered by printing plants operated under DBOF and for processing
of procurenent from Governnent and commerci al sources.

4., Defense Printing Service Detachnent O fices (DPSDO s)

a. The mission of the DPSDO s is to serve as the publications and
printing service for the naval district or command in which the DPSDO i s
| ocated, as directed in DBOF, and to ensure the efficient procurenent of the
publications and printing requirements for the area serviced. They are under
the mlitary command of the conmander or the district commandant, as
determi ned by the Chief of Naval Operations (CNO, and the nanagenent control
of the DirDAPS.

b. DAPSDO s geographic | ocations are contained in appendi x A

1308. CHI EF OF NAVAL OPERATIONS (CNO). The U.S. Navy Regul ations, 1990
chapter 4, assigns responsibilities to CNO for supplenenting U S. Navy

Regul ations with detailed instructions to ensure the proper control of
classified information. Such instructions include the OPNAVI NST 5510. 1,
Depart ment of the Navy Information and Personnel Security Program Regul ation
t he Regi stered Publications Manual ; communi cations instructions; and Arned
Forces Industrial Security Regul ations.

1309. COVPONENTS OF THE NAVY DEPARTMENT. Each conponent, as defined in
paragraph 1203, is to establish and maintain a CPPMO to act as the sole
conponent |iaison with DPS and be responsible for:

1. Applying the rules, regulations, policies, and standards DPS promul gat es.

2. The technical and editorial content of the publications required for
fulfillment of their assigned m ssions.

3. The planning of their publications.
4. Deternmining distribution requirenments and providing instructions for

di stribution.
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5. Providing managenent of publications originated by field activities under
their cogni zance by acting for such activities, or del egating publications
management authority to such activities as appropriate.

1310. COWMIVANDANT OF THE MARINE CORPS (CMC). As established in the U S. Navy
Regul ations, 1990, chapter 5; and the Marine Corps Manual, and subject to the
| aws, policies, regulations and guidelines in publications and printing
matters established by higher authority; the CMC is responsible for the
fol | owi ng:

1. Determining the publications and printing requirenments for the Marine
Corps, and maintaining effective budgetary and record control thereover

2. Planning and preparation, pronulgation, procurenent, and distribution of
Marine Corps publications.

3. Procurenment, distribution and distribution control of the Mrine Corps
requi renents of conmmon service, single nanager, Federal agency, and
conmer ci al -type publications.

4. Participating in the planning, preparation, pronulgation and distribution
of joint-service docunments and publications which are applicable for Marine
Cor ps use.

5. Ensuring adequate procurement and distribution of publications of the
other Armed Forces as may be required to neet the needs of the Marine Corps;
except those distributed direct by a conmponent of the Navy Departnent within
its assigned nission and area of responsibility in exercising direct
operational and/or technical direction over functions of designated operating
forces of the Marine Corps of the Marine Corps (refer to paragraph 3212 of
thi s Manual

6. Mintaining a systemof continuing review of all official Mrine Corps
publicati ons per requirenents established by the JCP, SecDef and SecNav.

1311. USE OF DEFENSE AUTOVAED PRI NTI NG SERVI CE DETACHMENT COFFI CES ( DAPSDQO S)
SERVICES. Marine Corps field cormmanders nust conply with the | aws, policies,
regul ati ons, and instructions of this Manual w thin their command over
publications and printing matters within the Marine Corps (refer to paragraph
1102).

1. Marine Corps field activities using or planning to use services of
DAPSDO s wi I | budget for such printing.

2. The technical assistance and/or printing service of a DAPSDO wi || be used
as required or when procuring conmercial printing. Marine Corps field
activities will use the services of the appropriate office listed in

appendi x A, except:

a. For printing and duplicating provided by Marine Corps nobile printing
units and reprographic facilities.

b. \When the servicing DAPSDO cannot neet the requested printing deadline.
Marine Corps activities desiring to procure commercial printing costing $1, 000
or less, may subnit a waiver request on a case-by-case basis to the |l oca
Marine Corps printing managenment officer or |ocal reproduction officer for
perm ssion to allow direct purchase of the required printing.

c. Printing requirenents originating in-field activities which nmust be

procured by the CMC and any other printing subject to review and approval by
the CMC (ARD) before production or procurenent.
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d. For printing or reprographics equi pment all owance requests and
schedul ed or special printing equi pment and/or production reports required
by the CMC (ARD) or higher authority.

1312. LI AL SON WTH OTHER COVPONENTS OF THE NAVY DEPARTMENT AND DEPARTMENT OF
DEFENSE AGENCIES. Marine Corps liaison with and/or representation on Navy and
ot her DoD conponent boards engaged in the fornulation or revision of

regul atory and supporting directives and publications affecting the Mrine
Corps will be assigned by the CMC.

1313. PRI MARY RESPONSI BI LI TY FOR PUBLI CATI ONS AND PRI NTI NG

1. The CMC is vested with command responsibility for publications and
printing within the Marine Corps. The prinmary responsibility for determ ning
essentiality and necessity for the issuance of publications and printing, and
for the propriety and content of such materials in the Marine Corps, rests
with the Headquarters staff agencies; and with Marine Corps field commanders
over materials produced and/or promulgated within their respective comands.

2. Marine Corps field cormanders are responsi ble for conpliance with the
laws, rules, policies, regulations and instructions of this Manual w thin
their area of responsibility over publications and printing matters within
the Marine Corps (refer to paragraph 1102, above). Any inquiries regarding
clarification of appropriate action regarding this Manual or subsequent
directives received fromany source in these matters will be addressed to the
CMC (ARD) .
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CHAPTER 2
GENERAL REGULATI ONS
SECTION 1: PRI NTI NG MANAGEMENT PROGRAM

2100. GENERAL. The policy provided in this section provides general guidance
in determ ning the necessity and assignment of responsibilities for the
management, establishnment, and operation of nobile printing units, for the
centralized managenment of reprographics facilities, and the procurenent,
rental, use, storage, inventory, transfer, and disposal of printing and

repr ographi ¢ equi pnent.

1. Commanders of field activities and organi zati ons possessing a nobile
printing unit or reprographics capability and/or having a requirenent for

t he procurenent of commercial printing on a continuing basis, will establish
a printing managenment programto effect nmaxi mum efficiency and econony in

pl anni ng, preparing, producing, and procuring printed and reprographic
material required to acconplish the mssion of the activity or organization

2. No entity of the Marine Corps may obligate or expend for the procurenment
of any printing related to the production of Marine Corps publications
(including printed forms), unless such procurenent is by or through the GPO
Submit procurenent requests to the local printing nanagenent officer or |oca
reproduction officer for procurenment action through the |Iocal DAPSDO and
regi onal GPO

3. If the work is not of a continuing or repetitive nature, paragraph 2100. 2,
above, does not apply to individual printing orders costing not nore than
$1,000, and as certified by the Public Printer, cannot be provided nore
econom cally through GPO. Certification by the Public Printer is obtained

t hrough the | ocal DAPSDO via the local printing nmanagenent officer or |oca
reproduction officer. The term"printing" means the process of conposition

pl at emaki ng, presswork, silk screen process, binding, mcroform and the end
items of such processes.

2101. LOCAL PRI NTI NG MANAGEMENT OFFI CER OR LOCAL REPRODUCTI ON OFFI CER. FMF
comuanders will assign the responsibility for administering the printing
management program w thin each activity or organi zation to an individua
designated as the local printing nanagenment officer or |ocal reproduction
officer. This individual nust have a thorough basic know edge of printing
and reproduction (GccFl d 1500) requirements; NAVSO P-35, Departnent of the
Navy Publications and Printing Regul ations; Governnent Printing and Binding
Regul ations, No. 26; published by the JCP. FM- organi zation assignnments are
to be at the wing, division, force service support group, or brigade |evel
The I ocal printing nanagenent officer or |ocal reproduction officer will be
assigned the followi ng responsibilities:

1. Miintain technical direction over the preparation, production, and/or
procurenent of printing and/ or reprographics.

2. Miintain technical direction over printing and reprographi cs equi pnent
under the jurisdiction of the activity or organization.

3. Establish and mamintain a schedul ed preventive nmi nt enance program for
all printing and reprographics equi prent under the jurisdiction of the
activity or organization; and direct proper packing and crating of such
equi prent to be transported in troop novenents.

4. Miintain an inventory of all printing and reprographics equi pnent

aut horized as part of a nobile printing unit or reprographic facility, and
be responsible for assuring tinmely subnission of any requested equi pnent
and production reports to the CMC (ARD).
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5. Review and provide technical advice to the command regarding all requests
for procurenment, rental, transfer, storage, disposal, and use of printing and
repr ogr aphi cs equi prent .

6. Review all printing requests for legality and necessity, and certify al
requi sitions/contracts for conmrercial printing.

2102. CENTRALI ZATI ON CF EQUI PMENT

1. Fleet Marine Force (FMF). Authorized FMF printing and reprographics

equi pnent will be dispersed per with the unit all owances established in
appropri ate tables of equi prment; subject to the provisions of this Manual

and as deened appropriate by the senior commander concerned. Dispersion nust
neet the needs of the organization. Mbile printing plants nust be maintai ned
and operated as a unit.

2. Non-Fleet Marine Force

a. Centrally locate all printing and reprographi c equi pment to:

(1) Pronmote efficiency and reduce cost of operation by ensuring
maxi mum utilization of each piece of equipment.

(2) Extend the serviceable |life of the equi pnent through operation
and nmi ntenance by nore experienced personnel

(3) Avoid the nultiple stockpiling of production supplies.
(4) Inprove the quality of production
b. Establishing satellite units of equipnment is not authorized w thout
prior witten approval by the CMC (ARD). A satellite unit nay be approved if

the requesting units can justify the need based on the di stance from a DAPS
facility or nobile printing unit.

2103. ACTIVITY PRODUCTI ON RECORDS

1. Al printing and duplicating requests for |local work to be acconplished by
nmobil e printing units, and/or reprographic facilities shall be submitted to
the local printing managenent officer or local reproduction officer for
signature and approval on the DD Form 844, Requisition for Local Duplicating
Servi ce.

2. Maintain conpleted DD Form 844’s on file to reflect production and cost
data, as required for reports purposes and periodic review by the |ocal
printing managenent officer or local reproduction officer to ensure
conpliance with this Mnual

3. Use the DD Form 844’ s as backup data in conpiling requested production
reports and schedul e for disposal per the records disposition instructions
pronul gated i n SECNAVI NST 5212.5, Disposal of Navy and Marine Corps Records.

4. Use the DD Form 844 in other reprographics processes as deemed necessary
for adequate control

2104. MARI NE CORPS MOBI LE PRI NTI NG UNI TS

1. The Marine Corps operates six mobile printing units supporting the
respective parent organi zation. Mbile printing units are currently operated
and maintained in designated FMF organi zations. They are equipped with

conbi nati ons of equi pnent classified in paragraph 2108, below, and cone under
the definition of "Federal
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printing plants.” Subnmit requests for acquisition or disposal of these units
and/ or conponents to the CMC (ARDE) for approval by the JCP

2. Wth the exception of the printing units referenced in paragraph 2104.1
above, Marine Corps field reprographic facilities, equipnment, processes, and
production are limted to those defined as "reprographics" in paragraph 1216.
Al'l other field printing requirenents, as defined in paragraph 1215.1, nust
be approved by the local printing nanagenment officer or |ocal reproduction

of ficer and subnitted to the | ocal DAPSDO i n appendi x A

2105. CERTI FI CATI ONS

1. WMarine Corps local printing nmanagenent officer or |ocal reproduction
officer will certify all Marine Corps field activity requisitions/contracts
for conmercial federal printing as foll ows:

"I hereby certify, as the responsible officer in the field, that the printing
and/ or binding covered by this requisition/contract is proper and | ega
commercial printing and is necessary for the public service; therefore,
procurenent is authorized. Accomplish this procurenment per all applicable
regul ati ons."

(Nane, Grade, Title)

2. Paynent Vouchers. The Navy Conptroller Mnual, Volume 4, requires the
followi ng certification by the paying office be entered on paynent vouchers
for comrercial Federal printing:

"I hereby certify, as responsible officer in the field, that the comerci al
printing and/or binding covered by this voucher was, in ny opinion, urgent or
necessary to have done el sewhere than at the Governnment Printing Ofice and
that it was procured in accordance with all applicable regulations."

*(Nane, G ade, Synbol)

*When t he above paying office certificate is conbined with the paying office
admi nistrative certificate on the public voucher by inserting it in proxinity
to the admnistrative certificate, one signature on the public voucher wll
suffice. Properly certify all supporting requisitions/contracts per the
provi sions of this paragraph.

2106. PRINTING BINDI NG AND RELATED OR AUXI LI ARY EQUI PMENT

1. Operate, purchase, rent, exchange, transfer, or dispose of printing,
bi nding, and related or auxiliary equi pnent per this Mnual

2. Equipnment Cassification and Approval s

a. JCP has classified certain basic types of equi pnent for guidance in
procuring, using, and controlling printing and binding and rel ated or
auxiliary equi pnent. The following tables (2-1 through 2-4) list basic
representative types of equipment only and are not to be considered as
al I -inclusive.

b. An "X" in colum (1) of the tables indicates that JCP approval is
required prior to acquisition.

c. Except as indicated by footnotes, an "X" in colum (2) of the tables
i ndi cates that approval authority is vested in the CMC ( ARDE)
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d. Attention is directed to the Buy Anerican Act (41 U S.C. 10a-d) which
provi des that the Governnment give preference to donestic sources and products,
pursuant to Executive Order 10582, dated Decenber 17, 1954, as anended by
Executive Order 11051, Septenber 27, 1962

2107. NEW DEVELOPMENTS. Business markets continuously devel op new or

i mproved printing, phototypesetting, and reprographic devices and digitized
media. Prior to procuring or using such equipnent, provide the CMC ( ARDE)
all available informati on about the equipnment. The CMC (ARDE) will take
action as foll ows:

1. To determine if such itens come under the classification of printing,
bi ndi ng, and related or auxiliary equiprent.

2. \Wen avail abl e, provide technical advice and assistance to the comand

regardi ng any |like equi pment or processes having simlar capabilities that
are nmore econom cal and/or nore efficient than the item bei ng consi dered.

2108. EQUI PMENT CONTROL

1. As defined and classified in paragraphs 1211 and 2106 of this Mnual,
"printing" equi pnent and production/procurenent are subject to authorization
and reports control procedures established by the JCP, Congress of the United
St at es.

2. Reprographi cs equi prent and production (paragraphs 1216 and 2107) are
excluded from said control procedures unless the equipnment is used in
conjunction with and/or the naterial is produced in a nobile printing unit as
defined in paragraphs 1205 and 2104. Al printing and reprographics equi pnent
is subject to approval by the CMC (ARD).

Table 2-1.--Conposing and Rel ated Equi prent .

(1)(2)

CAMERAS, COMPOSIi NQ------- "= - - - - oo oo oo oo X

CASTI NG MACHINES, lead and rule----------ccoommmmmmmmoaa X

COVPUTER OUTPUT M CROFORM (COM DEVICES-----------------oonn- X1/

CUTTERS, lead, rule, and slug--------------------------------- X
KEYBOARDS, TAPE ACTI VATED, f or operating phototypesetti ng machi nes X

M TERING MACHINES, printers’ ---------ccmmmmmm oo o X

MOLDI NG MACHI NES, rubber or plastic, molding fromtype--------- X

MORTI SING MACHI NES- - - - - - - - - - s s e e o e e e e e e e e e X
PHOTOCCOMPCSI TI ON DEVI CES, display matter--------------------ommmmmnnnon X
PHOTOGRAPHI C/ ELECTRONI C CHARACTER GENERATI NG DEVI CES---------- X1/
PHOTOTYPESETTI NG MACHI NES- - - - - - === - - - o s e e e e e e e e e e oo e oo X

PROOF PRESSES, letterpress or offset-------------ommmmmnnnnn X

ROUTERS AND TYPE-H GH MACHINES-------------mmmmmmmm e e e e e oo o X

SAWS5, netal-trimer, printer’ S-----------cooommmmommm oo X
STEREOTYPE CASTI NG MACHI NES- - ----------mmmmmmm e e oo X

TABLES, inposing, correcting---------------ommmmmmmmmmmmom X
TYPECASTI NG AND TYPESETTI NG MACHI NES-----------mmmmmmmmmem oo o - X

1/ JCP authorization is required only when used in the printing process as
defined in paragraph 1211
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Table 2-2.--Printing Presses and Rel at ed Equi pnent.

(1)__(2)
COPI ERS/ DUPLI CATORS
Aut omat i c copy-processing or copier-duplicating nachines,
produci ng copies by electrostatic, thermal, or other
COPYIi NG PrOCESSES- - - — - - oo m o oo o o e oo X
DAMPENER CLEANERS, PreSS---------- oo oo oo m o oo X
DRYERS, PreSS----m - oo oo oo oo oo oo X
DUPLI CATORS
O fset, lithographic, sheet-fed, perfecting, and tandem
Single unit, or two-unit perfecting and tandem
sheet-fed (11 by 17 inches with inmage nmaxi num of
10 3/4 by 14 1/4 inChes) -----mmm oo X1/
PRESSES, printing:
Conbi nation offset lithographic and letterpress-------------- X
ElectrostatiC-------cmmmmmm i X
ENgravi Ng---------m oo m oo a- - X
Fl exographic or Aniline--------ccmmmmmm e X
Gravure and rotogravur @------- - - -m oo oo X
1 L L A T R e X
Letterpress, rotary, waparound, cylinder, flatbed, web
OF Plat@n------ - s m oo X
O fset, lithographic, other than duplicators----------------- X
Silk screen process unit, power-operated--------------------- X
Ther mographi c or enbossing-----------ccmmmmmmm i X

1/ Acquisition of tandem or two-unit perfecting presses by nonprinting
facilities shall be reported to the JCP via the CMC (ARDE) within 30 days.

Table 2-3.--Platennking and Rel at ed Equi pnent.

