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1. Situation~ The Commandant of the Marine directed the 
establi of a 'none- ion center for all service 

and their families ass to Base, 
\ 
! • eune (MCB 

2 ~ 14i 

s. To the administration and 
of eune ion Center in order 

to ensure the smooth and check~ for 
all mil mewbers and their lies aboard MCB 

as well as delineat 
O(\CU);!Sl:lts of the CLRC < 

the roles ties of 
the 

The Director! Base S~l has overall for 
the CLRC 

ass i gnrrier; t 
for any bui~u!~!!OJ 

the 
distribut 

ssslgimnsnt 
of contact 

issues, agency 
for occupancy the \-4i11 be submitted the 

Director; Base S~l, Likewise; any agency to vacate 
CLRC wil also submit a 

c 
hours of 
within 

CLRC is located 
o 

CLRC 

DISTRIBUTION 
ion i unlimited. 

to the Director, Base 8-1< 

5 60 and the main 
0; howeVer, various 

thOSe establ shed 

for release; 
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3. Execution 

a. 'S Intent~ Review of this Order is recommended 
for all commanders and their staffs. The f Base S~lf is 

for the and dai ion of the CLRC 
Adherence to this Order will assist commanders in 
the new join process associated with the CLRC. The end-state is 
to commanders! service members; and their fami 
member's effective administrative support and other 

services rendered within the CLRC 

b. The CLRC is the main 1 
for all active duty in and checking out 
of MCB CamLej and its tenant commands. Due to the overwhelming 
amount of reporting, not all new joins complete the 
join process during normal working hours. To ensure proper 

and completion of all join processes, the CLRC trcop 
handlers are available both during and after working hours. 
This Order guidance to troop handlers ass to the 
CLRC. The Base S 1 and Director's of the agencies within CLRC 
are authorized to deviate from this Order as the situation 

4. 
the 
Base S-lr via the 

Thi Order s 

Recommendations concerning 
be submitted to the Director, 

of command. 

to the ions of 
the CLRC and tenant commands aboard MOB 

b This Order is effective the date s 

DISTRIBUTION~ A 
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1 

1 General. This covers the services; strative, 
and responsibilities of the CLRC handlers. The troop 
handlers! mission s to track and se new joins (service 
members) for ivlCB until the service members have 
to their command s) , 

2. Orders, 
member 

Endorse all Orders with a date and time the 
to the CLRC, the merr~er's information 

into the join (in case electronic is down) or 
database for tracking purposes. Collect the service members' 
service record book/officer qualification record with the Ordera 
and maintain it, A from the Joins Branch within 
the MCB Installation Personnel Administration Center (IPAC) will 
collect all records the morning of the following workday. 

3, E5 and Below All members in the ranks of E5 and below who 
do not have dependents ( cal bachelors are inoluded) 
and do not ccmplete check in with the CLRC normal 
hours, will be billeting, 

4. E5 and Above. All staff 
commissioned officers who 
Bachelor Officer 

noncommissioned officers (SNCO) and 
a room will be directed to the 

fer bil asslglmne:m:; 
Ensure their Orders and records are 
well. 

and collected as 

5, New Join Logbook, 
or database 

lable to tbe 

5 , UniforrrL This is an offi 
handler will be in the 

hours f the uniform of the 
handler may into ut lit 

and 

CLRC to the 

All members 
their check 

from their unit 

oin t¥ill be into either 
purposes. will be 

the IVICB IPAC. 

Marine so the 
form of the After 

not utilities 

not haVe 
th the CLRC 

the member 
-L have a 

the 

" ~ ~ for al 
Prior LO oin 

dismissal I a 
nurnber 1 )451-2123 that 
assistance" 

nanal-er may 
end of the normal 

with the 
may contact 
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a. The ne\4 join 
source document for 

status" 

or database will be the official 
new join personnel while in a 

b. A brief will be 
released for 1 that covers 

to all to be 
ions while on 

1 

1) New joins will check out with the duty 
to 59. The handler will 

handler 
the 

member the on 

(2 ) 

in with the 
member 

When from 1 
duty troop handler. The 
the logbook as returned 

the new join will check 
handler will log the 

from 1 

(3 ) expires for all new joins billeted in the 
CLRC at 2000 on a Weekends and holiday 1 ends at 
2230 each A formation will be held each night at the 

of 1 for accountabil purposes. 

