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Chapter 13 
 

ENGINEERING ADMINISTRATION 
 
        References:  
 (a)   COMDTINST M9000.6(series), Naval    
      Engineering Manual 
 (b)   MLCLANT SOP, Appendix 15 to Annex D 
 (c)   MLCPACINST M9000.6(series) 
 (d)   MLCA E.P.O. Quick Reference Guide 
 (e)   COMDTINST 474.0; When you enter that    
     cargo tank 
 (f)     COMDTINST 3502.4; Cutter Training &   

        Qualification Manual 
(g)   COMDTINST 3502.11; Engineer Officer in Training  
   PQS 

 (h)   COMDTINST 3541.4; Anti Flash Clothing 
 (i)   COMDTINST 5100.47; Safety &     

  Environmental Health Manual 
 (j)    COMDTINST 5100.51; USCG Vessel       

Safety Quick Reference Guide 
 (k)   COMDTINST 6260.2; Technical Guide:        

Practices for Respiratory Protection 
 (l)    COMDTINST 6260.21; Hazard     

    Communication for Workplace Materials 
 (m)  COMDTINST 9077.1; Equipment Tag Out Procedure 

 (n)    COMDTINST 9555.1; Machinery Space     
Fire Fighting Doctrine for Class Bravo Fires 

(o)    COMDTINST 9664.1; Cutter Standard  
    Repair Locker Inventory 
(p) COMDTINST 10360.4; VOC Regulations Concerning  
        Solvent Content in Paints, Coatings, Solvents, and  
        Cleaners 

 (q)    COMDTINST 16478.1; Hazardous Waste   
    Management Manual 
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Engineer’s Responsibility 
 

Among others, the primary responsibilities of the Engineer 
Officer are to: 

• Operate the plant safely, 
• Maintain the ship in the best possible condition given the 

available resources, 
• Follow federal, state, and local environmental and hazardous 

material guidance, and 
• Accurately maintain the administrative records of the 

engineering department. 
 
 EOs' need to have a good understanding of their responsibilities 
as required by the Cutter Training and Qualification Manual, Naval 
Engineering Manual, CMP (PMS) Manuals, Casualty Control Manual, 
Damage Control Book, MLC Specifications, MLC Standard Operating 
Procedures, and the Supply Policy and Procedures Manual.  EOs 
should review these manuals on a regular basis, ensuring that the 
information is relevant, and provide recommended improvements to 
the respective Operating and Support Program Managers. 
 
 An EO needs to maintain an effective line of communication with 
his/her respective NESU, MLC, Base Industrial, MAT TEAM, Navy 
SIMA, G-SEN POC, and other EOs.  The EO should know what phase 
of the repair availability cycle the ship is in. The Naval Engineering 
Manual, MLC SOP, and CMP Manuals shall be used as guidance.  
Maintenance and inventory management and documentation shall be 
maintained using CM-PLUS.   
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Engineering Administration 
 

The majority of the administrative work for the Engineering 
Department  falls under these categories: 

• Personnel Management (not discussed here), 
• Watch Qualification Program, 
• Cutter Maintenance Program, and 
• Cutter Safety Program. 

 
 

Watch Qualification Program 
 
   A sound On-the-Job Training Program is essential to the 
effectiveness of any Watch Section.  An EO's personal oversight of 
and involvement in Qualification Boards, Departmental Training, EOIT 
Program, DCPO Program, ECCTT, DCTT and OJT for Oiler's, 
AEOW's, and EOW's is most important to building a quality Watch 
Section.  This should also be a priority for the CO and XO as they 
share the responsibility for ensuring proper training and qualifications. 
 
 Basic Engineering Casualty Control Exercises (BECCEs) are a 
semi-annual training requirement for all cutters and are an essential 
part of a cutter’s engineering training program.   Allowing the engineers 
time to run these drills unrestricted demonstrates command support 
for the engineering watch qualification program. 
 
CASUALTY CONTROL MANUAL 
 This manual details the actions the watch section should 
take to avert machinery casualties, minimize damage after 
casualties, and restore the operational capabilities of the cutter.  
Obviously, all engineering watch standers should be very familiar 
with this manual. The CO, XO, Operations Officer, and the OODs 
should also be familiar with the manual. Many casualties require 
the bridge watch to take action.  At the very least, most casualties 
affect the operation of the cutter; hence they affect the bridge 
watch.  One part of the manual that is particularly important is the 
“Restricted Maneuvering Doctrine”. It is vital that both the bridge 
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watch section and the engineering watch section know and 
understand this policy. It is critical that the bridge watch keep the 
engine room informed of when the cutter enters, and leaves, 
restricted waters. Failure to do so can result in endangering the 
cutter or needlessly destroying machinery. 
 
Engineering Department Standing Orders 
 An EO is required to prepare, revise on a regular basis, and 
provide his/her department with standing orders including: 
 

• Light Off & Securing Schedule 
• Watch Qualification Prerequisites 
• Organization Chart 
• Casualty Control Manual (Casualty Response, Required Bills, 

and Machinery Space Fire Doctrine) 
• Maintenance & Inventory 
• Night Orders and Steaming Orders 
• Required Reports 
• Fuel Oil and Ballast System Management 
• Environmental Compliance  

 
Cutter Maintenance Program 

 
Ensure your EO is documenting the material condition and taking 

the necessary steps to improve his/her equipment and systems 
through CSMPs, Long Range Maintenance Planning, CASREPs, 
and the preparation of Maintenance Availability Packages.  For an 
effective cutter maintenance program, each of the following must be 
well managed: 

 
• Cutter Engineering Reports 
• Current Ship’s Maintenance Projects (CSMPs)  
• Engineering Change Request Program 
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• Reliability Centered Maintenance (RCM) Program 
• CASREP Program 
• Long Range Maintenance Plan. 

 
 

Cutter Engineering Report (CER) 
 The CER is an annual report that is submitted to MLC 
(guidelines are contained in the respective SOP's). It is the means 
by which you update MLC as to the status of your cutter from an 
engineering perspective.  There is a block on the form that asks 
you to list up to five significant (high priority) problems faced by 
your command that require MLC or G-SEN assistance to correct. 
This can be just about anything you feel is a big problem. The list is 
compiled at MLC and a "Top Ten" list of common problems is 
generated for your cutter class that MLC begins to work on solving. 
 

Current Ship’s Maintenance Project (CSMP)  
 CSMPs are the means by which you ask for help in the form 
of money or contractor assistance to complete jobs beyond the 
capability of ship's force.  Submit these as they come up, not all at 
once right before an availability.  MLC uses your backlog of 
CSMPs to budget for your availabilities.  If possible, try to 
complete one or two of these every inport. It greatly reduces the 
size of the availability package, increases the quality of the work 
(because you have tighter control over it), and it is usually easier 
to get the money from MLC to do the work when the work comes in 
small chunks rather than a big availability package. 
 

Engineering Change Requests (ECR’s) 
 In order to maintain similar cutter configurations, 
Commandant limits the type of modifications that can be made to 
cutters. The Naval Engineering Manual (M9000.6E) offers specific 
guidance on when ECRs are required, as well as the ECR process 
itself. 
 Coast Guard Headquarters must approve any modifications 
that change the stability, watertight integrity or equipment of the 
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cutter.  If approved, this change is issued to all cutters of that 
class in the form of an Engineering Change.   
 All cutters must maintain an Engineering Change file that 
contains a section for pending and completed Engineering Change.  
The ECR process and tracking is managed by ELC. 
 
Reliability Centered Maintenance (RCM) 
    The Coast Guard uses the RCM standard (MIL-P-24534) to 
develop maintenance requirements for new systems as well as 
optimizing existing systems.  This is a condition-based maintenance 
philosophy that aims to determine objective evidence of maintenance 
need and ensure its applicability and effectiveness.  All shipboard 
maintenance falls under one of three types:  corrective, preventative 
or alternative.  Corrective maintenance utilizes the CASREP system 
to restore equipment capabilities after failure.  Preventative 
maintenance is managed through the PMS system.  Alternative 
maintenance refers to maintenance done to improve a systems 
performance and is managed through Engineering Changes (EC’s). 
 
CASREPs  
 CASREPs are used to report to the Operational Commander 
that a degraded mission capability exists due to an equipment failure.  
They are also of benefit to the engineers in obtaining funds, parts, or 
contractor assistance necessary to repair the casualty.  The most 
important measure of effectiveness regarding CASREPs is to get 
them corrected promptly.  The MLCs can assist you effectively only if 
your CASREP thoroughly communicates the problem, symptoms, and 
troubleshooting steps taken.  CASREPs must be created in CMPlus 
from corrective maintenance actions (CMAs).   
 
Preventative Maintenance System (PMS) 
 This is a mandatory program that ensures that a minimum 
level of maintenance is regularly performed on critical equipment. 
 Performance of PMS is a proven method of reducing 
casualties.  Percentage of PMS completion is tracked on the cutter 
engineering report and is an indication of how well the engineers 
are performing maintenance requirements.  The goal is 100 % 
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completion, however, this is often not obtained due to operational 
requirements and other factors. A reasonable figure may be 75 to 
95 percent. If your completion percentage falls below about 65 to 
70 percent for a period of time, you will most likely notice an 
increase in the number of casualties. This becomes a vicious 
cycle; as your engineers spend more and more time fixing 
casualties and less time doing PMS, more and more casualties 
occur.  Regardless of the number of casualties you have, devote 
some time to doing PMS on the equipment that works.  If your 
completion rates are low due to factors beyond your control, you 
may be able to get MAT assistance... but only if you are reporting 
your actual completion percentages. If you inflate the percentages 
to "look good", don't expect extra help, the MAT can be better 
utilized elsewhere. As important as percent completion is that the 
deferred PMS is first to be completed during the next period.  PMS 
manuals are being phased out and replaced by Class Maintenance 
Plan (CMP) manuals. Commandant mandates PMS scheduling and 
completion by tracked using CMPlus for applicable cutters. 
 
Long Range Maintenance Plan (LRMP) 
 The LRMP will form the foundation upon which MLC(v) will base 
the maintenance of each OPFAC cutter.  The Plan will provide 
continuity in the major maintenance philosophy that will transcend the 
routine cycles of personnel transfer in MLC(v) and aboard the cutters.  
The LRMP will be updated after each scheduled availability by having 
the servicing NESU, along with cutter personnel, conduct a Material 
Condition Review (MCR) during the availability.  The LRMP consists 
of four parts: 
 
Part I 
 Contains general descriptive data for the cutter.  This would 
include date and location of construction as well as any major 
renovations such as FRAM/MMA/SLEP, homeport and organizational 
chain of command. 
 
 
Part II 
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 Contains information about previous and planned 
 availabilities. 

1.  The start date of the last scheduled drydocking and all 
other completed dockside availabilities and unplanned 
drydockings since the last scheduled drydocking. 
2.  The cutter 5-year planned availability schedule. 
3.  Any official plan to decommission or change the 
homeport of the cutter within the next 5 years. 

Part III 
 Identifies the major maintenance needs of the cutter and 
 the planned action by MLC(vr). 

1.  The command's major maintenance concerns and their 
relative priority. 
2.  MLC(vr)'s plans for executing large projects. 
3.  MLC(vr)'s plans for executing major Engineering 
Changes and Ordalts. 
4.  Specific new items the cutter should document via 
CSMP's. 

Part IV 
 Contains the Naval Engineering Project Listing (NEPL), which 
will provide a snapshot of all major AFC-45 maintenance planned for 
the next 5 years.  The NEPL includes: 

1.  A list of all AFC-45 recurring items and when each is 
scheduled. 
2.  A list of all outstanding Engineering Changes and when 
they are scheduled to be accomplished. 
3.  A list of all unit CSMP's that are on file and when they 
are scheduled to be accomplished. 

 
 Part IV gets updated at every availability and every time you 
submit your Cutter Engineering Report. 
 
 
Class Maintenance Plan (CMP) (formerly called CCMP) 
 This is a listing, by Ship Work Breakdown Structure (SWBS), of 
major shipboard systems and components, and the recurring 
maintenance that will be performed on each.  For each system and 
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component listed, the maintenance action, maintenance activity, 
maintenance cycle and special support requirements are described.  
It is a "baseline" of routine, recurring intermediate and depot level 
maintenance.  It defines funding and logistics support responsibilities.  
In other words, it defines what is AFC-45 funded work and what is 
AFC-30 funded work. 
 
Cutter Safety Program 
 
 EOs may be responsible for some or all of the following Safety 
Related Programs: 
 
• Hazardous Material Management Program (Chapter 13) 
• Gas Free Engineering and Hot Work Safety Programs 
• Electrical Safety Program (Tag Out Log) 
• Heat Stress Program 
• Hearing Conservation Program 
• Respiratory Program 
• Eye Protection Program 
• Stability Program 
 
 
 NOTE:  Safety Audits are performed by your    
 respective MLC. 
 
 
Gas Free Engineering and Hot Work Safety Programs 
 Every cutter (with the exception of WYTLs) must have a Gas 
Free Engineer program with someone designated as the Gas Free 
Engineer (CPO and above) or Gas Free Engineering Petty Officer 
(E6 or E5).  EOs obtain the necessary training during DCA school, 
but EPOs must obtain the training from Gas Free Engineering Petty 
Officer School (A-495-0051).  The CO must certify the Gas Free 
Engineer in writing annually.   
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The Gas Free Engineer (GFE) or Gas Free Engineering Petty Officer 
(GFPO) performs the following duties: 
 •  determines whether or not confined spaces (tanks, voids, 
unventilated spaces, etc.) have acceptable conditions for personnel 
entry, 
  •  determines whether or not a particular space or area is safe 

for “hot work”, 
  •  trains the crew on the safe procedures for performing hot work 

and concerning the hazards involved with entering spaces with toxic 
gases or low oxygen. 

 
 The GFE will issue Gas Free Certificates for entry or work 
based on tests and inspections personally conducted by the GFE on 
the following: 

•  entry into a confined or enclosed space (limited/restricted 
openings and a lack of natural ventilation), 
•  hot work in spaces or the boundaries of spaces that contain 
or have contained flammable liquids, 
•  hot work on any piping/fittings that lead to spaces described in 
the above hot work statement, 
•  hot work in any space where pressurized systems are likely to 
be present, 
•  hot work on hollow structures such as drums, skegs, pipes or 
bits. 

 When inport, gas free checks shall be made by a certified 
marine chemist when hot work is being conducted by an outside 
contractor.  Under no circumstances should your shipboard gas free 
engineer certify a space for contractor work. However, your GFE 
may perform the duties of the “competent person” for hot work that is 
being performed by a Coast Guard civilian (for example, a civilian at 
the CG YARD).  
 Ensure your boarding parties are continually reminded of the 
hazards of entering untested confined spaces. Safety should not be 
sacrificed for expediency in our boardings. Dockside boardings are, 
and should be, an option when confined space entry is required. 
 Refer to NSTM Chapter 074 v3 for detailed guidance on  
GFE procedures and certification. 
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Electrical Safety Program (Tag Out Log) 
 A Tag-Out log and ship’s instruction on its use are required to be 
maintained by all cutters to protect personnel & equipment from harm 
due to operation.  A DANGER (red, do not operate) or CAUTION 
(yellow, see special instructions) tag is placed at every location from 
which the equipment can be operated.  A standardized (and very 
specific) tag-out procedure for all cutters is defined in COMDTINST 
9077.1(series). 
 The tag-out log lists the location of each numbered 
DANGER/CAUTION tag.  When a cutter maintains ship systems and 
equipment not under the cognizance of the Engineering Department 
(i.e. electronics) the responsible department (i.e. Operations 
Department) must also maintain a separate tag-out log. 
 
Heat Stress Program 
 A ship's instruction explaining this program is required.  
Personnel must be trained to use Wet Bulb Globe Temperature 
(WBGT) meter.  Dry bulb thermometers must be installed at key 
locations where high temperatures are expected (engineroom, 
scullery, etc.).  Heat conditions are monitored and personnel are 
given stay times or are removed from the space as necessary.  
Refer to COMDTINST M6260.17 & COMDTINST 6200.9 for specific 
guidance. 
 
Hearing Conservation Program 
 Repeated exposure to excessive noise (approx. 85 db) results 
in irreversible hearing loss.  A ship’s instruction on this program is 
required for each cutter.  The use of hearing protection devices and 
the posting of caution signs is required for all areas in which 
excessive noise might exist.  All CG personnel who are exposed 
routinely to hazardous noise shall be given a monitoring audiometric 
test at least annually.  Refer to COMDTINST M5100.47 for specific 
guidance. 
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Respiratory Program 
 A ship’s instruction defining the program (purpose, background, 
policy, responsibilities, training, fit testing, etc.) is required.  Appoint a 
Respirator Program Coordinator to administer the program.  Ensure 
that adequate and proper respiratory gear is available.  Respirator fit 
tests are required annually.  Refer to MLC (k) for further information. 
 
Eye Protection Program 
 Survey areas of your cutter to determine where eye-hazards 
exist, and then ensure that warning signs are posted and that eye 
protection is available and used.  Ensure adequate placement and 
numbers of emergency eye wash stations.  Train all members of your 
crew to use eye protection whenever the slightest hazard for flying 
debris exists. 
 
 
Stability (Chapters 1-6) 
 EOs should be familiar with the liquid load status of the cutter at 
all times.  They should be familiar with the information contained in 
the DC Book/ Stability & Loading Data Booklet. They should know 
how to use the information contained in the book. Stability Training 
Exercises need to be part of the Monthly Training Plan. If this is not 
practiced, it will be forgotten.  FCCS (110’s and above) is an 
excellent tool for stability training. 
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MLC DIRECTIVES - NAVAL ENGINEERING   

     
 MLCLANT MLCPAC 
 Appendix 15 to Annex D MLCPACINST M9000.6D 
 to MLCLANT SOP (MLCPAC SOP) 
    

Topic Chapter-page number Chapter-page number 
    

MLC Organization Chap. 002 Chap. 002 
   

Maintenance Scheduling 042-4 042-5 
   

Long Range Maintenance Plan (LRMP) 081-6 081-10 
   

AFC-45 Funding 081-7&8/040-5 080-1 
    

AFC-30 Funding 081-9/040-7 080-3 
   

Cutter Class Maintenance Plan (CCMP) 081-5 081-5 
   

Preventive Maintenance System (PMS) 081-6 081-6 
   

Reports/Records/Tests Chap. 090 Chap. 090 
   

CSMP's 040-1/Enclosure 1 040-1/Annex 4 
   

CASREP's 040-3 040-11 
   

SHIPALTS's 090-5 Chap. 041 
   

Availabilities Chap. 042 Chap. 042/Annex 2 
   

Docking 042-21/Chap. 997 A2-23/Chap. 997 
    

Support Facility Resources Chap. 087 Chap. 087/Chap. 088 
Major Incident Response Team N/A  087-6 

   
Paint Guidance Philosophy Chap. 631 Chap. 631 

   
Environmental Pollution Control Chap. 043 Chap. 043 
 Volatile Organic Compounds (VOC's) 043-3/631-4 043-4/631-3 

    
Combat Systems 081-13/Chap. 700 080-9/Chap. 700 
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REPAIR AVAILABILITIES   

    
 MLCLANT MLCPAC 
 Appendix 15 to Annex D 

to MLCLANT SOP 
MLCPACINST 

M9000.6D 
   
    
 (Chapter-page number) Chapter-page number 
    

Availabilities Chap. 042 Chap. 042/Annex 2 
   

Conduct of Availabilities 042-17 042-3 
   

Availability Timelines 042-2/042-37 Annex 2-4 (A2-4) 
   

Acquisition Teams (A-Teams) 042-12 042-1/Annex 3 
   

Contractor Relations 042-23 A2-25 
   

Availability Growth/Contract Changes 042-29 A2-31 
   

Docking 042-21/Chap. 997 A2-23/Chap. 997 
   
   

KEYS TO SUCCESS/PITFALLS TO AVOID   

   
Inspection of Work 042-19 A2-21 

   
"Prevention of unsatisfactory work is of much more value to the Coast Guard than rejection of completed work." 

   
Specification Interpretation 042-24 A2-25 
"Constructive Changes"  A2-34 

   
"The CO/OinC of the cutter is responsible to ensure that cutter personnel do not create unauthorized  
commitments for the government by making constructive changes to the contract......The only occasion 
for direct intercession with contractor's employees is when their actions or lack of action present a clear and 
present danger to humans or property" 

   
   

Funding of AFC-30 Work Items 042-16 A2-11 
 Money (Brown Sheet) must be Letter/message 

commitment 
 provided prior to week 20. prior to contract bid 

opening. 
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