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1. Situation . Al l subordinate units and tenant commands aboard the Combat 
Center shall establish and maintain an interior guard. The Commanding 
General (CG) , Marine Air Ground Task Force Training Command (MAGTFTC), Marine 
Corps Air Ground Combat Center (MCAGCC) is responsible for the good order and 
discipline aboard the installation. This Order supersedes all other 
publications aboard the Combat Center regarding duty. 

2. Cancellation. CCO 1601 . 17G. 

3. Mission . This Order promulgates instructions for the establi shment and 
employment of the MAGTF~C, MCAGCC Command Duty Officer (CDO) and Command Duty 
Staff Noncommissioned Officer (CDSNCO) per the r e ferences . 

4. Execution 

a. Commander's Intent and Concept of OperaLions 

(1) Commander's Intent . All subordina~e Commanding Officers (COs) 
and Comm~~d Duty personnel shall familiarize t hemselves with the contents of 
this Order. 

DlS'l'IUBUTION STATEMENT A.: Approved for public release ; distribution is 
unlimited. 
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(2) Concept of Operations 

(a} Command Duty personnel shall be guided in the performance of 
their duties by the instructions contained in thi s Order. 

(b) The duty personnel may be drawn from the follow~ng units: 

1. Headquarters Battalion (HqBn) 

2 . Marine Corps Tactics and Operations Group (MCTOG) 

3. Marine Corps Logistics Operations Group (MCLOG) 

4. Combat Center G-Staff 

(c) For the purpose of personnel assi gnments, HqBn and the Combat 
Center G-Staff have been separated into two distinct elements. All G-Staff 
remain under administrative control (ADCON) of HqBn i n regards to report 
submissions. 

b. Subordinate Element Missions 

(1) COs, HqBn, MCTOG, MCLOG, G-Staff 

(a) Ensure the Adjuta~t/S-1 Officer provides a roster of those 
personnel scheduled to stand the Command Ducy Watch, to ~he Combat Center 
Adjutnat, l:;>y the 10th of each preceding montb [pe:r:- the current edition of 
Combat Center Bu1letin (CCBul) 1601]. 

(b) Ensure assigned CDO and CDSNCO arrive on time ~o both the 
Friday pre-brief and to assume post, per chapters 1 and 5 of this Order. 

(c) Duty roster changes by the subordinate element Adjutants can 
only be approved by the Combat Center Adjutant. 

(d) When supernumeraries are requesced, verify in writing that it 
is because of an emergency that meets the criteria of the supernumerary 
policy, per chapters 1 and S of this Order. 

(2) Adjutants/S- 1 Officers 1 HqBn, MCTOG, MCLOG, G-Staff 

(a) Provide a roster of those personnel scheduled to stand the 
Command Duty Watch, to the Combat Center Adjutant, by the lOth of each 
preceding month rper the current edition of CCBul] . 

(b) Distr ibute current CCBul to work center Officer-in-Charge 
(O!Cs), and staff noncommassioned officers , for distributior. monthly, 
ensuring all personnel are informed of the Friday pre-brief, and of turnover 
times to assume pose, per chapters 1 and 5 of this Order . 

(c) Duty change requests must be submitted, via subordinate S-1 
shops, copying all involved parties. The Combat Center Adjutant will updaLe 
the roster LD the duty binder accordingly . 

(d) Notify the Combat Center Adjutant when supernumeraries are 
required. 
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(e) Ensure duties are distributed on a f air-share basls amongst 

all available work- centers and personnel in accordance with this Order. 

(3) MAGTFTC, MCAGCC Subordinace Commanders 

(a) Notify the Chief of Staff (COS) of any important after- hours 
matters, significant events, or incidents 1nvolving your command, in 
accordance with reference (1). 

(b) Provide recall information for the Commander and principal 
staff to the Combat Center Adjutant in the same format listed in paragraph 
4b(2) (a) above. This information will be provided as changes occur, and on 
the first day of each quarter . 

(c) Ensure your command duty personnel contact the MAGTFTC, 
MCAGCC CDO between the hours of 1630 and 1800 on normal workdays. The 
COO/Officer of the Day (OOD) will also contact the CDO prior to their relief. 
but not later than 0730 the following day and 0830-1000 on weekends and 
holidays. 

(d) CDO/OODs should report any significant incidents/events to 
the MAGTFTC, MCAGCC COO, to include, but not limited to, t hose listed in 
chapter 3 o f t his Order. 

(4) MAGTFTC , MCAGCC Resident Unit Commanders 

(a) Request notification to the COO of any important after-hours 
matters, significant events, or incidents involving your command, in 
accordance with reference (1) . 

(b) Provide recall information for the Commander and princ1pal 
staff co the Combat Center Adjutant in the srune format listed in paragraph 
4b(2) (a) above. This information shall be provided as changes occur, and on 
the first day of each quarter . 