(4) All joined married service members; 
off base (E3 and below) will call the troop handler at 2030 

and check in with the duty for I 
ends the fol at 0730. 

(5) After to NCB 
of rank are not authorized 

area \;lhile under the zance of the CLRC. Once their join 
process has been ful and the member has to 
his unit, normal leave and 1 icies would be in 
effect. 

9. A formation of all 
of E5 and below wil be held each at 

1 purposes 'V'leekend and hoI 
not include 

All nevl 
a rack and v-lall 

off 

that 
If 

in the ranks 
0730 for 
formations will 

llet 1 
at 

timet and due to the lack of wall locker availabil 
new joins wi share one wall i time another 
wall locker beccffies lableo 

s in the CLRC will be issued 

1-2 
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a. All racks will be made dai 

Co All 

handler will issue clean linen to all 
in on a weekend or hoI 

linen will be turned into the base 
faeil every (or the first after a hoI 

will be the the handlers 0 The Bui 
of oontact for a vehicle 0 

do releas new join from the ccntrol of 
the Troop Handlers, to the 
blankets issued will be turned 

command, all linen and 
The wall locker, rack and 

sleeping area will be for cleanl and to ensure 
any personal property is not left unclaimed 0 

Veri 

The duty troop handler will conduct 
59 and 60 every two hours 0 The 

will include but are not limited to: 

all doors and windows are locked and the 
bui are secured after hours. If a door is found unlocked 
make a logbook and notify the MCB Command Duty Officer 
(CDO) at (910)451~2414 7890 

Conduct a ice call around Bui.LCLU:lgS 59 and 60 to 
ensure 

3. Chow. 

a time the 

is in order 0 

the linen closet has clean linen for the 
linen is folded and includes veri 

within the closet. 

will 
The 

all 

a watch to answer the 
watch will be with cho\.y breaks, 

troop handler 
Chow time Llo-

11 return to inform others as 
no than 60 minutes. 

handler. 
\FJi11 be used 

include 
the nandlerfs will review the 

dai incidents to the 
Base ~l 

1 Hours handler shifts 1 c()nS.Lst of a and 
shifto 
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a. 
not a 

at 0700 and cnds at 1900. shift is 

b. 

handler is still 
Information will be 
handler if needed. 

at 1900 and ends at 0700. 
from 2200 to 0600. However, the 
to rove their every two hours. 
for new joins to locate the 

will consist of all 
made, chairs in room 212 will be covered and 
ice call around Bui 69 and 60, restrooms will 

be cleaned and stair wells will be Service members will 
not be secured from morning until the troop handler has 

and verifies it is complete. 

17. 
after working 
with morning 

Field day will be conducted every Thursday 
hours. It will consist of all tasks associated 

with c heads, and police 
call the hal in Bui 59. me~ryers will not 
be secured from until the troop handler has 
and verifies it is complete. 

18. lost for a new join from the 
bus station! cab companYr etc (if the merr~er cannot be found) 
wil be delivered to the CLRC. The handler will to 
locate the member. If the member cannot be contacted, the 
handler will sign for the until the member can be 
notified to retrieve the A will be made 
and the will be a secure location. Once the 
new join retrieves his 
the for accountabili 

another 
purposes. 

19. Red ==-===. The handler \.;i11 
message worksheet 1~1) when a call 
message is for a service merr~er who is 
C.CHH.UtJ f then the unit (i 0 e. Officer of 
commissioned offi ), etc.) wi be 

is 

If the message is for a new join that has not 
MCE and s t 11 leave status has 

will be made in 

a Red Cross 
If the 
f\.1CB 

to 
the 

CLRC, Dut has not join process, the Director, Base 
-1 11 be f further n"',lcllcllion" 

