
UNITED STATES MARINE CORPS 
rQRINE CORPS BASE 

PSC BOX 2000s 
CZJv:P LEJEL'1:TE, He 28542-0004 

BO 5400.3L 
S< 

BASE ORDER 5400.3L 

From: Commanding Officer 
To: Distribution List 

Subj : VlARINE CORPS BASE ORG1\NIZATION, FUNCTIONS AL'\il) STAFF 
REGULATIONS 

Ref: (a) MCO p1610. 7F 

Encl: 

(b) BUPERINST 1610.10A 
(e) BO 1610.1B 
(d) BO 5000.2D 
(e) SECNAVINST 5216.5D 
(f) SECNAV M-5210.2 
(g) MCO 5216.9U 
(h) HCO PIOOO.6 
(i) MCIEASTO 5730.1 
(j) SECNAV H-S210.1 
(k) HCO 5210.11 
(1) MCO 5215.1K 
(m) BO 5605.3 
(n) MCO P5600.31G 
(0) NTP-3 
(p) BO 2300.3E 
(q) MCO 5214.2 
(r) BO 5213.11H 
(s) BO 5720.1A 
(t) BO 5211. 6B 
(u) BO 5750. 2J 
(v) ALI"fAR 007/08 or 6 Mar 08 

j ~:.l~L}YIJ.:.~R 035/07 of 25 Jul 07 
(x) MeO PI050.3H 

MCIEAST 1601.1 

( 1) LOCA'rOR SHEE'T 

Situation. tes the official 
and of Marine 
and isnes cornrfIand and staff actions in 
promoce unifo:::::mi In s f 

:JISTRIBUr:'ION STp"TEIv1ENT A: for 
distribution is unl ted. 

eune 
s 

lC release; 

zation 



BO 5400.3L 
o 

2 . Cancellation. BO 5400.3K. 

3 . 

a. To promulgate organization and functions of MCB CamLej 
and provide co~mand guidance and procedures in accordance with 
the references. 

D. of Revision. This Order was revised to 
incorporate Chapters 17 through 34{ it should be reviewed lD iLS 

entirety. 

4. Execution. 
commanders will 
Order. 

Staff sections and MCB CamLej installation 
ensure compliance with the contents of this 

5. Administration and Logistics. Your comments and 
recommendations concerning the contents of this Order are 
invited. Forward such recommendations to the Director, Base S-l 
(Attn: S-l AQ~inistrative Officer) via the cognizant staff 
section. 

6. Command 

a. 
Camp 

b. 

Co~mand. 
eune. 

Signal. 

DISTRIBUTION: A 

This Order is applicable to Marine Corps Base, 

This Order is effective the date signed. 

direction 

2 
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Chapter 

I!Iarine 

..J.,. IvIission. The mission of l'·ICB CamLej is to provide training 
and stic support for Active and Reserve Components and to 
provide mobilization and deployment support to these units 
during exercises and contingencies. Accomplishment of this 
mission requires operation and maintenance of MCB CamLej 
training and support facilitiesi provision of a wide range of 
municipal services to include securitYr housing, education, 
medical care and recreation for the Marines, Sailors, other 
services, retired service members, civilian Marines and family 
members who make up the Camp eune military corrmunity; and the 
management and preservation of our natural resources and 
enviroThuental integrity. 

2. Concept of Organization 

a. Base Corr~and (Contained in Headquarters and Support 
Battalion) . 

b. Headquarters and Support Battalion. 

c. Weapons Training Battalion. 



CONTR.ilhC'TING OFF:CER 

P03LIC AFFAIRS OFFICER 
S':.'AFP J::JiJGE :A,JVOCATE 
EQUA': OPPOR'I'l""Nl'::'Y ADVISOR 

MariEe Corps Base Organization Chart 

I , 
I 

I 2XEC;:';-TIVE I 

CO~J}C:::Y PL)\NS J..lD SIAISON OP;C;':::C-::-:R 

F 

:;:::R, IuE 

D:2?F:XSE JOC0;,:2~"":' f;._:"''":'Oi'iIi''_:--:;'OX A--,'0D ?:RO:::-,:"-V;'2ICiX SE?Y::CE 
::J\S':" -~O.A.S':- :::-00:: i(P2'JAGS~J::?:='Y::- -;:'EpJ, 

2.-;S'-=Tnx .;;ZE!,- CO"L,,ZS;:::£, 0:- ;,' =C?~ ; Si-\CO \ 
?'IE=_D p-E,~D:::Cl'-,=--' ':'?J',--=-X:;:XG DF-.T'=-,;:'.=_:O;:; 
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Chapter 2 

fieer 

1. Officer. The Commanding Officer (CO) carries out 
the miss of HCB CaroLej as assigned by the ComrrLanding General} 
Marine Corps Installations East (CG MCIEAST). The CO maintains 
liaison with Cowmander; U.S. Marine Corps Bases} Atlantic 
(COMl1ARCORBASESLN~T) and all other military comrnands as well as 
with Federal, State, county, and municipal agencies as required. 
In addition, the CO represents and upholds the interest of the 
Marine Corps and the Federal Goverili~ent in cowmuni relations 
matters. 

2. Executive Officer. The Executive Officer (XO) is 
responsible to the CO for all activities of the staff sections. 
The XO directs, coordinates and supervises their activities and 
issues staff instructions in furtherance of the eo's decisions. 
When required, the XO initiates command and staff action to 
resolve actual and/or anticipated problem areas. The XO allots 
the detailed work of preparing correspondence, alternative 
courses of action, reports, plans, orders, and instructions, 
reviews the resulting drafts and submits the completed drafts 
for the eo's approval. The XO may recommend to the CO policy 
changes and/or specific courses of action. The XO remains 
currently informed of all situations to ensure preparedness for 
future eventualities to include unusual developments occurring 
after normal working hours. The XO ensures establisL~ent and 
maintenance of liaison with E subordinate, and tenant 
corrmands. The XO performs such other duties as the CO may 
specifically direct. 

3. or. The Sergeant Major l MCB CamLej is the 
The senior enlisted Marine assigned to the Base COffu'1land. 

Sergeant Major advises the CO on matters to enlisted 
and assists in the 

Sergeant lvIajor will 
specifical direct. 

hosted the CO, Dll. 

of the COts duties. 
such other duties as the CO may 

~ fieer prepares, 
es for soc events 

and 
other support as schedules and cenf official calls 
on the CO or the XO I and advice and assistance to 
requesters. Functions as the assistant to the 
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XO, and as such maintains calendar and coordinates meetings for 
t.he XO 'iJ.Ji th appropriate departments. 

5. Cop~~nity Plans and Liaison Officer (CPLO). The CPLO is 
responsible to the CO for establishing alliances with local 
agencies, private conservators and local lando~ners to join~ly 
identify and acquire real estate interests surrounding MCB 
CaIT~ej to achieve mutual land use goals. The CPLO is also 
responsible for assisting the CO in obtaining cOITillunity support 
for urgent or unanticipated encroachment opportunities and 
military initiatives that may affect cOMhunity interests. 

6. Equal Opportunity Advisor (EOA). The EOA serves as the 
principal advisor to the CO. Responsible for planning, 
formulating, issuing, cOffiIT~nicating and assessing the MCB CamLej 
military Equal Opportunity program which is to ensure fair and 
equal treatment for all personnel regardless of race, age, 
gender, color, national origin or religion. AdditionallYI the 
EOA drafts' (Special Interest/Emphasis days !months) messages in 
coordination with the Adjutant for the CO's approval and 
release. 

2-2 
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Chapter 3 

Director, Base 8-1 

.,L. Mission. The Director, Base 8-1 is the principal staff 
assistant on matters pertaining to military and civilian 
manpower management, posi management, Table of Manpower 
requirements, and miscellaneous a&~inistrative functions not 
specifically assigned to another general or special staff 
officer. The Director, Base S-l is responsible for officer 
assignments I uniform regulations, military/civilian 
awards/decorations, public service awards, the administering of 
the Freedom of Information Act (FOIA) and Privacy Act (PA), 
gathering and maintaining statistical data, and the conducting 
of a decennial census of active duty military persolli~el. The 
Director, Base S-l exercises staff coordination for the Camp 
Lejeune Dependents' Schools System and the Civilian Human 
Resources Office - East, CamLej Office. 

2. Civilian Human Resources-East (CHRO-EAST) The Director, 
CHRO-EAST is the principal authority for human resources and is 
responsible for the oversight, coordination, and delivery of 
Civilian Human Resources services for MCIEAST. Services include: 
National Security Personnel System (NSPS) coordination, 
recruitment, staffing and classification, employee and labor 
relations, Equal Employment Opportunity (EEO) , and the Workers' 
Compensation Program. The NSPS Program Coordinator implements 
NSPS by advising management on human resources issues. The 
Staffing and Classification Advisory Division provides 
operational and advisory support for competitive and 
noncompetitive recruitment initiatives, as \/Je11 as full 
management advisory support on matters relating to 
classification management. The Labor and Employee Relations 
Office provides labor/employee management relations advisory 
services UDlon adverse actions, 
grievances, performance management, and represents management in 
third par-cy situations or union nego t 

new Civi 
recruitment I staff and classif 
relations, and EEO for all 

Coordinator 
human resources issues. 

NSPS is the 

labor 
r::::'he NSPS 

management on 



b. Staff 
operational and 
noncompetitive recruitment initiatives, as well as full 
management advisory services on matters relating to 
classification management. 

BO 5400.3L 

Provides 

c. The Labor and Employee Relations Office. Provides 
labor/employee management relations advisory services including 
union negotiations, adverse actions, grievances, performance 
management, and represents management in third party situations 
or union negotiations. 

d. The Equal Employment Office (EEO). Delivers a range of 
hum~n resources personnel processing functions, including EEO 
Counseling, Alternative Dispute Resolution, EEO case processing, 
Affirmative Employment Programs, Special Emphasis Programs, and 
Reasonable Accommodations. 

3. Plans and Operations Division. Assists and manages matters 
pertaining to Requests for Personnel Action, Individual 
Augments, Headquarters Marine Corps (HQMC) Promotion Boards, all 
Manpower taskings, Military and Civilian structure processes, 
Letters of Allowance, and Tables of Organization. 

4. Aclrninistrati ve Division 

a. Administrative Officer. Provides adm,inistrative support 
to the CO and Subordinate Installations Commanders. Responsible 
for managing FOIA requirements, the Privacy Act of 1974 and the 
commands Forms Management Program. Supervises the preparation 
of congressional inquiries/special interest correspondence and 
reviews and staffs them appropriately. The strative 
Officer reviews and releases message traffic for the Director, 
Base 8-1. The Administrative Officer is the responsible officer 
for all son property, and serves as the Building Manager 
for eune Hall. Additionally; the A&ministrative Officer 
serves as the Assistant Securi 
Secret Control Officer. 

Nanager ar~d Assistant 'rop 

The 
coordinat ternal and 

and moni 

s; 

and star': 
corni'Ylands J 

3-2 

for: 

evaluations 
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program; processing personal, unit, and special awards, managing 
the Casualty .. Zl~ssistance Program; maintaining cOITrnand 
correspondence files; managing the acquisition, distribution 
control, and accountability of the corr~andfs pUblications and 
manages the Directives Control Point (DCP); managing the 
corrw0nd's Records and Reports Management programs; the Voter 
Registration Program and the Cornrnand Duty ~:qatches. 

c. Security Hanager. The Security Manager falls under the 
staff cognizance of the Adrr,inistrative Officer and is 
responsible for the implementation and conduct of the 
Information and Personnel Security Program within MCB CamLej by 
providing for the safeguarding, transmission! and destruction of 
classified information; ensuring the timely submission of 
background investigations and periodic reinvestigations on 
individuals requiring security clearance eligibility; and 
authorizing initial and continued access to classified 
information to those personnel who require access in the 
interest of national security. The Security Manager also serves 
as the Top Secret Control Officer and maintains the Secondary 
Control Point (SCP) for storage of classified material. 

5. Divis10n 

a. Manpower Officer. The Manpower Officer plans and 
supervises the classification, assignment, transfer, retirement 
and replacement of enlisted personnel; monitors and supervises 
the Fleet Assistance Program (FAP); directs and supervises the 
preparation of personnel reports; and prepares various travel 
orders for personnel of NCB CamLej and acts as the Camp eune 
Reception Center (CLRC) for litary members checking in aboard 
the Base to act on assigned orders. T'he Mili tary Personnel 
Officer exercises cognizance/supervision over all humanitarian 
transfer requests; the operation of the Central Iden fication 
Card Issue Branch Defense El Ii Enrollment System (DEERS) 
and the Real Time Automated Personnel :dentif 
(RAPIDS), to include issuance of dependent and red 

if cards; identification cards for appropriated and 
non-appropriated fund corrmercial solici on 

zation; vendor and contractor identification. 

b. Reserve Liaison Office 

(l) Provides program support f revievJs and assesses 
Reserve icants for or manpo~v'Jer 

3-3 
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staffing and placement of Reserve personnel for all Headquarters 
f sections. Identifies staffing shortfalls; coordinates 

with Marine Corps Prior Service recruiters to accomplish 
staffing goals. Supervi ses adrninistrati ve processes in 
accordance with Department of the Navy regulations. Directs all 
RLO correspondence and assists with reviewing and, implementing 
applicable DoD, Navy and Marine Corps directives. Develops and 
coordinates specific staffing plans; maintains updates and 
modifies plans. Estimates and assesses resource (human and 
other support) requirements and monitors status of all aspects 
of Reserve personnel (to include Individual Mobilization 
Augmentee (Ilf~) Detacr~ents manning levels) for all 
organizations within MCB CaroLej. Provides planning, 
coordinating and scheduling Reserve support for contingency 
operations, peacetime exercises, events and other requirements. 
Monitors and assists in the development, implementation, 
operation and maintenance of Reserve specific data systems in 
support of MCB CaroLej. Develops judgments, inferences, 
assumptions and conclusions as to the affect Reserve specific 
plans have on current and future activities of HCB CamLej. 

(2) Formulates and revises the Co~~and's Reserve 
Appropriated Budget Requirements for the coming fiscal year. 
Provides substantive management services in cost analysis, 
fiscal planning and administration of annual appropriated fund 
Reserve Budget. Provides support and advice on the status and 
availability of funds in multiple MCB Ca~Lej Reserve budget 
accounts. Monitors the use and expenditure of Reserve specific 
funds. Prepares reports on the status of Reserve specific 
funds, expenditures and obligations as required by higher 
authority_ Recommends procedures for preparing documenting { 
validating and presenting resource requirements to higher 
authority. Prepares detailed plans, budgets and schedules for 
assigned projects and participates with senior officers in 

seal planning. Maintains cognizance over MCB CamLe] Reserve 
specific funds. Responsible for the day-to-day and 

stration of the RLO! s and INp~ Detach.-nent' s 
support and advice on and real of 

ovai funds and to in support 
levels and m1.SS 

reviews/research and 
sory services on substantive Reserve issues to assess tne 

effectiveness of program Plans, conducts and 



evaluates research on Reserve issues to assess the effectiveness 
of MCB CamLej lMA program operations. &~alyzes and evaluates 
quantitative effectiveness of program operations in meeting 
established goals and obj ecti ves. Collects I revie'0Js / evaluates 
and interprets data. Presents findings, options and 
recoITmendations via briefings, staff reports, project papers, 
etc. Performs substantive information reviews of interrelated, 
functions, monitors and advises on control and maintenance of 
documents, files, forms, records, etc., to promote 
organizational efficiency. Receives, processes and monitors I~lli 

Detaclli~ent applications, and coordinates with lV~ OlC and 
division heads on assig~~,ents status. Directs and coordinates 
source document collection for the proper and timely reporting 
of Reserve pay and personnel data into Marine Corps Total Force 
System (MCTFS) and other applicable systems. Controls and 
coordinates order writing for Reserve personnel for Active Duty 
for Operational Support (ADOS), Annual Training (AT), Inactive 
Duty Training (IDT) , Readiness Hanagement Periods, and 
Additional Training Periods. Prepares formal study reports, 
briefs study findings l results to senior officers. 

c. Career Planner. The Career Planner performs duties 
under the cognizance of the Hanpovler Officer. The Career 
planner plans, coordinates, and maintains a broad Career 
Planning and Retention Program at the Base level with the 
objective of retaining the maximum nUIT~er of qualified Harines; 
assists unit commanders as required, in counseling all Marines 
regardless of rank or time in service, regarding their career or 
potential career in the Marine Corps or civilian life. 

6. Postal Division. The Consolidated Post Office 
personnel and assets from MCB CaroLe] and 2d I'larine 
Group (MLG). It consists of a main a&ninistrative 
five unit post offices located throughout the MCB 
complex. T!-le CO NCB CamLej exercises operational 

corr~ines 

Logistics 
office and 

CamLej 

Consolidated Post Office and all unit or 
control of the 

on Offi 
Mail rooms. Operational or deployed postal for all 
Fleet ~1arine Force (FMF) units aboard NCB is under the 
cognizance of the CG 2d MLG. The adIr~inistration of postal 
af wi the corr~3nd post offices thereof, inc those 
functions eo sion a postal directory 
and stration of shall be under the zance of the 
~irector, Base 8-1. ibilities include the led 

sien of postal affairs the corrur,and; 
the ! process and of for all 
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organizations/units located on MCB CamLej; inves postal 
irregularities; liaison between civil and military postal 
authorities concerning postal matters affecting the command; 
and, conducting unannounced audits/inspections of the 
Consolidated Post Office/ t post offices and all unit mail 
rooms. 

7. School Liaison Officer (SLO). The SLO serves as the 
installation representative and subject matter expert to assist 
parents of school-aged children K-12 on educational matters 
relating to public, private, and home schooling. The SLO works 
in concert with the local public school community, DoD Education 
Activity schools (DoDEA), cOITillunity organizacions, and MCCS to 
advocate, coordinate, and educate partners on matters related to 
military children. The SLO plans and develops the School 
Liaison Program, fosters partnerships, provides technical 
assistance, conducts transition prograrrming, analyzes data, 
makes recommendations, maintains records, and represents command 
on a variety of advisory groups in an effort to optimize 
educational opportunities and achievement for military dependent 
children. 

8. 
The zance over 
co~~ands located aboard Camp Lejeune. The IPAC is a centralized 
activity under the operational and adITiinistrative co~~and and 
control of the CO (Attn: Director, Base S-l), }\fCB CamLej. 

a. IPAC. The IPAC is located in Building 6 and the inbound 
and outbound processing is located in Buildings 59 and 60 (Camp 

eune Reception Center), aboard CamLej. The IPAC will 
function as the single centralized center on MCB CamLej 
providing personnel administrative support for all supported 
organizations. Adrninistrative Service Centers are located at 
most camps on Camp eune. Those locations are: 

}\dministrative Service Center, Bldg }\fUO Camp Johnson 
Service Center, Bldg TC837 or'! .: \..:Ie..Lger 

Adrninistrative Service Center, Bldg BB12, Court Rouse 

b. of the IPAC is to consolidate 
technical adl1inistrative ey:pi2rt'; 5e at a centralized 

the 
adrr,inistration possible to unit corrmanders l the 

I and fan:.i 
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include, but are not 
The responsibilities of the IPAC 

ted to, the following: 

(l) Provide adrr,inistrative support in response to 
Personnel Action Requests (PARs) from individual Marines or 
cOlnmand representatives. 

(2) Ensure all diary reportable items are correctly 
processed in MCTFS via unit diary toJi thin three working days of 
receipt of validated source documents. 

(3) Preparation, maintenance, accountability, and 
ensuring the security of all Service Record Books (SRB) and 
Officer Qualification Records (OQR). 

(4) Endorsement and preparation of Permanent Change of 
Station (PCS) and Permanent Change of Assignment (PCA) Orders. 

(5) Prepare and distribute separation documents. This 
also includes processing requests for retirement and transfer to 
the Fleet Marine Corps Reserve. 

(6) Issuing and accounting for electronic meal cards. 

(7) Process bond and allotment requests than cannot be 
entered using a MyPay account. 

(8) Monitoring enlisted promotion eligibility and 
submitting requests for remedial promotions. 

(9) l'1onitor eligibility for awarding of the Good Conduct 
l1edal. 

(10') Coordinate with t ted Duty Coordinators to 
track personnel on limited duty status and report any changes to 
duty status and limitation codes. 

(11) Conduct ne;,v j tri I pre- and post-
deploy'Inent ts. ts will include review and 

Life 
to 
30 

Basic dual Records (BIR)f Serviceman's Group 
Insurance (SGLI) and Record of (RED) 

and upon return from in excess 
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(12) Provide personnel a~~inistrative support to unit 
co~manders to include deployment support as required. 

(13) Report and processing of legal information received 
from the units. 

(14) Provide administrative/backup support for MOL, and 
Defense Travel System (DTS). This includes also providing any 
administrative assistance that may be needed from commanders and 
Marines. 

(15) Support comrr,anders and Marines with flex Customer 
Service hours and/or support as needed. 

(16) Coordinate with G-l Personnel for all New Join 
arrivals and Assignments. 

9. Identification Card 

a. IDCC. The Marine Corps Base Camp Lejeune Identification 
(ID)/Defense Enrollment Eligibility Reporting System (DEERS) and 
the Real Time Automated Personnel Identification System (RAPIDS) 
center provides actrr,inistrative assistance for all service 
members (active/reserve/retired), family memJ:lers of service 
memJ:lers, government employees, appropriated and non-appropriated 
fund employees, commerc solicitation authorization, and 
vendor and contractor personnel. 

b. The Director, IDCC issues identification cards at the 
Camp eune Identification Card Center in Building 59, Molly 
Pitcher Drive located in the Camp Lejeune Reception Center. The 
hours of operation are normally 0630-1900 Monday through 
Thursday and 0630-1600 on Friday. The IDee is closed on Federal 
Holidays. 

all 
the 

c. ssion. The mission of the IDee is to enforce 
ions and establish procedures for issue and recovery of 

identification cards 
DEERS/R.APIDS provides 

Ii and c 
a computerized 

) . In addi 
information 

the enrollment of e for Uniformed Services 
benefits in order to reduce tial fraud, vJaste, and abuse 
associated with benefits. 
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Chapc:er 4 

Director Base 

1. Mission. The Director, Base 8-3 is the principal staff 
assistant to CO MCB CamLej in matters pertaining to 
organization, training and current and future operations. 
Provides training support for the operational forces and formal 
schools aboard MCB CamLej as well as for joint exercises and 
other services. It is the principal staff assistant for 
military and appropriated civilian training; plans and 
operationSi assessment l design and development of training 
ranges/facilities, combat camera support. Exercises staff 
coordination for the Weapons Training Battalion and Deployment 
Processing Command-East/Reserve Support Dnit. 

2. Operations and Plans (O&P) Division. The O&P Division is 
responsible for all current and future operacions conducted 
aboard MCB CamLej. This includes planning, coordinacing and 
supervising employment operation and management of the 
Installation Emergency Operations Center (EOC). The O&P 
Division is also responsible for developing, authenticating, 
exercising and ensuring distribution of operations plans and 
orders; developing contingency planning; planning for command 
security (Operational Security (OpSec)); Defense Readiness 
Reporting System (DRRS) reporting; Force Deploymenc Planning and 
Execution (FDP&E). Coordinates with the Director, DPS as 
necessary to transition from first responder responses to 
standing up the Installation EOC to command and control domestic 
incidents requiring cross functional support (planning, 
coordinating, communicating) in accordance with the National 
Response Plan (NRP) and National Incidenc Management System 
(NIMS) to ensure interoperability between higher headquarters, 
installations, tenant corrmands, other services and the civilian 
communi Coordinates Defense Support to .L 

(DSCA) and has f cognizance for Corrnat Camera (COMCAJ1)}_ 
Plans, coordinates; and executes corrmand visits, 
parades/ceremonies, support for other Services and 
allied units l and coordinates MCB installation 
for all or exercises. The O&P Division also has scaff 

zance for the annual cOITrr~nd chrono 

The ReD des 
£acilicies l ial Use 

;~irspaces and maneuver areas to iODal forces and lS 

the "".,:::' . , erLlClen-c of all 
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aboard MCB CamLej. The ReD schedules, de-conflicts and inspects 
all training use aboard MCB CamLej as well as provides Explosive 
Ordnance sposal, Navy Boat Crew support and OIC/Range Safety 
Officer (RSO) certification training. 

4. Range Development Division (RDD). The?DD is responsible 
for continuous assessment, planning, and design of MCB CamLej's 
training ranges and facil es to ensure the operational forces 
and formal schools meet their training requirements. Through 
research, comprehensive planning, environmental protection! 
multipurpose range designs, and close coordination with tenant 
commands, the RDD incorporates simulation devices, training 
systems, and conducts training/facility modernization for MCB 
CamLej. 

5. Modeling and Simulation (M&S) Division. The M&S Division is 
responsible for providing systems architecture, facilities and 
technology support for training, operations and exercises in 
support of the individual Marine to Joint Staffs. The M&S 
Division, in coordination with RDD, promotes and facilitates the 
integration of newly-fielded ground training systems, simulation 
devices and Command, Control, Co~~unication, Computers and 
Intelligence (C4I) technologies into the training continuum and 
operating practices of Harines undergoing training. 

6. Training Support Branch (TSB). The TSB is responsible for 
civilian workforce development, distance learning, and the 
operation of the Workforce Learning Center training facility. 
The TSB has oversight over contractor-operated Learning Resource 
Centers, video teleconferencing (VTC) and video teletraining 
(VTT) services. In addition, the branch provides budget, 
supply, and information teChnology (IT) support for the Base S-3 
Department. 
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Chapcer 5 

~ . Mission 

a. The Director, Base S-4/S-6/BPO is the principal staff 
assistant to the CO, MCB CamLej for a wide range of business 
logistics, information technology, and communication support 
services for the Base and tenant organizations. Base 
S-4/S-6/BPO provides business operations analysis and planning 
support, customer relationship and workforce support services, 
information technology and communications support, knowledge 
management, supply chain management, transportation support, 
procurement support, and operational logistics support. This 
position has operational control over the Business Performance 
Office, Customer Relationship Management and lfJorkforce Support 
Division, Co~~unications Services Division, Command Information 
Office, East Coast Regional GEOFidelis Center (GEOFIEAST), Y~GTF 

IT Support Center (MITSC), Operations Division, Traffic 
Management Office (TMO) , Motor Transport Division, Food Service 
Division, and the Supply Management Division of the Base 
S-4/S-6/BPO Department. 

b. The Director, Base S-4/S-6/BPO provides administrative 
control and coordination of civilian personnel matters for the 
civilian employees assigned to the 2d MLG Maintenance Cadre; 
Preservation, Packaging and packing Platoon; and the ~~unition 
Supply Point. 

c. The Director, Base S-4/S-6/BPO also provides staff 
coordination th the Defense Commissary Agency, Defense 
Reutilization and Marketing Office, the Defense Information 
Systems J1 .. gency, General Services l-_c1.---ninistratioD , Defense 
Logistics Agency I and the Defense Document Automation and 
Production sites at Camp eune. 

L. Base BMT manages the 
enance of garrison 

mobile 
Division for 
reliable corrmercial vehicle 
of to meet essential t 

ex. 
and 

utiliz the 
needs for HCB 

units jae "C1.es, lYICAS Ne\v River, and II :MEF 
Forces. 
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3. Business Performance Office (BPO). BPO provides 
coordination, oversight, review, and consolidation on a variety 
of business related programs and issues at HCB Camp Lejeune. 
The BPO manages the Continuous Process Improvement Program, the 
development and maintenance of the Base Balanced Score Card 
Program, and provides Activi Based Costing (ABC) Hodel review 
support and data normalization. The BPO manages the Base 
Support Agreement Program/ coordinating agreements and 
maintaining a repository of all active agreements. The BPO 
provides liaison between higher headq~arters and Base on planned 
and existing competitive sourcing initiatives and 'studies (i .e. 
A-76) including audits, planning, and implementation. The BPO 
also assists with regional structural and process reviews 
analysis. 