(c) Ensure your command duty personnel contact the MAGTFTC, 
MCAGCC CDO between the hours of 1630 and 1800 on normal workdays. CDOs/OODs 
shall also contact the MAGTFTC, MCAGCC CDO prior to their relief, but not 
later than 0730 the following day, and 0830-1000 on weekends and holidays. 

(d) Installation CDOs/OODs must report any significant 
incidents/events to the MAGTFTC, MCAGCC CDO, to include, but not limited to, 
those listed in chapter 4 of this Order. 

(5) Combat Center Adjutant, MAGTFTC, MCAGCC 

(a) Maintain a file of current directives, itnportant telephone 
numbers, and additional instructions for command duty personnel . 

(b) Furnish an indexed file of references and instructions for 
use by all command duty personnel . 

(c) Ensure the CDO binders are up- to- date, with particular 
attention given to recall rosters, instructions, etc. 
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(d) Publish an annual bulletin by 1 November each year, assigning 

allocation of duty watch quotas bas ed on fair-share percent ages of on-hand 
population of eligible watch standers, to the Commanding Officers of HqBn, 
MCTOG, and MCLOG . 

(e) Publish a monthly bulletin duty watch list by the 15th of each 
month, and post the list on the Combat Center CDO/CDSNCO website at : 
http://www.29palms.marines .mil/Staff/G1Manpower/AdJutantOffice/Bulletins .aspx. 

(f) Publish all submitted watch lists (e.g. Security Liaison) in 
the duty b i nder [reference (d), not lat er than the 15th of each monthJ . 

(6) Commanding Officer, Naval Hospital Twentynine Palms. Shall 
contact ~he CDO immediately regarding: 

(a) Admittance of a l l active duty perso~~el assigned to MAGTFTC, 
MCAGCC. 

(b) Admittance of any active duty or retired personnel (both Navy 
and Marine Corps) in the grades of 0 - 6, E-9, and above . 

(c) Death of ru1y active duty Service member, retired personnel, 
or family me~er. 

(7) OIC, Exercise Logistics Coor d i nation Center . Provide a current 
list of yeserve units reporting for training duty to the Combat Center 
Adjutant 1 to include organizational title, poi nt of contact, and 
arrival/departure dates . 

(8) Assistant Chief of Staff Religious Ministries 

(a) Provide the Combat Center Adjutant with the Quarterly 
Chaplain Watchbill. 

(b) Shall ensure a weekly lifeline brief is provided to the 
duties, in accordance with reference (h), detailing the criLeria for 
contacting the duty chaplain and proper protocol. 

(9) Staff Judge Advocate , Pr ovost Marshal, Public Affairs Officer, 
and the Sexual Assault Response Coordinator. Ensure a weekly lifeline brief 
is provided to the duties, in accordance with reference (h). 

5. Administration and Logistics 

a. Commanders and staff shall provide written special instructions to 
the Combat Center Adjutant, on matters under their cognizance that are 
considered appropriate for inclusion in reference (d) . 

b. Distribution statement A directives issued by the Commanding General 
are available via email by request and can be viewed at 
http://www.29palms .marines . mil /Staff/G1Manpower/Adju~ant0ffice/Orders.aspx . 
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6. Commdnd and Signal 

a. Command. This Orde~ is applicable to MAG'rFTC, MCAGCC organizations 
and all subordinate and tenant organizations within the MAGTFTC, MCAC~C area 
of operations. 

b. ~- Th Ls Order is 

effecti~~~ 

Chief of Staff 

Distribution: A 
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DUTY ORDERS 

LOCATOR Sf!E£1' 

Subj : COMBAT CENTER DU'I'Y ORDERS 

Location: 
(Indicate the location(s) of the copy(ies) of this Manual.) 

Enclosu1·e ( ll 
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RECORD OF CHANGES 

Log completed change action as indicaled . 

Change Date of Change Date Entered Signat.ure of Person 
Number Incorporating Change 
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DUTY ORDERS 

Chapter 1 

Command Duty Officer General Du~ies 

1. Assi~ent. All Marine Majors, Captains, First Lieutenants, Second 
Lieutenants, Warrant Officers, Chief warrant Officers 2, and all Navy 
Lieutenan~ Commanders, Lieutenants, Lieutenants Junior Grade, and Ensigns 
assigned to HqBn, MCTOG, MCLOG, Tactical Training and Exercise Control Group 
(TTECG), and Combat Center G-Staff shall be assigned to the Command Duty 
Watch on a fair-share percentage based on available personnel. The practice 
of "internal exemptions" is not authorized regardless of billet assigned and 
the rank equivalent. 

2. Exemptions. The following billets are exempt from CDO : 

a . Battalion Commanding Officers (COs). 

b . Battalion Executive Officers. 

c. Provosl Marshal. 

d . MAGTFTC, MCAGCC Aide-de-Camp . 

e. All personnel with 20 years or more time in service . 

3 . Restrictions. The fol lowing officers will not be assigned to the CDO 
duty : 

a. Students attending formal schools. 

b. Officers pending legal action or administracive separation. 

c. Women Marine officers beyond the 24th week of pregnancy or with 
medical restrictions from competent medical authority. 

4 . Post. The post of the CDO will be at Building 155~, Headquarters, 
MAGTFTC, MCAGCC. Room 114A will be the designated office of the CDO during 
his/her post. This is a sleeping post and Room 109 is the designated area. 

5. Duty Computers. The "duty hut" contains t".wo computers; the primary duty 
computer is designated for the Marine Corps Public Key Infrastr~cture (PKI) 
"alternate token" only. Its primary function is to receive email 
correspondence from the ~29 Palms coon email account and log entries into the 
electronic duty l ogbook. The CDO shall be the only person to log entries 
into the logbook . The secondary (baclcup) computer is for personal government 
Common Access Card (CAC) use. 

a. ONLY use the issued Duty CAC, PKI Card for the Duty Computer. 

b. Extra computer: OK to logon with individual CAC/Identification (ID) 
Card. 

c. Do NOT reconfigure the computer desktop. 

Enclosure (1) 
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d. Ose the Electronic Duty Logbook thal is locaced on the desk top. 

6 . Duty Logbook 

a . Make a Duty Log Book entry for all new joins who reporc to Lhe Combat 
Center a fter normal working hours. 

b . Upon completing Lhe tour of duty, the CDO shall email electronic 
logbook (as an attachment) , to the ''Email Duty r,og" distribution list found 
ln the contacts. 

7. Uniform of the Day. unless otherwise directed, the uniform of the day 
for this post is the Service "C" during the summer season aDd Service "Bn 
during the winter season in accordance with reference (c) . Upon the 
observation of inclement weather, CDO/CDSNCO may change into Marine Corps 
Combat Utility Uniform . 

8. CDO and CDSNCO Checklis t s 

a. The checklists are tool s to assist the CDO and CDSNCO in the conduct 
of their tour. Initialing the checklist does not replace logbook entries. 

b . Use the electronic Checklists , enclosure (5), posted on Naval Forms 
Online at https://navalforms.documentservices.dla.rnil/web/public/home. Print 
and complete all checklists, to include enclosure (6). 

c . All checklists for the CDO and CDSNCO must be signed and turned in 
with a signed hard copy of the Electronic Log Book to the Combat Center 
Adjutant (or designated represencative) each morning after turnover with the 
cos and oncoming CDO has been conducted . 

9 . Assignrnencs/Replacements 

a. Following the monthly puhlicac~on of reference (h), personnel 
assigned as the roo who become unavailable for duty must con~act thelr 
respective chain of command and unit Adjutant to coordinate a suitable 
replacement. The uniL Adjutanc must notify the Combat Center Adjutant's 
office via email, copying all involved parties. Individuals assigned as 
supernumeraries will be used only in emergency situations involving last 
minute situations whereby assignment of another individual to stand COO ls 
not possible . 

b. Supernumerary Policy . Personnel assigned as the supernumerary will 
be used only in verified emergency situations within the 24-hour time period 
of the intended duty. Other situations that arise outside the 24-hour time 
period shall be filled by the Marine's work-center or a duty swap. 
Supernumeraries musL attend their respective weekly duty brief in the event 
they are activated. If activated, supexnurneraries must report within an hour 
of notification. 

10. Messing 

a. CDOs shall visit the Messhall at least once during their tour of duty 
and make appropriate logbook entries. 
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b. The coo shall also make an Interactive Customer Evaluation (ICE) 

comment on service, cleanliness of the facility, and the quality and quan~i~y 
o: the food served. The !CE website is: hLLp: / /icc.disa.mil,index.cfm?fa= 
site&site id=93. 

11. TransoortaLion. In situations requ1r1ng offic1al transportation, che 
CDO will use the government vehicle located in the parking lot in front of 
Huilding 1554 in the space marked •command Duty Vehicle." 'rhe keys are 
located in the G-1 Adjucant's Office, Room 126. 

12. Morning Clean-up 

a. Ensure the duty room, three stairways, and surrounding walkways of 
Buildinqs J554 South, Building 1554 North, and between buildings, are polic~d 
and lraeh emptied prior to 0730. 

b. Duly racks in room 109 will be made every mornLng. 

13. COO Email Correspondence 

a. Use the Who. When, Where, What, Why, and How format. 

b. There are 21 contact cards in the COO ~contact~ folder. Use 
~espective contact folde~ that applies to the si~uation. 

14. Colors and FlaJl!. The off-going COO will co:\duct morning colors. The 
oncoming CDO will observe. 

a. Colors 

(Jl Basics 

(a) The POST (lO'X 19') flag is flo~1 on normal weekdays, the 
STORM (S'X 9') flag is flown during inclement weather, and the GARRISON (20'X 
38') flag is flown only on Sundays and holidays. 

(b) CDO/CDSNCO must call the weather forecaster at 
(858) ~77·4028, before morning colors Lo determine which flag to use. 

(c) High winds (15 knots or more) use STORM flag, even if i~ i~ 

a Sunday or holiday. 

(d) Ropes and fasteners on the flag pole have been redone and now 
both sides are the same. Thus, the storm, pose. and garrison flags can be 
hoisted on either the LEFT or RIGHT side. 

(e) The lanyard conLains four fasteners. The top fastener is 
used for all 3 flags , the 2nd is for the bottom of t.he STOIU-1 flag, the 3rd is 
for the bottom of the POST flag, and the 4th is for tr.e bottom of the 
GARRISON flag. 

(f) The coo will ensure the flag ia raiaed entirely to the top of 
the pole and secured. 

Enclosure (1) 
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(g) In case of a storm warning, change to the STORM flag 1-2 

hours prior to forecast time of inclement wea t her . 

(2) Color Guard De tail 

(a) The Combat Center Working Party prov1des the color guard 
detail for Monday through Friday . 

(b) HqBn personnel will provide the color guard detail for the 
weekends and holidays . 

(3) Evening Colors 

(a} Check times posted on the bulkhead to verify che exact tim0 
of sunseL. 

(b) Call the G-4 Installations Operations Officer at 
("160) 830-3718 or the Installaoons Operations Chief at (760) B30- 8295 during 
working hours Monday-Friday or the HqBn 000 at (760) 830-6566 on Saturdays. 
Sundays, and holidays one hour prior to evening colors to ensure the color 
guard detail will be on time. 

(c) Ensure color guard uniformity. The Color Guard shall not be 
on Body Composition Program or on light duly. rf t.he ceo determines, for any 
reas on , a member of t he Col or Guard is unfit t o pe rform his or her duti es, 
rhe coo will call for a replacement, give Lhe reason, and make a log book 
en cry. 

(d) The Provost Marshal O[fice (PMO) wil~ automatically play the 
five minute warning and evening colors. In the event that the five minute 
warning misses the time-hack, call PMO dispatch at 830-6800. 

(e) Re1nembcr to salute. 

(4) MorniT~Co1ors 

(a) At 0700, che ck the weather forecast; 15 knots or greater, 
raise the STORM flag and annotate this in the logbook. 

(b) Call the G-4 Installations Operations Officer at 
(760) 830 -~718 or the Installations Operations Chief at (760) 830- 8295 
Monday-Friday or the HqBn OOD at (760) 830- 6566 on Saturdays, Sundays, and 
holidays to ensure the color guard detail is present no later than 0730 . 

(c) PMO will automatically play the five minute warning and 
morning colors . 

(d) Remen~er to salute. 

(5) Half-Staffing 

ta) Wh~n the national ensign is displayed at half-staff, it is 
firsc hoisted to the peak until morning colors music has ended and then 
lowered to Lhe half-staff position. Before lowering. t.he national ensign 
again shall be raised to the p eak . 
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(b) A flag in any position below the peak is considered in Lhe 

half-staff position; but, the mid-point of the hoist of a flag at half-staff 
shal] be halfway between the top and Coot.. of the mast. Do NOT use Lhe 
Garrison flag if half staff ed (even if it is a Sunday or holiday) as it may 
entangle in a palm Lree. 

b . Generals' F'lags. Lowered or raised OI-o'LY when dj recced by Protocol, 
PMO. or Command Deck personnel. 

c. Retirement / Special Request Fld~. There will be times where the 
Adjutant Office will give the CDO/CDSNCO a flag to fly . In those cases, make 
a logbook entry. These flags are to be flown AFTER EVENTNG COLORS ONLY. 
Once evening colors is complete the Color Detail will hoist the 
retirement/special request flag, render proper salute, lower, fold, and 
teturn the flag La the CDO/CDSNCO. 

15. Heat Condition Flags (l May - 30 Sepl 

a. G-3 manages the heat.. condition flag during wozki~g hours the 
CDO/CDSNCO manages the flag during non-working hours. Take the heat 
condition flag down after evening colors have been completed and place in Lhe 
Flag wall locke~. 

b. On weekends and holidays call Lhe Naval Hospital Twentynine Palms 
Quarter Deck at 830-2190 or use Lhe below link: http : //www.med.navy .mil/ 
sites/nhtp/Pages/FlagCondition.aspx lo determine which f1ag ls appropriat~ 
for the current heat conditions. 
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DUTY ORDERS 

Chapter 2 

COO Responsibilities 

1. Post and Relief 

a. Morning Turnover. Occurs with the outgoing and incoming CDO and the 
COS at 0745, in aecordance with reference (h), and is subject to change. The 
CDO will post for duty to room 126 at 1600. The CDO will post at 1600 on 
workdays, 1500 on F•idays, and 0815 on weekends and holidays, unless 
otherwise called. 

b. During workdays, cancel call forwarding on the duty phones once 
posted. 

c . After morning colors (during workdays), forward calls to 830-4189. 

d. CDO must be in compliance with the Commandant of the Marine Corps 
seasonal uniform change, reEe~ence (c) . 

e. Concerni ng General Clean up 

(1) Ensure that linen is turned in and picked up at Building 1102 
(830-44a8) Wednesday at 0730 and that the racks are made up. 