(1)___(2)

BEVELI NG MACHI NES, printers’ --------mmmmm e e oo X
CAMERAS, PrOCESS- - - - = - - = oo m oo m o o e o e oo X1/
COPY- PROCESSI NG MACHI NES, not requiring the use of negatives or

metal plates-------m oo X
DRIERS, print and film-----commmm o X1/
LAMPS, canera and platemaki NQg------------ oo e X1/
LETTERPRESS, PLATEMAKI NG UNI TS--- - - - - - i m o e o e oo X
LETTERPRESS PLATEMAKI NG UNI' TS, photopolynmer--------------mommonoonn X
M CROFORM PLATEMAKER- - - - - - = - - = oo o o e e e e e e e e i a o X
M CROGRAPHI C DUPLI CATOR- - = = = = = s s o m o e e e e e e e e e e e e e i o em e oo - X
MORTI SING MACHI NES- - - - - = - - s - o e o e o e e - X
OFFSET PLATEMAKI NG UNITS, not requiring the use of negatives------------- X
OFFSET PLATEMAKI NG UNI'TS, requiring the use of negatives----------------- X1/
OFFSET PLATEMAKI NG UNI' TS, projection with or w thout negatives----- X
PHOTOCOVPOSI NG MACHI NES, step and repeat------------------------- X
PLANERS, power-operated-------------- oo oo X
PLATE COATER, offset, automaticC---------------“--““““-““-““““- - X1/
PRESSES, Mol ding----------- oo o e e X
PROCESSORS, film----omm e o X1/
PROCESSORS, plate, offset automatiC-----------cmmmmmm oo X1/
PROOF PRESSES, letterpress, offset---------ommmmmmm e X
ROUTERS and TYPE-HI GH MACHI NES- - - - - - - - - - s o e m e e e e - X
SAW TRI MVERS, power-operated---------- - oo X
SINKS, tenperature-control -------m oo e e X1/
TABLES, plate rub-up, opaquing, lineup and register, etc.---------------- X1/
VACUUM FRAMES, printing, plat@---------mmmm oo o X1/

1/ Not authorized for use in connection with duplicating/copying as defined
i n paragraph 2110. 2.
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Table 2-4.--Binding and Rel ated Equi pnent.

(1)___(2)
ADDRESSI NG AND MAI LI NG MACHI NES, hand-operated and automatic------------- X
Bl NDI NG MACHI NES, adhesive, wire or plastic, hand-operated
and electric table model S-----------------m oo X
Bl NDI NG MACHI NES, adhesive (perfect), wire or plastic,
power - oper at ed, except electric table nodels--------------uom-- X
BOOK CARTON | NSERTER AND SEALER----------cmmm e e oo X
BUNDLI NG MACHINES OR PRESSES- - - - ------- - - mm e oo oo e e oo oo - - X
COLLATI NG MACHI NES, including stitching attachnments, power-operated:
Sheet ONl y----- - m e e e e e e e e X1/
Signatures, or sheet and sighatures-------------c-ommmnon X

COLORI NG MACHI NES, paper, web- or sheet-fed------------------------ X
CONDI TI ONI NG MACHI NES, paper--------------c--m oo m oo oo - X
CORNERI NG MACHI NES, paper, power-operated-------------------------- X
CUTTERS, paper, up to 31 iNCheS--------mmmm e e e e e X
CUTTERS, paper, over 31 inNChesS--------mmmmm e X
DRI LLI NG MACHI NES, paper, power-operated, over 3-spindle----------- X
DRI LLI NG MACHI NES, paper, power-operated, up to 3-spindle---------------- X
EYELETTI NG MACHI NES, tag, power-operated-----------------“-“------- X
FOLDI NG MACHI NES, sheet-size capacity 14 by 24 inches or less------------ X
FOLDI NG MACHI NES, sheet-size capacity larger than 14 by 24 inches-- X
FOLDI NG MACHI NES, sheet-fed, for folding diazo prints, etc.-------------- X
GATHERI NG MACHI NES, power-operated------------c-mommmmmm oo o X
I NSETTI NG MACHI NES, sSignatur@---------mmmmmm e e e m o - X
JOGGE NG MACHI NES, power - oper at ed, except portable and

electric table model S------------------ oo X
LAM NATING MACHI NES- - - - - - - - o - m oo oo oo oo e oo o e o oo oo - - X
PACKAGQ NG AND TYING MACHI NES- - - - - - - - - - s s oo e o e oo e e - - X
PERFORATOR, power-operated----------mmmmm oo X
PRESSES, bi nders, backing, die-cutting, stanping, etc.------------- X
PUNCHI NG MACHI NES, paper, power-operated, except

electric table mbdel S-----------------m o X
PUNCHI NG MACHI NES, hand-operated and electric table nodels--------------- X
SEALI NG MACHI NES, panphlet, automatiC-----------c-mommm e X
SEW NG MACHI NES, bOOK----------mm o m e X
STAPLI NG MACHI NES, wire spools or prefornmed staples,

power - oper at ed, except electric table nodels-------------------- X
STI TCHI NG AND STAPLI NG MACHI NES, bOX------------------mmmm oo oo X
STI TCHI NG MACHI NES, paper, power-operated (single- and

dual - head, maxi mum capacity 7/8 of an inch)---------ccmommmmmn X
STI TCHI NG MACHI NES, paper, power-operated (nultihead)-------------- X
STRI PPI NG MACHI NES, bOOK------------c e X
TABLES, binders, gathering, rotary, power-operated----------------------- X
THERMOGRAPHI C OR EMBOSSI NG PRESS- - - - - ----- - o m o e oo e oo o - - X
TRI MVER, book, power-operated-------------c-mmmmm i X
WRAPPER AND/ OR BANDI NG MACHI NES (kraft paper or shrink film------------- X

1/ Departnent Headquarters will report all such nachines acquired by
CGovernment installations other than printing plants to the JCPon JCP
Form No. 3.
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2109. EQUI PMENT ALLOWANCES

1. Stock Itenms. - The issue of reprographics equipnment carried in stock in
the Marine Corps supply systemis restricted to FMF organi zati ons.

2. EME

a. Printing and reprographi cs equi pnent allowances are included in
appropriate tables of equiprment to establish and naintain unit personnel and
tonnage table factors, and the equipment is procured and supported by the
Mari ne Corps supply system

b. Current allowances have been approved by the authorities referenced in
this Manual. Any subsequent change in all owances requires action per this
section.

3. Non-FMF. Printing and reprographics equipnment is included in the
classification of "decontrolled" itens of equipnment. No allowances are
established for "supply nmanagenent"” purposes. Wen authorized, conmanders
may determne and procure fromcomercial sources using available allotted
funds, the quantity, type, nake, nodel, and capacity of printing and

repr ographi cs equi pment required to acconplish the unit m ssion

2110. PURCHASE, RENTAL, EXCHANGE, OR TRANSFER OF EQUI PMENT

1. Printing Equipnent. Prior authority nust be obtained fromthe CMC ( ARDE)
for the purchase, rental, transfer, or exchange of any printing and binding
rel ated equi pnent (see paragraph 2108 and tables 2-1 through 2-4). Prepare an
aut hori zation request and process per paragraph 2111 bel ow

2. Reprographic Copying Equipnent. To rent, |ease, purchase, transfer
exchange, or di spose of high-speed reprographic copying equi prent (includes
cost-per-copy) with rated speeds of 71 copies per nminute or faster, subnit a
DAPS Form 5600/ 14 (Rev. 4-92) to the CMC (ARDE) for approval by the regiona
DAPSDO (DPS Form 5600/ 14 is available fromthe local DAPSDO). |If the CMC
(ARDE) and DAPSDO approve the request, DAPSDO will assign a Reprographics
Equi pnment Acqui sition Nunber (REAN) and return the request to the CMC ( ARDE)
for cost analysis validation. The CMC (ARDE) returns the DAPS Form 5600/ 14
(Rev. 4-92) to the requester for acquisition

a. To rent, |ease, purchase, transfer, exchange, or dispose of md-range
copyi ng equi pment (includes cost-per-copy) with rated speeds of 31 to 70
copies per mnute, submit a witten request to the CMC (ARDE) for approva
per paragraph 2111.1, bel ow.

b. The local printing managenment officer or |ocal reproduction officer
are authorized to approve acquisitions of copiers with rated speeds of 30
copies per mnute or |less, and requests for Electronic Copy Boards. The CMC
(ARDE) nust be notified in witing within 30 cal endar days of equi prent
acqui sition. Witten justifications (per paragraph 2111.1) nust acconpany
the notification.

3. Acquisition of printing and reprographic equi prent, defined as garrison
pl ant equi pnment, which neets the investnent criteria nust conply with MCO
P10150.1 for budgeting, property accounting, and disposal procedures.

2111. REQUESTS FOR EQUI PMENT AUTHORI ZATI ON. Subnit a separate letter-type
aut horization request for each of the follow ng categories of equipnent, or
equi pnment conponents, as appropriate. The request for equi pnent authorization
shoul d conply with the guidance in MCO P10150.1, appendices L-13 and L-18 for
acqui sition of investnment plant equiprent.
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1. Printing Plant (Conponent Printing and Reprographic Equipnent). Submit
the request in duplicate, addressed to the CMC (ARDE). The request nust
contain or be supported by:

a. A complete justification (intended use, production units planned or
antici pated; any savings to be realized in operating costs, etc.).

b. Al available data regarding the cost of the equipnent and the
availability of allotted activity funds for procurenent, if approved. Use
cost analysis to determ ne the nost econom cal nethod of acquisition, either
| ease or purchase, of the equipment. Cost analysis factors will include
equi pnent surveyed (purchase/rental), maintenance, supplies, and personnel

c. Al available data regarding the make, nodel, capacity, size (11- by
17-inch presses nmust show unit or plate i mage size), and production process
of the equipnent; include data regarding required production supplies and
mai nt enance support and their costs and accessibility.

d. Information regarding |ack of availability or suitability of Iike
services offered by civilian, other mlitary, or Governnent printing
facilities located in the geographical area; include conparative cost
factors, if avail able.

e. |f appropriate, conplete identification, age, and serviceability
condition of any equi pnent anticipated to becone excess to the needs of the
activity if the request is approved. (Do not prepare or submt Standard
Form 120, Report of Excess Property, until directed.)

f. Proposed location (activity building nunber).

2. Mbile Printing Unit (Conponent Printing and Reprographic Equi pnent).
Submit the request to the CMC (LFS and ARDE). Were new and different
component equi prent and processes are desired (paragraph 2107, above,
applies), submt the data required in paragraph 2111.1, above, as appropriate;
ot herwi se, base the justification on the required additional |ike conponent
itemor unit.

3. Reprographic Equi prent (Locations OGher Than That Included in Printing
Plants or Mdbile Printing Units)

a. FMF Request s

(1) Submt the request to increase or decrease FMF all owances to the
CMC (LPF) for those itenms of reprographic equipnent carried in stock in the
Mari ne Corps supply system

(2) For new and different reprographic equipnent (paragraph 2107,
above, applies), submt the request to the CMC (LPF and ARDE), with the
supporting data required in paragraph 2111.1 above, except paragraph 2111. 1d.

b. Non-FMF Request. Submit the request for duplicating/copying equiprent
to the CMC (ARDE). It nust contain or be supported by the applicable data
required in paragraph 2111.1, above.

2112. DI SPOSAL COF EXCESS EQUI PMENT

1. Disposal Authorization. Disposal of excess printing or reprographic
equi pnent will not be effected prior to authorization by the CMC (ARD).
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2. Report Form and Procedures

a. Wien submitting reports of excess printing and reprographic equi pnent
to the CMC (ARDE), use Standard Form 120. Report Control Synbol J-5600-01
is assigned to this reporting requirenent.

b. Data Required. Each report will contain the follow ng data, as
appl i cabl e:

(1) Description. Mke, nodel, age, capacity (size of press or unit
production), and serial nunber.

(2) Condition. Use standard supply system condition codes; include
data regardi ng conpl eteness and serviceability of conponents, if appropriate.

(3) JCP equi pnent authorization nunber (not applicable for
reprographi ¢ equi pmrent which is not a conponent of a printing plant or nobile
printing unit).

(4) Oiginal cost (if known) and current estimated val ue.
3. Reporting Conpleted D sposal Action. Unless directed otherwise in the

letter of authorization for disposal, nake a report of disposition to the
CMC (ARD) within 10 days after conpleting disposal action.

2113. UNSERVI CEABLE EQUI PMENT

1. Report unserviceable nobile printing unit equiprment to the CMC ( ARDE)
Use Standard Form 120, providing the data required in paragraph 2112 above,
and state whether a replacenent is required and activity funds are avail abl e
for procurement. Report Control Synbol J-5600-02 is assigned to this
reporting requirenent.

2. Do not report unserviceabl e reprographic equi prment. Follow appropriate

supply system procedures for disposal; request needed repl acenents per
par agraph 2111, above.

2114. PROCUREMENT, PRODUCTI ON, AND EQUI PMENT REPORTS

1. Cenera
a. Negative reports are not required

b. Backup Data and Reports Supervision

(1) ILn-Use Equipnent. Miintain records as required under the
supervision of the local printing managenent officer or |ocal reproduction
officer of the imrediate comand in which the nobile printing plant is
mai nt ai ned and oper at ed.

(2) Maintain production records per paragraph 2103 and use them as

backup material for conpiling production reports. These production reports
have been assigned Report Control Synbol J-5600-03.
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c. Exclusions

(1) Equipnment (G her Than Conponent Items of Printing Plants).
Except for the equi prent authorization and di sposal requirenents set forth in
par agraphs 2111 and 2112, neither reprographic equi pnent nor production
reports are required unless specifically requested.

(2) Mobile Printing Units. Although nobile printing units are
considered printing plants because of the classification of conponent itens,
they are not required to submt schedul ed production reports. Proper
supervi sion shall be exercised, however, to assure that use and production is
limted to that for which the equi pment was aut horized and that production
otherwi se conplies with this Manual. Maintain production records per
par agraph 2103. The activity concerned should be prepared to furnish data
and production sanples as nay be directed by the CMC or higher authority.

2. Schedul ed Report. Conmercial Printing Report is a sem annual report
covering all transactions concerning conposition, printing, binding, and

bl ankbook work which are procured directly fromcomercial sources. Use JCP
Form No. 2, revised March 1971. Local reproduction of this formis

aut hori zed.

a. Do not report work procured through any DAPS or GPO source, printed
envel opes ordered through GSA contracts, rebinding publications of any
description, or tabulating cards procured fromany source. |In addition, do
not include orders procured outside the 50 states, provided the areas of
origin and distribution of such orders are restricted to the non-U. S. area.

b. Negative reports are not required

c. Reporting Dates. Submt an original, to arrive at the CMC (ARD) no
|ater than 30 days after the close of each reporting period of Cctober-March
and April-Septenber but not |ater than 30 April and 31 Cctober. Report
Control Synmbol J-5600-04 has been assigned to this reporting requirenent.
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CHAPTER 2
GENERAL REGULATI ONS
SECTI ON 2: GENERAL RESTRI CTI ONS
2200. CGENERAL. The restrictions in this section apply to all publications
and printing applications.
2201. LEGALITY AND NECESSI TY
1. Al printing, binding, or blankbook work nust be authorized by |aw
2. Al printed matter issued shall be devoted to the work which the Marine
Corps is required by law to undertake (which includes natters pertaining to
the health and welfare of personnel). It shall not contain matter which is
unnecessary to transact public business or matters relating to work which any

ot her branch of the Government is authorized to perform

3. Al printing and binding work nust be certified as necessary for the
public service

4. The content, editorial and physical format, production, procurenent, and

di stribution of duplicated or copied publications nmust conply with the
printing-laws and this Mnual.

2202. ADVERTI SEMENTS, COMVERCI AL

1. No Marine Corps publication or other printed matter, prepared or produced
with Governnent funds or identified with an activity of the Marine Corps,
shall contain any advertisenment inserted by or for any private individual
firm or corporation. It shall contain no naterial that inplies in any nanner
that the Governnment (Marine Corps) endorses or favors any specific comercial
product, commodity, or service. This paragraph is not applicable to area
guides, civilian enterprise newspapers, or comnics suppl ements.

2. Periodicals and other printed matter will not contain editorials, book
reviews, or articles which are intended solely to foster or obtain the support
of persons outside the Governnent for the Marine Corps, or which can be
construed as advocacy of increased appropriations or |egislation

2203. ARTWORK SIGNATURE. Artwork for publications may be signed, provided
that such signatures are in proportion or relation and subordinate to the
design. Signatures of technical illustrators, designers, typographers, or

| ayout artists shall not be printed.

2204. BLANK PAGES. Bl ank pages will be elimnated when possible, with due
consideration for econom es inherent in the use of signatures in production
Format and page nakeup shall be adjusted to reduce wasted bl ank space to a
m ni mum

2205. CARDS, CALLING GREETI NG (I NCLUDI NG CHRI STMAS, ETC.). Even though for
official use, Governnent funds will not be used in the printing, engraving,
or enbossing of calling or greeting cards, except as noted in paragraph 2402.
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2206. DECORATIONS AND M XTURES OF TYPE. Typographi c decorations; m xtures of
i notype, nonotype, and handset type on a single page; and "runarounds" or
type that follows odd contours will not be used in Marine Corps publications.

2207. COPYI NG OR DUPLI CATI NG LI M TATI ONS FOR LOCATI ONS OTHER THAN AUTHORI ZED
MOBI LE PRI NTI NG UNI TS AND REPROGRAPHI C FACI LI TI ES

1. Hi gh Speed Duplicating. Includes all work produced on any el ectronic
copi er/duplicator, laser printer, or digital duplicator, with rated speeds of
71 copies per mnute (cpn) or higher. This work is restricted to not nore
than 100 copi es per original, and not exceeding 2,500 total aggregate

i npressi ons (pages x copies) per job.

2. Md-range Copying. Includes all work produced on any copier with rated
speeds of 31 to 70 cpm This work is restricted to not nore than 50 copies
per original, and not exceeding 1,000 total aggregate inpressions (pages X

copi es) per job.

3. Low Volune Copying. Includes all work produced on any copier with rated
speeds of 30 cpmor less. This work is restricted to not nore than 15 copies
per original, and not exceeding 300 total aggregate inpressions (pages X

copi es) per job.

4. Full Color Copying. Includes all work produced on any full color copier
regardl ess of equi pnment rated speed. Due to the expense associated wth ful
color reproduction, a limt of 40 copies per original, and not exceedi ng 400
total aggregate inpressions (pages X copies) per job. For work exceeding
these limtations, contact the local printing managenent officer or |oca
reproduction officer.

2208. ENVELOPES/ LABELS

1. Preprinting or inprinting by engraving and/or die enbossing processes is
not permtted.

2. Borders, markings, slogans, or designs shall not be printed on nailing
envel opes or | abel s except when specifically approved by the General Services
Admi ni stration (GSA) and in conformity with postal |aws and regul ations. As
a general policy, both to reduce costs and prevent undue publicizing of sone
Covernment activities in contrast to others, the use of borders, narkings,

sl ogans, or designs to support an agency or its program shall not be

aut horized in any form whether printed, stanped, or otherw se affixed.
Requests for specific approval, with conplete justification, shall be
submitted to the CMC (ARD).

3. Names of officials or offices shall not be printed on mailing envel opes
or | abels.

2209. | LLUSTRATI ONS

1. Illustrations are to be used in printed natter only when they:

a. Relate entirely to the transaction of public business and are in the
public interest.

b. Relate directly to the subject and are necessary to explain the text.
c. Do not serve to aggrandi ze any individual

d. Are in good taste and do not offend proper sensibilities.
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e. Are restricted to the m ninum size necessary to acconplish their
pur pose.

f. Illustrate enployees actually engaged in an act or service related to
their official duties.

2. Public Law 85-921, 85th Congress, permts illustrations and filns of the
United States and foreign obligations and securities under certain
circunmstances. Prior to the inclusion of illustrations of such items in
printed, duplicated, or reproduced material, the legality of such use should
be ascert ai ned.

2210. |1 TEMS OF PRINTING Itens which require printing operations to fit them
for the particular needs of the Marine Corps are subject to the printing | aws.
As such, they shall be prepared, produced, and procured according to those

| aws.

1. Any production or procurenent of decalcomania is "printing" and provisions
of this Manual apply.

2. Tabulating card requirements for blank or inprinted tabul ati ng cards
shoul d be procured through Federal Supply Schedul e contracts covering FSC
Goup 75, part VIII.

3. Marginally punched continuous formrequirenents should be procured using
t he nearest DAPSDO contracted for marginally punched continuous forns.

2211. 1 TEMS OF SUPPLY. Publ i cations, including bl ankbooks produced by
commercial suppliers and regularly carried as "off-the-shelf" stock itens for
conmerci al sale or use, and binders for |ooseleaf material, printed or stanped
in the course of manufacturing are itenms of supply. As such, they are not
subject to the printing |laws and nay be procured according to Navy procuremnment
directives, GSA schedul es, Federal Property Managenent Regul ations, and
Federal Acquisition Regul ations.

1. Calendars. Standardized Governnment desk and wall cal endars, except those
produced for personnel procurenment advertising purposes, are the only

cal endars aut horized for procurement at CGovernnent expense. They shall be
ordered from GSA

2. Blankbooks. Bl ankbooks not avail able through GSA, but regularly carried
in stock by cormmercial dealers, that require no printing and/or binding
operation after receipt of order, may be procured w thout obtaining a waiver
fromthe CMC (ARD): provided, no order or orders for each type of bl ankbook
exceeds $500 in any 1 year.

3. Blank Forns
a. Instructions regarding the sources of supply, procedures governing
i nventory control, and requisitioning of blank forns are contained in

applicabl e supply procedural manuals, directives, and stock lists.

b. Locally Designed and Produced Bl ank Forns

(1) Plan and use local forms according to MCO 5213.7 and MCO 5213. 8.
(2) The production of local fornms under reprographics processes shal

not exceed a total annual quantity of 5,000 production units per individua
form
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(3) Quantities of local forms required in excess of the 5,000
production units limtation, shall be procured as printing.

2212. LETTERHEAD STATI ONERY

1. Procure stocks of letterhead stationery only after due consideration of
use requirenents and | ongevity, as may be dictated by address changes/

depl oynents, and proper supply econony. Wen the using conmander determ nes
that procuring letterhead stationery woul d be uneconom cal, conmmrands wil |
prepare correspondence on plain paper per the instructions in SECNAVI NST
5216.5, Departnment of the Navy Correspondence Manual .

2. Borders, slogans, nmarkings, designs, or other decorative devices shall not
be inprinted on official stationery wi thout specific approval by the | ocal
printing nmanagenent officer.

2213. MARINE CORPS BALLS, DINNING INS, MESS NIGHTS. Unless specifically
sanctioned by the SecNav or CMC, Marine Corps balls, dining-ins, and ness
ni ghts are social, not official functions; and accountabl e public funds may
not be used to defray associated printing costs.

2214. PRINTED MATTER FOR CEREMONIES. Printed matter for official cerenonies
purchased with accountable funds is limted to the itens prescribed in
SECNAVI NST 5603.2, Printed Matter for O ficial Cerenpnies, and

par agraph 2419 of this Manual. Retirenment cerenonies in and of thensel ves
are social rather than official functions. However, there are two instances
that pernmit paynent of accountable funds for printed materials for retirenent
cerenoni es:

a. Wien a retirenent cerenmony is held in conjunction with a change of
command, or

b. Wien a mlitary retirenent is judged to be an official mlitary
function by the senior mlitary officer of the activity concerned, and the
officer provides this witten determination to the Director of the | ocal
Def ense Automated Printing Service (DAPS).

2215. PRI VATE OR COVMMERCI AL WORK.  No work of a private or commercial nature
may be acconplished at any Marine Corps printing plant or facility even

t hough the Government is reinbursed for 1t. \Wen appropriated funds are used
to create information for publication, the printing and bindi ng of that
information is subject to the provisions of 44 U S. C. 103 and 501. Such
information shall not be nade available to a private publisher for initial
publication w thout the prior approval of the CMC (ARDE).

2216. PROMOTI ONAL- TYPE WORK. Produci ng and issuing pronotional -type
publications, except for personnel procurenent advertising material, by or for
any el ement or organizational entity of the Marine Corps, or using Governnent
funds in the comercial production and issuance of such publications is

prohi bited. Publications suspected of being pronotional should be forwarded
to the CMC (ARDE) for a determ nation and specific guidance.

2217. PUBLI CATI ONS FI NANCED FROM NONAPPROPRI ATED FUNDS. Usi ng nonappropri at ed
funds to procure publications by or for an instrunentality of the United States
perform ng governmental functions shall not, by reason of such use, constitute
an automatic waiver frompublic | aw and provisions of this Manual governing the
procurenent of publications. Marine Corps conmponents are authorized to produce
or procure publications financed from nonappropriated funds for noral e,
recreational, welfare, and simlar activities having official recognition.
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2218. This paragraph deleted by Ch 2 (ALMAR 041/ 98)

2219. REPRODUCTI ON OF STANDARD AND DEPARTMENTAL BLANK FORMS

1. The local reproduction or printing in whole or in part of any nunbered
standard or departnental formis prohibited, except when specifically
authorized. Standard fornms are subject to the approval of GSA, the Cenera
Accounting Ofice, or other responsible agency. Departnental fornms are any
forms prescribed at departnmental |evel for departnental -w de application or
use by subordi nate commands; e.g., DD, NAVEXCS, NAVMC, NAVCOWT, NAVPERS
OPNAV, DA, AF, VA, TD, etc.

2. Departnmental fornms may be reproduced for instructional purposes provided
the word "SAMPLE" is overprinted on each copy thus nullifying its use for the
basi ¢ purpose of the form (not applicable when "partial fill-in" is used in
directives or other publications to denote proper use of the forms).

2220. SEAL AND EMBLEM Reproduction and use of the official Mrine Corps
Seal and the Marine Corps Enblem shall be per paragraph 2416 of this Mnual .

2221. STATI ONERY, | NFORMAL MEMORANDA, PERSONALI ZED. Printing names on
official stationery and on infornmal nenoranda is prohibited. |nfornal

menor anda (nenorandum sheets or pads) nay be identified with the word
"Menorandum and the agency nane, or an equivalent identifier. One color of
ink is authorized, printed on JCP 065, white recycled plain copier paper, 20
pounds; JCP A60, white offset book, 50 pounds; or JCP D10, white or colored
writing paper, 20 pounds. Trimsizes are: 5-1/2 by 8-1/2 inches, or 8-1/2
by 11 inches. Al pads will consist of 100 sheets of paper

2222. TECHNI CAL PUBLI CATI ONS. Technical publications are procured through
the | ocal DAPSDO via the CMC (ARD).

2223. TEXT CONTENT AND SCOPE. The text and scope of all official Marine
Corps printed matter produced by any nethod of printing, duplicating,
reproduction, or binding shall not exceed that authorized by |aw and for
which the Marine Corps is required by |aw to undert ake.
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CHAPTER 2

GENERAL REGULATI ONS

SECTI ON 3: COPYRI GHT AND THE USE OF COPYRI GHTED MATERI AL

2301. PERM SSION TO COPY MATERIALS SUBJECT TO COPYRIGHT. To prescribe
procedures for obtaining perm ssions fromcopyright owners for use of
copyrighted naterials in the Marine Corps conply w th SECNAVI NST 5870. 5,
Pernmi ssion to Copy Materials Subject to Copyright.

2302. REQUESTI NG PRI NTI NG ACTIVITY RESPONSIBI LITY. Copyrighted materials
wi Il not knowi ngly be included in Marine Corps publications without |icense
or consent of the copyright owner. 1In this regard, the requesting and/or
printing activity will ensure:

1. That a copy of the letter granting pernission to use the copyrighted
material is retained in the printing record jacket.

2. That copyright notices are as specified by copyright owners and are
i ncl uded and properly located in publications.

2303. CONTRACTS INVO.VING COPYRIGHT. If material subject to copyright is
furnished to the Marine Corps, either as the nain itemof a contract or
incidental to it, the procurenent contract should contain provisions whereby
the Governnent is granted a royalty-free, nonexclusive, irrevocable license
with respect to use of the material subject to copyright, produced or
conposed under the contract.

2304. CREDIT LINES (COURTESY AND COPYRIGHT). Credit lines are pernissible
for the follow ng:

1. Personnel within the Marine Corps in news dissem nation-type publications.
2. Uncopyrighted materials contributed or | oaned by non-Government parties.

3. The material or subject natter has been furni shed wi thout charge by
activities outside the naval service and acknow edgnent of such furnishing
activities has been duly approved by the comander vested with authority and
responsibility for issuance of the publication

4. Authors’ names may be used on publication covers when the author is a
recogni zed authority on the subject treated and when the nane adds appreciably

to the significance of the text. In addition, authors’ nanes nay be used on
covers of scientific docunents, research reports, treatises, etc.
particularly when distribution will include use of the Defense Technica

Informati on Center and/or the National Technical Information Service. Wen
necessary to the function and/or identification of a publication, authors
nanes nmay be inprinted on backstrips (spines), self-covers, or title pages.

5. Wien all or a majority of the illustrations, charts, photographs, or other
material within a publication come froma single source other than Governnent,
credit shall be given in an undisplayed prelimnary paragraph instead of

bei ng repeated individually.

6. Publication and periodical by-lines for Government photographers and
witers in Marine Corps periodicals and station newspapers shall be printed
in exact juxtaposition with the articles or pictures they created.
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7. Anerican Forces Press Service (AFPS) Materials

a. \Wen published verbatim in part or in full, AFPS material will carry
i ndi vidual credit |ines.

b. AFPS nmaterial may be edited or revised by editors of service
newspapers as required by newspaper space linitations or as advisable for
| ocal appeal. In such cases, no AFPS credit line is required. Wen AFPS
material is edited or revised, maintain accuracy and confornmance to accepted
st andards of good taste.

8. Copyright lines are perm ssible for copyrighted materials; the sane
provi sions regarding size of type for courtesy line shall apply.

2-22



MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

CHAPTER 2
GENERAL REGULATI ONS
SECTI ON 4: SPECI FI CATI ONS AND CERTI FI CATI ONS

2400. GENERAL SPECI FI CATIONS. Specifications for Governnment or commrercial
production of printing shall be witten to allow for the selection and use of
materials, processes, techniques, and equi pment which will provide for

nmaxi mum econony in preparing illustrative material, in conposition, in the
canera and pl at emaki ng processes, in presswork, and in binding. Descriptions
and provisions in specifications nust be concise, detailed, and susceptible

to only one interpretation. Phrases such as "see sanple attached" may be used
to support such descriptions and provisions, but not in lieu of the details
requi red for econom cal and efficient production. The conditions under which
options or substitutions nay be nade wll be clearly stated.

2401. BLEED PAGES. Bl eed pages must be designed in accordance with

i nposition requirenents and final trimsizes and will not be used in
publications prepared for and produced by the letterpress process. (As it
pertains to printing, "inmposition requirenments" are the limts of the design
and/ or other printed matter which are inposed by the inage (plate) size of
the particular printing equiprent or process.)

2402. CARDS, OFFICIAL. Oficial cards identifying personnel engaged in
recruiting prograns are considered as business cards and may be procured for

t hose personnel who are actively engaged in recruiting prograns. Conmandi ng
officers of Marine Corps districts and the CG MARRESFOR, shall establish
necessary | ocal procedures covering the authorization for and use of these
cards. The cards shall be procured from avail abl e funds through the Director,
Def ense Printing Service Detachment O fice, Naval Training Center, Building
2A, Great Lakes, Illinois, 60088-5700 according to the foll ow ng

speci fications:

1. Quantity. Not to exceed 1,000 cards per recruiter annually. Exception:
in areas where popul ation dictates increased recruiter requirenents, the
quantity will not exceed 1,500 cards per recruiter annually.

2. Format. Approved formats (officer selection, recruiting service, and
Reserve recruiting) are avail able from DAPSDO, G eat Lakes (paragraph 2402).

3. Size. 3 1/2 by 2 inches.
4 Paper Stock. Not to exceed 110-pound white index (JCP K10.
5. Color of Ink. One; black ink only.
6 Content. Al cards procured will show the follow ng infornation:
a. Address and activity represented.
b. Nanme and tel ephone nunber of the individual recruiter.
c. The Marine Corps Enblem nane, or insignia.
2403. COLOR PRINTING In all instances where two or nore colors are desired,
it shall be the responsibility of the local printing managenent officer or
| ocal reproduction officer to make the final determination as to whether or

not such additional colors provide a denonstrable value as required by public
law. If further clarification is required, contact the CMC (ARDE).
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1. Denonstrably valuable nulticolor printing, for the purpose of this Mnual
i ncludes the foll owi ng categories:

a. Mps and technical diagrams where additional color is necessary for
clarity;

b. Object identification (nmedical specinens, diseases, plants, flags,
uniforms, etc.);

c. Safety prograns, fire prevention, savings bonds programnms, and
conpetitive areas of personnel recruiting;

d. Areas wherein clearly identifiable savings in cost can be soundly
predicated on nulticol or use;

e. Printing for prograns required by | aw, whose relative success or
failure is in direct proportion to the degree of public response, and where
that response can be logically attributable to the nunber of col ors planned
and the manner in which they are proposed to be used.

2. Color for pronotional or notivational purposes such as prograns
concerning public health, safety, and consumer benefits; or to encourage use
of Governnent facilities such as prograns for social security, nedicare, and
certain areas of need for veterans. The use of nobre than one color ink in
unit newspapers on certain occasions is contained in paragraph 2502. 3c.

3. Milticolor printing which does not nmeet the denonstrably val uabl e
contribution requirenent of these regul ations includes, but is not
exclusively limted to, the follow ng categories:

a. Printed itens where additional color is used primarily for decorative
ef fect.

b. Printed itens where additional color is used primarily in lieu of
effective | ayout and design;

c. Printed itens where additional color is used excessively; i.e., four
colors when two or three will fulfill the need, three colors-when two are
adequate; two colors when one, with or without reverse treatnent, is adequate.

d. Printed itens where the inclusion of nulticolor does not reflect
careful, conpetent advance planning that recogni zes how the use of color is
expected to contribute to the ultimte purpose of the item

2404. COVERS, BINDERS, AND BI NDI NG Separate covers nmay, in sone instances
be specified or used for publications of a pernanent nature consisting of 100
pages or nore. Self-covers will be used on Marine Corps publications to the
maxi mum possi bl e extent. Unless specifically excepted, all periodicals wll
be sel f-covered.

1. Binders for |ooseleaf material, printed or stanped in the course of

manuf acturing them are not subject to the printing laws. Binders requiring
any printing or stanmping after manufacture of the binder are subject to the
printing laws. Regular stocks of binders and binding naterials are avail able
from General Supply Schedul es established by GSA

2. Metal prong, hidden hinge, and metal or plastic spiral or conmb binders
may not be used unless the additional expense can be justified.

3. Cased binding will be used only if a specific functional requirenent
exi sts.

2-24



MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

4., Stanping or printing with netallic inks on covers or binders will not be
used for technical nanuals or reports.

2405. DI VISION OF PUBLI CATI ONS. Publications may be divided by vol uneg,
chapter, section, part, paragraph, or other neans appropriate for the intended
application of the material. Material will not be used for the sole purpose
of appearance and/or to create a nmanual -type publication. To pronote econony
in the production and distribution processes and where feasible considering
the intended distribution and use, related material that is not subject to
constant and | arge change shoul d be consolidated in panphlet or manual form
as appropriate.

2406. ENVELOPES- LABELS

1. Procurenent. Printed envelopes and | abels are procured under the terns of
GSA's Federal Supply Schedul e contracts. Requirenents should be Iinmted to
sizes and types avail abl e under the Federal Supply Schedul e.

2. Preprinting and Inprinting. Preprinting and inprinting of identification
or return address, shall conmply with postal [aws and regul ati ons; SECNAVI NST
5216.5, Departnent of the Navy Correspondence Manual ; and this Manual .

3. The designation "Departnment of the Navy" will be printed in 12-poi nt heavy
plate Gothic, small caps or equivalent type faces, 3/8 of an inch fromthe top
of envel opes 8 by 11 inches and larger. Return addresses may be typed or
stanped, but if inprinted, shall be in 12-point light plate Gothic, small caps
or equival ent type faces. All lines will be centered horizontally with the

| ongest line beginning 3/8 of an inch fromthe left of the envel ope or | abel

4. Marginally punched mailing | abels nust conformto the foregoing-type
specifications. The top and left printing margins nay be varied to
accommodat e t he punched portion of the form The upper right corner is
al ways bl ank.

5. Preprinting and inprinting will be in black ink. Contact the CMC (ARA)
for guidance regarding return address, preparation of Business Reply Mail
FIM Mark and Indicia of Oficial Ml Inscriptions.

2407. FEOLD-IN PAGES. The need for fold-in pages for certain types of
illustrative naterials such as schematics, engineering draw ngs, organization
charts; etc., is recognized for technical and adninistrative publications
only. Such material nust be planned for binding with the basic publication

2408. FORM AND STYLE. The Governnment Printing Ofice Style Manual
(021-000-00-120-1) and the Word Division Manual / Suppl enent to U.S. GPO Style
Manual 1987 (021-000-00-139-2), approved by JCP, were specifically published
by the Public Printer to meet the requirenents of the law that all printing
and bi nding for general use be standardi zed. The style manual and suppl enent
are used to establish uniformity in Marine Corps directives and publications.
Field activities may purchase the style manual and suppl enent fromthe
CGovernment Printing Ofice, Ofice of the Superintendent of Docunments, North
Capitol and H Streets, NW Washington, DC 20402

2409. | DENTI FI CATI ON

1. The nane of the issuing comand or activity and the date of issuance wll
be printed on all Marine Corps publications and printed matter. Identify
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publications al phanunerically according to the established publications
managenment policies and procedures of the issuing organization. |If copies are
for sale, also show the source.

