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1. Situation. The Commandant of the Marine Corps directed the
egtablishment of & “one-gtop” rveception center for all services
members and thelr families assigned to Marine Corps Base, Camp
Leseuns (MCB Camled) .

2. Mission

a. To promulgate the administration and operational
procedures of the Camp Ledjeune Reception Center (CLRC) in order
to ensure the smooth and expedient check-in/out processing for

all military geryvice membersz and their f&mi*“&g aboard MCB

Camled as well as delineating the roles and responsibilities of
the ocoupants of the CLRC.

b. The Director, Base S-1 hag overall responsibility for
the CLRC facility to include the occupant’s room assignments,
parking asgignments, key digtribution, and lz point of contact

2 iiding and grounds maintenance jssuss.  Anv agency

RO b Do

1 a
regues or occupancy in the CL 1 i
Divectory, Basge £-1. Likewise, any agency regue
the CLRC will also submit a reguest to t :

e The CLRC iz located in Buildings 59 and 60 zand the main
hours of ocperation are (0730-1630; howevey, variousg agencies
within the CLRC may operats beavond thoge established times.

DI ST%E%@W?ﬁ% STATEMENT A: Approved for public release;
distribution is unlimited.




3, EHExecubion

2. Commander’s Intent. Review of this Order ig recommendsad
for all commanders and their ztaffs. The Director, Base 5-1, is
responsible for the oversight and daily operation of the CLRC.
Adherence to this Order will assist commanders in understanding
the new jolin process associated with the CLRC. The end-state is
to provide commanders, gervice members, and thelyr familv
member’s effective personnel administirative support and other
personal services beling rendered within the CLRC.

b. Concept of Operations. The CLRC is the main facility
for all active duty service members checking in and checking out
of MCB CamLei and its tenant commands. Due to the overwhelming
amount of personnel reporting,., not all new joing complete the
join process during normal working hours. To ensure proper
reporting and completion of all join processes, the CLRC troop
handlers are available both during and after working hours.
This Order provides guidance to troop handlers assigned to the
CLRC. The Base 5-1 and Director’g of the agencies within CLRC
are auvthorized to deviate from this Order as the situation
requires.

4. Administrstion and Logistics. Recommendations concerning
the contents of thig Order will be submitted to the Director,
Base B8-1, via the appropriate chain of command.

Command and Signal

LFE

a. Command. This Order ig applicable to the operations of
the CLRC and tenant commands aboard MUBR Cambed.

b. Signal. Thig Order is effective the date signed.
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Chapter 1

Troop Handler Procedures

1. General. This chapter covers the zervices, administrative,
and duty regponsibilities of the CLEC troop handlers. The troop
handlers’ wmission ig to track and supervise new Jjoins {service
members) for MCB Cambes mn?il the service members have reported
o theiy pavent command (s

z. rders. Endorse all Orders with a stamped date and time ths
member reported to the CLRC. Inpub the member’s information
into the qjoin logbook (in case electreonic syvetem is down) or
databagse for tracking purposes. Collect the service members’
gervice record book/officer gualification record with the Orders
and maintain it. A representative from the Joins Branch within
the MCB Installation Personnel Administration Center (IPAC) will
collect all records the morning of the following workday.

3. Eb and Below. Al1l memberg in the ranks of E5 and below who

t have dependents (geographical bachelors are included),
and do not complete check in with the CLRC during normal working
nours, will be provided billeting.

4, Bs and Abowve. All staff noncommiseioned officers (SNCC) and
commigeioned officers who reguire & room will be divected to the
Bachelor Officer Quarters {(BOQ) for billeting assignment.

Ensure theiy Ovders and records are stamped and collected as
well., '

5. HNew Join L@gbsgk Bvery new doin will be logged into either
& logboock or tabase for tracking purposes. This will be
available to the Joing Branch within the MUB IPAC.