{2) The vehicle keys will be maintained with the G-1 Adjutant (Room 
126), unless the duties are posLed. 

(3) Ensure cleanup of the duty rooms and area surrounding the North 
Wing of Building 1554 (especially the cactus garden and stairways leading to 
the Command Deck) is completed . 

f. G-6 Hel p Eesk . The G-6 Help Desk delivers an after-hours message 
directing individuals to call the CDO/CDSNCO . rf unit. personnel require 
assis~ance, contact the AC/S G-6 or ~heir Deputy, see reference (d). 

2 . 'rours and Inspections 

a . Tours ot Roads, Road Shoulders, Parking Areas, and Shopping Centers 

(1) The COO wlll tour the Installation for the purpose of security, 
safety, and inspecting the s tate of police. 

(a) Inspections will be conducced each day on weekends/holidays 
and during weekdays if time permits. Refer to the COO Binder and reference 
(e) for the areas considered important for security, safety, and police. 
During hours of operation, notify MCX Manager regarding the police of MCX 
area . A notation of such inspection will be made in the CDO ' s electronic 
logbook. 

(b) On weekends and holidays, PMO is responsible for reporting 
police cleanliness problems exiscing on roads, road shoulders, and parking 
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areas anywhere on the Base to the CDO. 'l'he CDU wi 11 pass on to t:.h e Area 
Commander responsible Eor the area in question to police che area, reference 
(e). 

(2) Duty Tours of the Area 

(a) Secure the South Wing of Building 1554 after taps and open 
Lhe doors at 0530 during workdays (during the weekend and holidays doors wiJ l 
remain secured). 

(b) To gain a ccess co the Video Teleconference Cenler room door 
in Building 1559 (CG's Conference Room), go to the 0-Club side of the 
building and knock on the hatch (it is manned 24/7 tor range control) . 

(e) Accountability Eor the police of Lhe Combat Center 

1. Reference (e) shows each unit's area of responsibility. 
Police should be conducted one t ime during a week day and three times during 
the weekend/holiday. 

2. Noted discrepancies will he cited with a comment as to 
corrective action taken, i.e . , cognizant coos notified and follow-up action 
confirmed. 

b. Check with Range Control (BEARMAT) and Camp Wilson Camp Commandant 
(when an exercise is in progress), regarding training concerns to obtain 
courtesy reports from training commands [i.e. required reporting: Personnel 
Casualty Report (PCR) or Operations Event/Incident Report [OPREP-3)/Serious 
Incident Report (SIR} ]. The drafting of OPREP-3/S!Rs will be the parent 
command's responsibility. 

3. Incidenc Reports 

a. OPREP-3 SIRs/PCRs/Flash Reports. In the event of a reportable 
incident, a voice report must be made to the Headquarters Marine Corps (HQMC) 
Watch Team at (703) 695-5454 imnediately fol l owing the incident . The 
drafting of these documents are the responsibility of the parent command. 
Request a courtesy copy to provide the COS and Sergeant Major. 

(1) Accidencs, incidents, or disturbances listed in chapter 3 of this 
Order and Tab 1 of reference (d) shall immediately be reported by the COO to 
the COS and those listed in chapter 4 of this Order . If the COS deems it 
necessary, the CDO will be instructed to notify the appropriate organization 
to prepare and release an OPREP- 3 SIR and or PCR in accordance with t:"eference 
(a). 

(2) The CDO will send a copy of all PCRs and SIRs to Installation 
Personnel Administrative Center 's (IPAC) organizational mailbox aL the following 
addresS! OMBPLMSMAGTFTCCASUALTY@USMC.MIL. 

(3) Media Interest . For any event that may draw local and/or 
national media interest (e.g., serious incident, casualty, Lraining accident , 
etc . ) the COO shall immediately notify the COS . The COS may direct the COO 
to notify the Public Affairs Office (PAOl duty cell number (760) 401-0191. 
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b. Commander's Critical tnformation Requirements (CCIRs) 

(1) Ensure telephonic notification to the COS within 20 minu.tes in 
cases directing a call. 

(2) Refer to TAB #1 of the Duty Reference Binder [Reference (d)J for 
procedures . 

c . Casualtv Pr ocedures 

(1) In the case of a death or serious injury of a Marine, contact the 
OOD for their respective unit. 

(2) The CDO/CDSNCO is not responsible for completing PCRs or SIRs. 
but contacting and relaying information to the respective unit's OOD fo.r 
their S-1 to take appropriate action . 

(3) Reference (d) con tains information when an SIR is required . 