2. Instructions regarding the identification data required on unit newspapers
are set forth in paragraph 2502.

2410. | NDEXES, TABBED. Using tabbed indexes in Marine Corps publications is
not consi dered econom cal or necessary; use themonly if a denonstrabl e need
exi sts and can be justified for expending the required additional funds.

2411. | NDEXI NG OF PUBLI CATI ONS. Appropriate indexes shall be issued and
mai nt ai ned covering all publications promul gated by and/or issued and
distributed at the direction of the CMC. These indexes may be published in
paper or other nedia.

2412. TYPOGRAPHY. Text printed on invitations will be in 18-point |ower case
"Typo Script Extended," 18-point |ower case "Enbassy Script," or equivalent.

2413. LETTERHEAD STATI ONERY

1. Al sizes and grades of letterhead stationery will be packaged | oose not
| ess than 500 sheets to a package.

2. Enbossing or engraving is not permtted.
3. Continuation sheets shall be:
a. 8 1/2 by 11 inches in size only.
b. Odered in the sane grade and wei ght substance as the |etterhead.
c. Wiite in color.
d. Blank - no printing shall appear on continuation sheets.
4 Department of Defense Seal. The Departnent of Defense Seal will be 1 inch

ih di aneter and placed 1/2 inch fromthe upper left and top edge of the sheet.
(Sampl e cuts nay be obtained fromthe CMC (ARD).)

5. Color. Print letterhead (including seal) in blue (PM5-288U) or black ink

2414, LETTERHEAD FOR FIELD ACTIVITIES. Comranders are authorized to procure
locally printed | etterhead stationery as prescribed bel ow, as appropriate, for
their own use. The specifications in paragraph 2413, above, apply in addition
to the foll ow ng:

1. SIZE: 8 1/2 by 11 inches

2. PAPER JCP (40, 25 percent bond, white, 20 pound substance wei ght
(computed on the basis of pounds per 1,000 sheets, size 17 by 22 inches)

3. PRINTING Center "UN TED STATES MARI NE CORPS' horizontally 5/8 of an

inch fromthe top of the sheet; print in 12-point heavy plate
CGothic, small caps, or equivalent faces.
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| mredi ately under "United States Marine Corps," center the nane
of the command or activity; print in 6-point heavy plate
Cot hic, large caps, or equivalent faces.

| medi ately under the name of the command or activity, center
hori zontally, the street address and 9-digit ZI P Code; print

in 6-point heavy plate Gothic, |arge caps, or equival ent faces.
The bottom of the printing shall be 1 1/16 inches fromthe top
of the trimred sheet.

On the right-hand side, print the phrase "In reply refer to"

in 5-point light plate Gothic |arge caps, or equival ent faces,
starting 2 inches fromthe right edge and aligning horizontally
with the last Iine of the address.

2415. LETTERHEAD FOR COVVANDI NG GENERALS. Commandi ng general s are authori zed
to procure locally printed |etterhead stationery as prescribed bel ow, as
appropriate, for their own use. Specifications in paragraph 2413, above

apply in addition to the foll ow ng:

1. SIZE: 8 1/2 by 11 inches.

2. PAPER. Quality of paper shall not exceed JCP (A0, white, 25 percent bond,
(computed on the basis of pounds per 1,000 sheets, size 17 by 22 inches).

3. PRINTING Center "COVMANDI NG GENERAL" horizontally 5/8 of an inch from
the top of the sheet; print in 12-point heavy plate Gothic, small caps, or
equi val ent type faces.

| mredi at el y under " COVMANDI NG GENERAL" center the nane of the
conmand or activity; print in 6-point heavy plate Gothic, Large
caps, or equivalent type faces.

| medi ately under the name of the command or activity, center
the street address or box horizontally; print in 6-point heavy
plate Gothic, |large caps, or equivalent type faces.

| mredi ately under the address, center the city, state, and
9-digit ZI P Code.

2416. MARINE CORPS SEAL AND EMBLEM

1. By Executive Order 10538 of 22 June 1954, the President of the United
States approved the Marine Corps Seal as the official seal of the United
States Marine Corps. Coincident with the approval of the seal by the
President, the Marine Corps Enbl em centered on the Marine Corps Seal was
adopted as the official Marine Corps Enblem

2. Reproduction and Use. The follow ng general rules regulate the printing,
reproduction and use of the Marine Corps Seal, Enblem nanmes, and initials
"U S. Marine Corps, Marines, or USMC "

a. Seal. The reproduction and use of the Marine Corps Seal is restricted
to docunments and publications emanating fromthe Headquarters, U S. Marine
Corps. Exanples of these docunents are manuals, Marine Corps orders,

di scharge certificates, and promotion warrants. There will be no deviations
or nodifications in the reproduction of the Seal, except to increase or
decrease size as required. Reproduction of the Marine Corps Seal by civilian
manuf acturers on nmerchandi se is prohibited. Pernission for all other uses of
the Marine Corps Seal nust be obtained in witing fromthe CMC (ARD).
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b. The reproduction and use of the Marine Corps Enblem (also referred to
as "eagle, globe and anchor"), nanes, and initials "U S. Marines, Mrines, or
USMC, " is authorized for all appropriate official publications and papers
other than those categorized in paragraph 2416.2a, above. Exanples of such
use are Marine Corps birthday nenus, unit newspapers, and printed matter for
Marine Corps cerenpnies. Use of the official Marine Corps Seal on the
referenced material is prohibited. The Marine Corps Enblem shall be displayed
with the eagles head facing left.

c. The Marine Corps Enblem nmay be reproduced as necessary, when used,
there will be no deviations or nodifications in the reproduction (except to
i ncrease or decrease size as required). Sanple cuts nmay be obtained fromthe
CMC (ARD). Appendi x B contains approved sanples of the Marine Corps Enblem
and Seal s.

d. Cvilian manufacturers proposing unofficial use of the Mrine Corps
Enmbl em nanes or initials on nerchandi se by printing process nust obtain
approval fromthe CMC (ARD). Requests nust include the information specified
in MCO 5030. 3, paragraphs 4c(1)-(5).

e. Civilian manufacturers may be required to conplete a "Limted License
Agreenent for Marine Corps Insignia." The CMC (ARD) is responsible for
determining if the agreenent is required.

2417. PAGE NUMBER  Page nunbers, also called folios, in a publication always
begin on the right. This neans that the right-hand page al ways has an odd
nunber and the left an even nunmber. For purposes of identification and
expansi on, page nunbers nmay be prefixed by a chapter nunber; i.e., 1-1, 2-1
3-1. Snall Roman nunerals may be used to nunber the front matter in

publicati ons.

2418. PAPER STOCK. Only those types, grades, weights, and colors of paper

i ncluded within the Governnment Paper Specifications Standards issued by JCP
may be procured or specified for printing or duplicating and bindi ng Mari ne
Corps publications. Fifty pound offset book (JCP A60) for text pages, and
50 pound vellum finish cover (JCP L20) for covers are considered adequate for
the majority of Marine Corps publications. Oher types, grades, and weights
of paper shall not be used without a demonstrable requirenent and
justification.

2419. PRINTED MATTER FOR OFFI CI AL CEREMONI ES. The foll owi ng specifications
apply to all cerenpnial printed matter to be produced or procured, and conply
wi th SECNAVI NST 5603.2, Printed Matter for O ficial Cerenonies.

1. Printing Process. Printing may be produced by letterpress, offset, or

t her nogr aphi ¢ process (when printing can be produced nore economcally and
expedi tiously by this process). Enbossing or engraving processes are

prohi bited. General officers flags are red with white stars, each with gold
border and gold spear. 1Ink colors are: gold; PM5-872U and red; PNMs- 186U

2. Invitations

a. Invitations for brigadier generals, major generals, and |ieutenant
general s are avail abl e through the Marine Corps supply system Commandant
and Assi stant Commandant of the Marine Corps invitations are avail able
through the CMC (ARD). Al'l envel opes are avail abl e through the Marine Corps
supply system Al invitations display appropriate flag, and are "plain" or
"printed." Plain invitations my be issued for such functions as nenori al
servi ces, changes of conmand, military reviews, etc. They may al so be used
for replies to invitations. Printed invitations are conplete with appropriate
flag and standard | anguage in black ink to the extent possible. Additiona
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wording to conplete the invitations is to be entered by hand. Wen this is
i mpracticabl e because the quantity is over 50, plain invitations incorporating
t he standard | anguage nay be overprinted.

b. CMCinvitations are 5 7/8 by 4 1/2 inches. Al other invitations are
limted to a5 3/8 by 4 1/4 inches. Oficers in the grade of col onel and the
Sergeant Major of the Marine Corps may obtain approval on a case-by-case basis
to use invitations with a 1/2 inch Marine Corps Enbl em centered horizontally
and three-eighths of an inch down fromthe top edge of the invitation
Printing of the enmblem can be in gold ink (PM5-872U), and text in black ink
on white 170 pound "25 percent index paper” (JCP Code K20).

3. Place Cards. Place cards for brigadier generals, najor generals, and

i eutenant generals are avail able through the Marine Corps supply system
Conmandant and Assi stant Commandant of the Marine Corps place cards are
avai |l abl e through the CMC (ARD). Face dinensions of 3 1/8 by 2 1/16 inches,
di e-cut and scored for folding to stand upright. Paper stock is white,

110 pound Index (JCP K10) or equivalent.

4. Note Paper. Note paper for brigadier generals, major generals, and

i eutenant generals are avail able through the Marine Corps supply system
Conmmandant and Assi stant Commandant of the Marine Corps note paper is

avail abl e through the CMC (ARD). Commandant and Assi stant Conmandant and
Conmandant of the Marine Corps note paper is 8 1/2 by 11 inches or 7 by 8 1/2
inches. All other general officer note paper is limted to 7 by 8 1/2 inches.
Al'l note paper displays appropriate flag on white, 100 percent fine witing
(JCP D50) or equivalent.

5. RSVP Cards. RSVP cards are 5 by 3-1/2 inches on white, 110 pound | ndex
(JCP K10O) or equivalent. Printing is black ink, typography to match style of
invitations. For nailing purposes, one side will be printed to conformwith
the business reply format required to conply with OPNAVI NST 5218.7, Navy
Oficial Ml Mnagenent Instructions.

6. Illlustrations. The use of illustrations is limted; any illustrations
nmust pertain to the cerenonial occasion. To ensure that there is no
aggrandi zement of any person in an official publication, pictures of

i ndividuals will not be used unless shown engaged in action directly rel ated
to the text, or when the intent is to show support of a program or subject.
The use of the Marine Corps Seal or Emblem on programs will be according to

the provisions of paragraph 2416.

2420. PROGRAMS

1. Color of Ink. Not nore than one color of ink may be used for printing
text pages and not nmore than two colors of ink may be used for printing
program covers.

2. Paper. The paper stock for separate cover programs shall not exceed 65
pound white or colored vellumfinish cover, (JCP Code L20) or equivalent.
The paper stock for text pages shall not exceed 60 pound white offset book
(JCP ABO) or equivalent.

3. Binding. Linmted to saddle or side stitching. Do not use netal prong,
hi dden hi nge, and netal or plastic spiral or conb binding.

2421. SELF- MAILER TECHNI QUE. O ficial return address and mailing addresses
shall be inprinted directly on publications rather than using separate

envel opes for mailing, provided that this technique is feasible, econom cal
and according to postal regul ations.
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2422. TINT BLOCKS/ GRADUATED SCREENS. Tint bl ocks and graduated screens used
solely for aesthetic design or other purely decorative devices and techni ques
wi Il not be used in Marine Corps publications

2423. TYPEFACES AND SI ZES

1. For conposition performed by the GPO, Washington, DC, you are restricted
to typefaces available at that office.

2. Chapter, section, part, other headings, and rel ated display matter shal
be conposed in the sane typefaces and by the sanme process as the text matter

3. Except for mathematical and chem cal fornulas, tabular naterial, and
simlar matter, m xtures of conposition processes for a single page shall not
be specified or used.

4. Size

a. Ten-point type or equivalent is considered the naxi num point size for
body text; wherever practical, smaller type sizes shall be used.

b. One- or two- point |eading or equival ent between |lines is considered
adequate for Marine Corps publications.

c. Doubl e-spaced typewitten pages shall not be submitted for
reproduction unless planned and prepared for a substantial reduction in
i mge si ze.

d. Copyright and credit lines will be set in the snallest practical type
size per section 3 of this chapter
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CHAPTER 2
GENERAL REGULATI ONS

SECTION 5: PERI CDI CALS, UNI T NEWSPAPERS, AND COMMERCI AL- TYPE BOOKS

2500. PERI QDI CALS

1. A periodical is any classified or unclassified Mari ne Corps nagazi ne or
newsl etter published at regular intervals, at |east sem annually, for the

pur pose of dissem nating information and material necessary to the issuing
activity and which has a continuing policy as to format, content, and purpose.

2. Periodicals are nondirective in nature and are usually published to
inform notivate, increase know edge, and inprove performance. Periodicals
are limted to the dissem nation of technical information to a specific
segnent of the Marine Corps or to general information within a prescribed
area of interest.

3. Not included are unit newspapers, civilian enterprise publications (as
defined here), manuals, panphlets, directives, regulations, opinions,
decisions, circulars, reports, bulletins issued by a headquarters, and
primarily (75 percent or nore) statistical materials. Currently, the only
approved Marine Corps periodical is MARI NES nmagazi ne, published by the CMC

(PAM .

4. Approved periodicals will be financed using avail abl e appropriated or
nonappropri ated funds and will be produced as econom cally as possible
consistent with the need for efficient comrunication. Funding will conply
wi th established nmanagenent practices of the Marine Corps activity.

5. Submt requests for approval of periodicals to the CMC (ARDE) on DD Form

1909, Annual Report of DoD Periodicals and Request for Approval. Paragraph
2501 contains information relevant to conpl eting DD Form 1909.

2501. CLASSES/ CATEGORI ES OF PERI QDI CALS

1. Cdasses of periodicals are defined as follows:
a. Cdass I. Those having a total annual cost of $20,000 or nore.

b. dass Il. Those having a total annual cost of |ess than $20, 000 but
nore than $5, 000.

c. Cdass Ill. Those having a total annual cost of $5,000 or |ess.

NOTE: In determining the appropriate class of each periodical, the
total annual cost shall include all editorial, adm nistrative,
printing, distribution, postal, and other costs incurred in
publ i shing the periodical as described in Part Il of DD Form

1909, Costs Data and Specifications of DoD Periodicals and
Request for Approval. (DD Fornms 1909 and 2291 are avail abl e
fromthe CMC (ARDE).)
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2. Each periodical will be classified within one of the follow ng categories
and that category will be entered on DD Form 1909 under "Control Data.”

Adm ni stration Fi nance MIlitary Operation

Chapl ai ns Food Service MIlitary Personnel Affairs
Civil Preparedness Hi stori cal Pr ocur ment

Civilian Personnel Affairs |Intelligence, Security Recruiting

Cl ub/ Mess Legal Affairs Research and Devel oprent
Comuni cat i on Logi stics and Supply Reserve Affairs
Conservati on Mai nt enance ROTC

Dat a Processing MARS Saf ety

Educati on Medi cal Speci al Services

Engi neeri ng Met eor ol ogy Troop Public Information
Fam |y Service MIlitary Aviation

2502. ARVMED FORCES (AF) NEWSPAPERS

1. Authorization. The Marine Corps Manual authorizes comranders to publish
AF newspapers (al so known as base, station, or unit newspaper).

2. Standards and Specifications

a. Printing. Newspapers shall be printed per regulations contained in
MCO 5600. 47.

b. Procedures and Editorial Policy. Comranders shall ensure that the
contents of their newspapers conformto generally accepted standards of good
taste and are in accordance with policies of the CMC. Newspapers shal
operate under the general supervision of the CMC (PA).

c. Msthead. 1In addition to listing the names of |ocal staff nenbers,
the follow ng shall be included within the nasthead of an AF newspaper

(1) The name of the commander, officer in charge, or the head of the
activity.

(2) A statenent certifying conmpliance with the publications and
printing regul ations of the Navy and Marine Corps.

(3) Frequency of issue (daily, weekly, nonthly).

(4) Source of funds appropriated or nonappropriated. |If 100 percent
nonappropri ated funds are used, a statenment that the newspaper is published
at no cost to the Governnent shall be inserted

(5) Adisclainer to the effect that views and opinions expressed are
not necessarily those of the DoD and that the newspaper is for informationa
purposes only and in no way shall be considered directive in nature.

3. Restrictions

a. One newspaper shall normally serve an entire base, canp, post,
station, or facility, regardl ess of the nunber of mmjor comands | ocated
there. Requests for exceptions to this policy will be submtted to the CMC
(PA) with full justification.

b. AF newspapers shall be printed in the mininumquantities necessary to
support the target audi ence.
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c. Spot color (second color) nay be used to highlight inportant features
or enphasi ze pictures or diagrams. Its use shall be controlled so that the
aggregate total of pages containing spot color in any consecutive 12-nonth
peri od does not exceed a nunmber equal to the total pages in three regular
editions. For exanple, a weekly newspaper that regularly contains eight pages
per edition would be limted to 24 instances of spot color usage per year

d. The source of printing shall not appear in an AF newspaper
e. AF newspapers will not contain material in the foll ow ng categories:

(1) Articles that inply endorsenment of a commercial product,
comodity, or service.

(2) Articles, editorials, polls, surveys, or straw votes pertaining to
political campaigns or political candidates. This restriction shall not be
construed to include information covering the Absentee Voting Assistance
Program or articles covering polls authorized by conmands on natters of
local interest; e.g., command Chri stnas decorations contest, etc.

(3) Advertisenents by private individuals, conpanies, or corporations.
This restriction does not include nonconmercial classified ads contai ning
itenms of personal property, real property, or services offered by and for
personnel within the command or installation, provided that such ads represent
i nci dental exchanges between such personnel and are not sustained business
oper ati ons.