4. Command Information Office (CIO). CIO serves as an 
Information Technology/Information Hanagement (IT/IH) Center of 
Excellence by providing functional area managers with IT/IH 
services that enable systems engineering, integration, 
management, capital planning and IT acquisition, end-user 
support, and information sharing through an enterprise 
architecture representing a reliable framework of business 
systems and applications that align with HCIEAST and Harine 
Corps strategies. The division provides policy and guidance on 
issues regarding IH/Kl", and the alignment of IT investments to 
business priorities and strategies. CIO supports the effective 
use of information resources and the alignment of business 
processes through implementation of enterprise architecture and 
IT planning procedures in accordance with Marine Corps policy 
and guidance. 

3. Communications Services Division (CSD). CSD provides voice, 
eable infrastructure and electronic corrJ'flunications support to 
the NCB CamLej complex. This Division talis, operates and 
maintains the Base Telephone System, cable infrastructure and 
the Base Trucked Radio System. The Division also provides 
electronic maintenance, cell phone support and 
public address t and services to Base and tenant 
corrmands. The Division is responsible for circuit and 
management} cable ~ maintenance r 

managemen~ and of s voice corrmunicaticns 

human resources; Tp~D! Interactive Customer Evaluation (ICE) and 
corr:rr,and level proj ects 0 The division also 
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administrative support to the Director/Deputy. The division 
manages a Supply Section responsible for purchasing material for 
the S-4/S-6/Business Performance Office, IYlJ.. .. GTF IT' Support 
Center, East Coast Regional GEOFidelis Center, and 
Co~~~nications Services sian. 

7. East Coast Regional GEOFidelis Center (GEOFIEAST). In 
accordance with Marine Corps Order 11000.25, GEOFIEAST serves 
integrated, standardized, and centrally managed geospatial 
technologies, information, and services, and facilitates the 
sharing of authoritative geospatial data throughout the 
Marine Corps, DoD, and other government agencies. GEOFIEAST 
provides regional and installation functional area managers with 
an integrated Geographic Information System (GIS) that enables 
operational planning, analysis, and decision support. GEOFIEAST 
promotes information sharing and visualization of a geographic 
common operational picture through an enterprise architecture 
representing a reliable framework of business systems, 
interactive mapping web services, authoritative databases I and 
geospatial applications that align with Camp Lejeune, MCIEAST, 
and Marine Corps strategies. As the regional office of primary 
responsibility for the Marine Corps GEOFidelis Program, 
GEOFIEAST provides program management oversight, policy and 
guidance on issues regarding geospatial information and services 
and the alignment of geospatial data collection initiatives and 
investments to business priorities and strategies. In 
coordination with the Regional t1AGTF IT Support Center (MITSC), 
GEOFIEAST provides teclli,ical support to sustain all geospatial 
systems, authoritative geo-databases, interactive mapping web 
services, and ":fleb portals hosted, including Server/Systems 
Management, Incident/Problem Management, Change/Configuration 
Management, Data Management, Mapping and Analysis, and Service 
Level Management as related to the Harine Corps GEOFidelis 
Program. 

8. Food FSD provides a~ministrative 
and operational food services support to ensure that quality 
meals are provided to ce authorized to subsist at 
government expense in a~~ Corps mess halls on the east 
coast. Food Service also oversees the East Coast Food 
Services Contract; ensures contractor1s performance I and advises 
the CO, NCB 
Food 

9. 
and 

on all matters 
and Subsistence program. 

Non-]\il>lCI Network Services j 

EN~S and Information Assurance (lA) 
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for IA training, compliance and certification of systems and 
network enclaves, oversees and manages the N:"1CI unclassified 
services. The MITSC ensures compliance with the Federal 
Information Systems Management Act to report to higher 
head~Jarters and all classified network services on the Secret 
Internet Protocol Router Network (SIP~NET). 

10. Operations Division (OPS). OPS coordinates operations 
staff functions of the various Divisions within the Department 
and oversees and monitors all logistics related operations of 
tenant corrmands. The Division also coordinates logistical 
support for both tenant and visiting customers for spec 
events and various exercises conducted at MCB CamLej. 

11. Supply Management Division (SMD). SMD provides end-to-end 
supply chain management for Base and tenant organizations 
including Personnel Support Equipment, collateral equipment, 
planning and procurement, furniture management for Bachelor 
Enlistment Quarters (BEQ) , intermediate and retail operations of 
Direct Support Stock Control functions, fuel distribution, 
warehouse modernization, property accounting and disposal 
services. This division is responsible for planning and 
supporting innovation e-business solutions that improve the 
level and qQality of supply chain support to all users at MCB 
CamLej. 

12. Traffic Management Office (TNO). TNO is located at 
Building 1011 in the industrial area and is responsible for 
providing effective and efficient traffic management services to 
NCB CamLej and MCAS New River, with additional traffic 
management policy promulgation for MCIEAST. These services 
include close coordination with U.S. Transportation Command's 
Transportation Component Commands (Air Mobility Co~mand, 

Ii tary Surface Deployrnent and Distribution Corrrmand t Military 
Sealift Corrmand), Defense Logistics Agency, II Marine 
E)'ped'itionary Force (II MEF) I U _ S. Marine Corps Forces Special 
Operations Comrnand (COlVlI1ARFORSOC) and other supported and 

corrmands to provide t transportation and 
, personal and passenger services and 

the East Coast Personal Effects and Baggage Center. 
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Chapter 6 

1. Mission. The Director l I&E is the principal staff assistant 
for the planning, coordination, and supervision of facili es 
management I planning and housing, and enviroThLlental management" 
The Director, I&E exercises this responsibili by the direct 
control and accomplisPJnent of specific functions of the 
Installations and Environment Department and by staff cognizance 
over the Installation Development Division, Public 1;tJorks 
Division, Family Housing Division, Bachelor Housing Division, 
and Environmental Management Division. 

2. Installations Division. The Director, 
Installation Development Division is responsible for planning, 
preparations and submission of all Military Construction and 
Minor Construction projects; develops project cost estimates and 
provides life cycle cost analysis in support construction 
programming; provides oversight and coordination for all other 
programs constructing, renovating, modifying or demolishing 
class II real property aboard MCB CaroLej; provides liaison with 
HQMC on all Shore Facility Planning and Programming issues; 
prepares Basic Facility Requirements and Facility Planning 
studies in support of organizations assigned to CamLej; 
coordinates with HQMC on the annual preparation of Camp 
Lejeune's Facility Support Requirements; determines space 
requirements, utilization and makes space assignments for all 
MCB CamLej non-housing facilities; conducts space utilization 
studies in an effort to maximize facility usage; provides 
liaison between tenants and MCB CaroLej for space requirements; 
maintains all class I and class II real property record data; 
maintains real property data contained '\jJithin the Naval 
Facilities Assets Database; maintains data layers in the Base 
Geographic Information System that to Facility 
and Base 1,J:aster 

3. Public ~f,Jorks sion 

a. The Public 0lorks Of (PvJO) is 
Real Ma tenance Activicies (RPYL.AJ for 
Z4CAS NevJ Ri -",;78r, These Ii ties include 
and of all buiJ.CJlIJ(Jb structures, 
surfaces, streets! and other real 

lities; and submission of or 
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management and implementation of the locally funded Minor 
Construction Program. Further responsibilities include 
execution of other engineering support services such as pest 
control, refuse collection (less f&'1'ti housing) I landfill 
operations, Iroac management and track maintenance, limited 
repair to specified governrr,ent-Qwned installed equipment and 
industrial plant equipment (Classes 3 and 4), and operation of 
Onslow Beach Bridge. Other primary responsibilities are the 
operation I distribution, andlor purchase of utilities (water, 
steam, sewage, electricity, natural gas) I and the management of 
an effective utilities conservation program. The PVJO also has 
the responsibility for the planning, programming, budgeting and 
management of all human, financial and material resources used 
in the accomplislli~ent of the Facilities Sustainment Restoration 
Modernization (FSRM) mission. 

b. The PVJQ's responsibilities also include providing 
engineering and technical support for Base components, including 
preparation of architectural and engineering studies, designs, 
and cost estimates for special projects; preparation of 
drawings, specifications, and cost estimates for contracts for 
maintenance, repair, alteration l and new construction of Base 
facilities; review of Contractor's submittals of materials and 
equipment to be used in the contracts; conducting special 
engineering investigations and preparation of reports associated 
therewith; cognizant control of survey works as required; 
maintaining in a current condition, all plans and other drawings 
of the Base and facilities; and negotiation, control, and 
adrninistration of all agreements involving real property under 
license, lease, permit, or easement which concern the interest 
of MCB CamLej, management and administration of facilities 
support contracts, including preparation of plans and 
specifications, inspection and management of facilities service 
contracts. In the P~\JO' s capacity as arc of Construction, MCB 
CamLe], and under authority delegated by the Atlantic Division, 
Naval Facilities 
contracts are awarded and 
Architect-Engineer ces f 

COflli"Uand l Norfolk, Vi 
stered. These contracts are for 

and the maintenance, 
alteration, and new construction of Base lities. 

4 . 
Division 
the centralized 

and IvrCF~S 

The Director, 
the stration and of 

and referral programs for NCB 
These responsibilities include! but 
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are not limited to, preparation and analysis of housing surveys, 
management reports, and studies; planning and prograuming for 
acquisition of rami housing; planning, progra~~ing, and 
budgeting for operation, execution of the Faroi Housing Program 
authorized by Congress and allocated by HQMC; promotion of 
occupant relations; implementation of a Housing Referral Program, 
ensuring equal opportunity in off-base housing; and inspection 
of leased housing. 'I'he Director of Hili tary Housing falls under 
the staff cognizance of the Director I&E. The Director is 
responsible for the oversight of the partner's Property 
Hanagement Organization, COIlL'Tcunity Hanagement Operations, 
Haintenance Operation and Leasing Operation to ensure personnel 
pOlicies and practices are in place and carried out in 
accordance with the Hanagement Plan, and policies promulgated by 
the Comrnandant of the Harine Corps and the CO HCB CawLej. 

5. Bachelor Division. The Director, Bachelor Housing 
Division is tasked with management and oversight of Camp 
Lejeune's Bachelor and transient housing programs. This 
Division works closely with the Major Subordinate Co~mands 
(HSCs) and tenant commands aboard the Base to provide technical 
expertise on bachelor and transient housing concerns and 
management. The Division is responsible for successful 
accomplis~'Tent within Camp Lejeune's policy and program 
development role. The Director works closely with the 
Installation Development Division to determine barracks space 
requirements in support of the Hilitary Construction Program. 
The collection, compilation, and submission of barracks 
occupancy reports for use within the Base structure as well as 
to higher headquarters are also performed. These reports are 
also used as a basis for analysis of current and future barracks 
requirements for individual units. Recorrmendations for 
reallocation of barracks space based on requirements are made by 
this Division. Basic Allowance for Housing authorizations for 
bona fide bachelor personnel in the grade of E5 and below are 
performed by this Division. Except for the HCAS New River, the 
Director, Bachelor Housing Division is responsible for the 
aCh-ninistration and operation of a centralized Bachelor Housing 
Office wi operational control of the Bachelor Officer 
and SNCO Billet Included are spc>ns:Lbl~~ es for 

llet procedures for and transient occupants I 
ion, occupancy and fiscal 

the Bachelor and 
inventories and related 

blLDI.Illssion of 
furniture 

tenance 1 SOD! 
linen and room routine 
of Bachelor Officer and Bachelor Enlisted 
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(SNCO and Enlisted Quarters/public area) r individual room 
cleaning, lleting Fund, collection and deposit of monies, and 
effective personnel management. Officer and Staff 
Noncommissioned Officer facilities under the Bachelor Housing 
Division are located in six different geographical areas of IYICB 
CamLej. 

6. 

a. The Director, Environmental Management Division is 
responsible for matters pertaining to compliance with 
enviror~ental regulatory requirements including: air and water 
pollution abatement; pollution prevention and recycling; solid 
waste reduction; hazardous waste management; safe drinking water 
standards; environmental planning and impact assessment through 
the National Environmental Policy Act (NEPA); environmental 
training; installation restoration; and natural and cultural 
resource management. The division works closely with the 
Director, Base S-l and other Installations and Environment 
Divisions in carrying out she MCB CamLej training support, range 
development, and facilities missions. Specific areas of 
responsibility of this division include: administration; 
development of environmental plans and programsi planning, 
programming, and budgeting of projects required for 
environ~ental compliance; operating a HQMC approved 
Environmental Management System (EMS); environmental permitting; 
clean up of past hazardous waste sites and underground storage 
tanks, potable water and wastewater monitoring; hazardous waste 
management; waste recycling; source reduction; protection and 
management programs addressing wetland conservatiQn, forestry 
management, threatened and endangered species, fish and wildlife 
management; leading and developing encroachment partnership 
initiatives; archaeological and historical resource management; 
conservation law enforcement; and soil and water conservation. 
Supports the ISS re and Emergency Services Division th 
personnel, resources and equipment to control wildland (forest) 
fires. MCB Natural Resources are managed in accordance 

th the MCB 
Plan, developed cooperation 

Natural Resources Iilanagement 
th the U.S. Fish & 

Service, the North Carolina TpJildlife Resources Comn'iission, and 
the North ina Division of Marine Fisheries. 'This division 
coordinates with the Base Staff 
Area Counsel Office (EACO) lD 

Advocate (SJA) and Eastern 
the COYrIftand on the 

ication and ~"'jJ,"-,-ts of environmental lavJs ar~d 

Division Conservation La\tJ Enforcement Officers are 
enforcement of natural resources related laws and 
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regulations, and control of hunters and fishermen. This 
Division also coordinates regularly th Base and HQ~1C Public 
Affairs Office (PAO) for public aVlareness of environmental 
programs, policies, and reports. 

b. A formal Logistics Support Agreement (LSA) exists 
between MCB CamLej and MCAS New River. The LSl~. provides that 
nearly all environmental progra~s and environmental support 
functions for MCAS New River \-Jill be performed by lvICB CamLej. 

6-5 
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Director, Department of Public Safety (DPS) 

1. Mission. The Director, DPS is the principal staff assistant 
for the planning, coordinating and supervising of security, law 
enforcement, dispatch, fire and emergency services, safety, 
brig, on-scene crisis/disaster management, mission assurance, 
and the school crossing guard program. The Director, DPS 
exercises this responsibility by direct control and 
accomplishment of specific functions of the DPS Department, and 
staff cognizance over the Military Police Division, Fire and 
Emergency Services Division, Base Brig Division, Base Safety 
Division, and the Mission Assurance Division and the 911 
Emergency Dispatch Division. The Director, DPS continually 
coordinates emergency services with local civil authorities 
through the Military-Civilian Task Force for Emergency Response 
program per the existing charter of 6 September 2002. 

