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Dear Marine,

	Welcome to Headquarters Company!  We are excited to have you join the team, and we welcome your experience and talent as a Marine leader.  This welcome aboard package, along with your assigned sponsor, will help you gain a better understanding of the local area, the unit, and your mission.  We hope to provide you with the resources that you will need to make a smooth transition to this unit.  For any additional assistance in your transition, please reach out to your sponsor, Site First Sergeant, or myself.
	The purpose of the Inspector-Instructor staff is to facilitate the combat readiness of a reserve Marine unit.  Your billet has been uniquely designed to provide critical support, and you must be prepared to assume a higher level of responsibility than you may have experienced in the past.  You are on an independent duty and a member of a small team.  You will be trusted to carry out your duties with little to no oversight.  Your task is to make your section, or functional area, operate like a smooth running machine in order to support the Regiment’s missions.



						A. P. DOWNS
						Capt, USMC
						Inspector-Instructor
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Dear Marine,

	I would like to welcome you to Headquarters Company, Inspector-Instructor, San Bruno, CA.  You are joining a unit that is rich in Marine Corps History.  Our Regiment has had the privilege to serve in every clime and place.  You can be proud of knowing that you are joining a battle tested unit that enjoys the support and dedication of Marines like yourself.  You will certainly play an intricate role in the support of our traditions.

	Inspector-Instructor (I&I) Duty offers a rare opportunity for Marines to support the entire Marine Corps Organization.  Your knowledge about the reserve component will increase and provide you with an experience that few Marines get to see.  Your time on I&I Duty will increase your awareness and appreciation for the Marine Corp Reserve.  Their efforts to the Corps provide an enormous contribution to the overall success that we accomplish as an organization.  Your experiences will also better prepare you to lead Marines in the future as you will build upon your education and development as a well-rounded Marine.   

	This welcome aboard package will provide you with an overview of information that will help prepare you for life while being stationed at San Bruno, CA.  To keep this momentum up through the completion of your transition, you should have already received contact information from your sponsor that is assigned to you that will provide additional information and answer questions you many have.  You can also call me anytime, 949.290.7505.

	I’m looking forward to meeting you and working alongside as we carry out one of the Corps most unique independent missions with Inspector-Instructor Duty.  
	
Welcome to the TEAM, BE READY, and enjoy your new duty.


  		 
M. J. TABARRACCI
First Sergeant, USMC
Inspector-Instructor 
Mario.tabarracci@usmc.mil
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Regiment		San Bruno, CA			2/24		Chicago, IL
HQ Co			San Bruno, CA			E Co		Des Moines, AL
Truck Co		Las Vegas, NV			F Co		Milwaukee, WI
Truck (det)		Baton Rouge, LA			G Co		Madison, WI
								Wpns Co	Fort Sheridan, IL
1/23			Houston, TX
A Co			Houston, TX
B Co			Bossier, LA
C Co (-)		Corpus Christi, TX
C Co (det)		Harlingen, TX

2/23 			Pasadena, CA
E Co			San Bruno, CA
F Co (-)		Salt Lake, UT
F Co (-)		Las Vegas, NV
G Co			Pico Rivera, CA
Wpns Co		Port Hueneme, CA


3/23			Bridgeton, MO
I Co			Littlerock, AR
K Co			Smyrna, TN
L Co			Montgomery, AL
Wpns Co		Springfield, M


Regimental Duty:	650.537.2402
FAX:		     	650.952.5474
Regimental Phone: 	650.244.9806 and choose from the following:

Administration	x1102
Operations		x1305
Supply			x1412
Medical		x1409
Echo Company		x1705












































INSPECTOR-INSTRUCTOR DUTIES


	Duty
	Description

	Drill Weekend

	One weekend a month reserve Marines from across California and beyond arrive to learn, develop and maintain tactical, technical, physical, and leadership skills necessary to be a successful Marine.  As part of the Inspector-Instructor staff, it is your responsibility to facilitate this training.  Drill weekends can start as early as Thursday morning and go to Sunday evening but usually consists of an all day Saturday and Sunday time span.

	Annual Training (AT)
	Annually, reserve Marines are required to train away from their home training site for a 14 day period.  This training requirement, referred to as AT, can range from field operations, annual swim and rifle qualifications and the gas chamber to participating in multi-national-force (MNF) exercises in remote international locations.

	Funeral Honors
	The Marine Corps renders appropriate Military Funeral Honors to deceased Marines upon request from the next-of-kin through Headquarters Marine Corps Casualty Branch.  Generally it includes three Marines and consist of folding the United States flag, playing of Taps and presenting a United States flag to the next-of-kin.