(4) The following MAGTFTC, MCAGCC comma~ds are responsible for 
completing their own PCRs and SIRs : 

(a) Marine Aviation Weapons and Tactics Squadron One (MAWTS - 1) 

(b) Marine Corps Mount ain Warfare Training Center 

(c) MCTOG 

(d) MCLOG 

(e) HqBn 

(5) HqBn completes PCRs and SIRs for all sections ADCON to the 
battalion to include the following: TTECG and the Combat Cen ter G- SLaff. 

(a) In the case of a death of a Marine, contact the Combat Center 
Casualty Assistance Off i ce located in IPAC at (76 0) 830-1566 and Mr. 
Trowbridge, Naval Hospil.al Twenynine Palms at (760) 819-1291. For the Duty 
Chaplain cell see reference (d) . 

(b) All information must be safeguarded until notification of 
Next of Kin . 

(6) The CDO/CDSNCO will notify Naval Hospital Twentynine Palms OOD of 
all deaths that occur on and off the Combat Center [normal working hours: 
830-2513, after normal working hours : (760) 636-90401 . 

4. Military Funeral Honors (MFH) . Reference (f) provides policy and 
instructions for the provisions of MFH . 

a. Normally, the CDO will receive a funeral request from HQMC via email. 
[In cases where a local funeral home sends a request directly to the CDO, the 
CDO will direct the funeral home to contact HQMC casualty branch for 
assistance at (703) 432-9524.] 
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b. 'rhe CDO shall pass all funeral request.s as instructed in reference 

(f~ located in the Duty Reference Binder, Tab 7 . 

c . The CDO shal l notify HqBn, make a log book entry , and report it to 
the Combat Center Adjutant the next workjng day. 

5 . Incoming Officer~. MAGTFTC, MCAGCC Marine and Naval officers reportjng 
after normal working hours shall be directed to reporL to Lhe CDO, Building 
1554 . The next working day they will r eport to the G-1 Analyst (Military
'r/O), Room 116, Building 1554 in the appropriate seasonal uniform. OfEicers 
reporting for TAD with Marine Corps Communicat ion-Electronics School, NHTP, 
7th Marines, or any other tenant units shall be directed to report to those 
organizations . 

6 . Incoming Enlisted Personnel. Enlisled Marine Corps and Navy per·sonnel 
reporting for duty or TAD shall be directed as follows : 

a . Enlisted Marines. Permanent personnel shall be directed to report to 
Combat Center ~ersonnel, Building 1551 . 

b. Enlisted Marine Reserve. Reservists reporting for annual training 1 

Active Duty for Operations Support, or Inactive Duty for Training will be 
directed to report t o Building 1551. 

7 . Personnel Confined or Deserters. The CDO shall contact the HqBn OOD or 
the CDO/OOD of the individual's respec~ive command for turnover of all 
personnel. 

8. Emergency or Alert Conditions 

a. During emergencies or alert conditions, the CDO will contact the COS 
in order to make an appropriate decision on Crisis Action Team recall or 
Emergency Operations Center Actlvatlon, see reference (i) . 

b . All reports received by the CDO involving incidents of oil or 
hazardous material releases or wildfires shall be immediately reported to PMO 
by dialing (760) 830 - 6800, 911 via landline, or (760) 830-3333 cell phone. 
The CDO will make every attempt to gather appropriate data to include 
reporter's name, phone numbe r, material involved, extent of damage and other 
pertinent: data . Once all information is obtained, the CDO shall contact the 
cos . 

9. Request lor Emergency Helicopter Assistance. After normal working hours, 
if the CDO receives emergency helicopter assistance requests, requests for 
medical evacuation, search and rescue requests, waLer rescue/assistance 
procedures , etc . . he/she shall r ecord the detaiJ s of the reques t . If the 
request originated from a unit t hat is conducting training within Lhe base 
training complex, the CDO will refer t he i ssue to BEARMA'r at (760) 830-6623 
or 6535. I f the request originated Erom an organization or individual off 
the Install ation or from within the housing ar eas, then the request shall be 
passed to PMO who will coordinate with local authorities for traffic control 
and sjte security, as required . If the emergency is of an unusual nature, 
t he CDO shall notify t he AC/S G-3 / 5 immediately after contacting BEARMAT or 
PMO. 
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10. Command-Au~ho•ized Searches 

a . The CG mny authorize the seaxch of property or persons situated or 
found i n a place over which the CG exercises contr ol . Search authorizatiou 
shall norma l ly be obtained from the designated area commander. coos cannot 
authorize a search. 

b. Except in the case of a Federal search warran~. only •he CG can 
authorize a search of family housing or other ~common areas· outside the 
purview of any area commander. The CG's authorLty in this regard cannot be 
delegated to anyone . 

c . Should the Criminal Investigation Division or Naval Criminal 
I nvest i gat ive Service r equest authori ty to search a "common area" aboard the 
Combat Center LhaL does not fall within subordinat e comn1ander •s area of 
control (the physical limits of their comma~d), to include the family housing 
area, contact the COS. 

d. When a command-authorized search is re~esced, the CDO shall call 
PMO and provide the point of contact (POC) information of the requestor prior 
to the initiation of the search . 

