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1. Sicuation. Order promulgetes the official orgaenizatlon
end funcrions of Marine Corps Base, Camp Ledeune (OB Camle’)
and publishes command and staff actiong in thig Hesdguartars to
promote uniformity in staflf procedures.
DISTRIBUTION “TATE””\” A:  Approved for public release;
distribution is ' y




Z. Cancellation. BO B5400.3K
3. Mission
a. To promulgate organization and functions of MCR CamLed

and provide command guidance and procedures in accordance with
the references.

. Summary of Revigion. This Order was revised zo
incorporate Chapters 17 tnrough 34, it snould be reviewed in its
entirety.

4. EBxecution. Staff sections and MCB Camled installation

commanders will engure compliance with the contents ¢of this
Order.

5. Administration and Logistics. Your comments and
recommendations concerning the contents of this Order are
invited. TForward such recommendations to the Director, Rase §-1
(Attn: S-1 Administrative Officer) via the cognizant staff
gection.

6. Command and Signal

a. Command. This Order is applicable Lo Marine Corps Base,
Camp Lejeune.

b, Signal. This Order 18 effective the date sicned.
=ignal g
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Chapter

Marine Corps Base

L. Mission. The mission o
and logistic support for Active and Reserve Components and to
provide mobilization and deplovment support to these units
during exercises and contingencies. »Aecomplishment of this
mission requires operation and wmaintenance of MCB Camle’
training and support facilities; provision of a wide range of
municipal services o inciude security, 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 Lejeune military community; and the
management and preservation of our natural resources and
environmentali integrityv.

MCB CamlLed is o provide training

Tl

Q& h

9]

2. Congept of Organization

a. PBase Command (Contained in Headguarters and Support
Battalion).

b. Headguarters and Support Battalion.

c. Weapons Training Battalion.
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Chapter 2

Commending Officer

i.  Commancing Officer. The Commanding Cfficer (CO) carries out
the mission of MCE CamlLe] as assigned by the Commanding General,
Marine Corps Installiations East (CG MCIEAST). The €O maintains
liszison with Commander, U.S8. Marine Corps Bases, Atlantic
{COMMARCORBASESLANT) and all other military commands as well as
with Federal, State, county, and municipal agencies as reguired.
In addition, the CO represents and uphoids the interest of the
Marine Corps and the Federal Government in communiiy relationsg
matters.

2. Executive Cfficer. The Executive Officer (X0} is
regspongible to the CO for all activitieg of the srafif sections.
The X0 directs, coordinates and supervises thelr acitivities and
issues staff instructions in furtherance of the CO’'s decisions.
Wnen reguired, the X0 initiates command and staff action to
resolve actual and/or anticipated problem areas. The XC allots
the detailed work of preparing correspondence, alternative
courses of action, reports, plans, orders, and instructionsg,
reviews the resulting drafts and submits the completed drafts
for the C0's approval. The X0 may recommend to the CO policy
changes and/or specific courses of aciion. The X0 remains
currently informed of all situations t©¢ ensure preparedness for
future eventualities to include unusual developments cocurring
after normal working hours. The X0 ensures establishment and
maintenance of lisison with higher, subordinate, and tenant
commands. The X0 performs such other duties as the CO may
specifically direct.

3. Sergeant Maior. The Sergeant Majior, MCB Camles ig the
senior eniisted Marine assigned to the Base Command, The
Sergeant Major advises the CO on matters periaining to enlisted

o]
personnel and assigte in the pericrmance cf the CO'z duties.
The Sergeant Majcer will perform such other dutlies ag the CC may
specifically direct.

Cfficer prepares,
for social events
hosted by th ;. Az wras nilleating, und transvortation and
ciher suppo : 3 Sirms official calls
cn the £0 o gsistance Lo
=

reguesters. Tuncti b i ya assistant to fthe
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X0, and as such maintains calendar and coordinates meetings for
the X0 with appropriate departments.

5. Community Plans and Liaison QOfficer (CPLO;. The CPLC is
responsible to the CO for establishing alliliances with local
agencies, private conservatorg and local landowners to jointly
identify and acguire real estate interests surrocunding MCB
CamLe’ to achieve mutual land use geals. The CPLO igs also
regspongible for assisting the CO in obtaining community support
for urgent or unanticipated encroachment opportunitiss and
military initiatives that may affect community interests.

5. Bgual Opportunity Advisor {(EOA). The EQOA serves as the
principal advisor to the CO. Responsible for planning,

formulating, isgsuing, communicating and assessing the MCB Camle’

military BEgual Opportunity program which is to ensure failr and
egqual treatment for all personnel regardless of race, age,
gender, color, national origin or religion. Additionaily, the
EOA drafts (Special Interest/Emphasis dave/months) messages in
coordination with the Ad-ijutant for the CC‘s approval and
release.

]
b
]

£
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1. Mission. The Dirvector, Base B-1 iz the principal gtaff
assistant on matters pertaining teo military and civilian
MENpower management, positlon management, Table of Manpowery

requirements, and miscellanecus administrative functions not
specifically assigned to another general or gpecial staff

fficer. The Director, Base S5-1 is resgponsible for officex
assignments, uniform regulations, militarv/civilian
awards/decorations, public service awards, the adminlistering 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 personnel. The
Director, Base S5-1 exercises staff coordinaticn for the Camp
Ledeune Dependents’ Schools 8ystem and the Civilian Human
Regources Dffice - East, Camlel Cffice.

2. Civilian PHuman Resources-Zast (CHRO-BAST). The Director,
CHRO-EAST is the principal authority for human rescurces and 1s
responsible for the oversight, coordination, and delivery of
Civilian Human Resources services Ior MCIBEAST. Services include:
National Security Personnel System (NSES) coordination,
recruitment, staffing and classification, emplovee and labor
relationg, Egual Bmployment Opportunity {(EEQ), and the Workers'’
Compensation Program. The NSPS Program Coordinator implements
NSPS by advising management on human resources issues. The
Staffing and Classification Adviscory Division provides
operational and advisory support for competbitive and
noncompetitive recruitment initiatives, as well as full
nmanagement advisory support on matters relating to
classification management. The Labor and Emplovee Relations
Office provides labor/emplovee management relatlions advisory
services inciuding union negotiations adverse actions,
grievances, periformance management, and represents management in
third party situations or union negotiations.

&. MNational Security Personnel Svystem (NSPS). NSPS ils the
; i Resources Program for the coordinetion,

ing and classificaction, emploves and iama

for &ii NON-DArgaining empliovess.

irplements NSPS by advising ma“agemeni on
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. Staffing and Classification Advisory Division. Provides
op@rat&onaw and acvisory supncrb for competitive and
noncompetitive recruitment initiatives, as weil as full

managementc aﬂ‘fiSO"”V services on matters Ye¢au“-g Lo
ciassifiication man agement.

¢. The Labor and BExplovee Relatiops Office. rovides
labor/emploves management relations adv gory services ingludin
union negotiations, adverse actions, ievances, performance

management, and represents management im third party situations
or union negotiations.

d. The Zgual Emplovment Office (EREQ). Delivers a range of
human resources personnel processing functions, inciuding ERO
Counseling, Alternative Dispute Resolution, EEQ case processing,
Affirmative Emplovment Programs, Special Emphasis Programs, and
Reagsonable Accommodations.

3. Plans and Operations Divigion. Assisgte and manages matters
pertaining to Reguests for Personnel Action, Individual
Augments, Headguarters Marine Corps (HQOMC) Promotion Boards, all
Manpower taskings, Military and Civilian structure processes,
Letters of Allowance, and Tables of Organization.

4. Administrative Division

a. Administrative Qfficer. Provides adminigtrative support
to the CO and Subordinate Installations Commanders. Responsible
for marnaging FOIA reguirementg, the Privacy Aot of 1574 and the
commands Forms Management Program. upervises the preparation
of congressional ingulries/gpecial interest correspondence and
reviews and staffs them appropriately. The Administrative
Officer reviewsg and releases message traffic for the Director,

Bage S-1. The Administrative Officer is the zespOﬁsible officer
for all garrison property, and serves as the Building Manager
for Ledeune Hall., Additionally, the aﬁménzstrat¢ve Officer

serves as the Assistant Sec; ity Manager and Assistant Top
Secret Control Officer.

raegononsible for:

nam¢“ﬂstrat;ve reami:@m@nts
-

Hor mboréiﬁaﬁe csmmanﬁs; prepa
: Caff
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program; processing personal, unit, and special awards, managing
the Cagualty Agsistance Program; maintaining command
correspondence files; managing the acguisition, distribution
control, and accountability of the command’s publications and
manages the Directives Control Point (DCP); managing Lo
command’s Records and Reports Management programs; the Voter
Registration Program and the Command Duby Watches.

o,  Security Manager. The Security Manager falls under the
gtaff cognizance of the Administrative QOfficer and is
respensible for the implementation and conduct of the
Information and Personnel Sscurity Program within MOB Cami.ej by
providing for the safeguarding, transmission, and destruction of
clagsified information; ensuring the timely submission of
background investigations and periodic reinvestigations on
individuals reguiring security clearance eligibility; and
authorizing initial and continued accessg to clagsified
information to those personnel who reguire access in the
interest of national security. The Security Manager also serves
as the Top Secret Control Officer and maintains the Secondary
Contrel Point (5CP) for storage of classified material.

5. Manpower Division

a. Manpower Officer. The Manpower Officer plans and
supervises the classification, assignment, transfer, retirement
and repliacement of enlisted personnel; monitors and supervises
the Fleet Asgistance Program (FAPY; directs and supervises the
preparation of persomnnel reports; and prepares various travel

rders for persconnel of MCE Cambe] and acts as the Camp Lejeune
Reception Center (CLRC) for military mempers checking in aboard
the Base to act on assigned orders. The Military Personnel
Cfficer exercises cognizance/supervision over all humanitarian
transfer reguests; the operation of the Central Identification
Card Tgsue Brancn Defense Zligibility Enrollment System (DEERS)
and the Real Time Automated Personnel Identification System
{(RAPIDE), to inclilude issuance of dependent and retired
identification cards; identification cards for appropriated and
non-appropriated fund emplovees; commercial solicitation
aurhorization; vendor and contractor pervsonnel identification.

. Reserve Lisison Office [(RLOY

i Provides program supporn, revigwg and assegses
Regerve applicants Tor planned or emerging manpower

=i

(%)
i
LA
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}1

f secticons. Identifies staffing shortfalls, coordinates
th Marineg Corps Prioxr Service recruliters Lo accomplish
affing goa$s Supervises administrative processes in
ceordance with Department of the Navy regulations. Directs all
‘uO correspondence and assists with reviewling and, implementing
applicable DoD, Navy and Marine Corps directives. Develops an
coordinates specific staffing plans; maintains updateg and
modifieg plang. Estimates and agsesses rescurce {human and
other support) reguirements and monitors status of all aspects
of Reserve personnel {(to include Individual Mobilization
Augmentee {IMA} Detachments manning levels) for all
organizations within MCB Camlej. Provides planning,
coordinating and scheduling Reserve support for contingency
operations, peacetime exercises, events and other reguirements,
Monitors and assiste in the development, implementation,
operation and maintenance of Reserve gpecifiic data systems in
support of MCBE CamLedj. Develops Jjudgments, inferences,
agsumptions and concliusgions as to the affect Reserve gpecific
plang have on current and future activities of MCE Camlej.

{2) Formulates and revises the Command’'s Reserve
Appropriated Budget Reguirements for the coming fiscal vear.
Frovides substantive management services in cost analysis,
fiscal planning and administration of annual appropriated fund
Regerve Budget. Provides support and advice on the status and
avallapllity of funds in multiple MCB CamlLej Reserve budget
accounts. Monitors the use and expenditure of Reserve specific
funds. Prepares reports on the status of Reserve gpecific
funds, expenditures and obligations as reguired by higher
authority. Recommends procedures for preparing documenting,
validating and presenting resouxrce reguirements to higher
authority. Prepares detalled plans, budgets and schedules forx
azsigned projects and participates with senior officers in
fiscal planning. Maintaing cognizance over MCB CamlLes Reserve
specific fundg. Responsible for the day-to-day nanagement and
administration of the RLO's and IMA Detachment's budgest.
Provides support and advice on reprogramming and realigning of
avaliable Iunds and funding levels due Lo changes 1n suppori
levels and mission reguivements.

(3} Conducte IMA Program reviews/rese ch and provides
advigory services on substantive Reserve issu to assgess the
effectiveness of program operations. Plans, conducts and

[
§

g

Gfud

ing and placement of Regerve personnel for all Headguarters




evaluates ressearch on Reserve 1ssues o assess the effectiveness
of MCB Camled IMA program operations. Analvzes and evaluates
guantitative effectiveness of program operaticons in meeting
established goals and obiectives. Collects, reviews, evaluates
and interprets data. Presents findings, optiong and
recommendations via briefings, staff reports, proiect papers,
etec. Performs substantive information reviews of interrelated,
functiong, monitors and advises on control and maintenance of
docurents, files, forms, records, etc., to promote
organizational efficiency. Regceives, procesgses and monitors IMA
Detachment applicationsg, and coordinates with IMA 0IC and
division heads on assignments 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. Controels and
coordinates orvder writing for Regserve personnel for Active Duty
for Operational Support {(ADOS), Annual Training (AT), Inactive
Duty Training (IDT} Readiness Management Periods, and
Additional Training Periods. repares formal study reports,
briefs study findings, results to genior officers.

¢. Career Planner. The Career Planner performs duties
under the cognizance of the Manpower Cfficer. The Career
Planner plans, coordinates, and maintains a broad Carser
Planning and Retention Program at the Base level with the
objective of retaining the maximum number of qualifiled Marines;
asasists unit commanders as reguired, in counseling all Marines
regardless of rank or time in service, regarding thelr carger or
potential career in the Marine Corps or civilian life.

§. Postal Division. The Congolidated Post Office combines
pergonnel and assets from MCB Camlej and 2d Marine Logistics
Group (MLG). It consists of a main administrative office and
five unit post offices located throughout the MUB Camler
complex. The CO MCB Canlej exercises operaticnal control of the
Consgolidated Post Office and all unit or installation COfficial
Mail rooms. or deploved postal support for ail
Fleet Marin univs aDOa”d JCE CamlLed is under the

cognizance MLG. The administration of vpostal
affairs within tl rmand post offices thereof, including those

provision of a postal directory service
ail be under the cognizance of the

and admi
i ’ gponsibilities include the detailed
Jlags =

upe s alrs within the command; coorvdinating
the receipt, and dispatch of wail for all

(9%
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organizations/units located on MCE CamLerd; investigating postal
irregularities; liaison between civil and military posza;
authorities concerning postal matters affecting the command;
and, conducting unannounced auditg/inspectionsg ¢f the
Congolidated Post Office/unit post offices and all unit mail
rOOmS .

7. School Lialson Officer (SLO). The 8L0O serves ag the
installation representative and subject matter expert Lo assist
parents of school-aged children K-12 on educational matiers
relating to public, private, and home scheooling. The SLO works
in concert with the local public school community, Dol Education
Activity schools (DoDEA}, community organizations, and MCCE to
advocate, coordinate, and educate partners on matters related to
military c¢hildren. The SLO plans and develops the School
Lialson Program, fosters partnerships, provides technical
assigtance, conducts transgition programming, analvzes data,
makes recommendationsg, 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. MCB Installation Personnel Administration Center (IPAC).

The IPAC has cognizance ovey personnel administration for all
comnands located aboard Camp Lejeune. The IPAC is a centralized
activity under the operaticnal and administrative command and

control of the CO {Attn: Director, Base S5-1), MCB Camlej.

a. IPAC. The IPAC is located in Building & and the inbound
and outbound procesgging is located in Builildings 5% and 80 (Camp
Lejeune Reception Centey), aboard CamLej. The IPAC will
function as the single centralized center on MCR CamLed
providing personnel administrative support for all supported
organizations. Administrative Service Centers are located at
most camps on Camp Lejeune. Those locations are:

Administrative Ssrvice Center, Bldg MI130C Camp Johnson
Administrative Service Center, Bldg TC837 Camp Geiger
Administrative Sevvice Center, Bldg BRBLZ, Court Housse Bay

. The migsion of the IPAC is to consoliidate the
chnical personnel administrative ewpertise at & centrelized

g

&
ceation, to provide the hichest lity personnel
o ) b 4

n o poSsible to unit Cawwa“éezz, vhe individual

members.
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c. IPAC Respongibilities. The responsibilities of the IPAC
include, but are not limited to, the following:

{1} Provide administrative support in responss to
Personnel Action Reguests (PARs) from individual Marines or
command representatives.

{2} Ensure all diaryy reportable iltems are coryectly
procegsed in MCTFS via unit diary within three working davs of
receipt of wvalidated source documents.

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

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

(5} Prepare and distribute separatmon documents, This

also includes processing reguests for retirement and transfer to
the Flest Marine Corps Reservsa.

(€} Issuing and accounting for electronic meal cards.

(7) Process bond and allotment reguests that cannot be
entered using a MyPay account.

{8) Monitoring enlisted promotion eligibility and
submitting reguests for remedial promobions.

(%) Monitor eligibility for awarding of the Good Conduch
Medal.

(10) Coordinate with unit Limired Duty Coordinabtors Lo
track gpersgonnel on limited duty statusg and report any changes to
duty status and limitation codes.

{11} Conduct new Zoin, triennial, pre- and post-
deployment audits. Deplovment audit 1 dinclude review and
update of Basic Individual Records (BIR)Y, Serviceman’s Group
Life Insurance {(8GLI) and Record of EZmergency Data (RED) priovw
to departing and upon return from unit deplovments in excess of
0 davs.

e
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(12) Provide personnel administrative support to unit
comnanders to include deployment support as reguired.

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

(14} Provide administrative/backup support for MOL, and
Defense Travel System (DT8). This includes alsc providing any
adminigtrative assistance that mayv be needed from commnanders and
Marines.

(15} Support commanders and Marines with flex Customer
Service hours and/or support as needed.

{16} Coordinate with G-1 Personnel for all New Join
arrivals and Assignments.

9. Identification Card Center {EDCC)

a. IDCC. The Marine Corps Base Camp Lejeune Identification
(L );Defense Enrollment Eligibiliity Reporting System (DEERS) and
the Real Time Automated Personnel Identification System (RAPIDS)
center provides administrative assistance for all service
members (active/reserve/retired), famziy members of service
members, government emplovees, appropriated and non-appropriated
fund emplovees, commercial solicitation authorization, and
vendor and contractor personnel.

b. The Director, IDCC issues identification cards at the
Camp Lejeune Identification Card Center in Bui?ding 89, Molly
Pitcher Drive located in the Camp Lejeune Reception Center. The
hours of operation are novmally 08630-18400 Monday through
Thursday and 0630-1600 on Friday. The IDCC ig closed on Federal
Holidavs.

¢. HMission. The %iggio” of the IDCC 1s to enforce
regulationsg and establish procedures for issue and recovery of
all Lﬁenu::;car» n cards \um”itazv and civilian). In addicion,
the DEERS/RAPIDS provides a COWQUueV4z@ﬁ information service Lo
the enrolliment of individuals eligible for Uniformed Services
penefics in order to reduce potential fraud, waste, and abuse
nefi

Py
assoclated with Oy‘“&**’l;*}‘g be La.,
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Chaprer 4

Director, Base $-3

-

1. Migsion. The Director, Base 5-3 is the principal staff
asgistant to CO MCB Camiled in matters pertaining o
crganization, training and current and future operations.
Provideg training support for the operational forces and formal
schools abcocard ¥MCRB Camle; as well as for doint exercises and
other services. It is the principal staff agsistant for
military and appropriated civilian training; plans and
operations; assegsment, design and development of training
ranges/facilities, combat camera supporbt. Exercises staff
coordination for the Weapons Training Battalion and Deployment
Processing Command-tast/Reserve Support Unit.

2. Operationg and Plang {O&P) Division. The 0&P Divisgion is
responsible for all current and future operations conducted
aboard MCB Camled. This includes planning, coordinating and
superviging employvment operatlion and management of the
Installation Emergency Operationsg Center (EOCY. The 0&P
Division ig also responsible for developing, authenticating,
exercising and ensuring distribution of operations plans and
orders; developling contingency planning; pianning for command
gsecurity (Operational Security (OpSec)); Defense Readiness
Reporting System (DRRE) reporting; Force Depioyment 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
R@Sponse Plan (NEP) and National Incident Management Systen
NIMS) to ensure interoperability between higher h@aéquart@rs,
1nSta*1a ioms, tenant commands, other services and the civilian
community. Coordinates Defense Support te Civil Authorities
{DSCA) and has Staff cognizance forx Combat Camera [COMCAM) .
Plans, coordinates, and executes command visits,
varades/ceremonieg, training support for other Services and
allied units, and coordinates MCE Camler installation s“ppaxt
for all major exercises. The (&P Division also has staf
cognizance for completing the annual command chronol qu

ionally ready training
C@S and manguver aAreas
13ible for the safe, effic;




aboard MCB Camle?. The RCD schnedules, de-conflicts and inspects
all training use aboard MCB Camlel as well as provides Zxplosive
Ordnance Disposal, Navy Boat Crew supporit and 0IC/Range Safety
Cfficer (RS0O) certification training.

4., Range Development Divisicn (RDDY. The RDD is responsible
for continuous assessment, planning, and design of MCB CamlLesi’'s
training ranges and facilities to ensure the operational forces
and formal gchools meet thely training reguirements. Tarough
research, comprehensive planning, envirzonmental protection,
multipurpose range designs, and ¢lose coordination with tenant
commands, the RDD incorporates simulation devices, training
systems, and conducts training/facility modernization for MCB
CamLed.

5. Modeling and Simulation (M&S) Division. The M&S Divigion is
responsible for providing systems architecture, facilities and
technology support for training, operationg 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 newlv-fielded ground training systems, simulation
devices and Command, Control, Communication, Computers and
Intelligence {C4T) technologies into the training continuum and
operating practices of Marines 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 Regource
Centers, video teleconferencing (VIC) and video teletraining
(VIT) services. In addition, the branch provides budget,
suppiv, and information technology {(IT) support for the Rage 5-3
bepartnent.
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Chaprer 5
Director, Base $5-4/5-5/BP0
1. Mission
a. The Director, Base 8-4/85-6/BP0 is the principal staff

assistant to the CO, MCB CamLei for & wide rangse 0f buginess
logistics, information technology, and communication support
services for the Base and tenant organizations. Base
S-4/5-6/BP0 provides business operationg analvsis and planning
support, customer relationship and workforce support gervices,
information technology and communications support, knowledge
management, supply chain management, trangportation support,
procurement support, and operational logistics support. This
position has operatiocnal control cover the Bugsiness Performance
Office, Customer Relationship Management and Workforce Support
Divigion, Communications Services Division, Command Information
Gffice, East Ccast Reglonal GEOFidelis Center {(GEOFIEAST), MAGTF
IT Support Center (MITSEC), Operations Division, Traffic
Management Office (TMC), Motor Transport Division, Food Service
Divigion, and the Supply Management Division of the Base
~4/8~-6/BP0C Department.

L. 7The Director, Base S$-4/5-6/BP0 provides administrative
control and coordination of civilian personnel matters for the
civilian emplovees assigned to the 24 MLGC Maintenance Cadre;
Pregervation, Packaging and Packing Platoon:; and fhe Ammunition
Supply Point.

c. 'The Director, Base 5-4/§5-6/BPC also provides staff
coordination with the Defense Commissary Agency, Defense
Reutilization and Marketing Office, the Defense Information
Syatems Agency, CGeneral Services Administration, Defense
Logistics Agency, and the Defense Document AZutomation and
Production Service sgites at Camp Ledeunse.

Z. Bage ¥otor Transport Divisi Cﬂ {(BMT) .  BMT manages t%e

srocurement, allocaticon, operation, and maintenance of garrison

mokbile eguipment within the ECB Camwejﬁxew River GQ%@;@Xw This

Division ig responsible for providing gafe and

reliable commarcial vehicie support utilizing the minimum number
o meet @SSEﬁZiﬁL trangportation needs for HOEB
Jactivities, MCAS New River, and IT MEF Cperating
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3. Business Performance Office (BPO). BRBPO provides
coordination, oversight, review, and conscolidation on a variety
of business related programs and lssues at MCB Camp Lejeune.
The BP0 manages the Continuocus Process Improvement Program, the
development and maintenance of the Basgse Balanced Score Card
Program, and provides Act4vitv Based Costing (ABC) Model review
support and data normalization. The BP0 manages the Base
Support Agreement Program, coordinating agreenents an
maintaining a repository of all active agreementis. The BFO
provides liaison between higher headguarters and Base on planned
and existing competitive sourcing initiliatives and studieg [(i.e,
A-76) including audits, planning, and implementation. Tne BPO
also assists with regional structural and process reviews
analvysis.

4. Command Informatiopn Qffice (CIO}. CIO serves as an
Information Technology/Information Management {(IT/IM) Center of
Excellence by providing functional area managers with IT/IM
services thal enable svyvstems engineering, integration,
management, capital planning and 17T acguisition, end-user
support, and information sharing through an enterprise
architecture representing a reliable framework of business
svstems and applilcations that align with MCIEAST and Marine
Corpg strategies. The divisgion provides policy and guidance on
issues regarding IM/RKM and the alignment of IT investments Lo
pusiness pricorities and strategies. CIO supports the effective
uge 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.