4. Funding. Costs of AF newspapers nust be paid with appropriated funds.

2503. C VILIAN ENTERPRI SE PUBLI CATI ONS

1. Cvilian enterprise (CE) publications result fromcontracts between

Mari ne Corps comrands and comerci al publishers. These publications include
newspapers that serve major comrands or installations, including groups of
commands/installations | ocated within close proximty. CE newspapers contain
advertisenents sold by the publisher to cover costs and secure profits. In
addition to newspapers, CE publications include:

a. Supplenments. Comc strips, cartoons, and special features produced by
the Arnmed Forces Press Service or produced by mlitary personnel (on a
no-cost basis) are allowed. Funded or CE conmand or installation newspapers
normal |y shall not be authorized the use of conmercial news and opi nion
sources. The use of such sources is beyond the scope of the m ssion of
command or installation newspaper and puts themin direct conpetition with
comerci al newspapers. The use of such sources may be authorized for a
speci fic AF or CE newspaper by the cognizant DoD conponent only when ot her
sources of national and international news and opi nion are not avail abl e.

b. Giide or Directory. A publication devoted to a specific Marine Corps
i nstal |l ati on/ conmand whi ch provi des historical data and general information
such as availability of services aboard the installation and in the
surroundi ng community. Advertisenents (including classified ads) al so may
appear in this type of CE publication.

c. Special Audience Publication. A publication designed to serve a
speci fic audi ence whose size and characteristics create a need for information
covering a general subject area and nmake the publication economcally
feasible. (Exanple: A mssion, installation, and service pocket guide for
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students at a mlitary school. Such a guide nmay contain advertisenents for
busi nesses in the |l ocal comunity whose services transient personnel would
likely use.)

d. Installation Map. A publication designed for orienting new arrivals
and/ or to guide visitors.

2. Policy

a. Marine Corps personnel on active duty, or civilian enpl oyees of the
Arnmed Forces, nay not be assigned duty on the prem ses of a civilian
enterprise publisher. This should not be interpreted as prohibiting
di stribution of news rel eases through nornmal public information channels to
civilian enterprise publications; nor does the regulation prohibit the names
of military or civilian personnel from appearing as by-lines to stories,
articles; etc., in CE publications. Pre- publication visits to the printing
pl ant to inspect/proofread copy and | ayout are also permtted.

b. News and information made available to a CE publication should al so
be provided to any legitimte publication upon request.

c. Government funds shall not be used to pay the cost of publishing CE
publications. This proscription shall not apply to the mandatory distribution
requi renents in paragraph 2514.6, below. Oficial indicia may al so be used
for mailing CE publications to Marine Corps public affairs officers and to
depl oyed units of major FMF commands which are normally served by such
publications at their home base.

d. AF newspapers will not be distributed as supplenentary inserts to CE
publicati ons.

e. CE publications will not carry advertisements which inply bias or
di scrimnation agai nst or for persons because of race, religion, nationa
origin, age, or sex. |If this proscription is violated, comuanders shal

di scontinue distribution of the perpetrating publication(s) within their
conmands/instal l ati ons or take other action deenmed appropriate.

f. A though a comuander entering into a contract with a civilian
enterprise publisher provides articles, photographs, and other material for
inclusion in the publication, the actual operations of the newspaper or other
publication fall under private control.

g. Commanders shall prohibit distribution within their commuands/
installations of CE publications that they deemto contain naterial and/or
advertisenments which are unlawful or prejudicial to good order or discipline,
or considered to be in poor taste.

h. Commanders will review CE publications for itens that nmay be
m sl eadi ng or inappropriate. The primary criterion or question which nmust be
met or answered affirmatively in this area is: Does the itemor advertisenent
appear to be in the best interests of the Marine Corps?

i. An unequivocal statenent will appear in each issue that the
publication has no official connection with the DoD or the Marine Corps.
Further, references to the DoD or any mlitary service shall not be used in a
manner that would inply official sanction. This restriction also applies to
mlitary seals, insignia, or enblens.

3. Selection. Care should be exercised in the selection of a conpany to
print and distribute a CE publication to Marines within a particul ar conmand/
installation. A selection process nust be planned in advance, ensuring that
fair and equal opportunity to bid is afforded all responsible potenti al
publ i shers. Proposals inviting such bids shall specify, within the guidelines
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contained in this section; the categories of news, conics, features, and
factual information to appear in the publication. A commander shoul d base
each selection on the best obtainable offer, price per copy (if any) and
other relevant factors.

4. Witten Terns and Conditions. Before agreeing to accept any CE
publication for distribution, the cognizant commuander shall notify the
publisher in witing of the terns and conditions which nust be net. The
criteria previously discussed and the follow ng specific points (nore
frequently applicable to area guides and directories) constitute these terms
and conditions.

a. The inclusion of tel ephone nunbers, addresses, charts or listings of
personnel or organizations in CE publications is prohibited. At the
di scretion of the cognizant commander, energency and service tel ephone
nunbers; e.g., mlitary police, hospital, base library, etc. may be |isted.

b. Verbal or witten solicitations for advertisenents in CE publications
wi || be acconpanied by clear reiterations concerning the unofficial nature of
this category of publications.

c. The publisher’s name will be printed pronminently just before the
di sclainmer on the front page or cover of area guides or directories. Each
issue will show the words "Guide" or "Directory" on the front page or cover
preceded by the word "Unofficial" in type at | east as |large as the succeeding
wor d.

d. The publisher’s nane, business address, and tel ephone nunber shall be
shown plainly on the first inside page.

e. Neither the name of the mlitary installation nor a mlitary post
of fice address will be included in the publisher’s letterhead or mailing
addr ess.

f. The followi ng statenment will appear on the front page or cover of
each CE publication distributed on a Marine Corps installation. The type
shal|l be legible and at |east 10-point in size:

Publ i shed by (name of publishing conpany), a private firmin no way
connected with the Departnent of Navy or the U S. Marine Corps.
Opi ni ons expressed by the publishers and witers herein are their
own and are not to be considered an official expression by the
Departnment of the Navy or the U S. Marine Corps. The appearance

of advertisements in this publication, including inserts, does not
constitute endorsenment by the Departnent of the Navy or the

U S. Marine Corps of the firns, products, or services advertised.

g. CE publications will promnently print the follow ng statement in each
i ssue:

Everything advertised in this publication nust be nade avail abl e

for purchase, use, or patronage without regard to race, color

national origin, age, or sex of the purchaser, user, or patron

A confirmed violation or rejection of this policy of equal opportunity
by an advertiser will result in the refusal to print advertising from
t hat source.

5. Contracts for CE Publications

a. Once selected, the publisher and commander shall enter into a witten
contract for a period not to exceed 2 years. As a result of decisions from
the Joint Cormittee on Printing, Anerican Forces Information Service prohibits
any profit sharing arrangenents.
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b. Two copies of each new contract and renewal, and such change/
anendnent will be provided to the CMC (ARD) and CMC ( PAM.

6. Newspapers Mandatory Distribution. Copies of each issue of Marine Corps
funded base and CE newspapers shall be provided to the follow ng:

a. Commandant of the Marine Corps, Headquarters, U S. Marine Corps,
2 Navy Annex, Washington, DC 20380-1775, as follows: OCMC (PAM (1 copy),
CMC (ARD) (1 copy), CMC (HD) (2 copies), CMC (MMW) (2 copies), and CMC (MPC)
(1 copy if intended readership contains Governnent civilian enpl oyees).

b. Anerican Forces Press Service (AFPS), Plaza West Building, room 210,
1735 N. Lynn Street, Arlington, VA 22209 (1 copy).

2504. HOLIDAY GREETINGS. In order to assist in maintaining a close

rel ati onshi p between cogni zant officials and the personnel to whom
periodicals are distributed, periodicals may contain greetings from
appropriate officials at Christmas and other holiday seasons. 1In addition
the holiday issues of the periodicals may contain decorative artwork

i ndicative of the holiday spirit, provided that no additional color ink is
used.

2505. COMMVERCI AL- TYPE BOOKS, PERI ODI CALS, AND NEWSPAPERS

1. HQMC-Selected Publications. Available contracts for HQMC- sel ected

magazi nes; i.e., The Marine Corps Gazette and Leat herneck, has been deterni ned
by CMC (MAN to be mission essential. Identification, cost data, and

i nstructions are published annually as a Marine Corps directive in the 5604
series.

2. Local Procurenent. The |ocal procurenent of nmagazi nes and subscriptions
to newspapers not listed in the above-referenced contracts, and the | oca
procurenent of |egal, technical and reference books, guides, tariffs, and
other periodicals required in the mssion of the activity, for other than
general library purposes, is authorized within available allotted funds.
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CHAPTER 2
GENERAL REGULATI ONS

SECTI ON 6: FUNDI NG, PROCUREMENT, DI STRI BUTI ON, AND RECORDS CONTROL

2600. FUNDI NG FOR SERVI CES AND MATERIALS. Field conmanders shall include in
budget forecasts their funding requirements for supplies and material s needed
for activity production of printed or duplicated matter, and/or for
procurenent of printing services and publications required in the nission of
their activities.

2601. RECEI PTS, | SSUES, AND RECORDS CONTROL

1. Publications Issued and Distributed at the Direction of HQMC. Wth the
exception of the Marine Corps publications stock point and unless specifically
directed otherwi se; receiving (using) activities shall not take up or account
for directives, publications, and personnel procurenent publicity materials on
their unit property account records.

2. Activity Produced and-or Procured Publications. Wen appropriate, locally
produced and/or procured publications will be identified per the Mrine Corps
Manual , paragraph 2202; i.e., controlled in the activity directives system
Such publications will not be taken up or accounted for on the unit property
account records maintai ned under supply system procedures.

3. Procurenment Docunents. Across-the-counter purchase requisitions and/or
contract docunents substantiating | ocal procurenment of publications will be
vouchered to the unit property account "FOR RECORD PURPOSES ONLY" in
accordance with supply system procedures. The file copy of the voucher will
be supported by a copy of the docunent effecting issue to the local using or
control office with no further receipt records being required or naintained.

2602. DI STRI BUTI ON OF MARI NE CORPS PUBLI| CATI ONS

1. HQWMC Distribution. Al directives, nanual -type and panphl et-type
publications, and recruiting publicity manuals procured, stocked, and
distributed through the Mari ne Corps Publications Distribution System ( MCPDS)
at the direction of CMC (ARD), are issued w thout charge against the allotted
funds of the receiving Marine Corps activities.

2. Sale of Marine Cords Publications. Unclassified Marine Corps publications
not avail able by sale through the Superintendent of Documents or the Nationa
Technical Information Service will be sold per Marine Corps directives in the
5000 series which inplement the Freedom of Information Act.

3. Free Distribution of Publications

a. Regulations issued by JCP provide that no individual connected with
the Governnent shall furnish any publication for free distribution to any
private individual or private organization, in lots to exceed 50 copies unl ess
the cost is less than $100, w thout prior approval of JCP. This includes the
free distribution in bulk of any material to private individuals or
organi zations for redistribution to nanes on their mailing lists. JCP
approval is not required when facilities other than Governnent neke
distribution to departnents.

b. Oficial Use and Free Distribution of Periodicals. The OVB nust
approve issuing copies of periodicals for official use and free distribution
to offices and officers of the Government and others "as necessary to the
transacti on of public business
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transactions of public business required by law." The conmmand may print, in
addition to those above, no nore than 10 percent (not to exceed 2,000) of the
total quantity printed "free distribution" for exchanges, courtesy copies, and
sim | ar purposes between Government agenci es.

c. Distribution to the General Public. Unclassified publications are
considered to be in the public domain, and as such, shall be nmade avail abl e
to the public according to the public I aw and the provisions of this Mnual
This provision is not applicable to donestic or foreign governnents, agencies,
or their representatives. The cost of furnishing copies of official Mrine
Corps publications not intended for distribution to the public nust be
sel f-sustaining to the nmaxi mum possi ble extent. Accordingly, requests from
the public for Marine Corps departnental publications will be directed to the
CMC ( ARD) .

d. The CMC further provides that no individual in the Marine Corps or
per sonnel enployed by the Marine Corps shall furnish free copies or
di stribution of publications w thout prior approval of the comuander
exerci sing command control over such stocks of "in use" publications and as
noted in paragraph 2602.3b, above. The latter does not preclude the
fol l owi ng:

(1) The distribution of journals, magazi nes, newspapers, and other
periodicals with the intended and authorized distributions.

(2) The furnishing of publications for use as manuscript copies in the
producti on and procurenment of printing or as guides in the production or
procurenent of services and materials by responsibl e personnel

(3) The distribution of personnel procurenent advertising nateri al
t hrough of ficial channels.

(4) Distribution and issue of any printed nmatter per official
al  owances, distribution lists, agreements in force, joint regul ations, and/or
i nstructions issued by proper authority exercising control over such natters.

e. Publications distributed by or at the direction of the CMC shall not

be issued or otherw se furnished to individuals for permanent retention
wi t hout specific authorization of the CMC (ARD).

2603. SUPERI NTENDENT OF DOCUMENTS

1. The Superintendent of Docunents sells various publications to governnental
agenci es and the general public under |aws other than those regul ating
printing. In this regard, it has been determ ned that Marine Corps activities
can be authorized "deposit accounts” pursuant to 31 U . S.C. 686 for procuring
publications fromthe Superintendent of Docunents. Marine Corps activities
shall ensure that DoD publications are requested fromthe appropriate mlitary
servi ce/ agency per MCO 5215.16 or other applicable directives even though they
are stocked for sale by the Superintendent of Docunents.

2. Procedure

a. New Accounts. A "deposit account” may be established with the
Superintendent of Docunents in an anmpunt not |less than $50 by issuing an Order

for Supplies or Services (DD Form 1155 citing the activity O&WLC, or
O&MMCR OPBUD, or OPTAR authorization and indicating in block 19 "to establish
a deposit account)."” The original and two copies of the conpleted DD Form

1155 are then sent to the local disbursing officer for preparation of a check
which, along with a copy of DD Form 1155, is to be forwarded to the
Superi nt endent of Docunments. The Superintendent of Docunents will, upon
recei pt, assign an account numnber and furnish a supply

2-38



MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

recei pt, assign an account nunber and furnish a supply of order forns to the
ordering activity. Publications may then be obtained by processing an order
formdirectly to the Superintendent of Docunents. Mnthly statenents will be
furni shed provided there is activity on the account during the nmonth, or if
the account is overdrawn.

b. Replenishnment of Account. Accounts may be repl enished by repeating
t he basic cycle (paragraph 2603.2a, above). Block 19 of DD Form 1155 shoul d
contain the current statenent "to replenish deposit account,” and cite the
account nunber.

c. Limted Requirenents. In some cases, establishnent of a "deposit
account" is not feasible because of one-tinme, limted cost (less than $50
annual | y) requirenments. |In such circunstances, publications requests should
be submitted to the CMC (ARD) by letter citing the title, quantity required,
and total cost of the order. Action will be taken to provide the material to
the requester without reinbursenent by the activity.

3. Receipt of Shipnent. Upon receipt of the requisitioned naterial, the
unit supply officer will conplete the receiving portion of a DD Form 1155
as a voucher to the unit property account "FOR RECORD PURPOSES ONLY. "

2604. HQVC PRI NTI NG SUPPORT. Wth the exception of those publications
avai l abl e only fromthe Superintendent of Docunents, Marine Corps field
activities will not negotiate or order the printing of any-matter directly
fromG@GO If unable to obtain the required printing fromthe | ocal DAPSDO
conmercial, or other sources referenced in this Manual, the requirenents,
including all specifications, will be forwarded to the CMC (ARD) supported by
conplete data in letter formas foll ows

a. Justification and intended use (whether one-time application or a
continui ng requirenment is planned).

b. Certification of legality and necessity (refer to paragraph 2200.1);
and where appropriate, certification of specification requirenents which
exceed the restrictions and standards of this Manual

c. Quantity required.

d. Docunentation that the estimted production costs (dollar value) have

been obligated against activity allotted funds, citing appropriate
appropriation accounting data.

2605. COWMERCI AL SOURCES

1. Paragraph 2503 contains instructions regardi ng established annua
contracts for certain commercial -type newspapers, nmgazi nes, and ot her
peri odi cal s sel ected and consi dered appropriate by the CMC for genera
distribution and use within the Marine Corps. It also authorizes the |oca
procurenent of other newspapers, magazi nes, technical books, and periodicals
required for administrative use or of a technical and professional nature
which will further educate and benefit personnel of the activity in
performance of their duties.

2. The requisitioning/contracting of printing services and/or procurenment of
publications from comercial sources shall conmply with this Manual, and
appropriate instructions contained in the Navy Conptroller Manual and Mari ne
Cor ps supply system procedural manuals and directives regarding the
procurenent of supplies and services from comercial sources.
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a. Such purchases will be charged to local allotnent under applicable
appropriations and to the appropriate expenditure accounts for maintenance,
operations, or services of the activity concerned. Procurenent orders wll
contain instructions that invoices (billing) should be addressed to the
activity concerned for paynent by the disbursing officer

b. Paynent of Subscriptions in Advance. Subscriptions to newspapers,
nmagazi nes, and other periodicals for official use may be nade for 1 year or
nmore. Such subscriptions will be charged under an appropriation current when
the order for subscription is placed, notw thstanding that deliveries of the
periodi cal s may be nade in succeeding fiscal year or years. Paynents will not
be made in advance for subscriptions exceeding 1 year except when it is
advant ageous for the purpose of econony or other reasons to subscribe for
| onger periods or when it is inpossible to obtain subscriptions for a single
year.

2606. DEFENSE AUTOVATED PRI NTI NG SERVI CE ( DAPS)

1. Requisitions for printing and other services to be performed by a DAPSDO
(refer to appendix A), and reinbursenent shall conply with appropriate SECNAV
and NAVPUB instructions and/or directives issued by the service facility.

2. Funds available to the activity will be obligated on such requisitions,

and rei nbursenment will be effected by the disbursing officer of the activity
concer ned.

2607. OIHER GOVERNMENT DEPARTMENTS

1. Printing Service. Wen such services are avail able and appropriate for
use, printing requests will be prepared follow ng instructions issued by the
department and/or facility concerned.

2. Publications. The procurenent and use of publications published by other
mlitary and Governnent agencies shall conply with instructions contained in
par agraph 2603 and chapter 3 of this Manual

2608. REI MBURSEMENT/ PAYMENT. Government Departments (Qther than Mlitary).
Rei mbursemrent will be effected by the | ocal disbursing officer per the Navy
Comptroll er Manual, Volune 4, chapter 6 and Marine Corps supply system
procedural instructions, as appropriate.

