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Procedural Guidance

1. BSituation. This Qrder sets forth policies, procedures,
tasks, and responsibilities required for the efficient execution
of the Marine Forces Reserve {MARFORRES) Headguarters. Per the
references, the Staff Regulations are set forth to be followed
and executed.

2. Cancellaticn. For$ P5000.6D. -

3. Mission. To establish guidance, direction, and structure

for MARFORRES in order to standardize staff functions,

facilitate mission accomplizhment, and to ensure the enforcement .
of good order and discipline. .

4, Execution

a. Commander’s Intent and Conceot of D?erations

{1) Commander’s Intent. To promulgate the staff
regulations in order to provide a key document that will enhance
MARFORRES’ operational tempo and provide structure for the
Genaeral Staff, Special Staff, and Major Subordinate Commands
[M3CY .

{2} Concept of Operations. This Order iz to be
disseminated throughout MARFORRES.

b, Tasks

{1} MARFORREE General Staff Sections, Special Staff
Sections, and MSCs. Be familiar with this Order and its
enclosure.

{2} MARFORRES General and Special Staff Officers.

Ensure that all persecnnel are familiar with the sontents of this
Order.
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5. Administration and Logistics

a. Recommendations concerning the contents of this Order
are invited. Such recommendations will he forwarded to the
staff Secretary via the appropriate chain of command.

}». APPENDIX B is a list of abbreviations used throughout
enclosure (1) .

6. Command and Signal

a. Command. This Crder is applicable to the Marine Corps
Reserve.

b. Signal. This Order is effective the date signed.

A LA,

Stephen A. Wenrich
Chief of Staff

DISTRIBUTION: D ,

Directives issued by this Headquarters are published and
distributed electronically.
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Introduction

1. Purpose. To publish administrative instructions relative to
the operations of this Headquarters and to promote uniformity in
staff procedures.

2. Qrganization. This manual is organized into chapters
identified by an Arabic numeral as listed in the overall
content s,

3. Changes

a. HNormally, printed changes to this Order are affected
through page inserts. When the nature of a change is
sufficiently urgent, an advance change will be published by a
routine directive. Each printed change incorporates all advance
changes promulgated since the previous printed change. Each
paragraph or subparagraph affected by 2 print change is
identified by an arrow symbol in the left margin. Each page
affected by a change has the number of the change recorded on
the bottom.

k. Each change to this Order is recorded on the “Record of
Changes” page.

4. Responsibility. The Staff Sections referred to are assigned
the responsibility for the currency of that chapter, section, or
paragraph. The 3taff Secretary, with the assistance of the
Force Adjutant, is assigned the responsibility for coordinating
changes to this Order. When changes are required, they are to
be typed on plain bond paper and submitted with a proposed route
sheet to the Staff Secretary, whoe in turn submits them to the
C/8 for approval and signature.

5. Distribution. The Force Adjutant is assigned responsibility
for the proper distribution of this Order and changes thereto.

viii Enclasure (1)
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CHAPTER 1

Missions, Organization, and Command Eelationships

1. General Information. In accordance with Title 10, United
States Code, Section 10102, the purpose of the Marine Corps
Reserve is to provide trained units and gualified persons
available for active duty in the armed forces, in times of war
or national emergency, and at such other times as the naticonal
security may require.

a. Mission. wMission statements are maintained and held by
the G-8 Directorate.

{1) Headguarters, Marine Forces Reserve (HQ, MARFORRES) .
Commander, Marine Forces Reserve {COMMRRFORRES) commands and
controls assigned forces for the purpose of augmenting and
reinforcing the Actiwve Component (AC} with trained units and
individual Marines as a sustainable and ready operational
reserve in order to augment and reinforce active forces for
amployment across the full spectrum of crisis and global
engagement. As the assigned proponent of the Marine Corps
Reserve, COMMARFORRES serves as the Commandant of the Marine
Corps’ {(CMC) principle adviscr for the Marine Corps Reserve and
principle advocate on matters pertaining te the U.3. Marine
Corps Forces Reserve {(MARFORRES).

{2) Reserve Base 3Juppert, MARFORRES. COMMARFORRES
commands and controls reserve installations in order to provide
the installation services and support (less aviation-unigue
services and support) necessary to generate Selected Marine
Corps Reserve (SMCR) capabilities/units and individuals.

{3] COMMARFORRES accomplishes these missions through
exercise of command in two separate but parallel chains of
command: Operaticonal and Garrison/Site Support.

b, Concept of Organization. Reserve Base Support,
MARFORRES is an activity under the operational and
administrative control of HQ MARFORRES. Reserve Base Support,
MARFORRES consists of the Commander and the associated General
and Special Staff Departments that manage, provide, and
facllitate the sustainment of personnel and infrastructure
throughout MARFORRES.

¢. Concept of Employment. HQ MARFORRES supports
COMMARFORRES by maintaining a headguarters in New Orleans,

1-1 Enclosure (1)
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Louisiana. HQ MARFORRES affects staff actions required to
accomplish the above missions. HQ MARFORRES coordinates with
Headguarters, U.S. Marine Corps (HOMC), Marine Forces

(MARFOR) /Marine Expeditionary Forces (MEF), {.5. Marine Corpa
(USMC) supporting establishment organizations, and higher and
adjacent Navy Headquarters to provide augmentation and
reinforcement to the AC with trained MARFORRES units and
individuals. HQ MARFOREES is cateqorized asz administrative in
nature and is not designed or staffed to deploy as an
operational field command headguarters, -

&, Explanation of Terms

{l} Action Officer (AQ): Individual responsible for
coordinating and completing a specific task.

{2) Correspondence: Communication by letters, Naval
messages, memorandums, decision briefs, information briefs,
letters, staff studies, background papers, and similar
documents. :

(3} Office of Primary Responsibility [(OPR}): The
Frincipal Staff Office assigned to perform the primary execution
of, or oversight for, a particular matter, issue, or task.

There can be only one OPR for each acticn.

{4} Office of Secondary Responsibkility (OSR}: The
Principal Staff Office assigned to perform a supporting role for
a particular matter, issue, or task. There may be several OSR
for each action. -

(>} Task: An assigned action which requires a formal
response. '

(6] The MARFORRES Command Deck is comprised of:
{a) Commander
(b} Executive Director
{c} Forece Sergeant Major
{d] Command Master Chief
(e} C/5

(f)y Vice C/8

1-2 Enclosure {1)
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{g) Staff Secretary

{h} Command Deck Administration Section
{7} COMMARFORRES Personal Staff is comprised of:
fa) Alde-de-Camp |
fby Exacotive Assistant
fey Enlisted Aide
fdy Director of Protocol
(e} Commander’s Driver
{8) The MARFORRES General S5taff 1is comprised of:
fa) BAC/S G-1 {Administration)

{hy BAC/S5 G-2 {Intelligence)

{e) AC/S G-3/5 {Operations and Plans)
{d) AC/5 G-4 {Logistics)

{e) BC/SS G-6 (Command, Control, Communications, and
Computers)

{f1 AC/S G-7 (Force Inspector General)

{g) AC/3 G-8 (Capabilities & Reguirements)
{9) The MARFORRES Special Staff is comprised of:

{a} AC/S Facilities

{b} Security Manager

(c} Director of éafety

{d} Regional Contracting Officer {RCO)

(e} Director of Public Affairs Department (PAD)

(fy Compireoller

1-3 Enclosure (1)
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(@) Force Chaplain

{h) Staff Judge Advocate {SJA)

{1} Counsel to the Commander

{j} Egqual Opportunity advisor (ECA)

{k) Force Family Readiness Officer (FRO)

fl) Sexual Assault Response Coordinator (SARC)
{m)] Force Surgeocn

{n} Director of Marine Corps Community Services
- (MCC3)

{0} Director of Information Management and ¥Knowledge
Management {IM/KM)

e. Authority. Establishment of MARFORRES wolicy is the
sole prerogative of the Commander. The MARFORRES General and
Special Staff may recommend but may not issue policy directives
without the specific approval of the Commander.

2. Command Relationships and Organization. The Shared Services
concept of MARFORRES will be conducted in accordance with the
MARFQRRES Functional Responsibility Tables, controlled and
located within the G-2 Directorate.

2. Higher Command. COMMARFORRES commands MARFORRES and
reports directly to the Commandant of the Marine Corps in
accordance with Title 10 U.S.C. § 10173 (reference {c}}.
COMMARFORRES is the principal advisor to the Commandant of the
Marine Corps on all Reserve Force matters per reference {d).

B, MARFORRES Composition

(1} COMMARFORRES has command authority over Fourth
Marine Division (4th MarDiv), Fourth Marine Aircraft Wing {4th
MAW), Fourth Marine Logisties Group (4th MLG), Force
Headquarters Group (FHG}, and Headguarters Battalion {HgBn) .

{2} The Commanding Generals {C5) of 4th MarDiv, 4th MaW,

4th MLG, and FHG are Reserve Component General Officers assigned
by the Commandant of the Marine Corps and responsible to

1-4 Enclosure (1%




Ford 5000.6E

COMMARFORRES for the successful completion of all assigned
missions and special duties as may be assigned to the their
respective MSC.

{3) The Commanding Officer (CO}, HgBn, Marine Corps
Support Facility (MARCORSPTFAC), New Orieans (HOLA&Y is a Command
screened Colonel assigned by the Commandant of the Marine Corps.
The C0, HgBn, MARCORSPTFAC, NOLA will exarcise Administrative
Control (ADCOW) for Marine Corps personnel assigned to any
command or organization located within MARCORSPTFAC, NOLA. As
such, he is responsible to COMMARFORRES for the proper
processing of personnel administration and successful completion
of required individual and organizational Marine Corps training.
The CQ, HgPn, MARCORSPTFAC, NOLA is also the Installation
Commander for MARCORSPTFAC, NOLA.

c. Staff Organization. Headguarters, MARFORRES and both
the General and Special $taff shall be organized as reflected in
the latest published Table of Organization located and
maintained by the G-8 Directorate. In matters ({i.e. tasks,
issues) affecting two or more Staff Sections, the Principal
Staff Office exercising OPR assumes responsibility for
coordinating the efforts of all concerned Staff Sections. Prior
to taking actien on any matter of collective interest to all
staff Sections, the Principal Staff Office exercising OFPR will
ensure that other Staff Sections have received an oppeortunity te
comment and provide input on the matter.

d. sSuccession of Command. Succession of command fox
COMMARFORRES during times of temporary absence, leave, or
Temporary Additional Duty (TAD) shall be in accordance with
Article 1073, U.S. Navy Regulations 1930 (reference{e}} and
-paragraph 1007.2 of the Marine Corps Manual {(reference {f}].

1-5 Enclosure (11}
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CHAPTER 2

Duties and Responsibilities

1. Command Staff

4. Commander. COMMARFORRES is responsible to the CMC for
performance of such duties as the Commander may be assigned and
for all that MARFORRES accomplishes or fails to do.

b. Executive Director. The Executive Director is directly
responsible to the Commander, and acts for the Commander, when
absent, in overseeing the Force’s administratian,IEXGEPt for
those matters reguiring command by a vniformed officer as
outlined in paragraph 2104 of this Order. The functions of the
Executive Director are summarized as follows:

(1) Maintains complete familiarity with all activities
of MARFORRES, as well as with plans, operations, training, and
related activities of subordinate agencies of MARFORRES.

{2} Represents the Commandey in the execution of day—-to-
day operations, readiness, evaluation, and inspections.

{3} Final approval authority for all civilian hiring
actions.

{4) Assigned as the senior civilian within MARFORRES,

(3} Serves as the senior member of the Civilian Review
Board [(CRB] for MARFORRES. :

{6) Responsible for all other duties as may be assigned
by the Commander consistent with the Executive Director’s
Position Description,

{7} The Executive Director will not direct or impose
disciplinary actien on military members and should not sign
orders designed to be punitive in nature.

{8} For all military justice matters, the C/8, MARFORRES
shall assume responsibility in the absence of COMMARFORRES.

¢. Force Sergeant Major (SgtMai)

{1} The SgtMaj is the senior Staff Noncommissioned
Officer (SNCO) in MARFORRES and serves as the principal advisor

21 ' Enclosure (1)
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on all enlisted matters. &As advisor to, and representative of,
the Commander in matters that affect MARFORRES as a whole, and
enlisted parsonnel in particular, the SgtMaj pays particular
attention to the following areas:

{a} Ferformance.

{b} Morale.

{c} Billeting/Messing facilities.
{d} Quality of Life issues.

{2} Guides angd assists HOMC and the M3Cs in coordinating
MARFORRES SgtMaj and First Sergeant billet assignments.

(3} Serves as a member of all appropriate boards,
committees, and councils where enlisted representation is
required or may provide benefit to enlisted personnel.

{4} Identifies reguired E&/ES representation from
MARFORRES in suppori of Commandant of the Marine Corps sponsered
selection/promotion boards.

{5} Rssumes responsibility for the selection, training,
and performance of the MARFORRES Color Guard at parades and
ceremonies. Responsible for the custody and use of the National
Colors, MARFORRES Colors, perscnal flag of the Commander, and
personal flag of dignitaries who are cofficial viaitors to
MARFOREES.

{6) Assists in conducting “request mast” for enlisted
personnel. After a “regquest mast” has bean screened by the
Force Inspector Generxal {IG}, the SgtMaj schedules and makes
final arrangements for the individual’s appearance before the
Commander.

{7) Accompanies the Commander on all inspections and
training visits, unless otherwise directed.

{8) Performs all other duties as directed by
COMMLRFORRES.

d. Command Master Chief (CMDCHM)

{1) The CMDCM is the senior Navy Senior Enlisted Leader
{SEL} for MARFORRES. The CMDCM serves as the principal advisor

2=2 Encloesure (1)
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. to the Commander on all Navy enlisted matters that affect
MARFORRES as a whole, and Navy enlisted personnel in particular.
The CMDCM pays particular attention to the following areas:
{a} Performance/Job Satisfaction.
{b) Morale and Welfare.
{c) Training.
(d) Cuality of Life ilssues.

{2} Family Support.

{£) Provides input and advice in matters affecting
mission and operations, as required.

{2} Assigned as a member of all appropriate boards,
committees, and councils where Navy enlisted representation is

required or may provide benefit to Navy enlisted personnel.

(3) Communicates with Master Chief Patty Officer of the

. Navy (MCPON), Cocmmander, Wavy Reserve Forces’ (COMNAVRESFOR)
Force Master Chief, and Bureau of Medicine (BUMED) Force Master
Chief.

(4) Travels to and meets formally and informally with
Navy enlisted Program Nine persomnnel at MNaval Reserve Activities
and Inspector-Instructor (I-I} staffs to exchange ideas and
provide information which affects Navy Reservists and their
families.

{3) Participates as a member cof, or advisor to, the
following boards/panels:

fa) COMNAVRESEOR Policy Board.
(b) Marine Corps Reserve Policy Board.

{c} Haval Reserve Command Master Chief Leadership
Continuum.

{d) Chief Petty Qificer and Senicr/Master Chief

Petty Officer Reserve Advancement and Continuation Selection
Boards,
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fe} Chairman, MARFORRES Sailor of the Year/Reserve
Sailor of the Year Board,

{6) Accompanies the Commander and Force Sergeant Major
on all inspections, training and site visits, unless otherwise
directed.

. Chief of Staff (C/5)

{1} Acts for the Commander per reference {g) during such
periods as the Commander may be absent from MARFORRES for those
matters requiring command by a uniformed officer. Those matters
include:

(a) Pres;ribing lawful orders to service members.
{k) 3igning a punitive order.

{¢) Conducting military justice matters.

{d) Conducting administrative separation matters.
{e) Commanding service members.

(2) Assumes command, as directed, of an advance or rear
achelon of MARFORRES as may be established.

{3} Directs, coordinates, and supervises the activities
of the General and Special Staffs.

{4} Recommends to the Commander specific duty
assignments for all field grade officers assigned to the
MARFCRRES Headquarters Staff based on information developed by
the AC/S G-1.

{5y Reviews staff proposals and recommends action,
especially on administrative matters.

{6) Coordinates staff actions involved in the
preparation and review of publications and directives
promulgated by MARFORRES.

{7) Coordinatesz staff conferences.

{81 Coordinates the activities of all sections in
connection with official visits, to inclode assignment of
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project cfficers, setting up priefings, honors, meetings,
courtesy calls, and entertainment.

(9} Coordinates the overall operation of the MARFORRES
headguarters.

{10) Acts as an advisor to the COMMARFORRES.
(11} Represzents COMMARFCRRES, when directed.

{(12) Acts on civilian matters in the absence of the
Executive Director.

f. Vice Chief of Staff (VC/35)

{1) Provides Operatiocnal Tempo (OFTEMPC) relief for the
C/5% as required.

(2} Fulfills duties of the €/S in his absence.
{3) Represents COMMARFORRES, when directed.
{4) Acts as an advisor to COMMARFORRES.

g. Staff Secretary

(1) Directs and supervises the daily administrative
functioning of the offices of COMMARFORRES, Executive Directorxr,
C/fS and VC/5.

{2) Assists in coordinating the activities of the
MARFORRES General and Special Staffs.

(3} Ensures that all official correspondence, plans,
orders, and directives that are provided to the /S are correct
in all aspects and acted upon by all appropriate staff sections.

{4} Monitors and coordinates the MARFORRES Command Deck
dally schedule, Command Deck Calendar, Video Teleconferences
(VIC), teleconferences, briefings, meetings, and tracking of all
fitness reports and other correspondence to COMMARFORRES,
Executive Director, and C/S.

{3) Supervises all functions of the Command Deck
Administration Section.
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{6) Supervises, trains, and evaluates the performance of
the Commander's driver.

{11 Performs other duties as directed by COMMARFCORRES,
Executive Director, and C/S.

8} Coordinates with the Executive Assistant for C/S
travel. '

(9 Familiar with adjacent billets and provides support
as regquired.

bh. Command Deck Bdministration Section

{1) Manages all administrative funections for
COMMARFORRES to include fitness reports, correspendence,
Temporary Additional Duty (TAD) orders request/settlement, and
leave administration.

{2} Manages all briefs to COMMARFORRES, Executive
Director, C/S5, and VC/8 to include VIC, phone conferences, and
read anead presentations.

{3) Manages logistical support for COMMARFORRES,
Executive Director, SgtMaj, CMDCM, C/3, and VC/S.

(4} Manages the MARFORRES Command Deck Property Account
and Consolidated Memorandum Receipt (CMR).

{3} Familiar with adijacent billets and provides support,
as required.

2. {Commander’s Personal Staff

a. Aide-de-Camp

(1) Schedules and facilitates the daily execution of the
Commander's schedule, -

{2) Effects coordination with both internal and external
agencies in the execution of the Commander's schedule.

(3} Responsible for overall planning, coordination, and
execntion of all official travel for the Commander.

{4}y Coordinates Military Airlift (MILAIR) regquests as
they pertain to the Commander’s travel and schedule.
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(53} Serves as a trusted assisztant for the Commander in
Marine Online (MOL).

{6) Assists with the management of pfficial /personal
correspondence to and from the Commander.

{7} Assista in planning and execoting all of the
Commander's official and semicfficial engagements and events.

{8) Coordinates all aspects of Very Important Person
{VIP} visits with the Director of Protocol.

(2} Performs additional duties as assigned to facilitate
the Commander in the performance of his duties. :

{10} Familiar with adjacent billets and provides support
as required,

b. Executive Assistant. Performs duties as the personal
secretary to the Commander and Executive Director, MARFORRES.

{1} Receives personal visitors and telephone calls for
the Commander and Executive Director, tactfully ascertaining the
nature and importance of the call/caller. Refers calls as
appropriate and gives administrative and technical information,
as ragquired.

{2} Maintains the Commander’s schedule and provides
background information and a daily electronic schedule of
visitors, official appointments, social engagements, and other
persenal commitments,

fa) Bffects cooxdination with both internal and
external agencies in the management of the Commander and
Executive Director’s schedule.

{(b) Moniters and coordinates the daily schedule,
calendars, VTC, teleconferences, briefings, meetings, and
tracking of all events for the Commander and Executive Director.

(3} Reviews and screens the Commandex’s incoming
correspondence.,

{4) Composes correspondence for the Commander and
Executive Director when appropriate, based on knowledge of the
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commander and Executive Director’s personal style and format,
and independently prepares replies to routine correspondence.

(5} Ensures that the Commander’s travel is accounted for
and tracked by HQMC and by the North American Aerospace Defenss
Command (NORAD} and U.S3. Northern Command (USNORTHCOM}
(perations Center. .

{6) Works with the Administration Section to ensure that
all of the Commander’s travel claims are settled, that the
Commander’s Government Travel Charge Card (GTCC) account is up-
to-date, and the account 1s zerced out when all travel has been
conplated.

(7) Coordinates travel for Executive Director and C/5.
(8 Provides continuity within the Command Back,
Advises the Commander and Alde-de-Camp regarding action

previcusly taken on administrative and operational matters.

c. Enlisted Aide

{1} Coordinates with the Aide-de-Camp on all uniform and
clothing requirements for the Commander’s schedule.

{2} Prepares and maintains the Commander’s uniforms,
military squipment, and accessories.

(31 Serves as point of contact for the Commander’s
gunarters. Receives and maintains records of telephone malls and
maintains maintenance record logs.

{4) Identifies and coordinates with the Housing Director
to ensure improvements/repairs to the Commander’s Quarters are
completed efficiently. ' :

(5} Ensures care, cleanliness, and order of assigned
Quarters are maintained.

{6) Assists in the planning, preparation, purchasing,
arrangement and conduct of official social functions and
activities such as receptions, parties, and dinners.

(7} Maintains culinary skills commensurate with first
class food sexvice establishments, to include table settings,
bartending and proper plate presentation to represent and
enhance themes for official functions for the Comrander.
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(8} Coordinates with the Director of Protocol for
Bistinguished Visitor {DV¥) guests on all dietary reguirements of
guests.

{3) Performs tasks that zaide the Commander in the
performance of military and official responsibilities to include
rerforming errands for the Commander, providing security to the
Ouarters, and providing administrative assistance.

d. Director of Protocol

{1} Supervises the planning, drafting, and execution of
itineraries for MARFORRES DVs, General/Flag Officers and
civilian equivalents, both U.S. and foreign.

{2) Conducts liaison with HQMC, MS3Cs, and wvaricus
agencies (military and non-military) both inside and outside of
the greater New Orleans area on matters pertaining to DVs,

{3) Arranges travel and transportation for visiting
commanders and DVs, to include scheduling travel plans,
preparing trip folders, arranging billeting and preparing
itinerarias.

{4} Assigns and briefs Escort Officers, drivers, and
additional support personnel on protocol duties as it relates to
BVs, General/Flag Qfficexs and civilian equivalents’ command
vigits.

{5) Manages the Commander’s recognition programs and
special ceremonies {medal presentations, individual recognition,
ete.), to include scheduling events, determining the need for
audicovisual sguipment, obtaining deceorations, awards, =te.,
gathering biographles and guest information, preparing agendas
and the setting up of locations.

{6} Coordinates and schedules various command social
activities hosted by COMMARFORRES with the Bnlisted Alde and
various staff members within the command.

{a) Compiles proposed guest listz for official and
gocial functions. Compiles list of all VIP attendees and
acceptance guest lists in order to assign correct seating of all
distinguished guests.
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f{b} Coordinates with the Enlisted Ride on functions
held at the Commander’s Qnarters; makes arrangements and handies
arrangements with local establishments in town. FPrepares and
oversees the printing of invitations, menn cards, and place
cards. Prepares seating charts for official and sccial events,
as required.

(7] Provides continuity within the Command Beck. Based
upon past experience, advises the Commander and Alde-de-Camp
regarding action previously taken on administrative and
cperaticnal matters, and past participation in various cfficial
and social events. '

{8) Coordinates and supervises all protocol related
logistical and administrative support as it relates teo the
command when directed. Prepares briefs for the Commander’s
review which demonstrate the level of preparedness toc support
the mission. '

{9 Controls and maintains the Commander’s Official
Rapresantation Funds {CRF) account under the guidance and
direction of the Comptroller and the Counsel to the Commander,
Establishes a yearly budget for upcoming events and submits
reimbursement reguests, as required.

{10} Acts as the Protocol Liaison for all MSCs and
Headguarters Battalion as it relates to command events, such as

change of command ceremonies.

- (11} Serves as liaison to the Wew Qrleans Mayor's
Military Advisory Committee.

e, Commander's Driver

{1} Serves as driver for COMMARFORRES and visiting
General/Flag officers and dignitaries.

(2} Assists in coordination and executicon of all
afficial travel for COMMARFOREES,

{3 Assists the Director of Protocel in preparing for
incoming DVs.

(4) Tracks official and perscnal seocial functions. on
hehalf of the Commander.
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{5) Manages TAD orders and travel vouchers for the
Commander and Aide-de-Camp.
(6} Supervises any DVs' drivers.

{7) Performs additienal duties as assigned to facilitate
the Commander in the performance of his duties.

{8) Provides support to the Command Deck Administratien
Section when avallable or required.

3. LGeneral Staff

2. Assistant Chief of Staff (AC/S) G-1

(1} The overall mission of the G-1 is to provide
manpower resources and administrative support in ordexr to
prepare and provide units and individuals to augment and
reinforce the active forces.

{a) The G-1 exercises staff cognizance of all
General, Operaticnal, Manpower, and Personnel Adminjstration far
the Force per MCO 5000.14D. This includes oversight of: The
Force Adjutant; Civilian Personnel Office which manages both
General Schedule {(GS) and Non-Appropriated Funds (NAF) civilian
employees; the Marine Forces Reserve Installation Personnel
Administration Center (IPAC); Marine and Navy Manpower; Career
Planning; and G-1 Operxations, '

(b} Serves as the Occupational Field Sponsor for
01XX Military Occupational Specialty {MOS) for Marine
administrators (Active Component, Active Reserve, and Selected
Marine Corps Reserve} assigned to the Major Subordinate Command
staffs and subordinate units/Inspector-Instructor Staffs
throughout MARFORRES.

{c} Assigned as the Cperational Sponsor for the

MARFORRES Marine Corps Liaison Officer, and MARFORRES
Headguarters IMA Detachments.

(2} Adjutant

{a) Maintains the Force Directives Control Point
{DCPY .

{b} Coordinates with the Force Comptroller, and
serves as the G-1 Funds Manager.
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fc) Manages the Force Casualty Assistance Frogram.
{d) Manages the Force Funeral Henors Program.

{e) Maintains oversight of the Force Postal
Qperations.

{f} Serves as the Force Voting Officer.

: (g} Provides staff oversight over the assigned and
funded MARFORRES Headgquarters Staff IMA billets,

{3) Civilian Persconnel

{a) Manéges the civilian personnal and liaison
functions for all GS personnel and Human Resources {(HR]
functions for all WAF persconnel assigned to MARFORRES.

(b} Monitors attainment of Civilian Employment
Information data collection for beoth GS and WAF personnel.

{c) Coordinates with G-8 and Comptreller for
required civilian hiring actions in regards to Full Time
Equivalent (FTE} funding and billet accuracy.

(d} Manages civilian training and educatien
requiremsnts in concert with the Comptroller funding
capabilities.

{e) Manages CRB activities when required by the
Executive Director.

{f} Manages the civilian appraisal and bonus process
for both NAF and G5 asszigned personnel.

{g) Processes all civilian actions to include
awards, in/out preocessing, and retirement actions via the
Request for Persconnel Action (RPA) system to the Human Resources
Organizational Management {HROM) electronic mailbox.

fhy In concert with the Command Counsel and HROM,
supports all department requests for adverse actions for all GS
and WAF employees, as well as Performance Improvement Plans
(PIP} for employees ldentified as unacceptable performers.
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fi) Maintains and updates all Position Descriptions
{PD) for all positions listed in the current Takle of
Organization (T/0) for MARFORRE3. Seeks secondary confirmation
of PD content and grade with HROM when any PD is updated to the
point of requiring a new PD number.

{j5) Monitors Department situations wnich reguire
HEOM inveolwvement wilth the logal union to ensure issues are
properly forwarded to HROM for action and liaison with local
union cfficials.

{k) Responsible directly to the Executive Director
for all operaticnal and administrative situations invelving
assigned civilian personnel, and advises the Executive Director
on all civilian matters.

{1} Coordinates directly with HQMC MCCS HR on all
matters associated with MARFORRES NAF persconnel and processes,

{m] Oversees the Civilian Awards Program.

(4) Installation Personnel Administration Center (IPAC}.
The IPAC functions as the single personnel administrative center
for all commands, units, and personnel under its administrative
control. The IPAC is under the operational and administrative
command and control of COMMARFORRES. The IPAC is the central
point of entry for all unit diary reportable itemz for members
under its administrative contreol. In thils, each section within
the IPAC will maintain internal contxol procedures/desktop
turnover binders governing the day-to-day processzes of areas in
which they are responsible. The responsibilities of the IPAC
include, but are not limited to, the followlng:

{a} Providing administrative support to individual
Marines or command representatives.

