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SPLYQ878
UNITED STATES MARINE CORPS

TASK ANALYSIS PROGRAM
QUESTIONNAIRE BOOKLET
INTRODUCTION

YOU HAVE BEEN SELECTED TO PARTICIPATE IN A STUDY CN THE
BASIS OF YOUR CURRENT JCB ASSIGNMENT. THE INFORMATICN YCU
FURNISH WILL BE OF CGREAT VALUE TO THE MARINE CORPS IN FUTURE
DECISICNS ON: (1) OCCUPATIONAL FIELD STRUCTURE, €(2) TRAINING,
(3) CLASSIFICATION, AND (4) ASSIGNMENT POLICY.

THIS QUESTIONNAIRE WAS CCNSTRUCTED FROM ON=-THE=-JOB
CBSERVATIONS AND INTERVIEWS WITH MARINES PERFORMING CUTIES AND
TASKS SIMILAR TO THGSE YCU PERFORM. IT IS DESIGNEC TO DETERMINE
WHAT YOU DO IN YOUR PRESENT J28.

THIS_ IS NOY _A_IESI. NEITHER YOU, YOUR COMMANDER, NOR YOUR
UNIT WILL BE EVALUATED, IN ANY WAY, CON THE INFORMATION YOU
PROVIDE. YOUR INDIVIDUAL RESPCNSES wILL 8E HELD IN THE STRICTEST
CONF IDENCE.

THE RESULTS OF THE INFCRMATICN YOU PROVIDE IN THIS QUESTION=-
NAIRE WILL BE OF BENEFIT TC YQU ANC CTHER MARINES IN YOUR
OCCUPATIONAL FIELD. THEREFJRE, PLEASE BE_AS _SIRAIGHTEORMWARD .
ACCURATE _ANO _ERANK _AS _POSSIBLE. ALL RESPONSES SHCULD BE BASED ON
YOUR PRESENT JOB ASSIGAMENT,

"THERE ARE FIVE PARTS TO THE QUESTIONNAIRE:

PART 1 BACKCRCUND INFQRMATICN SECTICN -

PART 11 TASK SECTION

PART III JOB SATISFACTICN/CISSATISFACTION SECTICN
PART 1V WRITE~IN SECTICN

PART Vv REMARKS SECTICN
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GENERAL INSTRUCTIONS
le READ ALL INSTRUCTICNS CAREFULLY.

2. USE ONLY THE PENCIL FRESENTED TO YOU BY THE QUESTICNNAIRE ADMIN-
ISTRATOR TO MARK YOUR RESPCNSE. CC NOT USE A PEN CR COLCRED PENCIL.

3. MARK ONLY THE RESPCNSE BOXES ANC CIRCLES IN THE
FIRST 3 SECTIONS OF THE RESPCNSE BOCKLET.

]
!
i
!

4. IF IT IS NECESSARY TC CHANGE A RESPONSE, BE SURE TO ERASE IT
COMPLETELY.

5. YOU WILL BE GIVEN AS MUCH TIME AS YOU NEED TO COMPLETE THIS
TASK SURVEY QUESTIINNAIRE.

6. DO NOT FOLD OR CREASE THE RESPCMNSE BCOKLET.

7. ASK YOUR SURVEY ADMINISTRATOR IF YOU HAVE ANY QUESTIONS
REGARDING THE TASK BGCOKLET OR THE CCDED ANSWER BOCKLET..

NOW TURN TO PAGE 3 OF THIS QUESTIONNAIRE BOOKLET FOR
INSTRUCTIONS CN HOw TO CCMPLETE PART l.
{
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PART I = BACKGRIUND INFORMATICN SECTION

JNSTRUCTIONS FOR.COMPLETING PARI. 1 OF Yt+E RESPCNSE_BOOKLET:

QUESTIONS IN THIS SECTION RECUIRE YOU TO BLACKCUT THE
NUMBER OR FILL IN A CIRCLE FOR YOUR DESIRED RESPINSE.

EXAMPLES

2 SEX ' 18. DO YQU HAVE A MILITARY
DRIVERS LICENSE.
MALE 1
FEMALE 2 YES 1

NO 2
EXAMPLE MOS (3215)

PRIMARY MOS
0 0
1

No=JoomdPbunr~Oo0n
VoOo~NOTBmPLNNFO
WoONOMHwWwN -
oo umPuN

NOwy, TURN TC PAGE 1 (PART I - EACKCRCUND INFORMATICON SECTION)
IN THE RESPINSE BOUKLET ANC BEGIN FILLING IN RESPONSES TD QUESTIONS
1 TO 13. QUESTIONS 14, 16, 17 AND 18 ARE LISTED 0ON THE FOLLAWING
PAGES. QUESTICN 15 HAS BEEN OMITTEC. PLEASE RESPCAD TO EACH QUESTION.




NOTE: THE FOLLOWING CORRESFONDS wITH QUESTICN 14 IN THE RESPONSE BOOKLETY.

l4. MY PRESENT BILLET TITLE IS BEST DESCRIBED AS: (SELECY ONLY NNE)

J01.
coz.
0d3.
004.
005.
006.
007.
cos.
009.
Cl0.
Ulle
01l2.
013.
0ls.
015.
0l6.
017.
gl18.
019.
020.
0c21.
022.
023.
g24.
V25.
£26.
cat.
vas8.
ga9.
a33.
031.
J232.
J33.
J34.
J35.
J36.
¢ 37.
038.
Ci9.
040,
Jél.
042.
G043,
044.

ACCOUNTIN
ANALYST
ASSISTANT
ASSISTANT
ASSISTANT
ASSISTANT
ASSISTANT
ASSISTANT
AUDIT CLE
AVIATION
AVIATION
AVIATION
AVIATION
AVIATION
AVIATION
AVIATION
AVIATION
AWAITING
BACHELOR
B8ACHELOR
BATTALION
CAMP PRUP
CASHIER
COMPONENT
CHAPLAINS
CHECKERS
CLOTFING
CLERK/DRI
CCMMISSAR
COMMISSAR

G CLERK

BASE CENTRAL WAREHOLSE MANAGER
COLLECTICA
MATERIAL CCNTFCL NCCIC
PROPERTY NCC/C
SUPPLY CHIEF
SUPPLY UPERATIONS CFIEF
RK
FISCAL MAN
LOGISTICS FLANS NCO
SUPPLY CHIEF
SUPPLY CLERK
SUPPLY/FISCAL CLERK
SUPPLY MaAN
SUPPLY MANAGEMENT ASSISTANT/TRAINING NCOIC
SUPPLY SPECIALIST
PARTS EXPELCITIR
OFFICER/BACHELOR ENLISTED QUARTERS ASSISTANT
OFFICER/BACFELOR ENLISTEC ATTYENDANT
SUPPLY ChIEF
ERTY CHICF

CONTRJL UNIT CLERK
ASSISTANT

CHIEF

VER

Y STORERCCM MAN
Y SUPPLY CLERK

CCMPANY NCO

CJIST ANAL
CCUNTER/Q
OEL IVERY
DISTRIBUT
DOCUMENT
CRIVER
ECUCATICN
ELECTRONI
ELECTRONI
EXPEDITOK
FISCAL CA
GENERAL S
GENERAL w