	CACO
	One of the most difficult parts of being a Marine is to see one of our comrades fall an untimely death.  In the unfortunate instances when this happens, it is our duty to notify the families of the fallen and assist them with the numerous decisions made following the unexpected death.  Assistance is provided to aid in the application of all benefits and entitlements and any other arrangements that may be needed.  The Casualty Assistance Calls Officer (CACO) is the individual appointed to represent the CMC with the NOK and will conduct all calls with the sympathy, courtesy, precise information, and service necessary in dealing with such sensitive and emotional situations.

	Color Guards
	Color Guards are performed to honor the United States and her colors in numerous venues and events.  Examples of events are local and town school functions, war memorials, and local sporting events.  The Color Guard is a four-person formation of Marines in appropriate military uniform, who are charged with the handling, posting and retiring of the flags while rendering the proper customs and courtesies.  This honored tradition adds dignity to any event, while showing respect to our Nation and those who have served it.

	Toys for Tots
	Each year every I-I Staff supports the Toys for Tots foundation through the collection and distribution of toys within Marin, San Francisco and San Mateo counties covering over 1,000 square miles.  It involves community relations events, toy drives, media interviews, and other voluntary events to raise toys and monetary donations.  

	Birthday Ball Ceremonies
	Every year, we get the opportunity to support the Marines Memorial Club & Hotel and Wine Country Marines in providing a ceremonial detail in celebrating the Marine Corps birthday at their venue.  

	Staff Duty
	Rank of E7 and below will conduct duty standards on their scheduled day by their section Chiefs in the Regimental Training Center.  It is a sleeping post from 2200-0500, but on call 24/7 via duty phone.  





AREA MILITARY INSTALLATIONS

	Installation
	City or Location
	Distance from Reserve Station
	Installation Resources
	Website

	Moffett
	Mountain View
	35-45 mins
	Housing, Commissary, ID center, NASA, Navy lodging
	http://www.militarybases.us/air-force/moffett-federal-airfield/

http://www.villagesatmoffettandparks.com/

	Coast Guard Island
	Alameda
	45-60 mins
	Housing, MWR, ID center, Exchange, Pool, Gym, CDC
	https://www.uscg.mil/baseAlameda/

	Camp Parks
	Dublin
	1-1.5 hours
	Housing, ID center, MWR, Training areas
	http://www.parks.army.mil/


	Fort Hunter Liggett
	Monterrey 
	3-3.5 hours 
	Housing, MWR, ID center, Commissary, Training areas
	http://www.liggett.army.mil/sites/local/home.asp

	Camp Roberts
	San Miguel
	3.5-4 hours
	Housing, MWR, ID center, Commissary, Training areas
	https://militarybases.com/camp-roberts-army-base-in-monterey-ca/




HOUSING OPTIONS

The only military housing near the unit that is recommended is Moffet located in Mountain View, CA. Your housing options are to buy or rent a house, apartment, town home...etc.  Ensure you do your homework before buying in the area.  Most Marines rent an apartment or town home.  The areas listed below are most commonly selected areas:

-San Bruno
-Daly City
-South San Francisco
-Burlingame
-Foster City
-San Carlos
-Redwood City  
-Mountain View (Moffett Housing)

We do not recommend that you live across the Golden Gate Bridge, Bay Bridge or San Mateo Bridge.  This is due to heavy traffic in the morning and evening.  You may find a low cost housing across the bay, but not worth the daily drive and the cost of tolls. 






CHECK IN PROCESS

Checking in to Headquarters Company (San Bruno, CA) is nearly the same as checking in to any other Marine Corps unit.

Uniform for check in: Service "A".  (Bring camouflage utilities)

Check in is conducted during normal working hours Monday - Friday 0730 until 1730.  If your leave ends on a weekend, you may check in early or call the Duty Cell Phone number: 650.537.2404.  If a situation arises that will keep you from checking in during your authorized leave period / travel days, call the Duty Cell Phone.  

The location of the site is: 900 Commodore Drive San Bruno, CA 94066.  This facility is a secured access, ring the bell and tell the duty your Rank/last name and that you are checking in.  You will have to show your military ID.

Step 1:  Check in with the duty and sign the visitor log book.
Step 2:  Check in with the administration section.
Step 3:  See the Site First Sergeant (E8 – E1)
Step 4:  Report for duty with the Headquarters Company Inspector-Instructor 	   	  (E8 – E1)  
Step 5:  Check in with medical (bring your medical and dental records).
Step 6:  Check in with supply (full issue will depend on billet).
Step 7:  Report to your work section for relief in place.

Note:  You will be scheduled to see the Regimental CO, Regimental I-I and the Regimental SgtMaj.

Note: Calling the office prior to arrival is encouraged.  As you may have heard, work tempo can be high at times and a phone call may better prepare the staff for your arrival:  650.244.9806 x1102


RECOMMENDATIONS PRIOR TO ARRIVING ON INSPECTOR - INSTRUCTOR DUTY

1.  Ensure you have a full complement of uniforms/items prior to arrival which may include:

	(a) Metal Collar and Service Uniforms chevrons.
	(b) Green skivvy shirts/shorts.
	(c) Corframs and extra boots and boot bands.
	(d) Any ribbons and badges you rate to include ribbon bars.
	(e) Your frequently used uniform items.

Note: Get with your previous supply to get a 604 Form to receive a set of dress blues for FREE.

2. Admin Section: Useful links and information prior to your PCS move.

	(a) TLE (TEMPORARY LODGING EXPENSE):  TLE are expenses accumulated from hotel costs during PCS in vicinity of your departing unit and new unit.  Your qualification for reimbursement is based upon a 50 miles radius here at the Unit and or departing Unit, however you will only be authorized reimbursement up to 10 days (combined).  For example, member may elect to utilize a hotel for two days near his/her departing unit and eight days near his/her new unit.   Max Lodging rate is $199.00/day and meal rate is 64.00/day.

	(b) BAH CACULATOR: Note Unit ZIP Code is 94066: http://www.defensetravel.dod.mil/site/bahCalc.cfm 

	(c) DEERS UPDATE: Marines can update their dependent information in DEERS via website after PCS moves. https://pki.dmdc.osd.mil/appj/address/login/SelectLogin.do

3. Operations Section:  Coming to I-I duty can be chaotic or it can be an opportunity to receive some great training.  Any school, certification, qualification or status you can attain prior to executing orders here is highly recommended. The following tips will help set you up for a smooth transition:

	(a) Complete all annual training.  Recommend that you complete your Resident PME prior to checking in.

	(b) Find out if/what collateral duties you will have here and complete related MarineNet courses.

	(c) Get yourself intimately familiar with Microsoft Office programs (word, excel, powerpoint etc.)

	(d) Any certifications are useful here – CMT, CMC, MCIWST, UVA, SAPR, Vehicle licensing (HMMWV, 7-Ton), Ammo driver, MCMAP, HITT, SemperFit, ISMT, CBRNE, SharePoint, MCTIMS and PFT/CFT coordinators course.  This list is not all inclusive.

	(e) Prior to departing your current unit, make sure to properly check out  with your Intelligence section (S-2, G-2, etc.) to include being released from JPAS, as well as being transferred to 23d Marine Regiment regarding your ISOPREP (Which is transferred on a SIPR computer).

4. Supply Section:  The supply section maintains a full complement of combat gear required to support the unit’s capabilities.  The I-I staff has numerous integrated billets, meaning that they perform duties with the I-I staff and the reserve company (basically they belong to both).  These integrated billets will receive a full combat issue of gear as they train and deploy with the reserve unit.  The remaining staff normally receives a partial issue (site support staff).  Supply will be the last stop of your check in process.

5. Medical Section:  Below are the priorities for you and your family if accompanied:

	(a) Please have all annual medical/dental requirements completed within three months of checking in. These requirements are:  PHA, PDHA, PDHRA/MHA, AUDIO, and Dental Class 1 or 2. 

For school-aged dependents, make sure physicals are within six months, especially if involved in extracurricular activities.   

	(b) During check-out of previous command, ensure the Medical and Dental Records Departments send your records to:

Commanding Officer
900 Commodore Drive
San Bruno, CA 94066
(Attn: Marine Corps Medical)

Or have orders written to state you may hand carry them.  You will not be permitted to request your spouse’s records, but if you have other dependents under the age of 18, you can make the request.  

	(c) Upon check-in, your Senior Medical Department Representative (SMDR) will verify record accountability, MRRS, and provide you guidance on transferring to TRICARE North and ensure you are enrolled in the appropriate coverage.  This will need to take place within 48 hours of arriving so that Primary Care Managers (PCMs) may be assigned and ensure your immediate medical coverage.