&. Uniform. This i
troop handler will b
hours 1f the uniform of the day was not o
handler may change into utilities.

i

i
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g oarn official Marine ¢
s A bhe uniform of th
i

rangporta ALl members who do not have transportation
have compl i ith the CLEC will heve a

# tive fyom thelr unit transport the member Irom the

= e parent unit.
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iil be given, along wz:% che phone
they may contact 1f they reguilr
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BO s000.8

a. The new join logbook or databasze will be the officizl
source document for btracking new join pervsonnel while in a
liberty stabtus.

b, A brief will be provided to all personnel prior to being
releaged for liberty that covers rules and regulations while on
iibsrty.

{1} Hew joing will check out with the duty troop handlex
prior to leaving Building 59%. The troop handler will log the
member into the iogbook as being on liberty.

{2} When returning from liberty the new join will check
in with the duty troop handler. Thes troop handler will log the
memnber intg the logbook as returned from liberty.

(3} Liberty expires fov all new doing billeted in the
CLRC at 2000 on a workday. Weekends and holiday liberty ends at
2230 each night. A formation will be held esach night at the
expiration of liberty for accountability purposes.

}oALL newly doined married service members, residing
cEf bage (B2 and belowr will wall the duty troop handler at 2030
each night and check in with the duty for accountability.
Libarty enda the following workday at @730,

(4
{

(5] After reporting to MCE Cambei all persomnel
regardless of rank are not authorized to depart the Jacksonville
area while under the cognizance of the CLRC. Once their join
procesg hag been fully completed and the member has reported to
hig/her unit, normal leave and libertyv policies would be in

o
effect.

9. Accountabilitv. A formation of all personnel in the ranks

of ES and below will pe held each morning at 0730 for

sccountability purpeses. Weekend and holiday formations will
al ¥

not include personnel residing off base.

13, Billeting. ALl new joing that reguire billebting will be
assigned a rack and wall locker. I two pergsonnel raport at the
game time, and due to the lack of wall locker availability, the
new dolns will share one wall locker, untill such time snobhsy
wall Iocker becomes avallable.

nern. Al personnel sleeping in the CLRC will be igsued



a, All racks will be wmade daily.

L. The duty troop handler will issue
personnal chacking in on a weekend or holi

e (¥

ay .

<. All dirty linen will be turned into the base laundry
facility every Monday (or the first working dayv after a holidav)
by the trocop handlevg. The Buillding Manager will ke the point
of contact for a vehicle.

d. Upon releasing new join pervsonnel from the control of
the Troop Handlers, to the parent command, all linen and
blankets issued will be turned in. The wall locker, rack and
gleeping area will be inspected for cleanlinesg and to ensure
any personal property iz not left unclaimed.

12. EBoving Patrol. The duty troop handler will conduct roving
patrole in and arocund Builldings 59 and 60 every two hours. The
roving patrol will include but are not limited to:

a. Verifving all doors and windows are locked and the
buildings are gecured after hours. If a door iz found unlocked
make a logbook entyy and notify the MOB Command Duty Officer
(CDO} at (9210)451-2414/4789,

b. Conduct a police call around Buildings 59 and 60 to
engure evervithing is in good order.

c. Ensuring the linen closet has enough clean linen for the
next dayv. This includes verifving all linsn is folded and
placed neatly within the closet.

13. Chow. Troop handlers will post a phone watch to answer the
phone during chow breaks., The phone watch will be provided with
a time the troop handley will return to inform obthers asg
reguired. Chow time will last no longer than 60 minutes.

4 Logbook. A& logbook will be used and maintainsed by the dutbtvy
tyoop handler. r will dnclude all informaticn pertinent during
ne troop handler’s duty. The building manager will review the
Fd ]

.
L
v oand report any reportable incidents to the



a. Day s beqing at 0700 and =nds abt 1200,

hi
not a sleeping

b, Night sghift beging at 1900 and snds at 0700. HNight
ift iz a gleemiag post from 2200 to 0600. However, the troop
handler ig still reguired to rove theiy post every Two hours.
Information will be posted for new Jjoins to locate the troop
handler if needed.

16, Morning Clean-up. Morning clean-up will consist of all
racks being made, c¢hairs in room 212 will be covered and
aligned, police call around Bulldings 59 and 60, restrooms will
he cleaned and stair wells will be swept. Service wmembers will
not be secured from morning clean-up until the troop handler has
inspected and verifies it ig complete.