YSIS CLERK
UALEITY CCNTRCL
ORI VER

ION CLERK
CONTRCL CLERK

/NUCLEAR BICLOCICAL CrEMICAL NCO
CS STOCKMAN
CS SUPPLY CLEFK

TA NCO
UPPLYMAN
AREHIUSEMAN
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045. GENERAL WAREHJIUSEMAN/CRIVER
046« GROUP SUPPLY CHIEF
047. HEAD
048. HELQ EXPEDITOR
049. INVENTORY CHIEF
050. INVENTORY CLERK
051. INITIAL PROVISICNS CHIEF
052. INPUT/OUTPUT CHIEF
053. INPUT/OUTPUT CCNTRCLLER
' 054. INSPECTOR
055. INSUR/PROJ ISSUE PCINT CLERK
OS5 ow—I-NENTORY—EMIEF
853+ NVENFORY—CTER K
058. INVENTORY MAN 1
059. INVENTORY/SPACE CCNTRCL
060. INVENTIRY TEAM NCO
061. LOCATOR
S 062. LCCATOR NCG
063. MAINTENANCE MANAGEMENT CLERK (MIMMS)
064. MANAGEMENT TEAM INSPECTOR i

UM AN MRl Lo 9 10Ot S - -

065. MATERIAL CHIEF

066. MATERIAL CLERK/PEB
067. MATERIAL CCNTRCL MAA i
068. MATERIAL CONTRCL NCCIC

069. MARINE CORPS PRUPERTY NCOIC .
070. MARINE CORPS PROPERIY CFHIEF q
071. MARINE CORPS SUPPLY CHIEF

072. MARINE CORPS SUPFLY MANACGEMENT ASSISTANT/TRAINING NCGIC
073. MECHANICAL REQUISITICNS CLERK

074. MEMBER

075. MANAGED ON THE JOB TRAINING INSTRUCTOR

076. MT/CEQ/HVEQ ISSUE PCINT '
077. NCOIC 1
C78. NCOIC BLANK FCRMS

079. NCOIC BACHELOR OFFICERS QUARTERS

080. NCOIC ENERGY RESUURCES CONSERVATION

C8l. NCODIC/IMRL CHIEF

082. NCOIC KEY PUNCH UNITY

083, NCOIC RECEIVING CCNTRCL

G84. NOCIC SUPPLY SECTICN

085. NCOIC WOMEN MARINE EACHELOR ENLISTED QUARTERS
086. NFE EXPEDITJIR

087. OPERATIONS CFHIEF

388. OPERATIONS CHIEF/OINMES COORDINATOR

C89. OPS/SAT MANPOWER/SUFPLY MAN

090. OPERATIONS/SUPPLY MAN

N91. PACKAGING SPECIALISY

092. PLANS/OPERATIONS CHhIEF

J93. PLATOON SERGEANT




094.
095.
096.
097.
0%8.
a99.
100.
121.
102.
103.
104.
105.
106.
107.
108.
109.
110.
1ll.
112.
113.
11l4.
115.
116.
117.
118.
119.
120.

120
121

l122.
123.
124.
125.
126.
127.
128,
129.
130.
131.
132.
133.
134.
135.
136.
137.
138.
139.
140.
141.

T ,H;,ermmmmsa:m&aﬁw&uﬁsWn‘(vu.ﬁ?hm‘s).‘ﬁ’- 2 A

PEB EXPEVUITOR

POLICE NCU/SUPPLY ACMINISTRATIVE CHIEF
PCLICE AND PROPERTY MAN
POLICE AND PROPERTY NCO
PRESERVATICN SPECIALIST
PROCESS CLERK

PROCESS PLANNER

PROCUREMENT SUPPLY ANALYST
PROCUREMENT/SUPPLY (HIEF
PROCUREMENT SUPPLY MAN
PFOCUREMENT SUPPLY FMAN/MARES
PRCOUCTIGN CCNTROL NCC
PROPERTY MAN

PFOPERTY CHIEF

PRUPERTY CONTRCL NCC

PFOPERTY NCU/DRIVER

PROPERTY NCO

PROPERTY NCJ/SUPPLY ACMINISTRATION MAN
PROPERTY MAN/CRIVER
PROPERTY/SPECIAL EQUIPMENT NCO
PACKAGING, PRLSERVATICN, PRCTECTICN (PPEP)
PP&P MAN/CRIVER

PP&P TECHNICIAN

PROCESS CLERK

PUBL ICATIUNS LIBRARIAN
QUALITY CONTRUL NCC

QUARTERS FURNITURE NCCIC
RASBONESELERK

RATHON- SUPPLY CHIEF
RECLAMATICN/SALVAGtE CHIEF
RECCRDER

RECURDER/ORIVER

RECURDS CLERK

RECORDS MANAGEMENT CHIEF
RECORDS STATISTICS NCC
REQUISITION EXPEUITCR
RESEARCH ANALYST

RESEARCH CLERK

RATIONS RECEIPT/FOCLC SERVICES
SCHEDUL ING CLERK

SECTION CHIEF

SECTION LEADER

SELF SERVICE CENTER MANACGER
SELF SERVICE CENTER CLERK
SHOP CHIEF

SHOP STORES NCO

SPECIAL PRCJECTS CLERK

SCQUAD LEAOER
SHIPPING/RECEIVING CLERK

VAN




142.
143.
144,
145.
146.
147.
148.
149.
150.
151.
152.
153.
154.
155.
156.
157.
158.
159.
160.
l16le.
162.
163.
l64.
165.
166.
167.
168.
168.
i 170.
[ 171.
. 172.

173.
L 174.
‘ 175.
i 176.
177.
178.
E 17S.
180.

181.
182
¢ 184.
1 185.
! 136.
187.

i 188.
3 189.
190.

SUPPLY

SCREENING UNIT CLERK

STOCK CGNTROL CHIEF
STOCK CCNTRUL CLERK
STOCK CONTROL SUPERVISOR
STOCKMAN

STOCK REVIEWERS

STORAGE NCO

STORERCOM MAN

STORERGOM/ SUBSISTENCE
SUBSISTENCE CHIEF
SUBSISTENCE NCO
SUBSISTENCE STORES CLERK
SUBSISTENCE SUPPLY CHIEF
SUBSISTENCE SUPPLY MAN

SUPPLY
SUPPLY
SUPPLY
SUPPLY
SUPPLY
SUPPLY
sSuPPLY
SUPPLY
SUPPLY
sSuPPLY
SUPPLY
SUPPLY
SUPPLY
SuUPPLY
SUPPLY
SUPPLY
SUPPLY

ACCOUNTING CLERK
ADMINISTRATIVE CCNTROL
ADMINISTRATIVE CHIEF
ADMINISTRATIVE CHIEF/ANALYST
ADMINISTRATIVE CLERK
AOMINISTRATIVE MAN
ADMINISTRATIVE MAN/ANALYST
ADMINISTRATIVE MAN/DRIVER
ADMINISTRATIVE/OPERATICNS CHIEF
ADMINISTRATIVE MAN/STATISTICS
ADMINISTRATIVE/OPERATICONS MAN
CHIEF