2. The Military Police Division is 
responsible for the physical security and the enforcement of all 
laws, rules, and regulations aboard MCB CamLej and MCAS New 
River. The Military Police Division is one of the largest law 
enforcement organizations, both civilian and military, within 
the state of North Carolina. 

3. Fire and Emergency Service Division. The Fire and Emergency 
Services Division is responsible for providing fire protection 
services to include, structural and wildland fire responses, 
fire prevention inspections, life and fire safety education, 911 
dispatch, technical rescue, hi-angle rescue, confined space 
rescue, water rescue above and below surface, chemical, 
biological, radiation, nuclear and high explosive (CBRNE) 
response, ambulance services with, advance and basic life 

, fire alarm and fire and 
test ,to the MCB New River Fundamental 
objectives are to loss of life, ury to • and 

to government The Fire and 
ion also interfaces with the local 

emergency inc s. 

The mission of the Base 
~~~i:~~~~~;:t;t;;-=;d~irect to the 

issues and to manage 
¥Jith safe work and t 

co 
programs which 

environments. 

to 
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The scope of the Base Safety program encompasses on and off-duty 
safety programs for military and civilian personnel; technical 
support to tenant commands; tactical safety support to 
operational forces; safe environments for residents to live, 
educate their children, shop; and safe recreational areas. The 
ultimate mission of the Base Safety program is to protect the 
lives of everyone working, training, residing at, or visiting 
MCB CamLej. 

5. Base The mission of the Brig is to provloe a safe and 
secure enviroTh~ent for the incarceration of military offenders. 
It prepares military prisoners for return to duty when their 
courts-martial imposed sentences does not include a punitive 
discharge or when their punitive discharges are suspended or 
unexecuted. The Brig releases military prisoners not returning 
to military service with improved attitudes and the prospect of 
becoming productive citizens. It transfers selected prisoners 
to facilities consistent VJi th DoD confinement policy; length of 
sentence rerraining to be served; genderi availability and 
balance of confinement space; and availability of treatment, 
training, and work programs. 

6. Division. rrhe mission of the Hission 
to coordinate, develop, implement and 

oversee the Installation's policies and procedures pertaining to 
Antiterrorism; Critical Infrastructure Protection; Chemical, 
Biological, Radiological, Nuclear and High Yield Explosives, and 
Antiterrorism training and exercises. The Division also serves 
as the Installation's focal point for all HHission Assurance" 
issues to maintain an effective defense against all hazards. 
This includes planning, coordinating and supervising employment 
of force protection/mission assurance resources for the 
Installationi evaluating force protection ssion assurance 
postures and preparing operational estimates as necessary to 
enhance the force protection ssion assurance posture of the 

ry , . Division. if;he mission of the 911 Dispatch 
Division 
EMS and PMO 

receive and process 911 calls: Di Fire, 
ana to ensure for 

the citizens of eune with the quickest and 
most efficient response to emergency calls possible. 

ional actions l save lives, and 
assist the ic in time of need, 
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Chapter 8 

1. lYlission. The Director, HCCS reports direct to the CO lYlCB 
CamLej and is the principal staff assistant for promoting 
individual and family readiness through diverse programs. The 
business operations and support functions within HCCS enhance 
these vital programs, further contributing to the primary 
mission of enhancing individual and family readiness. 

2. Harine and Family Services Division. The Harine and Family 
Services Division provides vital personal and family readiness 
support through the following five branches: Harine Corps 
Family Team Building, Lifelong Learning, Personal Readiness and 
Comrr~nity Support, Counseling Services, and Children, Youth and 
Teen Programs. This division provides child care, deployment 
support, transition assistance, retiree programs, counseling 
services, family member employment programs, libraries, off-duty 
education, and a host of other programs squarely focused on 
promoting individual and family readiness. 

3. Fit Divl 8 1 on. rr'he Semper Fit Division p2:"'ov:.aes a 
wealth of health and wellness activities and facilities, 
including the Single Harine Program, fitness centers, group 
exercise classes, health promotion seminars, prevention 
education (e.g., drug demand reduction and smoking cessation 
classes, 
gym and 

nutri tion counseling I and financial vvellness education) I 

sports activities, youth sports, festivals, hobby shops I 

aquatic activities, and recreation centers. 

4. Business Operations. The business operations of HCCS 
deliver goods and services through our exchanges, military 
clothing stores, vending operations, food and restaurant 
facilities, barber shops, merr~ership clubs, catering services, 
and numerous other customer-focused activities that support and 
underwrite our and readiness programs. 
Business Operations include the Retail Division, Food and 
Hospicali Division, Clubs and Division, and Services 
Division. 



5. Support. 
dedicated and 

EO 5400.3L 

The MCCS support divisions provide a full-rang-e 
professional staff functions that ensure the 

of 

continuing operation of the department. These functions include 
the Human Resources Division, I-Jlarketing Division, Facilities and 
Haintenance Division, Revie,,'1 and pnalysis Division, and 
Financial 11anagement Division. 

8 2 
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Chapter 9 

1. Mission. The Co~~and Chaplain is the primary staff officer 
and advisor to the CO on all matters pertaining to religious, 
spiritual, moral and ethical issues. Duties are performed under 
the staff cognizance of the XO. The Corrrrand Chaplain is also 
responsible for oversight of placing chaplains assigned to MCB 
Cam~ej to ensure the free exercise of religion by service 
members and provide as broad and inclusive Command Religious 
Programs as possible. 
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Chapter 10 

COITJnand General 

1. SSiOD. The eIG performs duties under the direct 

5400.3L 
2 

cognizance of the CO. The eIG is the principal staff assistant 
in all matters pertaining to Request Mast procedures, CO and 
Inspector General of the Marine Corps Inspections of Base units 
and activities, Initial Review Officer functions, Dishonored 
Check Program, and such other functions as directed by the CO, 
e.g., conducts proceedings in cases of misconduct of dependent 
children and levies other administrative sanctions in misconduct 
cases involving dependent spouses and civilians. The CIG 
conducts "Hotline" investigations as directed by the CO MCB 
CamLej or higher headquarters. The CIG renders the decision on 
all appeals involving traffic court, pre-trial confinement, 
family violence/neighborhood disputes and conservation board 
matters and serves as the President of the Armed Forces 
Disciplinary Control Board and the Juvenile Disciplinary and 
Rehabilitation Board. The CIG is a meIT~er of the Naval 
Hospitalts Health Care Consumerls Advisory Committee, the Law 
Enforcement Advisory Committee, the Base Physical Security/Crime 
Prevention Council, the Co~~and Safety and Force Protection 
Council and the Base Awards Board. The Base Traffic Court 
Officer is under the direct cognizance of the CIG. 
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Mission. The Comptroller is the principal staff 
assistant who develops, coordinates, and maintains an integrated 
system of staff services in the financial management area in 
order to provide the CO the factual data essential for effective 
management control. The Comptroller translates program 
re~Jirements into a viable financial plan and formulates the 
activity's budget; compares program performance with the 
financial plan; analyzes the variances and determines where 
financial adjustments may be required and directs a statistical 
reporting system. 'The Comptroller is responsible for the 
effective coordination of budgeting, accounting, finance, and 
resource evaluation and analysis. 

2. Finance Division. The Finance Division (Regional Finance 
Office) provides disbursing services and support to seven major 
military cOIT~ands: Marine Forces Europe, MCIEAST, II MEF, 2d 
MarDiv, 2d MLG, MCB Camwej and TECOM, Quantico (School of 
Infantry-East, Marine Corps Combat Service Support Schools, and 
Marine Corps Engineer School), and 52 separate Inspector and 
Instructor/Reserve units. Additionally, support is provided to 
22d-24th-26th Harine Expeditionary Units and other II MEF 
deployments as needed. The Finance Division is comprised of 
four branches: Separations, Military PaYI Travel (to include 
the Defense Travel System Section), and Internal Controls. 

3. and Resources Division The PuR Division 
provides guidance and instruction for financial programming and 
budget formulation efforts aboard the Base; reviews resource 

and justi cations in of the various 
programs of the Co~uand; compiles and ts var budgets; 
recorlL'ttends initial and sed distrib-lltion of funds and 
fiscal related resources =0 address the program s 
of the Cornrnand. 

4. 
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local implementation of =lnanc~a: accounting operations to three 
branches of the Division{ I&E, BLSD, and Consolidated and 
Diversified (C&D). 

b. 'The fourth 
Accounting Branch, 
administrators and 

branch 'itIi thin the division { the Managerial 
serves as principal son bet.ween 
the Defense Finance and Accoun Office, 

HQMe fiscal and logistics representatives, and Non-DoD 
activities by coordinating system processing schedules and 
reporting user problems with systems operations. Acts as 
functional coordinator for DFAS systems and coordinates central 
computer processing requirements for MCB CamLej with DFAS. 

5. Resource Evaluation ~~d fu~alysis Division (REA) 

a. The REA Division provides the Command lAli th the 
capability to examine, analyze, evaluate, and explore areas of 
management or operation where known or potential problem areas 
exist which may adversely affect the efficient and economical 
use of financial resources. The REA Division consists of two 
branches: 

b. Labor Branch. There are two separate 
operations that are performed to account and keep track of labor 
hours and costs concerning civilian employees. 'The first 
operation is time and attendance and is performed primarily for 
payroll purposes. The second operation is labor distribution 

lS and Review Branch. Internal controls are 
comprised of the plan of organization and all of the methods and 
measures adopted by management within an organization to 
safeguard its resources{ assure the accuracy and reliabili of 
its on, assure adherence to icable laws, 
regulations and policies, and promote operat economy and 
efficiency. These controls are the too:s eh comrnand 
reduces the potential for zational waste, fraud, abuse, 

and unfavorable ic 
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Chapter 12 

Affairs 

1. Mission. The PAO is a special staff officer serving under 
the direct cognizance of the XO and advises the XO in all 
matters that may have a public affairs impact. The PAO is 
further responsible for the following: establishment and 
maintenance of harmonious relations with the news media and the 
public at large; cOIT~~nity relations correspondence and programs 
not handled by the Director, S-3i public information programs 
(print and electronic) directed to internal and external 
audiences; and coordination with media representatives 
requesting information about MCB CamLej. 

12 ~ 
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Chapter 13 

M~ssion. The SJA is the primary advisor and ethics 
counselor to the Comrnanding Officer of MCB CamLej. The Deputy 
SJA is the Judge .".dvocate's principal assistant and performs the 
duties of the SJA in the SJA's absence. 

2. The Military Justice Branch is 
the Support Section (LSSS), 2d MLG. 

Trial Counsel are under the direct supervision of the Military 
Justice Officer; the Defense Counsel are under the direct 
supervision of the Senior Defense Counsel. The Military Justice 
Branch provides an entire range of legal services related to 
military criminal law. This includes all activities from the 
initial receipt of Request for Legal Services (RLS) until final 
disposition of the record of trial and execution of sentence. 

3. Pre-trial. The Trial Counsel reviews the evidence presented 
and advises a Co~mander on potential charges and forums ranging 
from Non-Judicial Punisr~ent to Summary Court Martial, Special 
Court Martial and General Court Martial. The Trial Counsel \AJill 
also review Pretrial Agreements submitted by Defense counsel and 
advise the Commanding Officer accordingly. Once a Commander 
has decided which path to take with respect to a criminal case, 
the Counsel will prefer charges. Preferred charges are 
referred to the selected Court by the Commanding Officer. 
The Military Justice Officer and Chief Trial Counsel may advise 
military police, Naval Criminal Investigative Service (NelS) 
Special Agents and Criminal Investigative Division (CID) 
regarding various evidentiary and procedural issues when 
appropriate or otherwise requested. 

4 . The Trial Section prepares and prosecutes 
all special and courts-martial; and provides 
goverD--,-'Uent: Counsel for ions. Trial counsel 
is respons for coordinat all strative arrangements 
related to courts-martial to include: bailiffs, 
chasers! and 

litary witnesses. 
the presence of all civil and 

5. The Defense Section !v1arine 
to Marines entitled :avJ or the 

of a J advocate. Defense Counsel ndependen:: 
vIi thin the bounds of law / and ethics in the 
interests of client. 



6. Court Reporting Section. 
transcribe, and assemble the 
reports of results of trials 
records of 
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Trained court reporters record, 
record of trial. Reporters prepare 
and maintain a tracking system of 

7. -trial. ~;;,fter ! the LSSS Review Officer evaluates 
all records of trial by SurrmarYI Special, and General courts­
martial. This process ensures that the trial transcript is in 
proper form ~Ji th all allied papers and evidence accounted for. 
The Review Officer drafts the Staff Judge Advocate review, 
distributes a convening authori 's action for each courts­
martial, and reviews all requests for clemency and appellate 
leave. Upon completion of appellate review, the Review Officer 
prepares the review, advice, and cQurts-IT0rtial orders necessary 
to execute the approved sentence. After execution of sentence, 
the records of courts-martial are sent to the appropriate 
Federal Records Center. 

8. Assistant U.S. The SAUSA Section 
is staffed by one or more judge advocates nominated to and 
appointed by the U.S. Attorney for the Eastern District of North 
Carolina as Special Assistant U.S. Attorneys. Under the direct 
supervision of the SJA, the judge advocates assigned to the 
section prosecute, in the U.S. District Court for the Eastern 
District of North Carolina, misdemeanors and felonies co~~itted 
by civilians aboard I1CB CamLej and vicinity. The SAUSA presents 
indictments to Grand Juries and files criminal information, as 
well as other documents necessary to carry out the federal 
prosecution function. The Chief SAUSA serves as the office 
liaison to the U.S. Marshals Office and the Federal Probation 
Office in the Eastern District of North Carol 