5 Communications Services Division (CSD). CSD provides voice,
cable infrastructure and electyonic communications support Lo
the MCE Camled complex. This Division insgtalls, operates and
maintains the Base Telephone System, cabkle infrastructure and
the Base Trunked Radio Svstemnm. The Division algo provides
electronic mailntenance, communications, cell phone support an
public address egulpment and services Lo Base and tenant
commands. The Division is responsgible for circuit planning and
management, cable plant naintenance, fxequenC? (spectrum}
management and coordination of wireless voice communication

;:-\;;ppo,; T.

it

5 Customer Relabtionship Management and
Division (CRM) . ORM provides support ze§;
hum

an rescurces, TAD, Interactive Cus+04
command level speclal proiects. The divi
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administrative support te the Director/Deputy. The division
manages a Supplyv Section responsible for purchasing material for
the 5-4/5-6/Business Performance Cffice, MAGTF IT Support
Center, Rast Coast Regional GECFidelis Center, and
Communications Services Division.

7. ERast Coast Regional GEOFidelis Center (GECFIEAST). In
accordance with Marine Corpg Order 11000.Z%, GEOFIZAST 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 cother government agencles. GECFIEAZT
provides regional and installation functional area managers with
an integrated Geographic Information System (GIS) that enables
operational planning, analyvsis, and decision support. GEOFIEAST
promotes information sharing and visualization of a geographic
common operaticnal picture through an enterprise architecture
representing a reliable framework of business svstems,
interactive mapping web services, authoritative databases, and
geospatial applications that align with Camp Lejeune, MCIEAST,
and Marine Corps strateglies. As the regional office of primary
regponsibility for the Marine Corps GEOFidelis Program,
GREOFIEAST provides program management oversight, peolicy and
guidance on issues regarding geospatial information and services
and the alignment of geospatial data collection initiatives and
investments to husiness pricorizies and strategies. In
coordination witin the Regional MAGTF IT Support Center (MITSC),
GEOFIEAST provides technical support to sustain all geospatial
svystems, aubthoritative geo-databases, interaciive mappling web
services, and web portals hosted, including Server/Systems
Management, Incident/Proplem Management, Change/Configuration
Management, Data Management, Mapping and Analysis, and Service
Level Management as related to the Marine Corps GEOFidelis
Frogram.

2. TFood Serviceg Division {(FSD). FS8D provides administrative
and operational food services support to ensure that gualiify
meals are provided to gervice personnel authorized to gubsist at

government expense in all Marine Corps mess halls on the east

coast. Food Service alsc oversees the East Coast Regilonal Food
Serviceas Contrach, ensures contractor’s mperformance, and advises
the CO, MCB Cambed on all matters pertaining fo the Marine Corps

Food Service and Subsistence program.

] MAGTE I7T Support Center {HITSC;. The MITEC provides Navy
and Marine Corps Intraner (NMCI) coversight, Classified Network
Services, Non-NMCI Network Services, 24/7 IT Help Desk Sarvices,
TRMS and Informablion Asgurancs (IA). The MITSC provides support

Lot

5
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for IA tzai?iﬂg, compliance and certification of svstems and
Network @ncClaves, Oversees and maﬂages the NMCI unclasgified
gervices. The MITSC ensures compliance with the Federal

Information Systems Management Act o report Lo higher
headguarters and all classified network services on the Secret
Internet Protocol Router Network (SIPRNET;.

0. Operations Division (OPS). OPS coordinates operations
staff functions of the varicus Divigions within the Department
and oversees and monitors all logistics related operations of
tenant commands. The Division aiso coordinates logistical
support for both tenant and visiting customers for special
events and various exercises conducted at MCR Camle’.

11. Supply Management Divigion {SMD). SMD provides end-to-end
supply chain management for RBase and tenant organizations
including Personnel Support Eguipment, collateral eguipment,
planning and procurement, furniture management for Bachelor
Enlistment Quarters (BEQ), intermediate and retail operations o
Direct Support Stock Contreol funchtions, fuel distribution,
warehouse modernization, property accounting and disposal
gervices. Thig division is responsible for planning and
supporting innovation e-business solutions that improve the
level and guality of supply chain support to all users at MCB
Camler.

i

12, Traffic Management Cffice (TMOY. TMO is located at
Building 1011 in the industrial area and is responsible for
providing effective and efficient traffic management services Lo
MCB CamLeqd and MCAS New River, with additional traffic
management policy promuigation for MCIEBAST. These services
include close coordination with U.8. Transporiation Command’s
Transportation Component Commands {(Air Mobility Command,
Military Surface Deplovyvment and Distribution Commend, Military
Sealifr Command), Defense Logistics Agency, II Marine
Expeditionary Force (II MEF), U. S. ¥Marine Corps Forces Special
o g Command (COMMARFCRSEOC) and cother supported and
supportiﬁg commands Lo provide frelght transportation and
distribution, personal property and pasgenger services and
operate Lhe Ea + Coast Personal Hffects and Baggage Center,

0.

5t
|
e
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Chapter 6

Dirvector, Installastions and Environment {(I&F)

. Mission. The Director, I&E 1s the principal staff assistant
oy the planning, coordination, and supervision of :
managements, planning and housing, and environmental management.
The Directcr. I&E exercises this respongibility by the direct
control and accomplishment of gpecific functions ¢f the
Ingtallationg and Environment Departwent and by staff cognizance
over the Installation Development Division, L
Division, Family Housing Divigicon, Bachelor Housing Division,
and Environmental Management Division.

Fhoe

~

2. Installations Development Division. The Director,
Installation Development Division is responsible for planning,
preparations and submigsion 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, modifving or demcolishing
class Il real property aboard MCE Camledj; provides liaison with
HOMC on all Shore FPacility Planning and Programming ilsgsues;
prepares Basic Facility Regquirements and Facility Planning
studies in support of organizations assigned to CamLetd;
coordinates with HQMC on the annual preparation of Camp
Lejeune’'s Facility Support Reguirements; determines space
requirements, utilization and makes space asgignments for all
MCRB CambLes non-housing facilities:; conducts space utilization
studies in an effort to maximize facility usage; provides

iaison between tenants and MCB CambLej for space regquirements;
maintaing all class I and class I1 real property record data;
maintaing real property data contained within the Naval
Facilities Assets Database; maintains data lavers in the Base
Geographic Information System that pertains fo Facility Planning
and Base Master Planning.

3. Public Works Division

. The Public Wor iz responsible for all
Raeal Property Mainten RPMAY for MCOR Camber and
MCAZE HNew River. Thes include The malintenance
and repaitr of all buildd grounds, paved
surfaces, streets, utilit other real properity
facilities; preparati of matiocr regalir projects:
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management and implementatiocon of the locally funded Minor
Congtructlon Program. Further responsibilities include
execution of other engineering support services such as pest
control, refuse collection {(lessg family heousing), landfill
operations, railroad management and track maintenance, limited
repair to specifiied government-owned instailed equipment and
industrial plant eguipment {(Classes 3 and 4), and operation of
Onslow Beach Bridge. Other primary responsibilities are the
operation, distribution, and/or purchase of ucilicies {(water,
steam, sewage, electricity, natural gas), and the management of
an effective uvbilities conseyvation program. The PWO also has
the responsibiliity for the planning, programming, budgeting and
management of all human, financial and material resources used
in the accomplishment of the Facilities Sustainment Restoration
Modernization {FSRM) mission.

. The PWO's regsponsibilities also include providing
engineering and technical support for Base components, including
preparation of architectural and engineering studies, designs,
and cost estimates for special proiegts; preparation of
drawings, specifications, and cost estimates for contracts for
maintenance, repaly, alteration, and new construction of Base
facilities; review of Contractor’'s submittals of materials and
equipment te be used in the contracts; conducting special
engineering investigations and preparation cof reports associated
therewith; cognizant control of survey works as reguired;
maintaining in a current condition, all plang and other drawings
of the Base and facilities; and negotiation, control, and
administration of alil agreements involving real property under
iicense, lease, permit, or easement which concern the interest
of MCE CamLe’, management and administration of facilities
support contracts, including preparation of plans and
speclifications, inspection and management of facilities gervice
contracts. In the PWO’'s capacity as CIC of Construction, MCB
Camblej, and under authority delegated by the Atlantic Division,
Naval Facilities Engineering Command, Norfolk, Virginia,
contracts are awarded and adminigtered. These contracts are for
Architect~Engineer Services, and the maintenance, repair,
alteration, and new consiruction of Base facilitles.

4. Tamlily Housing Division. The Director
Division is responsible for the adm
Fel
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operation of
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are not limited to, preparation and analvsis of housing SUYVEYS,
management reporis, and studies; planning and programming for
acguisition of familv housing; planning, programm¢hg, and
budgeting for operation, execution of the Family Housing Program
authorized Dy Congress and allocated by HQMC; promotion of
occupant relations; implementation of a Housing Referrsl Program,
ensuring egual opportunity in off-base housing:; and inspection
of leaged housing. The Director of Military Housing falls under
the staff cognizance of the Director I&E. The Divector is
responsiblie for the oversight of the pariner’s Property
Management Organizatlon, Community Management Operations,
Maintenance Operation and Leasing Operation to ensure personnel
policies and practices are in place and carried out in
accordance with the Management Plan, and policies promuligated by
the Commandant of the Marine Corpg and the €O MCB CamLed.

5. Bachelor Housing Division. The Director, Bachelor Housing
Diviglon ig tasked with management and coversight of Camp
Lejeune’'s Bachelor and trangient housing programs. This
Divigion workg closely with the Maior Subordinate Commands
{MSCs) and tenant commands aboard the Base to provide technical
expertise on bachelor and transient housing concerns and
management. The Divigion is responsible for succegsful
accomplishment 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 Military Construction Program.
The collection, compilation, and gsubmission of barracks
ovcupancy reports for use within the Base structure as well ag
to higher headguarters are also periormed. These reporis are
also used as a basisg for analvsis of current and future barracks
reguirements for individual units. Recommendations for
reallocation of barracks space based on reguirements are made by
rhis Divigion. Basic Allowance for Housing authorizations for
bonra f£ide bachelor personnel in the grade of B and below are
performed by this Division. Except for fhe MCAS New River, the
Director, BRachelor Housing Division is responsibie for the
administration and operation of a centralized Bachelor Housing
Office with divect operational control of the Bachelor Cflicer

nd SNCO Billeting Program Included are vesmorsiLiiit%es for
Qiiieziag procedures for permanent and transient occupants,
. .. L

- b

et preparation, occupancy and fizgcal reporisz. Submigsion of
ac%elgz Housing Survey and Utilization Reports, furnd
ries and related supply fuﬁctieng, maintenancs i’
-xchazg@f uilding o L 3 i
-

a
cf Bach@lor Gfficer Quarters and Eachelor bﬁ*;S”@é Ouarter
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{SNCO and BEnlisted Quarters/public aresa), individual room
&} i

cleaning, Billeting Fund, collisction and deposit of monies, and
effective personnel management. Cfficer and Staff
Noncommissioned Officer facilities under the Rachelor Housing

£

Divigion are located in gix different geographical areas of MCB
Camied.

4. Envivonment Management Divigion

a. The Director, Environmental Management Division is
responsible for matters pertalining to compliance with
environmental regulatory regulrements including: ailr and water
pollution abatement; pollution prevenition and recyciing: solid
waste reduction; hazardous waste management; safe drinking water
standards; environmental planning and impact assegsment 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-1 and other Installations and Environment
Divigions in carrying cut the MCB CamlLe] training support, range
development, and facilities migsions. Specific areas of
responsibilicy of this divisicon include: administration;
development of environmental plans and programg; planning,
programming, and budgeting of projecis reguired for
environmental compliance; operating a HQMC approved
Environmental Management Svyvstem (BEMS); environmental permitting;
clean up of past hazardous waste gites and underground storage
tanks, potable water and wastewater monitoring; hazardous waste
management; waste recoyeling; source reductlon; protection and
management programs addressing wetland conservation, forestry
management, threatened and endangerved gpecies, figh and wildlife
management; leading and developing encroachment partnership
initiatives; ayrchaeological and historical resource management;
conservation law enforcement; and soil and water conservation.
Supports the IS8 Fire and Emergency Services Division with
personnel, resources and equlpment to control wildland (forest)
fires. MCB CamiLe’ Natural Resources are managed in accordance
with the MCE Camled Integrated Natural Rescurces Management
Plan, developed in cooperation with the U.8. Fish & Wildlife

Service, the North Carolina Wildliife Rescurces Commission, and
the North Carolina Division of ¥arine Fisheriss. s divigion
coordinates with the uu@&e Advocate and Hastern
Area Counsel Office advising the Lomﬂaﬂd on the
apyi;bmuLGM and @  of environmental laws and regulations.
Division Consgservation Law Enforcement COfficers are resgsponsible
for enforcement of natural resources related laws and




regulations, and control of hunters and fishermen. Thisg
Divigion also coordinates regularly with Base and HOMC Publiic
Affairs Cffice {(PAL) for public awareness of environmental
programs, policies, and rveports.

. A formal Logigtics Support Agreement (LSA} exists
between MCEB Camlel and MCAS New River. The LSA provides that
neariy all environmental programs and environmental support
functions for MCAS New River will be performed by MCB Cambed.

h
t
[
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Chaptexr 7

Director, Department of Public Safety (DP3S)

1. Mission. The Director, DPS is the principal staff assistant
for the planning, coordinating and supervising of security, law
enforcement, digpatch, fire and emergency services, safety,
brig, on-gcene crigis/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 DPE Department, and
staff cognizance over the Military Police Division, Fire and
Emergency Services Division, Base Brig Division, Base Safety
Division, and the Migsion Assurance Division and ths 911
Emergency Digpatch Divigion. The Director, DPS continually
coordinates emergency services with local civil authoritiesg
through the Military-Civilian Task Force for Emergency Response
program per the existing charter of 6 September 2002.