COURDINATOR

CLERK

CLERK/CCNTRCLLED ITEMS
CLERK/DRIVER

VISPATCFER

SUPPLY/FISCAL CHIEF
SUPPLY/LOGISTICS CFIEF

SUPPLY
SUPPLY
SUPPLY

MAN
NCUIC
OPERATICNS CFIEF

SUPPLY/PRIPERTY CLERK

SUPPLY
SUPPLY
SUPPLY
SUPPLY
SUPPLY
SUPPLY
SUPPLY

RECOROS CLERK
SERVICES CHIEF
SERVICE SECTICN NCGIC
SUPPORT COURCINATOR
SYSTEMS ANALYST

WAR EHGUL SEMAN
ADMINISTRATICN MAN

SUPPORT AOMINISTRATICN OPERATICNS CHIEF
TEAM CHIEF

TEAM LEADER/NCCIC

TECHNICAL CATA LIERARY CLERK

TECHNICAL EOIT CLERK
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191. TEST EVALUATION CLERK

192. TCOL RGCM NCO

193. UNIT HEAD

194+ UNIT STOCKMAN

195. UNIVAC 1500 LOGISTICS COMPUTER OPERATOR
196. WAREHOQUSE CHIEF

197 . WAREHOUSEMAN/DRIVER

158, WAREHOUSL/EQUIPMENT OFERATOR

199. WAREHOUSEMAN

200. WAREHOUSE MANACGCEMENT NCOIC .
201. WAREHOUSE NCJ ' 3
202. WAREHOQUSE SUPERVISOR
203. WAREHOUSE SUPPLY CHIEF
204. WEAPONS SECURITY GUARC
205. WING SUPPLY CHIEF

206. WING SUPPLY GHIEF CLERW
207. 1050 OPERATOR

l6. [INOICATE ThHE PERCENT OF TINME SPENT HANDLING FLAMMABLE/
HAZARDQUS MATERIALS.

Jle LESS THAN 52 04, 16-25% 07. 76-S0%
02. 5-10% 05. 2&-50% 0. OVER S0%
03. 11-15% 06. 51-75%

17. WHAT IS THE TOTAL TIME IN MONTHS OF YOUR EXPERIENCE WITH SASSY?
18. DO YOU DRIVE a MILITARY VEFICLE IN THE PERFORMANCE OF YOUR DUTIES?
NOTE: QUESTIONS 19 THROUGK 38 DO NCT APPLY. YOU HAVE NCW

CCMPLETED PART I. PLEASE WAIT FOR YOUP ADMINISTRATOR TO
PROVIDE FURTHER INSTRUCTICNS BEFORE CONTINUING.




PART 11 - TASK SECTION

JINSIBUCTIONS FOB CCMPLELING PABY 11 QF THE RESPONSE BOOKLET:

READ THROUGH THE ENTIRE TASK SECTICN OF THIS QUESTIONNAIRE
AND FILL IN THE CIRCLE UNDER THE JASK_LONE COLUMN, IN THE RESPONSE
BOOKLETy FOR EACH TASK STATEMENT WHICH YOU ACTUALLY PERFCRM_NQOW
IN YOUR BILLET. 0J NOT FILL IN THE CIRCLES FOR TASKS THAY YOU DO
NOT PERFORM. DO NOT BLACKEN THE NUFMBERS TO THE RIGHT OF THE
CIRCLES AT THIS TIME. SEPARATE INSTRUCTIONS WILL FCLLOwW FOR
THAT PART OF ThE QUESTICNNAIRE AFTER YOU HAVE COMPLETED MARKING
THE TASKS THAT YOuU 0G.

EXAMPLE
QUESTIONNAIRE BCOKLET RESPONSE BOCKLET

TASK DONE
0001 TASK 0 0001 1234561
Col2 TASK 0 0012 1234567
003S TASK 9 0035 1234567

THE LIST OF BILLET MOS RELATEC TASKS BEGINS CN THE NEXT PAGE.

s e it A




1.
| 2.
|

3.

5.

6.

D)
8.

9.
10.
1.
12.
13.
l4.

15.

16.
1 17.
18.

19.

20.

21.

ASSIGN SCHOOL QUDTAS TO UNITS/SECTIONS
APPROVE PERSONNEL TO FILL SCHCCL CUOTAS

DETERMINE ACTICN SECTION ON INCOMING CORRESPCNDENCE/
MESSAGES

4 ESTABLISH/UPOATE ADMINISTRATIVE - FH-ES—SUEH AS CORRESPONDENEE—

MESSAGEST ANDORDERS

EVALUATE SUPPLY ACMINISTRATIVE TRAINING PROGRAM
EVALUATE WAREHOUSE TRAINING PROGRAM

MICROFILM CORRESFCNDCENCE AND PUBL ICAT IONS

OPERATE OFFICE MACFINES SUCH AS TYPEWRITERS AND ACDING
MACHINES

OPERATE KEYPUNCH

PREPARE CORRESPUNDENCE SUCH AS LETTERS, AND ENDORSEMENTS
PREPARE/UPODATE CLAIM FCRMS

PREPARE/UPUATE SECURITY PROCECURES FOR SUPPLIES

RECEIPT FOR CLASSIFIED MATERIAL

RESEARCH STATLS UF INVESTICATICNS

REVIEW CORRESPCNUENCE 3UCH AS LETTERS, ENDORSEMENTS, AND
MESSACES FOR ACCURACY AND CCNMTENT

REVIEW INVESTIGATICNS/SURVEYS FOR ACCURACY AND CONTENT
SCHEDULE TRAINING CLASSES
VERIFY SECURITY EFFECTIVENESS

INSTRUCT/TRAIN PEKSCNNEL IN THE TECHNIQUES OF CPERATOR'S
MAINTENANCE OF OJOFFICE MACHINES

DISPOSE OF RECORDS/FILES

ESTABL ISH/UPDATE ACMINISTRATIVE FILES SUCH AS CORRESPONDENCE
MESSAGESy ANU ORDERS

19

FRECEDING PAGE BLANK-NOT FILMED
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22.

23.

24.
25.
26.
27.
28.
29.
30.
31.
3a.

33.
34.
35.
36.
37.
3s8.
39.
40.
41.
42.
43.

44.