2609. PRI NTI NG REQUI REMENTS RESULTI NG FROM CONTRACTS AND/ OR GRANTS FOR
EQUI PMENT AND SERVI CES

1. It is not intended that contractors/grantees shall becone prine sources
of printing for departnments or agencies. Therefore, the inclusion of
printing, as defined in this Manual, within contracts/grants for the

manuf acture and/ or operation of equi pnrent and for services such as
architectural, engineering, and research is prohibited unless authorized by
JCP. This Manual does not preclude the procurenent of witing, editing,
preparation of manuscript copy, or preparation of related illustrative
material; the duplicating of such naterial within the production linits cited
in paragraph 1216.1 of this Manual; or printing required by contractors for
their own use in responding to the terns of their contract; or the procurenent
of publications produced by conmercial suppliers and regularly carried as
"off the shelf" items for conmercial sale or use.
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2. Requests for authorization to procure printing resulting fromcontracts
for equi pment and services and/or grants, together with supporting
justification, shall be forwarded via official channels to the CMC (ARD).
Specifications shall conply with this Manual. Reports on costs and sanpl es
of work shall be submtted when and as required by the CMC (ARD).

2610. CONTRACTS FOR PREPARATI ON OF ARTWORK, MANUSCRI PTS, AND FOR ADVERTI SI NG
AGENCY SERVI CES. Publications and printing shall not be procured as part of
contracts for advertising agency services, for the preparation of artwork, or
for the witing, editing, or preparation of manuscripts. This provision shal
not preclude the procurenent of a small initial quantity of draft publications
necessary for review prior to final preparation
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CHAPTER 3

PUBLI CATI ONS MANAGEMENT

SECTI ON 1: PUBLI CATIONS | N USE BY THE MARI NE CORPS

3100. SCOPE AND APPL| CATI ON

1. This section describes the various publications prograns at HQVC and t he
conmand el emrents. Publications used by the Marine Corps enanating from ot her
sources are al so discussed. An explanation is provided concerning the indexes
of these publications to assist in acquiring the publications.

2. The term "publications" applies to manual -type and letter-type directives,
books, panphlets, manuals, printed personnel procurenent aids, and graphic
training aid charts and posters.

3101. MARINE CORPS PUBLI CATI ONS PROGRAMS. Marine Corps publications are in
the foll owi ng progranms and categories:

1. Marine Corps Directives Program This is the primary directives
managenent programw thin the Marine Corps. All orders, bulletins, nmanuals,
and certain joint publications are issued in this program unless another
programis prescribed or specifically authorized by the CMC. Detailed

regul atory instructions are contained in MCO P5215.1

2. The Marine Corps Technical Publications Program The technica
publications programis designed to support itens of equi pment by providing
instructions for their nmaintenance, nodification, operation, and supply.
Each technical publication is nunbered in a manner that identifies it with
a specific item group, or class of equipnent or by subject. Detailed
instructions regarding identification, applicability, and use of these
publications are contained in MCO P5215.17. All technical publications are
under the central nanagenment of the Commander (PSD), Marine Corps Systens
Command, 2033 Barnett Avenue, Suite 315, Quantico, VA 22134-5010 per MCO
P5215. 17.

3. Mrine Corps Administrative, Organizational Training Publications. These
are instructions and infornmation regarding policies, adnmnistrative

organi zation, doctrine, tactics, techniques, and procedures in publications
such as user manuals, FMFM s and FMFRP's. They al so provide instruction and
reference material relative to nmlitary training and operations.

4. Marine Corps Tables of Organization and Tables of Equipnent. These tables
prescri be the personnel allowances, organizational structure, and equi pnent

al | owances of a specific organization or type of organization. Each table is
nunbered to identify the comand to which it pertains.

5. Marine Corps Departnental "NAVMC' Publications. NAVMC publications
pertain to training, career planning, and other areas determ ned by the
publicati on sponsor. Formats of these publications nmay be in the form of
manual s, panphlets, posters, or charts. (Forns issued under a NAVMC nunber
are controlled by the CMC (ARAE.)) NAVMC publications nmay contain

i nstructions which are directive in nature but nay not establish policy.

6. Information Resources Managenment (IRM Standards and Guidelines. These
publ i cations di ssem nate technical standards, procedures, and guidelines
relating to managenent of IRMactivities. Publications in this category cover
all aspects of nmnaging information resources and include such topics as
requi renents determ nation, software devel opnent, configuration nmanagenent,
aut omat ed i nformati on system pl anni ng, and data processing installation
managenment. Detailed regulatory instructions are contained in MCO 5271. 1.

3-3




3101 MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS

7. Marine Corps Formal Schools Publications

a. Mrine Corps formal schools are defined as those school s established
and nmanaged per MCO 1500. 42.

b. For the purpose of correlating instructions in common subject matter,
direct exchange of manuals, texts, |lesson plans, lectures, and information
bet ween Marine Corps formal schools is authorized and encouraged. A sinmilar
exchange by Marine Corps formal schools with those of the other military
services or activities within DoD is al so authorized.

c. Marine Corps comands and activities nay request nomi nal quantities
of instructional material and publications directly from Mari ne Corps fornal
schools. Testing materials will be provided at the discretion of the forna
school commander. When the requested support cannot be provided, requests
may be referred to |l ocal or supporting training and audi ovi sual support
centers for resolution.

d. Mrine Corps officers serving in an instructional or staff capacity
at joint schools or formal schools and courses of other military services and
activities within DoD may al so request nom nal quantities of instructiona
mat eri al and assistance directly from commanders of Marine Corps fornma
schools. The provisions of paragraph 3101. 7c, above, apply in processing
t hese requests.

e. Requests from mgj or comuands and activities of other military services
for materials nmay be approved by conmanders of Marine Corps formal schools.
Questionabl e cases should be referred to the Commandi ng General, Marine Corps
Combat Devel opnment Command (CG MCCDC (C 46)), Training and Education D vision
2013 Barnett Avenue, Quantico, VA 22134-5050 for resol ution

f. Requests for Marine Corps formal schools materials fromother than the
activities or individuals specified in the foregoing subparagraphs require
approval of the CG (C 46) MCCDC

g. Commuanders of formal schools |listed in NAVMC 2771, Mari ne Corps
Formal Schools Catal og, nay order publications directly fromthe stock point.

8. Foreign Mlitary Sales. This publications programis in support of the
Foreign Mlitary Sales Act (FMSA) and is admi nistered by the COVMARCORSYSCOM
(PSL-LA). As program manager, the COMMARCORSYSCOM ( PSL-LA) excl usively
coordinates with the publications stock point for release of certain
technical, doctrinal, operational, and other categories of Marine Corps
publications to foreign instrunentalities per the terns of the FNMSA

9. Regul ar and Reserve Personnel Procurenent Advertising Materials Program

a. Reqular. Personnel procurenment advertising itens, (comonly called
recruiter support naterials within the Marine Corps recruiting service),
consi st of various collateral pieces such as booklets, folders, bunper
stickers, and posters. These itens are designed to increase the genera
public’'s awareness of the Marine Corps and assist recruiters in attaining
their m ssion.

(1) Quantity Requirenents. Quantity requirenents are determ ned by an
annual survey in which a portion of the CMC (MRM annual printing budget is
allocated to recruiter support materials. FEach recruiting station and officer
selection office receives a budget and a "shopping list" w th approxi mate cost
for the next fiscal year.

(2) Distribution. Distributionis linted to each recruiting station
and officer selection office within the recruiting service. Materials are
usual ly distributed on a
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usual |y distributed on a senmi annual basis. Exceptions are tine sensitive
items such as cal endars. Recruiter support materials do not contain PCN or
NAVMC nunbers and are not avail abl e through the stock point.

b. Reserve. The Reserve recruiting mssion is split between prior
service and non-prior service accession requirenments. The Mrine Corps
Reserve Support Comand (MCRSC), Overland Park, KS, is charged with prior
service recruiting while non-prior service recruiting is supported by the CMC
(MRM. Both CMC (MRM) and MCRSC produce Reserve recruitnment advertising
materials designed to informthe general public about the mssion of the
Mari ne Corps Reserve and to support the overall Marine Corps recruitnent
m ssion. These materials are not assigned PCN or NAVMC nunbers and are not
i ssued through or stocked at the stock point. Distribution is nade directly
to recruiting stations per their annual orders.

c. Reqular Establishnment. Primary support to commandi ng general s of the
Regul ar Est abli shnent is provided through career planners. Materials in the
NAVMC program (paragraph 3101.5) are force-fed to career planners on a regular
basis. Requests for additional quantities nay be made in witing to the CMC

(MM .

3102. OTHER M LI TARY SERVICE PUBLI CATIONS. The Marine Corps shares with the
other military services common interest in many subjects. Mch of the

equi pment in use by the Marine Corps is used by the other services as well.

In many instances, publications containing information relating to subjects
and equi pnent applicable to the Marine Corps have been printed by another
service. Simlarly, the Marine Corps originates publications often applicable
to the other services. 1In the interests of econony, facilitating conmon

obj ectives and expediting support to the field, publications with interservice
applicability may be devel oped by one mlitary service and distributed to
multiple services. A publication sponsored by two or nore military services
is referred to as a "joint docunent."” Joint documents are defined and

di scussed in paragraph 3107 of this Mnual

3103. DEFENSE LOd STI CS AGENCY PUBLI CATI ONS

1. Defense Logistics Agency (DLA) publications used by the Mrine Corps
i ncl ude:

a. Policy Issuances. |ssuances which enunciate operating policies,
assign responsibilities, or prescribe procedures which regulate or place
requi renents upon the nmilitary departnments; i.e., DLA regulations and
circul ars.

b. Procedural Issuances. Issuances which further inplenment DLA operating
policies and procedures previously coordinated with the mlitary departnents.
These are field publications of which many are currently issued through
vari ous nmedia and included in the Marine Corps technical publications program

c. Information |Issuances. |ssuances supporting routine operations (such
as catal og-type and information publications) nonregulatory in content.

d. Enmergency |ssuances. |ssuances which are of an energency nature and
urgently required for the protection of life, property, or material

2. Application and Identification

a. Publications selected for inplenmentation at the mlitary departnent
(HQVC) level are identifiable by the DLA identification synbol only.
Applicability to the Headquarters is deternmined by the staffing process to
cogni zant staff agencies.
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b. Publications applicable to Marine Corps field activities may be
assigned Marine Corps identification synbols in addition to those assigned by
DLA. Distribution of these publications to field cormmands is initiated by

HQMC.

3104. DEFENSE STANDARDI ZATI ON PROGRAM PUBLI CATI ONS. The Defense

St andardi zation Programis established by law (10 U. S. C. 145) and inpl enmented
by DoD directives. The Ofice of the Assistant Secretary of Defense
(Production and Logistics) is responsible for DoD w de gui dance and

adm nistration of the program Wrk under this programis acconplished within
the scope of policies and procedures pronul gated in DoD 4120.3-M Defense

St andar di zati on Manual .

1. DoD 4120.3-M Defense Standardization Manual, pertains to standardization
of materials, conmponents, equipnents, processes, and engi neering practices
essential to research, design, procurement, manufacture, production

i nspection, docunmentation, and preparation for the delivery of mlitary

itens of supply.

2. Standardization decisions are promul gated as specifications, standards,
and handbooks. These documents are published and nmi ntai ned by preparing
activities in DoD and other Federal agencies. Al unclassified docunments
approved for use within DoD are listed in the DoD | ndex of Specifications

and Standards published under the authority of the Ofice of the Assistant
Secretary of Defense (Production and Logistics) by the Naval Publications and
Fornms Center (NPFC), Phil adel phia, PA

3. Coordinated Federal and military specifications, standards, and handbooks
are mandatory for use in the design and procurenent of the itens, nmterials,
processes, or services which they cover. Requests for such publications wll
be subnmitted per instructions published in NAVSUP PUB 2002D directly to the
Conmandi ng Officer, Code 101 COG 1 Support Branch, Aviation Supply Ofice,
5801 Tabor Avenue, Phil adel phia, PA 19120-5099.

3105. DEPARTMENT OF DEFENSE (DOD) PUBLI CATI ONS. Applicability of DoD
publications to Navy and Marine Corps activities is promulgated i n Departnent
of the Navy (DON) and/or Marine Corps inplementing directives, as appropriate.
The DoD publications applicable to the Marine Corps are indexed, stocked, and
distributed by the Marine Corps; however, DoD directives are not distributed
to field cormands and are not stocked by the Marine Corps.

3106. DEFENSE MAPPI NG AGENCY (DMA) CATALOGS. The DVA Catal og of maps
charts, and related products is organized into seven parts:

1. Aerospace products.

2. Hydrographi c products.

3. Topographi c products.

4., Target material products.

5. Subnarine navigational products.

6. GCeneral purpose products.

7. Digital data products.

These catal ogs may be requested by witing to: Director, Defense Mapping
Agency Conbat Support Center (ATTN. PMSR), 6001 MacArthur Boul evard,

Bet hesda, MD 20816- 5001.
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3107. JO NT DEPARTMENTAL PUBLI CATI ONS (JDP) AND MULTI - SERVI CE DOCUNMENTS.
Joi nt departmental publications are directives, regulations, and ot her
publications issued in a single version by two or nore Government departnments
or mlitary services. JDP's are issued on occasions when a requirenent for
interdepartnental uniformty necessitates identical |anguage, form or timnng
Only publications approved and pronul gated by the Joint Chiefs of Staff are

referred to as "joint publications.” Publications involving two or nore
services that have not been reviewed and approved by the Joint Chiefs of Staff
shall be referred to as "nulti-service" and shall identify the participating

services (e.g., Arnmy and Air Force doctrine or Arny, Navy and Air Force
procedures.) (See MCO 5215 series for nore details.)

1. The CMC (ARD) is responsible for coordinating with the "l ead" agency for
aut hentication and identification of nmulti-service or JDP's in which the
Marine Corps participates.

2. \Wen the Marine Corps has been designated as the | ead agency or service,
it is responsible for determ ning whether the joint docunent is required, by
law or otherwise, to be printed in the Federal Register. The CMC (JA) is
responsi bl e for overseeing Marine Corps conpliance in this matter and the CMC
(ARAD) is responsible for inplenenting the publication when required. |If
publishing in the Federal Register is required, the document will be prepared
according to the Regul ations, Admi nistrative Conmittee of the Federa

Regi ster, 1CFR 1.0-40.15, 24 F. R 2343.

3108. NAVY PUBL| CATI ONS

1. Navy publications used by the Marine Corps

a. Those distributed directly to Marine Corps activities by the
respective conponents of the Navy Departnment shown in U S. Navy Regul ati ons
as havi ng managenent control or technical direction authority.

b. Those stocked, distributed, and issued through the Marine Corps
Publ i cations Distribution Systemfor direct distribution to | ower echel ons.

c. Those publications not stocked by the Marine Corps stock point that
are distributed directly to the requesting staff agency or field command by
CMC (ARD); e.g., NAVCOVWPTMAN

2. Navy Directives

a. MCO 5215.12 provides instructions concerning distribution, file
mai nt enance, and requisitioning Navy directives. NAVSUP PUB 2002D, Unabri dged
Navy | ndex of Publications and Forns, lists directives and stock nunbers to
facilitate requisitioning fromthe Conmmanding O ficer, Aviation Supply Ofice
(ASO), 101 COG 1 Support Branch, 5801 Tabor Avenue, Phil adel phia, PA
19120-5099. For assistance, contact ASO Custoner Research Desk, DSN
442-2626/ 2997 or conmmercial (215) 697-2626/2997. Sonme Navy directives are
listed in NAVMC 2761.

b. Indexes and checklists in which Navy directives are |listed are:
(1) NAVPUBI NST 5215.1, Consolidated Subject I|ndex.

(2) NAVPUBI NST 5215.3, Department of the Navy Directives |ssuance
Syst em Consol i dat ed Checkl i st.

3. Naval Air Systens Command Publications

a. These publications are related to training and operation and
mai nt enance of aircraft and related equiprment. OPNAVINST 4790.2 provides
i nformati on about these publications.
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b. Initial issue of these publications is nade by the Commandi ng O ficer
Aircraft Internediate Mai ntenance Support O fice, Patuxent River, M
20660- 5106, NAVAI R 00-500 A, Naval Aeronautic Publication |Index contains
procedures for including aviation activities on distribution. Requisitioning
instructions are included in NAVSUP PUB 2002D, Unabridged Navy I ndex of
Publ i cations and Forns.

4. Communi cations Security Material System (CMS) Publications. Certain
publications requiring special control neasures are distributed within the
Departnment of the Navy (DON) through the Conmunications Security Material
System (CMS) by the Communications Security Material Issuing Ofices (CM QO s)
at the direction of the Director, Conmunications Security Material System
(DCVS). Distribution of publications requiring special control neasures is
restricted to conmands/units with active CM5 accounts. The categories of CMS
publications are:

a. OCMs 4, Communications Security Material System (CMS) Manual, provides
regul ati ons and gui dance for establishing and adninistering DON CM5 accounts;
i ncludi ng recei pting, issuing, accounting, handling, safeguarding, and
destroying materi al

b. CPS 1, Cryptographic Security Policy and Procedures, provides DON
i mpl enment ed policies and procedures for applying cryptographic and physi cal
neasures to CMS naterial .

c. CSPM 3, COVBEC Publication Menorandum for Status and Disposition
provi des status informati on on comunications security (COVSBEC) keying
mat eri al and equi pnent related publications in the DON CM5 system |ssue
of the CSPM3 is restricted to conmands/units with active CM5 accounts.