9. The Civil Lav] section provides timely and 
accurate legal advice relating to all civil matters affecting 
MCB Carr-Lej. Questions answered by this section comrnonly 
include: 
ins 

s of Federal employees and contractors, FOIA/PA I 

law (e.g., jurisdiction, fundrais and 
" , 

SOi.1.C1. 

resources by 
Ii for and 
l-aw. 

vil 
OSJA! is the s 

organizations)! use of Federal 

the 
claims and invest 

ted States f and 
ions, 

tut 

The Base viI Process Section, 
of contact for TYleB and tenant 

cornrnands in civil process matters 0 This office aids In 
efficient arrest and ce of military located 



aboard the installation. The Civil Process Section also 
responds to subpoenas for official government information and 
extradition of service members. 

11. The Consolidated 
Legal Assistance Of range of traditional 
legal assistance services to active duty military personnel, 
retired personnel, and the bonafide dependents of active duty 
and retired personnel. Judge advocates assigned to the 
Consolidated Legal Assistance Office serve as Base Insurance 
Officer, Base Consumer Protection Officer, and Base Housing 
Discrimination Officer. The Chief Legal Assistance Attorney is 
responsible for maintaining liaison with North Carolina agencies 
regulating consumer protection, real estate licensing, and 
insurance and investment sales. The Consolidated Legal 
Assistance Office also provides notary public services. 
Services include: wills and estates, powers of attorney, 
consumer protection, debtor-creditor problems, landlord-tenant 
problems, and some, but not all, aspects of domestic relations. 
The Consolidated Legal Assistance Office also maintains an 
office for Irrmigration and Naturalization Services and operates 
the Tax Center. 

12. Administration Branch. The Administrative Section 
provides supply, budget/fiscal planning, and logistics and 
personnel management services to the OSJA. 
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Chapter 14 

Officer 

M' , .L.--:::"SSlOD. 'The mission of the MCB Contracting Department 
(CONT) is to: (1) contribute to Corps warf 
excellence by providing timely, innovative and effective 
procurement support for Marine Corps Base and tenant cornmands; 
and, (2) train and mentor military procurement specialists to 
create accomplished, independent thinking professionals for 
expeditionary enviroPJ~ents. Operational responsibilities of MCB 
CONT: 

a. Procurement of supplies and services for I1CB and tenant 
commands using appropriated funds. 

b. Management and oversight of the Government Commercial 
Purchase Card Program for I1CB and tenant activities. 
Responsible for training of cardholders and approving officials, 
audits of all accounts monthly and semi-annual reports to 
I1CIEAST and HQMC, as required. 

c. Responsible for actions and approvals of all interagency 
funds transfer requests. Review requests, determine validity 
and prepare and approve justifications and approvals prior to 
transfer of funds. 

d. Provide all on the job training of military procurement 
specialists. 

e. Provide personnel saure (MOS 3044/3006) in support of 
contingency or deployed operations. 

2 . zation. MCB CONT is organized into seven branches to 
support NCB and tenant customers vii th obtaining necessary 
supplies and services via execution of contractual documents. 

Office. Office is managed the of the 
Con Office and the mili 

Business Utili 
depll The HCB Small and 

Di sadvannc,g,"Oo 
this branch. 

Specialist is 
Head Office oversees the 

luded in 
eets and 

funds trans ClonS j as we~~ as close out and 
file rrcaln"'::enance and destruction. 

b. Card 
rtE'ST)OCnSlble for of all cardholders 
offic s uti liz the corrmercial credit card. 'The Comrnerclal 
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credit card is utilized for all purchase requirements less than 
$3,000 ($2,500 for services). Training is scheduled 
and conducted at: MCB CONT, Icing 1116. All 
schedules are posted on the MCB Contrac website at 

Conduct audits of a..L..L 
accounts and provide reports to MCIEAST and HQMC. 

c. ified sition Procedures BranCh. Supply 
and service requirements above the cro-purchase threshold to 
$100,000 must be submitted to MCB CONT electronically via the 
Purchase Request (PR) Builder system. PR Builder training is 
scheduled monthly and published on the Contracting website. PR 
Builder training can also be scheduled at the unit's request. 
All funding for procurements is transferred via PR Builder 
system. 

d. MCB Formal Contracts Branch. All procurements greater 
than $100,000, for MCB and tenants (excluding II MEF) are routed 
to the large contracts branch. 

e. II MEF Branch. The II MEF Branch carries out all 
procurement requests for II MEF units only. This branch is 
staffed to handle emergency and rapid response actions. 

f. East Coast Garrison Food Services Branch. 11anagement of 
the contract that encompasses Marine Corps Food Services east of 
the Mississippi River is handled by this branch. The Regional 
Garrison Food Service contract encompasses eight (8) east coast 
bases, comprised of thirty two (32) mess halls. All aspects of 
this contract are managed by this branch. 

g. and Contract Adl'ninistration Branch. Management 
of a..L.l MCB e-business applications to include PR Builder, ~~Jide 

Area 1JJork Flow ) I Procurement Desk ~'op Defense (PD2) 
procurement system, Contractor Performance Assessment Report 
System (CPARS) / and other systems and adrnini 
necessary contracting operations. Responsible for 
rE;D()rts and submission of metrics to MCIEAST and HQMC. 

14-2 
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Chapter 15 

Battalion 

sion. To provide support to Harines, lors, and other 
designated personnel of the battalion as stipulated in the 
following: adw,inistrative, to include legal and chapel a££airsi 
operational, to include disaster prepare&~ess, ceremonial 
details, career planning and individual training, except 110S 
training for FAP Marines; logistical, to include supply, 
maintenance management, second echelon small arms repair, 
billeting, and messing for Brig Company. Headquarters and 
Support Battalion is to act as a separations command in the Camp 
Lejeune area for all Marines returning from overseas, to provide 
appropriate support for 11arines returning from a deserter status 
and long-term prisoners, and to act as Area Com~ander for the 
Central and Industrial Areas, to include Gottschalk Marina. 

2. Company A. Company A is to provide support to 11arines, 
Sailors, and other designated personnel of the company as 
stipulated in the following: operational, to include burial 
details, firing details, and destructive weather shelter 
management; logistical, to include area police, and to assist 
the Battalion Com~ander with Area Commander responsibilities, 
specifically exterior police. 

3. Company B. Company B is to provide support to Marines, 
Sailors, and other designated personnel of the company as 
stipulated in the following: to include burial details, firing 
details, and destructive weather shelter management; logistical, 
to include area police, and to assist Battalion Corrmander with 
Area Comrrander responsibilities, specif ly exterior police. 

4. I. Company I is to support to Marines, 
Sailors, and 

stration. 
lies in the areas of personnel 

5""~·LP:O';;:<1~i~1~::'l:.' ~~~~~~~~~3;;!; Hili Police are to 
s Sai lors { and other des pE,r:sc,nrle.L 
the company as S::lOUJ,a:leu in 
operational: and stlCa~f to include area police, to be 

controlled the DPS f and to assist 
Batta2.ion Cornrnander with Area COrnf[,ander respOnslbl-1 ties j 

"1,c''';J.fical police. 
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6. Brig Company is to provide support to Marines, 
Sailors, and other designated personnel of the company as 
stipulated in the following: adIT,inistrative; operational, to 
include burial details; logistical, to include area police and 
messing, to be operationally controlled by the Director, DPS, 
and to assist the Battalion Co~~ander with Area COm~ander 
responsibilities, specifical exterior police. 

15-2 
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Chapter 16 

Battalion 

,.L. NissioD 

o. Primary. Provides facilities, scheduling, and services 
for marksmanship training and annual re-qJalification with arms 
for MCB CaroLe] personnel, HARFORCOt-I/MARCORBASESLAL'JT' personnel, 
and personnel of other services resident to the geographic area. 
Provides facilities, equipment and range support to quali 
Marines as scout snipers (MOS 8541), sniper team leaders, sniper 
employment officersistaff noncommissioned officers, and to 
provide additional assistance in scouting and sniping as 
required by MARFORCOM; hosts the Eastern Division and r1arine 
Corps Rifle and pistol Hatches; and fosters competitive 
marksmanship for all HCB CamLej based commands. Provides 
support for the Competition-in-Arms program including 
maintenance of a Base Rifle and Pistol Team, the conduct of 
intramural matches, and support for matches conducted by other 
military organizations. The CO, Weapons Training Battalion is 
responsible for the a~~inistration, discipline, morale and 
vJelfare of all personnel assigned to v-Jeapons Training Battalion. 

b. Secondary. As the Area COmIT.ander, responsible for 
police, maintenance, and security of the Stone Bay area, and for 
Exchange activities, the Area Service Club, and recreational 
facilities within that area. Also provide facilities for 2d MLG, 
Marksmanship Training Unit (MTU) , 2d MarDiv MTU, Marine Special 
Operations Command Special Operations School (HSOS), and II HEF 
Special Operations Training Group (SOTG). 

2 . 

a. 
legal 

Provides personnel admini 
~''ieapons 

Battalion; for ications, directives 
and comrrtand correspondence; Eastern Di vi sion and 
Marine Rifle and pistol :0'latches i render adrninis 
as stance as 
staff. 

to the [;fatcn Executive 

ions and 
and for the operation of \\P.~lf f 

and "Hathcocklf the Pistol and 
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Schedules range assigrlluents, maintain statistical records of 
tial and requalification scores for all shooters, and manage 

training for all personnel assigned to iHeapons Training 
Battalion. 

c. S-e;iSupply Section. Provides logistics support for 
vleapons Training Batl....alion operations to include organic supply, 
aIT~nnition storage and issue, maintenance, messing, facilities, 
motor transport, and supervision of mobile garrison equipment, 
and provide for storage of firing unit's weapons and storage and 
maintenance of organic weapons, optical eqJipment, and Rifle 
Team equipment. 

d. Guard Section. Provides security for the 
normal working hours daily, on weekends and 

holidays, and to conduct morning and evening colors. 

3. Range Company 

a. ABC Hathcock Provide personnel and 
range support to conduct Known Distance (KD) firing for all 
Combat Marksmanship Program annual qualificationire­
qualificacion and field-firing for all MARFORCOM units and units 
of other services training at MCB CamLej. 

b. pistol Ranges. Provide range support for shooters 
firing the pistol for qualificationirequalification, 
familiarization and/or competition. 

Conduct combat marksmanship 
training for and certify combat 
marksmanship coaches and trainers (MOS's 0933 and (931) to 
support MCB CarrLej units and others s~e geograpnlc reg~on as 
required. Participates in competitive marksmanship through the 
Competi tieD-in-Arms pregrarn and participates in matches 
conducted by other organizatioDs. 

Macch Executive Off As the 
and conducts Eastern Divis 

Matches, to include 

ies and Rifle Team 
tion; resolv]Cn 

ive of the CO, 
?ifle and Pistol 

adrr.inistration for match 
issue and 

schedu} recovery of 
practice and 
evaluat of cClm:get: tors I and cenduc award 
ceremonies at the e1-'.d of each match. 
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1. The following Chapters provide a d."l'tlni s tra ti ve guidance 
and information regarding the processing of correspondence and 
miscellaneous adrrlinistrative functions within the MCB CamLej 
Headquarters. 

2 . References 

MCO P1610.7 Performance Evaluation System (PES) Manual 

BUPERSINST 1610.10_ Navy Performance Evaluation System 

BO 1601. 

BO 5000. 

SECNAVINST 5216. 

MCO PIOOO.6 

MCO 5216.9 

BO 5730. 

SECNAV M-5210. 

SECNAV M-521C. 

Meo 5210.1 

1'lCO 5215. 

BO 5605. 

Meo P5600.3 

Reviewing Officer and Reporting Seniors for 
Fitness Reports 

Delegation of Authority to sign "By direction" 
of the CO MCB CamLej 

Department of the Navy Correspondence Manual 

Assignment, Classification and Travel Systems 
Manual (ACTS MP~UAL) 

Headquarters Marine Corps (HQMC) Organization and 
Organization Codes 

Processing and Control of Congressional/Special 
Interest Correspondence 

Department of the Navy Records Management Program 
(Records Management Manual) 

of the Na~J Standard ect 
Identification Code l'lanual (SSIC Manual) 

l'larine Corps Records Program 

lv:1arine tives 

IvIeB Distribution Codes 

and Publications 

17-1 
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BO 2300. 

MCO 5214. 

BO 5213.1 

BO 5720. 

BO 5211.6 

BO 5750.2 

ALMAR 007/08 

ALMAR 037/07 

MCO PI050.3 

MCIEASTO 1601. 

Naval Telecorr~~nications Publication 

Message Release Authority for MCB CamLej 

BO 540 
20 

Marine Corps Information Requirement (Reports) 
p1anagement Program 

MCB CamLej Forms Management Program 

Freedom of Information Act (FOIA) Procedures for 
Handling Requests for Public Disclosure of 
Records Held by MCB CamLej 

Privacy Act of 1974 

Command Chronology 

U. S. Marine Corps Seasonal Uniform Change 

\"lear of the Marine Corps Combat utility Uniform 

Regulations for Leave, Liberty, and 
Administrative Absence 

SOP for CDO and CDNCO 

17 -2 



Chapter 18 

Fitness 

1. General 

s 

5400 
o 

a. Reference (a) governs the preparation of Marine Corps fitness 
reports. preparation of Navy Officer fitness reports will be in 
compliance with reference (b). 

b. Reference (c) prescribes reporting seniors (RS) and reviewing 
officers (RO) for both officer and enlisted personnel assigned to the 
MCB CamLej corrmands and staff. 

c. All RS's will be constantly aware of their responsibilities 
and forward all circumstances of adverse fitness reports documenting 
unsatisfactory performance to the CO for review. 

2. preparation of Fitness Reports 

a. A Marine whose fitness report requires marks by the CO will 
be sent utilizing the Marine Reported On MROW in the APES to the CO's 
Secretary with Section A completed 10 days prior to the end of the 
reporting period. The CO's Secretary will ensure reports are 
complete and correct prior to submission to the CO. 

b. Staff officers will transmit to the CO MROVJ as appropriate, 
and upon Section A completion for review. 

3 . 

a. The delegated RS's for the MCB CamLej staff are provided in 
reference (c). 

b. The RS is normally the first officer in the reporting chain 
senior to the MRO. HCB 's structure places the orityof 
personnel under the supervision of staff officers. RS's will not 
submit reports on officers of the same grade except \.vhen specifical 
approved by the CO on a case-by-case basis. The CO is the RS for MCB 

staff officers the rank of 1 colonel and 
above~ Refer to reference (c) for the specific chains. 
The officer, under whose 

, ., 
sclplorvlslon dutles are 

is tne RS of his respective staff. 

of 
c. 

the 
Obtain 

senior 
from the utant III cases v/here 

is not known. 
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4. Officer RO. The RO is the next officer in the chain 
of command or s above the RS. The CO will review reports 
on MCB CamLej XO's and sergeants major. 

5. Adverse A general officer will sight adverse officer 
fitness reports. officer reports will be fonvarded to CG 