17. Field Day. Field day will be conducted every Thursday
after working hours. It will consist of all tasks associated

with morning clean-up along with c¢leaning heads, and police
calling the hallways in Building 59. Service members will not
be secured from field day until the troop handler has inspected
and verifies it is complete.

o

1 Luggage. Any lost luggage for a new join from the alxrp
bus station, cab company, etc {(if the member cannct be found
wiitl e delivered to the CLEC. The troop handler will fyy ¢
locate the member. If the member cannot be contacted, the t
handler will sign for the luggage until tChe member can be
notified te retrieve the luggage. A logbook entry will be made
and the luggage will be placed in & secure location. Once the
new joln retrisves his/her luggage another entry will be made in
the logbook for accountability purposes.

19. Red Crogs. The troop handley will complete a Red Cross
message worksgheet (Figure 1-1) when a call ig received. If the
mezgage iz for a service member who is already joined to MOB
Cambhed, then the unit {i.e. Cfficer of the Day (00D}, Dubtyv non
commissioned cfficer (WUO), etc.] will be notified immediately
If the messgage iz for a new join that has not vet reported fo

&

MOB Cambed and is sgtill in a leave giatus or has reported to the
CLEC, but has not complsted the ‘oin process, the Director, Base
-1 will be notified immediately for further instruction.
Liztings of 00D numbers are provided:

foet
1
=
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Unit Phone Numbsr
2d MarDiv (9?6‘£5?w8é53
IT MEF S1L01451-8138
2d MLG {ggﬁ}é%i—@%aé
MCB/MCIEAST (9103451 -2414
MCAS New River (81034458-5411
MARSOC (9103451 ~7913
20. Leave Extengions. After normal working hours, the troop

handler iz authorized to grant a leave extension of up to five
dave after approval from the Manpower CGIificer, Base 5-1, (at
{910) 451-238%} if the reguesh mesbs specific conditions, The
gervice members reguesting the leave extension must £1i11 out a
Leave Extension Authorizatlon Form {(Figuxe 1-2}.

a. If the new join has not vet reported to MCB Camled and
regquires a leave extension for emergency reasons.

b, 1f the new join has reported to the CLRC and checked in
with the troop handler, but hag not completed the doin process,
and veguires a leave axtension foy emergsndy reasons.

. Tf a new join reports late to the CLRC without a
previocusly authorized leave extension.
z1l. Deserters. When a chasger team delivers a dessrter to the

CLREC, the troop handler will make a logbook entyy in the logbook
and sign all paperwork reguiring a signature. Couplete the
Degsertion Form (Figurse 1-3) with all pertinent information, make
two copleg of all paperwork [one for the degerter and one for
the Joins Branch), and contact the unit (178 davs or less
contact previcus command; 180 dayve or more contact MCB) for
transport to theiy parent command per reference (k). The
nit//command repregentative will pick up the deserter and sign
cepting cugstody of the deserter.

I
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SBMPLE RED CROSE MESSAGE WORKSHEET
Data/Time Received: Cage Number:
Callback Humber: _ Case Worker:
Service Member’ s HName:
Rank:
S8N (LAST 4}
Service Member’e Unit and Location (1f deployved}:
Message Received Bv:
Message (use ag much detail as possible):
Date/Time Message Delivered to Service Member:
Action Taken/Response Given:
Date/Time Call Returnsd to Red (ross:
Who Delivered to
Figure 1-1.-~-Zample Rad Cross Message Worksheet

i-a




LEAVE EXTENSION AUTHORIZATION FORM

PRIVACY ACT STATEMENT
Systems of Records Notice MMNODO13 (Personnel Management Working Files), published February 22, 1983, 58 FR 10630, AUTHORITY 10 USC.
19711087 and £.0. 11016. This information is FOR OFFICIAL USE ONLY and may naot be disciosed without the consent of the record subject, except
under routing use. PURPOSE provide a record for the use in the adminisiration of programs. Disclosures generally permitted under 5 U.S.C. 552a(b}
of the Privacy Act, these regords or information contained therein may specifically be disclosed ouiside the DoD as ROUTINE USE pursuantio 5 US G
55Za(bi{3). DISCLOSURE MANDATORY
“OFFICIAL USE ONLY"

Date Tirme
LAST NAME FIRST NAME Mi GRADE/RANK
SSN (LAST FOUR) MOS
PRESENT LEAVE ADDRESS:
VALID PHONE NUMBER CELL PHONE NUMBER
LAST DUTY STATION:
PREVIOUS EXTENSION (83 L YES  [LINO  iimee oF pavs
ORIGINAL REPORT DATE: MET REPORTING TO:
NEW REPORT DATE:
NUMBER OF DAYS GRANTED BY THIS COMMAND: {CAN ONLY AUTHORIZE 5 DAY}
REASON FOR EXTENSION:
CALL RECEIVED BY:
(PRINTED RANK AND NAME)

[SIGNATURE;

EXTENSION APPROVED BY:
(PRINTED RANK AND NAME}
[SIGNATURE)
Thig form is for "OFFICIAL USE ONLY (FOUD) - PRIVACY SENSITIVE,
Any mizyse or unauthorized disclosure amay result in both civit and criminal penalties”

MOBCL/S-UPERS/E000.5E  (8/08) PREVIOUS EINTIONS ARE OBRSOLETE ADOBE 80

l—£ LEave RETS8NSI0nN AULLRCYIiZalloen




DESTERTION FORM

PRIVACY ACT STATEMENT

AUTHORITY, the information contained on this form s maintained undar the syslems of records notice MMNOGD10 {Personne] Servces Working Files),
10 U.8.C 1071-1087 and £.0. 11016, published February 22, 1993, 58 FR 10630, The information contained within is FOR OFFICIAL USE ONLY and
may not be distlesed without the consent of the record subject, except under routineg use. PURPGSE of this information is to provide a record for the
use in the adminisiration of programs concerning the parsonal weifare of Marines and their dependents. in addition 1o those disclosures generslly
permitted under 5 U.S.C. 552a{b) of the Frivacy Act, these records or information contained therein may specifically be disclosed outside the Do as

ROUTINE USE pursuant to 5 U.8.C. 852a(b)(3). DISCLOSURE MANDATORY

1. The below named service member

1 surrender 1 this command;
[ | Reportad as directed by Straggler Orders;
:3 Surrendered to Parent Unit;

{j Detivared under Guard to this Command {CLRC) at

on
fime date
2. Name S8N {Last Four) Grade/Rank:
Unit Assigned Previous Unit MOS8
initial for the recaipt of the following: SRB HE DR ADMIN ASG STRAGO
Commandant of the Marine Corps (MHC-1) certified that unautharized absence commenced on .
Returned to miltary control
. 1 certify that the above informalion is correct o the best of my knowledge and beliel.
{Signature and rank of person accepting custody}
1. The above named Marine was delivered 1o the assigned unii at on
fime date:
initial for the receipt of the following: SRB HR DR ADMIN ASG STRAGO
{Signature and rank of persar acoepting custody)
MCBCL/S-/PEREAGCO.5/E  (5-08) PREVICUE EDITIONS ARE GBECLETE ADOBE 80




Chapter 2

Emergency Action Plan

L. General. Thig chapter provides quidance in the event of a
bomb threst, building fire, power outage, and natural or manmade
digaster for the troop handlers assigned to the CLRC aboard MCB
Cambed .

2. Bomb Threat. In zcocorvdancs with reference (¢}, if a bowmb
threat is received by telephone, complete a bomb threat
checklist {(Figure Z-1) and immediatelv contact the Director,
Bage S-1 at (910)451-238%., If a guspicious package is observed
or received, do not attempt to open the package. Notify the
Provost Marshal’s Office (PMO), call 211 immediately and notify
the Dirvector, Base §-1 and the Rase CDO at {91031451-2414 {(after
normal working hours). If & written bomb threat ils received
avold touching it. Notify PMO and contact the Director,

Base S-1 immediately for further instruction. The Director,
Bage S-1 or officer in charge (0IC) of the buillding are the oniy
authorized personnel to order an evacuation of the threatened
building.

a. If the building is evacuated, snsure persconnel are at
least 500 feet away from the threatened gtructure and away
glasg windows, The preferrved nuster polnt should be a locat
that is least likely to contain a ssecondary device (1. e.
dumpster, parking spaces, or other bulldings).

L. An accountability of all personnsil will be conducted to
inform the Director, Bage 5-1 of any missing personnel.

o PMO will be provided with a recall number to the
Bams 5-1 and the completed bomb threat checklist.

d. Once the threat has been eliminated, all personnel may
return to the building.

3. Pire/Smoke in the Work Ares or Buillding. In the case of
fire or gmoke, the troop handler will:

fire alarm and atitempt to pub out the
re exbtingulisher.
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5

} Remove all logbooks and give to or maintain them for
or, Bage S-1.
{2} Evacuaste all persomnel to a designated location.
Bmergency exit instructions are located in each building.
Ensuye that all pevsonnel ars present and accounted for.

(31 Close all secondary control point doors, but do not
lock them, and close all windows. Do not block entrancesg.

. Onee in a zafe area, contach the Director, Base 5-1 and
notify him/her of the situation.

d. After the fire is extinguished and the area ig declared
gafe, all personnel may re-enter the building.

4. Power Oubtage. In the event of a powsr cutage the troop
handler will:

@, UContact Public Works ((910)451-3001, [(9101451-89%7, or
{8107451-3319) to report the power outage. The system should
automatically revert to an alternate source of power. Engure
the Divector, Bage 8-1 18 notified of the situation.

L. FPower down all unnecesgsaryy eguipment.

. If the gituation permits:

(1) Remove all logbooks and give to or maintain them for
the Dirvector, Base 8-1.

2} Close and lock all windows and doors. Do not block

{2} EBvacuate all personnel to a designated location to
prevent injury. If necesgary, obtain a fiashlight in order to
] tion of

facilitate the evacua persconnel .  Engure that all
en o

4

4. Onoe powsy has reburned and the
all persommel may ve-enter the bullding.
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a. rer reference {4}, there are sight DWC's, Lhey ars
ligted balow.

{1} Destructive Weather Condition V {DWC V. The
potantial for the occurrence of destructive weather is slevated
but no specific system threatens the area. DWC V indicates a
seasonal destructive weather readinesss level, 1.e., Atlantic

Hurricane Seagon {1 June Lo 20 November) ilg in progress.

(2} Destructive Weather Condition IV (DWC IV, 72 Hourg) .
& specific desgtructive weather system with sustained winds of 50
knots or greater iz forecast to affect the area within 72 hours.

{3} Destructive Weather Condition III {(DWC III, 48
Hours: . A specoific destructive weather system with sustained
winds of 50 knots 1g forecast to affect the area within 48
hours,

(4) Destructive Weather Condition II (DWC II. 24 Hours]) .
A specific destructive weathery condition with sustained winds of
50 knots is forecast to affect the area within 24 hours.

{%) Destructive Weather Conditlion 1 (DWC I, 12 Hours).
ie degtructive weather condition with sustained winds of

A specifi
ta ig forecast to affect the area within 12 hours.

50 kneo

{6} Destructive Weather Conditicon I Caubtion (DWC IC, &8
Hours) . A specific destructive weather condition with sustained
winds of 20 knots is forecast to affect the area within & hours.

(7} Destructive Weather Condition I Emergency {(DWC IE).

The area 1 currently experiencing a specific destructive
weather svetem with sustained winds of 50 knots.

(2} Destructive Weather Conditicn I, Recovery [(DWC I8 .
The destructive weather svstem has passed the area, bubt gafeby and
gtorm hazards vemain. All orders, restrictions, and guidance,
established in previcus DWCs remain in effsct The emsrgency
managemnent styucture iz affecting the zspesdy return to normal
operations by eliminating gaiéty concerns, re-establishing
gervices, ubilities, the lwansgportation svsten, oleaving debris
nd performing essentlal repairs
b In the svent of DWC V and DWC IV the trocp handler will
conduct npormal opsrations During DWC IV the troop handler will
wrepare fov DWC TII.



. In the esvent of DWC 111 the trcop handler will:

{1} Conduct an accountability of all new Jjoin personnel
assgigned to the CLRC and provide the information to the
Directoy, Base 8-1. The accountability must include the service
members last name, last four of the Social Security Number,
rank, contact phone number, and parent command the new join
pergonnel ave walting to report bto.

{2} Ensure all persomnnel in a new Jjoin status are
informed that current information relating te local weather
conditions, advisories and hurricane information is available on
the Camp Lejeune Automated Information SBvstem (RIS} by calling
{9107451-1717.

{3) Prepare for DWC II.
d. In the event of DWC II the troop handler will:

{1) Ensure all new join personnel who have not completed
the join process within the CLRC and have reported to MCE CambLed
will report to thelr parent command. Once the DWC has been
reduced to level III the new join persconnel will return and
report to the CLRC to complete the join process.

(2} If it ig afrer hours then the troop handler will
ensure all windows and deoors are locked in Buildings 59 and 60.

et

3} Ensure all personnel in a new join status are
informed that current information relating to local weathey
conditvions, adviasories and hurricanes information is availables on
the Camp Ledeune AIS by calling (8101451-1717.

(4] Prepare for DWC I.
&. In the event of DWC I the troop handler will:
{1} Be restricted to their appointed place of duby,

£ s
gquarters, barrvacks, or sheliter. Hote: Libksriy lg authorized on
Base only.

(21 1If suthorized, evacuate the areses until it is
determinaed galfe to retuyn., Advisories and hurricanes information
is available on the Camp Lejeune AIS by calling {(210)451-1717

{3) Prepsare for DWC IC and DWC IE.

[
i
b



£. In the event of DWC IC and DWC IE the troop handler

{1} Be regtricted to their appointed place of duty,
guartars, barrvacks, or ghelter. Hote: A1l libertv iz secured.

(2} If autrhorized, evacuats the ares until it is
determined safe to return. Advisories and hurricane information
i available on the Camp Ledeune AIS by calling {(91014B1-1717.

g. DWC IR ig a temporvavy condition pending transition to
DWC V. During this period, the troop handler must follow
guidelines provided via the AIS or the Director, Bage S-1. OCnce
the DWC has been gset at DWC V, follow the procedures contained
in paragraph 5b above.

-
!
Lt



Bomb Threat Checklisth

1
e

Ewact time of call __ Phone number call recelved

Hwact words of

caller

3

When is bomb going Lo exploda?

2. Ehere iz the bomb?

3. What does it look like?

4. What king of bomb iz ig?

T

What will

i

cause 1t to explods?

&. Did vou place the bomb?

7. HWhere are

8. ¥What is your addregs?

L
=
R
i
it
b
3]
G
i
M
=
&
5]
i
o

CALLER'S VOICE {oircle zg many Lhat applyl

a phons
TRACE PROC




Parking Lot
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EGREZES ROUTE FROM BUILDINGS

- Bowling Alley

Parking Lot

Molly Pitcher Road

i 1

Bldg59  Bldg 60

g”‘g
U AV

Lucy Brewer Road

Co A Barracks

o B Barracks

% Walk to asgembly area (Molly Pitcheyr Field)
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Zm# 101 ID Card Center i32 28
Phons 451-4223 ‘ . .
THICABE-MEDICAL IPAC (MEW JOINS:
Rm#t 110 MEDS
Phone 481-106%
RmE 112 MCB 2 | 126 125
Bm& 112 %g% Aset PersC o Tae
Phone £51-4248 ar i S g g
Hew Joins
. SNCOT
Rmd 118 Division PC&AD
Phone 4518870
Rm# 120 Cambei Heception MALE 124
Center Phone 451-8609%9 HEAD DENTAL
Em# 125 IPAC New Join BNIOIC 123
Phone 451-3058 MOB/
MOTEAST
Rm# 129 IPAC New Join Caresar
Branch Bhone 451-4466 Pilanner
STAIES
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