5. Special Categories

a. Departnment Intelligence Publications. These nonregistered
publications are stocked by various sources. A secret publication
NI C- 2600A- 001A, Naval Intelligence Products Register (NIPR), contains a
listing of publications, procurenment instructions, and information on
est abl i shing and changi ng basic all owance lists. Correspondence requesting
the NI PR should be submitted to the Conmander (N C-102), Naval Intelligence
Conmand, 4600 Silver Hi Il Road, Wshington, DC 20389-5000.

b. COMIAC/ Naval Warfare Publications are nonregistered publications of
the Navy Tactical Doctrine publications series and the comuni cations
publications series stocked in the Navy supply system These publications
provi de doctrine, tactics, techniques, and procedures for naval operations.
They al so describe the adninistrative organization of many of the units which
participate in such operations. Some COMIAC publications are essential for
units participating or training in anphi bi ous operations. Copies are
available in hard copy and mcrofiche. To establish a COMIAC publications
al | owance and request additions, increases, and del etions of copies on
di stribution, or changes in format (microfiche or hard copy), Mrine Corps
comuands Wi ll submit their requests to: Director (Code 13), Navy Tactica
Support Activity, Washington Navy Yard, 901 M Street S.E., Washington, DC
20374-5079 via the appropriate chain of command. The Tactical Doctrine
publications series consists of Naval Warfare (NWP), Naval Warfare Information
(NWP), Fleet Exercise (FXP), Allied Exercise (AXP), Allied Tactical (ATP)
publications, and the NATO d ossary of Mlitary Terms (AAP-6A). The
conmuni cati on publications series consists of Alied Communication (ACP),
Joi nt Arnmy-Navy-Air Force (JANAP) and Naval Tel ecomuni cations Procedures
(NTP) publications. General information is contained in OPNAV directives
(5600- 5605 series). Indexes and distribution and requisition procedures are
publ i shed in OPNAVI NST 5605.19 for the operating forces and OPNAVI NST 5605. 20
for shore activities as well as NAVSUP PUB 2002D. Sone JCS sponsored
COMTAC/ NWP publications listed in
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COMTAC/ NP publications listed in OPNAVI NST 5605. 19 and OPNAVI NST 5605. 20 are
stocked by the Marine Corps and shoul d be ordered fromthe appropriate stock
poi nt .

c. Special Wapons Ordnance Publication (SWOP) Series. SWOP
is the Departnent of the Navy designation for a joint special weapons
publications series with applicability to the Marine Corps. GCenera
information on this series is contained in a classified index SWOP 0-1
Nurreri cal Index to Joint Nuclear Weapons Publications (Including Rel ated
Publ i cations) (Navy Supplenment). This index provides information on
establishing accounts. To receive copies of publications in the SWOP series
i ncluding the index, the request should be submitted via the appropriate
chain of comand to CMC (ASL-30) for aircraft units and CG (C 42) MCCDC for
ground units.

d. Joint Munitions Effectiveness Manuals (JMEMs). JMEMs is a series of
j oint publications concerning nonnuclear nunitions and rel ated subj ects.
Wthin the Marine Corps, these nmanuals are identified as Fleet Marine Force
Manual s (FMFM s) and Fl eet Mari ne Force Reference Publications (FMFRP's). The
FMFM 4-7 series on nonnucl ear surface-to-surface and surface-to-air munitions
and the FMFM 5-2 series on air-to-surface munitions provide weapons
ef fecti veness and selection criteria, target vulnerability, weapon
characteristics, and delivery accuracy and reliability. The Joint Technica
Coordi nating Group for Munitions Effectiveness (JTCE ME) publishes specialized
techni cal handbooks anplifying JMEMs with special interest infornmation and
training material for schools. MCO 5600.43 gives directions concerning these
publications. Requirements for specific JTCG ME publications should be
submitted on the forns found in the Joint Service | ndex of Specialized
Techni cal Handbooks (61JTCE ME 1-2), Part VI, directly to the JTCE ME
Publ i cati ons Manager, OC-ALC/ TILUB, 7851 2nd Street, Suite 204, Tinker AFB
K 73145-9147. Changes and revisions to publications are distributed once
requi renents are established. Subsequent to initial distribution, Mrine
Corps field requests for additional copies or deletion of distribution of
i ndi vi dual manual s should be submitted to the sanme address.

3109. ARMY PUBLI CATI ONS

1. Arny publications used by the Mrine Corps:

a. Those distributed, stocked, and issued through the Marine Corps
publications distribution system

b. Those distributed through the Marine Corps publications distribution
systemon a one-time basis but not stocked by the Marine Corps.

2. Mdification of Arnmy Publications. Army publications nmay be nodified by
the Marine Corps as required. Arny publications do not supersede Marine
Corps policy or instructions in Marine Corps publications. Requests for Arny
publications and DA forns nonstocked at MCLB Al bany nust be subnitted to the
CMC (ARD) .

3. Field Manuals (FMs) and Training Grculars (TCs). FMs and TC s
contain mlitary doctrine, tactics, techniques, and procedures as well as
instructional, informational, and reference material relative to mlitary
trai ni ng and operations.

4. Technical Manuals (TMs). TMs are related to either equi pnent or genera
subj ects. Equipnent TMs contain instructions pertaining to installation
operation, mmintenance, repair parts/special tools support, and rel ated
technical information for specific itens or groups of equi pnent. GCenera
subjects TMs are prepared on various subject areas such as conmuni cation/

el ectroni cs fundanental s, painting, welding, and denolition
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3110. COWMERCI AL PUBLI CATI ONS

1. Commercial publications will be procured by the COMVARCORSYSCOM and
distributed through the Marine Corps publications distribution system when
required to support weapons systems. Any conmercial publication not included
in SL-1-2/1-3, Index of Publications Authorized and Stocked by the Marine
Corps, may be procured locally.

2. Commercial manual s are procured for non-FM-/ garrison organi zations as
off-the-shelf itenms; e.g., buses, forklifts, warehouse tractors, and

adm ni strative-type notor vehicles. Publications prepared by contractors are
procured and shipped with the end itens.

a. Parts lists, lubrication instructions, and maintenance manual s
prepared by the manufacturer are used in support of commercial equipnent.
Local procurenent is authorized.

b. Wen nodifications to comrercial equi pnent are required, all necessary
publications will be provided by the COMARCORSYSCOM

3111. MARINE CORPS PUBLI CATI ONS | NDEXES. The follow ng publications indexes
and checklists are published for guidance in maintaining publications.

1. Marine Corps Bulletin 5600 series, Marine Corps Warfighting Publications
St at us.

2. SL-1-2, Marine Corps Stock List - Index of Authorized Publications for
Equi prrent Support.

3. SL-1-3, Marine Corps Stock List - Index of Publications Authorized and
St ocked by the Marine Corps.

4. NAVMC 2761 - Catal og of Publications. This index categorizes nontechnica
publications in the Standard Subject Identification Code format by PCN

3112. OTHER SERVI CES' PUBLI CATIONS. O her services’ publications are
identified in their respective publications indexes and will be requisitioned
fromthe appropriate source of supply unless indicated as a controlled
publication. Qher services publications stocked and distributed by the
Marine Corps are listed in SL 1-3 (MF). Arny publications are listed in DA
PAM 25-30 (M F) (PCN. 30501253000); Navy in NAVSUP PUB 2002D (M F) (PCN
20800500000). To obtain Air Force Regul ations, send a request to CMC (ARD).

3113. OFFICIAL WEBSITE FOR PUBLI CATIONS. The Marine Corps honepage at
http//wwv. usnc.nmi|l is the official Marine Corps web page to access Marine
Corps directives online. Therefore, Marine Corps directives will not be
posted to any ot her honepage.
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CHAPTER 3
PUBLI CATI ONS MANAGEMENT
SECTION 2:  THE MARI NE CORPS PUBLI CATI ONS DI STRI BUTI ON SYSTEM ( MCPDS)

3200. SCOPE. This section describes responsibilities and procedures
applicable to Headquarters staff agencies, the command el enents, and
activities that receive publications support through the MCPDS. HQWC staff
agenci es and certain comand el enents sponsoring and receiving publications

t hrough MCPDS have dual publications managenment responsibilities as described
in this section.

3201. THE MARINE CORPS PUBLI CATI ONS DI STRI BUTI ON SYSTEM (MCPDS). MCPDS is a
system that provides services in support of the initial issuance of
publications by Marine Corps publications sponsors and supports publications
nmanagenent by field conmanders including the Reserve Conponent. MCPDS

provi des distribution of Marine Corps publications to other Governnent

agenci es and non-Government entities wth a bona fide reason for receiving

t hem

3202. MCPDS AUTQVATED | NFORVATI ON SYSTEM (AIS). A central conmponent of MCPDS
is the on-line, interactive Automated Information System (Al'S) resident on a
mai nfrane- conputer | ocated at Quantico, VA  MCPDS provides:

a. Sponsor support - Allows publications sponsors to electronically
establish initial distribution for a new publication.

b. Field user support - Allows el ectronic nanagenent of the activity's
requi renents for publications.

c. Oher Governnent agencies and non- Governnment entities - Support is
provi ded by the CMC (ARD).

3203. I NDIVIDUAL ACTIVITY CODE (1AQ)

1. Definition. An IACis a 7 digit nunber that identifies an activity that
has been given authority to receive Marine Corps publications. An |IAC
consists of a 4-digit Type Activity Code that identifies activities of
simlar-conposition combined with a 3-digit suffix that makes a uni que
identifying nunber. IACs in the 1000 through 8000 series are assigned to
Marine Corps activities while the 9000 series is reserved for non-Mrine
Corps organi zations. Al IAC s and their respective addresses are avail able
for viewng in the MCPDS on-1ine system and the Headquarters LAN bulletin
board.

2. Establishing an I AC

a. |AC s are assigned by the CMC (ARD). HQVC staff agencies, Marine
Corps activities including the Reserve Establishment and detachments with
non- Mari ne Corps organi zations may request an | AC for their comand. An
activity nust have approval of the senior comrander to request its own | AC
By virtue of having an I AC, an electronic, interactive |listing of publications
avai l able for distribution to the activity is established. Per paragraph
3210.2b, activities without Marine Corps Data Network (MCDN) access that
find it necessary to have their own IAC will ensure support is available to
mai ntain their publications current. Requests for an IACwill be submtted
via letter to the CMC (ARD). The letter nust provide the foll owi ng
i nfornation:

(1) reason the IAC is being requested;
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(2) whether or not classified publications are required;

(3) a statement that the activity has adequate safeguarding capability
if classified publications are required;

(4) identification of individuals authorized to access the MCPDS Al S,
i ncl udi ng nanme, grade, and nmi nfrane user id's;

(5) complete official mailing address to include street or box, city
state, state, and ZI P Code; and

(6) point of contact with phone nunber (DSN and commercial), fax
nunber, and ELMS address, if avail able.

b. Confirmation fromthe CMC (ARD) of a request for an IAC will include
t he assigned | AC and instructions explaining howto access, review, and
update the listing of publications.

c. Initial issuance of publications fromthe stock point nust be input
and requested through the MCPDS Al S per paragraph 3303.

d. Non-Marine Corps organi zations shall provide a letter stating the
reason for requiring Marine Corps publications. Requests fromthis category
will be reviewed for necessity and confornmity with public | aw.

3. Deactivating an IAC. Activities no longer requiring an | AC due to
redesi gnation or other cause will notify the CMC (ARD) in witing as soon as
practicable. The |IAC assigned will be placed in a deactivated status for a
period of 12 nonths and then deleted fromthe system

4. Correspondence. Requests for publications and correspondence addressed
to the CMC (ARD) nust include the | AC and a point of contact with tel ephone
nunber and, if available, fax nunber, and ELMS address.

3204. PUBLI CATI ON CONTROL NUMBER (PCN). A PCN is a unique nunber assigned

to a publication and its changes and revisions. The first 3 digits of a PCN
are referred to as a PCN-prefix. PCN prefixes categorize publications |listed
in NAVMC 2761. PCN s for nontechnical publications are assigned by the CMC
(ARD) and PCN s for technical publications are assigned by the COVWARCORSYSCOM
(PSD) .

3205. PUBLI CATIONS LI STING (PL)

1. APL is an electronic display of all publications in MCPDS. Each PL is
uni que because the system shows a value in the quantity field for a PCN for
which the activity is currently on distribution. The PL is dynamc. It
changes when:

a. The sponsor adds a new publication for the specific | AC through
initial distribution, or

b. The activity chooses to make additions, changes, or deletions to
their PL.

2. To provide support to supply, adnministrative, and other personnel with
functional responsibility, the PL is separated into nontechnical and technica
sections. Nontechnical publications are nunbered per SECNAVI NST 5210.11

St andard Subject ldentification Codes (SSIC) and technical publications are
categori zed by item designator (ID) per tables of equipnent.
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3206. M SSI ON ESSENTI AL PUBLI CATI ONS

>CH 3 1. Access to an online nediumw Il suffice for directives that can be
obtained fromthe internet, CD-ROM or other sources. For purposes of
i nspection, electronic files will suffice and need not be printed. For

commands wi thout access to the internet, hardcopy and CD- ROM versi ons of Marine
Corps directives can be obtained through MCPDS.

3207. DI STRI BUTI ON STATEMENTS

1. To facilitate information security, dissem nation of Marine Corps
publications was fornmerly restricted only by designating a publication either
"controlled" or "noncontrolled." DoD 5200.1-R states "certain infornmation
that woul d otherwi se be unclassified may require classification when conbined
or associated with other unclassified information.” For this reason, sponsors
shall identify the degree of restriction of distribution for each of their
nont echni cal and technical publications based on the distribution statements

i n OPNAVI NST 5510.1. For users of the MCPDS reference, the seven distribution
statenents are defined in NAVMC 2761.

2. Al publications in the MCPDS are available to Marine Corps activities
except that classified publications are restricted to those activities with
docurnent ed saf eguardi ng capability. Additionally, all Marine Corps
publications may be released to non-Marine Corps organi zati ons and the
general public unless otherw se restricted by a sponsor’s distribution
statenent. Since sponsors determ ne the degree of dissemnmi nation based on the
conpil ation of information discussed above, they shall respond to the CMC
(ARD) requests received fromthe public for their restricted publications,
both current and superseded. |f a request is per the Freedom of Information
Act, the CMC (ARAD) will conplete all required action. Al requests for
Marine Corps publications fromthe public are principally coordinated by the
CMC (ARD) per paragraph 2602. 3c.

3208. CLASSI FI ED PUBLI CATI ONS. Activities with a requirenent for classified
publications distributed through the MCPDS nust send a letter to the CMC (ARD)
that states classified publications are required and that an approved storage
facility for safeguarding classified docunents is on site. Activities w thout
a letter on file can neither viewtitles of classified publications nor order
themin the system Wenever an activity relocates, its title redesignated,
or its mssion substantially changed, a review nust be conducted to deternine
a continuing need for classified publications. Any change in classified
storage authority will be pronptly reported by nmessage to the CMC (ARD).

3209. |INTIAL DISTRIBUTIONS, Initial distribution of Marine Corps
publications is a shared responsibility. The publications sponsor plans the
distribution. The CMC (ARD) provides distribution control; 1.e., the facility
for distribution. The recipient perfornms publication control of the initial
distribution by making a determnation if 1t is mssion essential and
subsequently nmaking internal distribution or disposal of the publication.
These responsibilities are described in detail in the follow ng paragraphs.

3210. RESPONSIBILITIES

suing a publication rests with the sponsor. An inseparable function within

1. Sponsors. The primary responsibility for essentiality and necessity for
is
this responsibility is the determ nation of distribution requirenents by
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quantity, by activity m ssions or organi c equi pnent, and mai ntenance
responsibilities. Sponsors shall fulfill these responsibilities and those
outlined in paragraph 1216 of this Manual by:

a. originating publications in support of their prograns;

b. selecting and sponsoring publications fromexternal sources in support
of their prograns per paragraph 1217,

c. assigning distribution statenments for publications under their
cogni zance;

d. determining the initial distribution, to include | AC s (see paragraph
3203.1) and quantities;

e. ensuring data entry of initial distribution for their publications in
the MCPDS Al'S;

f. serving as approval authority for release of their publications
restricted fromnon-DOD entities by the sponsors’ distribution statenents;

g. performng review and certification of their publications for currency
per section 4 of this chapter and notifying the CMC (ARD) to facilitate
renoval of outdated publications when applicable;

h. submtting camera-ready copy and verbatimdigitized copy for changes,
revi sions, and new unclassified directives to the CMC (ARD) for printing,
di stribution, and uploading to the HQVC LAN (include all original background
material); and

i. informing the CMC (ARD) whether or not their publication is current
when stock repl enishment is being considered.

2. Heads of Staff Agencies and Conmanders

a. Heads of staff agencies and activity comanders are responsible for
establishing an effective internal distribution and retrieval programthat
ensures publications received are essential and not duplicated per NAVSO P- 35,
Department of the Navy Publications and Printing Regulations. The nethods
enpl oyed in the performance of internal distribution and retrieval are at the
di scretion of the commander. They shall be established in consideration of
avai |l abl e manpower and technol ogi cal resources.

b. Commands and activities assigned an |AC will review and update their
PL, to include mailing address, electronically. Marine Corps conmands and
activities and Marines assigned to non-Marine Corps organi zations unable to
access their PL via MCDN, shall submt their publications requirenents to
their Marine Corps adm nistrative supporting activity per paragraph 3203. 2.
The exact nethod for submitting requirenents to the support activity will be
as nmutual ly agreed upon; e.g., submit via floppy disk, by periodically
accessing the supporting activity’'s MCDN assets, or by adding the PCN s and
quantities to the supporting activity' s PL.

c. APLreconciliation will be conducted upon receipt of the quarterly
i ssuances of NAVMC 2761, Catal og of Publications; the SL 1-2/1-3, I|ndex of
Publ i cati ons Authorized and Stocked by the Marine Corps; and Marine Corps
bulletins in the 5600 series. These indexes are the sources fromwhich to
determine titles of new publications and those that have been cancel ed,
superseded, or revised. Changes to the PL will be nade to ensure the m ssion
essential criterionis met. Since information concerning each new publication
is sinultaneously displayed to all 1ACs when it is established by the
sponsor, nore frequent reviews are possible but quarterly reviews are
consi dered m nimally adequat e.
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3. CMC (ARD). Per paragraph 2602, the CMC (ARD) is responsible for
distribution control of initial publications requirements to using activities.
This responsibility entails determ ning the methods and facilities for
acconplishing initial distribution and coordinating with publications
sponsors. In exercising this responsibility, the CMC (ARD)

a. Serves as the Marine Corps central publications and printing
nmanagenment organi zati on.

b. Is functional nanager of the MCPDS Al S.

c. Facilitates printing and Marine Corps-w de distribution of
publications planned by HOMC staff agenci es ensuring 30 percent of
distribution quantity is shipped to the publications stock point for issue.

d. Provides guidance and training on the publications and printing
managenment prograns and system procedures.

e. Provides departnental |evel support for the Marine Corps wth other
Gover nnent agenci es and non-Governnent entities for publications and printing
matters.

4, CG MCLB. The stock point for classified and uncl assified, technical and
nont echni cal Marine Corps publications is the Commandi ng General (Code 876),
Marine Corps Logistics Base, 814 Radford Boul evard, Al bany, GA 31704-1128.
The publications stock point shall receive, account for, stock, distribute,

i ssue, and di spose of all nontechnical publications per instructions provided
by the CMC (ARD). Al technical publications are under central managenent of
COVVARCORSYSCOM ( PSD), 2033 Barnett Avenue, Quantico, VA 22134-5010 per MO
P5215.17. Procedures relating to storing and issuing publications are
establ i shed by CG MCLB, Al bany, GA

5. UNILTS DEPLOYI NG

a. Units will deploy with all publications, except those publications
uni que to the geographical |ocation.

b. Deploying units shall change (or cause the change to) the address of
the 1AC if distribution of publications is to be made to the depl oyed
| ocati on.

c. Deployed units without direct access to their PL, may transfer
managenent of their PL to an activity having adm nistrative control or a
supporting unit if support is necessary. The comander of a unit preparing
to deploy nmust consider the currency of the PL and any requirenment for
addi ti onal publications when determning if support is needed.

d. Upon conpletion of deploynment, the commander shall review and update
the unit’s PL to reflect current address and publications requirenents.

3211. STANDARD NAVY DI STRIBUTION LI ST (SNDL). The SNDL |ists addresses that
are used to distribute certain publications of the Departnent of the Navy.

It is published in two parts, OPNAV P09B2-107, Operating Forces of the Navy,
Uni fied and Specified Commands, U S. Elenments of International Comuands; and
OPNAV P09B2- 105, Catal og of Naval Shore Activities. The structure sponsors
should notify the CMC (MPC) when there is a change of status of a Marine Corps
activity; i.e., activation, deactivation, title, redesignation, or relocation
The activity rmust have an approved T/ O and nission statenent fromthe CMC
(MPC). The provisions of OPNAVI NST 5450. 169 nust be adhered to in al

rel ocations or deactivations of non-FM- activities.
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3212. NAVY DIRECTIVES. A command is assigned an SNDL distribution code when
a commi ssioning allowance for Navy directives is initiated by the Defense
Automated Printing Service (DAPS). Changes to the SNDL distribution nust be
requested through the Navy sponsor (see sponsor code Part |1, Numerica

Li sting, under "code" columm in NAVPUBI NST 5215.1, DON Directives |ssuance
Syst em Consol i dat ed Subj ect | ndex).

3213. NAVY DI RECTIVES "MJST HOLD' LIST. Commands shoul d revi ew Navy
directives onhand and determne their mssion-essentiality by using NAVSUPI NST
5215. 1, Navy Consol i dated Subject |ndex; and NAVPUBI NST 5215.3, Standard Navy
Di stribution List Consolidated Checklist, to establish a "Mist Hold" List.
Est abl i sh procedures to review Navy directives as received. Retain only those
Navy directives deened m ssion-essential on the "Miust Hold" Iist unless
directed by higher authority to do otherwi se. Dispose of nonni ssion-essenti al
directives (sonme Navy directives are issued with Mari ne Corps PCN s (prefix
control nunber 720 series) and those directives should be elininated from
continuing distribution by accessing the command’s PL via the MCPDS (see MCO
5215.12)).
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CHAPTER 3
PUBLI CATI ONS MANAGEMENT

SECTI ON 3: PROCUREMENT OF STOCKED AND NONSTOCKED PUBLI CATI ONS

3300. GENERAL. Instructions in this section apply to procurenent of
publications fromthe stock point and other sources.

3301. THE MARINE CORPS PUBLI CATI ONS STOCK PO NT. The stock point for
classified and uncl assified, technical and nontechnical Marine Corps
publications is the Commandi ng General (Code 876), Marine Corps Logistics
Base, 814 Radford Boul evard, Al bany, GA 31704-1128. The publications stock
poi nt shall receive, account for, stock, distribute, issue, and dispose of al
nont echni cal publications per instructions provided by the CMC (ARD). Al
techni cal publications are under central nmanagenent of the COVMARCORSYSCOM
(PSD), 2033 Barnett Avenue, Quantico, VA 22134-5010 per MCO P5215.17.
Procedures relating to storing and issuing publications are established by
the CG MCLB Al bany, GA

3302. PROCURI NG PUBLI CATI ONS WTH PCN S

1. Stocked publications are obtained in one of two ways:
a. through initial issue by the sponsor; or

b. the MCDN user (or the activity’'s support activity) orders publications
through the MCPDS. If there is a requirement for the basic publication and
continuing distribution of its changes and revisions, two i ndependent actions
are necessary:

(1) title and quantity are added to the PL; and

(2) an order for the publication is nade online in the MCPDS. (If the
requirenent is a one-tine issue, order the publication without adding it to
the PL.) Delivery fromthe stock point takes 2 to 4 weeks. The system
informs the user if the publication is not in stock. Wen this occurs, the
user nmust periodically check the PCN for availability until the order is
accept ed.

2. Sone publications published in the NAVMC 2761, Catal og of Publications,
are nonstock itens although they are assigned PCN s. Basic nanual s
represented by PCN prefixes 710, 720, 730, and 740 nust be ordered directly
fromthe appropriate service's stock point, but continuing distribution of
changes and revisions is assured by entering the PCN on the PL.

3303. BULK I SSUE FOR NEWIAC S. Upon notification of assignment of an | AC,
the command will review the appropriate publications i ndexes for determ nation
of mission essential publications. Once that determ nation has been nade and
validated with all command personnel exercising functional responsibility, the
comand will enter the PCN's and quantities on the PL electronically. The
systens users manual provides guidance for making the appropriate entries to
the MCPDS. Following data entry, the command will subnit a letter request for
the publications to CG (Code 876), MCLB, 814 Radford Boul evard, Al bany, GA
31704-1128 for bulk issue. The letter shall specify the TACLADD assi gned,

| AC, and point of contact. This procedure enables the stock point to prepare
a bul k shiprment thereby mininzing postal costs. Odering publications by
letter fromthe stock point is available on a one-tine basis only to

establish the new conmand’s |ibrary.
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3304. COMMERCI AL PUBLI CATIONS. Chapter 2 of this Manual contains
i nstructions regardi ng procurenent of publications fromcomercial sources.

3305. GOVERNMENT PRI NTI NG OFFI CE PUBLI CATIONS. Chapter 2 of this Manua
contains instructions regardi ng procurenent of publications fromthe
Government Printing O fice, Superintendent of Docunents, North Capitol and
H Streets, NW Washi ngton, DC 20401.

3306. NAVY PUBLI CATIONS. Navy publications, other than those stocked by the
Mari ne Corps or which have special requisitioning instructions in paragraph
3108, may be requisitioned directly fromthe Navy supply source.

3307. OTHER M LI TARY SERVI CE AND FEDERAL AGENCY PUBLI| CATI ONS. Where
applicable for Marine Corps use, such publications are assigned PCN s, stocked
at the stock point, and listed in SL-1-2/SL-1-3. All other publications in
this category not stocked by the Marine Corps publications stock point will be
procured per the requisitioning instructions contained in the service/agency
publi cati ons i ndex.

3308. FORMAL SCHOOLS PUBLI CATIONS. |Issuance of Marine Corps formal school s
publications is governed by instructions set forth in paragraph 3101.7.
Commands ordering unusually high nunbers of publications for classroom or
simlar application fromthe stock point will limt their stock to a 1 year

suppl y.

3309. NONSTOCKED PUBLI CATI ONS. Requests for nonstocked publications will be
subnmitted to the CMC (ARD) and include the follow ng:

a. Complete identification of the publication(s) including publication
nunber, title, and stock number, if known, and the source document in which
identified.

b. Equi pnent |Item Designator (I1D) Nunmber, if applicable

c. Source of supply, if known.

d. Justification for the publication

e. Point of contact, telephone nunber, |IAC, fax nunber, ELMS address, and
whet her requirenent is for one-tinme issue or continuing distribution

f. Reconmmendations for addition of specific publications should be

subnmitted directly to the appropriate subject matter expert for consideration
for entry into MCPDS
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CHAPTER 3
PUBLI CATI ONS MANAGEMENT
SECTI ON 4: PUBLI CATI ONS REVI EW AND DI SPOSI Tl ON
3400. REVIEW OF OFFICIAL PUBLI CATI ONS* As required by the Secretary of
Def ense, Secretary of the Navy, and Commandant of the Marine Corps, these

i nstructions provide the scope and procedures for a systenmatic revi ew of
Mari ne Corps publications.

1. Oficial Publications. Includes all publications issued by HQMC and
Marine Corps field activities in the conduct of public business which the
Marine Corps is required by law to undertake. \Wether for regul atory,

adm ni strative, training, indoctrinational purposes, conduct of personnel, or
for logistical purposes, official publications shall be subject to a program
of continuing review for appropriateness and applicability to the needs of the
Mari ne Cor ps.

2. Review Criteria. In addition to other provisions of this Mnual regarding
control of publications and printing, the follow ng establishes a system of
continuing review of official publications within the Marine Corps.

a. Policy. Oficial Mrine Corps publications shall be reviewed before
i ssuance and rei ssuance. These publications shall be reviewed for necessity,
accuracy, current applicability, judiciousness of purpose and good taste; and
to ensure consonance with existing law and with national, DoD, and nava
policy. |If it is determned a publication does not neet these requirenents,
it will not be published, or it will be withdrawn or nodified as necessary.

b. Responsibility. The responsibility for effective review of an
of ficial publication shall be at the highest |evel of the conmand havi ng
cogni zance of the subject matter of the publication. Delegation of authority
and final responsibility for review shall be held to the absolute m ni num
necessary to carry out the purpose of these instructions (U S. Navy
Regul ations, article 0813 and SECNAVI NST 5600. 16, Revi ew of Departnent of Navy
(DN) Publications; Procedures Governing, apply).

(1) HOMC. Responsibility for review of publications emanating from
HOMC i s placed upon the respective heads of staff agencies originating such
publicati ons.

(2) Field Activities. Unless responsibility for review is assuned by
hi gher command authority, Marine Corps field conmanders shall review their
publications at the respective command | evels of pronul gation. Exception
Mari ne Corps comranders of activities under the adnministrative control, but
not the operational control of the CMC, shall review only publications dealing
with the primary Marine Corps functions: all other publications shall be
revi ewed by responsible officials so designated in appropriate SecNav and/ or
bureau and of fice instructions.

3. Review Procedures

a. Oficial Marine Corps publications, except directives, shall be
reviewed prior to printing and distribution of the basic or revised issuance
for conformance with the criteria set forth in paragraph 3400.3, above.
Directives shall be reviewed initially prior to printing and annually
thereafter for conformance with the criteria set forth in paragraph 3400. 3a,
and per MCO P5215.1, Marine Corps Directives System
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b. Publications, except edition-bound publications and directives,
approved for issuance shall include a certification of review by signature in
aletter or on the inside bottomof the first printed sheet/cover, as follows:

Revi ewed and approved

( DATE)

(Signature, reviewing official)

c. Case-bound publications shall be certified by menorandum and
mai ntai ned by the originating activity.

d. The certifying signature indicates the publication conforns to the
stipul ati ons of paragraph 3400.3a and that it is necessary in the conduct of
public business the activity is required by |law to undert ake.

e. Certification of review and the indication of continued approval or
cancel | ation of publications shall be on NAVMC 10974, Directive Review
(avai l abl e through the Marine Corps supply system). The forns and the
original or certified copies of the promulgating |etters of publications
shall be maintained by the command responsi bl e for pronul gation of the
publ i cati ons.

f. The review certification for joint publications shall be processed
per procedures prescribed for signing such publications.

5. Review Control. Conmanders of bases, canps, divisions, w ngs, and other
separate admini strative commands shall take action they deem necessary to
assure conpliance with these review requirenents.

6. Retention of Review Records. Retention and retirenent of records and
nmenoranda required in these procedures shall conply with SECNAVI NST 5212.5
and SECNAVI NST 5600. 16.

3401. DI SPOSI TI ON OF EXCESS PUBLI CATI ONS

1. Material not Authorized for Return to Stock. The follow ng categories of
publications shall not be returned to the stock point and will be disposed of
locally in the best interest of the Governnent.

a. (bsolete or unserviceable publications.
b. Letter-type directives.
c. Publications which have a change(s) incorporated in the basic manual

d. Publications of small cost; i.e., nornmally less than $50. The
objective is disposal of all printed matter locally when the value is |ess
than the adm nistrative cost to return the material to stock

e. Publications not listed in the SL-1-2/1-3, except current joint and
ot her service publications, exceeding a value of $50, should be reported to
the CMC (ARD) for determ nation of possible use by other services.

2. Material Authorized for Return to Stock. All material returned to stock
must be currently published in the SL 1-3 and shall be in "issue ready"
condition wthout changes inserted by other than the original printing
process.

a. Publications in significant quantities; i.e., 10 or nore copies, nay
be returned to the stock point for reissue.

b. Serviceabl e bi nders.
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3. CMSI COMTAC/ Naval Warfare Publications, COMIAC/ Naval Warfare and CM5
material will be returned/di sposed of as prescribed by the current regul ations
governing such materi al s.

4, (Cassified Publications. Cassified publications will be disposed of
locally in conpliance with OPNAVI NST 5510. 1, Departnent of the Navy
I nformati on and Personnel Security Program Regul ati ons.

5. Personnel Procurenent Advertising Materials (Regular, Reserve and
Retention). Recruiting station commanding officers, inspector-instructors,
active site commandi ng officers, and career planning officers shall judge the
accuracy of literature in their possession and may destroy literature which
beconmes i naccurate through changes in law or policy to the point of inpairing
their recruiting or retention efforts. Upon deactivation of a unit or
recruiting office, usable literature shall be reported to the appropriate

di strict commuander.
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APPENDI X A

Def ense Printing Service
Nati onal Capital Area

Di rector

Def ense Automated Printing Service Detachnment Office
Pent agon Bui | di ng Room BD831

Washi ngt on DC 20350- 3000

Di rector

Def ense Automated Printing Service Detachnent O fice
Washi ngt on Navy Yard Bl dg 143-1

901 M St SE

Washi ngt on DC 20374- 5030

Di rector

Def ense Automated Printing Service Detachnent O fice
Aber deen Proving Ground Bl dg 342

Aber deen MD 21005-5001

Di rector

Def ense Automated Printing Service Detachnent O fice
United States Marine Corps Acadeny Bl dg 1001

1001 Barnett Ave

Quantico VA 22134-5007

Def ense Printing Service
Nort heast Area

Di rector

Def ense Automated Printing Service Detachment O fice
Mlitary Ccean Term nal Bldg 42

E 32nd St

Bayonne NJ 07002-5598

Di rector

Def ense Automated Printing Service Detachment O fice
Naval Education and Traini ng Center

47 Chandl er Street

Newport RI 02841-1707

Di rector

Def ense Automated Printing Service Detachrment O fice
700 Robbins Avenue Bl dg 4 Section D

Phi | adel phia PA 19111-5094

Di rector

Def ense Automated Printing Service Detachnment Office
5450 Carlisle Pike Bldg 410

PO Box 2020

Mechani csburg PA 17055- 0788

Def ense Automated Printing Service
Sout heast Area

Di rector

Def ense Automated Printing Service Detachnent O fice
Bui | di ng KBB

Naval Station

1641 Morris Street

Nor f ol k VA 23511-6294
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Di rector

Def ense Autonmated Printing Service Detachnent O fice
Naval Base

Bui | di ng 1628

Charl est on SC 29408- 6700

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Bui | di ng 655

Fort Eustis VA 23604-5093

Def ense Automated Printing Service
Sout hern Area

D rector

Def ense Autonmated Printing Service Detachnent O fice
Redst one Arsena

Bui | di ng 5688

Redst one Arsenal AL 35898- 7464

Di rector

Def ense Autonmated Printing Service Detachnent O fice
255 Cahran Street Suite Cl2

Robbi ns AFB GA 31098- 1623

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Naval Air Station

Buil ding 721

Jacksonvill e FL 32212-0003

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Naval Training Center

Bui | di ng 2049

Ol ando FL 32813-5002

Di rector

Def ense Autonmated Printing Service Detachnent O fice
250 South Ranp Road

Gunter AFB AL 36114-5000

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Naval Air Station

Bui |l di ng 461

Pensacol a FL 32508- 6900

Def ense Automated Printing Service
Central Area

Di rector (ATTN DAPSDO RI)

Def ense Autonmated Printing Service Detachnent O fice
Rock Island Arsena

Rock Island IL 61299-7520
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Di rector

Def ense Automated Printing Service Detachnment Office
Bl dg 700 East

901 South Dr

Scott AFB IL 62225-5000

Di rector

Def ense Automated Printing Service Detachnment Office
Attn DAPSDN Bl dg 2647

Fort Knox KY 40121-5000

Di rector

Def ense Automated Printing Service Detachnent O fice
Bl dg 281 Door 18 Areas A and B

Wight Patterson AFB OH 45433-5000

Di rector

Def ense Automated Printing Service Detachnent O fice
Naval Trai ning Center

Bl dg 2A

G eat Lakes |IL 60088-5700

Def ense Automated Printing Service
Sout hwest Area

Di rector

Def ense Automated Printing Service Detachment O fice
Grant & Reynol ds Avenues

Bui l ding 77

Fort Leavenworth KS 66027-5009

Di rector

Def ense Automated Printing Service Detachment O fice
58 Doni phan Street

Fort Bliss, TX 79916-0058

Di rector

Def ense Automated Printing Service Detachment O fice
Bui | di ng 1552

Kel ly AFB TX 78241- 5000

Di rector

Def ense Automated Printing Service Detachnment Office
Building 1 - Room 105

Ti nker AFB OK 73145-5000

Di rector

Def ense Automated Printing Service Detachnent O fice
4400 Dauphi ne Street

Unit 601-3B

New Orl eans LA 70146-6300

Def ense Automated Printing Service
Western Area

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Naval Station Box 368148

4300 Hoover Street

San Di ego CA 92136-5595
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Di rector

Def ense Autonmated Printing Service Detachnent O fice
Naval Air Warfare Center

575 1 Street

Poi nt Mugu CA 93042-5027

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Naval Supply Center

Bui | di ng 441W

QGakl and CA 94625-5045

Def ense Automated Printing Service
Nort hwest Area

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Puget Sound Naval Shipyard

Bl dg 530

Bremerton WA 98314-5290

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Qgden Air Logistics Center

6011 Gum St (COgden/ PS)

Hi Il AFB UT 84056-5826

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Har non Hall Room B9

USAF Acadeny CO 80840- 5000

Di rector

Def ense Autonmated Printing Service Detachnent O fice
Box 126

Pear| Harbor H 96860-5133
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APPENDIX B

MARINE CORPS EMBLEM AND SEALS

Department of Defense Seal Marine Corps Seal

\TATEs O

For use in pairs only.

Marine Corps Emblem

When only one
Emblem is used

Marine Corps Emblem

U.S. GOVERNMENT PRINTING OFFICE: 1993 - 342-354/80039
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