{b) Ensures all diary reportable items are correctly
processed in the Marine Corps Total Force System (MCTFS) via
unit diary within five working days of the event.

{c) Maintenance of all Electronic Service Records
{ESR}. This includes ensuring the security and availability to
the command as needed as well as updating documents as
applicable.

{d} Endorsing and preparing Permanent Change of
Station (PCS} and Permanent Change of Azsignment (PCA) Orders.
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(2} PFreparing and distributing separation documents.
This includes processing approved regquests for retirement,
transfer te the Fleet Marine Corps Reserve (FMCR), and officer
resignations.

f£) Monitoring receipt of completed check-in and
check-out sheets.

{g) Processing insurance, mortgage, charity,
dependent, or treasury allotment reguests which cannot be
entered using a MyPFay account.

{h) Monitoring enlisted promotion eligibility and
submitiing requests for remedial promotions.

(i) Monitoring eligibility of service awards.

{j} Coordinating with unit Timited Duty Cooxdinators
{LDC) te track personnel in a limited duty status and reporting
any changes to duty status and limitation codes via the unit

diary.

(k} Conducting join, triennial, member married to
member, pre/post deployment, and toffrom TAD audits.

{1) Reporting and processing of legal information
received from supported units.

{53 Manpower

f{a) Marine Manpower

1. Provides monthly manpower information that
validates who is eligible for reimbursement under the Inactive
Duty Training (IDT} Travel Reimbursement Program.

2. Works in conjunction with the Director,
Reserve Affairs and assists with the development of the
MARFORRES Mon-Frior Service (NPE) and Brior Service (P3)
Recruiting Plans.

3. Monitors the accession of NFS and FPS
perscnnel inte MARFORRES units according to the recruiting
plans.

4. Coordinates personnel and manpower
replacements with HOMC Manpower and Reserve Affairs (M&RA) for
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spacial populations such as cémmand killets, I-I, and other
critical enablers within the force,

5. Monitors unit structure and personnel
strengths within MARFORRES utilizing various manpower reports,

&. Manages Billet Identification Code {BIC)
assignment and reporting throughout MARFORRES. Ensures that
non-BIC matched Marines are identified and appropriate actions
dre accomplished,

7. Monitors tour length compliance throughout
MARFORRES. FEnsures that Marines in violation of HOMOC
regulations are identified and appropriate actions are
accomplished,

8. Advises the Commander on all retention

L matters,

8. Screens nomination packages for the various
reserve commissioned officerxr and reserve warrant officer
Drograms. :

10. Monitors MARFORRES Active Reserve (AR)
Program personnel assignments,

1l. Processes requests for officer augmentation
from the Reserve C Component (RC) to the Active Component [(AC) .

12. Screens SMCR officer requests for inter-
service transfers.

13. Develops the annual officer slate for the
HHRFORRES C/S based on input from HQMC (M&RAR)}. The slate
includes cfficer structure within the MARFORRES HQs and the
MECs.

(b} Navy Manpower

1. Designated as the office of primary
responsibility for manpower functions associated with Navy
support to MARFORRES, to include liaison with COMNAVRESFOR G—1
and the Military Personnel Office (MILPERS}, to provide
appropriate Navy manning to reserve and fall time support
structure.
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2. Coordinates input and results of the Navy
Lpply Board. :

3. Monitors Navy program structure and
recommends modifications, as required.

4. Provides support to MARFORRES and MSCs
within the MARCORSPTFAC, NOLA for Havy administrative and
personnel transactions.

5. Coordinates staffing and assignments of Navy
personnel within MARCORSETFAC, NOLA.

6. Serves as the Operaticonal Support Cfficer
(050) for Program %, in ceonjunction with Health Service Support
{H53) . '

7. Sources Waval Reserve Program'g {(WRFY) and
Health Service Augmentation Personnel ({HSAP) for operaticns and

everciseas.

{=} Force Career Planner

1. Assigns and monitors the attainment of
Active Duty personnel retention goals promulgated by HOMC.

2. Develops, assigns, and monitors the
attainment of reserve personnel retention geals for SHCE units.

3. Annually tracks and distributes school seats
for the Reserve Career Planners Course and Advanced Career
Planner Course.

4., Implements new Career Planning programs
within the Force.

5. Provides annual and refresher training for
career planners within MARFORRES.

6. Conducts formal and informal inspections of
MARFORRES HgBn and MSC Career Planners.

7. Conducts quality control on all
Reenlistment, Extension, and Lateral Move (RELM) requests
submitted by HgBn.
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8. Coordinates the implementaticon of the HQMC
retention guidelines with MSC Career Planners.

8. Manages the Inspector General Functional
Area (045 Checklist, Ressrve Career Planning, and updates with

relevant force policies in coordination with HQMC.

10. Provides oversight of MOS career
progression training requests for SMCR Enlisted Marines.

{6} Operations

fal Screens reguests for Active Duty Operaticonal
Support (ADC3}) to be executed in support of the MARFURRES 5Staff
to ensure individual Marine eligibility requirements are met.
Prior to funding approval, ensures the MARFORRES Command Deck
concurs with ADCS requests for colonels whose corders exceed 30
dayz and reguests for all Marines whose orders exceed 20 davs.

(b} Maintains staff cognizance for Individual
Augmentation (IA) in accordance with applicable directives.

fcy Maintains staff cognizance of the MARFOREES GTCC
and serves as the GTCC Agency Program Coordinator (APCY for the
Force.

{d} Conducts administrative assistance wisits for
units within MARFCRRES. :

e} Maintains staff cognizance of MARFORRES
administrative mobilization poelicies and procedures. Publishes,
develops, and maintains mobilization/democbilization
administrative guidance.

f£Y Advocates for reserve-—-specific 01X¥X occupational
field training. Provides reserve personnel administrative
briefs and representation at various workshops and training
evolutions. Coordinates with appropriate HOMC agencies and
schools to ensure sufficient angd relevant reserve-specific
information is ceovered in formal 01XX occupational field
training.

{g)] Provides an Administrative Assistance Unit (RalU}
for Force administration assistance.

{h) Provides Subject Matter Experts (SME) in support
of the AC/S G-T7 in order to facilitate the Foree Readiness
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Aszessment and Assistance Program (FRAAP) and the Commander’s
Inspection Program (CIP), respectively.

{i} Publishes, develops, and maintains evacuation
administrative guidance.

{j} Sexves as the Force Point of Contact (POC)} and
SME for coordination with the Marine Corps Administrative
Assistance Team (MCAAT) on matters relating to reserve
administration.

{k] Serves as the accountability officer for
MARFORRES during exercises and any event reguiring
accountability of MARFORRES Marines, Sailors, civilians, and
dependents.

{1} Maintains staff cognizance of MARFORRES
selection board membership regquirements tasked by HOMC in the
annual MCBul 5240.

fm) Assists in the develcopment of regquirements and
locates personnel to augment SMCR units in support of regular
and reserve exercises. Provides administrative support and
coordinates fiscal considerations with the MARFDORRES
Conptroller.

(7] Marine Corps Liaison Officer (MCLOY IMA Detachment.
The MCLO IMA Detachment (Det) administratively falls under the
purview of the AC/S, G-1 who is also doal-hatted as the
Operaticnal Speonsor for the Det. The MCLOs are operaticnally
accountable to the MSC CGs. The Mission of the MCLO detachment
is to provide liaison between Marine Corxps Reserve units and
suppeorting Navy elements via the Mavy Manpowefr system in order
to identify and address manpower issues that impact Nawy
personnel mobilization and Marine Corps Reserve readiness. In
addition the MCLCs identify, advocate, support, and clarify
Marine Corps Reserve readiness, training, manning and
mobilization requirements relative to Wavy Manpower issues.
Focus of afforts:

fa) Utilize “Top down®” approach to enable the M3Cs,
Regiments, and Groups to provide direction to MCLO support,

{b} Ensure MSC leadership and MSC Regiments/Groups
are informed of MCLD action.
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{c} Work directly with the Navy Manpower Section of
G-1 and MSC 05/06 Commanders/I-Is to ensure MNavy Reserve manning
priorities are identified and corrected;

1. Review Active Unit Identification Codes
(AUICY / Reserve Unit Assignment Documents {RRUD).

2. Address deployability and meobilization
CONCerns.

2. Liaison/communicate with Navy Operaticnal
Support Centers / Navy Regicnal Headguarters / Reserve Component
Commands, as reguired.

4. Receive and provide input to the Command
Master Chief on all matters affecting enlisted career concerns,
specifically: evaluations, gqualification programs, discipline,
: and other Navy personnel matters.

{d) Pro-active, in the field arm of M53C CG/DCG, G-1
/ G=3, for Navy Manpower Issues.

fey Provides augmentation support to Force Readiness
Assessment and Assistance Program Teams during . scheduled unit
visits to assess Havy Manpower and associated issues.

{f} Rdvocates consistent medical /dental preparedness
to SMCR unit Commanders to ensure the highest level of
mobilization/deployment readiness,

{g) Stresses continuous Medical /Dental assessments
by units. :

fh) Facilitates the Beserve Health Readiness
Pragram, Physical Health Assessments, and Post Deployment Health

Eeassessments.

(i} Provides mentoring resources for Commanders, I-
Is and Program 9 Corpsmen (time and training management).

b. AC/S5 G-2

{1y Functions as the Senior Intelligence Officer ([(S10)
of MARFORRES in all intelligence related matters.

{2} The AC/S G-2 has staff cognizance of all MARFORRES
intelligence matters.
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(3) In cocordination with the G-3/5, M3Cs, and Active
Component Marine Forces {(MARFOR), coordinates and recommends
appropriate Annual Training (AT) and/or other periodas of active
duty assigmnments for SMCR intelligence units and peraonnel.
Monitors intelligence training, provides unit evaluations and
reports, and conducts staff visits, as required.

{4} Provides intelligence to the Commandsr and staff on
the worldwide situation in order to support situational
awareness and planning. This includes hriefings, Sensitive
Compartmented Information (3CI) read beards, and intelligence
products.

{5) Maintains current Statements of Intelligence
Interest (SII) for MARFORRES and subordinate vnits,

{6) Maintains a current intelligence library, as
required by Marine Corps directives.

{7} Provides overall supervision of the Sensitive
Compartmented Information Facility (SCIF), the Special Security
- Officer (380}, and the SCI Information System Security Manager
{IS5M) .

(8) Maintains and processes 5CI level security
clearances for MARFORRES and the MSCs.

{9) Maintains Joint Worldwide Intelligence
Communications System (JWICS) network connectivity.

{10} Serves as a member of the Flans & Operations
Security Committee.

{11} Serves as the primary point of contact for advice
and assistance regarding mapping, <charting, and geodesy.

{12} In cecordinaticn with other agencies and primary
staff members, determines requirements, coordinates operation,
and training angd fielding of zll intelligence systems.

{13} Manages Intelligence Oversight Program for the
command,

{14} Serves as the MARFORRES Occupational Field 02¥¥ and
26X¥ Sponseor for intelligence personnel, and provides
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recommendations to the AC/S G-1 on assignment of intelligence
personnel {(Active, AR, and Reserve).

{15} Bexves as the coordinator for all intelligence
related school guotas for the Reserve Component in support of
the Force, M3Cs, and Individual Mobilization Augmentee {(IMA)
detachments for career progression.

{16) Validates all requests for intelligence production
or information to higher and adjacent command agencies.

{17} Coordinates the recruitment, training, equipment,
and mobilization of the SMCR and 2Zative Reserve
Counterintelligence Marines.

(18} Serves as liaiscn for law enforcemsnt agencies for
intelligence and counterintelligence matters.

{19) Provides intelligence support to Force-level units
to include briefings and products in support of deployments and
mobilization.

(20} Manages language programs, training, and foreign
language testing for the command.

(21} Manages the screening and accession process for
SMCR into the Counter Intelligence/Human Intelligence MOS.

{22) Coordinates with all staff sections on matters
pertaining to a2ll intelligence disciplines {e.g. medical
intelligence, cyber intelligence, etc.) for MARFORRES exercisas
and contingency operations.

c. AC/5 G-3/5

{1} Exercises staff-level cognizance on bshalf of
COMMARFORRES for all operational, training, and readiness
matters.

{2) Coordinates operational and training matters with
Headguarters, U.S5. Marine Corps (PP&0 & M&RA), and Deputy
Commandant for Combat Development, AC/S G3 & G5 of other Marine
Service Components and AC/S G3 & G5 of all MSCs.

{3) Prepares and submits the MARFORRES Command
Chronology.
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(4} The AC/S G3/5 gversees three functional subsections:
Training & Readiness, Operations & Plans, and Mission Assurance.

{a) Training & Readiness

1l. Develops, updates, and coordinates the
Mission Essential Task List (METL} for all MARFORRES units with
HOMC/PPO/POR, CDI, and MARFORCOM.

2. Manages the MARFORRES Chemical, Biological,
Radieleogical, Wuclear {CBRN) passive defense and CBRN
congedquence management in facilitating how the Marine Corps will
provide CBEW support to Combating Weapons of Mass Destruction
(CWMD} cperations. In so doing, overseess training programs with
local scheools to support CBRN training regquirementsz per the
Marine Corps Service Campalgn Plan as directed by the
Commandant’s Planning Guidance and applicable directives.

_ a. Plans, develops policy, and ceordinates
the CERN programs for active duty and SMCR personnel per Marine
Alr-Ground Task Force ({MAGTF) CBRN Defense Operating Concept.

b. serves as the CBRN advocate and
MARFORRES Occupational Field Sponsor for CBEW officer and
enlisted personnel.

. Determines personnel and equipment
requirements for the Force. Reviews and selects reguired
equipment, updates doctrine, and trains the Force. In addition,
identifies CBRN specific equipment requirewents in conjunction
with Readiness and Rescurces and Reguirements as well as
supports operatichnal testing of combat assets with the Marine
Corps Operational Testing Evaluation Agency.

d. Represents MARFORRES equity on CBRN
matters with Headguarters Marine Corps {(PP&RC Physical Security)
as charter members of the CBRN Operational Advisory Group {(QAG).

e. Responsible as the Action Officer for
Counter Proliferation policy, rescurcing, and regquirements.

f. Drafts and briefs input to the Chairman,
Joint Chiefs of Staff (CJIC3) Joint Monthly Readiness Review, the
Combatant Commander Integrated Priority Lists, the Strategic
Deterrence Joint War fighting Capabilities Assessment Program,
and the Joint Reguirements Oversight Council {JROC) as charter
memhers of CBRN QAG.
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g. Reviews or cocordinates review of all
CBEN required documents under the Office of the Secretary of
Defenze {(O3D) CBRN Defense Program.

h. Manages a MARFORRES Staff Assist
Preogram, versus an Inspection/Evaluation Program with the G- ¥,
as well as a Mebile Training Team for units reguiring addltlonal
aszsistance with CBRN programs.

3. Compiles, assesses, and submite the various
readiness reporting requirements to include reports in the
Defense Readiness Reporting System—Marine Coxps [(PRRE-MC) and
the Jeint Forces Readiness Report (JFRR).

4. Monitors, assesses, and administers the
ERRS-MC to include, coordination of readiness issues with
reserve equity with HQMC/PPO/POR.

5. Administers Formal Schools Management of all
MARFORRES requirements for MOS and skills training, Professional
Military Education (PME), and Staff Training Courses, utilizing
the Marine Corps Training Information Management System
{MCTIMS]), Training Input Plans (TIP} process, and the Training
Budgef Allocation.

b. Executes staff-level cognizance over
Alternativea Tralnlng Maethods and all initiatives intended to
reduce training and increase Force readiness to include:

2. Planning, placement, management and
coordination for Training Systems & Training Simulation Systems.

b. Planning and coordination of
COMMARFORRES Distance Education initilatives to include, distance
learning material development.

4. Executes staff-level cognizance over the
Marine Corps Reserve Marksmanship Training Team and Reserve
Marksmanship Program.

B. Bupervises the forecasting and allocation,
in coordination with (ICW} MARFORRES G-4, of the COMMARFORRES
training ammunitien allocation to ensure support of all MSC
training plans, identifving Force allocation shortfalls and
requesting additional allocations to meet all training goals.
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8. Identifies, ICW MARFORRES G-8, ali
requirements in support of Force Readiness to include structure,
manning, eguipment, resources, facilities, tralning support, or
funding. This includes, at a minimum, Program Objective
Memorandom (POM) initiatives and related processes, Hational
Guard-Reserve Equipment Authorization (NGREA) submissions,
Supplemental Budget submissions, and Unfunded Priorities Lists.

10. Provides directicn to the MARFORRES Staff
regarding establishment of Fielding Plans and Distribution
Priorities for equipment and rescurces, which affect the
readiness and training capabilities of Force and MSC units.

11. Executes funds administration and budget
forecasting, ICW MARFORRES Comptroller, on behalf of the AC/S
(5-3/5, to include identification of unfunded reguirements.

12. Assists AC/S G-8 as G-3/5 points of contact
for Fleet Operational Need Statements (FONS), Mission Needs

Statements {(MNS), and Operational Requirements Deocuments (ORDS) .

(b)Y Operations and Plans

1. Leads in all aspects of United States Marine
Corps Ressrve unit activations, ensuring full cocrdination with
appropriate staff sections.

2. Develops, manages, and ensures execution of
the MARFORRES Training, Exercise and Employment Flan (TEEP).
Provides TEEP analysis and reports, as required. Publishes
semi-monthly CMC-directed situatien reports and other reports,
as directed.

3. Identifies, coordinates, and sources
MARFORRES unit support for counter-drug operations.

4. Identifies, ccoordinates, and sources
MARFORRES units oxr capabilities to support 05D Innovation
Readiness Training Program events,

5. Maintains and operates the MARFORRES Command
Operations Center (COC) during mobilization/activation,
mobilization exercises, disaster rellef operations, and on other
occasions as deemed necessary by COMMARFORRES.

6. Processes all air support regquests invelving
4th MAW aircraft not preocessed through established conferences
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and submits Joint Operaticnal Support Airlift Center {JOSAC)
requests, as required.

f. Coordinates MARFORRES disaster
relief/support to civilian authority operations.

8. Maintains MARFORRES local disastex
preparedness plan{s} and provides liaison to the necessary
commands in refining and executing local disaster operations.

9. Coordinates deliberate Operation Planning
(OPLAN}, Concept Planning (CONPLAN}, and exercise planning, and
builds or refines Time-Phased Force Deployment Data (TPFDD) for
all MARFORRES forces, as reguired,

10. Coordinates and executes COMMARFORRES
Mobilization and Force Activation Plan (M&FA Plan} for MARFORRES
-as directed in the Marine Corps Capabilities Plan (MCP) and the
U.5. Marine Corps Total Force Mobilization, Activation,
Integration, and Deactivation Plan (USMC MAID-P).

11. Functional sponsor of the Global Command
and Control System {(G5CCS). Provides system administration and
security expertise in regards to the GCCS in coordination with
the G-4 (technical sponsor of GCCS}). '

12. In conjunction with the Force Comptroller,
assists in the Preparation of Congressional funding enhancements
requests,

{c}] Mission Assurance. The summation of activities
and measures taken that require capabilities and all supporting
infrastructure available to MARFORRES, to support U.S, Marine
Corps roles in its military strategy. It links risk management
processes and activities of related security functions:
Antiterrorism (AT): Force Protection (FP}; Critiecal
Infrastructure Protection (CIP): Continuity of Operations
(COOP) ; Physical Security (P3);.Operaticns Security (COPSEC):;
Chemical, Biological, Radiological Nuclear, and High Yield
Explosive ({CBRWE}: Pandemic Influenza (PI}; Izolated Personnel:
Foreign Disclosure; and Installation Emergency Management {IEM].
Linking these processes and activities creates a synergistic
effect required for MARFORRES to mobilize, deploy, support, and
sustain military activities throughout the full spectrum of
operations and responsible for the following:
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1. Leads in all aspects of the U.S. Marine
Corps Reserve Antiterrorism Program: peacetime measures,
mobilization preparation, and exercises in support of the Active
Farces units, ensuring full coordination with appropriate staff
sections. Conducts triennial Higher Headqguarters
azsessments/program reviews.,

2. Maintains Force Protection (FP} Program.
provides FP Program guidance and oversight for the employment of
active and passive security measures designed Lo protect
MERFORRES service members, civilian employees, family members,
facilities, and equipment in all locatiens and situations.
Develops, cooxdinates, and publishes Force directives to
implement AQMC policy on matiers pertaining to FP and security
of MARFORRES personnel and facilities. Provides regular review
of the FP Program, ensuring compliance with DoD and Service
plans, policies, and directives.

3. Maintains QPSEC Program: Nations and many
independent groups have an iptelligence gathering apparatus
capable of obtaining information to predict and expleit our
capabilities, plans, and operations. OPSEC plans provide
specific guidance on the develcpment of sound and comprehensive
measures to thwart these intelligence activities. OPSEC must be
fully developed at all levels and must permeate every operation
and activity.

4. Maintains Physical Security {FS} Program.
PS is a multifaceted, polymorphous program incorporating various
task areas. The MARFORRES Mission Assurance (Ma) Section
executes the PS Program management in all facets, to include
peacetime measures, mobilization preparation, and exercises in
accordance with policy. Performs analyses to determine whether
physical security tactics, techniques and procedures (TTP} are
within standards. Conducts Physical Security surveys and
assessments of all armories and secure vaults located at Home
Training Centers {(HTC).

5. Maintains and operates Emergency Management
(EM} Program. Providing critical directien for uwsing resosurces,
collaborating, and planning to facilitate mitigation efforts to
protect, prepare for, respond to, and recover from a wvast
assortment of disasters is significant in saving lives and
ensuring operational readiness and mission success.

6. Maintains Isolated Personnel Report
{(ISOPREP} Program: Preserving the lives and well-being of
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Marines, civilian employees, and contractors whe have the
potential of being isclated, detained, captured, or having to
evade while participating in sponsored activity or missions.
MARFORRES iz obligated to protect its personnel, prevent
exploitation of its personnel by adversaries, and reduce the
potential for captured personnel being used as leverage against
the United States Government.

7. Maintains Critical Infrastructure Protection
(CIP) Preogram. The CIP Program includes the research, analysis,
and pelicy development necessary to identlify asset assurance
plans needed o ensure mission execution as required. In
concert with DoD and HOMC guidance, implements a CIP program to
identify, assess, and provide appropriate protection of all
physical and cyber assets deemed critical to MARFORRES mission
execution. The CIP progiam must be coordinated through the
General and Special Staff Sections, and M3Cs to ensure mission
axecution across the spectrum of contingency, wartime, and
peacetime requirements.

8., Maintain Pandemic Influenza {(PI) Program.
Properly educates and trains the Force, and ensures that it is
able to continue to effectively carry out mission
accomplishment. Additionally, maintains a force that is able to
effectively and efficiently defeat and or recover from a
pandemic.

2. Maintains CBRME/WMD Preparedness Program.
Provides guidance for protection of personnel and assets from
acts of terrcrism such as high-yield explosives. CBRHE/WMD
Preparedness Program enhances mitigation of threats and
vulnerabilities in support of (IS0} program planning and use of
resources for activities within MARFORRES.

10. Planning, placement, management, and
coordination for Mission Assurance functional area courses:
Antiterrorism Level I, Antiterrorism Level II, Antiterrorism
Level IV, Dynamics of International Terrorism, Physical
Security, Defense Threat Reduction Agency Training, Security
Engineering, Electronic Security Systems, Operations Security,
Marine Corps Critical Asset Management Systems, Foreign
Disclosure, and Isclated Persconnel Recovery Program.

11. Develops, updates, and continues to improve
the design and functlonallty of a communication/data tool wvia
the Marine Corps Enterprise Information Technology {IT} Solution
{MCEITS) SharePeoint portal to disseminate threat information on
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a moment’s notice to site specific and regional areas.
Standardizes the Mission Assurance Program Review/Vulnerability
Assessment process to allow the unit commanders the ability to
receive a more rapid response virtually.

12, In accerdance with reference (af}, ensures
foreign personal travel iz adhered to standards. Reservists and
Active Duty Marines, Sailors, and Government Civilians intending
to travel outside the continental United States must submit a
letter of notification directly to COMMARFORRES or his
designated representative. This notification must be submitted
at a minimum of 30 days prior to the member departing.

d. AC/S G-4. Plans, coordinates, and provides policy,
guidance, and oversight in the areas of supply, ammunition, food
service, maintenance, distribution management, and strategic
mobility to support training and maintain force readiness
posture in order to provide ready, relevant, and responsive
faorces capable of augmenting and reinforcing active forces for
employment across the full spectrum of crisis. The AC/S G-4 has
staff responsibilities and oversight for the folleowing:

{1} Synchronization of Logistics Efforts

{2} sSynchronizes MARFORRES leogistics efforts and
facilitates coordination with higher and adjacent headguarters,
the supporting establishment, and external agencies in the
development of MARFORRES plans, operations, exercises, and
initiatives,

{b) Aszsists, tracks, and supports logistics
requirements of subordinate units throughout the lifeeycle of
mobilizations and sxercises, and also promulgates logistics
guidance, policies, and initiatives to the Force.

{c) Provides subject matter expertise in support of
MARFORRES Crisis Action Team.

{d) Serwves as the Occupaticnal Field Sponsor for
Military Occupational Speclalty {MO3} codes 04¥X, 11685, 1349,
1391, 21XX, 23X¥, 30xX, 31¥¥, 3451, and 35¥X for Marines
assigned to MARFORRES and MSC staffs; making recommendations for
placement toe G-1. Monitors, in coordinatiecn with G-1, the
health of the logistics community MOS populations within
MARFORRES.
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{e] Coordinates the training efforts of the Materiel
Eeadiness Training Cell (MRTC) and provides initial and
sustainment supply c¢hain management and logistics systems
training.

(£} Coordinates internal/external inspections with
other MARFORRES staff sections, Headquarters, U.S. Marinpe Corps
Installation and Logistics (I&L}, and Field Supply and
Maintenance Analysis Office (FSMAQ): to include scheduling and
conducting Staff Assist Visits (SAV) for requesting MARFORRES
units.

(2} Supply

{a} Responsible fox the Supply Enterpri=ze and input
and expertise to other staff sections for initiatives and
programs such as National Guard & Reserve BEquipment
Eppropriation (NGREA), Approved Acquisition Objective {ARQ) ,
Training/Allowance (T/A}, Table of Equipment (T/E} cross
leveling, etc.

{b} Provides guidance and policy for execution of
consumer—level ground supply operations for MARFORRES in both
garrison and deployed environments,

{c) Performs intermediate-level supply managemeant
for MARFORRES by operating a General Account (GA}), Reparable
Issue Point (RIP), and Initial Issue Provisioning (IIP) account.

{d) Cooxdinates MARFORRES War Eeserve Erogram
efforts,

{e) Manages individual clothing management for the
SMCR Replacement-in-Kind Clothing Program for MARFORRES.

{f) Manages accountability of Garrison Property/Non-
standard Equipment via Defense Property Accountability System
(DPAS) .

{g) Manages and monitors MARFORRES ammunition
allowances and provides ammunition and explosive management
guidance.

{h} Assists MARFORRES units with ammunition

forecasting, requisitioning, expenditure reporting and manages
Special Allowance policy, approval, and submission Process.

2=29 Enclosure (1)




Ford 5000.6E

fi) Adviseé COMMARFORRES and staff on ammpunition
posture. '

{3) Provides ammunition and explosive management
training.

[k} Provides policy and guidance with respect to the
Feod Service Program.

{1y Manages Food Service Award Programs.

(m) Bpproval authority for Military
Interdepartmental Purchase Reguests (MIFR] relating to food
service.

{n} Responsible for the Logistics Systems Functienal
Resource Group {LSFRG} whose function is to provide subject
matter expertise for troubleshooting Global Combat Support
System-Marine Corps (GCS3-MC) trouble tickets.

{3) Maintenance

{a) Responsible for Field Maintenance Enterprise.

(b} Develops and manages the command’s maintenance
manadgement program, providing policy, management, and oversight
of ground equipment readiness and ground equipment readiness
reporting.

{c) Advises the Commander on all matters related to
equipment maintenance and the impact of the command’s
"maintenance effort on eguipment readiness,

fd) Provides oversight and supervision of the
maintenance management programs and provides technical
assistance and instruction.

{e) Coordinates external and internal maintenance
programs to include Quality Deficiency Reporting {(QDR), Ground
Equipment Warranty Program, Contracted Maintenance Logistics
Support Program, Enterprise Lifecycle Maintenance Frogram
(ELMP}, Repair and Return Program Oversight Recoverable Items
Report (WIR), modification and calibration control, Corrosion
Prevention and Contrel Program (CPAC), and Wear Control Programs.

{f) Monitors ground eaguipment readiness reporting .
and tracking.
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{¢} Manages the MARFORRES Licensing Program,

{h) Exerciszes staff technieal supervision over field
maintenance matters and salvage of material.