HCIEAST for review. The next officer senior to the RO will sight 
enlisted adverse fitness reports. Per reference (a), adverse reports 
cannot be sighted below the operational battalion or squadron level. 

6. and Transmission The RS is 
responsible for the tness reports to the proper RO. 
Send fitness reports utilizing APES which the CO must review to the 
CO's Secretary or XO, no later than 15 days after the end of the 
reporting period. Send an E-mail with suggested co~~ents for the RO. 

7. Officer Fitness 

a. Per references (b) and (c), submit Naval Officer's fitness 
reports upon detachment of the RS, detachment of the individual or 
when required as outlined below. The Co~~and Chaplain and Dir, I&E 
will assist the unit commander in his evaluation of chaplains and 
other naval officers assigned to his unit, and provide advice 
concerning the policy and procedures relating to the preparation of 
Navy Officer fitness reports. 

b. Dates of submission for active duty officers are as follows: 

Captains last day of July 
COI14~anders last day of April 
Lieutenant COI14~anders last day of October 
Lieutenants last day of January 
Lieutenants ( junior grade) last day of February 
Ensigns last day of Hay 
Chief Warrant Officers 3/4/5 last day of March 
Chief Warrant Officers L J_ast day or Septerrber 

c. Lieutenant and lieutenants (junior grade) can not receive a 
promotion than "Promotable" per reference (c) 

18 2 
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a. Respond to all correspondence, except that which contains a 
specific due date, within 10 working days after receipt by this 
Headquarters. Prepare an interim reply and provide the addressee as 
much information as is possible to include the anticipated completion 
date when a complete answer within 10 working days is not possible. 

b. All "By direction" correspondence originated from this 
Command represents the views and opinions of the CO and requires a 
signature on the correspondence. All staff officers must ensure 
official correspondence is neat in appearance, accurate in content, 
appropriate in language, and expeditiously handled. Each department 
will provide a copy of all correspondence signed "By direction" to 
the Adjutant weekly for inclusion in the CO's "By direction" binder 
and for retention in the command's official correspondence files per 
reference (d). 

2. Preparation of Correspondence 

a. General instructions for the preparation of correspondence 
are contained in reference (e). 

b. Staff departments and branches will use bond letterhead 
stationery for all outgoing correspondence and type second and 
subsequent pages on plain bond paper. Only Courier New 10 or 12 
point type font will be used to keep uniformity. 

3. Departments will use computer generated letterhead 
for correspondence addressed outside MCB CamLej. The letterhead 
centered on the paget four lines from the top edge. The DoD syrrbol 
is ~ inch from the upper left on the top edge of the paper. Use the 
below heading: 

4 . 

UNITED STATES MARINE CORPS (12pt) 
Y;j1,RI:\iE CORPS B)\SE (l Op~) 

PSC BOX 20004 
CJ\11P ~EJE0~E, ~c 28542 -0004 

Standard ect Identification Code 
SSICI S (e.g. 1500, 1650, 5800) on 

19-

Staff sections wil 
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iITl'1lediately under ~\IX RI-:?;:'Y ?L:~2'::;?" ':'C: 1/ or two lines below the last line of 
letterhead per reference (e). Reference (f) contains SSIC codes. 

5. Code. The originator's code or office code (e.g. 
CIG, MCCS, S-3) will be placed under the SSIC per paragraph 2-4 of 
reference (e). 

6. Dates. Do not date correspondence prepared for signature by the 
CO or the XO until signed. After signature, the Adjutant will date 
stamp correspondence and return to the staff department for 
distribution. paragraph 2-3(a) (3) of reference (e) provides 
additional guidance for dating correspondence. 

7. From Line. Do not abbreviate or use office codes in the "from" 
line. Never send correspondence outside this Headquarters using 
staff officer title (e.g. Director, Base S-1). The "from" line for 
official correspondence should be addressed as shown below: 

From: Commanding Officer, Marine Corps Base, Camp Lejeune 
From: Commander, Marine Corps Base, Camp eune 

8. Addresses. Correspondence addressed to higher, lower or adjacent 
commanders will be addressed to the Commanding Officer or by command 
title (Commanding Officer; Commander; Officer-in-Charge, etc.) as 
appropriate. Attention to a specific member of the addressee's staff 
is indicated by inclusion of the staff designator or name of the 
staff officer enclosed in parenthesis after address line, as on the 
following examples: 

9. 

To: Commanding General, Marine Corps Installations East (G-3) 
To: COrrL'Uander, U. S. Harine Corps Forces Command (G-1) 
To: Commandant of the Marine Corps (MMEA-84B) 
To: Cowmander, U.S. Marine Corps Bases, Atlantic (G-3) 

Via: Commanding Of cer, Headquarters and Support Battalion, 
Marine Corps Base, Camp eune 

Blocks 

a. Correspondence prepared for s by the CO or XO '0Jill 
bear the s line vinen is known for certain 
which of these officers will the 

b. an officer other than the CO 
bear the name of the s and the appropriate title, "Executive 
Officer", or," direction n the case of staff officers 'authorized 
to by direction of the CO. 
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c. For the purpose of documents and correspondence related to 
military justice matters re~~iring the signature of the cOhlmander, 
the nCorrunander" is the regularly assigned officer in corrmand or the 
successor. v,Jhen an officer is required to s documents and 
correspondence related to military justice matters, the officer 11 
sign \\Comrnander" not "Acting. If 

d. Normally, the CO will sign correspondence pertaining to: 

(1) Operational decisions. 

(2) policy or change in policy. 

(3) Adverse statements in regard to MCB CamLej 
readiness/efficiency. 

(4) Reports containing adverse remarks. 

(5) Commendation (Officer Programs recommendations) or 
censure. 

(6) Endorsements which are in variance with matters presented 
by subordinate comrranders. 

(7) Disapproval of requests from subordinate commanders. 

(8) Replies to correspondence received from General/Flag 
officers. 

(9) Cases concerning adlninistrati ve discharges which are 
forwarded to CMC. 

(10) Special Emphasis Awards. 

s. Blocks. Put nothing below the name of 
the CO when the eo's title appears in the "from" block: 

J. M . BREvJER 

(1) Include the title of a 
title! such as the XO: 

C. R. JONES, SR. 
Execu;:ive Officer 

zed to s by 
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(2) Add with the word "Acting" when the signer has been 
appointed to temporarily replace the CO or a subordinate who signs by 
title: 

L. P. Lfu~BERT, JR. 
Acting 

(3) Put the term "By direction" under the name of a staff 
officer who may sign outgoing correspondence, but not by title: 

A. T. CACCIATORE, III 
By direction 

(4) Add the signer's title, "By direction of", 
Commanding Officer's" title under the name of a person 
direction authority who signs orders affecting pay and 
business letters: 

S. L. RAINY 
Personnel Officer 
By direction of the 
Com~anding Officer 

J. J. MICKES, JR. 
Director, Base S-l 
By direction of the 
Com~anding Officer 

"and the 
with by 
allowances or 

f. The XO will sign correspondence which does not require the 
signature of the CO and \\Thich any other staff officer may not 
appropriately sign. During the absence of the XO, correspondence, 
original directives and other matters will be signed by the Acting CO 
and prepared as indicated in paragraph ge (2). 

g. Department Heads are authorized to sign "By direction" of the 
CO for those routine matters under their cognizance not affecting 
policy. See paragraph ge (3) for examples. 

h. Personnel individually designated by the CO are authorized to 
use facs Ie stamps. Authori for liza of the stamp will be 
by letter from the co to the individual concerned. The letter will 
be per reference (g) I and such authority is restricted to the 
specific content of the individual authori letter. A signed 
copy of each authorization 11 be on file \vi th the Director I 
ManpovJer. 

f Information and 
fer submission t,o the CO or XO for si 

in an marked fo 
'jJill be 

and the outs 
the folder 11 contain the standard HCB Route Sheet. No 

or internal route sheets will be used. F 19-1 is a 
Route Sheet. 
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11. Copies of Correspondence. 
the minimum number of copies of 
following guide: 

Departments and branches will prepare 
correspondence determined by the 

Number Purpose 

1 For each Via addressee. 

For each Copy to addressee. 

1 For Command Official File. 

Originators will ensure a complete copy of any basic correspondence, 
including all enclosures and endorsements, accompanies the official 
file copy. Departments will deliver the official file copy to the 
Adjutant's office by 1400 every Friday for inclusion in the CO's "By 
direction" binder and ultimate retention in the command's official 
files. 

12. Distribution and Mail Each individual department will 
forward unclassified correspondence to subordinate commands, 
sections, and offices within MCB CamLej as appropriate. 

13. Endorsements. Departments will prepare endorsements in 
accordance with the instructions contained in Chapter 2, Section C 
paragraph 2-28 of reference (e). 

14. Correspondence Addressed to CMC. Correspondence addressed CMC 
will contain the appropriate correspondence code (i. e., LFL, IIlMEA). 
The current edition of reference (h) contains the directory of CMC 
correspondence codes. 

15. of Unclassified Material. Route matters received which 
require action bv this Headquarters to the staff officer with 
principal cognizance over the matter for action. Upon receipt, the 
section will affix a date stamp to the back of the signature page to 
identify the date received. Responsibility for whether 
action by this Headquarters is or is not required rests 
action department head. 

th the 

ts designated for act or information ~vill 
considered necessary and the order of 

suen on the standard IYICB route sheet. 

DE'p,'lrtrnents VJil1 route the 
to interested staff officers vvhen a 

route sheet is used, attach it to the official file copy for 
future reference. 
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c. All correspondence for the CO or XO signature will be routed 
through the Adjutant for review. 

16. of Classified Material. The Securi Manager located in 
the Classified Files Unit (CFU) will receive and open incoming 
classified material. The Security Hanager will Doti the 
appropriate staff section of the content of the material received. 
This material will be stored in the CFU and appropriately tagged and 
marked in accordance with current regulations. 

19-6 
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Chapter 20 

sional 

1. General. MCB CamLej is frequently called upon to respond to 
es tasked from the HQMC Office of Legislative Affairs 

co~~ittee (OLAe), concerning installation pol I personnel, and 
activities. Consequently, co~uanders and staff sections that come 
under MCB CamLej are tasked with providing specific and detailed 
replies I which are routed through MCB CamLej I via IvlCIEAST to OLAe. 
Refer to reference (i) for additional guidance and responsibilities 
for handling congressional interest (CONGRINT)!special interest 
(SPLINT) correspondence. 

2. Responsibilities 

a. Admini The Administrative Officer is 
responsible for the gathering and processing of information on each 
case, monitoring the collection effort of subordinate co~mands, and 
ensuring accurate replies. A CONGRINT!SPLINT Correspondence Section 
will be established for this purpose. 

b. Staff Sections and Co~anders. Heads of staff sections and 
co~~anders are responsible for: 

(1) Providing complete, accurate, and timely information to 
the CO MCB CamLej. 

(2) Forwarding personnel reports and official documents as 
requested by this Headquarters. 

(3) Providing progress reports on pending cases to this 
Headquarters when final processing of the case cannot be 
expeditiously accomplished. 

(4) Maintaining local statistical data, 
CONGRINT/SPLINT ries processed by the 

(5 ) that the S-l Adminis 

i.eo, number/types of 
comrnands. 

Officer is advised 
when CONGRINT / SPLINT' telephonic IE-Mail) are 
received 
these 
reference (i). 

channels other than the of cornrnand, and that 
aye processed per the ins set forth in 
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Chapter 

1. Personal For. Departments will forward all "Personal Forf! 
correspondence and messages requiring signature by the CO to the XO 
in the form of a hard copy and electronically. The XO will 
coordinate the signature or release of such correspondence unless 
specifically directed by the CO. 

2. Memorandums. The use of inner office, or between office, 
memoranda is encouraged for informal matters such as requests for 
information, replies, and similar matters. Refer to Chapter 2, 
Section D of reference (e) for preparation instructions. 

3. Working Papers. The continually increased and tempo of 
operations within MCB CamLej has generated a requirement for 
departments to respond rapidly with accurate and authoritative 
information, prepared in the form of various working papers. These 
papers are often prepared quickly, yet insufficient in detail to 
satisfy a particular requirement. Several formats are available to 
permit some selectivity in the level of the staff response, dependent 
upon the requirements. 

4. Action Brief. A brief prepared to represent an unresolved 
question pertinent to the CO or XO. A decision is solicited. Format 
contained in Figure 21-1. 

5. 
or 

Memorandum for the Record. 
to 

A report for file of 
document the event. 

a conversation 
Format contained 

in Figure 21-2. 

6. Point An informal listing of significant facts on a 
specific problem or subject, often used to assist oral 
discussions. A logical sequence is desirable, but not mandatory if a 
deadline must be met, or if the relative importance of the subject 
does not merit a more detailed treatment. 
21-3. 

Format contained in 

7 . F~ S 

approval 
the 

type docurnent an official NCB 
the CO. T~ will include a clear 
tion is essential 

of the or cne eet lD terrns of l!lCB 

and rationale for the recoM~ended position. If the 
position presentation to acent 
prepare the final statement on a by 
the CO. Format contained in F 21-4. 
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8. 'V'Jritten in narrative form, this '.-Jill advance a 
point ew or sUITmarize an action or proposal. It should stand by 
itself without reference or backup material and is often prepared for 
use by the CO during conferences away from MCB CamLej. Format 
contained in Figure 21-5. 

9. 
ques 

Document prepared to address an issue in 
Figure 21-6. 

10. Let of An LOI is a letter in which a 
senior commander aims, policies, and strategic 
concepts for operations in a large area during an extended period of 
time. Refer to reference (e) and Figure 21-7 for the proper format 
of LOI's. 

a. The Director, Base 8-3 has responsibility for administrative 
control of Lor's and will perform the following functions: 

(1) Assign consecutive numerical indicators for all Lor's 
issued by this Headquarters. 

(2) l1aintain a current index of LOr's, including numerical 
designator and subject. 

b. Originators of Lor's are responsible for: 

(1) Coordination of all aspects of support being provided 
from departments/division outside of their area of responsibility. 

(2) Providing a copy of LOr's to Adjutant section for 
inclusion in the co's "By direction" binder and the command 
correspondence files. 