ESTABL ISH/UPDATE

MICROFICFE FILES

ESTABL ISH/UPDATE
DINING FACILITY

ESTABL ISH/UPUATE
ESTABL ISH/UPDATE
ESTABLISH/UPDATE
ESTABL ISH/UPUATE
ESTABL ISH/UPCATE
ESTABL ISH/UPUATE
ESTABL ISH/UPDATE
ESTABLISH/UPDATE
ESTABL ISH/UPOATE

PRCOF OF DELIVERY, PLANT ACCOUNT, AND

NCTICE OF DELEGATIOION OF AUTHORITY, AND
ACCOUNT CARL FILES

LIBRARY OF VENDOR CATALOGS/PRICE LISTS
LISTS OF CEEARREL/SUSPENDED VENDORS
LCCATOR FILES SUCH AS YLL AND YLD FILES
PROCUREMENT LIBRARY

FILE OF CHARGEABLE REQUISITICNS

INPUT HISTAORY FILE

PLRCHASE AND DELIVERY FILES

REGISTER OF VCUCHERS

THE FILE OF CPERATING INSTRUCTIONS FOR THE

COMPUTER AND ASSOCIATED ECUIFMENYT

FILE'FEDERAL SUPPLY SCHEDULES

PREPARE CLOSE-OUT FILES

UPCATE BID INFORMATICN FILES

ARRANGE STORE

ASSEMBLE FIELC DINING FACILITIES

BUILC/ASSEMBLE STORACGE FRAMES /RACKS/BINS

CHART CUMMISSARY

TRAFFIC PATTERNS

CHECK PERSONNEL FCF IDENTIFICATION CARDS

COMPUTE NET STORACE SPACE

CORRECT SAFETY VICLATIONS

DESIGN STORE LAYOLT

DETERMINE wAREHOLSE LAYQUT

11
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45.
46.
47.
48.

49.

50.
51.
52.

- i AN, SO - i

53.

S54.

A

55.

ikl o il cadi,

56

57.

58.

59.

60,
6l.
62.
63.
64.
65.
66.

67.

ESTABLISH A RODENT/PEST CONTRCL PROGRAM

FUMIGATE THE STORACE AREAS

INSPECT DRY STORAGE AREA FOR PFOPER TEMPERATURES
INSPECT FACILITIES FCR RODENT/PEST CCNTROL
INSPECT FACILITIES/PROCECURES FOR SAFETY

MARK STORAGE AREAS

INSPECT REFRIGERATION UNITS FCR PROPER TEMPERATURE
PREPARE PLANOGRAPH

PREPARE PLANOGRAPH OVERLAY

PREPARE WAREHOUSE PLANNING WCRK SHEET

SANITIZE STORAGE AREA

INSTRUCT/TRAIN PERSONNEL IN THE TECHNIQUES CF CCMMISSARY
SALES STORE OPERATICNS

INSTRUCT/TRAIN PERSCANEL IN THE TECHNIQUES OF WAREHQUSE/
MATERIAL HANCLING EQUIFMENT SAFETY ,

INSTRUCT/TRAIN PERSONNEL IN THE TECHNIQUES OF WAREHOUSE
LAYOUT

ASSIGN COST TO PACKAGING, PRESERVATION, AND PRCTECTICN
{PP&P) WCRK PERFCRMED

CLCSE ABSTRACT UF CHARGE SALES

COLLECT CASH FGR THE Ue. S. GOVERNFMENT
COMPUTE COST TO FEED IN A DINING FACILITY
COMPUTE MCNEY VALUE CF SUPPLIES

DEPOSIT MONEY AT DISBURSING

DETERMINE IMPACT CF BUDGET CHANGES
ESTABLISH/UPUATE MCNETARY LEOCCERS

ESTABLISH/UPCATE REQUISITICN/CPEPATIONAL TARGET (OPTAR) LG

12




68.
69.
? 70.
71.

72.

T3.
14.
75.
76.
17,
78.

79.

80.
8l.
82.
83.

84.

85.
86.
87.
88.

89.

90.
9l.

ESCORT MONEY TO DISBURSING

POST CASH RECEIPTS TO REPORT OF DEPOSITS

POST CHARGE SALES DATA TO ABSTPACT OF CHARGE SALES ]
PREPARE BUDGET | i
PREPARE CUMULATIVE ABSTRACT CF REIMBURSABLE ISSUES : }
PREPARE INTRACOMMISSARY TRANSFER ABSTRACTS 1
PREPARE INVENTORY ACJUSTMENT MNNETARY ACCOUNT |
PREPARE BUDGET INCREASE wITH JUSTIFICATION
PREPARE STATEMENT CF REIMBURSABLE ISSUE
PREPARE SUMMARY OF CAILY FUND RECEIPTS

PRICE COMMISSARY STOCK

RECORD CASH PAYMENT CF MEALS

REVIEW BUDGETS FUR CCRRECTNESS ANC ACCURACY
REVIEW BUDGET INCREASE WITH JLSTIFICATION
SELL CLOTFRING USING €04 FORMS

INSTRUCT/TRAIN PERSOANEL IN THE TECHNIQUES OF BUDGETING 4

INSTRUCT/TRAIN PERSONNEL IN THE TECHNIQUES OF FINANCIAL '
ACCOUNTING f

SUPERVISE PERSCNNEL CCLLECTING MONEY

SUPERVISE PERSONNEL PREPARING AND MONITORINC BUDGETS
SUPERVISE PERSCNNEL PERFCRMING FINANCIAL ACCCUNTINC
APPROVE/SCREEN BLAMKET PURCHASE AGREEMENTS

CLOSE OUT PURCHASE ORDERS ANC CONTRACTS

EXPLAIN PURCHASING PROCEDURES/REGULATIGNS TQO UNITS/SECTIONS

PREPARE ABSTRACT BIDS/CUOTATICNS 1
13
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PREPARE BLANKET PURCHASE AGREEMENTS

93. PREPARE CONTRACT AWARD FORMS
4 94, PREPARE/OISTRIBUTE CCNTRACTS
95. PREPARE/DISTRIBUTE OPEN PURCHASE CONTRACT ORDERS

96. PREPARE DOCUMENTS FOR OPEN PURCHASE OF SUPPLIES
AND EQUIFMENT

97. PREPARE MODIFICATICN/AMENDMENT OF SOLICITATICN

98. PREPARE PUBLIC VOULCFHERS

L O A

99. PREPARE PURCHASE AND DELIVERY ORDERS
100. PREPARE REQUEST FOR QUOTATIONS

101. RECORD OPEN PURCHASE TRANSACTIONS
102. RESEARCH STATUS OF PURCHASE CRDER

103. REVIEW MUDIFICATICN/AMENDMENTY OF SOLICITATION FOR
COMPLETENESS ANC ACCURACY

104, REVIEw OPEN PURCHASE REQUESTS FOR COMPLETENESS AND ACCURACY
105, hEVIEN PROCUREMENT DCCUMENTS FCR COMPLETENESS AND ACCURACY
106« REVIEW PUBLIC VJUCFERS FOR CCMPLETENESS AND ACCURACY

107. UPDATE BLANKET PURCHASE AGREENENT CALL SHEETS

108. UPDATE fRANSMITTAL OGCUMENT QR OPEN PURCHASE DOCUMENTS ‘
109. INSTRUCT/TRAIN PERSCNNEL IN THE TECHNIQUES OF PURCHASE

110. DOCUMENT/CONTRACT PREPARATICA i

4 111. SUPERVISE PERSONNEL PREPARING PURCHASE DOCUMENTS/CCNTRACTS
112, ADMINISTER CJIJMPLIANCE wITH CCNTRACTS

113, ADMINISTER DELIVERY OF OPEN PLRCHASE CRDERS

114. CONFIRM CCNTRACT TERMS SUCH AS DELIVERY DATE, PRICE, AND ‘
QUANTITY ‘ :

14
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115. CONSOLIDATE UNIT PURCHASE RECUIREMENTS

116. COORDINATE LIAISCN VISITS WITH FIELO CCNTRACTING OFFICES/
CCNTRACTORS

P S

117. DETERMINE METHOD OF OFEN PURCFASES

118. DETERMINE MODIFICATICNS/AMENDMENTS OF SOLICITATION
TO CONTRACTS

116. DETERMINE VENDOR TC RECEIVE AWARD

120. EVALUATE BICS QUOITATIINS AND PROPOSALS FOR AWARDS
121. EVALUATE CINTRACT FREAWARD SURVEY

122. INSPECT VENDOR CONTRACT PREAWARD SURVEYS

123. NEGOTIATE CGNTRACTS/MODIFICATIONS TO CCNTRACTS
124. NEGOTIATE POSSIBLE PURCHASING TERMS WITH SALESMAN
125. NOTIFY UNITS TO PICK UF MATERIAL

126. PLAN PURCHASE TRIPS

127. PROVIDE ODCUMENTATICN FOR AUTHORIZATICN COF SHIPMENT OF
EQUIPMENT TO CCNTRACTOR FOR REPAJR

128. PROVIDE PURCHASING INFORMATICN TC VENDORS/CUSTCMERS
129. PURCHASE SUPPLIES WITH IMPREST FUND

130. REQUEST CONTRACT PREAWARD SURVEY

131« VERIFY PROCUREMENT (ORDERS FCR COMPLETENESS AND ACCURACY
132, VERIFY VALIDITY OF SUPFLY RECQLESTS

133. INSTRUCT/TRAIN PERSCNNEL IN THE TECHNIQUES CF PREAWARD
SURVEY

134, INSTRUCT/TRAIN PERSONNEL IN TFHE TECHNICUES OF ADMINISTERING
CONTRACT S/OPEN PURCHASE ORDERS

135. SUPERVISE PERSCNNEL ADMINISTERING CONTRACTS/CPEN PLRCHASE
CROERS

136 . CANCEL REQUISITICNS
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137.
138.
139.
140.

1 ' 141,
142.
143.

144.
145.
146.
147.
148.
149.
150.
152.
152.
153.

] 154.
; 155.
' 156
i 157.

e o

158.

159.

COMPUTE COMMISSARY REQUISITICN OBJECTIVE
CONSCL IDATE REQUISITIONS

INFORM CUSTOMER/SHCPS OF REGUISITION STATUS
INITIATE TRACER ACTICN FOR RECUISITIONS
RESEARCH REQUISITICNS

RESEARCH STATLS OF REQUISITIQONS

VALIODATE/UPCATE RECUISITION SUPPLEMENTAL STATLS
LISTING (RSSL)

VERIFY RECEIPY OF MERCHANDISE

VERIFY REQUISITICN DATA

COMPUTE INVENTORY PERCENTAGE CF A DINING FACILITY
COMPUTE UNIT SUPPLY LSACGE

DETERMINE /ASSIGN STATUS CODES TC ITEMS ON ORDER
ESTABLISH/UPDATE A STOCK CCNTFOL SYSTEM

FORECAST SUBSISTENCE CCNSUMPTICN

RECONCILE ACCCUNTS

RECONCILE CCNTRILLEOD ITEMS REFORT

REVIEW REQUEST FOR SUPPLY ISSUE/TURN IN FOR COMPLETENESS
ANC ACCURACY

VALIDATE DTP LISTING AND BwA SHIPPING MATS (ROLLBACK)
VERIFY MARES/FORSTAT INFORMATICN
VERIFY THAT ALLCWANCE LIST ITEMS ARE CN HAND OR ON CRDER

INSTRUCT/TRAIN PERSCANEL IN THE TECHNIQUES NOF SUPPLY
ACCOUNTING

SUPERVISE PERSCNNEL PERFCRMING SUPPLY ACCCUNTING
ANSWER INCUIRIES AEOLT SUPPLY SITUATICNS
16
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160.
161.

162.

163.

e ok N

164.

S yiae

165.
l66.
167.
168.
169.
170.
171.
172.
173.
174.
175.

176.
177.
178.
175.
180.
181.
182.

APPROVE/DISAPPROVE TABLE OF ECUIPMENT (T/E) CHANGES
ASSIGN NJN SYSTEM NAVY SUPPLY NUMBERS (NSN)

COORDINATE ISSUE/RECEIPT OF SUPPLIES WITH
WAREHOUSE/TRANSPGRTAT ION PERSCNNEL

COORDINATE SUFFLY FECUIREMENTS WITH CTHER SERVICES/GOVERN
MENT AGENCIES

COCRDINATE wITH ALTCMATED SERVICES PERSONNEL CN MARK 1V
PROGRAM REQUIREMENTS ’

CETERMINE REINDUCTION BY EXCEPTICN

DETERMINE UNITS/SECTIONS SPECIFIED ALLCWANCES
DETERMINE MOUNT-OUT SUPPCRY RECUIREMENTS FOR UNITS
DETERMINE SUBSTITLTE SUPPLIES FOR SUBSISTENCE SUPPLIES
ESTABLISH AN AVIATION SUPPLY TRAINING PROGRAM
ESTABLISH NSN CN MASTER FEADER FILE

ESTABL ISH/UPDATE INTERSERVICE SUPPORT AGREEMENTS
ESTABLISH/UPCATE MCUNT CUT RECCRDS

ESTABLISH/UPCATE WAREHCUSE STCCKLIST

INSPECT CERTIFICATE OF ISSUE CF CHARGE SALES

FILL OUT TACTICAL EQUIPMENY REPAIR ORCERS (TERQC'S)/
ECUIPMENT REPAIR CRCER'S (ERC'S)

POST RECEIPTS TO VOUCHER REGISTER AND CGENERAL CCNTFOL
PREPARE CONTRCLLEC ITEMS REPCRT

PREPARE OINING FACILITY ACCCUNTY CARD

PREPARE INPUT LATA FCR SASSY

PREPARE INPUT FOF MINMMS

PREPARE JOB QRDER NUMBER (JIN) CATALOG

PREPARE OPERATIUNAL TARCGET (QPTAR) DOCUMENT TRANSMITTAL
REPORTS

17




PREPARE QUARTERLY PRICE LIST

PREPARE STOCK UISCREPANCY NAOTICE

PREPARE/SUBMIT UNSATISFACTCRY MATERIAL REPORTY
PREPARE SUBSISTENCE CCNSUMPTICN RECORD

PREPARE SUBSYSTEMS OFERATICNS ANALYSIS REPORT (SOAR)

PREPARE SUPPLY DOCUMENTS SUCH AS REQUISITIONS, INVOICES, AND
VOQUCKERS

PREPARE/UPDATE EXCHANGE/TURN IN OOCUMENTS

PREPARE/UPDATE GOVERNMENT BILLS CF LADING
PREPARE/UPDATE MAINTENANCE FLCAT RECORDS
PREPARE/ZUPCATE STCCK CCNTROL CCCUMENTS
PREPARE/UPDATE WAREHOUSE SAFETY SCP
PROVIDE PROPERTY CISPOSITICN INSTRUCTICNS