{1) Proponent for maintenance related initiatives
such as the Above Ground Wash System (AGWS) and Expediticonary
Vehicle Wash System {(EVWS).

(1) Responsible for the operation of the Logistics
Systems Coordination Office (L3COD)} whose function is to optimize
the effectiveness and functionality of logistics information
support systems throughout the force.

(4) Strategic Mobility

{a) Coordinates zll strategic mobility requirements
and maintains lift requirement data {(unit deployment listings
and personnel reports}.

(b} Provides MARFORRES embarkation pelicy and
guidance with respect to strategic movement of unit personnel,
equipment, and supplies in movement by ship, aircxaft, and
railroad.

(¢} Coordinates logistics issues associated with
Force Deployment Planning and Execution (FDFEE) and communicates
posture as reguired with HQOMC, COMMARFORRES, and supported
Marine Component Commands.

{d} Ensures MARFORRES deployment readiness through
the process of monitering, training, and inspection.

{e} Coordinates external embarkation training and
certification programs such as Hazardous Materials (HRAZMAT} and
load planning certifications,

(f} Provides suppoxrt, as required, at Port of
Embarkation {POE} in support of the FBPLE process.

{g) Maintains liaison with U.S. Transportation

Command (USTRANSCOM) in preparation for air and sealift
movemsnts.
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{hy Supports the sourcing and mahagement of
MARFORRES force requirements within the combatant commander” 8
deployment Time-Phased Force Deployment Data {TPEDD) .

(i} Provides embarkation enterprise software
application support.

{5) Distribution Management

{a} Responsible for policies and guidance related to
the Deployment and Distribution Enterprise and oversight of
commercial deployment systems {Cargo Movement Cperations System
(CMOS}, Standard Accounting, Budgeting and Reporting System
{SABRS}, Werld Span, and Power Track}. '

(b} Maintains close lialson with other common-user
transportation operating agencies in order to coordinate large
group travel charter flights (Rir Mobility Command, Group
Operational Passenger System (GOPAXY, and approved
Transportation of Things (TOT) movements).

(a} Processes approved Transportation of Farspnnel
(TOP) and TOT movements and reviews all Defense Travel Systenm
(DTS} Individual Travel Orders, Marine Reserve (Qrder Writing
System (MROWS} travel orders, and provides commercial ticketing

service (Ravenel).

{d} Reconciles, validates, and processes Centrally
Billed Rccount (CBA) credit cards for payment.

{2} Progcesses overseas PCS Port Call reguests.
{(f} Provides paszpoxt/visa acceptance support.

{g} Validates and reconciles commercial bills of
lading.

: {(h) Coordinates and processes Small Package Program
requastsa,

(i) Provides customer support in order to validate,
reconcile, and pay commercial bus invoices.

e. AC/S G-&

(1} Commmand, Contrel, Communications, and Computers {C4)
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{a} Establishes policies, executes processes, and
employs decision support capabilities for the effective and
efficient governance of MARFORRES information enterprise assets
and ensures the alignment of those assets to warfighter
reguirements,

(b} Performs the functions of the Chief Information
Officer (CIQ} in accordance with the Clinger Cohen Act.

(2) Operations Division. Plans and coordinates tactical
and garrison communications requirements and support for
exercises, operations, and base-post station C4 support.

(a) G-6 Operations

1. Serves as the central peoint of coordination
for all cperational matters within MARFORRES G-6.

. 2. Drafts, reviews, and releases naval message
traffic on behalf of AC/S G-6.

2. Drafts and reviews Letters of instruction
(LOI}, Policy Letters, and Standard Operating Procedures (50P)
by direction of AC/S G-6.

4. BRdvises AC/S G-6 on all matters of C4
syatems employment.

(b) Training Exercise and Support

1. Plans, coordinates, and validates MAERFORRES
C4 training, eguipment fielding, and personnel reqguirements.

2. Provides tactical and operational support to
COMMARFORRES and the MSCs in the planning and execution of
communications exercises, cperations, deployments, Annual
Training {AT), and drill weekends.

3. Flans and coordinates new communication
equipment training.

4. Plans, coordinates, validates, and assigne
and monitors spectrum requirements usage and compliance.

3. Coordinates with adjacent General and
Special Staffs within MARFORRES and the MSCs on operatiocnal
matters.
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(¢} Network Engineering. Develops technical plans
and provides design, engineering, and technical assistance to
the Force for tactical and garrison networks.

{4) Plans. Responsible for the concept development
of future plans in support of tactical and garrison
communications.

(e} Regional Network QOperations Security Center
Reserve ([RNOSC-Res)

1. Provides oversight and direction over
Wetwork Operations and timely information flow in order to
facilitate effective Command and Control of MARFORRES
Communications Networks.

2. RNOSC-Res provides real time network
monitoring, reperting, and incident response.

{3) MAGTF Information Technecleogy Suppoert Center-Resgerve
(MIT5C—-Res}. Provides secure, available and reliable data and
volce network infrastructure that facilitates the execution of
MARFORRES mission essential functions. Executes effective day-
to-day network operations in corder to prevent, mitigate, and
minimize the impact of service outages and degradations.

{a} MIT5C-Res Operations

1. Serves as the central point of conrdination
for all operational matters within MITSC-Res.

2. Manages the development and enforcement of
MITSC-Res pelicies. )

3. Manages the Change Management process.

4. Manages the Asset Management process
including the management of equipment warranties and
workstation/infrastructure refresh management.

: 5. Manages the Configuration Management process
including license, software, and OS management.

6. Provides Project Management oversight for
all ITIP/6AG projects and FSRG-related site additions and
divestitures.
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(k) Service Desk

l. Manages the inbound call center and service
desk operations for MITSC-Res RSD.

2. Provides MCEN-N and MCEN-NL user sarvices
such as troubleshooting, account creations, user account

management, software installs/transfers, etc.

3. Manages the wireless contract to include
management of Blackberries and Air-cards.

(¢} End User Services

1. Provides touch labor services to MARFORRES
users,

2. Provides MCEN-S user services such as
troubleshooting, account creations, user account management, and
seftware installs/transfers.,

3. Manages the scheduling and support of all
MARCORSPTFAC VTCs. '

4. Provides configuration and management of
MARCORSPTFAC Voice over Internet Protocol (VoIP) phone,
volcemail, and call center systems,

3. Oversees MARFORRES G-6 Inside Plant (ISP}
activities to include server room patching and management of

server room UPS systems.

{d) Field Services

1. Provides trouble ticket triage services
ensuring that all MITSC-Res RSD trouble tickets are routed to
proper gqueues in order to be worked in a timely manner.

2. Provides gueue management oversight for all
MARFORRES Remedy gueues.

3. Manages the tasking and werkload of all
remote NGEN ES contractors. :

4. Develops and oversees the santire NGEN
contractor onboarding process.
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5, Provides management and tracking of
MARFORRES Information Support Coordinator {ISC) and Technology
Asgistant (TA) programs. :

(e} Server Rdministration

. 1. Manages, deploys, operates, maintains,
upgrades, patches, and secures all MARFORRES server/storage
hardware and operating systems to include VolP and VIC servers.

2. Maintains MARFORRES service migration and
disaster recovery capabilities, 2nd performs cervice migrations

as required.

(£} Metwork Administration

1. Manages, deploys, operates, maintains,
upgradesz, patches, and secures all MARFORRES MCEN-W, MCEN-5,
MCEN-NL, and C-ISP transport infrastructure including remote
sites.

2. Maintains MARFORRES service migration and
disaster recovery capabilities and performs service migrations,
as raguired.

{4) Readiness & Resources/Ground Electronics Maintenance
Division

) fa} Monitors ground electronics equipment
maintenance readiness.

{2} Responsible as the HOMC C4 Information
Technoloegy (IT) Procurement /Approval System {ITEPRAS)
Coordinaktor, approving authority, for MARFORRES. This role
requires the review and monitoring of all ITPRA3 requesis within
MARFORRES. The ITPRAS process ensures the effective and
efficient expenditure of funding to: acguire IT capabllities;
safeguard against duplicative investments; align IT procurements
and purchases to mission goals and objectives; comply with
Department of Defense (DoD}, Department of Nawy (DoN). and
Marine Corps policies; and, provides visibility of all Marine
Corps fiscal expenditures related to IT.

{c) Coordinates with Marine Corps Systems Command
(MCSC) on all matters related to ground electronics equipment
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sustainment that impact the command’s equipment readiness and
ability to meet mission requirements.

{d) Advises the G-6 and MSC G-6& on all matters
related to ground electronics equipment maintenance and the
impact of the command’s maintenance effort on equipment
readiness.

{e] Manages the G-6 annual Operation and Maintenance
{C&M) budget.

{f}) Manages G-6 requirement submissions to the
following programs: Program Objective Memorandum { POM) ,
Unfunded Priority List, and the National Guard & Reserve
Equipment Appropriation (NGREA).

(g} Provides oversight and supervision of
maintenance programs and provides technical assistance and
instruction.

(h) Assists the G-4 in the command’s inspection and
assistance programs on equipment maintenance and readiness as
the SMEs for ground electronics in preparation of Field Supply
Maintenance Analysis (FSMAQ) inspections and analysis in
accordance with dirxectives and policies.

{%) Electronic Key Management System (EKMS3)

(a} EEMS5 maintains the MARFORRES gix-digit account
and provides overall guidance and support to all subordinate
six-digit accounts and local elements. EKMS provides subject
matter expertise and advocates on behalf of and for the command
in all matters pertaining to Eey Material {KEYMAT} and
Contrelled Cryptographic Items (CCI).

{b} Conducts account inspecticons.

fc) Evaluates compliance with exlisting BKMS policy
and procedures throughout the Force,

(d) Manages and maintains the MARFORRES EKMS
account. Manages the transfer of CCI/EKMS assets amongst the
Force,

(e} Manages and distributes KEYMAT.

{£) Provides secures telephone capabilities.
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(6) Applications Management

{a) Develops customized applicaticns that support
unigue MARFORRES missions and user hase.

(k) Implements, configures, and sustains Commercial-—
off-the-3helf (COT3) applications.

(¢} Supports cnatomized and COTS applications in
sccordance with security policies and industry best practices.

{d} Securely cktalns, stores, and processes
MERFORRES mizsion critical data.

{e) Develops and maintains SharePoint
infrastructure.

(F) Implements and maintains security posture (i.e.
policies, regulations, and cenfigurations} in customized
applications, databases, and COTS software.

{g) Provides support to MARFORRES Information
Management /Knowledge Management fIM/KM} initiatives.

{7} Cyber Security. FProvides Information Secuxity
Bovernance, Risk Management, and threat avoidance for all
classified and unclassified networks. :

ta) Applies security principles and pelicies to all
classified and unclassified networks.

(b} Provides control measures in order to mitigate
network vulnerabilities.

{c) Scans MCEN assels across the Force in order to
validate compliance with current security policies and
directives.

£. AC/S G-7. Sexves as the MARFORRES Command Inspector
General {(CIG). Bxecutes Inspector General Program ([(IGP)
functions and the below assigned functions based upon
appropriate orders and directives, and the commander’s vision,
intent, aoals, and command philosophy- The CIG is the eyes,
ears, volce, and conscience of the Commander and serves asz a
fair and impartial fact-finder and problem—-solver; extends the
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Commander by looking into areas that might affect the readiness
and warfighting capability of MARFORRES.

{1) Assistance

(a2} Assistance is the funetion of receiving,
inguiring intec, and responding to complaints, requests for
information, and requests for help presented or referred to an
Inspector Generxal (IG).

{b) It begins with the CIG receiving the complaint
or a request for assistance followed by analysis to determine if
the matter is appropriate for IG action or if the IG should
refer the matter to the command. '

(2} Investigations

(a) Operates the MARFORRES Fraud, Waste, and
Mismanagement Hotline.

{b) Retains cognizance of DoD and Inspector General
of the Marine Corps (IGMC) directed inquiries concerning
allegations of improprieties within MARFORRES.

(¢} Recelves and reviews all complaints and
allegations concerning senior officials and reports to IGMC, and
COMMARFORRES, as directed,

(d}) Recommends the assignment of Investigating
Officers (IO} for Headguarters, MARFORRES.

(e} By direction, refers appropriate complaints to
MSC Commanders for investigation. -

{f) Prepares tasking letters and reviews results of
investigations and command response documents,

{g) Maintains MARFORRES Fraud, Waste, Abuse, and
Mismanagement files, complaints, and investigation records.

{h} Reports Hotline complaint and investigaticn
results to COMMARFORRES, as reguired.

(i} Disseminates DoD and IGMC Fraud and Waste
related publications and correspondence. '
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{1) Coordinates and oversees Fraud, Waste, and
Mismanagement prevention, detection, and remedies.

{3} Inspections

(a) Maintains cognizance over MARFCRRES Commanding
General’s Inspection Program (CGIF}, to include, conducting
Commanding General Inspections (CGIL}, Command Inspection Program
(CIPY inspections, and the Force Eeadiness Assgsessment and
Assistance Program (FRAAP); provides oversight to M5C CIG
efforts as necessary.

(b) Schedules and conducts inspections of those
areas reguiring special handling as directed,

(c) Program Manager for the FRARP. Evaluates
mobilization readiness status of all Force units.

{d] Develops FRAARP Assessment policies providing
FRAAP program guidance and decisions necessary to achieve and
maintain an effective FRAAP assessment evaluation program.

(e} Provides feedback to COMMARFORRES and M3Cs on
force—-wide trends, findings, and other inspection issues or
information. ’

(f} Records and follows-up with units for resolution
of assessment issues that are beyond the ability of assassaed
unit to resclve.

(g} Compiles reguired FRAAP assessment reports.

{4) Inspection Coordination Center. Serves as the
MARFORRES focal point for coordination of all inspections within
the command. Conducts coordination with M3C and MARFORRES
Functional Area managers to include schedule plan monitoring and
corrective action follow-up for findings noted during
inspections.

{5) Intelligence Ovexrsight

(a) Inspects the implementation and management of
intelligence oversight programs at the command element, MSC, and
subordinate unit levels.

(b} Ensures that MARFORRES and MSC Intelligence ) .
Components are inspected a minimam of every 2 years.
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(¢} Receives and forwards reguired Intelligence
Oversight Reports.

(d} Receives, investigates, and forwards to IGMC
reports of Intelligence Oversight vielations or questionable
activity.

(e} Advises COMMARFORRES on the status of
intelligence Oversight policy and procedures.

{6} Congressional Interest {CONGRINTS)
{a} Has cognizance over all CONGRINTS referred to
MARFORRES. Receives, accounts for, and processes all MARFORRES
CONGRINTS and returns the completed response to the Office of
Legislative Affairs Correspondence (OLAC) in a timely manner.

{b) Retains records in IGMC Case Management Systen.

{7) Delay, Deferment, and Exemption (DD&E) Program

{a) Provides direction and support teo DD&E reguest
development. :

(b] Receives DD&E requests and convenes DD&E review
panel, as required, to evaluate request and assign appropriate

recommendation,

{8) Request Mast

{2} Oversees and reviews NAVMC 11296 (Marine Corps
Request Mast Application) forms submitted to COMMARFORRES.

(b} Maintains request mast files Ffor COMMARFORRES.

{c} Ensures MARFORRES units are in conmpliance with
applicable request mast orders.

(9} hasigned as the Operational Sponsor for the
MARFORRES G-1 IMA Detachment.

g. AC/S G-8
{i1) Advises the Commander on capabllities management and

capabilities programs, projects, initiatives, and functions.
Coordinates with other staff departments/sections and maintains
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continuity for all capabilities programs, projects, initiatives,
and functionzs defined below.

(2} Defines U.5. Marine Corps Reserve (USMCR; unit
capabilities and capacities required to support U.5. Marine
Corps {USMC) stated goals (e.g., per the Expeditionary Force 21,
Marine Corps Service Campaign Plan, etc) and as set forth in the
MBRFORRES Strateqgic Plans. Coordinates all functions within the
Marine Corps Force Development System (MCEFDS) as it relates to
MARFORRES capabilities and/or requirements (vertical and
horizontal) to inclode: Capability Based Assessments
(CBA) /Front End Assessments ({FER}, Functional Area Analyses
(FAR}, Functional Needs Bnalyses (FNA), and Functional Solutions
Analyses (F3A). Alsoc inclusive within this function is the
roordination / endorsement of all Urgent Universal Need
Statement (UUNS) preposals within the Marine Corps.

{3y Conducts Force Structure Planning in concert with
MLRFORRES Strategic and Campaign Plans to include: Total Force
Structure Management System (TESMS) Program Management, Table of
Organization and Equipment Change Report (TOECR) Process
Management, Unit Table of Equipment Requirement (UTR)
Management, and MNavy Structure Management. Coordinates with all
of the. branches within the Total Forece Structure Division (TESD)
within MCCDC.

(4} Coordinates staffing and command endorsement for all
MCBUL 5400 reguirements and Facts and Justification (F&J}
notifications associated with the establishment,
relocation/modification, or disestablishment of USMCR units
resulting from Base Realignment and Closure (BRRC), Facilities
Sustainment, Restoration, and Modernization {FSRM), FSRG, or any
other directive dictating physical site changes.

(5) Participates in/coordinates all HQMC and PP$0O P3
sponsored Advocacy Boards/Groups to include: Command Element
Advocate Board (CEAB), Ground Beoard, Aviation Beard, Infantry
0BG, Fires & Maneuver OAG, Engineer QAG, etc. Coordinates f
Facilitates all Higher Headquarters {HQ) tasks involving
emerging Advocacy issues relating te the RC. Coordinates all
capability development issues with the respective MCCDC
Capabilities Development Directorate febD} Integratlon Division:
Command and Control Integration Division (C2ID}, Legistics
Integration Divisien (LID), Fires, etc.

(6) Manages MARFORRES participation in the POM process .
to include: Physical Evaluation Board (PEB) and Program Working
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Group (PWG) membership and attendance; creation, staffing, and
submittal of POM initiatives; providing POM feedback and advice
te the Command as it relates to impact to the Force; )
integrates/coordinates all MARFORRES Program activities; and
maintains constant coordination with all stakeholders involwved
with the USMC Programming community.

{7} Coordinates MARFORRES activitiesz as they relate to
the annval NGRER submission, Mational Guard and Reserve
Equipment Report (NGRER), 10543 Report, Select and Natjve
Programming Data (SNAP) Report, Unfunded {Equipment) Programs
List (UPL}, Supplemental Requirements, and any other equipment
related requirements for the Force.

(8) Manages the MARFORRES Continuous Process Improvemsant
(CPI} Program to include coordination of all Lean Six Sigma
training and preoject requirements in accordance with applicable
Marine Corps Ordexs and related regulations regarding CPI.

(9] Executes strategic planning activities to include:
development, maintenance, and periodic update to the MARFORRES
Strategic Plan; provides input to the MARFORRES G-3/5 in the
development and periodic update to the MARFORRES Campaign Plan:
performs operaticnal analysis as it relates to the stated
objectives within the MARFORRES Strategic Plan; coordinates with
the Center for Naval Analysis for studies relating to the RC;
coordinates with MCCDC Operational Analysis Division (CAD) for
Marine Corps Studies System (MCSS) study proposals; and
facilitates any other analysis as required in support of
COMMARFCERES.

{10) Cocrdinates and prepares MARFORRES BOM,
Congressional Enhancement for Operation and Maintenance, Marine
Corps Reserve ([0O&MMCR) and Reserve Personnel, Marine Corps
{RPMC} Appropriations.

4. Special Staff

a. AC/S PFacilities

(1) Manages the real property interests of MARFORRES:

{a} Oversees, budgets for and executs the Facilities
sustainment, resteoration and modaernization, and minor
construction programs and projects for MARFORRES accountable
property; coordinates exclusive Marine Corps space in joint and
tenant training centers and aviation facilities.
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(b} Coordinates, monitors, and reviews the Facility
Assessment program in order to ensure facility gquality ratings
are maintained within policy guidelines.

(c} Exercisesz direct liaison with appointed site
commanders for all programs that are under the centralized
control of MARFORRES Facilities (Real Froperty, Garrison Mobile
Equipment (GME}, Environmental, General Services Administration
{(G3a) wvehicle use, etc). . '

{d) Coordinates and monitors Military Construction
Naval Reserve (MCNR) projects, both unilateral and joint, for
program construction of Class II real property asseis.

{b] Manages the MARFORRES Base Operations Support
(ROS) program {janitorial, water, power, gas, 300W removal,
etc) .,

{21 Manages the Fnvironmental and Energy Program of
MARFORRES:

(a) Manages environmental projects and response
(vehicle wash-racks, hazmat sheds, storm water retention, clean-
ups, etcl.

(b} Budgets for and coordinates the execution of
environmental projects.

{c) Prepares Wational Environmental Policy Act
{NEPA) documentation and coordinates the Environmental Impact
Review Board {(as needed) for identified projects and training
eventz,

td) Coordinates and supervises the Environmental
Management System (EMS) and Environmental Compliance Evaluation
(ECE} Programs, to achieve and maintain environmental compliance
for 21l MARFORRES units.

{2} Coordinates the Envirenmental Training and
follution Prevention Programs for all MERFORRES units and
organization personnel as appropriate.

{f) provides liaison for envircnmental and energy
program reguirements between stakeholders {e.g. HQMC, hosts,
state, federal, and tribal authorities]. .
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{g)] Coordinates meeting requirements as outlined in
MCO P1iQ00.3 Real Property Facilities Manual, Energy and
Utilities Management. Coordinates review and execution of
Request for Proposals (RFP), designs and construction for energy
projects. '

{h} Coordinates Defense Utility Energy Reporting
System (BUERS} reporting, enerqy usage reporting, energy cyber
security, power resilience, energy security, and renewable
anergy Jgeneration.

{3} Coordinates and monitors DoD-Directed Joint Services
Reserve Component Facilities Board {JSRCFB) representation in
all states with MARFORRES units.

(4} Serves as advocate and provides Public-Priwvate
Venture (PPV) oversight of Family Housing Operations in Kansas
City, MO; Westover, MA; and Stewart, NY. Manages and maintains
Quarters A in New Orleans, LA. Coordinates facility sustainment
and administrative requirements of Bachelor Housing at Stewart
Army National Guard Base, NY and DPC/RSU East on Camp Lejeune,
NC.

(5} Cooxdinates, monitors, and reviews suppoxrt
agreements including Inter-Service Support Agreements (ISA} and
Memorandumas of Agreement {(MOA} involving base support funds
including Training Centers and Supporting/Supported-Command
agreements at Joint Bases. Site commanders may not accept, give
away, or sublet facilities/space or GSA leased vehicles without
approval of MARFORRES Facilities; Facilities will coordinate
associated funds utilization with the Force Comptroller as
neadead.

{6} Coordinates with the Force Comptroller on budgeting
and execution of all Facilities appropriated funds and to ;
monitor execution of the financial plan for all fiscal years
available for cbligaticon and five additional years thereafter.

{7) Manages the Plant Property Control and Garrison
Mobile Equipment ({(GME) preograms for all MARFORRES units. Tracks
and oversees U.S. General Services Administration (GSA) wvehicle
program.

{8) Serves as the centralized point of contact for all

Joint Basing issues for the Office of the Secretary of Defense
{330} designated Joint Bases where MARFORRES units are located.
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{9) Assigned as the Uperational Sponsor for the
MARFORRES Environmental Services IMA Detachment.

b. Security Managex

{1} Functions as the Security Manager of MARFORRES in
all security matters inveolving personnel and information
security, beoth internal and external to MARFORRES.

{2] The Security Manager has cognizance of all security
programs within MARFORRES.

(3} Serves as the principal adviser on information and
personnel security in the Command except lssues specific to
Sensitive Compartmented Information (SCI) and is responsible to
COMMARFORRES for the management of the program.

(4) Responsible for developing and administering the
command’'s Information and Personmnel Security Program.

{5 The Security Manager is appeinted in writing by the
Commandar, and provided sufficient authority and staff tc manage
A robust security awareness program. The Security Manager 1s
designated by name.and identified to all members of the command
on organization charts, telephone listings, rosters, etc.

{6) Serves as COMMARFORRES’ advisor and direct
representative in matters pertaining to the security of
classified information held at the command and eligibility of
personnel to access classified information and to be assigned to
sensitive duties. Formulates and coordinates the command's
security awareness and education program. Ensures all personnel
who will handle classified information or will be assigned to
sensitive duties are appropriately cleared through coordination
with proper authorities and requests for personnesl security
investigations are properly prepared, submitted and monitored.
Coordinates the command program for continuous evaluation of
eligibility for access to classified information and assignment
to sensitive duties.

{7 Maintains liaison with the command Special Security
Officer (330} concerning information and personnel security
policies and procedures, and coordinates with the command
information systems security manager on matters of common
concern.
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{8) Maintains liaison with all external agencies as
related to security.

{3) Serves as the primary point of contact for advice
and assistance in all security matters regarding personnel and
. information security.

(10} Manages the implementation and required
administration of the Joint Personnel Adjudication System {JPAS)
and the Electronic Questionnaires for Investigatien Processing
(e-QIP} System, directing the initiation, restoraticn, and
management of security clearance access eligibility and
peraonnel security investigations.

{11) Ensures that WAVMC Functional Area Security
Inspections are scheduled and performed in accordance with NAVMC
Directive 5040.6H and SECNAV M5510.30, and implements assist
‘visits and assessments with regards to MARFORRES commands and
the MARCORSPTFAC, New Orleans.

{L2) Manages the Security Education and Training
Program, and coordinates and conducts required annual and
refresher security education and training.

{13} Responsible for the Classified Material Control
Center (CMCC) and the wvault.

_ ¢. Director of Safety. The Safety Directorate under the
direction of the Safety Director is the cognizant special staff
section for safety matters and policy within MARFORRES.
Responsibilities include, but are not limited to the fellowing:

{l}) Executes administrative details of the Marine Corps
Safety Program. These are applicable to:

(a} All non-flight related operaticons and activities
under cognizance of an installation or unit.

{b} All personnel assigned to, atationed at,
employed by, or otherwise engaged in normal activities at the
installation or unit,

(¢} Personnel employed by Marine Corps exchanges,
clubs, etec., at an installation or unit.

{d) All residents, tenants, or visitors of
installation or unit.
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{2} Adapt= safety directives, regulations, and
suggestions from higher authority for local conditions.
Prepares and keeps current local safety regulatlions and S0Ps.

{3) Maintains complete reports of all mishap types and
makes comprehensive analysis, for mishap prevention purposes, of
all mishaps involving Marine Corps personnel, equipment, ox
activities. Preparez reports of mishaps regquired by higher
authority, investigates mishaps as directed, and recommends
corrective measures to eliminate mishap causes.

{4) Ensures workplace safety inapectiens are conducted
of the premises, eguipment, and activities on a periedic basis.
Documents safety inspection programs and ensures appropriate
follow—up and timely corrective action on unsafe conditions and
practices noted.

{5} Acts in an advisory capacity on safety matters to
COMMBRFORRES. Provides guildance to staff officers and
supervisors. Maintains clese liaison with all staff officers to
ensure maximum cogperation in connectilon with matters of mutual
concern and works toward completeness and accuracy of reports
with a minimam of duplicaticn in the investigation of mishaps.

{6) Coordinates and consults with activity officials on
safety matters as follows:

{a) Medical personnel for matters relating to propex
selection and placement of personnel from safety and job
analysis standpoints.

{b) Security personnel on traffic management and
other matters of mutual concern.

(e} Supply officers for specifying standards for
safety devices and proper storage and labeling of hazardeous
materials.

{d) Facility maintenance or public works officers an
matters pertaining to:

1. Safety plans and specifications for
alterations and new constructicon.

2. Safety and health deficiencies in existing
structures or facilities.
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3. Identification of safety and health
deficiencies that are potential candidates for the Operational
Safety Health (03H) Deficiency Abatement Program (HOMC funded) ,

{e) Trains officers to ensure safety standards,
rules, and regulations are included in training programs.

(f) Industrial hygienist to survey and appraise
conditions affecting the health and efficiency of personnel,
such as fumes, vapor gases, dust, lighting, wventilation,
temperature extremes, ergonomics, noise, and sanitary facilities
with a view toward eliminating or minimizing unhealthful
-.conditions. With the Radiation Safety Cfficer, Light
Amplification by Stimulated Emission of Radiation {LASER} Svyatem
Safety Qfficer, or industrial hygienist as appropriate to
evaluate harmful radiation and ensure exposed personnel are
protected.

{g) Unit special services officer or Marine Corps
Community Services (MCCS) officer to ensure safety standards,
rules, and regulations are included in Morale, Welfare, and
Recreation (MWR) or special services programs.

(7) Programs and budgets in coordination with facility
maintenance or public works officer and comptroller, as
appropriate, for correction of safety and health deficiencies.
All deficiencies must be documented and an audit trail
established,

{8) Establishes and maintains liaison with local,
municipal, state, and federal safety agencies, as appropriate.

{9) Organizes, provides technical assistance to, and
2Ccts as recorder of command safety councils.