11. Staff meIT~ers often execute TAD trips for the 
purpose liaison and coordination with other agencies. 
Upon return from such a I a staff officer will normal be 
required to submit a report which outl and documents what 
was accomplished during the trip. Ie formats for this of 
report may vary, Figure 21-8 depicts a comrnonly used form. See this 
figure for recomInended on ch may be included in :::.his 
staff document 0 

12. After .D~ct 

related tasks 
in 

Brief. Documents the 
and makes recoITmendations 

21 9. 

of exercise 
mr)y"vprnprts < Format 
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13. Business Letter. Business letters are used to correspond \tlith 
agenc I businesses or individuals outside the DoD, who are 
unfamiliar with the standard letter. It also can be used for 
official correspondence between individuals within DoD, when the 
occasion calls for a personal approach. Refer to reference (e), 
section F, paragraph 2-40 for proper format. 
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CLASSIFICATION 

ACTION BRIEF 

IDENTIFY THE SUBJECT IN RELATION TO THE Bl'.SIC STAFF STUDY, 
OTHER STAFF PAPER, OR DIRECTIVE 

Problem. The question in consideration or point of unresolved 
difference is stated in concise and specific terms. 

2. Discussion. The unresolved question is analyzed, points of 
difference are compared, and the author's conclusions are stated in 
this paragraph. Supporting documents are essential and they are 
appended as Tabs A, B, etc. 

3. Recommendations. Recommendations are submitted as clear, concise 
statements followed in each recommendation by spaces identified as 
APPROVED or DISAPPROVED to permit simple initialing action by the 
approving authority. 

XO Recommends: 

CO: 

Disapproves __________ _ 

CLASSIFICATION 

F 21-1~--Format for Action Brief 



THE 

Subj: ALL CAPS 

HEADING 

SSIC 
Code/Office 
Date 

Information on the (meeting, conference, telephone conversation, 
person involved, etc.) 

2. This and subsequent paragraphs will contain: 

a. Background and discussion (when necessary for clarity) . 

b. Conclusions reached and decisions made. 

c. Staff agencies responsible for specific action (if 
applicable) . 

/s/ (NlU1E) 

(Grade) 

::: -2 < ~-Format for Memora:CLdum of the Record 

21-5 
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CLASSIFICATION 

Code/Office 
Date 

POINT PAPER 

Subj: THE SUBJECT 11ATTER IS INDICATED BRIEFLY BUT IN SUFFICIENT 
DETAIL TO FACILITATE FILING fu~D FUTURE REFERENCE. 

1. (The salient points which relate to the subject are listed.) 

2. (These points written as short, concise statements.) 

3. (The points are arranged in logical sequence (time permitting).) 

4 . 

5. 

SUMMARY: 

The salient points are followed by an even more concise surnmary. 
This summary includes any conclusion or position which is 
appropriate. 

CLASSIFICA'l'ION 

2 ~3. --Format tor Poiri-t 

2 -6 
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CLASSIFICATION 

Code/Office 
Date 

I'TION PAPER 

Subj: THE SUBJECT IflA'TTER IS II\'DICATED BRIEFLY BUT IN SUFFICIENT 
DETAIL TO FACILITATE FILING AND FUTURE REFERENCE. 

Ref: (a) References are listed as appropriate. 
(b) If nODe are appropriate, enter the notation '!Nane. tl 

1. Problem. The problem statement tells what the problem is for 
which the position paper is being developed. Usual stated "To 
develop a. . posi tion 1! 

2 . Why Required 

a. A position paper also states why the paper is required. 

b. Is it directed by higher headquarters? 

c. 

3. Background 

a. The background sets forth in concise terms what has gone 
before. 

D. It 
an ongoing 

c. 

provides answers to such potential ques ons as: Is 
thing? Did something occur requiring reexamination? 

4. position of Other ie8. The position of other agencies are 

s 

addressed when appropriate, otherwise this of the position paper 
has the caption "Not en inserted. 

21~4. ~Format for position 
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Subj: S~ME AS FIRST PAGE 

5. Recommended MCB position: 
stated in clear, 
usually attached 

6. Rationale 

concise terms. 
on a separate 

vJhen 
, 

snee'C. 

The recomrnended position 
it is to be promulgated, 

a. The rationale includes concise statements which support 
the position taken. 

b. 

2 

is 
it is 

7. Recommendation. The recommendation is what you recommend be 
done: e.g., "Approve the MCB CamLej position contained in paragraph 
5," or "reconsider. " A decision block is also included for the 
decision to be recorded by the approving authority. 

Is/ 
(Staff Agency Head) 

For Decision by the CO MCB CamLej: 

XO Recorrmends: 

CO: 

Disapproves _________ _ 

CLF-"BSIFICAT'ION 

21~4.~-Format for position ~Continued 
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PAPER 
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Code/Office 
Date 

For use by (name or title of person for whose use the paper is 
prepared) 

Subj: THE SUBJECT lf~TTER IS INDICATED BRIEFLY BUT IN SUFFICIENT 
DETAIL TO FACILITATE FILING AND FUTURE REFERENCE. 

Background: The background sets forth in concise terms what has gone 
before. It provides answers to such potential questions as: Is this 
an ongoing thing? Did something suddenly create this requirement? 

Discussion: The discussion is a concise narrative of all the salient 
related to the topic under discussion. References that are 

used as a source are cited in the discussion. 

Recommendation: Recommendations are reduced to clear, concise 
statements permitting simple approval or disapproval by the approving 
authority_ 

An approval block is provided for authentication by the 
approving authority. 

XO Recommends: 

Di 

CO: 

Disapproves __________ _ 

Ac Officer: u. J. LITTLEI or, Future ions Officer 

CLASSIFICp,.TION 

F gure 21 5.~~Format for 

21-9 



CLASSIFICATION 

INFORHATION PAPER 

Subj: SUBJECT IS ADDRESSED CONCISELY. 

Issue: State the issue in question. 

Facts: 

BO 5400.3L 

Code/Office 
Date 

1. Facts and salient points are listed in logical order. 

2 

3 

Signature 
Title 

CLASSIFICATION 

F 21 6o~-Format for Information 
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From: 
To: 

Subj: 

Ref: 

HEADING 

COM~anding Officer or COTh~ander 
Distribution List 

SSIC 
Code/Office 
Date Stamp 

LETTER OF INSTRUCTION (LOI) FOR (NAME OF EVENT) 

(a) If applicable 

2 

Purpose. To provide information, tasks and instructions for 
supporting name of event or activity per the reference. 

2 . Information. Xxxxxxxxxxxx~xxxxxxxxxxxx. 

3. Action 

a. Commanding Officer, Director or Department. 

b. xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx. 

4. Coordinating Instructions. Xxxxxxxxxxxxxxxxxx. 

5. Point of 

DISTRIBUTION: 
COl unit 
DIR, department 
BADJ 

Xxxxxxxxxxxxxxxxxxxxxxxxxx. 

M. J. PWrERS 
By direction 

F 21~7.-~Format for Letter of Instruction 

21-11 
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HEl".DING 

From: Rank FName MI LName, Billet, Department 
To: Corrmanding Officer or Executive Officer 
Via: Appropriate staff section 

Subj: TRIP REPORT: (EVENT OR LOCATION) 

SSIC 
Code/Office 
Date 

2 

1. Background. On 00 May 2007 to 00 June 2007, personnel from 
conducted a (site survey, conference attendance, assist 

visit, etc.) 

a. Travelers: Rank, LName, Billet, Organization 
Rank, LNarne, Billet, Organization 

2. Purpose. Purpose of the trip. 

3. 

4. Synopsis. Outcome of the trip. 

5. discussion red. 

a. Item: 

D. Discussion: 

c. Recorrmendation: 

6. 

N. J. PETERS 
or j U.S. Marine Corps 

Future ODS Officer 

to: 
Files 

Figure 2 ~8. Format for a 
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After Action Report documents the performance of an exercise related 
tasks and makes recorrmendation for improvements. 

strengths 

2 . 
exercise; 
exercise was 
out. 

Brief overview of the exercise; or 
exercise and areas require improvement 

Describes the specific details of the 
ies participating organizations/units; how the 

structured; how the exercise was implemented and carried 

3. Exercise Goals and Objectives. 
objectives of the exercise. 

Briefly list the goals and 

4. ~~£C:C!:.!~-,-l:~~E~§):~212~:.'s~. Provides an overview of the scenario 
and what was taken the organizations/units. 

5. Analysis of Mission Outcomes. Provides an analysis of how well 
the participating organizations/units achieved the expected mission. 

6. Ana is of Critical Task Performance. Consists of task nurr~er 
and description, issue number and description, references, summary, 
consequence, analysis, recommendation and improvement action. 

7. lusion. Summary of all the above to include, participants 
demonstrated capabilities; lessons learned for improvement and major 
recorrmendations; list of what steps should be taken to further 
refines plans l procedures and training for this type of exercise. 

CLASSIFICATION 

F 21~9.~~Format for After Action 

21-13 
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Chapte:c 22 

Reco:cds 

of Records. spose of records in accordance with 

a. Unclassified Records. The Adjutant will dispose of 
unclassified records in accordance with current di:cectives. 

The Security Manager will dispose of 
in accordance with current directives. 

2. Correspondence Files. Records maintained by sections and 
branches are considered 'working files". All files (official and 
working), log books, case files, and special files will contain 
disposal instructions. Strictly follow reference (k) in establishing 
any type of files and reference (j) for determining dest:cuction date. 

a. All official files, case files and special files will have a 
destruction period as indicated in reference (j). 

b. All other files not covered by the above paragraph are 
considered working files and will have a destruction date of six 
months after their closing date. 

3. Files. The Department Heads listed below will maintain 
and dispose of the official files in accordance with reference (j) in 
the categories indicated below: 

a. e' Official fiscal records of MCB CamLej. .=.::.:=:..=:=.:::.::::=-"-:::. 

b. SJA. Legal reco:cds which are not no:cmally refer:ced to the 
Adjutant for transmittal or other processing. 

c. erG. Official file copies of inspection reports and Request 
Masts proceedings. 

d. Director, DPS. Official file copies Ground Sa Reports 
and r~on Publications. 

Secur clearance case ~ les and all 
files, 

Director, Base 8-1, ForA and CONGRINT/SPLINTS. 

22-1 
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Chapter 23 

D~rectives 

Directives Control 

a. The Directives Control Point (DCP) is the office of the 
Adjutant. The Adjutant is the Directives Control Officer. 

b. The DCP will perform the following: 

(1) Maintain the official file copy of each Base Directive. 

(2) Assign and issue consecutive point numbers to directives 
as required. 

(3) Review directives for proper format, arrangement, 
classification, identification, and possible duplication of or 
conflict with other directives per reference (1). 

(4) Maintain a current numerical index of directives. 

(5) Publish a quarterly B3ul 5215. 

(6) Ensure review of directives during the anniversary month 
of promulgation by the cognizant originator, to ensure appropriate 
action is taken to keep directives up to date, use NAVMC form 10974. 

(7) Ensure directives are posted on the Base Adjutant's 
directives website. 

intranet. Elcieast" '-lsmc. default. 

2. Preparation. Current instructions governing the preparation of 
directives are contained in reference (1). 

a. of directives will accomplish the following: 

(1) Prepare and sponsor directives in 
reference (1). 

(2) Deliver to the 
on bond paper, route sheet, al 
material f and a draft in lYlicrosoft ,:qord process 
electronical 

draft per 

format 
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(3) Prepare all directives, except ",;hen speci f ically directed 
otherwise, for signature by the CO or XO. 

b. The Adjutant will accomplish +-' """l ., , \...-ne :r:O..L.LOWlng: 

(1) Upon receiving the rough draft, ensure the format is 
correct per reference (1) and assign a proper consecutive point 
nuwber and distribution code according to the originator's request. 

(2) Prepare the final version direc 
and review. 

based on final chop 

(3) Route the final version to CO or XO for signature. 
Include all appropriate route sheets with recowmendations and 
concurrences for information. 

(4) After signature, distribute directives via the Base 
Adjutant website. 

(5) Provide the sponsor or originator of the directive an 
updated version in Microsoft Word format and the PDF signed version 
of the directive. 

(6) Maintain the original directive and all supporting 
documentation in the Master Directives File located in the Adjutant's 
office. 

3 . to Directives 

a. The sponsor will originate all proposed changes of the 
respective directive in accordance with reference (1). Additionally, 
the sponsor will submit a page replacement insert for changes that 
are more than two typewritten lines in 

b. No more than 9 changes can be made to a directive before it 
requires complete sion. 

5. Review of Directives. 
ves 

Reference (m) contains the 
direct.ives. 

are red to Sponsors of direct 
."- under zance annual on 

t.he ion date of the This review lS 

sand to ensure current content; 
relevance. If the direc 
provided above. 

23-2 
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Chapter 24 

Publications 

1. Publications 

a. Reference (n) promulgates t1arine Corps allowances of 
publications. The Adjutant maintains records of internal 
distribution for publications received under the Marine Corps 
allowance order or from other corrmands. 

b. The Adjutant has been assigned the lAC for the corrmand and is 
responsible for ordering required directives and other materials such 
as Voting Posters and other literature via the Marine Corps 
Publication Distribution System (MCPDS). 

c. Directives that are available on the Marine Corps 
Publications Electronic Library (MCPEL) or on the 
publication library will not be orders via MCPDS. 

d. Ordering of Technical Manuals and other publications is the 
responsibility of the respective department that maintains them. 

e. Regulations for the distribution and handling of 
Communications Security MateriaL Naval Warfare Publications, and 
other controlled publications are contained in current directives 
promulgated for the handling of each particular type. The Security 
Manager will maintain all classified publications in the CFU. 

24-1 
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Chapter 25 

and Handl 

1. General. In the past, message drafting and releasing has been 
created within the Autodin and the Defense Messages System (DMS). 
The classic DHS system has been replaced with the current Automated 
Hessage Handling System (.~~S). AHHS is an automated message system 
that can be used to process, store, and disseminate legacy Autodin 
messages as well as DMS messages. &~HS has been selected by all 
services as the message handling system to be used for organizational 
messaging throughout the DoD. Area Control Center (ACC) Camp Lejeune 
and ACC Camp Pendleton are the first MCB's to undertake transitioning 
its DMS subscribers. 

2. Procedures. The current editions of the reference (0), NTP 3, 
Naval Telecommunication Procedures contain message drafting and 
handling procedures. The purpose of the NTP 3 is to provide 
procedures governing preparation and electronic delivery of legacy 
organizational Naval messages using the Naval Computer and 
Telecommunications System (NCTS). NTP 3 is applicable to U.S. Navy, 
Harine Corps, Coast Guard and other activities receiving service from 
NCTS. 

3. Automated Hessage Handling System (AHHS). The AHHS is a system 
that allows review, preparation and release of Naval Hessages via a 