AREA ATTRACTIONS

San Francisco area provides many activities for the family.  There are also many national parks within the surrounding areas.  A simple google search of area attractions/parks can get you started.  Below are some attractions that are recommended:

-Alcatraz Island
-Golden Gate Bridge
-Fisherman’s Wharf
-Pier 39
-California Academy of Science
-Exploratorium
-Ghirardelli
-Twin Peaks
-Yosemite National Park
-Big Basin Redwood State Park
-Santa Cruz Boardwalk
-Lake Tahoe


PUBLIC TRANSPORTAION

1. CALTRAIN: is a local system similar to AMTRAK that provides service from San Francisco to Gilroy, CA, however unlike AMTRAK, these trains run on a daily schedule similar to subways.  During the week these trains provide service 24 hours, SAT from 0800-0000 and SUN 0800-2100.  During the week these trains run approximately every 30 minutes and on weekends every hour. Website: http//www.caltrain.org

2. Bay Area Rapid Transit (BART): local railway system much subways.  BART provides services from Millbrae (South) to San Francisco (North) on west bayside and connects to Fremont (South), Pittsburgh Bay Point (North East) and Richmond (North) on the West bayside.  BART also provides service to San Francisco airport.  Nearest BART terminal is across from the unit at the Tanforan mall.  Week hours 0400-0000, SAT 0600-0000, SUN 0800-000 and run every 5 minutes.  

3. Transportation Incentive Program (TIPS) is designed to pay for mass transit cost incurred by personnel in their local commute from residence to permanent duty stations. Participants must accurately claim an amount that reflects their actual commuting cost failure to do so will result in a fraudulent certification on the application and is subject to criminal prosecution. This program is a benefit, not an entitlement; thus, there is no retroactive reimbursement.

Website to register:

https://support.tips.navy.mil/cas/login?service=https%3A%2F%2Fsupport.tips.navy.mil%2F


MEDICAL INFORMATION

Health Care and TRICARE Coverage:  Due to the lack of military hospitals in the local vicinity, most health care services will be provided through area hospitals, doctors and specialists.  

You will need to call TRICARE WEST to get this set up.

*Service members must be on active duty at the time dental care is provided by ADDP.  Please contact SCPO Nicola R. Campbell at Nicola.campbell@usmc.mil if you have any questions.
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LINEAGE

OF
23D MARINES

1942 - 1945
ACTIVATED 20 JULY 1942 AT NEW RIVER, NORTH CAROLINA, AS 23D MARINES
ASSIGNED DURING FEBRUARY 1943 TO 4TH MARINE DIVISION
RELOCATED DURING JULY 1943 TO CAMP PENDLETON, CALIFORNIA
PARTICIPATED IN THE FOLLOWING WORLD WAR Il CAMPAIGNS
KWAJALEIN
SAIPAN
TINIAN
WO JIMA
RELOCATED DURING OCTOBER 1945 TO CAMP PENDLETON, CALIFORNIA

DEACTIVATED 15 NOVEMBER 1945

1966 - 2015

REACTIVATED 1 FEBRUARY 1966 AT ALAMEDA, CALIFORNIA, AND ASSIGNED TO
4TH MARINE DIVISION, U.S. MARINE CORPS RESERVE

MOBILIZED AND PARTICIPATED IN SUPPORT OF OPERATIONS DESERT SHIELD AND DESERT STORM, SOUTHWEST ASIA,
DECEMBER 1990 - APRIL 1991

RELOCATED DURING SEPTEMBER 1991 TO SAN RAFAEL, CALIFORNIA
RELOCATED DURING FEBRUARY 1996 TO SAN BRUNO, CALIFORNIA

ELEMENTS MOBILIZED IN SUPPORT OF THE GLOBAL WAR ON TERRORISM,
FEBRUARY 2002 - JUNE 2008

ELEMENTS MOBILIZED AND PARTICIPATED IN OPERATION IRAQI FREEDOM, IRAQ, FEBRUARY-SEPTEMBER 2003,
AAUGUST 2004 - MARCH 2005 AND OCTOBER 2007 - APRIL 2008

ELEMENTS MOBILIZED AND PARTICIPATED IN OPERATION ENDURING FREEDOM,
HORN OF AFRICA, 2005

ELEMENTS MOBILIZED AND PARTICIPATED IN SUPPORT OF OPERATION ENDURING FREEDOM,
BAHRAIN AND UNITED ARAB EMIRATES, APRIL 2011 - MAY 2012

14 SEPTEMBER 2015
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