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

3. Fire and Bmergency Service Division. The Fire and Emergency
Services Division is responsible for providing fire protection
gervices to include, structural and wildland fire responses,
fire prevention inspectionsg, life and fire safety education, %11
dispatch, technical rescue, hi-angle rescue, confined space
regscue, water rescue above and below surface, chemical,
biclogical, radiation, nuclear and high explosive (CBRNE)
responge, ambulance services with, advance and bagic life
support services, fire alarm and fire sprinkler maintenance and
tegting, to the MUB Camle]/MCAS New River complex. Fundamental
obiectives are to prevent loss of 1life, indjury to perzonnel, and
damage bto governmeni property. The Fire and Emergency Ssyvices
Divigion algo interfaces with the local community to respond fo
emergency incidents.

Py
%)
oy
¥

4. Bage Safety Divigion. The migzion o Base Safety
Divigilon iz to provide direct support fo the OO regarding safety
and health-related ilgsues and to manags zafety programs which
provide emplovees with gafe work and training envivonments.
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The scope of the Base Safety program encorpasses on and ofi-duty
safety programs for military and civilian perscnnel; technical
support o renant commands; tactlical safety support to
operational forces; safe environments for residents to live,
educate their children, shop; and safe recreational areas. The
zltimate migsion of the Base Safety program is Lo py tect the
lives of evervone working, trailning, residing at, or vigiting
MCB CamLet.

5. Bage Brig. The migsion of the Brig ig to provide a gafe and
secure envivonment Loy the incarceration of military offenders.
It prepares military prisoners for return to duty when thelr
courts-martial imposed sentences does not include a punitive
discharge or when their punitive discharges are suspended oxr
unexecuted. The Brig releases military prigoners not returning
o military service with improved attitudes and the prosgspect of
becoming productive citizens. It transfers selected prisoners
to facilitieg congistent with DoD confinement policy; length of
gentence remaining Lo be zerved; gender; avallability and
halance of confinement space; and availability of treatment,
training. and work programs.

§. Mission Assurance Division. The mission of the Misslion
Asgurance Division ig to coordinate, develop, implement and
oversee the Installation’s policies and procedures pertaining Lo
Antiterrorism; Critical Infrastructure Protection; Chemical,
Biological, Radiological, Nuclear and High Yield Explosives, and
Antiterrorism training and exercises. mhe Division also serves
as the Instellation’s focal point for all “Mission Assurance”
igsues to maintain an effective defense against all hazards.

This includes planning, coordinating and supervising emplovment
of force protection/mission assurance resources for the
Ingtallation; evaluating force protection/mission assurance
postures and preparing @pe-fa‘”j onal estimates as necesgssary to
enhance the force protection/mission assurance posture cof the
installation.

7. 11 Dispatch Division. The missicn of the 311 Dispatch
Divigion is to receive and process 911 calls: Dispatching Fire,
EMS and PMO to ensure safety for Emergency Regponders and Lo
provide the citizens of Camp Ledjeune with the quickest and
most efficient response Lo emergency calls possible. Through
uTO@@SSLSﬁ&; actiong, help save lives, protect properiyv and

b Z in their Zime of neasd.
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DPS COrganization Chart
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Chapter B

Director, Marine Corps Community Services (MCCS)

1. Mission. The Director, MCCS reports directly to the CO MCB
CamLed and isg the principal staff assistant for promoting
indiv*dual and family readiness through diverse programg. The
buginess coperations and suppocrt functions within MCCS enhance
these vital programs, further contrimuting to the primary
mission of enhancing individual and family readiness.

2. Marine and Family Services Divisgsion. The Marine and Waﬂily
Services Divigilon provides vital personal and family readiness
support through the following five branches: Marine Corps
Family Team Bullding, Lifelong Learning, Personal Readiness and
Community Support, Counseling Services, and Children, Youth and
Teen Programs. This divigion provides child care, deployment
support, transition assisgtance, retiree programs, counseling
services, family member employment programs, iibraries, off-duty
education, and a host of other programs sguarely focused on
promoting individual and family readiness.

3. Semper Fit Division. The Semper Fit Division provides a
wealth 0f health and wellnesgg activities and facilities,

including the Single Marine Program, fitness centers, group
exercige classes, health promotion seminarsg, prevention

education (e.g., drug demand reduction and smoking cessation
classes, nutrition counseling, and financial wellness education),
gym and sports activities, vouth sports, festivals, hobby shops,
aguatic activities, and recreation centers.

4. Business Operatlions. The business operations of MCCS
deliver goods and services through our exchanges, military
clothing stores, vending operations, food and restaurant
facilities, barber shops, membership cliubsg, catering services,
and numerous cother customer-focused activi that support and
underwrite cur individual and family readiness Drograms.
Buan@SS Uperations ingiude the Rerail Division, Fo
Hospirality Division, Clubs and Catering Division, and Services

WA LBLOIL.

.




5. Support. The MCCS support cdivigions provide a full-range of
dedicated and professional staff functions that ensure the

These functionsg include
Facilities and

and

continuing cperation of the depariment.
the Human Resources Division, Marketing Division,
Maintenance Division, Review and Analysis Division,

Financial Management Division.
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MCCS Organization Chart
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Chapter 9

Command Chapiain

1. Mission. The Command Chaplain is the primary staff officer
and advigor £o the CO on all matiers pertaining to religious,
gpiritual, moral and ethical issues. Duties are performed under
the staff cognizance of the XO0. The Command Chapiain is also
responsiblie for oversight of placing chaplains assigned to MCRB
CamLe® 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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Command Chaplain Organization Chart

Figure 9-1. -- Command Chaplain Organization Chart
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Chapter 10

Command Inspector General (TIG)

!

1. Mission. The CIG performs duties under the direct
cognizance of the CO. The CIG is the principal staff assistant
in all matters pertaining to Reguest Mast procedures, CO and
Inspector General of the Marine Corps Inspections of Base unit
and activities, Initial Review Officer functions, Dighonored
Check Program, and such other functions as directed by the CO,
e.g., conducts preoceedings in casges of misconduct of dependent
children and levieg other administrative sanctions in misconduct
cases involiving dependent gpousges and civilians. he CIG
conducts "Hotline® investigationsg as directed by the CO MCB
Camield or higher headguarters. The CIG renders the decision on
all appeals involving traffic court, pre-trial confinement,
family vioclence/neighborhood disputes and conservation board
matters and serves as the President of the Armed Forces
Digeiplinary Control Board and the Juvenile Disciplinary and
Rehabilitation Beoard. The CIG is a menber of the Naval
Hospital's Health Care Congumer's Advigory Committees, the Law
Enforcement Advisory Commititee, the Base Phvsical Security/Crime
Prevention Council, the Command Safety and Force Protection
Council and the Base Awards Board. The Base Traffic Court
Officer ig under the direct cognizance of the CIG.

[
[
i
b
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Chapter 11
Comptroller
1. Migsion. The Comptreller is the prlﬁckyai staff
assistant who develops, coordinates, and maintains an integrated

svstem of staff services in the financial nmanagement area in
order to provide the CO the factual data essential for effective
management control. The Comptroller trangliates progran
reguirements into a viable financial plan and formulates the
activity's budoeb; compares program performance with the
financial plan; analvzes the variances and determines where
financial adijustments may be reguired and directs a statistical
reporting system. The Comptroller ig regponsible for the
effective coordination of budgeting, accounting, finance, and
resource evaluation and analvsis.

2. Finance Diviglon. The Finance Division (Regional Finance

ffice) provides disbursing services and support to seven ma’ior
military cormmands: Marine Forceg Burope, MCIEAST, II MEF, 24
MarDiv, 24 MLG, MCB Cambed and TECOM, Quantico (School of
Infantry~Rast, Marine Corps Combat Service Support Schools, and
Marine Corps Engineer School), and 52 separate Inspector and
Instructor/Reserve units. Additionally, support ig provided to
224-24th-268th Marine Expeditionary Units and other II MEF
deployments as naeded. The Finance Division is comprised of
four brancheg: Separations, Military Payv, Travel {to include
the Defense Travel System Section}, and Internal Controls.

3. Program and Regourceg Division {P&R). The P&R Divigion
provides guidance and instruction for financial programming an
budger formulation efforts aboard the Rase; reviews reasource
reguirements and justifications in support of the various
programs of the Command; compiles and submits various budgets;
recommends initial and revised distribution of fundg and
fiscally related resources to addregs the program regulremants
of the Command.

4., Budge:s Execution Division

2. The pBudget Zxecution Branch inpuis scources dabta into £n
accounting svstem: determines oubtput problems relsated to
procegsing errors and regearches geurces of erronecus data; 1sg
regpongible for financial analvses, advice, coordination, and
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local implementation of financial accounting operations o three
branches of the Division, I&F, BLED, and Consolidated and
Diversified {(C&D}.

bh. The fourth branch within the division, the Managerial
Accounting Branch, serves as principal lisison between
adiministratorg and the Defensge Finance and Accounting Office,
HOMC fiscal and logistics representatives, and Non-Dob
activities by coordinating system processing schedules and
reporting user problems with systems operations. Acts as
functional coordinatcocr for DFAS systems and coordinates central
computer procesging reguirements oy MOB CamLei with DFAS.

5. Resource Evaluation And Analvsis Division (REA)

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

. Labor Management Branch. There are two separate
operationsg that are performed to account and keep track of
hours and costs concerning civilian employees. The first
operation is time and attendance and 18 performed primarily for
payroll purposes. The second operation is labor distribution

labor

c. Analysis and Review Branch. Internal controls ar
comprised of the plan of oryganization and all of the methods and
meagures adopted by management within an organizatcion to
sateguard its regources, assure the accuracy and reliability of
its information, assure adherence tgo applicable laws,
regulations and policies, and promote operational sconcmy and

efficiency. These controls are the toels by which command
reduces the potential for organizabtional waste, fraud, abuse,
migmanagement, and unfavorable public opinion.

11-2
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Publiic Affairg Cfficer {(PAO)
1 Mission. The PAC ls & special staff officer serving under

the dirvect cognizance of the X0 and advises tThe X0 in all
matters that may have a public affairs impact. The PAO is
further responsgible for the following: establishment and
meintenance of harmonious relationg with the newsg media and the
publiic at large; community relations correspondence and programs
not handled by the Director, 5-3; public information programs
(print and electronic) directed to internal and external
avdiences;: and coordination with media representatives
requesting information about MCB CamLed.
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Chapter 13

N

Stcaff Judge Advocate (8JA)

-

1. Mission. The SJA is the primary legal advisor and ethics
counselor to the Commanding Officer of MCB CamLei. The Deputy
SJA ig the Judge aAdvocate’s principal assistant and performs the
duties of the SJA in the 8JA’'s absendce.

2. Military Justice Branch. The Military Justice Branch is
located at the Legal Service Support Section (LSSS), 2d MLG.
Trial Counsel are under the direct supervision of the Military
Justice Officer; the Defense Counsel are under the direct
supervigion of the Senior Defense Counsel. The Military Justice
Rranch provides an entire range of legal services related to
military criminal law. This includes all activities from the
initial receipt of Reguesgt for Legal Services {(RLE) 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 Commander on potential charges and forums ranging
from Nen-Judicial Punishment toe Summary Court Martial, Special
Court Martial and General Court Martial. The Trial Counsel will
aiso review Pretrial Agreements submitted by Defense counsel and
advise the Commanding Officer accordingly. Once a Commander
hag decided which path to zake with respect to a c¢riminal case,
the Trial Counsel will prefer charges. Preferred charges are
referred to the selected Court by the Commanding Cificer.

The Military Justice (Officer and Chief mrial Counsel may advise
nilitary police, Naval Criminal Investigative Service (NCIS)
Special Agents and Criminal Investigative Division (CID)
regarding variousg evidentiary and procedural issues when
appropriate or otherwlise regquested.

4, Trisl Sectlon. The Trial Section §reﬂaxes and prosecutes
all trials by special and general courts-mariial, and provides
government Counsel for precrial TnveStzgatzcngi zriai counsgel
ig regponsible for coordinating all administrative rangements
related to courts-martial to include: snroviding D&i iffs;
chasers, and arranging for the presence of &ll civilian and
military witnesses.

5. Belfenge Section. The Defensge Section provides Marine Coros
counsel Lo Marines @ntitleé by law ox regulation to the services
of a judge advecate fenge Counsel operates independently
within the bounds of iaw, z@guiaiz@n{ and sthicg in the
intereste of their client.
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6. Court Reporting Section. Trained court reporiers record,
transcribe, and assemdbls the record of trial. Reporters prepare
reports of results of frials and maintain a tracking svetem of
records of trial.

