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(3) Provide the necessary guidance, supervision and
support necessary to manage the dispersed library.

(4) Upon receipt of a change/revision, ensure that
required CEC's are annotated for incorporation date. Then
monitor the dispersed librarian to ensure timely incorporation of
change/revision.

(5) Notify the CTPL when a change of supervisors or
dispersed librarians take place so that a complete audit of all
publications can be done.

c. Instructors Course Supervisors

(1) When a new publication is received, review the
publication to determine if a change/revision is required for
specific course and, if required, take appropriate action.

(2) Ensure required Technical Publications Deficiency
Report (TPDRs) are submitted for discrepancies. All publications
shall be reviewed upon receipt to maintain course validity.

d. Dispersed Librarians

(1) Dispersed librarians shall become familiar with
references (a), (b), (d) and (e). Personnel handling classified
material shall also familiarize themselves with reference (c).

(a) All order requests from instructors shall be
submitted through the dispersed librarian to ensure duplication
of orders or failure to order the proper quantity of publications
is avoided. Dispersed librarians shall submit requisitions to
CTPL by using enclosure (2).

(b) Requests will be returned to the dispersed
library after being placed on order with a document number
assigned by CTPL.

(c) Each dispersed librarian shall maintain a record
of dispersed library publication requirements and maintain close
liaison with the central library concerning the status of all
outstanding requisitions to ensure timely receipt. (Reporting
back within 45 days.)

(d) The master index shall be maintained in the
Instructor's Branch office. The room index shall be placed in a
conspicuous place near the publications.

(2) Dispersed librarians shall ensure that the control
stamp is located on the title page of the new publication,
revision or change, and that it contains the following
information:




