UNITED STATES MARINE CORPS

MARINE CORPS BASE
QUANTICO, VIRGINIA 22134-5001

MCBO 10460.1A
B 27
17 Apr 98

MARI NE CORPS BASE ORDER 10460.1A

From Commandi ng  Cener al
To: Distribution List

Subj : ENGRAVI NG WOODWORKI NG SERVI CES

Encl : (1) Sanple Letter (Nane Tags)
(2) Sanple Letter (Metal Engraving)
(3) Sanple Letter (Wodworking Services)

1. Pur pose. To pronulgate instructions for obtaining engraving/
woodwor ki ng  servi ces.

2. Cancel | ati on. MCBO 10460. 1.

3. Summarv _of Revision. This revision contains a significant
nunber of changes and should be reviewed in its entirety.

4, | nf or mat i on. The MCB Brig has the ability to engrave plastic
or netal name tags and plates, and to provide woodworking services
to support local activities.

a. Pl asti ¢ Nane Tass

(1) A typewitten request will be submtted in triplicate
using the format shown in enclosure (1). For nane tag engravi n?, a
typewitten roster of names listed in alphabetical sequence, wll

be submtted along with the appropriate quantity of blank tags,
plus 10 percent for breakage or engraving error.

(2) A mninmum of 15 days turnaround tinme is required for
less than 100 tags, and 20 days for quantities greater than 100.

(3) To preclude breakage and damage to nane tags,
addressees are requested to deliver their requests and material to

the MB Brig, Bldg. 3247. \en work is conpleted, the customer

will be notified for pickup, and any unused blanks will be returned
to the customer. Only blank nane tags (NSN 8455-01-G55-8122), 5/8
by 3 inches, will be engraved with single line, last nanme, in 5/16

of an inch letters.

b. Metal (Brass or Al um num

(1) A typewitten request wll be submtted in triplicate
using the format shown in enclosure (2).
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(2) The turnaround time per request is 15 working days.
Requests for mltiple itens may require 20 working days or nore
depending on the quantity and type of engraving required.

(3) To preclude breakage and damage to the plaques or
trophies, addressees are requested to deliver the request and naterial
to the MB Brig, Bdg. 3247. \Wen notified the customer will pick up
the conpleted material at the sane [location.

(4) Jeweler's brass, 12 by 12 inches, is available through
local commercial sources and may be obtained by requisitioning through
normal supply channels.

(5 The engraving workshop does not maintain a supply of brass
or alumnum The requesting activity wll be notified imrediately in
the unlikely event of spoilage for nonstock netal construction. any
spoilage by the engraver wll have to be furnished by the individual
requesting the service. Engraving of alumnum wll be done at the
requesting activity's risk.

c. Svecial Ensraving. Requests for special engraving
requirements (i.e., stylized lettering, scrollwork, etc.) wll be
addressed in vvritir](;i to the Brig COficer, MB Brig, Bldg. 3247. _
Special requests wll be handled on an individual case-by-case basis

only, as tine permts.

d. Wbodwor ki ng

(1) A typewitten request wll be submtted in triplicate
using the format shown in enclosure (3). The request wll include the
woodworking requirements and a diagram of the requested work.

(2) Tineframes for return of woodworking projects wll be
determined at the time of requests. Normal turnaround tine for
projects wll be 14-21 working days depending upon the workshop's

current workl oad.

(3) Al itens required for projects nust be supplied by
requesting unit (i.e., wood, stain, ©polyurethane, plexiglass, ‘etc.).
Al itens to conplete a project nust be brought into the workshop at
the time that the request is accepted.

5. Ceneral. Only engraving requests of an official nature wll be
accepted from wunits not having engraving capabilities. Some exanples
are as follows:

a. Oficial Request

(1) Marine of the Mnth.

(2) Marine of the Quarter.
(3) Honor Qaduate, Sergeant's Course.
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b. Unoffi ci al Reauest

(1) K-Bars/knives/watches.

(2) Smoking | anps.
(3) Plaques for individuals transferring, retiring, etc.

6. Action. Activity heads desiring engraving services wll submt
requirements using the formats illustrated in the enclosures.
Anticipate your needs and observe the tinefranes cited in the above

par agr aphs.

DI STRI BUTI ON: A
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SAWLE LETTER (NAVE TAS
HEADI NG
10460
Code
Dat e

From  Commanding Officer/Branch Heads

To:

Commanding Officer, Mrine Corps Base Brig
(Attn: Workshop)

Subj: NAME TAG ENGRAVING REQUEST

Ref :

1.

(a) MBO 10460.1A

Per the reference, it is requested that 10 name tags be

engraved as listed below

Nanme Quantitv
ABLE 1
BAKER 1
BROWN 1
CHARLES 1
CLARK 1
DOVER 1
DRI VER 1
EASTER 1
FOSTER 1
GALDS 1

Uoon conpletion of work requested, please notify

, at extension

C M CRAMER JR

ENCLOSLRE (1)
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sawLE LETTER (METAL ENGRAVING)
HEADI NG
10460
Code
Dat e

From  Commanding O ficer/Branch Heads
To: Commanding Officer, Mirine Corps Base Brig
(Attn:  Workshop)

Subj:  METAL ENGRAVING REQUEST
Ref: (a) MCBO 10460.1A

1. Per the reference, it is requested that two brass/alum num
plates be engraved as |listed Dbelow

JAKE M SWNION
HONOR GRADUATE, NcO SCHOOL
1 FEB 1998 - 28 FEB 1998

LCPL J. E  CELETKO
MRNE O THE MNTH
JULY 1998

2. UWon conpletion of work requested, please notify
, at extension

C M CRAER JR

ENCLOSURE

(2)
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SAWLE LETTER (WOODWORKING  SERVI CES)
HEADI NG
10460
Code
Dat e

From  Commanding Officer/Branch Heads
To: Commanding Officer, Mrine Corps Base Brig
(Attn:  Workshop)

Subj:  WOODWORKI NG  REQUEST
Ref : (a) MCBO 10460.1A

1. Per the reference, it is requested that a battalion bulletin
board be constructed as shown below (Note: ensure to enclose

measur enents) .

2. Uoon conpletion of work requested, please notify
, at extension

C M CRAMR JR

ENCLGBURE  (3)