7. Post-trial. After trial, the LSS8S Review (Officer evaluates
all records of trial by Summary, Special, and General courts-
martial. This process ensures that the trial transcript is in
proper form with all allied papers and evidence accounted for.
The Review Officer drafts the Staff Judge advocate review,
distributes a convening authority'’'s action for each ¢ourtg-
martial, and reviews all regquests for clemency and appellate
leave, Upon completion of appellate review, the Review Qfficer
prepares the review, advice, and courtg-martial orders necessary
o execute the approved sentence. After execution of sentence,
the records of courts-martial are sent to the appropriate
Federal Records Center.

3. Special Assistant U.8. Attoyney (SAUSA}Y. The SAUSA Section
is staffed by one or more judge advocates nominated to and
appointed by the U.8. Attorney for the Eastern Digtrict of North
Carolina as Special Assistant U.5. Attorneys. Under the direct
supervision of the 8JA, the judge advoraltes agsigned to the
gsection prosecute, in the U.S. District Court for the Eastern
District of North Carcolina, misdemeanors and felonies committed
by civilians aboard MCB CambLed and vicinity. The SAUSA presents
indictments to Grand Jurieg and files criminal informaticn, as
wall as other documents necessary to carry out the federal
prosecution functicon. The Chief SAUSA serves as the office
liaison to the U.8. Marshals O0ffice and the Federal Probation
Office in the Bastern Digtrict of North Carcoliina.

g. Civil Law Braﬂch. The Civil Law section provides timely and
accurate lsgal advice relating to all civil matters affecting
MCB Cambej. Questions answered by this section commonly
include: ethics of Federal emplovess and ﬂon%ract@rs, FOIA/PA,
mnsta%wat on iaw {e.g., Jurisdiction, fundraising and
solicitation, and private organizations), use of Federzl
resources ny private Qvgaﬁ%zatioms; claims and investigations,
livigation for and againgt the United States, and constitutional

law
10, Civil Process Section The Rage Civil Process Section,
O08JA, is the gingle point of cortact foy MCR Camield and tenant
commands in civil pryocess matters. This office aids in the
efficient arrest and service of military pergonnel located



apoard the instalilation. The Civil Process Section also
responds to subpoenas for official government information and
exrradition of service members.

11. Consolidated Legal Asgsistance Office. The Consclidated
Legal Assistance Office provides a wide range of traditional
leagal assistance services to active duty military personnel,
retired personnel, and the bonafide dependents of active duty
and retired personnel. Judge advocates assigned To the
Consolildated Legal Assistance Office gerve ag Base Insurance
Officer, RBase Consumer Protection Officer, and Base Housing
Digcrimination Officer. The Chief Legal Assistance Attorney is
responsible for maintaining liaison with North Carclina agencies
regulating consumer protection, real estate licensing, and
insurance and investment sales. The Consclidated Legal
Assgistance Cffice aliso provides notary public services.
Serviceg include: wills and estates, powerg of attorney,
consumer protection, debtor-craeditor problems, landlord-tenant
problems, and some, but not all, aspects of domestic relations.
The Consolidated Legal Assistance Qffice also maintains an
office for Immigration and Naturalization Services and operates
the Tax Centexr.

12. Legal Administration Branch. The Administrative Section
provides supply, budget/fiscal planning, and loglistics and
personnel management gervices toe the 0SJA.

[
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Chapter 14

Contracting Officer (CONT)

1. Mission. The misgsion of the MCB (Contracting Deparimen
({CONT) is to: {1) contribute to Marine Corps warfighting

excellence bv providing timely, innovative and effeciive
procurement support for Marine Corps Base and tenant commands;
and, {(2) train and mentor military procurement specialists to
create accomplished, independent thinking professionals for
expeditionary environments. Operational responsibilities of MCB
CONT:

a. Progurement of supplies and gervices for MCB and tenant
commrands using appropriated funds.

. Management and oversight of the Government Commercial
Purchase Card Program for MCE and tenant activities.
Responsible for training of canho?ders and approving officials,
audits of all accounts monthly and senl-annual reports to
MCIEAST and HOMC, as reqguired,.

c. Responsible for actions and approvals of all interagency
funds transfer reguests. Review reguestis, determine validity
and prepare and approve justificationsg and approvals prior Lo
transfer of funds.

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

&. Provide personnel sourcing (MOS 3044/3006) in support of
contingency or deploved operations.

2. Organization. MCB CONT is organized into seven branches to
support MCB and tenant customers with obtaining necessary
supplies and services via execution of contractual documents.

ce. Office is managed by the Chief of th

e and the military deputy. The MCB Small and
inegs Urilization Specialist ig incliuded in
Head Office oversees the gpecial projects and
gngfer functions, &8 well as close out and

i
Contracting Cffic
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credit card is utilized for all purchase reguirements less than
§3,000 (82 O for services). ‘Training is scheduled monthly,
and conducted at MCE CONT, Bullding 1116. a1l training
schedules are posted on the ¥OB Contracting website atc
ntip://www. ledeune. ugrme.nll/contracting.  Conduct audits of all
accounts and provide reports to MCIBAST and HOMC.

¢. Simplified Rcguigition Procedures (SAP) Branch. Supply
and service reguirements above the micro-purchase thresholid to
$100,000 must be submitted to MCB CONT electronically wia the
Purchase Request {PR) Builder svstem. PR Bullder training is
scneduled monthly and published on the Contracting website. PR
Builder training can alsc ke gcheduled at the unit’s reguest.
All funding for procurements is transferred via PR Buillder
system. '

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

e. Il MEF Branch. The II MEF Branch carries out all
procurement reguests for IT MEF unitg only. This branch is
staffed to handle emergency and rapid response actions.

f. East Coast Carrison Food Services Branch. Management of
the contract that encompasses Marine Corps Food Services east of
the Misgissippl River is handled by this branch. The Regional
Garriscn Food Service contract encompassesg eight (8) east coast
bages, comprised of thirty two (32) mess hallsg. ALl aspecis of
this contract are managed by this branch.

g. Systems and Contract Administration Branch. Management
of all MCB e-businegg applications to include PR Bullder, Wide
Area Work Flow (WAWF), Progurement Desk Top Defense (PD2)
procurement svyvstem, Contractor Performance Asgessnent Report
Svatem (CPARS), and other systems and administrative functions
necegsary for contracting operations. Responsible for regular
reports and submission of metrics to MCIEAST and HOMC.

el
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Chapter 15
Headguarters and Support Battallon
1. Misgsion. To provide support Lo Marines, *%lors, and other

designated personnel of the battalion as stipulated in th
following: administrative, to include legal and chepel affairs;
operational, to incliude digaster preparedness, ceremonial
details, career planning and individual training, except MOS
ining for FAP Marines; logistical, to include supply,
maintenance management, second echelon small arms repair,
billeting, and messing for Brig Company. Headguarters and
Support Battalion ig to act as a separations command in the Camp
Lejeune area for all Marines returning from overseas, to provide
appropriate support for Marines returning from a deserter status
and long-term prisoners, and to act as Area Commander for the
Central and Industrial Areas, to inciude Gottschalk Marina.

2. Company A. Company A 15 to provide support to Marines,
Satlors, and other desigrated personnel of the company as
stipulated in the Ffollowing: operational, to incliude burial
detrails, fTiring details, and destruciive weather shelter
management; logistical, to include area police, and to assist
rhe Battalion Commander with Area Commander responsibilities,
specifically exterior police.

3. Company B. Company B is to provide suppori to Marines,
Sailors, and other designated personnel cf the company as
stipulated in the following: to include burial detsils, firing
details, and destructive weather shelter management; logistical,

o include area police, and £o assist Battalion Commander with
Ares Comnmander responsibilities, specifically exterior police.

4. Company I. Company I is to provide support to Marines,
Sail nd thelr families in the areas of personnel

Pollce are To provide
desigzateé personnel of

5. Military Police Compaﬂ
SUPPOorT o Marinesg,

i8]
[43]
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The Company as s:igfia:eé
operational, and logistical
operati v ocontrolled b
Battali mmander with Area C
specifi exXterior poilice
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6. Brig Company. Brig Company 1S to provide support to Marines,
Sallors, and other designated perscnnel of the company as
stipulated in the following: administrative; operational, Lo
include burial details; logilsrtical, to incliude ares police and
messing, to be operationally controlled by the Director, DES,

and to assist the Battalion Commander with Area Commander
regponsibilities, specifiically exterior police.

o

i
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b



BO B400.3L

£

Support Battalion Organization Chart

i

rLers a

o
b

By
D
il
jo

qu

5
S
.

\
r
+

COMY




BO L\43\-}0.~;J—J
MiR 20 2008

Chapter 16

Weaponsg Training Batitalion

L. Mission
a. Primarv. Provides facilitzies, scheduling, and services
for marksmanship training and annual re-gualification with arms
for MCEB CamlLed personnel, MARFORCOM/MARCORBASESLANT personnel,
and personnel of other services resident to the geographic area.
Provides facilities, equipment and range support to gqualify
Marines ag scout gnipers (MOS 83541), sniper team leaders, sniper
employment officers/staff noncommissioned cfficers, and to
provide additional assistance in scouting and sniping as
reguired by MARFORCOM; hosts the Eastern Division and Marine
Corps Rifle and Pistol Matches; and fosters competitive
marksmanship for all MCB Camlej based commands. Provides
support for the Competition-in-Arms program including
maintenance of a Base Rifle and Pistel Team, the conduct of
intramural matches, and support for matches conducted by other
military organizations. The CO, Weapons Training Battalion is
responglikle for the administration, discipline, morale and
welfare of all personnel assigned to Weapons Training Battalion.

b. Secondary. Ag the Area Commander, responsible for
pcelice, maintenance, and security of the Stone Bay area, and for
Exchange activities, the Area Service Cluab, and recreational
facilities within that area. Also provide facilities for 24 MLG,
Marksmanship Training Unit (MTU), 24 MarbDiv ¥MTU, Marine Special
Operations Command Special COperationsg School (MB0S), and II MEF
Special Operations Training Group (50TG).

2. Headguarters Company

-

a. S-1l/Addutant Section. Provides personnel administration,
legal services, and career planning for Weapons Training
Rattalion; maintaing a central file for publications, directives
and command corregspendence; during the Fastern Division and
Rifle and Plstol Matches, render adminlistrative
the Hatch Executive Officer and his

Marine Corps =i
assi gtaﬁce Ao Teoul

T

4

it
T
IS
O

staf

b, B-3/C
and guidance
an *“Hathcock”
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Schedules range a signments, maintain statistcical records of
initial and regualification scores for all shooters, and manage

training for all personnel assigned to Weapons Training
Battalion.

¢. S5-4/Bupply Section. Provides logistics suppOY% for
Weapons Training Battalilon operations to include organic supply,
armunition steorage and lssue, maintenance, messing, facilities,
motor transport, and supervision of mobile garrison eguipment,
and provide for storage of firing unit’s weapons and storage and
maintenance of organic weapons, ophtical eguipment, and Rifle
Team egquipnent.

d. Area/Security Guard Section. Provides security for the
Stone Bay area after normal working hours daily, on weekends and
holidays, and to conduct morning and evening colors.

3. Range Company

a. A, B, C, and Hathcock Ranges. Provide personnel and
range support Lo conduct Known Distance (KED) fxxlng for all
Combat Marksmanship Program annual gualification/re-
gualification and field-firing for il MARFORCOM units and units
of other services training at MCB Cambej.

. Pistol Ranges. Provide range support for shooters
firing the p%stol for gualification/regualification,
familiarization and/or competition.

¢. Markgmanshlp Training Unit. Conduct combat marksmanship
training for MCB Camle] personnel and certifv combat
marksmanship cocaches and trainerg (MOS's 0333 and 0%31) to
support MCB CamLed units and others in the geographic region as
regulred. Participates in compeiitive marksmanship through the
Competition-in-Arms pro*vﬁf and participates in matches
cnductad by other organization

4. Mavtch Executive Officer. Ag ths r@mrcs@:tmti re of the CO,
conducts the Eastern Divisgional and B ne Rifle and Pistol
Matches, o include providing pewscnm A admznzs;raticn for match
corpetitors; coordinatring billeting, supervisiﬁg igsue and
V@COV@“V of su@pzies and Rifle Team sguipment; scheduling
compe iy compatition controversy,
form nducting award

S
e G
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Weapons Training Battalion Organization Chart
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Figure 16-1. --Weapons Training Bartrtallon Organization Chart
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Chapter 17

Staff Regulations

The following Chapters provide administrative guidance

and information regarding the processing of corregspondence and
miscellaneous administrative functions within the MCB CamlLe]

Headguarters.

2. List of applicable References

MCO P1610.7_

BUPERSINST 1610.10_

BO 1601.1_

BO 5000.2_

SECHNAVINST 5216.5_

MCO PL1000.6_

MCO 5216.9_

BO B730.1_

SECNAV M-5210.1_

SBCNAYV M-5210.