REVIEW SUBSISTENCE CCNSUMPTICON RECORD FOR COMPLETENESS AND
ACCURACY

REVIEW TABLE OF ALLOWANCES/SUFFLY BULLETINS TGO UPDATE
REQUEST PROPERTY CISFOSITION INSTRUCTICNS

REVIEW EXCHANGE/TURN IN COCUMENTS FOR COMPLETENESS AND
ACCURACY

REVIEW INPUT TJ MIMMS FOR CONMFLETENESS AND ACCURACY

REVIEW INPUT TO SASSY FOR COMFLETENESS AND ACCURACY

REVIEW MOUNT CUT RECORDS FOR COMPLETENESS ANC ACCURACY
REVIEW SASSY INVEMNTORY UPOATE FOR COMFLETENESS AND ACCURACY

REVIEW STOCK CCNTRCL DOCUMENTS FCP COMPLETENESS AND
ACCURACY

REVIEW SUPPLY DOCUMENTS SUCH AS REQUISITIONS, INVOICES,
AND VOUCHERS FOR COMPLETENESS ANLC ACCURACY
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205.
206.
207.
238.
209.
210.
cll.
212.
213.
214.
215.

216.

217.

218,

219.

220.
221.
222.

223,

224.

225,

REVIEW SUPPLY PRICEDURES FOR COMPLETENESS AND ACCURACY
REVIEW OUTPUT FRCM MIMMS FOR CCMPLETENESS AND ACCURACY
REVIEW QUARTERLY PRICE LISTS FOR COMPLETENESS AND ACCURACY
SELECT SuUPPLY POINT LOCATICN

UPDATE BASIC CAILY FCOD ALLOWANCE

UPDATE ALLOWANCE LISTS

VALIDATE DINING FACILITY ACCCUNT CARD

VERIFY'AUTHORITY TC ISSUE/RECEIVE SUPFLIES

VERIFY PHRASE CJOES

VERIFY SHIPPING UQCUMENTS RECEIPT INTGC ACCOUNTS SECTION
VERIFY SHOPPING LISTS

INSTRUCT/TRAIN PERSONNEL IN THE TECHNICUES OF SUPPLY
DOCUMENTS PREPARATICN

INSTRUCT/TRAIN PERSONNEL IN THE TECHNICUES OF
MIMMS PROCEDURES

INSTRUCT/TRAIN PERSONNEL IN TFHE TECHNIQUES CF
ORGANIC SUPPLY PRCCEDURES

INSTRUCT/TRAIN PERSCNNEL IN THE TECHNIQUES OF
SASSY PROCECURES

SUPERVISE PERSONNEL PREPARING SUPPLY COCUMENTS
SUPERVISE PERSCNNEL FREPARING/REVIEWING SASSY INPLT/0UTPUT
SUPERVISE PERSINNEL FREPARING/REVIEWING MIMMS INPUT/QUTPUT

SUPERVISE PERSCNNEL FREPARING/REVIEWING ORGANIC SUPPLY
INPUT/0UTPUT

APPLY SUPPLY JOENTIFICATION/LCCATION MARKINGS TO SUPPLIES
APPLY TACTICAL MARKINGS
19
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226.
227.
228 .
229.
230.
231.

232.

233.
234.

235.

236.
237.
238.
239.
240.

24l.

242.

243,

244,
245.
.246.

247.

L im t em e s e e s - e —

BREAKDOWN BULK SUFFLIES

BREAKQUT FOOD FOR MEAL PREPARATION

CERTIFY SUPPLIES AS SPECIAL HANDLING MATERIALS
CLEAN SUPPLIES/EQUIPMENT

CONSOL IOATE LOCATICNS OF SUPPLIES

OETERMINE ACCEPTAELE SUBSTITUTE/INTERCHANGEABLE PARTS FOR
SUPPLIES

CETERMINE REQUIREMENTS FOR RECEIVING/HANDL INC
SUPPLIES

DETERMINE STGCK RCTATICN
DETERMINE UNIT/SECTICN RESERVE STOCK LEVELS

OETERMINE STORING/FANDLING RECUIREMENTS FOR RECEIVING/
HANDL ING SUPPLIES

DISPOSE OF CAMAGED/OETERIORATED SUPPLIES

DISPOSE UF NIN EXPENCABLE PROPERTY

DISPOSE OF PERSONAL EFFECTS

ESTABL ISH/UPUATE STORAGE CCUNTRCL PROCEDURES

EXAMINE SUPPLY ADMINISTRATIVE PRCCEDURES FOR EFFICIENCY

EXAMINE SUPPLY OPERATION PROCEDURES FOR EFFICIENCY
DOCUMENTS PREPARATICN

IDENTIFY/LABEL STCCK ITEMS

INSPECT SUPPLIES FCR SERVICEAEILITY/CONTAMINATION
AND CCMPLETENESS

LGAD/UNLOAD SUPPLIES
LIST UNSALEABL:E CAMACED/OETERIORATED SUPPLIES
MAINTAIN LAYETTES/"A" STOCK
PAINT SUPPLY ITEMS
20




248. PERFORM OPERATORS CHECKS AND SERVICES CN MATERIAL HANDL ING
ECUIPMENT

249. PERFORM OPERATORS CHECKS/SERVICES ON OFFICE MACHINES
250. REPLACE PARTS ON SUPPLIES/EQUIFMENT

251. REPORT UNSERVICEAELE/CAMAGED PROPERTY )
252. REGUEST PREPARATICN OF SHIPPING COCUMENT B
253. ROTATE STOCK

254. STACK SUPPLIES

255. STORE PERSONAL EFFECTS

256. VERIFY NOMENCLATURE OF SUPPLIES

257. VERIFY STCCK IDENTIFICATICN LISTS

258. VERIFY SUPPLY LOCATICNS

259. SUPERVISE PEKSGNNEL STORING/HANDLING SUPPLIES

260, SUPERVISE PERSIANEL PERFORMING RECLAMATION AND SALVAGE
CUuTIES

261. SUPERVISE PERSCNNEL CISPOSING OF CAMACED/DETERIDRATED
SUPPLIES

262. SUPERVISE PERSCNNEL PERFCRMINGC OPERATORS CHECKS AND :
SERVICES UN MATERIAL HANCLINCG ECUIFMENT , f

263. INSTRUCT/TRAIN PERSCNNEL IM THE TECHNIQUES OF SUPPLY
STORAGE/FANDLING

264+ INSTRUCT/TRAIN PERSCNNEL IN THE TECHNICUES CF PROPERTY
DISPOSAL

265. INSTRUCT/TRAIN PERSOMNEL IN THE TECHNIQUES OF CPERATCRS
MAINTENANCE OF MATERIAL HANCLING EQUIFMENT

266. CHECK INVENTORY LOSS/GAIN CARCS FOR PRNPER JUSTIFICATION
267. DETERMINE NUMBER CF INVENTORY COUNT TEAMS RECQUIRED
' 268. ESTABLISH INVENTORY CCNTROL PFOCECURE
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269. ESTABL ISH INVENTORY OBJECTIVES