(10} Provides safety representation on activity or unit
committess and beoards as assigned. Some committees and boards
appropriate for safety manager membership are:

{a} Beneficial suggestions.

(b) Grievance hearings where safety is a factor.

{c) Planning boards to advise on appropriate
priority for safety.

Z2-49 Enclosure (1)




Ford 5000.&E

{d) Workers' compensatiocn committees.

(11] Reviews beneficlal suggestions pertaining to safety
devices and practices and submits recommendations to the awards
committes.

(12} Studies safety problems and conducts job analysis
to develop remedial safety measures related to mechanical
processes, shop and field operations, and physical conditions. .
Provides safety comments on designs of eguipment, processes, and
safequards. Reviews operating and training instructions and
recommends those corrective actions necessary to eliminate or
control mishap-producing conditions and hazards.

(13} Organizes, implements, and supervises a complete
Motor Vehicle Safety Program for both government and private
motor vehicle operation, including technical guidance for
training operators and conducting attitude training aimed at
mishap prevention.

{14} Oversees explosives and range safety programs.
Through the explesives safety officer, coordinates with range
and ordnance officers to ensure appropriate safety standards,
rules, and regulations are included in range and oxdnance
operations. ' '

{15) Provides safety education to all supervisors, unit
safety officers, and their assistants in subordinate units.
Makes sure they are aware of their duties and have the necessary
references, equipment, and material to discharge these duties.

{16} Initiates actions to stimulate interest in safety,
anch as news releases, posters, handouts, etc.

(17) Keeps the Commander informed at all times of any
safety problems encountered in conducting safety and mishap
prevention programs. A narrative report of safety conditions,
problems, and recommended corrective action shall be submitted
to the Commander at least guarterly.

{18) Acts as the Commander’s representative in all
safety conferences and meetings where such representation will
benefit andfor protect the interests of COMMARFORRES and the
subordinate units.

d. Regional Contracting Officer (RCO). The Contracting .
officer is a special staff officer under the cognizance of
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COMMARFORRES. The Contracting Officer is appointed by the
Assistant Deputy Commandant for Installaticons and Logistics
(Contracts}). Responsibilities include, but are not limited to
the following:

{1} Manages the MARFORRES purchasing/contracting program
for acquisition of mission essential supplies and services that
are not available through the Marine Corps supply system,
ensuring regulatory and statutory compliance.

{2) Advises COMMARFCRRES and staff on procurement—
related matters, such as acquisition planning, competition
requirements, pre-award considerations, contract award, post-
award administration, and applicable regulatory and statufory
requirements.

(3} Awards contracts for suppliea/service for site
suoport at all MARFORRES sites. Consolidates reguiremants above
the micro-purchase threshold, as appropriate.

{4) Administers the Government Commercial Purchasze Card
{GCPC) VISA Program to include:

(2) Manages five GCPC accounts for procurement of
supplies and services, procurement and payment of reserve
clothing, payment of contract invoices, and payment of reserve
subsistence.

{b) Appoints and manages the unit Approving
Officials (AQ) and Cardholders (CH).

(2} Conducts GOPC reviews to ensure regulatory and
procedural compliance.

{5) Manages the RCO Customer Service Database, ensuring
up-to-date procurement requlations, instructions, manuals and
additional guidance are made available.

{6} Provides contingency contracting support for
MARFORRES Joint Task Force, Joint Operation Training and annual

training exercises, as required.

{7} Processes ratification of unautheorized commitments
and claims against the Government.
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(8} Reports monthly the purchasing and contracting
actions to CMC {Contracts Division, Performance Management
Branch (LBQ}}.

{9) Ensures RCO employees meet the training reguirements
established by the Defense Acquisition Workforce Improvement
Act.

{10} Manages and supervises RCO employees.

a. Director of Public Affairs Department (PAD)

(1) Provides the Commander with the staff assistance to
conduct Public Affairs Office (PAD}, Combat Camera (COMCAM), and
Marine Band dew Orleans operations.

(2} Directs, manages, coordinates and oversees the
overall staff responsibility for PAO, COMCAM, and Marane Band
Wew Orleans matters.

{3) Oversees the development and maintenance of 50Ps,
Force Policy Letters, and Force Orders for the force-wide
conduct of PAO, COMCAM, and Marine Band Wew Orleans operations,

(4} Analyzes and evaluates the command’s PAQ, COMCAM,
and Marine Band New Orleans organization, staffing, equipping,
and fiscal needs and reguirements.

{5} Develops the Commander’s Communicatlon Strategy, and
incorporates PAO, COMCAM, and Marine Band New Orleans cperations
accordingly.

(6) Provides the command with analysis of externally
produced media products to determine .the effectiveness of
MARFORRES Public Affairs’ (PA} strategic engagement plans.

{7} Serves as chair of the command’s Integrative
Communication Working Group.

{8y Public Affairs Office {(PAO)

{a) Provides the Commander advice and counsel on the
capabilities and employment of public affairs assets, emerging
and existing public affairs issues; establishes and maintains
relationships with key public leaders through the creation and
dissemination of communication products and community
engagement. .
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{b) BAdvises the Commander on all matters having a
public affalrs impact. '

(o) Executes communication strategy with key publics
through command information programs, community engagement, and
planning and operaticonal support.

f{d} Informs and coordinates all Marine Corps Reserve
public affairs issues with the Office of Marine Corps
Communication, HOMC.

(e} Uses public affairs research findings and the
Commander’ s guidance to inform PA recommendations/inputs during
staff planning.

{£) The Deputy Director, Public Affairs Department,
serves as the fund’s manager for PADO, administrating and
supervising the operating budget via the Force Comptroller,
Approving Cfficial in Purchase Reguest (PR} Builder, and
Mizcellaneous Document (MD) approver in the Memorandum Fiscal
Sy=tem.

{9) Command Informaticn

faa) Prepares and disseminates accourate and timely
information about the Marine Corps Reserve to key publics.

{b) Develops communication products in accordance
with the Commander’'s pricorities and communicaticn strategy.

{c) Maintains Security, Accuracy, and Propriety
{SaP) of public affairs products.

{d) Serves as the command's contact for key publics’
inguiries. '

{2)] Coordinates and manages information programs or
products to include, at a minimom, news content, command
{public) webksites, scocial media platforms, and communication
products, such as the Continental Marines Magazine and the
MARFORRES Communicator,

{f} Plans and coordinates applicable public affairs
plans and support for exercises and operations.
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{g) Develops Annexes for operations orders, public
affairs guidance, and communicaticon strategy in order to
affectively communicate institutional or command messages to key
publics.

{h} Reviews products intended for release prepared
by subordinate units for SAP. '

{i] Creates and manages applicable Web platforms to
disseminate information to key publics.

{j) Creates and manages social media platforms to
disseminate information and maintain and/cr facilitate community
dialogue with key publics.

{10y Plans and.Gperations

fa) Employs an integrative commnication approach
{PAC and COMCAM) to meet communication strategy ohjectiwves.

{b} Plans and coordinates applicable public affairs
plans and support for edercises and operations.

{c) Develops Annexes for operations orders, public
affairs guidance, 2nd communication strategy in order o
effectively communicate institutional or command messages to key
publics.

{d} Deploys an integrative communication team to
exercises and operation in support of the command element.

{11) Community Engagement

fal Initiatez, coordinates, and oversees MARFORRES
contact with special interest groups to include local and
national community oxganizations and military-oriented
associations.

_ (b} ARdministers the Community Cutreach Operations
Plan funding support of force-wide community projects, as well
az events and projects that are beyond the capability for
individual unit funding.

{c} Serves as Wational Coordinator for U.5. Marine
Corps Toys for Tots Program, provides liaiszon hetween the Marine
Toys foxr Tots Foundation (MTETE) and supporting units throughout
the Marine Corps Reserve,. ‘
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{12 Bdditional (related) Public Affairs Duties

{a) Office of Legislative Affairs (QOLA) Liaison and
provides oversight for the Commander’s Congressxonal testimony
reguirements.

{b) Joint Civilian Orientation Conference Liaison.

{c) Public Service Recognition Week Liaison.

{d} Supports Marine Corps Recruiting Command
initiatives as directed.

{13) Combat Camera (COMCAM)

(a) COMCAM provides professional photegraphic,
videographic, reprographic, print and multimediz products and
services in support of administratiwve, coperaticnal, and planning
raequiremsnts.

{b) Operates and maintains printing and reproduction
equipment in support of the Commander, preparing command
information products with original layout and design, multiple
formats and sizes, and the potential for produ01ng large
gquantities of reproductlons

(e} Coordinates and manages motion medila, still
photography, reproduction capabilities, and audio recordings
covering air, sea and ground actions of MARFORRES unitz in
Service and/or joint training exercises, and at the supporting
estaklishment.

{d) Provides metion media, still photography and
audio recordings covering exercises including:

1. " Assists Public Affairs in suppoxt of the
Commander’s Communication Strategy.

2. Deploys teams of two Marines (still
photographer and videographer) or as part of an integrative
communication team.

3.  Historical documentation.

4. SBtock footage.
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{e) Establishes and supervises a quality control
program for COMCAM products and processes.

(f} Establishes a program to ensure the safety of
personnel when handling hazardous materials or eguipment through
the proper posting and use of manufacturer's instructions,
Material Safety Data Sheets (M3DS}, and safety eguipment and
supplies.

{q) BEstablishes and maintains local archives of
video, photographic, graphic preoducts and artwork in support of
customer's requests and the Commander’s Communication Strategy.

{h) Participates in Joint Combat Camera operations
as regquired.

{1) Assists in communicating issues regardless of
language barriers and cultural differences via wvideo,
photographic, and graphic media.

{1} Serves as Responsiblé Officer, oversaeesing the
procuremaent, ‘maintenance and security of CCMCAM eguipment.

{k) Operates and maintains the Tactical Imagery
Production System, which 1s a large footprint deployable COMCAM
asset that is fully self-supported while deployed or connected
to shore power for sustained operations.

{1} The Deputy Director, Public Affairs, serves as
the fund’s manager for COMCAM, administrating and supervising
the operating budget via the Force Comptroller, Approving
Official in PR Builder, and MD approver in the Memcrandum Fiscal
System.

(14} Reproduction Services

{a) Frovides COMCAM products in a usable,
understandable, relevant, and timely manner, while ensuring
restricted and/or protected access to applicable imagery, in
accordance with the Commanders intent.

(b} Duplicates internal forms, training materials,
bulletins/orders, $0Ps, public information, praograms for
ceremonies, VIP/RSVP cards and invitations for COMMARFORERES.
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fc) Creates invitations, products for official
ceremonies, posters for safety requirements, chaxts, graphs,

certificates, and applicable computer generated designs/lavouts.

fd} Provides technical advice and gquidance on
COMCAM~related equipment.

{15} Videao Services

{a2) Documents operations in-a variety of
environments using the latest in wvideo imagery acguisition and
production equipment.

{b) Produces field-expedient, edited, video products
in support of the operational commander.

fc) Documents officiazl ceremonies, command briefs,
- and investigations, and provides video editing and video

- dubbing, as well as public information training.

{d] Provides technical advice and guldance on audio-
visual equipment.

{16) Fnoctography Support

{al Documents Gperations in a variety of
enviroenmaents using the latest in still imagery acgquisition and
production eguipment.

{b} Documents damage to Government preoperty, asrial
photography, ceremcnies and s2pecial events directed by the
Commander, Immigration and Waturalization Service {(IWS} and
passport photos, retirement ceremonies, Changes of Command,
augmentation and promotien board photos. :

(¢} Provides technical advice and guidance on
aequipment.

{17) Marine Corps Band New Crleans

fa) Marine Corps Band New Orleans provides musical
support for military ceremonies and other official activities,
Marine Corps community relations programs, and Marine Corps
personnel procurement programs as directed by COMMARFORRES,
under the supervision of the Director of PAD, and at the request
of the MARFORRES MSCs, Marine Corps Recruiting Command, and
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according to the National Community Relations Campaign plan in
order to support the Force mission to augment the Total Force.

(b} The band is a deployable element of MARFORRES
and a professional musical organization that provides musical
support in the form of concert band, ceremonial/marching band,
jazz band, jazz combo, and other smaller ensembles as personnel
and mission dictate in order to increase the public image and
visibility of MARFORRES through official events and strategic
community outreach programs.

{c]) Engages key audiences identified in the
Commander’s Communication 3trategy and National Community
Outreach plan to increase awareness MARFORRES’ ability to remain
ready, relevant and resgponsive in its mission.

{d) Assumes responsibility for the GSh-provided
coach bus from the Commanding Officer, MARCORSPTFAC, New
Orieans.

(e} Serves as the approving authority for all
musical requests and coordinates the operational schedule for
all pand commitments and activities, which includes military and
public ceremcnies and events, required training, leave and
liberty,

(£} In the event of an ordered evacuation, Marine
Corps Band Mew Orleans follows its own evacuaticn plan,
published by the Band Officer as the annual evacuation plan.

_ (g} Serves as the Responsible Cfficer, overseeing
the procurement, maintenance, and security of band equipment.

(h} The Deputy Director, Public Affairs Department,
serves as the funds manager for the band, administrating and
supervising the cperating budget wia the Force Comptroller,
Approving Official in PR Builder, and MD approver in the
Memorandum Fiscal Systemn.

£. Comptroller

{1) Adwvises COMMARFORRES in all matters pertaining to
fiscal policy and administration.

{2} Maintains records and reports, administers all
appropriated funds and reimbursements thereto,
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{3} Exercises technical supervision over the financial
and accounting functionsz of MARFORRES.

(4} Advises and assists in the formulation and execution
of Marine Corps programe by analyzing the financial aspects of
all programs and develops recommendations regarding funding and
budaeting.

{5) Acts as coordinator for all audits, management
surveys, reviews, and cost studies conducted by external
agencles.

{6) Develops guidelines for the ceollection, analysis,
and coordination of statistical cost data.

(7} Responsible for the formulation, justification, and
execution of MARFORRES budgets. '

{8) Coordinates with the Installations & Logistics
DPirectorate on the annual submission of the Tramsportation of
Things (TOT) budget.

{9) Manages the Resource Evaluation and Analyais Progran
and Internal Control Program (ICP).

{107 Maintains oversight over funds administrators and
ensures their compliance with appropriate existing financial
management instructions. '

{111 Toordinates with the G-4 and Facilities in the
review/preparation of Inter—Service Support Agreements (ISA) and
Memorandums of Understanding (MOU} issued and received by
MARFOREES.

g. Force Chaplain. The Ferce Chaplain is the cognizant
staff officer regarding chaplain matters and policy within
MARFORRES. Responsibilities include but are not limited to the
following: :

{1} Advises COMMARFORRES in matters pertaining to the
MARFORRES Command Religious Proagram [(CRP), chaplain matters, and
the uniqueness of reserve issues affecting chaplains and
Eeligiocus FProgram (RP) Specialists.

{2} Rdministers to the MARFORRES Chaplain Section.
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{3} Coordinates with MARFORRES G-1 Navy Manpower to
determine the assignment of Chaplains and RPs to various units.

{4) Exercises professional supervisory authority over
all chaplains, RPs and those Marines who are employed in
religious programming as administered or operated by MARFORRES.

(3] Frovides guidance to commanders at each echelon
concerning the appropriate and effective utilization of
chaplains.

(8) Provides assistance to unit commanders of chaplains
in the preparation and/or marking of performance reporta.

{7) Asszists comnanding officerxrs of units without a
chaplain in obtaining assistance in carrying out a CRP,

(8) Makes familiarization and periodic visits to drills,
Annval Training and exercise sites, and to mobilized units.

{%) Participates in MARFORRES readiness visits and
inspections of unit CRPs and chaplain activities.

(10} Coordinates/Reviews all orders written by
COMNAVRESFOR regarding chaplains and RPs of MARFORRES to ensure
that all units have adequate professional resources to
administer a comprehensive CRE,

{11} Provides guidance for a force-wide Religious Lay
Reader training program.

(12} Advises the Chaplain of the Marine Corps regarding
specific matters affecting the MARFORRES CRP, chaplains, and RPs
in Program 9.

{13} Provides liaison with the MSC Chaplains within
MARFORRES and Cfficexs in Charge {(QIC) of Marine Expeditionary
Forces Religicuz {MEFREL} units as well as Command Chaplains of
other active commands, in order to plan and implement
cooperative activities and training reguirements.

(14) Ensures all chaplains and RPs perform their Annual

Training with their mobilization activity; approves requests via
MSC Chaplains for exceptions to Annual Training.
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(1%) Responsible for the execution and oversight of the
Chaplain’s Religious Enrichment Development Operation {CREDO)
Program.

h. Staff Judge Advocate (SJA}. The 3Staff Judge Advocate
(SJ2} is a shared service that provides command legal advice,
staff legal review, related legal training, and investigative
support to COMMARFORRES; all MARFORRES staff sections; MARFORRES
MSCs;: MARFORRES, HgBn: and all SMCR commanders, I-I staffs, and
units regarding the following matters:

{1) Military Justice: Provides command advice on
Non-judicial Punishment (NJP), courts-martial, preliminary
inguiries, non-punitive measures, and searches and seizures.

fa} The SJA examines, advises, and makes
recommendations on all military justice cases forwarded to
COMMARFORRES for action.

by The 3J& reviews, advises, and prepares
COMMARFORRES or MARFORRES MSC actions and premulgation documents
on all Article 32 investigations, court martial orders, and NJPs
that reguire legal review.

{c]) The 5JA coordinates with the Legal Service
Support Section — National Capital Region for trial services and
litigation support of MARFORREE cazes.

{2y Involuntary Separations: Reviews, processes,
and advises COMMARFORRES and MARFORRES MSCs regarding all
officer Boards of Inguiries {(BOI}, enlisted administrative
separations, and conscientiocus cbjector packages.

{3) Claims and Investigations: Puxsuant to the
Judge Rdvocate General (JAG) Manual, reviews and prepares
endorsements on all command investigations (including line of
duty determinations}, litigation reports, and claims for and
against the U.S5. Government. Such review does not include
contract or commercial claims (see paragraph 2408.3 of this
Crder).

{4) Military Personnel Issues: Provides command
advice on “reguest mast®, relief for cause, aexual harassment,
Article 138 complaints, and complaints of wrong doing (pursuant
to the Navy Regulation 1150}.
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{3) International and Operational Law: Responsible
for all operational and international legal matters, including
laws of war, posse comitatus, rules of engagement, targeting,
and related issues.

{6} Congressional Interest: Provides command advice
on all Congressiconal Interest (CONGRINTS) and Special Interest
{SPLINTS} correspondence pertaining to military justice igssues.

(7) Naval Criminal Investigative Service (NCIS)
Liaison: Responsible for liaising with NCIS on all criminal
matters involving MARFORRES units.

{8} Civil Law: Responsible for command adwvice
concerning service of process, delivery of service members,
compliance with the Privacy Act and other matters concerning the
rights and duties of MARFORRES units with respect teo Civil
Authorities.

i. Counsel to the Commander. Counsel to COMMARFORRES is a
civilian attorney assigned by the Office of the General Counsel
of the Navy. Although Counsel, MARFORRES reports directly to
the Counsel for the Commandant of the Marine Corps, the position
is responsible for legal advice to COMMARFORRES, all MARFORRES
staff sections, MARFORRES M5Cs, and all IgI staffs and units
regarding tne following matters:

{1} Land Use and Environmental Law: Responsible for all
legal lissues pextaining to National Environmental Policy Act
(NEPA)} compliance (including all Environmental Impact Statements
(EIS}}, Environmental Assessments (ER), and Categorical
Exclusions {CATEX)); the Clean Water Act and Safe Drinking Water
Act; the Clean Air Act; the Resource Conservation and Recovery
Act (RCRA) and the Comprehensive Environmental Response,
Compensation, and Liability Act (CERCLAY; all other Federal and
State natural resourcas and environmental protection statutes;
all historical and cultural preservation statutes: and all land
use and real estate matters.

{2) Government Contracts/Business and Commexcial Law:
Responsible foxr all legal issues pertaining to government
contract formulation {(including solicitations, awards,
performance, protests, defaults, terminations, claims,
ratifications, and litigation) and all other commercial legal
matters. Includes, representing MARFORRES at hearings before
the Armed Forces Board of Contract Appeals.
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{3} Labor and Civilian Personnel Law: Responsible for
all legal issues concerning Egual Employment Opportunity {(EEQ)
cormplaints, appeals and litigation; civilian disciplinary and
pexformance actions, appeals, and hearings; civilian personnel
issues and investigations: labor relations and union issues,
grievances, arbitration, unfair labor practice allegations, and
contract negotiations. Includes, representing MARFORRES at
hearings before the Equal Employment Opportunity Commission and
the Merit System Protection Beoard.

({4} Government Fthics and Standards of Conduct:
Pursuant to the Joint Ethics Regulations {JER), Counsel serves
as the MARFORRES Ethics Counselor on gifts, fundraising,
relations with non-Federal entities, travel and transportation
issues, conflicts of interest, financial disclosure ([(SF-278 and
OGE-450 forms), and post-government employment restrictions.

. Also provides legal advice regarding all aspects of the Marine
Corps EBeserve Toys for Teots program.

(S} Fiscal Law: FProvides legal advice regarding the
proper expenditure of govermment funds (including Appropriated
Funds (APF) and Non-Appropriated Funds (NAF)), all Title 10 and
annual appropiiation matters, and government contracter
expenditures.

{6) Fresdom of Information Act (FOIA}): Processes all
FOIZA and FOIA appeal responses. This process includes staffing
all FOIA requests to the proper MARRFORRES staff department or
MSC for compilation of documents or material, providing legal :
review of the compiled mwmaterial, and responding directly to the |
FOIA requestor.

{7} Administrative Law for Military Installations:
Provides legal advice and counsel on matters of legislative

jurisdiction, security, agreements, and directives.

j. Egual Opportunity Advisor {(EOA)

{1} The primary duty of the EOA is to assist the
Commander in executing the Commander’s Egual pppcrtunity {EO)
Frogram.

{2) The EOR can also perform the following duties:

{a} Provides guidance, advice, or assistance in all
EQ matters to commanders, designated Commanding Generals (CG},
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Commanding Officers (C0O), and tenant commanders in their
gecgraphical areas.

(b} Provides guidance and advice on command
investigations into allegations of discrimination, to include
sexval harassment. '

{c) Advises commanders and military personnel about
the use of the Informal Resclution System (IR3) and “reguest
mast” to resolve allegations of discrimination and sexual
harassment at the lowest possibkble level,

(d} Provides analysis of command-specific data which
will enable the commander to monitor the BQ climate within their
organizaticn; identify trends and areas of concern, and develop
methods for improving the EO climate.

{e} Conducts inspections of subordinate/tenant
commander’s EQ programs, as directed.

{f) Assists Egual Opportunity Representatives (EOR)
in cultural events or celebrations an those days set aside for
the recognition of the contributions of various groups.

{g) Frovides EOQ input into policies and programs for
assigned and tenant commands, as reqguested.

{h) Provides briefing or training on ECQ issues for
assigned and tenant commands, as requested.

(i} Assists EQRs with BO program information on
complaint reporting and cother reporting requirements, command
statistics, and EQ training requirements.

{1} Monitors the effectiveness of command ED
training.

{k} Conducts the 40-hour Egqual Opportunity
Representative Couzrse (EORC) on & semi-annual basis at minimum,
for new EORs. Coordination and cooperation between EOAs in the
loecal area is strongly encouraged.

{1} Conducts guarterly training for unit EQORs to

continue the awarsness and learning process initiated with the
40-hour ECQRC.
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{m] Manages the command’s Training Information
Resource (TIR) library for EO related issues.

{n} Serves as the commands POC to report formal
complaints of discrimaination and sexual harassment to CMC (Egual
Cpportunity and Diversity Management {MPE}), via the
Discrimination and Sexual Harassment ({DASH) reporting system.

fo)] Bzsists the Commander in disseminating EO
information throughout the command.

k. Force Family Readiness Qfficer (FRO). The primary duty
of the Force FRD is teo assist the Commander in executing the
Unit, Personal and Family Readiness FProgram (UPFRP)Y. The Force

FRO shall also be responsible for the following duties:

{1l) Provides guidance, advice, or assistance in all
Family Readiness matters to the MS5C CGs wia their MSC FRO.

{2) Maintains personal contacts and collaborates with
key perschnnel in the Marine Corps, principal assistants to the
Commander, and representatives of comparable private sector
organizations to coordinate work efforts for the Marine Corps
Famlly Readiness Qutreach Program.

{3} Represents COMMARPFORRES at internal and external
meetings or forums to address family readiness issues and
functiona., Serves as part of the Commander’s Family Readiness
Command Team, which guides the efforts in assisting Marines in
attaining personal and family readiness. The Force FRC is the
spacial staff officer that executes COMMARFORRES' wision and
intent of the UPFRP.

{4) Ensures MARFORRES conform te applicable guldance and
ragqulaticons in the execution of the UPFRP and remains ready to
successfully undergeo the scrutiny of inspections and assessment
from HOQMC and other agencies as assigned from higher
authorities,

{5) Functions as the liaiscon for commnication between
COMMARFORRES and HOMC to subordinate Unit Family Readiness
Command Teams. Ensures the MSCs are in compliance of applicakle
guidance and regulations in the execution of the UPFRP and
remains ready to successfully fill the gap with subordinate
commands when necessary (Family Readiness turnover, surge
reguirements, ete.}. Prepares and distributes official
infermaticn via the authorized organization Communication
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Tool{s), UPFRP Newsletter, official Command webhsite, Command
toll free recorded message, and other media as directed by the
Commander. Monitors and analyzes usage patterns for different
communication methods, when reguired.

{¢) Partners with PAD as appropriate. Distribuotes
marketing materials developed and provided by HOMC and/or MCCS.
Develops and implements UPFRP communication plan of action and
milestones, teo include awareness marketing.

{7} Drafts, analyzes, and interprets policy to include
Marine Corps rules and regulaticns. Performsz inspactions of
subordinate Command UPFRP using the Antomated Inspection
Eeporting System and takes appropriate action via subordinate
Commanders to cure any deficiency findings. Delivers briefs and
presentations, as needed (from General Officer to family member
level}.

{8) Provides official command communication and
Information and Referral (I&R} services for emerging challenges
in coordination with MSC FROs, Lo determine appropriate
distribution to subordinate Commands,

{8} In providing I&R services, establishes and maintains
contact with other crganizations, including bat not limited to
MCCE as well as other DoD approved organizations.

{10} Coordinates and attends Family EReadiness Command
Team meetings and MSC level FRO meetings. Attends the Family
Beadiness Committee (FRC), as directed. Attends training and
volunteer appreciation related to the Command’s Marines and
family members.

{11} Establishes and maintains liaison with, and serves
as a mentor to, subordinate unit Family Readiness Teams.

{12} Ensures Perscnally Identifiable Information (BII),
OPSEC, and Privacy Act compliance.

{13} Acts as USMC Program Manager for ¥Yellow Ribbon
Reintegration Program {YRRP). Manages and executes the YRRP per
Department of PBefense Instruction within MARFORRES. Ensures
compliance and reporting of the YRRP to the Yellow Ribbon Office
and OSD as mandated by law.

1. Zexual Assault BResponse Coordinator (3SARC)
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(1} The primary duty of the SARC is to serve as a
special staff officer to the Commander and administer, oversee
and is recognized as the subject matter expert (SME) on the
Sexual Assault Prevention and Response {SAPR} Program.

{2} Serves as the primary point of contact on SAPR case
reporting regquirements, victim care, and coordination of
training. Major duties for the Installation SARC include
ensuring program gquality assurance, advising commanders,
providing direct and indirect services, ensuring services are
avallable 24/7 for victims of sexual assault, training SAPR
personnel, and reporting, as required by DoD Pollicy.

{3) Supports the M5C CGs and command SARCs to ensure an
integrated and transparent response capability and system
accountability.

(4] Oversees day-to-day operaticons and makes
-reconmendations to ensure compliance with mission, function,
operation, activity, laws, rules and requlations.

{5} Monitors trends and activities, and takes -
appropriate action to mitigate risks and. improve services
provided.

{6} Performs work and develops reports reguiring a
working knowledge of legal and regulatory statutes as they
relate to varied sexual assault incidents, counseling and
medical support situations, law enforcement acticns, records and .
database management requirements, and training.

{7) Provides direct supervision to the assigned SAPR
Viectim Advocates (VA} and oversees coordination of Uniformed
Victim Advocates (UVA) supporting the installation or tenant
command SAPR Proagrams.

{8y Ensures that victims receive respeonsive and
continuous care with timely access to appropriate services,

{3) Maintains lialson with commanders, Military Law
Enforcement, military criminal investigative organizations,
UVas, and Civilian Victim Advocates (CVA).

{10} May represent the Installation Commander on
committees, working groups, conferences, and community meetings.

2-67 Enclosure (1)




ForQ 5000.6E

{11} Bstablishes a collaborative relationship with the
Family Advocacy Program (FAP) to ensure a coordinated response
and support capability is maximized for the scope of victim
services.