[

MCO 5Z10.1

2

Performance Evaluation System (PES) Manual
Navy Performance Evaluation System

Reviewing Officer and Reporting Seniors for
Fitness Reports

Delegation of Authority to sign “By direction”
of the CO MCR CamLe]
Department of the Navy Correspondence Manual

Agsignment, Classification and Travel Systems
Manual (ACTS MANUAL)

Headgquarters Marine Corps (HQMC) Organization and

Organization Codes

Processing and Control of Congressional/Special
Interest Correspondsance

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

Department of the Navy Standard Subliect
Identification Code Manual {(S8I1IC Manual)

¥arine Corps Records Management Program
Marine Corps

MCE Cambe s Digtribution

Printing and Publications Regulations



NTP~3
BO 2300.1

MCC 5214.2_

BO 5213.311_

BC 5720.1_

BO 5211.6_
BO 5750.2,,
ALMAR 007/08
ALMAR C37/07

MCO P10O50.3_

MCIBEASTO 1601.1_

Naval Telecommunications Publication
Megsage Release Authority for MCR CamLe]

Marine Corpsg Information Requirement {Reports)
Management Program

MCB Camled Forms Management Program

Freedom of Information Act (FOI2Z) Procedures for
Handling Reguestse for Public Disclosure of
Records Held by MOB Caml.e]

Privacy Act of 1974

Command Chronology

U. 8. Marine Corps Seascnal Uniform Change

Wear of the Marine Corps Combat Utility Uniform
je ¥

Regulations for Leave, Liberty, and
Adminigtrative Absence

SOP for CDO and CDNCO

-3
f
I
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Chapter 18

Fitness Reports

1. General

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 (¢} prescribes reporting seniors (RS} and reviewling
officers (RO) for both officer and enlisted personnel assigned to the
MCB Caml.ej commands and staff.

¢. 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 reguires marks by the CO will
be sent utilizing the Marine Reported On MROW in the APES to the CO's
Secretary with Ssction 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 fo the CO MROW as appropriate,
and upon Section A completion for review.

3. Reporting Senicr (RS}

a. The delegated RZ's for the MCR Camied gtaff are provided in
reference (c}.

b. The RS is normally the first officer in the reporting chain
senior to the MRO. MCB CamLeld’s structure places the maiority of
personnel under the gupervision of staff officers. RSE's will not

submit reports on officers cof the same grade except when specificaliy
approved by the CC on & case-by-case basis. The CO is the RS for MCRB
CamLes staff officers holding the rank of lieutenant colonel and

above. Refer to reference (¢} for the specific reporiing chaing

The officer, under whose immediate gsupervigion duties are performed,
ig the RS of hisg respective staif.

c. Obtain guidance from the Adiubtant in cases where bLhe identity
of the reporting senior 1s nobt known.
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4. Reviewing Officer {(RO}. The RO is the next officer in the chain
of command or supervisicn above the RS, The CO will review reports
on MCR CamLed X0's and sergeants maior.

5. Adverse Reports. A general officer will sight adverse officer
fitness reports. Adverse officer reports will be forwarded to CG
MCIEAST for review. The next officer senlior to the RO will sight
enligsted adverse fitness reports. Per reference (a), adverse reports
cannot be sighted below the operational pattalion or sguadron level.

6. Handling and Transmission of Fitness Reports. The RS is
regponsible for the delivery of fitness reports to the proper RO.
Send fitness reports utilizing APES which the CO must review to the
CO’'s Secretary or X0, nco later than 15 days after the end of the
reporting period. Send arn E-mail with suggested comments for the RO.

7. USN Officer Fitness Reports

a. Per references (b)) and {c¢)}, submit Naval Qfficer’'s fitness
reports upon detachment of the RS, detachment of the individual or
when regquired as outlined below. The Command 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. Datesg of gubmission for active duty officers are as follows:
Captains last dav of July
Commnanders last day of April
Lieutenant Commanders last day of October
Lieutenants last day of January
Lieutenants {junicr grade) iast day of February
Ensigns last day of May
Chief Warrant Cfficers 3/4/5 last day of March
Chief Warrant OCfficers 2 last dav of September

¢. Lileutenant and lieutenants {(junior g¢grade) can not receive a

promoetion recommendation greateyr than “Promotable” per relerence ().

Fot
28]
i
[
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Chapter 12

Correspondence Preparation

1. Policy

a. Respond to all correspondence, except that which containg a
gpecific due date, within 10 working davs after recelipt by this
Headguarters. Prepare an interim reply and provide the addressee as
much information as ig possible to include the anticipated completion
date when a complete answer within 10 working days is not possible.

k. All "By directicon” correspondence originated from this
Command represents the views and opinions of the C0 and reguires a
signature on the correspondence. All staff cofficers must ensure
official correspondence is neat in appearance, accurate in content,
appropriate in language, and expeditiously handled. Hach department
will provide a copy of all correspondence signed “By direction” to
the Adjutant weekly for inclusion in the CO’'s By directiocn” binder
and for retention in the command’s official correspondence files per
reference (d4;.

Z. Preparation of Correspondence

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

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

3. tationery. Departments will use computer generated letterhead
for corregpondence addressed outside MCR Cambej. The letterhead
centeraed on the page, four linesg from the top edge. The Dol gymbol
ig % dinch from the upper left on the top edge of the paper. Use the
below heading:

CORPS (12pt)

{3 Dt
Vi g

Y REFER TO:

i, Stafi sections will

SIC)
going correspondence

4. Standaerd sul
place S8IC's |
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immnediately under “iwoszsiy werpz To:” Oy two linesg below the last line of
letterhead per reference (e). Reference (£} contains SSIC codes.

5. Originators Code. The originator’'s code or office code (e.g.
CIG, MCCS, 5-3) will be placed under the SSIC per paragraph Z2-4 of
reference (e).

6. Dates. Do not date correspondence prepared for signature by the
CO or the XO until signed. After signature, the Adjutant wilil date
stamp correspondence and return to the staff department for
digtribution. Paragraph Z-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 Headguarters usgsing
staff officer title {e.g. Director, Base 5-1). The “from” line for
official correspondence should be addressed as ghown below:

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

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

To: Commanding General, Marine Corps Installations Zast (G-3)
To: Commander, U.8. Marine Corps Forceg Command (G-1)

To: Commandant of the Marine Corps (MMEA-Z4B)

To: Commander, U.S5. Marine Corps Bases, Atlantic {(G-3)

Via: Commanding Officer, Headouarters and Support Battalion,
Marine Corps Bage, Camp Leleune

&, Signature Blocks

a. Correspondence prepared for signature by the CO or X0 will
bear the appropriate signature line when it is known for certain
which of thesge oifficers will sign the correspondernce.
rrespondence gigned oy an officer ovher than the CC will
hear the name of the signer and the appropriate title, “Executive

r, “By direction” in the case of staff officers authorized
o sign by direction of the CO.
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c. For the purpose of documents and correspondence related to
military justice matters reguiring the signature of the commander,
the “Commander” is the regularly asssigned officer in command or the
successor. When an officer ig regulired to sign documents and
correspondence related to military justice matiters, the officer will
gign “Commander” not “Acting.”

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

(1) Operational decisions.

(2) Policy or change in policy.

{3} Adverse statements in regard to MCB Cambed
readinesg/efficiency.

{(4) Reports contalning adverse remarks.

{(53) Commendation {(Officer Programs recommendations) or
censgure.

{6) Endorsgements which are in variance with matters presented
by subordinate commanders,

{7} Disapproval of reguests Ifrom subordinate commanders.

{8} Replies to correspondence received from General/Flag
officers.

{9} Cases concerning administrative discharges which are
forwarded to (CMC.

{10} Special Emphasis Awards.

&. Examples of Signature Blocks. Put nothing below the name of
the CO when the C0’'s title appears in the “from” block:

J. M. BRIEWER

(1} Include the title of a subordinate authorized to sign by
title, such as the ¥O:

. R. JOMNES, =R,

Execubtive OLficer

=)

(e
£

Lk



{2y RAAd with the word “Acting” when the signer has been
appointed to temporarily replace the CO or a subordinate who signg by
titlie

I, P. LAMBERT, 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, IIT
By direction

{(4) Add the signer’s title, "By direction of”, “and the
Commanding Officer’s” title under the name of a person with by
direction authority who signs corders affecting pay and allowances or
business letters:

5. L. RAINY J. J. MICEES, JR.
Pergonnel Officer Director, Base 5-1
By direction of the By direction of the
Commanding Officer Commanding Officer

f. The X0 will sign correspondence which does not reguire the
signature of the CUO and which any other staff officer may not
appropriately sign. During the absence of the X0, correspondencs,
original directives and other matters will be signed by the Acting €O
and prepared as indicated in paragraph %9e {2}.

g. Department Heads are authorized to sign “By dir
CO for those routine matters under thely cognizance not

policy. See paragraph 9e (3) for examples

h. Personnel individually designated by the CC are authorized to

use facsimile stamps. Authority for utilization of the stamp will be
by letter from the CO to the individual concerned. The letter will
be pev refe?eQCe {g}, and such authoricy 1s restricted to the

specific content of the individual authorization letter. & signed
copy of each authorization will be kept on file with the Director,
Manpower
0. Assembly of Correspondence. Information and correspondence
prepared for submission to the CO or X0 for signature will be placed
in an eppropriately marked corregpeondence folder and the outside of
the folder will contain the standard MCB Camlej Rout
variations or internal route sgheets will be used. © 7]
sample MCB CamLej Route Sheet.

naet ., Mo




BO 5400.3L
MAR 20 2009

11. Cepies of Correspondence. Departments and branches will prepare
the minimum number of copies of correspondence determined by the
following guide:

Number Purpose
i For each Via addresges.

A

1 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. Deparitments will deliver the official f£ile copy to the
Adjutant’s office by 1400 evervy Fridaev for inclusion in the CO's “By
direction” binder and ultimate retention in the command’s official
files.

12, Distribution and Malling. Zach individual department will
forward unclassified correspondence to subordinate commands,
sections, and offices within MCB Cambled 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. Corresponcdence Addressgsed to CMC. Correspondence addressed CMC
will contain the appropriate correspondence code (i.e., LTFL, MMEA).
The current edition of reference () containg the directory of CMC
correspondence codes.

15. Routing of Unclassified Material. Route matters received which
regquire action by this Headguarters to the staff officer with
principal cognizance over the matter for aciion. ”non recelpt, the
section will affix a date stamp to the back 0f the signature page to
rdentify the date received. Responsibllity for determining whether
action by this Headguarters 1s or is not reqguired rests with the
action department head,

a&. Departments designated for action or information will
indicate any further routling considered necesgary and the order of
such roubing on the standard MCB Camled route sheet.

L. Departments will route correspondence preparad w
headoguarters to interested sbaff officers prior to signat
separate route sheeat ilg usged, abttach it toe the official £
future reference.
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c. All correspondence for the CO or X0 signature will be routed

hrough the Adiutant for review.

16, Routing of Clasgified Material. The Security Manager located in
the Classified Files Unit (CFU;) will receive and open incoming

classified material. The Security Manager will notify the
appropriate staff section of the content of the material received.

Thig material will be stored in the CFU and appropriately tagged and

marked in accordance with current regulationg.
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Chapter 20

Congresgiona. Correspondence

-

1. General. MCB Cambed is frequently called upon to respond to
inguiries tasked from the HQMC Cffice of Legislative Affairs
Committee (0OLAC), concerning installation pclicies, pergonnel, and
activities. Conseqguently, commanders and staff sections that come
under MCB CamLer are tasked with providing specific and detailed
replies, which are routed through MCB Cambej, via MCIEAST to OLAC.
Refer to reference (i} for additional guidance and responsibilities
for handling congressional interest (CONGRINT) /special interest
{SPLINT} correspondence.

2. Responsibilities

&. Administrative Officer. The Administrative Officer is
responsible for the gathering and processing of information on each
case, monitoring the collection effort of subordinate commands, and
ensuring accurate replies. A CONGRINT/SPLINT Correspondence Section
will be established feor this purpose.

. Staff Sections and Commanders. Heads of staff gsections and
commanders are respongible for:

(1} Providing complete, accurate, and timely information to
the CO MCB Camled.

{2) Forwarding personnel reports and official documents as
regquested by this Headgquarters.

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

{4} Maintaining local statistical data, i.e., number/types of

el

CONGRINT/SPLINT inguiries processed by the individual commands.

that the §-1 aAdministrative Officer is advisged
inguiries (written/telephonic/E-Maill) are
hannels other than the chain of command, and that

}

when CONGRIN ¥
i

e processad per the instructions set fortn in

received thro
thege inguliri

reference (1.

B
]
£
-
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Chaptrexr

Miscellaneous (Correspondeance

1. Personal For. Departments will forward all “Personal For”
correspondence and messages requlring signature by the CO to the XO
in the feorm of a hard copy and electronically. The X0 will
coordinate the signature or release of guch correspondence unless
gspecifically directed by the CO.

2. Memorandums. The use of irnner office, or between office,
memoranda is encouraged for informal matters such as reguests for
information, replies, and similar matters. Refer to Chapter 2,

Section D of reference (e) for preparatlon instructions.