List 



20. Leave 
handler is 

after 

2d MarDiv 
II MEF 
2d HLG 

MCAS New River 
l'tAR80C 

(910)451-8658 
(910)451~8138 

(910)451-2826 
(910)451 2414 
(9 0)449 5411 
(910) 451-7913 

BO 5000.5 

After normal hours, the 
a leave extension of up to five 

Officer, Base 8-1, (at 
(910) 451~2385) if the meets f ions, The 
service merr~ers ing the eave extension must fill out a 
Leave Extension Authorization Form ( 1-2) , 

a, If the new join has not yet reported to HCB CamLej and 
a leave extension for emergency reasons. 

b. If the new join has reported to the CLRC and checked in 
with the handler, but has not the join process, 
and requires a leave extension for emergency reasons. 

c, If a new join reports late to the CLRC without a 
DY'P'Jl ly authorized leave extension, 

2 
CLRC f 

and s 
the 

When a chaser team delivers a 
troop handler will make a 

all 

deserter to the 
in the 

the 
Desertion Form ( 

.n,u'Luring a s 
1~3) with all 

(one for 
inent information; make 

the deserter and one for two of 
the Joins and contact the unit ( 79 or less 

command; 180 or more contact MCB) for 
command per reference The 

rEmres,,,nt2,tive wil up the deserter and s 
of the desertero 

1 5 
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SAMPLE RED CROSS MESSAGE WORKSHEET 

Received: Case Number: 

Callback Number: Case Worker: 

Service MerrIher's Name: 

Rank: 

SSN (LAST 4) : 

Service Member's Unit and Location (if deployed) 

Received By: 

as much detail as possible) 

Del i vered to Service Mernber: 

Action Given: 

Returned to Red Cross; 

if-Iha Delivered to; 

Red ~1orksheet 

1 6 
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LEAVE EXTENSION AUTHORIZATION FORM 
PRIVACY ACT STATEMENT 

Systems of Records Notice MMN00013 (Personnel Management Working Files), published February 22, 1993, 58 FR 10630. AUTHORITY 10 U,S.C. 
1071-1087 and E.O. 11016. This information is FOR OFFICIAL USE ONLY and may not be disclosed without the consent of the record subject, except 
under routine use. PURPOSE provide a record for the use in the administration of programs. Disclosures generally permitted under 5 U.S.C. 552a(b) 
of the Privacy Act, these records or information contained therein may specifically be disclosed outside the 000 as ROUTINE USE pursuant to 5 U.S.C. 
552a(b)(3). DISCLOSURE MANDATORY 

"OFFICIAL USE ONLY" 

Date Time 

SSN (LAST FOUR) MOS 

PRESENTLEAVEADI)RE:SS: ____________________________________________________________________ __ 

VALID PHONE NUMBER _________________________ _ CELL PHONE NUMBER __________________ _ 

LASTDUTYSTATION: ________________________________________________________________________ _ 

PREVIOUS EXTENSION (S) NO 
NUMBER OF DAYS 

ORIGINAL REPORT Mec REPORTING TO: _____________ __ 

NEW REPORT DATE ____________ __ 

NUMBER OF DAYS GRANTED BY THIS COMMAND: (CAN ONLY AUTHORIZE 5 DAYS) 

REASON FOREXTENSION: ____________________________________________________________ _ 

CALL RECEIVED BY 

EXTENSION APPROVED BY 

(SIGNATURE) 

This form:5 for "OFFICiAL USE ONLY (FOUO} PRiVACY SENSITiVE. 
Any misuse or url2uihorized disclosure may result in both civii and crim:nal penalties" 

MC8Cl!S-1 /PERS;5000 .5i5 (9/09) PREVIOUS EDITIONS ARE OBSOLETE ADOBE 8.0 

a 
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DESTERTION FORM 

PRIVACY ACT STATEMENT 
AUTHORITY, the information contained on this form is maintained under the systems of records notice MMN00010 (Personnel Services Working Files}, 
10 U.S.C. 1071-1087 and E.O. 11016, published February 22, i993, 58 FR 10630, The information contained within is FOR OFFICIAL USE ONLY and 
may not be disclosed without the consent of the record subject, except under routine use. PURPOSE of this information is to provide a record for the 
use in the administration of programs concerning the personal welfare of Marines and their dependents, in addition to those disclosures generally 
permitted under 5 U.S.C. 552a(b) of the Privacy Act these records or information contained therein may specifically be disclosed outside the DoD as 
ROUTINE USE pursuant to 5 U.S.C. 552a(b)(3). DISCLOSURE MANDATORY 

1. The below named service member: 

o Surrender to this command; 

Reported as directed by Straggler Orders; 

Surrendered to Parent Unit; 

o Delivered under Guard to this Command (CLRC) at on 
time date 

2. Name SSN (Last Four) 
Grade/Rank: 

Unit Assigned _______________ _ Previous Unit _________________ _ MOS 

Initial for the receipt of the following: ___ SRB ___ .HR ___ ADMIN ASG ___ STRAGO 

3. Commandant of the Marine Corps (MHC~1) certified that unauthorized absence commenced on _____ _ 

Returned to military control _____ _ 

4. ! certify that the above information is correct to the best of my knowledge and belief. 

(Signature and rank of person accepting custody) 

1. The above named Marine was delivered to the assigned unit at: on 
time date 

initial for the receipt of the following: ___ SRB ___ HR ___ .DR __ --'ADMIN ASG ___ STRAGO 

person 

MCBCUS- i!PERSi5000.5!D (9-09; PREVIOUS ED!T10NS ARE OBSOLETE 

,-8 



General. 
bomb threat. 

This 
bui.LClll::tq 

disaster for the 
fire; power 
handlers ass 

2 

BO 5000 

in the event of a 
and natural or manmade 

to the CLBC aboard MCB 

2. Bomb Threat. In accordance with reference (el, if a bomb 
threat is received by , complete a bomb threat 
ohecklist 2-1) and immediately contact the 
Base 8-1 at (910)451-2385. If a ious is observed 
or received, do not attempt to open the Not the 
Provost Marshal's Office (PMO) , call 911 immediately and noti 
the Director, Base 8-1 and the Base CDO at (910)451-2414 (after 
normal working hours). If a written bomb threat is received 
avoid touohing it. Notify PMO and contact the Director, 
Base 8-1 immediately for further instruction. The Director, 
Base 8-1 or officer in (OIC) of the bui are the 
authorized personnel to order an evacuation of the threatened 
buiJ.uJ.u'j 

the 
least 500 feet 

';Jindows. 

building is evacuated, ensure personnel are at 
away from the threatened structure and away from 

The preferred muster should be a location 
that is least 1 to contain a 

spaces! or other 

An accountabil of all personnel will be oonducted to 
inform the Director, Base S of any miss 

c. SMO will be with a recall number to the 
Director; Base S 1 and the bomb threat cheoklist. 

d Once the threat has been eliminated; all personnel may 
return to the buiJ.ClLl.JY 

Fire/Smoke III the Work Area or Building. In the case of 
f or smoke! the handler will: 

a, Pull the nearest fire alarm to out 
fire us a hand~held ire ahey. 

'" the s casualt 
result) 

b 1 
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1 

(1) Remove all 
the Director! Base 8-1. 

and to or maintain them for 

(2) Evacuate 
exit 

Ensure that all 

all to a deSlCm,'5L location. 
ions are located in each 

are and accounted for. 

(3) Close all control doors! but do not 
lock them, and clcse all windows. Do not block entrances. 

c. Once in a safe area, contact the Director, Base 5 1 and 
noti of the situation. 

d. 
safe, 

After the is extinguished the area is declared 
1 personnel 

4. Power Outage. 
handler will: 

may re-enter the building. 

In the event of a power outage the troop 

a. Contact Public Works «910)451-3001, (910)451-8997, or 
(910)451-3319) to the power outage. The system should 
automatically revert to an alternate source of power. Ensure 
the Director, Base S~l is notif of the situation. 

b. Power down all unnecessary 

Ce If the situation 

(1) Remove all 
the Director, Base 5-1. 

and to or maintain them for 

(2) Close and lock all windo"vs ano doors. Do not block 
entrances, 

(3) Evacuate all to a deS location co 
ury, If necessarYr obtain a flashl in order to 

facilitate the evacuation of personna Ensure that all 
are for. 