(12} Oversees the Installation SAPR 24/7 Helpline to
ensure the line is manned by specified trained personnel (SARCs
and UVAs/CVAs) authorized to offer victims reguired
confidentiality and services.

(13} Oversees, and is responsible fo}, the content of
the SAPR section of the installation website.

{14) Responsible for conducting initial and refresher
SAPR training for VAs and command SARCs, and leadership training
for command teams.

{13) Oversees training for the members of the
installation multi-disciplinary Case Management Group.

(18} Provides professional adviscory services and
training to health care professionals, chaplains, judge
advocates, law enforcement and representatives of community
agencies concerning primary and secondary prevention programs.,

(17) DBevelcops and plans programs, guidelines, and
budgets geared to the installation populaticn and available
support organizations.

{18) Establishes protocols for collection of specified
data, to include but not limited to service referrals, and is
responsible for the timely and accurate input of the data into
the Defense Sexual Assault Incident Database {DSATID) .

{19} Co—cﬁairs the installation multi-disciplinary Case
Management Group and oversees execution of case management
recommendations.

{20) Ensures victims are provided with regular updates
on case disposition.

(21} Coordinates with command SARCs to establish and
maintain official protocols to facilitate the timely exchange of
information between installation victim support agencies and/or
other commands/activities on cases invelving sexuwal assault.
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{22) Coordinates with agencies ocutside the installation
in the local community to ensure continuity of care for victims.

{23} Coordinates with the SJA trial and defense counsel,
and ensures compliance with reguired SAPR baseline training.

{24y Safequards sensitive information and prevents
vnavthorized reading, printing, retaining, copyving, ok
dissemination of information, messages, or correspondence in
accordance with rirles and regulations.

{25%) Formuilatesz, administers, and monitors the budget
for the program.

m. Force Surgeon

{ly Functions as the Principal Medical Advisor to
COMMARFORRES and as a resource to MSC Commanders, I-1 staffs,
unit MDRs, M3C Surgeons, Service component commands, and
external agencies. -

(2 Advises COMMARFORRES on all Force Health Protection
(FHP)  and medical readiness issues.

{3} Acts as the senior healthecare professicnal
responsible for pelicies, directives, and instructions relating
to FHP or medical issues; provides cversight of Operaticnal
Plans/Concept Plans (OPLAN/CONPLAN) medical annex/appendices,
Class VIII, or in regards te any request for medical information
via point paper, Marine Corps operaticnal product plan
development, or by Marine Corps Acticn Tracking System [(MCATS)
task system.

{4} Dasignated az the Principal Operaticonal Support
Officer (0S0} consistent with Navy Commands for all Program 2
matters. -

{5) Collects, reviews, and archives key medical metrics
and report data for COMMARFCRRES.

{6) Monitors RC forces assigned to depleyed AC forces
during crisis, contingencies, military operations, and field
training exsrcises. Ensures programs within DoD, Wavy/Marine
Corps, BUMED, Veterans Affairs (VA), and other Federal agencies
are coordinated and tailored to support the unique requirements
of RC Marines and of those wounded, injured, or i1l members of
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MARFORRES as they transition to care through the VA and their
civilian life.

{(7) Provides a monthly update to COMMARFORRES on key FHP
and medically related metrics in regards to issues affecting or
petentially affecting the Foree, and on medical intelligence
collection pertinent to deploying MARFORRES units and those
conducting formal field training exercises.

. {8) Monitoers MARADMIMs and WAVADMINs for any H33 tasks,
pelicy and program implementation and/or cancellation.

{2} Maintains close contact with MSC Surgeons.

{10} Monitors/addresses any H35 discrepancies found
during FRAAP inspections.

{11} Monitors and disseminates budgeting execution of
funds including guidance/monitoring of annual Operational

Suppeort Plans.

(12} Plans, prepares for, and coordinates annnal
MARFORRES-hosted meetings.

(13} Coordinates with adijacent Marine Foreces (MARFOR)
and Marine Expeditionary Forces (MEF), as reguired.

{14) FProvides assistance to unit commanders with medical
perzsonnel in preparation and/or marking of performance reports.

f151% Ménages Fleet Marine Force Warfare Officer (FMFRO)
Frogram in accordance with Wavy program policy.

(16} Provides operational guidance and supervision of
the Health Service Support (HSS) section.

{a) Health Service Support {(HSS)

1. Mission. The H35 department, under the
‘direction of the Force Surgeon, will provide oversight,
assistance, and training to subordinate medical departments and
representatives; recommend policy and procedures to Major
Subordinate Commands [(MSC), and advise COMMARFORRES on all
health-related issues in order to maintain the health readiness
of the force, comply with applicable Bureau of Medicine (BUMED)
and Dob directives, and meet the operational reguests of the war
fighters.
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g. General Tasks

a. Oversees the health of MARFORRES
persconnel and optimizes the readiness of the Wavy Reserve for
augmentation, mobilization, or coperaticnal support of the AC,

b. As the Flans, Operations, and Medical
Intelligence OQfficer (POMI), tracks coperations and exercises Lo
ensure proper medical and dental coverage.

c. Establishes policy for U.S5. Marine Corps
Reserve Component (RC) health services and program support,
proper training for assigned units, and augmentation of medical
personnel.

d. Plans, budgets, and executes funds Lo
meet AC and RC requirements.

e, Assists with mobilization of Program 9
personnel. :

[+

080 for Program 9 Reserve administration
and funding.

g. Serves as subject matter expert to all

. Medical Department Representative (MDR] at Home Training Centers

{HTC) .

h. Coordinates with and serves as the
initial point of contact for all MARFORRES HSS matters.

3. Specific TasXs

2. Health Service Support Officer (H330).
The H3SO serves as the Director of the HSS Department, and as
the Executive Assistant and Principal Medical Rdministrative
Adwvisor to the Force Surgeocn.

{1} Supervises day-to-day operations and
all staff assigned to HSS Force Medical.

{2) Attends weekly/monthly command staff
maetings.

{3} Provides guidance and assists
MARFORRES in the analysis, preparation, and coordination of all
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medical support plans, in conjunction with the designated Force
Medical Planner,.

{4) Provides oversight in the
development, drafting, and execution of the medical
annexes/appendices/Class VIII to Marine Corps OPLANs/CONPLANS
and orders for the Family of Plans. BSupports requests for
medical information {including research and drafting for point
papers, input on USMC operatiocnal product plan development, and
Operational Orders (OPORD)) wia the MCATS tasking system or
directly te higher authority:; or during reguests for information
from Joint Services.

(3} Provides oversight of expeditionary
medical/dental pelicies by offering guidance and by tracking HSS
reguirements, personnesl, medical readiness, and material (Class
VIIT).

{6) Monitors, oversees, and tracks RC
forces assigned to deployed AC forces during crisis,
contingencies, military operations, and field training
exercises.

{7] Ensures all medical matters for
Force units are properly reported and resolved in an expeditious
and professional manner.

{8) Collects, reviews, and archives key
medical metrics and reports data to COMMARFORRES, the MARFORRES
Force Surgeon, the MARFORRES Force Dental Officer, and The
Medical Officer of the Marine Corps as needed. Briefs during
teleconferences and meetings as reaguired or as directed.

(9) Monitors all BUMED and DoD support
programs, synchronizing activities between USMZ RC and 2C in
order to meet requirements during 211 training workups and
during operations and exercises.

(10} Assists HgBn 8-2 in establishing a
rotating command watch schedule for HSS coverage and range
coverage by ceoordinating support within the MARCORSPETFAC.
Additionally, oversees the medical evacuation plan in the event
of inclement weather.

{a} Ensures 24/7/365 access to a

medical advisor for COMMARFORRES, the MARFORRES Command
Operations Center {COC}, and subordinate units.
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{b) Conducts a regular recall of HSS
department members.

(11} In the absence of the Force
Surgeon:

{a) Provides a monthly update to
COMMARFORRES on key FHP and medically related metrics in regards
to issues affecting or peotentially affecting the Force, and on
medical intelligence collection pertinent to deploying MARFORRES
units and those conducting formal field training exercises.

(b) Monitors MARADMINs and NAVADMINS
for any HSS tasks, policy and program implementation, and/or
cancellation.

(¢} Maintains contact with MSC
Surgeons.

{d) Monitors and addresses any HSS
discrepancies found during FRAAP inspections.

{g) Monitors and disseminates
budgeting execution of funds including guidance/monitoring of
annual Operational Support Plans. .

{12) Plans, prepares for, and
coordinates annual MARFORRES-hosted meetings.

(13} Assists the Force Surgeon in
oversight and planning of MARFORRES HSS and FHP requirements for
all assigned forces.

{14) advises the MARFORRES G-1 Navy
Manpower Section concerning requirements and aszsignment of Blue-
in-sSupport-of-Green (BISOG} medical personnel, and on
utilization of BUMED Health Service Augmentation Personnel
{HSAP) .

{15) Maintains liaison with other
component Services, higher authorities, and external agencies
regarding HES and FHP matters.

: b. Assistant HSS0/Assistant 050. The
Assistant HSSO is the primary Deputy to the HS8S0. The Assistant
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H330 also assists the G-1 Navy Manpower Offiecer in 050 related
duties for MARFORRES.

{1} After initial familiarity with
pesition duties, attend:

(a} The 050 Professional Development
Course 1is offered by Wavy Reserve Professional Cevelopment
Center (NRPDC). This course provides an important overview of
organizational, operational, planning, financial, manpowsr, and
policy issues.

{b) Field Medical Service Officer
(FMSO) school {if no previous 1U.$. Marine Corps tourt. This 12-
day course is designed to familiarize Navy Department officers
with USMC operations.

_ (c}) Mavy Reserve Unit Management
(NRUM) course. This S5-day course in Norfolk is sponsored by the
Commander Navy Reserve Forces Command and is designed to
familiarize 050s and senior Navy Operaticnal Support Center
(HOSC) leaders with reserve specific administration.

(2) In assisting 0SC doties, call apon
the expertise of the COMNAVRESFORCOM staff, primarily N1
(Manpower and Personnel), N3 (Operxations}, W7 {Training and
Beadiness), and N8 (Finance and Aocounting) staffs.  The
following examples are illustrative of the 050 duties which the
assistant HS830 performs or assists in execution:

(a) Resexrve employment policies,
procedures, and funding issues of all assigned reserve forces or
joint reserve commands.

(b} Program Objective Memorandum
{POM) , Program Review (PR}, and Investment Balance Eeview {IBR}
pProcesses.

{c) Employment of the reserve
component for operational planning in Operaticnal Plans [OPLAN) .

{d) Appropriate use of funding
allocated by the rescurce sponsor for the command.

fe} Training issues for the command,
including reserve billet training and job qualification issues.
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(3} Coordinates with Headquarters Marine
Corps, MARFORRES, Havy-supported commands, Navy Reserve Agencies
(NRA), and other Joint and RC commands and units on various H33
matters.

(4) Conducts HSS/MSC Medical Planner
meetings with MSC medical planners ensuring all medical/dental
support of MARFORRES, specifically those units conducting formal
field training exercises, and monitors medical intelligence
collection during real-werld exercises and training pertlnent to
deployed MARFORRES units.

() Reviews and provides input regarding
programs, policies, and procedures affecting operational
medicine in order to mazimize use of resources and to achisve
high states of medical/dental readiness across the Force.

(6) Monitors and prepares reports for
all RC medical and dental activities and programs. 3Supports
requests for medical infoxmation {including research and
drafting for point papers, and input on USMC operational product
plan development and OPORDs) via the MCATS tasking system.

(7) Oversees planning, budgeting, and
execution of funds to meet AC and RC regquirements and according
to individual RC unit submitted Operational Suppert Plan.

{a} Serves as point of contact for
matters involving the equipping, funding, and training of
supporting reserve units.

(k) Reviews and recommends changes
to reserve policies to enhance active component support.

{8) Monitors MARADMINs and NAVADMINs for
any HSS tasks, policy and program implementation, and/or
cancellation.

(2} Monitors and addresses any HSS3
discrepancies found during FRAAP inspectlions.

(10) Maintains liaison with MARFORRES
major staffs, the MARFORRES G-1 Navy Manpower Officer, RC
Commanders, Navy Reserve Activities and NOS5Cs, and AC commands
as needed.
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{11) Plans, prepares for, and
coordinates annual MARFORRES-hosted meetings,

(12} Assists the Force Surgeon/HS50 . in
oversight and planning of MARFORRES HSS and FHP requirements for
all assigned forces.

{13) Advises the MARFORRES G-1 Havy
Manpower SECthH concerning requirements and assignment of Blue
in Support of Green {BISOG) medical personnel and on utilization
of BUMED HSAP,.

{14} Attends weekly/monthly command
staff meetings, '

{15} Liaisons with the MARFORRES G-3/5
and w1th each M3C G-3/5 to maintain situational awareness of
planned operations during Training, Exercise, and Employment
Plan (TEEP} or other related planning meetings. :

{la) Prepares and maintains FMEWO
correspondence and training records in accordance with Navy
program policy.

{17} Ensures monthly Psychological
Health Outreach Program (PHOP} and Post Deployment Health Record
Assessment (PDHRA} data is gathered and submitted to the Force
Surgeon.

{18} Acts a= the designated MARFORRES
‘Remzin Behind Personnel’ staff in order to maintain operations
within the MARFORRES COC. Coordinates with Maval Air Station
(NAS} Joint Reserve Base (JRB) New Orleans Clinic for Hospital
Corpsman (HM) support designated through MARFORRES-NH Pensaecla
Memorandum of Agreement.

{18) Assumes all duties of HSSO in his
or her absence and familiarizes Senior Enlisted Leader with all
080-related duties.

€. Senior Enlisted Leader (SEL)/Assistant
050. The SEL serves as the Senior Hospital Corpsman for the
MARFORREE HSS department and as the primary advisor to the Force
Surgeon and H3S0 on Force medical enlisted matters.

{l) Represents the Force Surgeon on all
enlisted issues and tralnlng reguirements,
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{2) Maintains liaison with the Command
Master Chief and M3C SELs,.

{3} Assists the Force Surgeon, H380, and
the Medical Planners in preparation of health service
gperational support plans.

(4) Ensures all medical operational
guidance is current and provided to all MARFCRRES units.

_ (5) Serves as the Assistant Program G
0S80 in conjunction with the MARFORRES G-1 Navy Manpowery Officer.

(a) Acts as primary fund manager for
approval of all Accumulated Deployment Time ({ADT), Inactive Duty
. Trzining Travel (IDTT), and Annual Training Plans {(ATF)

- administered through the BUMED pillar.

(b} Collects and consolidates annual
and mid-year MSC training requirements for submission to
Commander, WNavy Reserve Forces Command (CHRFC).

(c) Allocates tralning funds to M3Cs
for execution.

{d] Advises the Force Surgeon, M3C
Surgeons, and HSSO on funding issues related to MARFORRES
operations.

{6} Prepares and maintains Fleet Marine
Force Watch Officer correspondence and training records in
accordance with Wavy Program desighator policy.

(7) Attends the O0S0 Professional
Development Course offered by NRPDC. This course provides an
important overview of organizational, operational, planning,
financial, manpower, and policy issues.

{8) Acts as designated MARFORRES ‘“Remain
Behind Personnel’ staff in order to maintain operations within
the MARFORRES COC. Coordinates with NAS JRB MNew Orleans Clinic
for HM suppeort designated through MARFORRES-NH Pensacola
Memorandum of Agreement.

d. HESS Leading Chief Petty Officer (LCFO}
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{1} Manages MARFORRES HSS department
MDRs.

{2} Provides individual medical
readiness data to the Force Surgeon and HSSO, including
influenza and FDHRA completion status.

{3} Processes Not Physically Cualified
{NPQ) packages.

(4) Parxticipates in FRAAP and Commanding
General Inspection (CGI) processes by coordinating with the
MARFORRES G-7, providing trained medical personnel to the
inspection team, providing medical updates and changes to the
FRAAP peolicy as necessary, and reporting results te HSS0, as
necessary.

{3) Oversees Reserve Health Readiness
Program (RHRP) utilization.

(6} Cocrdinates, plans, and conducts
MARFORRES Surgeon and I-I training meetings.

{7} Rcts as principle HSS advisor to the
Commanding Officer of Headquarters Battalion for all medical
support and coverage reguirements.

(8) Acts as designated MARFORRES ‘Remain
Behind Personnel’ staff in order to maintain cperations within
the MARFORRES COC. Coordinates with NAS JRB New Orleans Clinic
for HM support designated through MARFORRES-NH Pensarcla
Memorandum of Rgreement.

e. Force Medical Planner

{1} Advises the Force Surgeon, HSS80, and
5taff principals on all HSS, medical unit, personnel, readiness,
and materiel issues.

. {2} Provides HS55 guidance to MARFQRRES
units participating in future and current operations, .
contingencies, mobilizations, and planned exercises. Serves as
the principle medical planner for MARFORRES providing guidance
and assists in the analysis, preparation and coordination of all
medical support plans during Force Conferences, TEEP
conferences, and MARFORRES G-3/5 meetings.
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{3} Provides oversight in the
development, drafting, execution of the medical
annexes/appendices/Class VIII to OPLANs/CONPLANs, and orders for
the Family of Plans. Ensures coordination and representation of
assigned RC designated unit personnel at Force Conferences,
Time-Fhased Force Deployment Data List meetings, and during zll
OCONUS/CONUS exercise planning evolutions.

{4) Plans, implements, monitors, and
evaluates health service suppert, including medical scenario
planning for scripted events, for major and minor exsrcises
(LIVEXs, CPX, and takletop exercises).

: (5} Provides oversight, guidance, and
advise on all medical logistics support requirements for
operational and exercise forces, for OPLANs/CONPLANs, including
participation in any Logistic and Synchronization conferences to
- ensure medical Class VIII material requirements are coordinated
and delivered.

{6) Ensures incorporation of current
medical intelligence into operational missions, exercises and
training, and crisis contingency plans.

"{7) Provides oversight of expeditionary
medical /dental policies; delivers guidance and develops tracking
on health service support requirements, perscnnal, medical
readiness, and materials (Clasas VIII A/B).

(8} Monitors, oversees, and tracks RC
forces assigned to deployed AC forces during crisis,
contingencies, military operations, and field training
crercises.

{9} Supports requests for medical
information, including the ressarch and drafting <f point papers
and plan developmnent products, including monitoring MCATS for
any task requiring Forece Surgeon or MARFORRES response.,

{10) Ensures all medical matters for
Force units are properly reported and resclved in an expeditious
and professional manner.

{11}y Collects, reviews, and archives key

medical metrics and report data to the MARFORRES Force Surgeon
and the MBRFORRES Dental Officer as requested.
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{12) Briefs during Surgeon
teleconferences, the annual MARFORRES Surgeon or Medical
Representative training evelutions, or as directed.

{13} Attends weekly/monthly command
staff planner meetings; ensures support to and/or attends both
internal and external synchronization conferences and any
initial/middle/final planning conferences as scheduled.

: {14) Prepares staff estimates and Joint
Qperational Planning and Execution System (JOPES) Annex § {Force
Medical) plans in support of Combatant Command {COCOM)
deliberate and adaptive planning.

{15} Advises the MARFORRES G-1 Navy
Manpower Section concerning reguirements and assignment of BISOG
nedical -personnel, and on utilization of BUMED HSAP persconnel,

{16) Maintains liaison with other
component Services, higher authorities, and external agehcies

regarding HSS and FHP matters.

{17} Other HSS support tasks as

assigned.

n. Director of Marine Corps Community Services (MOCS)

{1} Functions as the principal MCCS Advisor to
COMMARFORRES and as a resource to MSC Commanders, I-1 staffs,
MARFCRRES General and Special 3taff officers, and external
agencies.. '

(2) Executes the primary MCCS mission of enhancing
gquality of life and family readiness by providing Marines,
Sailors, and their families with rescurces, education, training,
perseonal contacts, and services to manage the challenges of
military service and military deployments.

{2} Supervises and directs the operations of the six
main MCCS Sections: Behavioral Health:; Financial Management;
Marine Corps Family Team Building; Marine and Family Services;
and Semper Fit. Oversees the major programs that fall under
each secticon as feollows:

{a) Executive Oversight: Independent Duty Funds,
Family Readiness Funds, and the Marine Corps Birthday Ball,
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{b) Behavioral Health: Suicide Prevention Program,
Combat QOperazticonal Stress Control Program, and MEF Prevention
Capabilities.

{c) Financlal Management:; All MCCS budget executicn
including the Sexual Assault Prevention and Response Program and
the Yellow Ribbon Program.

{d) Marine Corps Family Team Building: Family
Beadiness Program.

{e¢) Marine & Family Serwvices: Tuition Assistance
Program, Transition Readiness Seminars, Substance Abuse Program,
Family Advecacy. Preogram, Information & Referral, and the
Bxceptional Family Member Program.

{f} Semper Fit: Physical Fitness, Health
Promotions, and the Single Marine Program.

{4y Performs all other duties as directed by
COMMARFORRES, the Executive Director, and the /5.

o. Director of Information Management and Knowledge
Management {IM/KM)

{l) Scope. IM/KM iz a Commander’s Program implemented
by the Executive Director and MARFORRES C/S. IM/KM applies the
art and science of Information and Knowledge Management
principles in order to best capture, manage, preserve, 3tore,
and deliver the right information in the right format, to the
right people in order to support the requisite level dacision
making at the right time.

(2} Information Management Office Organization. The
IM/KM Qffice consists of the IM/KM Director and one Full-Time
FEguivalent {FTE} contractor. The IM/KM Gffice supports the
Total Force and MARFORRES 3taff, but reports directly to the
MARFORRES C/S.

{3y Functions

fal Collaboration

1. Initiates continued development and
utilization of innovative collaborative tools through
SharePoint, Battle Rhythm Management, Collaboration Geovernance,
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Command Relationships, KM practices and principles, and training
and education.

2. Coordinates with the G-6 to identify network
and infrastructure support redguired to meet command level
information/knowledge requirements. Collaborates with G-6 to
synchronize and direct higher, adjacent, and subordinate
efforts.

3. Coordinates with G-€ to develop and maintain
an effective process to manage, assign, and control applications
permissions.

4. Establishes command portals, as reguired by
classification, teo support ceollahoration. Develops business
rules and procedures that maintain the quality and relevancy of
information.

{b] Enowledge Managemsnt

1. TInjects a pervasively active and effective
KM culture inte the Force.

2. Develops and publishes the command IM/KM
strategy.

3. Assesses internal and external information
flow, and requirements of each staff section and the staff as a
whole in order to develop action plans for improvement.

4. Provides technical directives for supporting
systems, and IM/KM software—based solutions.

5. Cocrdinates additional staff training to
support the productlsn of quality knowledge through effective
IM/KM procedures.

{¢) Business Process Development

1. Delivers and sustains business process .
methods and tools in support of force staff functions.

2. Coecrdinates with COMMARFORRES, Executive
Director, and C/5 for required Primary and Special Staff actions
pertaining te the Staff Battle Rhythm Matrix (SBRM) .
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3. Develops effective and efficient business
processes to provide the MARFORRES Command Element with guality,
authoritative, and relevant information to facilitate decision-
making. '

4. Maintains operational and tactical controcl
of contractors supporting IM/KM projects/programs. Monitors the
status of contracts and funding to ensure fiscal support is
aligned with capability reguirements.

5. Establishes an appropriate IM/KM formzl and
sustainakle organization structure.

{d) Operational Support

1. Provides IM/KM support 1n force exercise
environments.

2. Develops exercise {operational) IM/KM
templates and SOPs/references to support each level of the
MAGTE .

3. Develops an exercise/operational IM/KM
training package for the Force.

fey MARFORRES Studies Program .

1. Delivers a formal MARFORRES focused effort
to leverage the academic research depth of the Haval
Postgraduate School, Center for Naval Analysis, Marine Corps
University, and other higher educatiocnal institntions.

2. Manages a formal MARFORRES S5tudies and
Research program within the Command in support of manpower,

training, and Information/Knowledge Technology/Management areas.

3. Acts as the command conduit for all
anglytical efforts in support of the Force.

{f} IM/EM Enablers

1. Create an array of necessary IM/KM internal
support mechanisms.

2. Establishes and resources an annual
MARFORRES IM/KM annual budget that supports civilian payroll,
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contractor support, internal and Force training, travel, and .
software tools. )

3. Perform other duties as directed by
COMMARFORRES, the Executive Director and MARFCRRES C/5.

3. Major Subordinate Element {MSE)

a&. Commanding Officer, Headguarters Battalion, Marine Corps
Support Facility {(C0O, HgBn, MARCORSPTFAC)

{1} The CO, HgBn is a separate crganizational commander
within MARFORRES with the same responsibilities and authority as
any other Commanding Officer, as provided for in U, $. Naval and
Marine Corps Regulations. :

{2} The &o, HgBn, Marine Corps Support Facility
(MARCORSPTFAC}, Wew Orleans is a command screened billet for a
Colonel assigned by the Commandant of the Marine Corps per the
T/O.

{3} The CO, HgBn serves in the additional capacity as
the MARCORSPTFAC Commander. As such, the €O, HgBn exercises .
Administrative Control (ADCON} for Marine Corps personnel
assigned to any command or organization located within
MARCORSPTFAC, New Orleans. Additienally, the €O, HaBn is
responsible to COMMARFORRES for the proper processing of
personnel administration and successful completion of required
individual and organizational Marine Corps training. BAssociated
responsibilities include, but are not limited to the following:

{a}" Provides administrative and training suppeort to
the MARFORRES staff.

(b} Provides site support to reserve units that
drill at 2000 Opelousas Avenue, New Orleans, L&,

{c) Morning report monitoring.

(d} Leave paperwork generation, monitoring, and
tracking.

{e] Maintains motor pool and coordinates support to
MARFORRES HQ for transportation requirements as necessary.

{f) Maintains the MARCORSPTFAC mailroom.

2-584 Enclosure {1}




Forgd 5000.6E

{g) Ensures accountability and management of Tables
of Equipment pertaining to HgBn, MARFORRES: HQ, MARFORRES; HQ,
4th MAW; and special allowances for Individual Combat Clothing
Equipment (ICCE} in support of HQ, 4th MLG.

(h} Provides support to MARFORRES staff sections for
equipment and supplies being turned into the Defense
Rentilization and Marketing Cffice (DRMO).

(i) Maintains appropriate rosters and coordinates
suppert requirements necessary for execution of the MARFORRES
Destructive Weather Plan.

{3) Plans and executes the drug prevention
urinalysis program for the MARFCRRES staff. '

({k} Provides administrative and training support
upon reguest by MSCs located abeard MARCORSPTEAC.

{1} Responsible for budgeting and support of all
medical TAD and travel wvia the HgBn LDC.

{m) Responsible for administering the sponsorship
program for Marines and Sailors assigned to MARCORSPTFAC, HNew
Orleans.

{n) Coordinates attendance and logistical
requirements for information and training briefs that include
but are not limited to annual training reguirements and monitor
road shows. :

{o} Supervises the actions of the Marine Corps Law
Enforcement Program {(MCLEP) onboard MARCORSPTFAC, New Orleans.

(p} Responsible for the management of the
MARCORSPTFAC Defense Enrollment Eligibility Reporting
System/Real-Time Automated Personnel Identification System
(DEERS/RAPIDS) Office. The DEERS/RAFIDS Office provides
administrative assistance for all sexvice members
factive/reserve), family membexs of service members, and
government employees. The mission of the DEERS/RAPIDS Office is
to ensure those eligible for identification cards of wvarious
kinds are provided in a timely and courtecus manner. The
DEERS/RAPIDS Office provides a computerized information service
to facilitate the enrcllment of individuals eligible for
Uniformed Service benefits. In order te reduce potential fraud,
waste, and abuse associated with obtaining benefits, the
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DEERS/RAPIDS Office follows established: regulations and has

established procedures for issvance and recovery of all
identification cards {military and civilian).

2-86 Enclosure (1)




For® 5000.&6E

CHAPTER 3

bdministration

1. General Administrative Matiers

4. Hours of Duty

{1} Normal working hours. Monday-Friday 0730-1630
{Central Standard Time (CST)). The period 1130-1300 may be
utilized for lunch and maintenance of physical fitness. Normal
working hours are not an assigned schedule. Supervisors are
responsible for ensuring military and civilian personnel are
conducting their assigned duties as determined by their
respective workplace with cognizance of local Orders and
procedures.