270. INVENTORY CCMMISSARY
271. INVENTORY CCNTROLLED FORMS/ITEMS

272. INVENTORY NCN CCNTROLLED SUPPLIES

273. INVENTORY/PACKAGE PERSONAL EFFECTS

274. POST INVENTORY ADJLSTMENT

275. PREPARE INVENTORY LOSS/GAIN CARDS

276. PREPARE INVENTORY SCHEDULES

277. PREPARE/UPDATE INVENTORY SHEETS

278. RECONCILE INVENTORY DISCREPANCIES

279. RECORD INVENTORIES

280. REVIEW INVENTORY ALJUSTMENT MCNETARY ACCOUNT
281. REVIEW INVENTORY SCHEDULES

282. REVIEW/VERIFY INVENTORY CISCREPANCIES

283. REQUEST ADJUSTMENT TO INVENTORY FCR GAINS/LOSSES
284. VALIDATE INVENTJIRY LOSS/GAIN CARLCS

285. INSTRUCT/TRAIN PERSCANNEL IN THE TECHNIQUES CF
INVENTORYING NCN CCNTROLLED SUPPLIES

286+ INSTRUCT/TRAIN PERSCANEL IN THE TECHNIQUES CF
INVENTORYING CONTRCLLED SUFFLIES

287. INSTRUCT/TRAIN PERSCNNEL IN TtE TECHNIQUES OF
INVENTORYING PERSCNAL EFFECTS

288. SUPERVISE PERSGNNEL INVENTORYING NCN CCNTROLLEC SUPPLIES
289. SUPERVISE PERSCNNEL INVENTORYING CONTRCLLED SUPPLIES

290. SUPERVISE PERSONNEL INVENTORYING PERSCNAL EFFECTS

291. ASSEMBLE/DISASSENMBLE BOXES, CRATES, OR SHIPPING CONTAINERS
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292.

293.
294.
295.
296,

297.

298.
299.
300.
301.
302.
303.
304.
305.

306.

307,
308.
309.
310.
11.

3l12.

313.

BUILD BOXES, CRATES, AND SKIDS
COMPUTE PARCEL SIZE

CONDUCT CONTAINER TESTS

CESIGN BOXES, CRATES, AND SKICS
DETERMINE CENTER COF BALANCE

DETERMINE METhHOD OF PACKAGING, PRESERVATION, AND ¢ g
PROTECTICN (PP&P) TO BE USEC ’G

DETERMINE PACKING RECUIREMENTS y
DETERMINE SIZE ANC TYPE OF MCTOR CARRIER EQUIPMENT NEEDED

DETERMINE SIZE AND TYPE OF RAIL EQUIPMENT NEEDED
INSPECT SUPPLIES/ECUIPMENT FCR PPEP CISCREPANCIES
INSTALL/REMOVE BLOCKING OR BRACING

PACK SUPPLIES

PALLET IZE SUPPLIES

PREPARE PACKING LISTS }

PRESERVE SUPPLIES/ECUIFMENT LSING PRESERVATIVES SUCH AS 3
LUBRICANTS, PAINT, AND PAPER )

SELECT SHIPPING CCNTAINERS
STRAP/BAND SHIPPINC CONTAINERS

s

TEST CONTAINERS FGCR CURABILITY
WEIGH SHIPMENTS

INSTRUCT/TRAIN PERSCAMNEL IN THE TECHNIQUES CF - ;
PACKAGING SUFPLIES ’

INSTRUCT/TRAIN PERSCNNEL IN THE TECHNIQUES OF
PRESERVING SUPPLIES

INSTRUCT/TRAIN PERSONNEL IN THE TECHNICUES CF :
PROTECTING SUPPLIES
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3l4.
315.
316.

317.

" 318.
319.
320.
321.
322.
323,
324,
325.
32¢6.
327.
328.
329.
330.
331.

] 332.

333.
334.

335.

336.

337.

SUPERVISE PERSCNNEL PACKAGING SUPPLIES

SUPERVISE PERSCNNEL PRESERVING SUPPLIES
SUPERVISE PERSGNNEL PRCTECTING SUPPLIES
COMPUTE SHIPPING TCNNAGE

CELIVER SUPPLY ITEMS/FREIGHT

FIT UNIFORMS TO CLSTCMERS

INSPECT FREIGHT FCR CLSTCMS VIOLATIONS
INSPECT OLTGIING FREIGHT FCR CCMPLETENESS
ISSUE PERSONAL EFFECTS

ISSUE SUPPLIES/RATICNS

MARK SHIPPING CONTAINERS

PREPARE CLSTOMS DOCUMENTS

PREPARE SHIPPING OCCLMENTS

RESOLVE SHIPPING DISCREPANCIES

REVIEW CLSTGMS DOCUMENTS FOR ACCURACY
REVIEW SHIPPING DOCUMENTS FOR ACCURACY
SHIP/MAIL SUPPLIES

SUPERVISE PERSCNNEL ISSUING SUPPLIES

INSTRUCT/TRAIN PERSGNNEL IN THE TECHNIQUES CF ISSUING
SUPPLIES

ADJUST RECEIPT DISCREPANCIES CN CARRIERS FREIGFT BILL
COMPUTE STORAGE SPACE REQUIRENMENTS

CIRECT/INSTRUCT INCCMING CARRIERS TO DOCKS

INVENTORY /RECCORD EXCESS SUPPLIES RECEIVED

RECEIPT FCR INCOMING SUPPLIES
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339.
340.
341.

342.

343,
344.
345,
346.

347.

350.
351.
352.
353.
354.
355.
356.
357.

358.

359.

360.

SORT SUPPLIES
TALLY INCCMING FREIGHT/SUPPLIES
UNPACK/UNCRATE SUPFLIES
VERIFY SHIPMENT QUANTITY

INSTRUCT/TRAIN PERSCANEL IN TrHE TECHNICUES OF SUPPLY
RECEIVING

SUPERVISE PERSCNNEL RECEIVING/SUPPLIES
ASSEHBLE DICUMENTATICN FOLDERS FOR PROGRAMS
DISTRIBUTE COMPUTER PRINTOLTS

ESTABL ISH/UPOATE A CCOMPUTER TAFE LIBRARY
IDENTIFY/LABEL ALL CGUTPUT FRCM UNIVAC 1500 CCMPUTER SYSTEM
LOAD COMPUTER PROCGCRAMS/CATA CARDS

MAINTAIN COMPUTER SUFPLY SECTION 7O SUPPORY COMPUTER
OPERATICNS

OPERATE CTMPUTER PRINTER ANC (ARD REACER

PERFCRM OPERATOR'S CHECKS ANC SERVICES ON CCMPLTER
PICK UP CCMPUTER PRINTOUTS

PREPARE UNIVAC 15C3 CCMPUTER SYSTEM FCR OPERATION
RUN PROGRAMS

S -EDULE COMPUTER FRCGRAM TIME

SEQUENCE CJIMPLTER RUNS

SORT CCMPUTER PRINTOUTS

INSTRUCT/TRAIN PERSONNEL IN THE TECHNIQUES OF RUNNING
COMPUTER PRIOGRAMS

INSTRUCT/TRAIN PERSCNNEL IN THE TECHNIQUES OF COMPUTER
SYSTEMS CUJRDINATINC

SUPERVISE PERSCNNEL RUNNING CCMPUTER PFCGRAMS
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361.
362.
363.
364.
365,
366.
367.
368.
369.
370.
371.
372.

