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(b) After the publications have been placed on order,
the librarian shall monitor the supply status of the documents
and ensure the required follow-up action outlined in reference
(a) is completed. It is imperative that close status monitoring
be accomplished to ensure receipt of all requirements.

(c) Ensure that all requirements are updated
quarterly on Automated Data Processing (ADP) /Automatic
Distribution Requirement Listing (ADRL) and submitted to Naval
Air Technical service facility on floppy disk.

(d) Establish an effective program for auditing the
CTPL annually and dispersed libraries quarterly per references
(a) and (b). Utilize enclosure (1) as an effective checklist/
audit form so that discrepancies noted can be tracked for
corrective action.

(e) Review Automated Data Processing (ADP) System
cards upon receipt of the NAVSUP 2002, for currency and order
those changes not received in a timely manner.

(f) Ensure dispersed libraries receive all applicable
publication changes and addendum.

(g) Maintain a tickler file on all outstanding Change
Entry Certification forms (OPNAV 5070/12) (CEC). This will be
set up by due date to provide easy daily review.

(h) List in weekly memo, to the appropriate Branch
Supervisors, CECs that become overdue.

(i) Establish procedures for distribution of
appropriate publications/data to the dispersed libraries.

(j) A copy of the master publications list will be
supplied to the branch supervisor at least annually or upon
request by information collected in the data base of the ADP.
Also room inventory of publications will be supplied quarterly to
the branches being audited for that month.

b. Branch Supervisors

(1) Each branch supervisor shall designate, in writing,
primary and alternate dispersed librarians and ensure compliance
with all requirements of this instruction and references. A copy
of each designation shall be placed in the individual's training
jacket with a copy forwarded to CTPL.

(2) Ensure dispersed libraries maintain only the required
number of copies of applicable publications on hand. This will
ensure the avoidance of stockpiling publications.