{2) After Working Hours. The command can be contacted
through the Command Operations Center ({(COC) at Defense Switched
Network (DSN) 678-7371/7357 or Commercial (COMM) {504) ©78-
T371/7357.

b. Standard Format for Transmitting Information or Dacision
Material to the Commander

{1y The following standard formats will be used
throughout the staff to transmit information to the Commander,
Executive Director, or €/S, and are available on SharePoint
under the "“Command Deck Admin” Sectien, subcategory “Paper
Formats®:

{a} sStandard Latter with Letterhead (APPENDIX B}
() Information Paper Format (BAPPENDIX C)

{c) Point Paper Format {(APPENDIX D)

{d) Position/Decision Paper Format {APPENDIX E}
{2} Route Shest ([(APPENDIX F}

(fy Talking Paper Format ({(APPENDIX G}

{g) Endorsements Format (APFENDIX H)

{h} Letter of Instruction Guidance (APPENDRIX I}
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fi) Policy Letter Guidance (APPENDIX J)
(2) The purpose of each of the above formats is salf-
explanatory. The format may be used separately or as the
remarks in a Route Sheet. Amplifying material may be attached

as tabs or enclosures.

c. Tasking Procedures

{1} Tasks directed to Marine Forces Reserve will be
handled through the Marine Corps Action Tracking System (MCATS).
All MARFORRES Action Officers (RO} that may be required to
execute tasks from higher headguarters will be registered with
this system. A0s shall register online at:
https://hgmeats. hgme.usme.mil/ (i.e. the MCATS homepage). Each
A0 shall review the MCATS user guide found by clicking on the
help icon on the MCATS homepage and/or attend a MCATS training
session.

(2) Tasks sent from an outside agency {e.g., HOMC) to
MARFORRES persennel via MCATS, shall be sent to the MARFORRES
Organizational mailbox located in MCATS at:
MFR_MCATS@mfr.usmc.mil., This mailbox is controlled by the Staff
Secretary, MARFORRES. The task will then be assigned to the
appropriate Department Head orx Special Staff Section via MCATS
and managed and tracked by the Command Deck. The Staff
Secretary will reconcile any inappropriately assigned tasks.

(3} The Executive Director, C/3, or the Staff Secretary
may assign tasks to individuals, Department Heads, and/or '
Special Staff Sections., The medium {(MCATS, Outlook, vexbally,
etc.] to send and track these tasks may vary depending on the
task.

(4) AOs receiving a task may staff {e.g., deliver for
appropriate action) the assigned task to the appropriate
Department Head or Special Staff Ssction. Upon conpletion of
the staffing process, the C/S will provide oversight on the
completed task before submitting the response via MCATS or
unless directed otherwise by higher headgquarters.

d. Officer Biggraphical Data. FEach Colonel/Navy Captain
reporting for duty with this Headguarters will complete &
Biographical Data Ferm (Navy and Marine Corps {(WAVMC) 20573 and
forward it te the MARFORRES PAC. The MARFORRES PAO will forward
the NAVMC 105732 to CMC (History and Museums Division, (HDH-21)
in accordance with reference {k}. The PAD will be available to
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assist in the preparation of the Data Form. General Officers
will submit the bilographical data within 30 days of promotion te
CMC (Media Branch, (PAM)).

&. Marine Corps Incentive Awards Program

{1) Reference {1} established the bDepartment of the Navy
Incentive Awards Program. This program authorizes the payment
of cash awards to menmbers of the Department of the Navy who, by
suggestions, inventions, or scientific achievements, contribute
to the efficiency, economy, or other improvement of operations
or programs of the Department of the Navy or U.3. Government.

{2y The current edition of MCO 1650.17F {reference {m}}
amplifies the current edition of SECWAVINST 5305.3.

_ {3) The Comptroller’s Office receives the award
nominations from the MSCs and forwards them to the cognizant
staff section for their endorsement. Upon receipt of the
endorsement, the Comptroller then submits the nominations to
HOMC. (Total Quality Leadership-25 (TQL) ).

£. Personnel sponsocrship Program

{1} In order toc assist Marines and Sallors in receipt of
Permanent Change of Station {PCS) Orders to Headguarters,
MARFORRES, it is important they be provided with sufficient
information about the Hew Orleans area in advance to aid them in
planning the movement of their families and household effects.

{2} Each Marine and Sallor whe receives corders for duty
te HQ, MARFORRES is sent a "Welcome Aboard" package via email,
and hardcopy in the mail. The package contains information
about the New Orleans area, a letter from the Command, and the
name ¢f the inbound Marine’s sponsor.

(3) Sponscrs, when practical, will be of the same grade,
MOS, and will be designated from the section where the Marine is
projected to be assigned. The primary function of a sponscr is
to provide a point of contact withim the HQ for incoming
personnel and to provide assistance in order to make the move as
smooth as possible.

g. Meetings and Briefings

{1} Meetings and briefings are often the best way to
communicate information among the officers and SNCOs at the HQs.
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Oral presentations provide for immediate feedback, but at the - .
same time are disruptive of attendees' schedules and consume
man-hours at a rapid rate,

(2} The choice between holding a meeting/briefing and
distributing written material is a matter of judament. When the
cheice for oral presentation is made, the implicit comnmitment of
man~hour resources requires that the meeting/briefing be
professional.

{3) The following genaral guidelines should be followed
when preparing for and heolding meetings:

{a] Clearly define the puxpose of the meeting.

(b} Choose the amount of background and level of
detail to be presented based on the purpose.

{C) Be prepared. Think through the probable course
of the discussion and bring the necessary back up materials to
answer quesztions,

{(d) Consider early distribution of the information .
about the subject of the meeting in time for attendees to

prepare themselves; the point of diminishing returns varies

widely, but occasionally this technique is very helpful. During

the meeting, limit comments to those that are pertinent to the

subject.

(e} Limit meetings and briefings to 30 minutes ox
leaz except when a longer period is unquestionably required.

{4) The essence of profe3310na113m and the guality of
meetings and briefings will reflect on the gquality of this HQ's
staff.

h. Arrival and Departure Calls. &A1l officers the grade of
O-4 and above, along with all General Schedule {GS)-13s and
above, reporting to the MARFORRES HOs will pay incoming calls to
the Executive Director. All incoming 04-06 level officers
reporting to MARFORRES will also pay incoming calls to the C/S.
Each individual will check in with the Staff Secretary in order
to coordinate scheduling an incoming call with the Executive
Director or C/5. Upon receipt of PCS Orders directing transfer,
each General Staff and Special Staff Officer will contact the
Staff Secretary at least 30 days prior to date of detachment to .
schedule a departure call.
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i. Awards Board. &A1l award boards will be conducted in
accordance with reference (n).

2. Personnel Administration

a. Bhsence of General and Specilal Staff Officers. General,
Special Staff QOfficers, and all Colonels whe intend to depart
the local area during the weekend, except those in a leave
status, will notify the C/§. This notice will include the name
and phone number of the officer wheo will be acting for the
absent staff officer.

L. Discipline. The €O, HgBn is ultimately responsible for
the good order and discipline of the unit, to include extra
military instruction and nen-punitive and punitive actions. As
such, the CO has the authority to adjudicate all legal matters
within HQ, MARFORRES commensurate of that officer’s rank and
billet.

c. Leave.. Marines desiring leave will submit a request for
leave wia Marine-On-Line (MOL) to their Staff Noncommissioned
Qfficer in Charge (SNCOIC) and OIC for approval. Sallors
desiring leave will submit request for leave via Navy Standard
Integrated Personnel System (NS5IPS); G-1/Navy Manpower controls
the routing of all Navy requests., General Staff and Special
Ztaff Secticon Heads will submit their leave request via MOL to
the C/5% or, in his absence, the Executive Director.

d. Liberty. Additicnal amplifying information on MARFORRES
liberty regulations may be found in reference (o).

{1y The C/5 will grant special liberty for Heads of
General and Special Staff Sections. Special liberty for othex
officers and SNCOs may be granted by the Heads of General and
Special 3taff Sections.

{2) Special liberty reguests from sergeants and below
assigned to staff sectiocns will be endorsed by the 3WCOIC and
0IC of their section prior to forwarding to the CO, HgBn for
approval.

{3} Leave will not be authorized in conjunctien with
special liberty.

&, Reszerve Drill
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{1} Drill Managemsnt Module (DMM) under the
Requirements, Transition, and Manpower Management System
-{RTAMMS) is the prescribed methed of reporting Inactive Duty
Training (IBT} pericds. &ll IDT {to include regular IDT,
rescheduled IDT, additicnal training pericods, readiness
management periods, additional flight training periods, etc.)
will be reported via DMM in accordance with the prescribed
references.

{2) The M3Cs will track unsatisfactory participants and
process an unsatisfactory participation package when a Marine
reaches nine (%) unexcused absences. The package will bhe
generated in the Command Legal Action System. In addition, a
letter notifying the Marine that his Service Member’s Group Life
- Insurance (SGLI} will terminate 60 days from date of letter in
accordance with the appropriate references. BAdditionally, if an
MSC desires to administratively reduce one of their Marines due
to unsatisfactory participation, a copy of the notice must be
forwarded to the MARFORRES IPAC.

{3} All M3Cs will receive a reoster of persaonnel
published by the MARFORRES IPAC with administrative requirements
prior to drill. It is the MSC’s responsibility to ensure that
their Marines complete 2ll of the administrative reguirements.

f. Reserve Assignments

{1) Inventory Development and Management System -(IDMS)
under the RTAMMS family of systems is the prescribed method of
reporting Reserve Billet Identification Codes {RBIC) and
reviewing the non-prior service and prior service recruilting
plans. All RBICs to include excess perschhel will be reported
via TOMS in accordance with the prescribed references.

{2} The MSCs will track RBIC discrepancies in the IDMS
Inventory Management Meodule {IMM) and ensure they are corrected
or have an exception request generated within % business days of
each occurrence., Exception reguests will be submitted wvia IMM
to MARFOREES G-1 Manpower, '

{3) Upcn Full Cperational Capability release by HQMC,
M5Cs will review and propose changes and prioritization to the
racruiting plan using the IDBMS Prioritization and Source Module
{(PS5M). MSECs will alsoc be able to review and monitor tour
lengths using the IDMS., MSCs will review and monitor tour
lengths using the IDMS Manpower Management Module (MMM}, Tour
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length extensions will be submitted wvia MMM to MhEFORRES G-1
Manpower or the appropriate adjudicating authority per
applicable references.

g. Marine Fitness Reports. Submission of fitness reports
for personnel assigned to HQOs, MRRFORRES will be in accordance
with reference (q}.

{1}y All Marines and civilian supervisors of Marines
should familiarize themselves and comply with the Performance
Evaluation System (PES) Order.

{2} Reporting Senicrs (RS) are the first commlissioned
officer, warrant officer, designated SNCO, or civilian
supervisor of Marines in the reporting chain senior to the
Marine Reported On (MRO). As the officer/superviscr closest to
the MRO, the RS 1s directly responsible for the Marine’s daily
tasking and supervision. This immediate officer/supervisor
relationship applies equally to both operating and supporting
chain of command.

{3) The Reviewing Cfficer {RO) is the first commissioned
officer, warrant officer, or civilian supervisor senior in grade
to the RS and the officer directly responsible for the primary
tasking, supervision, and evaluation of the RS.

{4} A1l personnel involved with the PES program must
maintain the integrity and intent of the PES program by ensuring
adherence to the PES policy as it relates to accurate marking
and timely reporting.

{5) The Marine Reported On Worksheet (MROW) is a tool
used by the RS and.the MRO to develop the MRO’s billet
description and document his or her accomplishments during the
reporting period. The R3 and MRO must meet within 13 days of
establishing the reporting relationship to formalize the MRO s
billet description. This should he repeated at the beginning of
each new reporting period.

(6} Because of the distributed responsibility for
fitness report submission, particular attention must be paid te
accuracy in reporting Physical Fitness Test (PFT) scores and
height and weight on the MRO. The HgBn 3-3 will provide current
information upon request. To help ensure both accuracy and fair
fitness reports, the SgtMaj or Senior Enlisted Advisor shall be
part of the preocess prior to finalizing the fitness report.
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{7} Fitness Report Processing and Forwarding. Marine
Fitness Reports requiring the Commander, Executive Director, or
C/S action, whether RS or RO, must be forwarded via A-PFS or
delivered to the Staff Secretary in sufficient time to allow for
all processing to be completed and the timely submission of the
fitness report to HOMC (within 30 days AFTER the end of the
reparting pericd). Recommended RO comments are highly
recommended,

{a} Each 3taff Section is responsible for the timely
processing, administrative review, forwarding, and tracking of
all fitness reports for Marines within their section. The
cormand point of contact for clarification of questions and
additicnal information is the Staff Secretary.

{b) In the spirxit and intent of the references, the
following RS and RO responsibilities within MARFORRES are hereby
directed:

1. COMMARFORRES iz R3S feor:

a. MSC Commanders

b. Execntive Director

£. Commander’s Aide-de-Camp

d. MARFORRES SgtMaj

e. MARFORRES CMDCM

f. MARFORRES C/5

a. COo, éan

h. Other specified officers, as designated

by COMMARFORRES.

2. COMMARFORRES is RO fox:
2. WMSC Commander RS reports
b. Executive Director RS reports
2. Commandexr’s Alde-de~Camp RS repofts
d. CO, HgBn RS reports
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Other specified officers, as designated
by COMMARFORRES.

Executive Director is RE for:

MARFORRES AC/S and Special Staff
Officers {06 reports)

MARFORRES VC/5

Executive Director is RO for:

oI

[£3

(e

C/5

[

i

bes

C/8

o W

[

C/S RS reports
YC/S RS reports

AC/S and Special Staff Officer RS
reports {0B)

Other specified officers, as designated
by COMMAREFORRES.

is RS for:

AC/S and Special Staff Officers (05 and
below)

Staff Secretary

Other specified officers, as designated
by COMMARFORRES.

is RO for:
Specified CO/0IC RS reports
Staff Secretary RS reports

AC/3 and Special Staff Cfficer RS
reports (05 and below)

VC/8 is BS for Specified officers, as
designated by the Executive Director.

VC/8 is RO for officers, as designated by

fthe

Executive Director.

3-2 Encloszure (1)




Ford 5000, 6E

h. HWavy BEnlisted Evaluations and Officer Fitness Reports

{1} COMMARFORRES is the RS for the Command Master Chief
{CMDCM) .

{2} The MARFORRES C/$ and each MSC €/S will be the RS
for Navy personnel, E& and above, with the exception of the
CMDCM.  Additionally, =ach C/%5 will be the RS for evaluations
for ES and below under the following circumstances:

{a} Reports where the member is not reconmended for
retention,

(b} Reports where the promotion recommendation notes
“Significant Problems.”

[dj Reports containing a mark of 1.0.

(3) The CMDCM is the Navy Personnel Evaluation Advisor.
The CMDCM will ccordinate and conduct all enlisted boards and
review all enlisted reports signed by the /S attached to Unit
Tdentification Code {UIC) 45728. The G-1/Navy Manpower afficer
is the fitness report advisor for all Navy officer reports in
MARFORRES.

(a) MRARFORRES’ G-1 Navy Manpower will forward all
officer and enlisted reports in Navy UIC 45728 to the C/8 via
the CMDCM for board slating.

{b) Once the CMDCM has received the consolidated
reports from the G-1 Navy Manpower Section, the CMDCM shall
convene ranking boards as required to determine summary group
reanking. Summary groups generally consist of all members in the
same pay grade (regardless of rating) and the same preomotion
status, who receive the same type of report on the same ending
date. The UIC i3 alsc a breakout for enlisted summary groups.

{c) The Board should include senjor representatives
from each section that has a Sailor in the group to be

considered.

{d) At the conclusicn of the board, rankings will be
annotated and the reports will be finalized for signature.

{4) Each M3C’s Senior Enlisted Leader will be the
Enlisted Personnel Evaluation Adviscr. He or she will ensure
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all enlisted reports, E6 and above, are signed by the cognizant
MSC C/5. Qfficer Fitness Reports will be signed by the MSC's
/5. Additionally, =ach M3C's Staff Section with a LCDR or
Marine Officer equivalent will have RS responsibility for E5 and
below, except noted in paragraph 2h{2} above.

{5} Assistant Chiefs of 5taff from each M3C will ensure
timely evaluations are prepared and forwarded to the MARFORRES
G-1 Mavy Manpower Section for submission to MNaval Personnel
Conmand no later than 15 days after the end of the reporting
period.

{6) The MARFORRES G-1 Navy Manpower Section will
conseolidate all reports attached to UIC 45728 for submission to
the /5% and CMBCM, as appropriate based on rank. Once reports
are signed by the C/3, the MARFORRES G-1 Havy Manpower Section
will ensure reports are submitted to PERS-32 and provide copies
to the RS who submitted the xeport. :

i. ¢Civilian General Schedule {GS) Performance Appralsal
Process

{1} There is a two-level appraisal system which applies
toe all G5 and Federal Wage System Employees. However, MARFORRES
has two different two-level appraisal systems. One system
applies to employees who are in the bargaining unit (unicn
eligible employees) called the Performance Appraisal Review
System (PARS). The civilian evaluation system which applies to
everyone else is identified as the Interim Performance
Management System (IPMS). The two systems have different terms
and evaluation forms.

{2} For PARS employees, they report to their immediate
supervisor with a 2nd level supervisor identified as the
Reviewing Official. The correct appraisal form is NAVMC Form
11408, For IPMS employees, they report to a Rating Cfficial
with a3 2nd level supervisor as the Senior Rating Cfficial and
utilize OPNAV Form 12430/6.

{3} Within IPMS3, Rating Officials are respensible for
developing the Performance Plan for each of their employees with
employee input. Under PARS, supervisors have the responsibility
of developing Standards for each employes with employee input.

{4) Ninety days of cbserved performance is required for

an employsze to be eligible to receive a rating of record
annually. Performance Plans or Standards must bs executed
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within 30 days of the start of each rating periocd, the date an
employee enters on duty, the date an employee is permanently
assigned to a new position, the date an employee is detailed orx
temporarily reassigned or pramoted, or when the detail or
temporary assignment is expected to last more than 120 days.

{2) The rating period for all MARFCRRES GS cnployees is
1 October through 30 September of each fiscal year. Bll
employees should have three to five critical elements and are
required to have at least one progress review during the rating
pericd which is typically at the end of each March. Mid-texm
self-assessments are not required for PARS emplovees, but are
required for IPMS emplovees.

(&} For the end of the vear self-assessments, PARS are
not reguired but highly recommended to provide a self-
assesasment.

{7) For IPM3 employees, a self-assessment iz mandatory.
.Each critical element is rated as either Acceptable or
Unacceptable. Thus the overall rating of record also must be
either Acceptable or Unacceptakle. If one or more critical
element is rated Unacceptable, then the overall rating of record
is Unacceptable.

{8) Supervisors establish individual elements and
standards with employee input. WNavy-wide pre-sstablished
standards are used to evaluate performance on each element and
are based on the “career stage” of the emploves as Entry
(through GS5-9}, Journey {(G5-09 through GS-12}, and Expert {GS-13
and above)]. However G5-09 can be Entry or Journey dependlng on
the position and career progression.

{2} The MARFORRES C/5 is the Rating Official for the
Security Manager, IM/KM Director, RCO, Safety Director,
Commander’s Executive Assistant, and the Director of Protocol.
The C/5 is the Senior Rating Official- for all Pepartment
Deputies with the exception of the Deputy of the Qffice of
Marine Forces Reserve (OMFR).

{10) The Executive Director is the Rating Official for
the Deputy of OMFR. The Executive Director is the Senior Rating
Official fox the MARFORRES Security Manager, IM/KM bBirector,
RCO, Safety Pirector, Commander’s Executive Assistant, and the
Director of PBrotacol,
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{11} The Commander iz the Rating Official for the
Executive Director and Senicr Rating Qfficial for the Deputy of
OMFR.,

j. Hon-Appropriated Funds (NAF) Civilian Performance
Appraisal

{1} NAF emplovyees have their performance standards set
within 30 days starting on 1 February of each calendar vear, ar
within 30 days of initial employment annually. The mid-term
evaluation is cenducted during the month of August annually with
the end of the performance cycle on or about 31 January. The
form vtilized is a MARFORRES locally generated form and is
available in the Ciwvilian Personnel Office.

{2) The MARFORRES C/S is the Rating Cfficial for the
MCCS Director, the Force FRO, and the Force SARC. The ¢/5 is
the Senior Rating Official for the MCCE Deputy Director. The
Executive Director is the Senior Rating Gfficial for the MCCS
Director, the Force FRD, and the Force SARC.

k. Active Duty for Operational Support (ADOS) and Annual
Training (AT}

{1) The MSCs will provide the MARFORRES G-1 IPAC with a
copy of all ADOS/AT orders before the start of the ADOS/AT in
order to facilitate tracking and In-Progress Payments {IPP). It
is alsoc the responsibility of the MSCs to track ADOS/AT orderxs
te ensure a copy of the travel claim is submitted to the IPAC
within the timelines dictated by governing policies and
directives.

(2} ADOS orders 30 days or less will be processed for an
1PP five days after the start of ADOS/AT. Follow-on payments
will be made weekly until the final week. The final. week’s
payment will be made once a copy of the final travel claim is
received by the IPAC. Proficlency/Conduct {(PRO/CON) marks for
Corporals and below will be processed through MOL. If ADOCS/AT
orders are modified, HgBn will be notified and modifications
provided as scon as possible.

1. Morning Reports. MSCs and Staff Sections are reguired
to account for their Marines and Sailors every morning by 0900
via the MOL module. If the MSC or section has a Marine or
Sailor that is in the hands of military/civilian avthorities
{IHMA/IHCR), unaccounted for, or hospitalized, they will notify
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their administrative chief, HgBn SgtMaj, or Executive Officer as
soon as possible,

. M. Electronic Personnel Action Regquests (EPAR). All
personnel are required to complete an EPAR in order to reguest
administrative assistance from the IPAC. EPFARs will be routed
through the Customer Service Center {C8C), then redirected to
the appropriate section within the IPAC. This assures that the
issues are being taken care of and additionally enables the IPAC
to track completion of correspondence.

n. Check-In/Qut. All ({reserve and active duty) Marines’
have five days tco check-in/out of HgBn, MARFORRES. The check-
in/out sheet must be returned to the IPAC, Joins/Separations
Secticon upon completion. Marines will verify their Basic
Individual Record (BIR}, Basic Training Record (BTR}, and Record
of Emergency bata {RED}. The Career Retirement Credit Report
{CRCR} will bhe included for reservists.

¢. Permanent Change of 3tation {PCS} Orders. Upon receipt
of PCS orders, the Marine will be notified via MOL and an email
from the IPAC Separations Section. The email will contain g
copy of their PCS orders and a datasheet. The PCS datashest
should be filled ocut as quickly as possible and returned to the
IPAC. For overseas travel, the Marine must additiocnally
complete an overseas medical screening. If assigned an
accompanied overseas tour, the medical screening must also be
performed by the Marine’s dependents. No orders or area
clearances will be processed until the medical sereening is
complete,

p. Temporary Additional Duty (TAD) Orders. All TAD orders
will be processed via the Defense Travel System (DTS}, For
those individuals who go TAD in excess of 30 days, they will be
required te obtain a check-out sheet from the IPAC and check—out
of the command for the periocd of duty. Upon retuxn from TAD
excess, they will subsequently report to the IPAC and pick up a
check-in sheet in order to facilitate the check—-in process,

(1) Approval of TAD

{a) Only the principle Staff Officer of a General or
Special Staff Section may authorize TAD for personnel within
their respective section. This authority may be delegated by
the Principle 3taff Officer but only to Commissioned Officers or
the civilian Deputy Assistant Chief of Staff (AC/S).
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{b) TAD requests for all AC/S and Special Staff
Section Heads must be submitted to the Command Deck
Administration Section for routing to the C/5 and Executive
Pirector. Requests will be submitted via e-mail for proper
approval.

{c) Each staff secticn will be responsible for
funding their TAD trip unless directed to represent the

Commander, Executive Director or C/S in an official capacity.

{2) Use of Government guarters and Messing

{a} For MARFCORRES persconnel, all TAD orders issued
to a U.5. installation will state “Government Ouarters Directed”
unless the reqguest is accompanied by a Certificate of Non-
Availability provided from the billeting office at the
“installation where the member will be TAD. . In the absence of a
-Certificate of Non-Availability, lodging expenses will be
limited teo the cost of government gquarters in accordance with
paragraph 01045.A of reference (r). In no case will
modification to travel orders be approved solely for the purpose
of authorizing commercial lodging reimbursement when TAD was
aboard a U.S. installation and the traveler failed to obtain a
Certificate of Won-Availability. If it is deemed that the usage
of government quarters would adversely affect the performance of
the mission (as determined by the cognizant staff section
‘authorizing the TAD), this must be identified in the initial TAD
request. TAD orders will not be modified subseguent to their
execution for this reason. Only the Principle Staff Officer may
authorize use of government guarters as “not directed.” This
anthorization may not be delegated.

{b) For enlisted perscnnel, government guarters and
messing will be directed, If government gquarters are not
available, government messing will not be directed. For
Officers, government messing will not be directed during TAD
trips.

{¢} The local commuting distance for all personnel
assigned to the HgBn, MARFORRES is defined in reference (s).
Travel entitlements will be paid in accordance with paragraph
U4102E of reference (r}.

g. Permissive Temporary Additional Duty (PTAD) ODxders.
Permissive Temporary Additional Duty (PTAD) request will be
submitted via MOL unless the PTAD is in conjunction with
terminal leave. PTAD in conjunction with terminal leave will be
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processed through the IPAC Separations (SEP5}) Section. PTAD
orders are at ne cost to the gowvernment, and must be in
accordance with appropriate orders.

r. Pay Problems. If a Marine notices a possible problem
_with his/her pay, they need to bring this to the attention of
their chain of command, which will then bring it teo the
attention of the IPAC immediately for corrective actions.

5. Retirement Procedures

(1) Active duty/Active Reserve Marines reguesting
transfer to the Fleet Marine Corps Reserve (FMCR) and retirement
will receive a ratirement package from the IPAC SEPS Section,
which includas a reguest for transfer to FMCR/Retirement.
Requests must be received between 4 and 14 months prior to the
planned retirement date in order to process the request. The
Marines will then schedule their Transition Assistance
Management Program (TAMP) class and final physical, which
includes medical and dental, no later than six months priocr to
their retirement date. TUpon completion of the TAMP class and
physical, the Marine will notify the Separations Section and
provide documentation. The IPAC's goal is that all retirement
packages will be processed and completed six months prior Lo the
ratirement date.

(2} Reserve Marines requesting retirement will receive a
request for retirement from the IPAC Reserve Maintenance
section. The Marine will then route request through their
respective M3C for appropriate action.

{3} All requests for terminal leave for Active Component
and Active Reserve colonels, sergeant majors, and master gunnery
sergeants will be submitted te the C/3 for his approval no later
than six months before the planned retirement date.

{4} A1l GS and NAF civilian personnel will contact the
G-1 CPO to make arrangements to speak with a retirement

counselor and begin the process of retirement.

(5} Mavy Personnel retirement requests will be
coordinated with the MARFORRES G-1 Navy Manpower Section.

t. Retirement/Award Cerenonies
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{1) Retirement and award ceremonies for any membear of
the General or Special Staff within this Headquarters will be
conducted and coordinated by the member’s staff section, with
HgBn 5-3 assistance, Upon the osccasion of retirement or award
ceremony, staff sections must coordinate with the appropriate
personnal for location and all other facets of the ceremony.
Ceremonies will be held upon retiree’s request, pending
avallability. Retirement dates will be based on the last work
day before PTAD and applicable leave. BAwards are coordinated
with either the Force Adjutant or the CC, HgBn based on the
level of the award. Retirement documents and certificates will
he coordinated with the HgBn S-1.

{2) Retirement and award ceremonies for any member of
Marine Forces Reserve, outside of the Marine Corps Support
Facility, will be coordinated through the respective Marine or
Sailoxr’s MSC,
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CHAPTER 4

Correspondence, Directives, Records, and Publications

1. Correspondence

a. @General. Reference (t) prescribes the policies and
outlines procedures for the preparation of correspondence
throughout the Maval Services. This Section sets forth
additional practices to be utilized at this Headquarters.

b. Policy. The following will be adhered to as a matter of
policy: '

{1y official correspondence originated by this
Headquarters represents the views and pelicies of the Commander,
regardless of who actually signs the correspondence. It is
incumbent upon all General/Special Staff Cfficers to ensure that
such correspondence is neat, correctly formatted, error free,
and grammatically correct. Further, all correspondence shonuld
he handled as expediticusly as possibla.

(2} Correspondence for which this Headauarters is the
terminal addressee will not be returned to the originater by
endorsement thereon. The original correspondence will be
retained at this Headquarters and a reply, if required, will be
made by a new letter from this Headquarters.

(3} All outgoing correspondence prepared for the
signature of the Commander, Executive Director, or C/3 will he
done in Courier New font, peoint 12, unless this will cause the
document to be longer than one page, in which case 10 point font
may be used. Correspondence will be xouted through the Staff
Secretary's Administration Section. Classified correspondence
regquiring the signature of the Commander, Executive Director, or
C/5 will be xouted as above by the Security Manager whom should
be aware of all Top Secret and North Atlantic Treaty
Organization (NATO) material.

{4) To preclude the possibility of a compromise being
made of classified information accidentally being disposed of in
an unauthorized container, all message traffic, working papers,
and notes, which no lenger regquire filing, will be depeosited in
that section's classified burn bag for proper disposal.