3. Working Papers. The continually increased and tempo of
operationsg within MCB CamLej has generated a regquirement for
departments to regpond rapidly with accurate and authoritative
information, prepared in the form of wvarious working papers. These
papers are often prepared guickly, vet insufficient in detall to
satisfy a particular requirement. Several formats are avallable to
permit some selectivity in the level of the gtaff response, dependent
upon the reguirements.

4, Action Brief. A brief prepared to represent an unresolved
guestion pertinent to the C0 or X0. A decision 1s solicited. Format
contained in Figure 21-1.

5.  Memorandum for the Record. A report for file of a conversation
or meeting in order to formally document the event. Format contained
in Figure 21-2.

6. Point Paper. An informal listing of significant facts on a
gpecific problem or subiect, often usged t¢ agsist in orval
discussions. A logical sequence ig desgirable, but not mandatoxry if a
deadline nmust be met, or if the relative ilmportance of the subiect
does not merit a more detalled treatment. Format contained in Figure
Z21-3.

7. Pogition Papery. A study-tvype document éeveiopfna an official MCR
Camle] position for approval by the CO. It will incliude a clear
gstatement explaining why the posgition is reguired, essential

background of the problam oy the subdect in terms of MCB Camle]

interest, and rationale for the recommended position If the

posizicon regulres pres@ncafieﬂ to higher or adiacent h@adquazt@rs

prepare the final statement on a te attachment for gignature by
gure 21-4

rhe 0. Formatb contained in Fi
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&. Talking Paper. Nritten in narrative form, this will advance a
point of view or summarize an action or proposal. It should stand by
itself without reference or backup material and is often prepared for
use by the C0 during conferences away Irom MCB Camle®. TFormat
contained in Figure 21-5.

11

[

$. Information Paper. Document prepared to address an issue
guestion. Format contained in Figure 21-6&.

10. Letter of Instruction (LOI). An LOI iz a letter in which a
senior commander prescribes broad 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’

a. The Director, Base 5-3 hag responsibility for administcrative
control of LOI’'s and will perform the following functions:

(1} Assign consecutive numerical indicators for all LOI's
issued by this Headguarters.

(Z) Maintain a current index of LOI’'s, including numerical
degignator and subject.

. Originators of LOI’'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 LOI's to Adjutant section for
inclilusion in the C0's "By direction” binder and the command
correspondence files.

11. Trip Report. Staff members often execute TAD trips for the
purpcse of effecting liaison and coordination with other agencies,
Upon return from such & trip, a staff officer will normally be
required o submit a trip repori which outlines and documents what
was accomplished during the trip. While formats for thisg tyvpe of
repori may vary, Figure 21-8 deplicts & commonly ;Sed form. See this
figure for recommended information which may be incliuded in thi
staff document.

12, After Action Brief., Documents the peviormance of exercise
related tasks and nmakesg recormmendations Loy improvements. Format

T
i

contained in

Ha
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13. Business Letter. Business letters are used to correspond with
agencies, businesgses or individuals outside the DoD, who are
unfamiliar with the standard letter. It alsc can be used for

official correspondence between individuals within Dol, 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

Sub+:  IDENTIFY THE SUBJECT IN RELATION TO THE BASIC STAFF STUDY,
OTHER STAFF PAPER, OR DIRECTIVE

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

2. Discussion. The unresolved guestion ls analvzed, points of
difference are compared, and the author’s conclusions are stated in
this paragraph. Supporting documents are egsential 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.

X0 Recommends: Approval
Disapproval
CO: Approves

Disapproves

CLASEIFICATION



£

5400,
Pir* 4%

Li s

Lo/

Ly

HEADING
S8IC
Code/0Office
Date
MEMORANDUM FOR THE RECORD
Subj: ALL CAPS
1. Information on the (meeting, conference, telephone conversation,
person invoived, etc.)
Z. Tnis and subseguent paragraphs will contain:

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

. Conclusions reached and decisions made.

¢. Brafif agencies responsible for specific action (if
applicablel}.
/a/ (NAME)
{Grade)
CLASSIFICATION

Figure Zi-Z.-~Format for Memorvandum of the Record

]
[
+
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CLASSTFICATION

Code/0ffice
Date

POINT PAPER

Subi: THE SUBJECT MATTER IS INDICATED BRIEFLY BUT IN SUPFICIENT
DETATL TO PACILITATE FILING AND FUTURE REFERENCE.

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

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

3. (The pointg are arranged in logical sequence {time permitting).)
4.

5.

SUMMARY :

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

CLASSIFICATION
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CLASSIFICATION

Code/0ffice
Date

POSTITION PAPER

Scbj: THE SUBJECT MATTER IS8 INDICATED BRIEFLY BUT IN SUFFICIENT
DETAIL TO FACILITATE FILING AND FUTURE REFERENCE.

Ref: (a) References are listed as appropriate.
(b} If none are appropriate, enter the notation "None.®

1. Problem. The problem statement tells what the problem is for
which the position paper is being developed. Usually stated "To

develop & . . . position . . . ."

2. Why Required

a. A position paper also states why the paper is reguired.
b. Is it directed by higher headguarters?
c.

3. Background

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

b. It provides answersg Lo such potential guestiong az: Is this
an ongoing thing? Did something occour regquiring reexaminatcion?

c.
4. Posgition of Other Agencies. The p

addressed when appropriate, otherwis
has the caption "Not Applicable" inser

rion of other agencies are
s f the position paper



Subj: SAME AS FIRST PAGHE

"

5. Recommended MCB Cambej Position: The recommended position is
stavred in clear, concise terms. When it is to be promulgated, it is
usually attached on a separate sheetb.

£. Rationale

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

b, . ..
7. Recommendation. The recommendation is what vou recommend be
done: e.g., "Approve the MCE Cambeld pogition contained in paragraph
5," or "reconsider. . . . " A decision block is also included for the

decigion to be recorded by the approving authority.

s/
(Staff Agency Head)
For Decision by the C0O MCB CamlLed:
X0 Recommends: Approval
Disapproval
CO: Approves
Disapproves
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CLASSIFICATION

Code/0ffice
Date

TALKING PAPER

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

Subdi: THE SUBJECT MATTER IS5 INDICATED BRIEFLY BUT IN SUFFICIENT
DETATL T0 FACILITATE PFILING AND PFUTURE REFERENCE.

Background: The background sets forth in concise terms what has gone
before. It provides answers to such petential guestions as: Is this
an ongoeing thing? Did something suddenly ¢reate this reguirement?

Digcusgsion: The discussion is a concise narrative of all the salient
points related to the topic under discussion. References that are
ugsed as a source are cited in the discussion.

Recommendation: Recommendations are reduced to clear, concise
statements pernitting simple approval or disapproval by the approving
authority.

Approval: 2An approval block is provided for authentication by the
approving authority.

X0 Recommends : approval
Disapproval

CO: Approves
Digapproves

Action Officer J.oJ. LITTLE, Major, Future Operations Officer

CLASSIFICATION

vy

2i-5.--Foyrmat for Talking Paper
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CLASSTFICATION

Code/Office
Date

INFORMATION PAPER

§E?i: SUBJECT IS ADDRESSED CONCISELY.

Issue: State the issue in guestion.

Facts:

1. PFacts and sallent pointsg are listed in loglcal order.

2

Signature
Title

R 1 L el : A g T ey 47 sum e S vy T
SLguUre ZLi-0.--20rmat IO LnIorymaticnnl Fapey
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fAS S b
HEADING

S81IC
Code/0ffice
Date Stamp

From: Commanding Officer or Commander

To:

Sub:

Ref:

-1
i W

Distribution List
LETTER OF INSTRUCTION (LOI) FOR (NAME OF EVENT)
{a) If spplicable

Purpose. To provide information, tasks and instructions for

supporting name of event or activity per the reference.

2.

o3

DIST
CO,
DIR,
BADJ

Information. BRI R R S DR S B R S R R KR K

Action
a. Commanding Officer, Director or Department.
. KSR R TR I L R S s L B B S A S R B T B B B U S S D B B B BB B

Coordinating Instructions. XxoEXXNKEIKKIIRNHK .

Point of Contact. E670.0 070 0.0 0 01 0 000 00 O - 0 G O

M. J. PETERS
By direction

RIBUTION:
unit

department

}....5 -

gure Z21-7.--Format for Letter of Instruction



HEADING
S58IC

Code/Cffice
Date

From: Rank FName MI LName, BRBillet, Department

Ta: Commanding Cfficer or Executive O0fficer
Via: Appropriate staff section
subi: TRIP REPORT: (EVENT OR LOCATION)

1. BRackground. 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, LName, Billet, Organization

Z. Purpose. Purpose of the trip.

3. Points of Contact.

4. Svyvnopsis. Outcome of the trip.

5. Key eventsg/disgcussion points/action reguired.
a. ITtem:

b. Discusgion:

o, Recommendabtlon:

()

Remaryks.

M. J. PETERS

Masjor, U.S. Marine CJorps

Future Operatcions 0fficer
Figure 21-8.--Format for a Trip Report



AFTER ACTTION REPORT

After Action Report documents the performance of an exercise related
tasks and makes recommendation for improvements.

Executlive Summary. Brief overview of the exercise; major

strengths during the exercise and areasg that reguire improvement

2. Ewxercise Overview. Describes the specific details of the
exercise; identifies participating organizations/units; how the
exerclse was structured; how the exercise was implemented and carried
out.

3. Exercise Goals and Objectives. Briefly list the goals and
objectives of the exercise.

4. Exercise Events Synopsis. Provides an overview of the scenario
and what action was taken by the organizations/units.

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

6. Analysis of Critical Task Performance. Congists of task number
and description, issue number and description, references, summary,
consequence, analysgis, recommendation and improvement action.

7. Conclusion. Summary of all the above to include, participants
demongtrated capabilities; lessons learned for improvement and major
recommendations; list of what steps should be taken Lo further
refines plans, procedures and training for this type of exercise.
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Chapter 22

Records Management Program

. 5 ' ' . vy
1. Disposition of Records. Dispose of records in accordance with
reference (7).

a. Unclassified Records. The Adjutant will dispose of
unciasgified records material in accordance with current directives.

b, Classified Records. The Security Manager will dispose of
classified records material in accordance with current directives.

2. Correspondence Files. Records malintained by sections and
branches are considered “working files”. All fileg {(official and
working), log books, case files, and special files will contain
digposal instructions. Strictly follow reference (k) in establishing
any type of files and reference (j) for determining destruction date.

a. All official fileg, case files and special files will have a
destructlon perlod as indicated in reference (J}.

b. A1l cther 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. Special 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. Comptroller. Official fiscal records of MCB CamLerd.

b, 8Ja. Legal records which are not normally referred to the
Adjutant for transmittal or other processing.

o, CIG., Official file coples of inspection reports and Request
Magts proceedings.

d. Directeor, DPS. Official file copies of Ground Safety Reports
and Monthly Safety Publications.

£ Security Manager. Securyity clearance caess files and all
classified files

g. Director, Base 5-1. FOIA T/SPLINTS.
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Chapter 23
Directives

1. Directives Control

a. The Directives Control Point (DCD) is the office of the
Addutant., The Adjutant is the Directives Contrcel Officer.

bh. The DCP will perform the following:
(1) Maintain the official file copy of each Base Directive.

(Z) Assign and issue consecutive polint numbers to directives
ag regquired.

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

(4) Maintain a current numerical index of directives.

(5} Publish & quarterly BBul 5215.

(&) Ensure review of directives during the anniversary month

of promulgation by the cognizant originator, Lo ensure appropriate
action is taken to keep directives up to date, use NAVMC form 10874.

(7} Ensure directives are posted on the Base Adijutant’s
directives website.

hittps://intranet .meieast . usme.mil /i B%Z20ADJIUTANT /defsult . aspx
2. Preparation. Current instructions governing the preparation of

-

directives are contained in reference (1).
a. Originators of directives will accomplish the following:

{1} Prepare and sponscer directives in rough draft per

{2y Deliver to the Adiutant’s cifice ,ne rough draft printed
on plain bond paper, route sheet, all appropy ane hackground
marerial, and a draft in Microsofi Word processing formatb
slectronically

it
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(3} Prepare all directives, except when specifically directed
otherwise, for signature by the CO or XO.

b. The Adjutant will accomplish the Zcollowing:

(1) Upon receiving the rough draft, ensure the format is
correct per referenca {1} and assign a proper congeculive point
number and distribution code according to the originator’s reguest.

{Z} Prepare the final version directive based on final chop
and review.

{3) Route the final version to CO or X0 for signature.
Tnclude all appropriate route sheets with recommendations and
concurrences for information.

{4) After signabture, distribute directives via the Base
Adjutant websgite,

{5y Provide the sgponsor or originator of the directive an
updated version in Microsoft Word format and the PDF signed version
of the directive.

{8) Maintain the original directive and all supporting
documentation in the Master Directiveg File located in the Ad-iutant’s
office.