11. =ncoming Phone Calls f or the CG . In the event the CDO/CDSNCO r eceives a 
telephone call requesting the phone number of , or wanling to speak to, tl1e CG 
or a member of the CG ' s family, adhere Lo t he f ollowing: 

a . 'I'he caller shall be treated ;11ith courtesy. 

b. Home phone numbers and cell phone numbers of the CG, cos, Primary or 
Special Staff or anyone else will not be released t o ~he caller . 

c. Callers requesting the CG on matters routinely handled by members of 
che Primary or Special Staff shall be instructed to contact Lhose agencies 
the next working day . A logbook entry shall be made reflecting the caller's 
name, telephone number, and reason for the call . When the nature of the call 
is of such urgency that it cru1not wait (or the nex t working day, Lhe COS will 
be cal led by the CDO . 

d . If a call is received that should be referred to the CG ac home 
te.g., general officer, member of conpress, MCOC etc.l, the following 
procedures will be adhered to : 

(ll Ask the caller to provide a number where ~hey can be reached. 

(2) C<tll the COS or Aide-de- Camp for instructions concerning the CG. 

l~ . Calls_Lo the COS After Working Hours . There will be occasions when the 
COS cannot be contacted at his quarters or via cell ular phone after working 
hours . The first call made shall be to the SSEC to seek assistance. 
Depending ou the clrcumstances, the following officers shall be called to 
receive the information and/or provide necessary guidance. 

a. AC/S G-3 

b . AC/S G-4 
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c. AC/S G-7 

13. Corrunercial Long !Jistancc Telephone Calls. All commercial long d:i stanc~e 
Lelephone calls, which are to be charged to the Combat Center, shall be 
recorded by logbook entry. Collect calls will not be accepled. 

14. ProLocol Very Imporcant Person (VIP) Billetin~ 

a. If the CDO receives a call requesting VIP bi:leting, the ducy will 
instruc:: the caller to call back during normal working hours. If the callE>r 
persists or it is an emergency, the duty will contact the fol~owing personnel 
in the following order : 

(1) MAGTFTC, MCAGCC Protocol Officer 

(2) MAGTFTC, MCAGCC Protocol Specialist 

b. If unable to reach any or the above, the guidelines tor VIP quarters 
are as follows: 

(1) General Officers in the Riley House; 

(2) Colonel or colonel equivalent in the Distinguished Guest 
Quarters (DGQ), Building 1561 ; 

(JJ All other officers in Lhe Roadrunner Inn; 

(4) E-9s that are Force Sergeants Major or higher may stay in the 
Riley House, DGQ suites, or at the Bachelor Enl_;_sted Quart.ers . 

c. Occ·asionally a VIP will 
occurs, the Roadrunner Inn s hall 
requcasted, and the room number. 
Protocol individuals is notified 

arrive without a reservation. When this 
notify the CDO of the name, date(s) 
The CDO will ensure that one of the abovn 
no later than the following day. 

lS. Duty Chaplain. Should there be any incoming calls Cor th~ Duty Chaplain 
provide the cell phone number to the requester. 

16. Other Phone Calls 

a . Individual Marines. r: the caller knows che uni~, provide the 
caller with the COD's phone number. "T"f nor., take c.he caller's informatiou 
and inform them thaL someone will be calling them back LO assist them. 
Locate the Marine's unit, call the OOD, pass the caller's information on for 
their action and annotate the logbook. Under no circumst-ances will home or 
cell phone numbers be given to anyone. Work phone numbers are releasable 
under the Privacy AcL of 1974 . 

b. American Re~Cross (AMCl. You are authorized to assisr. the ARC in 
locating the uniL and providing the unit's OOD ~umber. If the Marine is here 
on an exercise provide them with the Camp Wilson Camp Commandant's number. 
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17 Emergency Childcare Services. The Family Chid care Prog.tarn is 
contacted in cases where emergency child care services are required. The 
pu.rpose of this program is to assist military families by providing immediat~ 
child care during times of crisis until permanent child care can be restored. 
Any requests for emergency child care sha:.l be passed to the Marine Corps 
Community Services Child Care POC at f760J 830-3450 during working hours. 
After working hours call (760) 401-0516 . 
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DUTY ORDERS 

Chapter 3 

Notification Procedures Involving MAGTFTC, MCAGCC Commands 

l. General 

a. The following ~ypes of accidents, incidents, or disturbances. wn~cn 
while not all-inclusive, provide examples of incidents that the MAGTFTC, 
MCAGCC CDO shall report to the COS . Refer to the Duty Reference Binder, Tab 
1, for additional CCIR information that will be reported to the COS. Contact 
the Combat Center Adjutant fo r guidance before c a lling the COS. 

b. Incidents i nvolvi ng MAGTFTC, MCAGCC personnel or family members shall 
be reported to the COS by the MAGTFTC, MCAGCC COO . Any calls received from 
other MAGTFTC. MCAGCC command duty personnel or command representatives shall 
be reported to the COS by the CDO . 

c . Per paragraph 4b(3) (d) of this Order command duty personnel from 
MAGTFTC, MCAGCC commands shall report any signi ficant incidents t events to 
include, but not limited, to those listed in this chapter, to the MAGTFTC , 
MCAGCC CDO . 