{5} ALl correspondence pertaining to awards, whether
unit or personal, will bhe forwarded via the Force Adjutant.
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Awards for Headquarters staff members shouid be routed via the
HogBn CO.

¢. Use of Rough Drafts. Rough drafts for Intra-
Headguarters, MARFORRES, and routings of correspondence
requesting or requiring staff action from the General/Special
Staff are encouraged. This procedure reguires less typing,
fewer coples, and less reprodoction since only one finished
piece of correspondence is required,

d. Correspondence Standards

(1} In accordance with reference (u), to a large degree,
the imzage and effectiveness of MARFORRES is portrayed by the
tone, quality, and responsiveness of correspondence. Properly
written correspondence that clearly and succinctly establishes a
_pesiticn, correctly and completely answers gquesticons, and
- conveys the right message, all aid in the effective management
and operation of MARFORRES. In order to achieve this,
correspondence must;

(a} Be neat in appearance, correctly formatted,
error free, and grammatically correct. With the use of
computers and advanced word processing software, the long-
accepted practice of allowing legible “pen and ink” changes to a
pliece of correspondence is no longer acceptable. ALl
correspendence shall be free of typographical errors and
technically correct before it is signed.

(b} Avoid stereotyping men and women based on
gender, Ise pronouns and titles that are gender neutral.

{c) Do not write unless you must. A conversation in
person, by telephone, or by electreonic mail often saves two
letters - the one you would have written and the other person’s
response. Conversations are often better than correspondence
for working out details. Confirm your conversation with a short
memorandum to the other person or a “Memorandum For The Record”
1f issues of importance or policy are agreed upon during the
conversation.

{2) Always include a point of contact, return telephone
number, and e-mail address when your correspondence might prompt
a reply or inguiry.

€. Letterhead Stationary. Computer letterhead stationery
will be used for all outgoinyg correspondence. The guality of
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the letterhead stationery should be dignified and within
standards. Second and subsequent pages will be typed on plain
bond paper, similar te the letterhead in size, color, and.
guality. The Ferce Adjutant will ensure that the guality of
letterhead is professional and within standards. The
appropriate MARFORRES lettexrhead can be found on SharePoint
undexr the “Command Deck Admin® Section, subcategory “Paper
Foxmats.”

f. Standard Subject Identification Codes ({(S5IC). SS8ICs
will bhe placed on the upper right corner of the page one space
below the letterhead text on the first page of the naval letter,
in accordance with reference {u} and {¥].

g. Originator’s Code. The criginatoer's code will be placed
on all correspondence. This code will be typed on the line
halow the 55IC. In cases where a General/Specizl Staff Saction
has a division, the 8S3IC should be written as such, G-1/0ps, G-
6/0ps, G-6/ISMO, or Ad).

h.  bDates. The dates on all correspondence will be added by
the signer's administrative office after signature. The date
may either be typed or stamped and will be arranged in the
following seguence: The numerical designatien of the day, the
three letter abbreviation of the month followed by the numerical
designation of the year {(i.e. & Aug 03}.

i. Signing Qfficial Correspondence "By Direction".
Authority to sign "By direction™ on official correspondence
issued in the name of the Commander will be in accordance with
the most current policy memorandum on the subject.

{1y Information

fa} All cfficial correspondence will be issued in
the name of the Commander.

(b} The Commander will sign all official
correspondence to higher authority relating te the mission or .
general efficiency of MARFORRES. Official correspondence
otherwlse required by law or regulation to be signed by the
Commander in the execution of the duties of his office shall be
signed by him in his own handwriting. The Commander will sign
letters of condolence to the next of kin in the case of death of
personnel of this Headguarters. The Commander will sign
official correspondence on matters concerning commendation or
censure,
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{c) The following types of correspendence will
normally be signed by the Commander or Executive Director/Chief
of Staff in his absence:

1. Letters to officers senior to the Commander
or to comparable officials in other governmental departments,
which are known to reguire action in the immediate office of the
addressee. Exceptions may be made in areas established by
custom ¢r by directives from higher authority.

_ 2. Letters or directives to the field which
specify major shifts in MARFORRES policy or zllocaticon of
forces. :

3. Command Directives, except lawful punitive
general orders, per Article 92 of the UCMT.

{d} The "By direction" authoritvy provided herein
refers to correspondence which is in the area of reaponsibility
of the individual concerned and which good judgment indicates
need not be submitted to -higher authority for signature.
Personnel authorized "By direction" authority will net sign
correspondence which effects changes in existing policy or which
disappxoves a recommendation of a general or flag officer; nor
will they sign correapondence which:

1l. 1Is ecritical or biased in nature.

2. Commits funds or the cemmand to actions that
will result in disbursement of funds, unless specifically
delegated to s=ign such documents.

3. Admits to substantial error.

4. Involves readiness or efficiency of the
Force, .

5. Is relative to officers and instances of
unprofessional conduct.

6. Involves military justice or administrative
separation. :

{e) Should any doubt exist as to the propriety of
signing "By direction", the document in guestion shall be
forwarded to the Bxecutive Directer or /5 for determination.
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{£) The restrictions on the signature of official
correspondence do not apply to memoranda used for informal
communications within staff sections within Headquarters,
MARFORRES.

(2] Action

{a) The individuals assigned to the fellowing
billets, or the person acting in that capacity, are autherized
to sign correspendence emanating from the Commander, unless
otherwiss restricted by the provisions of this paragraph or most
current policy memorandum on the subject:

1. By Title

a. Executive Director
b. €/S
c. VC/8
2. By Sectiocn
a. BAC/S, G-1
b. AC/5, G-2
c. RC/S, G-3/5
d. RAC/s, G-4
e. AC/S, G-6
£. Aac/s, G-7
g. AC/5, G-8
h. Director of Public Affairs Department
i AC/8, Facilities
j. Comptroller
k. Force Family Readiness Officer
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. L. Staff Judge Advocate
m. Counsel to the Commander
n. Safety Director
©. Health Service Support Officer
B- Regional Contracting Qfficer
q. Diréctof, Marine Corps Community
Services
r. Security Manager
S. Bqual Opportunity Advisor
t. Sexual Assault Response Coordinator
u. Force Chaplain
¥v. Force Surgeon
. {b) General and Special Staff may authorize, in

writing, those acting within their section to sign "By
direction™ in routine matters under their coghizance, unless
otherwise restricted by the provisions of this paragraph. This
authorization will be by letter and a copy provided to the Staff
Secretary,

1. Signatuie

{1) The date on correspondence, other than awards
submitted for the Commander, Executive Director, or C/S8's
signature will be left blank by the eriginating section. After
the c¢orrespondence has been signed by the Commander, Executive
Director, or C/S and dated by the Staff Secretary’s
Administration Section, it will be returned to the ariginating
section for processing. All correspondence requiring the
signature of the Commander, Executive Director, or C/5 will be
submitted according te the following unless othexrwise directed:

Example:

. I. M. GEWNEERAL I. M. CIVILIAM I, M. COLONEL
Executive Director Chief of Staff
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(2) 0On correspondence signed by an officer other than
the Commander, the functional title will be added as appropriate
unless otherwise noted on the “From” line:

Example:

I. M. MRRINE
By direction

k. Official File Copies (OFC). The Foxce Adjutant
officially maintains the Official File Copies (OFC} for the
Command. However, due to the complexity and high volumes of
staff coordination, the General/Special Staff Sections will
maintain their own OFC. The OFC maintained by the sectlions are
subject to the regulations as set forth in the reference (t).

1. Correspondence Addressed to the Commandant of the Marine
Corps (CMC)}. The current edition of reference (w) contains a
directory of correspondence codes utilized at HOQMC.
Correspondence addressed to CMC will comtalin, whenever possibkle,
the appropriate correspondence code as indicated therein.

M. Endorsements

(1} When a letter is transmitted “Via” this
Headguarters, use an endorsement to forward comments,
recommendations, or information. While an endorsement is mostly
used for transmitting correspondence through the chain of
command, it can also be used to redirect a letter. It is neot
authorized for a reply to a routine letter.

(2) Many endersements simply forward letters without
substantive comment to the next “Via” addressee {if any} or
action addressee. BAn endorsement may comment on the basic
letter or any preceding endorsements. It may return a basic
letter with a final reply or a request for more information. A
“yia® addressee may alter the order of any remaining “Via”
addressees or add others.

n. Mailing and Mailroom Procedures

{1} HgBn maintains the MARCORSPTFAC maillrxoom.

{2) Each section is to identify an official mail orderly
and an alternate. Mall orderlies are to bring their militaxy
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Common Access Card (CACY in order to pick up mail for their
section.

{3} The Unit Mailroom iz located in the MARCORSPTFAC
warehouse. Each mail orderly is to promptly pick up and
distribute the section’s mail to each addressee. Outgeoing
correspondence brought to the mailroem during mall call hours
will be posted the next business day.

(4) Only personnel temporarily assigned to MARFORRES or
on ALOS orders will receive perscnal mail from the MARFORRES
mailroom.

{5} The Command's official mailing addresz to be used
for all official corxrespondence is:

COMMAMNDER

- U5 MARINE CORPS FCORCES RESERVE
{Originating section, i.e. ADJ, G-1, ete.)
2000 CPELOUSAS AVENUE

NEW QRLEANS LA 70114-1500

OFFICIAL BUSINESS

(6) Every address needs to be typed on a label or the
envelape,

{7) Every character will be capitalized; punctuation is
not authorized ({(i.e. commas or periods).

{8} Each mail orderly will be responsible for providing
envelopes, proper sealing, labeling, packaging, and addressing
to their respective section.

o. Opening of Official Mail

(1} Incoming mail addressed to the Commander, MARFORRES
will be received and opened by the Official Mail Manager, except
mail addressed to a particular section (i.e., Commander,
MARFORRES (Attn: G-1)), in which case it will be forwarded
directly to that section unopened for disposition.

(2) Mail which is addressed to Commander, MARFORRES and
specifies an individual by name, will be delivered to the
individual concernsed unopened {i.e., Commander, MARFORRES, Attn:
Mai I. A. MARINE).
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(3) Registered Mail and First Class Confidential Mail
will be opened first by the OIC or SNCOIC of the Classified
Material Control Center.

p. BRouting of Unclassified Material. Incoming unclassified
official correspondence and directives received in the mail or
delivered to the HgBn Adjutant/S-1 Cfficer will be handled as
follows:

{1) Correspondence received that requires action by this
Headquarters will be routed to the staff section principally
cognizant of the subject matter. If the staff section indicates
further routing is considered necsessary, a route sheet will be
attached with the order of such routing and action cede
required. '

{2} The cognizant staff section will track the
correspondence to ensure all action is completed.

. Preparation/Routing of Classified Correspondence and
Material

(1} The term “correspondence and material” refers to
letters, oxders, directives, or publications received by the
Claseified Matarial Control Center {(CMCC) and are used '
interchangeably.

{(2) All incoming classified material will be xeceived
and opened by CMCC personnel. After opening and reviewing
contents, the SNCOIC of CMCC will route correspondence/material
to the staff section having primary cognizance over the subject
matter/material or route to the staff officer on a need to know
basis. All Top Secret material will be logged and decumented by
the SNCOIC of CMCC prior to forwarding and transferring to the
appropriate Secondary Control Point (SCP). The MARFORRES CMCC
is not responsible for the contrel or account of secretl
material. Secret materials received via official mail will
still be distributed to the respective SCP by the CMCC custodian
for appropriate actlon. BSCPs shall establish administraltive
procedures for the contrel of secrel materials appropriate to
their environment based on an assessment of the threat, the
location, and mission of their section.

{3} Incoming classified material received by the CMCC
marked "Perscnal For" the Commander, Executlve Director or C/85
will be delivered, unopened, to the Staff Secretary. The Staff .
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Secretary will notify the CMCC of such documents to be logged in
the appropriate logbook and to be receipted for by the Staff
Secretary or his/her representative.

{4) D.3, Top Secret and COSMIC material will be
delivered immediately to the Top Secret Material Control Officer
or alternate for logging and documenting prior to going to the
Staff Secretary. The Staff Secretary will indicate any further
routing required.

r. Guard Mail. HgBn mail orderlies will pick-up and
distribute Guard Mail received from the Naval Postal Service
into guard mail boxes from 0900 and 1400 each workday,

2. Directives=

a. Directives Preparation

{l) Instructions governing the preparation of directives
are contained in the current edition of reference (x).

{2} All directives will be signed by the Commander,
Executive Director, or C/3 as required.

{3) Al)l directives, classified and unclassified, will be
referred to the Force ARdjutant prior to signature. HNo
directive, policy, memorandum, or bulletin will be forwarded
without first being reviewed by the Force Adjutant.

(4) Rll directives will be generated in accordance with
reference (x).

(3) Changes and updates to directives will be approved
by the Commander, Executive Director, or C/5 as reguired.

b. Distribution. Distribution of directives will bhe
accomplished in accordance with the reference (y). The Force
Adjutant will ensure that all pertinent ordexs will be posted to
the MARFORRES G~1 SharePoint and Website.

c. Directives Control, The Force Adjutant is the
Directives Contxol Officer and will perform the following
functions:

{1} Maintain original copies of all command directives
issued by this Headquarters.
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(2} Assign the standard subject identification code
number to all command directives.

{3} Review directives for proper format, arrangement,
classification, and possible duplication or conflict with other

directives.

{4} Ensure the cognizant staff section reviews all
canmmand directives on the anniversary month each year.

(5} Maintain cepies of all policy memorandums.
(6} Post all directives on the G-1 SharePoint site.

. Letters of Instruction/Plans and Orders

{1} A Letter of Instruction (LOI} is defined as =z
directive in which a senior commander prescribes broad aims,
policies, and strategic concepts for operations in a larges area
during an extended period of time. No particular format is
prescribed. LOIs, operaticn plans, and orders are exempt from
the Marine Corps Directives System and prepared in accordance
with refersnce {z) and (aa).

{2) LOIs will ke generated for internal events as tasked
by the C/3. As a matter of principle, all LOIz should be routed
to the Force Adjutant, prieor to routing for signature and
dissemination.

e. Joint Directives. &4 joint directive is one isgssued in a
single version by two or more independent principal components
when requirement for uniformity necessitates ldentical language,
form, or timing. The principal component that has the overall
degree of responsibility for a particular effort is the primary
principal and should act as the coordinater, as mutually agreed
upon, to obtain clearances on a joint directive, grade, or
seniority of a principal is not the deciding factor. Reference
{x) sets forth guidance for the issuance of joint directives.

No section should initiate action teo promulgate a new joint
directive or to revise any existing joint directive without
first familiarizing themselves with reference (x) and contacting
the Force Adjutant for any additional guidance, as necessary.

3. TRecords and Publications

a. Disposition of Records
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(1} Unclassified Records. The disposal and storage of
unclassified material will be in accordance with SECNAV Mannal
2210.1, Department of the Navy Records Management Program
Records Management Manual. Every effort should be made to
ensure perscnal information and sensitive material is properly
disposed of in accordance with the above reference.

{2} Classified Records. The disposal of classified
records will be in accordance with the current editicns of
SECNAVINST 3510.36, Department of the Navy Information Security
Program Regulations.

k. Publications

(1} The Force Adjutant maintains records of the internal
distribution to staff sections of administrative allowances of
publications received by this Headguarters,

(2) Staff Sections receiving directives will esztablish a
system of accountability for those directives thav have
received, The Force Adjutant is responsible for ensuring that
all changes are distributed to the céognizant staff sectiomn.

Staff Sections are responsible for ensuring changes are
incorporated and directives are current.
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CHAPTER 5

Staff Action Process and Proper Staffing Techniques

1. &Staff Procedures and Technigues

a. Command and Staff Channels

{1y Command Channel. The chain of command extends
directly from COMMARFORRES to his/her immediate subordinate
commanders. The fact that a Staff Officer may act within the
cormand channel doss not change this official relatlonship. Ho
circumstance justifies or warrants the interposition of a Staff
Officer, should the subordinate commander desire to communicate
with the commander.

(2} Staff Channel. This iz the channel through which
the Commander issues inatructions to the Staff and receives
information and recommendations from them. MNormally, the _
Commander will communicate with the General and Special 3taifs
through the Executive Director or the C/S. The Commander may,
in certain instances, coordinate directly with a Staff Officer.
In such cases, it is the responsibility of the Staff Officer
concerned to inform the Executive Director and C/$ as to the
nature of the discussion and of any action to ke taken.

b. Scheduling of Appointments. General and Special Staff
Officers desiring appointments/conferences with the Commander,
Executive Director, or C/5 will make arrangements through the
Staff Secretary, the Commander’s perscnal executive assistant,
and or the Aide-de-Camp.

¢. Relationship of Subordinate Commanders and the Force
Headguarters Staff

{1} Within established policies, Staff Officers may
accede to a subordinate commander’s reguest. However,
disapproval of a request made by a subordinate commander will be
made only by the Commander, Executive Director, or C/S.

{2) While Staff Officers may act in the command channel
for their commanders, there are noe circumstances that warrant
the interposition of a Staff Officer should a subcrdinate
commander desire to contact his superior directly.

d. Cooperation. The primary concern of every officer in
MARFORRES must be to assist COMMARFORRES in accomplishing the
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mission of MARFORRES. Only through close cooperation and
harmony between headquarters staff and subordinate commanders
can this be accomplished. All heads of General and Special
Staff Sections will ensure that all members of their sectiens
are made aware of this important fact.

2. Action Dfficer (AD)

a. A0. An AD is any individual who is designated by
COMMARFORRES, Executive Director, C/S, or by any other senior
officer within that officex’s chain of command, who is directed
to take the lead on any package, task, correspondence, . or issue.

b. A0 Keys to Success

(1} Generally, AO0s will not have the luxury of an
administrative section dedicated to the accomplishment of their
mission. BAs such, it is imperative that all AOs develop a
substantive understanding of Maval correspondence rules,
formats, and preparation. Section 1, chapter 4, of thlS
directive contains a foundation of naval correspondence
knowledge., Additional insight can be obtained from:

{a) Force Adjutant.

() SECNAV M-5216.5, Department of the Navy (DON) -
Correspondence Manual.

{c} MCO 5216.20R, Marine Corps Supplement to the
Department ¢f the Navy (DON} Correspondence Manual,

{2} Conszideration must be paid to the audience of the
package or task, and it is to be written/presented accordingly.
Ensure that content is appropriate, accurate, and without
errors,

{3} Bnsure the issue is completely staffed through all
sections having a vested interest in the topic. In order to
speed the routing process, consideration shonld be paid te
concurrent electronic routing as applicable. If thege is any
doubt &s to whether or not a section should be afforded the
opportunity to comment on a package, refer the gquestion to the
Staff Secretary for determinaticon. &s a general rule, it is
better to get more input than is necessary than to not provide
the Commander all insight that is available. It is the AQ’s
responsibility to ensure that all packages are thoroughly
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staffed before they go to the Command Deck for signature or
follow-on action. '

{4) Ensure that the package provides all necessary
information that will be regquired by COMMARFORRES, Executive
Director or C/S.

c. General Timelines and Extensions. The following is to
be used as a general guide when facteoring timelines for AD
requirements. MNot every package will fall within the parameters
delineated below; however, this guidance is to be adhered to as
appropriate.

(1} Reguirements coming from COMMARFORRES, Executive
Director or C/58 will have a deadline of 10 working days unless
otherwise specified by the assigning party. The Executive
Director, C/3, or Staff Secretary will grant deadline extensions
as necessary.

{2} Correspondence requiring the signature of
COMMARFORREZS, Executive Director or €/S will be forwarded to the
Staff Secretary not less than five working days before the
signature is required. Exceptions to this rule will be the
prerogative of the Executive Director or C/$ and such cases will
require appreopriate coordination.

(3] Correspondence/Action packages coming to MARFORRES
from higher HQs, reguiring the signature of COMMARFORRES,
Executive Director or C/8 will be processed by the AC under the
timelines provided by the issuing agency. Extensions required
will be coordinated with the issving agency’s appropriate AO,
and the Staff Secretary will ke info copied on all deadline
changes.

{4} Urgent requirements coming from COMMARFORRES,
Executive Director or C/5 will have a deadline of two working
days unless otherwise specified by the assigning party. The
Executive Director oxr C/5 will grant deadline extensicons only as
absolutely necessary.

3. Package Build

a. @General. In order to ensure product uniformity and to
provide a foundational starting point for a properly prepared
package, as much as possible all packages are to be constructed
under the paramsters of this section.
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b. Key Elements of a Properly Prepared Package. Properly
prepared packages will consist of the following items and will
be built in the order listed below:

€D (a5 required)

Cc. ERoute Sheet

{l1) A standard Headquarters, MARFORRES route sheet has
been adopted for routing incoming and outgoing correspondence
within the Headquarters. This route sheet will be used for the
control of all correspondence flowing throughout the
Headgquarters. All correspondence being forwarded to the
Commandear, Executive Directeor, or C/% will at a minimum have a
route sheet,

{2) Route Sheets, once attached to a document, become
part of that document and will not be detached but filed with
the document and all replies/endorsements. As additional sheets
are attached, they too become part of the basic correspondence.
If the route sheet is attached te¢ classified material, it
becomes the same c¢lassification as the document it is attached
to and must be marked accordingly.

(3} The route sheet will be completed under the
following:

{a) Box 1. The date to be used is the date that the
AQ actually releases the package for routing/action.
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{b) Box 2. Self-exnplanatory.

fc) Box 3. Brief statement describing the subject.
Contents of this box should be written in all caps.

fd} Box 4. Insert the routing order the package is
to undergo. If concurrent routing through the staff sections is
to take place, this block must evidence that fact and must show
that the.package is to be returned te the AC for conselidation
or appropriate action before further routing can take place.

fe} Box 5. The A0 must ensure that the desired
course of action is specified on the route sheet in order to
expedite the execution of stated action.

£y} Box 6. No action reguired.

{g) Boxes 7, 8, 9, and 10. BSelf-explanatory.

fhy Box 11. This section will include the
following:

1. Problem/Issue. Reason for the package and
must contain an kn Order Teo [(IGT) statement.

Example: For review and concurrence in regards to nominating I.
A. MARINE as Marine of the Quarter, for the 3rd Quarter, IO0T
reward meritorious service.

2. BLUF. This section will get directly to the
heart of the matter.

Example: a) I. A. MARINE evaluations.
by I. A. MARINE community service.

2} Letter of Appreciation for I. A. MARINE saving
kitten from burning tree.

3. Solution/Recommendation

2. This section will contain a way to solve
the issue at hand aleng with a recommendation.

Example: I. A. MARINE has displayed excellent service while
serving as motivator within the Headquarters. During this time
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he has received superb evaluations, completed 100 hours of
community service and even saved the life of a smal) animal.
Overall, he 1s highly deserving of this award.

L. Recommendation, Directs what the
recommended course of action for the document is {i.e., for
review or signature).

Example: Approve I. A. Marine’s Marine of the Quarter, for the
3rd Quarter nomination.

4. Course of Action Considered. This section
contains the course of action for consideration.

&. Discussion., Further elements of the issue
for discussion. This can be coordination between sections or
even different points of the issue not previcusly mentioned,

4. Background. Background information as

reguired,

d. Action Information Decument (TAR A}. This
correspendence represents the vehicle for accomplishing that
which was stated in the “Purpose” section of the route sheet.
This will normally be in the form of:

{1} Standard Waval Correspondence. When forwarding such
correspondence for the signature of COMMARFORRES, the Executive
Director or C/8, it is imperative that an electronic copy of the
document be submitted with the package in order to guickly
facilitate any changes to the document that may be regquired.

{2) Action and Information/Position Fapers

{a) Action Memorandums outline what COMMARFORRES
should do; give a due date for when this action needs to take
rlace, and clearly explain why it is approprlate and necessary
for COMMARFORRES to take that action,

(b} Information/Position papers outline what
COMMARFORRES needs to know, and provide additional key points as
necessary,

¢. PBackground/Back-up Information (TAB B). Background/
back-up infeormation may also come in numercus forms such as
information papers (SharePeint), point papers {SharePoint), or
any other reference material pertaining to the document.
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APPENDIX A

ACRONYMS
ARO Approved Acquisifion Objective
A1 Administrative Assistance Unit
AC : Aetive Component
AC/S Assistant Chief of Staff
ADCON Administrative Contreol
&DOS Aetive Duty for Operaticnal Support
ADSW Active Duty for Special Work
ADT ABccumulated Deployment Time
AGHWS Above Ground Wash System
2O Hétion Officer
AO Approving Official
APC Agency Proggam Coordinator
APF Appropriated Funds
AR Aotive Reserve
AT Annual Training
IET Entiterrorism
ATP Annual Training Plan
BIC Billet Identification Code
BIR Basic Individnal Record
BISOG Blue-in-Support—-of-Green
BOT Board of Inguiry
BOS Base Operations Support
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BRAC Base Realignment and Closure

BTR Basic Training Record

BUMED Bureau of Medicine

C2ID Command and Control Integration Division

C4 Command, Control, Communications, and Computers
Cac Common Agcess Card

CATEX Categorical Exclusion

CBA Capability Based Assessment

CRBA Centrally Billed Account

CERN Chemical, Biological, Radioclogical, Nuclear

CEBENE Chemical, Blological, Radiological, Nuclear and
High Yield Explosive :

CBRNE /WMD Chemical, Biological, Radioclogical, Nuclear and
High Yield Explosive/ Weapons of Mass Destruction

L8N Controlled Cryptographic Items

DD Capabilities Development Directorate
CEAB Command Element Advocate Board

CET Civilian Employment Informaticon
CERCLA Comprehensive’ Environmental Response,

Compensation, and Liability Act

CE Commanding General

CGT Commanding General’s Inspection

CGIP Commanding General’s Inspection Program
CH Cardholder

CIG Command Inspector General
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1P

CIP

cJcs

e

CHCC
CMDCM

CHMO

CMOS

CMR

CHERTC

o

CoC

COCOM
COMCAM
COMM
COMMARFORRES
COMNAVRESFCR
CON
CONGRINTS
COWOP
CONUS

CONEPLAN
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Chief Information Officer

Command Inspection Program
Critical Infrastructure Protection
Chairman, Joint Chiefs of Staff
Commandant of the Marine Corps
Classified Material Control Center
Command Master Chief
Civil-Military Operations

Cargo Movement Operations System
Consolidated Memoranduﬁ Receipt
Commander, Wavy Reserve Forces Command
Companding Gfficer

Command Operations Center
Combatant Command

Combat Camera

Commercial

Commander, Ma;;ne Forces Reserve
Commander, Wavy Reserve Forces (COMWNAVRESECR)
Conduct

Congressional Interest

Concept of Operations

Continental United States

Concept Plan
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COCP Continuity of Operations

C/s Chief of Staff

COTS Commercialeffwthe—Shelf

CPI Continuous Process Improvement

CRB Civilian Review Board

CRCR Career Retirement Credit Report

CREDO Chaplain’s Religious Enrichment Development
Operation

CRF Commander’ s Representétion Funds

CPAC Corrosion Prevention and Control Program

CRP Command Religion Program

csC Customer Service Center

5T Central Standard Time

CVA Civilian Victim Advocate

CUMD Combat Weapons of Mass Destruction

DASH Digscrimination and Sexnal Harassment

DC, CR&ET Deputy Commandant, Combat Development and
Integration

DCE Directives Control Point

UEERS Defense Enrcllment Eligibility Reporting System

Db Drill Management Module

Dol Department of Defense

DON Department of the WNavy

DRMO Defense Reutilization and Marketing Office

DERS Defense Readiness Reporting System
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DSAIE Defense Se#ual Azzault Incident Database
D3N Defense 3Switched Network
DTS Defense Travel System
DUERS Defense Utility Energy Reporting System
oV Distinguished Visitor
EA Envircnmental Assessment
ECE Envircnmental Compliance Evaluation
EEC Egual Emglcyment Opportunity
EFDS Expediticonary Force Development System
EIS | Environmental Impact Statement
EKMS Electronic Key Management System
ELMFE Entexprise Lifecycle Maintenance Program
EM Emergency Management.
EMS Environmental Management System
EC Equal Cpportunity
EQA Equal Opportunity Advisor
EOR Equal Opportunity Representative
EORC Egual Oppertunity Representative Course
EFAR Electronic FPersconnel Action Reguest
ESGR Employer Support of the Guard and Resexve
ESE Electronic Service Record
EVWS Expeditionary Vehicle Wash System
F&J Facts and Justification
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FAP
FOPLE
FEA
FHG
FMCR
FMEHO

FMSO

FoIA
FOns
Ford
FP
FRARP
FRC
ERC
FSA
"SMAD
F3SRG

FSEM

GA

GOCS

@ @
Ford 5000.&E

Foncticnal Area Analyses
Family Advocacy Program
Force Deployment Planning and Execution
Front End Assessment
Force Headquartefs Group
Fleet Marine Corps Reserve
Fleet Marine Force Warfare Officer
Field Medical Service QOfficer
Functional Needs Analfsis
Freedom of Information Act
Fleet Operaticonal Weed Statement
Force Order
Force Protection
Force Readiness Assassment and Assistance Program
Family Readiness Committee
Family Readiness QOfficer
Functional Solutions Analysis
Fielq Supply and Maintenance Analysis Office
Force Structure Review Gréup