3. Changes 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 Lypewritten lines in length.

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

4. Distribution of Directives. Reference {m) contalins the
distribution of MCE CanLei directives.

5. Review of Directives. Sponsors of directives ave reguired to
review those directives that fsll under their cognizance annua;ly on
the promulgation date of the divective {date signed) This review ig
to ensure current content, clarity, administrative correctness and
relevance. 1f the directive reguires changes, follow the guildanc

provided above.
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Chapter 24

Publications

1. Publications

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

b. The adjutant has been asgigned the IAC for the command and is
responsible for ordering required directiveg and other materials such
as Voting Posters and other literature via the Marine Corps
Publication Distribution System (MCPDS).

¢, Directives that are avallable on the Marine Corps
Pubklications Electronic Library (MCPEL) or on the www.usmo.mil
publication library will not be orderg via MCPEDS.

d. Ordering of Technical Manuals and other publications ig the
responsibility of the respective department that maintaing them.

e. Regulations for the distribution and handiing 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.

[
e
|
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Chapter 25

Megsage Drafting and Handling

1. General. In the past, message drafting and releasing has been
created within the Autodin and the Defense Messages System (DMS) .

The classic DMS system has been replaced with the current Automated
Message Hand.iing Svstem (AMHS). AMHES 1g an automated message system
that can be used Lo process, gtore, and disseminate legacy Autodin
messages as well as DME messages. AMHS has been selected by all
services ag 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 firgt MCE's to undertake transitioning

its DMS subscribers.

2. Procedures. The current editions of the reference (o), NTP 3,
Naval Telecommunlication 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 te U.S. Navy,
Marine Corps, Coast Guard and other activities receiving service from
NCTS.

3. Automated Message Handling System {(AMHS). The AMHS is a system
that allows review, preparation and release of Naval Messgages via a
web browser. The AMHES receives electronic message traffic and
determines message routing by comparing the message contend to &
criteria list or profile for each user. The AMHS is a secured system
that encrypts and decrypts organizational messages.

4. Releaging Authority (RA). WwWhen releaging messages staff sections
are reguired to info “CO MCRB CAMP LEJEUNE NCY on all message traffic
peing released. The billets listed in reference (p) are authorized

o release m@ssage in the name of the CO. ACC Lejeune regquires a
letter from the CO authorizing releaser to release Defense messages
onn behalf of an organization., Updates to the Releasing Buthority

(RA} letiter is made bi-annually.

J‘}

5. Message Plain Language Addresges {(PLA} . IEnclos
reference {(p) is a listing of the authorized PLA =

)
1
£
Iw b
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Chapter 24

Reports Management Program

1. Reporis Management Program. Resgponsibility for conducting a
reports control program is vested with the Adijutant, who is
designated as the Reports Control Officer.

a. The Reports Management Program is organized to provide for
the gystematic analysis and administrative control of MCRBR Camle]
reporting regulrements.

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

{1) Ensure methods, procedures, and systems emploved for
reporting purposes are reallstic, practical, and responsive.

(2} Encourage the practice of reguesting only essential
information consistent with an economic workleoad and minimum
administrative reguirements.

{3} Seek integration of like data reguirements and develop
multiple use of reguired reports.

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

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

(1} That the repori continues to e jJustifiably necessary.

(Z} That the report containg sufficient information to

v accomplish its purpose.

{3}y That the regort can/cannot he automated.

{4y That reporits are monitorad for timely submission and
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(5) The Department Head will notify in writ
Reports Control Officer of all new, canceled or modif
ragulrements.
d. Reference (1) contains detailed information and instructions
concerning the proper format and utilization of the “Reports
Required” section when preparing MCB Cambedj directives.

e. All Departments will:

{1} Review the annual recurring reports checklist to esnsure
compliance with the above paragraphs.

(2) Submit correctionsg, deletiong or additions to the
controlled reports, to the Adijutant. Do not assign report control
symbcls until the Adjutant approves them.

{3) When staffing a proposed MCR Camlej directive, it is
imperative the Adjutant approves report control symbols prior to
submission for staffing. Submit reguests for assignment of report
control symbols in writing to the Adjutant.

£. The Adiutant will:

{1} Ensure compliance with reference (g) relative to the
administration of this program.

(Z) Maintain a system of control to facilitate the annual
promulgation of & checkliist of recurring reports.

{3} Publish an external recurring reports checklisgt annually.

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

{1} Intelligence Reports.
(21 Reporis of Inspections.

(3) Bupply Data Reporis.

o]
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Chapter 27

Forms Management Program

1. Forms Management Program. HQMC has established a Forms
Management Program. Reference (r) provides information regarding the
MCR CamLe’d Program.

Z. Background

a. The purpose of the Formg Management Program 1s to eliminate
redundancy and the duplication of locally made forms when there are
other forms avallable 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 formg. Local forms can
be located on the Rase Adjutant’'s website:
https://intranet . mcieast.usmc.mil/C18/C7/MCB%Z0Forms%20Management /def
ault.aspx.

c¢. All MCEB CamlLe] Forms must be submitted to the Director, Base
S-1 {Attn: Forms Management Officer} for approval. However, prior
to gubmitting the form, the section reguesting the new form will
engure that there are no existing similar forms made by higher
headguarters, i.e., DD Formg, NAVMC Formes, 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. Regponsibilities. Refer to reference (r) for specific
regponsibilities of general and special staff officers, commanding
officers, officers-in-charge, and designated representatives.

-t
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Chapter 28

Freedom of Information aAct (FOIA) /Privacy Act (PA)

1. General

a. The CO has designated the Director, Base 8-1 with the
regponsibility for advising and managing FCOIA procedures. The
Director, Base S5-1 is designated asg the PA Coordinator of MCB CamLe].
Refer to references (g) and () for specific respongibilicies of
staff sections and commanders.

. Denial Authority. The CG MCIEAST has designated the
Assistant Chief of Staff, G-1 ag the denial authority for all MCIEAST
installations.

2. FOIA. To ensure activitieg act promptly on all reguests for
federal records and process guch reguests pursuant to reference (s).

a. The FOIA allows any person for any reason Lo reguest coples
of agency records so long as they comply with the rulemaking of the
agency,

b. Reference (8) provides amplified ingtructions for compliance
and implementation when processing such reguests, outliines fee
procedures and annual reporting procedures.

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

a. Systems of Records Managers are any USMC officials
responsible for the maintenance of a collection of records whereby
records are rvroutinely retrieved by someone’ s name or other similar
personal ldentifier.

b. The P2 reguives that individuals be afforded the
opportunity and means by which fo correct any inaccuracies existing

in thelr records.
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Chapter 28

Command Chronclogy

1 Command Chronology. Staff responsibility for preparation of the

P I

command chronology is vested in the Divector, Base $5-3.

2. Reference. Refer to reference {(u).

3. Background. The reference establishes and annual reguirement for
commanders and staff sections to submii annually a Command Chronology
of significant higtorical events related to existing programs, new
programs and procedures, important policy decisions, and
axperimentations with eguipment and dogtrine,

]
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Chapter 30

CG's Conference Room

. CO's Conference Room

a. The CO’'s conference room is located on the first deck of the
John A. Lejeune Hall, Bullding 1, and is available for use by all
staff departments and branches of the MCEB Camle] Headguarters when
not being utilized by the CO or X0. Reservationg are subject o
change to accommedate this primary function., The Command Staff
Officer has primary respeonsibility for the C0's conference room to
include:

{1y Arrangement of the CC'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.

. Brieferg are responsible for providing their own assistants
for the audio—visual/projection eguipment. The assistants are
responsible for getting an audio—visual brief from the Command Staff
Officer prior to operation of such equipment. Briefers and/or
asslzstants should take every effort to inciude preparation time prioxy
to and after their use of the facilities when reguesting use of the
centerence room.

¢. Departments desiring to use the conference room will contact
the Command Staff Officer. The Command Staff Officer will determine
availabiiity and arrange for access. Security measures, operation of
installed eguipment, and procurement of additional equipment are the
regponsibility of the department or branch using the conference room.

d. The requesting department ilg respongible for providing any
coffee mess/refreshment set-up and remcoval for thelr scheduled event.
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Chapter 31

Uniform of the Davy

1. Uniform of the Day. When the Marine Corps Combat Utility Uniform

(MCCUU) is designated by a local commander as the uniform of the day
in garrison, the following policies apply:

a. During the summer seagon, the Desert MARPAT MCCUU with
sleeves rolled up will be worn as the uniform of the davy. This will
occur in synchronization with Daylight Sevings Time, per reference
{(v).

b. During the winter season, the Woodland MARPAT MCCUU with
gsleeves down will be worn asg the uniform of the day. Thig will occur
in synchronization with the return to Standard Time, per reference
(v).

o, When authorized for wear, Desert flicght suits will be worn in
the summer season and Green f£light suits will be worn in the winter

seagon. Restrictions for wear are the same as the MCCUU.

d. Local commanders will continue to prescribe the appropriate
uniform for field and tactical environments.

e. Regtrictions on Wearing MCCUU Off-Base/Station

{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 establishments when using drive-thru services such as
automated teller machineg {(ATMeg), fast food restaurants, and dry
cleaning services when not exiting the vehicle. Some inappropriate
circumstances include:

centers, baby sitrers, or school
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{¢) At official/unofficial funcrtions and conferences held
off-base/station or off government facilities, this includes the
United Services Organization (USO).

£. Exception to the Policy. Due to the unicque nature of their
relationships with local, state and federal law enforcement agencies
and officials, Explosive Ordnance Dispogal (E0D) personnel and
Military Policemen (MP's) may wear the MCCUU off base/station for

migsion related duties only {i.e. EOD responding to found ordnance).

Lt
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Chapter 32
Desktop‘Procedures and Turnover Folders
1. Desktop Procedures and Turnover rolders. The freguent changeover

of personnel and problems inherent in such transitions reinforce the
esgentiality of maintaining expertise and continuity in procedures
and operations. Implementation and utilization of desktop procedures
and turncover folders greatly alleviate confusion and improve the
overall efficiency of an organization.

a. Deskiop procedures are & listing of specific procedures,
references, points of contact, and related significant information
concearning the management 0f a particular billet. Turncover folders
are files which pass on to a newly assigned individual with pertinent
information about the billet.

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

{1} bDesktop Procedures

(a) Maintenance. Desktop procedures are generally
applicable to billets involving adminigtrative and management
functions vice operational activities. For example, desktop
procedures are appropriate for a supply c¢lerk 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
checkliste, procedures for cerrving out recquired duties, biliet
Gescription, felephone numbers of individuals who might need to be
contacted, and reportg required.

{2) Turnover Folders

{ay Maintenance. Section heads and individualsg in
similar superviscory billets will maintain turnover folders.
o
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(I} Content. Turnover folders Include information about
policy, personnel, gtatus of pending proijects, references, management
controls, functioning of the section, and wavs and means of
accomplishing routine and or infrequent tasks. Alsc include common

digcrepancies noted during past inspecticns by the CIG, IGMC, etc.
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Chapter 33

Electronic E-mall

1. FElectronic Mail (E-Maill)

a. BE-Mall sent over United States Government systems is the
property and concern of the United States Government. Individuals do

not have a right to privagy when utilizing the E-Mall system. To
protect the United States Government and MCR Camled from potential
embarragssment, users of the EMail will adhere to the following:

{1} E-Mails will contain no obscenities.
(2) EMails will contain no unprofessicnal comments.

{3) E-Mails will contain only language which would pass any
legal or standards of conduct purview.

. Under no circumstances will MCE Camle]j personnel contribute
to, embellish, or forward any inappropriate E-Mail. Upon receipt of
an inappropriate E-Mail, the recipient will report its receipt to the

Director, Base 5-4/6/BPO,

Lat
Lad
{



1. Daily Routine.

will assign officers

sectiong which will provide qualified personnel
Department Heads

nours.
for special purposes
regulrements.

2.

The 1
ﬁeadquarters is Monday through Friday (0730-1630).

Federal Holidavs.
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Chapter 324

Miscellaneous

normal dally routine for MCB Camlej
Department Heads
and enlisted members of their staffs to duty
during non-working
during working hours
commensurate with workloads and duty

may authorize absences
or events,

U.S8. Navy Regulations 19%0, sets forth

degignated Federal Holidevs and states wherever the designated

holiday falls on a Saturday, observe the preceding day as a holidayv;
whenever the degignated holiday falls on Sunday, cobsgserved the
following day as a holiday. Section IV, cof reference {(x) governs the
extension of regular liberty in connection with holidays. The Base
$-1 Administrative Officer will publish annually the proposed holiday
routine for MCRB CamLed commands via Naval Message and will also post
it on the Adjutant’s Website. Holidays are as follows:

&. New Years Day, the first of January.

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

c. President’s Day, the third Monday in February.

d. Memorial Day, the last Monday in May.

2. Independence Davy, the 4th of July.

f. Labor Day, the first Monday in September.

. olumbus Day, the second Monday in October.

h Veterans Day, the llth of Novemnber.

i. Thanksgiving Dav, the fourth Thursday in November.

h o day of December.

UF

Christmas Day, the 2

[ 4

3. Command Duty Officer fCSG}Q The CDO is located in Builiding 1.
Specific duties and responsibilities of the CDO and staff sections
after normal working hours are published in reference {(v}.
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