373.

374.

375.

ANALYZE TEST RUNS CN THE UNIVAC 1500 CCMPUTER
BUILO/DRAR SYSTEMS FLOW CHARTS

CORRECT ERRORS IN WRITTEN PROCRAMS

DETERMINE REQUIREFMENTS FOR MARK IV PRCGRAMS
EVALUATE COMPUTER FROGRAMMING TECHNIQUES
LOCATE ERRORS IN WRITTEN COMFLTER PROGRAMS
PREPARE COMPUTER FFROGRAM PARANETERS

PREPARE MARK IV PRCGRAMS

PREPARE UNIVAC 150C COMPUTER SYSTEM PFOGRAM FRCM FLCWCHARTS
TEST CORRECTICNS IN WRITTEN CCMPUTER PROGRAMS _ ;
WRITE SYSTEMS CCMPUTEFR PROGRAMS WITHOLT FLOWCHARTS

INSTRUCT/TRAIN PERSCNNEL IN THE TECHNIQUES OF COMPUTER {3
SYSTEMS ANALYSIS

INSTRUCT/TRAIN PERSCNNEL IN THE TECHNIQUES OF PREPARING .
COMPUTER PROGRAMS ’

SUPERVISE PERSONNEL FREPARINC COMPUTER PROGRANMS

SUPERVISE PERSINNEL ANALYZING COMPUTER SYSTENMS :

Sk dine
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NOW THAT YOU HAVE FCUNC ALL THE TASKS THAY YOU PERFORM IN YOUR
PRESENT BILLET AND HAVE FILLED IN THE APPROPRIATE CIRCLES,
READ THE FOLLOwING INSTRUCTICNS CN FOW TO TIME RATE THE
TASKS YQU PERFORM.

P ALY s

A

LA ) -y
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PART Il - TASK SECTLON (CONTINUED)

INSTRUCTIANS EQR TINME BRATING THE TASKS YOU FAVE INCICAYED
JOU_PEREDRM

YOU ARE NOW READY TGO TIME RATE EACH TASK THAT YOU HAVE
MARKED THAT YOU CURRENTLY PERFORM., TO RATE THE RELATIVE
AMOUNT OF TIME SPENT CN EACH TASK, YOU MUST FIRST DECIODE
HOW MUCH TIME YCU SPEND (N EACH TASK. THEN COMPARE THIS
TIME WITH THE AMOUNT OF TIME SPENT (N EACH OF THE CTFER
TASKS THAT YOU MAVE CHECKEC.

RECORD THE RELATIVE TIME SPENT FOR EACH TASK THAT YOU HAVE
MARKED USING THE "SEVEN=-POINT" TIME SPENT SCALE SHCWN BELOw.

TIME SPENT

l. VERY LITTLE

2. BELOW AVERACE

3. SLIGHTLY BELDW AVERAGE
4. AVERAGE

5. SLIGHTLY ABCVE AVERAGE
6« ABOVE AVERACGE

7. VERY MUCH

REMEMBER, IF YJUL SFEND VERY MUCH TIME PERFORMING A PARTICULAR
TASK IN COMPARISCN TO OTFER TASKS YCL PERFORNM, THE TASK SHOULD
BE RATED A 7 (VERY MUCH) IN THE RESFONSE BOCKLET. THE FCLLOWING
EXAMPLES wILL SHOW YJU FCw TC MARK YOUR RESPCNSES. THE FIRST TASK
WAS DONe VERY MUCH. THE SECCND TASK WAS NNT CHECKED OR TIME RATED
BECAUSE IT WAS NOT PERFCRMED. THE THIRD TASK WAS RATED £S BEING
PERFORMED BELOW AVERAGE.
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QUESTICN BCCKLET

l.
2.
3.
4.
Se
6.
7.

TIME SPENT

VERY LITTLE

BELCw AVERAGE

SLIGHTLY BELOW AVERAGE
AVERACGE

SLIGHTLY ABCVE AVERAGE
ABOVE AVERACE

VERY MUCH

EXxXAMPLES

RESPONSE BONKLET

TASK DCNE
Q G 0J1 123
0 012 123
0 0035 123

TURN BACK TO PAGE 5 CF THE RESPCNSE BOOKLET AND RECOFD THE
RELATIVE TIME SPENT FOR EACH TASK THAT YOU HAVE MARKED.
DO NCT TIME RATE TASKS YCU DC NOT PERFCRM.
CARKEN MORE THAN CHE NUMBER FOR ANY TASK THAT YOU FATE.

AFTER YOU HAVE CIMFLETED PART II YOU MAY CONTINUE CN TC
PARTS IV AND V.

PN
wmwuown
oo
N~

DO NOT



PART IV & V = WRITE-IN/REMARKS SECTICNS

INSIRUCTICONS EQR._SECTICNS IV ANL Y OF THE RESPONSE BOOKLET:

THESE SECTIONS ASK FCR HAND WRITTEN COMMENTS, RECOMMENCATIONS
AND SUGGESTIOGONS ABOLT YCLR TRAINING, MCS, AND JOB. YOU MUST WRITE
ON THE TOP OF PAGE 15 YOLR RANK AND BILLET MOS.

HANDWRITTEN CCMMENTS AND RECOMMENDATIONS RECEIVED FRCM MARINES

b - wHO HAVE PARTICIPATED IN SIMILAR SURVEYS HAVE BEEN EXTRENMELY

z VALUABLE FOR PERSONNEL AND TRAININGC MANAGERS. YOUR PARTICIPATION
IN PROVIDING "FEECBACK" TO THE MARINE CORPS ABOUT YQUR TRAINING,
YOUR JOB, AND THIS CUESTICNNAIRE IS ENCOURACGED AND GREATLY
APPRECIATED.

X XXX XX X XX XX

WHEN YOU HAVE CCMPLETED THESE FINAL 2 SECTIONS, RETURN YOUR
QUESTICNNAIRE AND RESPCNSE BOOKLET TO THE ADMINISTRATOR.

THANK YOU FCR YOUR TIME AND PARTICIPATICN IN THIS SURVEY.
YOU CAN BE ASSURED THAT THE INFORMATION PROVIDED B8Y YOU, ALONG ;
WITH YOUR PERSONAL CIOMMENTS AND RECCMMENDATICNS, WILL BE KEPT !
CONF IDENT IAL AND WILL BE ULSED TO IMPROVE THE MANPCWER AND
TRAINING ASPECTS OF THE MARINE CORPS, 1