web browser. The AHHS receives electronic message traffic and 
determines message routing by comparing the message content to a 
criteria list or profile for each user. The &~HS is a secured system 
that encrypts and decrypts organizational messages. 

4. 
are 

villen releasing messages staff sections 
NCB CM1:P LEJEUNE NC" on all message traffic 

being released. The billets listed in reference (p) are authorized 
to release message in the name of the CO. ACe Lejeune requires a 
letter from the CO authoriz releaser to release Defense messages 
on behalf of an organization. Updates to the Releasing 
(RA) letter is made bi-annual 

5. 
reference 

Enclosure (2) of 
PL;'~ f s for MCB 
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~. Responsibility for conducting a 
reports control program s vested with the Adjutant, who is 
designated as the Reports Control Officer. 

a. The Reports Management Program is organized to provide for 
the systematic analysis and aQ"inistrative control of MCB CamLej 
reporting requirements. 

b. The overall goal of the program ensures management control 
and decision making needs are met, and an effective and responsive 
reporting system fulfills reporting requirements imposed by higher 
authority. Specifically, the Reports Management Program will: 

(1) Ensure methods, procedures, and systems employed for 
reporting purposes are realistic, practical, and responsive. 

(2) Encourage the practice of requesting only essential 
information consistent with an economic workload and minimum 
administrative requirements. 

(3) Seek integration of like data requirements and develop 
multiple use of required reports. 

(4) Provide a central reference area for the exchange of 
reporting system information pursuant to reports control and 
improvement. 

c. Department Heads will ensure the effective establishment of 
an information requirements management system, and to reduce burdens 
upon reporting organizations as per reference (q) I conduct annual 
reviews of existing external reports to determine: 

(1) That the report continues to be justifiably necessary. 

(2) ry'hat the report contains sufficient information to 
accomplish its purpose. 

(3) T'hat the can/cannot be automated. 

(4} T'hat are monitored for time submission and 

26-1 
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(5) The Department Head will notify in ting the HCB CamLej 
Reports Control Officer of all new, canceled or modified report 
requirements. 

d. Reference (1) contains detailed information and instructions 
concerning the proper format and utilization of the "Reports 
Required" section when preparing HCB CamLej directives. 

e. All Departments will: 

(1) Review the annual recurring reports checklist to ensure 
compliance with the above paragraphs. 

(2) Submit corrections, deletions or additions to the 
controlled reports, to the Adjutant. Do not assign report control 
symbols until the Adjutant approves them. 

(3) vmen staffing a proposed HCB CamLej directive, it is 
imperative the Adjutant approves report control sYFnols prior to 
submission for staffing. Submit requests for assignment of report 
control symbols in writing to the Adjutant. 

f. The Adjutant will: 

(1) Ensure compliance with reference (q) relative to the 
administration of this program. 

(2) Haintain a system of control to facilitate the annual 
promulgation of a checklist of recurring reports. 

(3) Publish an external recurring reports checklist annually. 

g. The following types of reports are exempt from control under 
the Reports Hanagement Program: 

(1) Intelligence Reports. 

(2) Reports of 

(3) Supply Data Reports. 

26-2 
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Chapter 27 

Forms 

HQMC has established a Forms 1. Forms 
Management Program. 
MCB CamLej Program. 

Reference (r) provides information regarding the 

-". Background 

a. The purpose of the Forms Management Program is to eliminate 
redundancy and the duplication of locally made forms when there are 
other forms available with the same information. 

b. The goal of the Forms Management Program is to place MCB 
CamLej forms on line with the Electronic Forms System and to reduce 
the cost of reproducing and maintaining local forms. Local forms can 
be located on the Base Adjutant's website: 
https://intranet.mcieast.usmc.mil/ClS/C7/MCB%20Forms%2OManagement/def 
aUlt.aspx. 

c. All MCB CamLej Forms must be submitted to the Director, Base 
S-l (Attn: Forms Management Officer) for approval. However, prior 
to submitting the form, the section requesting the new form will 
ensure that there are no existing similar forms made by higher 
headquarters, i.e., DD Forms, NAVMC Forms, and Navy Form, DA Forms, 
DAF Forms, SF Forms, or OF Forms. These forms will be used to 
prevent and eliminate unnecessary and duplicate forms. 

3. lities. Refer to reference (r) for specific 
responsibil ties of general and spec staff officers, commanding 
officers, officers-in-charge, and designated representatives. 

27-1 
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Chapter 28 

Freedom of Information Act 

General 

a. The CO has designated the Director, Base S-l with the 
responsibility for advising and managing FOIA procedures. The 
Director, Base S-l is designated as the PA Coordinator of HCB CamLej. 
Refer to references (s) and (t) for specific responsibilities of 
staff sections and cOIT~3nders. 

b. Denial Authori 
Assistant Chief of Staff, 
installations. 

The CG HCIEAST has designated the 
G-l as the denial authority for all HCIEAST 

2. FOIA. To ensure activities act promptly on all requests for 
federal records and process such requests pursuant to reference (s) 

a. The FOIA allows any person for any reason to request copies 
of agency records so long as they comply with the rulemaking of the 
agency. 

b. Reference (s) provides amplified instructions for compliance 
and implementation when processing such requests, outlines fee 
procedures and annual reporting procedures. 

3. Privacy Act of 1974. Reference (t) established the right to 
individual privacy as one protected by the Constitution of the United 
States. It also provides for safeguarding that privacy the 
compilation and use of records pertaining to individuals and grants 
them access to those records which pertain to them personally. 

a. Systems of Records Hanagers are any aSHC officials 
responsible for the maintenance of a collection of records whereby 
records are rout retrieved by someone's name or other similar 
personal identifier. 

b. The Pi'. 
opportunity and means by 
in their records. 

that s be afforded the 
en to correct any inaccuracies exist 
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Co~~and 
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1. Co~~and Chronology. Staff responsibility for preparation of the 
command chronology is vested in the Director, Base S-3. 

2. Reference. Refer to reference (u). 

3. Background. The reference establishes and annual reqJirement for 
commanders and staff sections to submit annually a Corrmand Chronology 
of significant historical events related to existing programs, new 
programs and procedures, important policy decisions, and 
experimentations with equipment and doctrine. 

29 ~ 
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CO's Conference Room 

Room 
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a. The CO's conference room is located on the first deck of the 
John A. Lejeune Hall, Building 1, and is available for use by all 
staff departments and branches of the l1CB CamLej Headquarters when 
not being utilized by the CO or XO. Reservations are subject to 
change to accommodate this primary function. The Command Staff 
Officer has primary responsibility for the CO's conference room to 
include: 

(1) Arrangement of the CO's conference room for conferences 
scheduled by the CO or XO. 

(2) Police of the room following use is the responsibility of 
the using section. 

b. Briefers are responsible for providing their owu assistants 
for the audio-visual/projection equipment. The assistants are 
responsible for getting an audio-visual brief from the Command Staff 
Officer prior to operation of such equipment. Briefers and/or 
assistants should take every effort to include preparation time prior 
to and after their use of the facilities when requesting use of the 
conference room. 

c. Departments desiring to use the conference room will contact 
the Command Staff Officer. The COm~and Staff Officer will determine 
availability and arrange for access. Security measures, operation of 
installed equipment, and procurement of additional equipment are the 
responsibility of the department or branch using the conference room. 

d. The requesting department is responsible for providing any 
coffee mess/refreshrnent set~up and removal for their scheduled event. 

30-1 
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Chapter 31 

Uniform of the 

1 Uniform of the v'fhen the Marine Corps Combat li ty Uniform 
(MCCUU) s designated by a local commander as the uniform of the day 
in garrison, the following policies apply: 

a. During the summer season, the Desert MARPAT MCCaa with 
sleeves rolled up will be worn as the uniform of the day. This will 
occur in synchronization with Daylight Savings Time, per reference 
(v) 

b. During the winter season, the Woodland IJIARPAT MCCUU with 
sleeves down will be worn as the uniform of the day. This will occur 
in synchronization with the return to Standard Time, per reference 
(v) 

c. When authorized for wear, Desert flight suits will be worn in 
the su~~er season and Green flight suits will be worn in the winter 
season. Restrictions for wear are the same as the MCCUU. 

d. Local comrranders will continue to prescribe the appropriate 
uniform for field and tac cal environments. 

e. Restrictions on 

(1) Marines and Sailors are not authorized to make enroute 
stops while traveling off-base/station except for bona fide 
emergencies, such as medical emergencies, vehicle breakdowns, or 
vehicle accidents, reference (w) applies. 

(2) Marines and Sailors may only wear the MCCUU at off­
base/station establishrnents when using drive-thru services such as 
automated teller machines (ATMs) I fast food restaurants, and dry 
cleaning services when not exi 
circumstances include: 

(a) v'\Jhen off 
centers, baby sitters, or schools 0 

(b) gas or 

the vehicle. Some inappropriate 

up children at daycare 

off up vehicles at 
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(c) At official/unofficial functions and conferences held 
off-base/station or off government facilities, this includes the 
United Services Organization (USO). 

f. to the Pol Due to the unique nature of their 
relationships th local, state and federal law enforcement agencies 
and officials, Explosive Ordnance Disposal (EOD) personnel and 
Hilitary Policemen (HP's) may wear the HCCUU off base/station for 
mission related duties only (i.e. EOD responding to found ordnance) 
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Chapter 32 

Procedures and Turnover Folders 

!::::~.":2:':',~.:':p::.'r:,o~c.':e~d::,u"r:,:,:e~s,-:a~n'5:d~~c£I!:':'.~:£;-~E.t ",,0:.,1':.'0,," e~r-'?s . Th e f r equ en t chang e over 
of personnel and problems such transitions reinforce the 
essentiality of maintaining expertise and continuity in procedures 
and operations. Implementation and utilization of desktop procedures 
and turnover folders greatly alleviate confusion and improve the 
overall efficiency of an organization. 

a. Desktop procedures are a listing of specific procedures, 
references, points of contact, and related significant information 
concerning the management of a particular billet. Turnover folders 
are files which pass on to a newly assigned individual with pertinent 
information about the billet. 

b. Not all management tools will be all inclusive or formal. 
The range and depth are at the discretion and experience of the 
commander and user. Familiarizing incoming personnel with the 
essentials of daily activities and operations is the purpose of the 
two documents. Individuals maintaining turnover folders will often 
have desktop procedures, but conversely, not all personnel 
maintaining desktop procedures will have a turnover folder. 

( 1 ) Procedures 

(a) Maintenance. Desktop procedures are generally 
applicable to billets involving administrative and management 
functions vice operational activities. For example, desktop 
procedures are appropriate for a supply clerk or dispatcher, whereas 
they may not apply to a driver or mechanic. 

(b) Content. Normally, desktop procedures will include 
such items as current references, daily routines, inspection 
checklists, procedures for carrying out required duties, billet 
description, telephone numbers of individuals who t need to be 
contacted, and reports required, 

(2) Turnover Folders 

(a) Maintenance. Section heads and individuals in 
lar turnover folders. 
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(b) Content. Turnover folders include information about 
policy, personnel, status of pending projects, references, management 
controls, functioning of the section, and ways and means of 
accomplishing routine and or infrequent tasks. Also include corrmon 
discrepancies noted during past inspections by the CIG, IGMC, etc. 

32 2 
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Chapter 33 

Electronic E-mail 

1. 

a. E-Mail sent over United States Government systems is the 
property and concern of the United States Government. Individuals do 
not have a right to privacy when utilizing the E-Mail system. To 
protect the United States Government and MCB CamLej from potential 
embarrassment, users of the E-Mail will adhere to the following: 

(1) E-Mails will contain no obscenities. 

(2) E-]\iails will contain no unprofessional comments. 

(3) E-]\iails will contain only language which would pass any 
legal or standards of conduct purview. 

b. Under no circumstances will ]\iCB CamLej personnel contribute 
to, embellish, or forward any inappropriate E-Mail. Upon receipt of 
an inappropriate E-]\iail, the recipient will report its receipt to the 
Director, Base S-4/6/BPO. 
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1. Dai The normal daily routine for MCB CamLej 
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o 

Headquarters is Monday through Friday (0730-1630). Department Heads 
will assign officers and enlisted merr~ers of their staffs to duty 
sections which will provide qualified personnel during non-working 
hours. Department Heads may authorize absences during working hours 
for special purposes or events, corrmensurate with workloads and duty 
requirements. 

2. Federal HoI U.S. Navy Regulations 1990, sets forth 
designated Federal Holidays and states wherever the designated 
holiday falls on a Saturday, observe the preceding day as a holiday; 
whenever the designated holiday falls on Sunday, observed the 
following day as a holiday. Section IV, of reference (x) governs the 
extension of regular liberty in connection with holidays. The Base 
S-l Administrative Officer will publish annually the proposed holiday 
routine for MCB CamLej commands via Naval Message and will also post 
it on the Adjutant's ,·Jebsi te. Holidays are as follows: 

a. New Years Day, the first of January. 

b. Dr. Martin Luther King's Birthday, the third Monday in 
January. 

3. 
Spec 

c. President's Day, the third Monday February. 

d. Memorial Day, the last Monday in May. 

e. Independence Day, the 4th of July. 

f. Labor Day f the first 1'Ionday in September. 

g. Columbus Day, the second Monday in October. 

h. Veterans Day { the 11th of NOVerftDer. 

1. 

J < 

normal 

fourth In Noverrtber_ 

the 25th of December. 

The 
responsibilities 
hours are 
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