d. Once has returned and the area is declared 0: 1 

all may ro-enter the 

tionso Severe Y;Jeather Condit 
events such as ive winds, 

hu.rricanes, etc The troop handler 1 '1 
--'----'--

notlt the Director, Base 8-1 when the Base i u.naer a 
Destruct Weather Condit (DWC) 



a. Per reference (d)! there are 
isted below, 

(1) Destructive \"leather Conditicn V 

Dwe/s
f 

BO 5000 

are 

The 
ial for the occurrence of destructive weather is elevated 

but no specific threatens the area. Dwe V indicates a 
seasonal destructive weather readiness level, i e' f Atlantic 
Hurricane Season (l June to 30 November) is in progress. 

(2) Weather Condition IV D\"IC IV 72 Hours ' 
A specific destructive weather with sustained winds cf 50 
knots or is forecast to affect the area within 72 hours, 

(3) Destructive \"leather Condition III III 48 
Hours, A specific destructive weather system with sustained 
winds of 50 knots is forecast to affect the area within 48 
hours. 

(4 ) 24 Hours . 
A specific destructive weather 
50 knots is forecast to affect the area within 24 

winds 
hours, 

(5) Destructive \"leather Ccndition I DWC I 12 Hours 
A fic destructive weather tion with sustained winds of 
50 knots is forecast to affect the area within 12 hours, 

6) IC 6 
Hours A sustained 
"finds of 50 knots is forecast to affect the area wi thin 6 hours, 

(7 ) 

The area is 
weather 

0k'C'0~fic destructive 
sustained winds of 50 knots, 

( 8) 

The destructive weather 
storm hazards remain. 
established 

structure 

All orders; restrictions; and 
Dwes remain in effeot. The emergency 
affect the return to normal 

concerns! re~establ 

and 

services; ties r 

essential 
debris; 

and 

the event Dt~C V and 
conduct normal operations 
prepare for DWC III. 

2 3 

the handler 11 
D'k'J'C IV the 
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c. In the event of DNC III the handler "Jill: 

(I) Conduct an accountabil of all new join 
ass to the CLRC and the information to the 
Director, Base 8-1. The must 

Social 
lude the service 

Number r mem~ers last name, last four of the 
rank; contact nuwber, and command the new join 
persanne 1 are vJai t to to. 

(2) Ensure all in a new join status are 
informed that current information relat to local weather 
conditions, advi and hurricane information is available on 
the Camp eune Automated Information (AIS) call 
(9IO)451~1717. 

(3) Prepare for DWC II. 

d. In the event of DNC II the troop handler will: 

(1) Ensure all ne'" join who have not 
the join process within the CLRC and have to MCB 
will to command. Once the DWC has been 
reduoed to level III the new join will return and 

to the CLRC to the join process. 

(2) If it is after hours then the handler will 
ensure all vJindm']s and doors are locked in Bui 59 and 60 

(3) Ensure all in a new join status are 
that current relat to local weather 

conditions, advi and hurricane infcrmation is available on 
the eune AIS call {91 )451~1717. 

for DWC I. 

e, In the event of I the roop handler will, 

) Be restricted to their of 
t barracks or shelter Note authorized on 

Bass 

{2 ) authorized; evacuate the area i1 it is 
determined safe to return Advisories and hurricane 

s available on the eune AIS cal (910) 5 

(3 ) fer DWC IC and 



In the event of DWC Ie and Dwe IE the 
will 

(1) Be restricted to their 
1 barracks; or shelter. Note: All 

BO 500 
1 

handler 

of duty; 
is eeoured~ 

2) If authorized, 
determined safe to return. 
i available on the 

evacuate the area until it is 
Advisories and hurricane information 
eune AlS call (910)451~1717~ 

g~ DWC IR is a temporary condition pending transition to 
Dv.JC v~ this period, the handler must follow 

provided via the AIS or the Director, Base S-l~ Once 
the DWC has been set at DWC V, follow the contained 
in 5b above~ 

2-5 
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Bomb Threat 

Phone number call received at. Date 

Exact words of 

QUESTIONS TO ASK 

When is bomb going to explode? 

Where is the bomb? 

3, What does ie look ike? 

4, What j.nnd of bomb is :L t? 

5. What will cause it to explode? 

6. Did you place the bomb? 

7. Where are you calLLng from? 

8. vJhat is your address? 

What is your name? 

CALLER'S VOICE {circle as many that apply) 

is familiar, whom did it sound like? 

VIere there noises? (Circle as needed) 

Person receiving calI: 

REPORTING PROCEDURES TRY,ev THE CALLER ON THE PHONE. If possible, notify fellow 
workers co c2;11 jL~ another to report the incident and Dispatch can ca-,-1 
Telephone Repair to initiate 
hangs up initiate CALL 

crace 

Do rlot uSe 
fMO Desk Sgt to eflSt;rfo 

if possible 
"HOOK FLASH" 

i_De again_ 
dcti 

the Bolli) 'T'hrea t 1 i ne 

Bomb Threat 

2 

If ~ler 

act:'L vate trace 
1. and ask for 
Threat call~ 

st 
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EGRESS ROUTE FROM BUILDINGS 

A$S'J1)blyA~,a 
(gra~$Y . area). 
MollyPitch.r 

Fi.,d 

Parking Lot 

to area ( 

2-2 --Evacuat 

I Bowling Alley I 
I , 

, Parking Lot I 

I 

Bldg 59 Bldg 60 

Pitcher Field) 

Route from Bui 



Rm# 101 ID Card Center 
Phone 451-4223 

BO 5000.5 

TRICARE-1'4EDIC~L I PAC JOINS} 

Rm# 110 MEG 
Phone 451-1068 

50# 112 MCB Asst PsrsC 
Phone 451-4248 

Rm# 118 Division PC&AO 
Phone 45 ~8870 

Rm# 120 ion 
Center Phone 451 8609 

50# 125 IPAC New Join SNCOIC 
Phone 451-3058 

Ro# 129 IPAC New Join 
Branch Phone 451~4466 

Rm# 132 
Phone 1-877 874-2273 

Roll 124 Dental 
Phone 451-8426 

Roll 123 Career 
Planner Phone 451-3076 

2-3 --Bui 

COMM 

MALE 
HEAD 

FEt"tl'tLE 
HEAD 

ID CARD CENTER 

IPAC 
New Joins 

814C01C 

124 
DENTAL 

MOIEll.6T 
Career 
Planner 

DIVISION 
PC&AO 

MCB 
Asat 

MEO 



Rm# 202 
Phone 44 -

Rm# 204 Classroom 

207 ASBe 

Rm# 209 Bui~alng 
Phone 451~92 5 

Phone 451 2123 

Relations 

Center 

Rm# 214 
Billet 

Handler 

Rm# 218 OIO New 
Unit Phone 451~6432 

FFt4ALE 
BILLETING 

BO 5000<5 

fi!,J\LE BILLETING 

MALE 
HEAD 

PHONE 
RlI1 

FE~lALE 

HEAD 

HEAD 

RELATIONS 

2 9 

(contd) 

JOIN UD 

STAIRS 

212 

TROOP HANDLER 

TROOP P,ANDLER 
BILLETING 



Rm#: 136 Workers 
Phone 451-] 

Rm# 138 2d 
Phone 451~1139 

Audits 

RIft# Retired Affairs 
Phone 451-0287 

Rm# 143 Contractor ID£s 
Phone 451~4466 

Rm#: 149 
Phone 451~l026 

Rm# 150 Atlantic Marine CC 
Phone 451~1032 

Rm# 148/152 MCCS 
Phone 451 1055/1056 

159 Traffic Ccurt 
Phone 451~195 5807 

Rm# 161 Vehicle 
Phone 451-1158/3981 

4 

VEHICLE 
REGISTRATION 

ING 

FEMALE 
HEAD 

1 
4 
Ii 

1 

I!'lCCS : 

RETIRED 

cor4M 

WORKERS C001P 

Bui ~U~L.Cj 60 

2-10 

MECH 
RM 

5 
8 

BO 500 

TRAFFIC J'UDGE 

COURT 

143 

CONTRACTOR ID'S 

NEWJOrN 

NEWJOIN 
Aore 
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