Facilities Sustainment, Restoration, and
Modernization

Full Time Eguivalent
General Account

Global Command and Contrel System
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GCEC Govérnment Commercial Purchase Card
GCSS-MC Global Combat Suppert System-Maxine Corps
GME Garrison Mobile Equipment
GOPAX Group Dﬁérational Passenger System
G2 General Schedule
G52 General Services Adminisztration
G3k Government Support Eguipment
GTCC Gévernment Travel Charge Card
HAZMAT Hazardous Material
HDH History and Mﬁseums Division, HQOMC
HRQ Higher Headguarters
M Hospital Corpsman
HO Beadguarters
HgBn Headquarters Battalion
HOMC Headguarters, U.5. Marine Corps
HROM | Human Resources Organizational Management
HSAP Health Service Augmentation Personnel
HSS Health Service Support
HSSO Health Service Support Officer
HTC Home Trzining Center
I-1 . Inspector-Instructox
I&L Installations and Logisties
I&R Infqrmation and Referral
In Individual ARugmentation
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Iaw In Accordance With
IBR Investment Balance Review |
ICCE Individual Combat Clothing Eguipment
ICW . In Coordination With
ice Internal Control Program
IDMS Invente;y Development and Management System
ILT Inactive Duty Training
IDTT Inactive Duty Training Travel
IEM Installation Emexgency Management
IG Inspector General
IGMC Inspector General of the Marine Corps
. IHCA In the Hands ¢f Civilian Avthorities
THMA In the Hands of Military Authorities
ITP | initial Issue Provisiéning
ILOC Intermediate Location
IM/EM Information Managemsnt/Knowledge Management
IMA Individual Mobilizatlion Augmentee
IMM Inventory Management Module
IMR Individual Medical Readiness
INg Immigration and Naturazlization Service
iG Information Operation
i0 Invesztigating Officer
. IoT In Order To
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IPAC
IEMS
IPE -
IRS
I5A
iSE
I=C
ISG
I50PREPR
ISE
IS5M
IT

ITFRAS

JBG
JeoT
JER
JFRR
JFTR
JOPES
JOSAC
JROC
J5SRCFB

JWICS
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Installation Personnel Afministration Center

Interim Performance Management System

In-Progress Payment

Informal Resclution System

Intexz-

service Suppert Agreement

Intelligence Suppert Battalion

Information Support Coordinateor

In Support Cf

Isclated Personnel Report

Inside Flant

Informatien System Security Manager

Information Technology

Information Technology Procurement/Approval
System '

Judge
Joint
Joint
Joint
Joint
Jdoint
Joint
Joint
Joint

Joint

Advocate General

Combat Camera Team

Ethies Régulation

Forces Readiness Eepart

Federal Trawvel Regulations

Operational Planning and Execution System
Operational Supﬁort Airlift Center
Reguirements Oversight Council

Services Reserve Component Facilities Beoard

Worldwide Intelligence Communications

System
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EEYMAT

LASER

LBO

LEEO

LEC

LID

LOT

LSCO
LEFRG
M&EFA Plan
M&FA

Ma

MAGTE
MRRCDRSPTF#C
MARDIV
MARFOR
MARFORCOM
MARFCOREES
MAW

MCAAT
MCAT
MCBUL

MCC

Ford 5000, 6E

Key Material

Light Amplification by Stimulated Emission of
Radiation

Contracts Division, Performance Management Branch
Leading Chief Petty (Qfficer

Limited Duty Coordinator

Logistics Integratiop Divizsion

Letter of Instruction

Logistics Systems Coordination QOffice
Logistics Systems Functional Resource Group
Mobilization and Force Actifation Plan
Manpower and Reserve Affairs

Missicn Assurance

Marine Air-Ground Task Force

Marine Corps Support Facility

Marine Division

Marine Force

Marine Forces Command

Marine Forces Reserve

Marine Aircraft Wing

Marine Corps Administrative Assistance Team
Marine Corps Action Tracking System

Marine Corps Bulletin

Monitored Command Code
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MCCDC

MCCS

MCEITS

MCFDS

MCHS

MCLEP

MCLO

MCHNE

MCE

MCEPON

MCSC

MCSE

MCTIMS

MCTES

MD

MDR

MEF

MEFREL

METL

MGIE

MILAIR

MILFERS

Marine Corps
Marine Corps

Marine Corps
Solution

Marine Corps
Marine Corps
Marine Corps

Marine Corps

FerCG 5000.¢€E .

Combat Development Center
Community Serviceas

Enterprise Information Technolegy

Force Development System
Hardware Suite
Law Enforcement Program

Liaison Officer {(MCLO}

Military Construction Naval Reserve

Marine Corps
Master Chief
Marine Corps
Marine Corps

Marine Corps
System

Marine Corps

Capabilities Plan

Petty ©Qfficer of the Navy-
Systems  Commard

Studies System

Training Information Management

Total Force System

Miscellaneous Document

Medical Department Representative

Marine Expeditionary Force

Marine Expeditionary Forces Religious

Mission Essential Task List

Montgomery GI Bill

Military Airlift

Military Personnel Office

b-13 Enclesure {1}




MIER

MITSC-Res

MLG
il
MOA
MOL
MOS
Moo
MNS
-MEE
MPWER
MR
MROW
MROWS
MRTC
MSC
MID3
MSE
MTETE
MWR
NAF
NAS

NATO

Ford S5000.&E

Military Interdepartmental Purchase Reguest

MRGTF Information Technology Support Center—
Reserve

Marine Leogistics Group

Manpower Management Madule
Memorandum of Agreement

Marine Online

Military QOperational Specialty
Memorandum of Understanding

Mission Needs Statement

Equal Oppertunity and Diversity Management
Manpower

Marine Reported On

Marine Reported On Worksheet

Marine Reserve Order Writing Syétem
Material Readiness Training Cell
Major Subordinate Command

Material Safety Data Sheet

Major Subordinate Element

Marine Toys for Tots Foundation
Morale, Welfare, and Recreation
Non-aAppropriated Funds

Naval Air Station

Horth Atlantic Treaty Crganization

5-12 Enclosure {1}




Foré 5000.6E

HNAVAIRRESFOR Navy Air Reéerve Force
NAVHMC Navy and Marine Corps
NAVRESFOR MNavy Reszerve Forces

. NAVSUFREZFOR Mavy Surface Reserve Force

NCIS Maval Criminal Investigative Service

NEPA Nationai Environmental Policy Bct

WGREA Natilonal Guard-Rezerve ﬁquipment Authorization
NGRER National Guard and Reserve Egquipment Report
NJF Non-judicial Punishment

NORAD North American Aerospace Defense Command

NOEC ' Wavy Operatlonal Support Center

NP ot Physicaliy ualified

NES Non—Frior Service

WNERA Navy Reserve Agency

HRED ) Naval Reserve Program 9

HREDC Navy Reserve Professicnal Development Center
NERUM Havy Reserve Unit Management

HSIFES Mavy Standard Integrated Parsonnel 3System

D&M Operation and Maintenance

O&MMCE Operation and Maintenance, Marine Corps Reserve
OAD Operational Rnalysis Division

QAG Operational Advisory Group

OCONDS outside the Continental United States

OFC gfficial File Copies

A=13 Enclosure {1)




OIC

OLA

OLAC

CGMER

GPLAN

OPQRD

OPR

OFSEC

OPTEMPO

GRDS

05D

Q5H

G50

O5R

Ba

PAM

FAQ

PARS

PCA

ees

ED

PCHA

POHRA

ForZ 5000.6E

Qfficer in Charge

Office of Legislative Affairs
Office of Legislative Affailrs Correspondence
Office of Marine Forces Reserve
Operation Plan

Operationzal Order

Office of Primary Responsibility
Operaticnal Security

Operational Tempo

Operational Requirements Documents
Office of the Secretary of Defense
Operational Safety Health
Operational Support Officer

Office of Secondary Responsibility

-Public Affairs

Mz=dia Branch, HQMC

Fublic Affairs Office

Performance Appraisal Review System
Permanent Change of Assignment
Fermanent Change of Station
Position Description
Post-Deployment Health Azsessment

Post-Deployment Health Reassessment

A-14 Enclosure (1}
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PEE Physical Evaluation Board
PET | Physical Fitness Test
PHA Preventive Health Assessment
PHOP Psychological Health Qutreach Program
PI Pandemic Influenzé
PII Personal Tdentifiable Information
FIP Performance Improvement Plan
PME Professional Military Education
POC Point of Contact
FOE Port of Embarkation
POM Frogram Objective Memecranduom
BOMTI Plans, Operations, and Medical Intelligence
PP&0 Plans, Policies & Operations
PP&0 PS Plans, Policies & Operations Physical Security
PPV Public-Frivate Venture
FR | Purchase Regquest
PRO Proficiency
PSS Physical Security
F5M Prioritization and Source Module
PTAD Pexmissive Temporary Additional Duty
PWG Program Working Group
QDR _ fuality Deficiency Reporting
RAPIDS Real-Time Automated Personnel Identification

System

A-15 Enclosure (1}




REIC
EC
ECO
ECRA2
RELM
REP
RHEF
RIF

ENOSC-Res

RO
RP
REA
RPMC
B3
R0
REVP

RTAMMS

'3ABR

SAP
SAPR
SARC

5AV

Ford 50003.6FE

Reserve Billet Identification Code
feserve Component

Regional Contracting Officer

Resource Conservation and Recovery Act
Reenlistment; Extension, & Lateral Move
Request for Proposal

Eesexve Health Readiness Program
Reparable Issue Point

Regional Network Operations Security Center-
Reserve '

Reviewing Officer

Religicus Program Specialist
Bequest for Personnel Action
Reserve_Perscnnei, Marine Corps
Feporting Senior

Reserve Svpport Unit

Repondez, s"1il vous plait

Requirements, Transition, and Manpower Management
System

Standard Accounting, Budgeting, and Reporting
System

Security, Accuracy and Propriety
Sexual Assault Prevention and Response
Sexual Assanult Response Coordinator

Staff Assist Visit

A=18 BEnclosure (1}




5C1

SCIF

SCP

SECNAV

SECNAVINST

SEL
SEFS
SGLI
SgtMaj
511
SId
5JA
SMCR
SME
SNAP
SNCO
SWCOIC
S0F
SPLINTS
SRB
SRM
351C
330

T/A

For( 5000.&E

Sensitive Compartmented Information
Sensitive Compartmented Information Facility

Secondary Control Point

Secretary of the Havy

Secretary of the Wavy Instruction
Senior Enlisted Leader

Separations

Service Member’s Group Life Insurance
Sergeant Major

Statements of Intelligence Interest
Senior Inﬁelligence gfficer

staff Judge advocate

Selected Marine Corps Reserve

Subject Matter Expert

Select and Native Programming Data
Staff Moncommissioned Cfficer

Staff Noncommissioned Officer in Charge
Standard Cperating Procedure

Special Interest

Service Record Book

Supplier Relatienship Management
Standard Subiject Identification Code
Special Security Officer

Training/Allowance

A-17 Fnclosure (1)




T/E
TA
TAD
TAMP
TEEP
TFSMS
TIP
TIR
TOECR
TOP
TOT
TPFDD
TOL
TTP
UPFRF
UPL

05MC MAID-P

UsSMC

DSMCR
USNORTHCGM
USTRANSCOM
UTE

UuUns

Forl 5000.6&E

Training/Equipment

Technology Assistant

Temporary Additicnal Duty

Transition Assistance Management Program
Training, Exeréise and Employment Flan
Total Forece Structure Management System
Training Input Plans

Training Information Resource

Table of Qrganization and Equipment Change Report
Transportation of Personnel

Transportation of Things

Time-Phased Force Deplgyment Data

Total Quality Leadership

Tactics, Technique;, and Procedures

Unit, Personal and Family Readiness Program
Unfunded Programs List

U.3. Marine Corps Total Force Mobilization,
Activation, Integration, and Deactivation Plan

0.5, Marine Corps

U:S. Marine Corps Reserve

0.5. Worthern Command

U.5, Transportation Command

Unit Table of Equipment Regquirement

Urgent Universal Need Statement

=18 Enclosure (1)
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UVA Uniformed Victim Advocate
VA ﬁeterans Affairs
VA Victim Advocate
vC/S Vice Chief of Staff
VIF . Very Important Person
VTC Videc Teleconference
VHAP Victim, Witness Assistance Program
WIER Recoverable Ttems Report
YRRP Yellow Ribbon Reintegration Program

A-1%9 ' Enclosure {1}
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APPEWNDIX B
STANDARD LETTER WITH LETTERHEAD

I 0.625"
10 TPoint, Bold,
Courier Hew —# UNITED STATES MARINE CORES

KARINE FORCES RESERVE A
2004 OPELOUSAS AVENUE :}_. & Poink, Courier How
WEW ORLEANS, LA 70114-1500

¥ REFLY P=FER TO
'\ /SSIC

1% [Dliameter % Paint CMD
DD Mmm Yy
L o —r—
¢ From: Commander, Marine Forces Reserve _
T Commandant of the Marine Corps, Headguarters, U.S. Marine

Corps (MMEA-6), 3280 Russell Road, Quantico, VA 22134

Subj: PROPER LETTERHEAD FORMAT PER THE ADMINISTRATICN REFERENCE
: GUIDE PROVIDED BY READQUARTERS 11.S. MARINE CORPE AND MOO

£216,20A
%
. 1.%%Forwarded, recommending approval.
5 :
2.33Use EDIPI pex MARADMIN 733/12, ie. ‘Subj: REQUEST FOR

WAIVER OF REENLISTMENT REQUIREMENTS IN CASE OF JOHNNY B. MARINE
1234567820/1801 UsMC.

‘b

3.%%Point of Contact at this command is Gunnery Sergeant I. A.
Marine, commercial:%%(504) 697-7014 or E-Mail:%im.a.marine@usme.mil.

¥ 2 Line snaces
5 brtween lask 1ipe

g and sigrature L, KI. L&ST or FIRST. MI. LAST

4—— [CMER will be BEX €. ROMILLIAR]
REXY C. MCMILLIAN

\ J
Y

Begln signature at the
center of kthe page and
Lyoée ever ta the righb.
(& TABS and 2 SPACES)
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APPENDBIX C

INFORMATICN PAPER FORMAT

{Appropriate Headesr)
INFORMATION PAPER

Subd: FORMAT OF AW INFORMATION PAPER PER THE APMINISTRATION REYERENCE GUIDE
PROVIDED BY HEADQUARTERS U.5. MARINE CORPS AND MCO SZ16.203

1. Purpose. Why is the information being provided?
2. Key Points. The following peints pertain teo information paper format.

Y. Use these papers to convey information for the reader’s use in
preparing for a meeting, briefing, or discussion.

2. rasent facts and use clear, concise wording.

- Tick and bhullet foxmat is preferred. Use key words and phrases.

1. General format is not as important as content.
- Tailer the paver to fit the need.

2, Convey information you would want te know for a meebting.

3. Blert the reader teo potential trouble arcas.
- Tdentify hidden agecndas.
q, A length of one page is preferred. Two pages is the maxinum.

5. If the mecting iz one-on-one with somecnc the reader does not know,
attach a bicgraphical sketch.

B. Address lssues/concerns.

T. Speclfiy ohijcctives.

8. Commenly used ac?cnymsfabbrEviatiéns are aocceptable,

1. Should be self-explanatory and require no enclosures, enhdorsements oF

attachments.

2. If document is classified, refer to MCO P5510.18, unit S5-2 or
Classified Material Control Center for proper marking and storage.

3. PBecommendation: If reguired,
4, FPxgpared by: Rank, First MI. Last, Secction, Extension-NxXX

Classilfied by:
Declassify on:

c-1 Fnclosure (1}
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APPENDIX D
" POINT FAPER FORMAT

fAppropriate Header)
POINT BAPER

Subj: FOBRMAT OF A POINT PAPER PER THE ADMINTSTRATION REFERENCE CGUIDE
FROVIDED RY HEADQUARTERS U.S5. MARINE CORPS AND MOO 5216.20A

BACKGROUND: Why you are writing, sets context for discussion introduction of
points, history of subject matter.

1. Wexd peints arec written as short, concise statements.
2. The keys to short, concise statements are:

a. Brevity.

b. Clarity.
3. Arrange pointsz in logical or chreonological segquence.

4. Include preparer or prescnter infermation, including name, rank,
office/section, and telephone number.

3. If paper is unclassified, lezve off classification markings and the
clagsify/deciassify lines.

€. Commonly accepted abbreviations znd acronyms (GySgt, BAMCIS) are
acceptable and encouraged. '

SUMMARY: Summarire the key points., Indicate any position or conclusion that
is appropriate or reguired. '

First MI. Last, Rank, Scction, Extension-xXX¥y

Classified by:
Declassify ont

. Encloszure (11}
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Peint Paper Guidelinaes

Begin with background paragraph.

Presents key points, facts, positions or questions in bxief,
orderly fashion.

Sometimes referred to as discussion paper.

Normally used as a reminder, assumes that reader has complete
knowledge of subject.

Logical sequence desired, but not mandatory.

Should not éxceed one page.

Ettaﬁhments or enclosures are authorized if required.

Tables, graphs and charts can be incorporated or attached.
Summary paragraph is required.

Tnclude preparer/point of contact information.

If dorument is classified, refer teo MCO P5510.18, unit 5-2 or

Classified Material Control Center for proper marking and
storage reguirements.

D=2 Enclosure (1}
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APPENDIX E
POSITION/DECISTON PAPER FORMAT

fAppropriate Header)
POSITION FAPER

Subj: FOBMAT OF A POSITION PAFPER PER THE ADMINISTRATION REFERENCE GUIDE
PROVIDED BY HEADQUARTERS [U.8. MARINE CORES AND MCO 53216.20A

Ref: {2} Beferences are listed az appropriate,
(b} If none are appropriate, enter the notation “Nene.”

1. Purpese: To whom, and for what reasonsz are the questions to answer in
this paragraph.

2. PReguirement: Briefly state why a position is reguired. Include whether
&r net it is digected by higher headquarters,

3. Background/Dizcussicon

2. Tailer discussion to the needs and knowledge of the roader.
Subparagraphs such as Participants, Issues, Facts, Views, Spposing Views,
3taff Position, Fallback Position, or Ceonclusion may be used.

k. Write in a short, direct, conversational style that allows the reader
to understand the key points and ceme to a logical conclusion. Avoid jargon,

use active volice.

<. Put in concise terms and position te be discussed, or background of
position. Do nob exceed two pages.

d. Provide answers to potential cusstionat

o, General format is not as important as content. Tailor the paper to
Fit the need.

e. Peoint should stand alonc and not reguire amplificaticon by suberdinate
point=.

4. Position of other agenciss/units: ¥f appropriate, indicate position of
other wunits. If there is none, indicate “Wot Applicable,”

5. Pesition/Decision: Must support position taken based on background and
discussion,

6. Action Officer: Rank First last, Section, Extonsion-XixX

FI. MI. LAST
Rank, U.5. Marine Coros
(Section Head/Briefer)
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DECISION MATRIX .

AC/5 G-7 Recommends: Appraverd
Disapproved

C/5 Becommends: Approved
Disapproved

(EH . Bpproved
Disappro%cd

Classified by:
Declassify on:

E-2 Encloéure £1%
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Pozition Paper Guidelines
Prepared by an action officer.

Levelops and recommends an official position on a particular
issue.

Includes a clear statement of why an official position is
required.

Provides raticonal for recommended position.

Usually put together rapidly by the action officer, who must
identify key sources of informaticn pertaining to the topic.

Action officer must make sound analysis and write the paper in
a clear, accurate and efficient format.

References can be included in the same format as a standard
letter,

Encleosures or attachments are authorized.

Must have a Purpose paragraph that explains the isszue to be
discussed.

A Decision block can be included as reguired for
approval/disapproval.

If document is classified, refer to MCC P5510.18, unit 3-2 or
Classified Material Control Center for proper marking and
storage reguiremsnts.
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APPENDIX F

ROUTE SHEET

AARTSE FORCES FESERVE Lo DU Mzm YUY
e e 3.5CRJIECT
3 GImILTAT SR OFFRL - TECTLTION b
JFFOIG ELLTESG —
L T S IR R RS | SURJFCT WILL BE IN ALL CAPS
| Kl 41.‘3_4}':! v  BEONIIRYRLN
L- DLMATERL X
B SOLEIDNT 1- m_';“
X - FICOADTTWATERY G GTHLE adwm)
¥ - SONCINFENCL i
A T T [ | AT, | swnem s | 7Iam
T T [ COMMANDSECION L ] | [ e
TRLENT
5 )33 NEFCUTIZE TIRICTOR Cam E AL Yarins, Syt Aba
A BF CHIEF OF 5TATF
SERCEANRT MA N ]
. COANIANT MASTER G M[EF 1. Pyrpom: Retson for the packose and mus conrain
A n STATTSFCRETARY anI0OT statezaent.
TR | oMt ScnbRaAmey | e ] ,
e Examplst Forreviewand conmrrsner in regardaic
1 A | ADMINCHIEF nominating Ar. LAE Marine o3 Civil Servier Emplayes
1 A | ADMINCIERE _ — : ! aFéte 3rd Qrarter IO T remard meriverfous service.
B R B 7= L R L SR T SR I LIl e
CHATLARY 2, Ber Poinrst This saetlan will zet direcidy tothe heart
CAIPTROLLER .| afthe matter. Thiscan ba coordinztion befwasn
gﬂl:l"{Sﬂ. — sections or pren different ponte o E15e kvoe.
EQHUTAL OF2ORTUNITY
A.I}).‘:‘IS{R Exzmplet 1) LALAarine sralnaons
. 23 L AL M aring commusity service
FACTLITIES A Letterof Appreciation for AL ATarine
OALFE: (NORTHFR CETICEY i saviag khren from bomine tree,
FUELIC AFFAIRS )
X RECICTAL CONTRACTING (OFF 3. Eecommendytion: This section will contsin a wrayte
ATETY = — salce ke fome at hand along with 2 reconxnend sion,
SAPR Example: Mr LA Mariee hax dimpfiyed excellent
SECURITY A NAGTR service 2355511 in1he RCD. Doring {hix tictd bt hax
ACCS recedbred soperk evaloztom, dene 100 bogrs o F
STAFE JUDGE ADVOCATE commnpily service and even saved the Eeof a small
FEALTE SFRVICES apimal Overall, beiyRichly deservine ofthiy award
FAMILY S 4. Prepared be: Provide ralavant mformalson a1 la
— %H&t Tt — whor created the decmment.
2 .} DEPARTAINTE - _-_-_::._ L :: ..-._ E _.:___:l.___. A
-1
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APPENDIX G
FALKIWG PFAPER FORMAT

{Appropriate Header)
TALKING FAPER

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

SURJECT: FORMAT OF A TALKING PAPER FPER THE ADMINISTRATION REFEREMCE GUIDE
FROVIDED BY HEADQUARTERS U.S. MARINE CORPS AND MCO S5216.20A

Background: Short, concise information about subject. The background sets
forth in concize terms what has gone before. It wrovides answers to such
potential gquestions as: Is this an opngoing thing? Did something suddenly
create thnis regquiremsnt?

Dizcussion: The discussion is a concise narrative of all the salicnt points
related to the topic under discussion. Referencez that are used as a source
gre cited in the discussion. Bullets can be urilized for clarity/brevity.
{1} ISSUE 1

Background:
Talking Points:

(2] ISSUE 2

Backoround:
Talking Points:

Recommendation: Recommendationzs arxe reduced to clear, concise statements
permitting simple approval or disapproval by the approving autherity.

Action Officer: (The name of the action officer who prepared the paper
sghould be included.) Rank First MI. Last, Section, Extension—XX¥XX

Classified by:
Declassify on:

-1 Enclosure (1)
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Talking Paper Guidelines

Used to advance z point of view or summarize an
action/proposal.

although points are concise, doez not need to include bullets.

RBeferences are authorized and should be anncotated as
necessary.

Should not require attachments or enclosures.

Should be written by an action officer, capable of doing in-
depth research on subject.

‘Commonly used as a “memory tickler® for superiocr or guick
refereance outline.

Recommendations should be clear and succinct,
Do not exceed twoe pages.
If document is classified, refer to MCO P5510.18, unit 5-2 or

Classified Material Control Center for proper marking and
storage requirements.

&-2 Enclosure (1)
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. ' APPENDIX H

ENDORSEMENT FORMAT
THITED STATES WIRDSE LCRPS
MFDT FL7ES FIERT [:;3\;
1000 QEEOTIAS JATINE
I CRIENNS, LA G114-1500

10450

CMD

From: Commanding Cfficer, Headguwarters Battalion
To: Commandant of the Marine Coms (MMEA)
Via: Commander, Marine Forces Rescrve

t REQDEST FOR TRANSFER O STAFF SERGEANT I.M MARINE
ERIPT: ZCUUTOOOOD 00X o

(=] MCO P1300.8%
i [2) Owerseas Checklist

1., Forwardsd, recomnending approval. We are providing
enclomare [2) to comply wWith reference (c)-

2. if thils regquest is approved, we recormend that Staff
. Sergeant I.M. Marine be assigned to 3d Marine Division, Qkinawa,
Japan.

IT.HM. MARIN=
By Direction

Copy to:

Thi {2 page Tosber pfher thay 00 dedwment's pamoooha:

l

T
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New Page Endorsement Suidelines

1 - Identification Symbols - 55IC will always repeat the basic
document’ s S35IC.

2 - Endorsement Line — Type tumber of endorsement in all caps. .
First via addresses would be “FIRST ENDORSEMENT,” second via
wonld be “SECOND ENDORSEMENT. ™

3 — Endoxsement Line - The “From™” line of the original letter/
AR Form.

4 - Endorsemaent Line - Information comeés from the standard
letter or the AA Form identificaticon symbols block of the
original document.

5 — Subject Line - The subject line will stay the same as thes
original document. Do not modify or change.

& — References/Enclesures - Do not repeat references/enclosures
already mentioned in the original deocument. If adding a
reference/enclosure, ensure they are properly annctated in
sequence t¢ the original document. Must be mentioned in the
text, in order.

7 - Text/Paragraphs - Endorsements are utilized to forward
comments, make recommendations, and provide information.

Remarks should be short and to the point. If large amounts of
information or documentation need to be added it should be typed
separately and included as an enclosure.

g — Copy To Block - Rl] previous recipients should receive a
copy as well as the criginator of the original document and
previcus endorsements.

¥ - Page Numbering - Page numbering continues the same as the
standard letter. If the original standard letter haz one page
then the first endorsement will be page 2.

Same-Page Endorsement Guidalines

* - Same-page endorsements may omit the 53IC and subject line,
The bkasic letters identification can also be removed from the
endorsement line.

Example and more information for a same page endorsement can be
found on page 68 of SECHAVIST 5216.5D

H=-2 Enclosure (1}
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AFFENDIX I
LETTER OF INSTRUCTIOHN GUIDANCE

Utilize Letters of Instruction for coordinating one-time
events, providing compander’s guidance on & particular
itemn.

Majority of format is based on standard letter {(SECHAVINST
5216.5%) and Marine Corps directiwves (MCO 5215.1).

Utilize the five paragraph order format (S-Situation, M-
Mizsion, E-Execution, A-fdmin and Logistics, C-Command and
Signal).

Provide the information needed for instruaction, but strive
to be concise,

Annotate references as nieedesd.

Enclosures are auvthorized and shoold be attached to the LOI
when published.

Ensure the underlined words LETTER OF INSTRUCTION X-XX are
at the top of each successive page, and the enclosures.
LOIs are issued by calendar year, the first would be 1-{Z2
digit year), the second would be 2-(2 digit year).

Recommendation is that unit prepares a “Letter of
Instructicon” bkinder, and keeps all coriginals in the binder.
Alternate method of filing is in correspondence files.

I-1 Enclosure {1)
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APPENDIX J

PCLICY LETTER GUIDAMNCE

1. The Policy letter is written to provide the commander’s
guidance on policy within a particelar unit.

2. Majority of format is based on standard letter (SECNAVIST
5216.5) and Marine Corps directives (MCO 5215.1).

3. Utilize paragraph titled as necessary to clearly convey the
intent of the commander/establish the policy.

4. Provide the information needed for instruction, but atrive
to be concise,

_ 5. Annotate references as needed.

&, Enclosures are authorized and should be attached to the
policy letter when published.

7. Ensure the underlined words POLICY LETTER X-X¥ are at the
top of each successive page, and the enclosures. Policy
letters are issued by calendar year, the first would be 1-
{2 digit year}, the second would be 2-(2 digit year).

8. Recommendation is that unit prepares a “Policy Letter”
binder, and keeps all originals in the binder. Alternate method
of filing is in correspondence files,

J=-1 Enclosure {1}