2. Mi l i tary or Politica l Inci dent s . Any inci dent of military or political 
nature, domestic or foreign, that involves individual Marine Corps or Navy 
personnel, units, or installati ons, and may result in local or national 
official reaction or extensive civilian news media interest shall be report ed 
to the COS by the MAGTFTC, MCAGCC COO . The COS may direct the MAGTFTC , 
MCAGCC CDO to cont act the PAO and anyone else if necessary. 

3 . Civil Disorders. If a request for Marine Corps assistance in connection 
with civil disorders is made, the COS shall be contacted by the MAGTFTC, 
MCAGCC COO. The MAGTFTC, MCAGCC CDO shall provide a report of the type of 
assistance requested, its purpose, and estimated duration of assistance. Any 
civil disorder in which indi vidual Marine Corps or Navy personnel, units, or 
installations are involved shall be reported to the COS by the COO. 

4 . Terrorist Incidents. Inci dents involving terrorism on any MAGTFTC, 
MCAGCC subordinate installation shall be immediately reported to the COS by 
the COO . 

5. Ooerational Incidents. For any operational incident, which may resul t in 
unusual interest by the public news media, the CDO shall contact ~he COS. 

6. Sexual Assault . Incidents involving sexua l assault, corrunanders s ha ll 
submit an OPREP-3/SIR to report all Unrestricted ReporLs of sexual assault 
when the victim is a Marine or other service member attached to MAGTFTC, 
MCAGCC . 

7. Serious Aircra:t Accidents/Inciden~s. Any aircraft mishap, which results 
in serious injury loss of life or extensive proper~y damage to civilian or 
military property shall be r eported to the COS by the COO. The COO's for 
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~Qrine Wing Support Squadron 374 (MWSS-374) and MAWTS-1 have che 
responsibility to coordinate all reports with lhe proper headquarcers and 
shall notify the CDO. 

8. Ground Accidents/Mishaps. :f any ground mishap involving military 
personnel occurs on or near a MAGTFTC, MCAGCC subordinate installation and 
results in serious injury, loss of life, or extensive property damage to 
civilian or military property the MAGTFTC, MCAGCC CDO shall contact Lhe cos. 

9. Near-Midair Collisions. Any near-midair collisions involving civilian or 
military aircraft shall be reported to the COS by the CDO. The CDOs for 
MWSS-374 and MAW1'S-l have the responsibility to coordinate all reports with 
the proper headquarters and shall notify the COO . 

10. Accidents Involving Ammunition or Explosive Material. Any explosion of 
ammunition or accident involving explosive material that causes/threatens to 
cause casualties or serious property damage shall be reported to the COS by 
the CDO. The COO will also report it to the Safety Director at (760) 830-
8465. 

11. Fires 

a. Any fire that may impair the operational readiness of a Marine Corps 
unit, or which causes casualties or extensive damage to Marine Corps property 
or civilian property. including major fires not under control by Combat 
Center Fire Department (CCFD) personnel, shall be reported to the COS by t,e 
coo. 

b. Trash can fires and other fires considered minor and under control 
by CCFD personnel do not require notifying the COS after hours. Make an 
appropriate electronic logbook entry. 

12. Infeclious/Communicable Disease 

a. The presumptive diagnosis of any Infectious/Communicable Disease or 
evenl that may require quarantine or the diagnosis of any disease of 
potential epidemic significance shall be reported by the respective MAGTFTC, 
MCAGCC subordinate installation's Naval Hospital or clinic. The Naval 
Hospital or clinic has the responsibility to coordinate all reports with the 
proper headquarters. 

b. The diagnosis of any disease so widespread among military personnel 
or civilians that it portends, such as an infectious/communicable disease, an 
outbreak extensive enough to degrade mission accomplishment will be reported 
by the Naval Hospital. The MAGTFTC, MCAGCC COO shall notify the COS. 

13. Extensive News Coverage/Media Interest. Any mishap or occurrence that 
may arouse extensive news coverage, media interest or congressional interest, 
any serious crime or incident that may involve possible exercise of domestic 
or foreign criminal jurisdiction over Marine Corps/Navy personnel and their 
family members, or if it may arouse public interest, shall be brought to the 
attention of the COS by the COO. The COS may direct the COO to contact the 
PAO at (760) 401-0191, if necessary. 
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14. Objects Dropped From Military Aircraft. Any incident in which an object 
is dropped from a military aircraft while in flight which results in property 
damage or casualties shall be reported immediately. The COO's for MWSS-374 
and MAWTS-1 have the responsibility to coordinate all reporls with the proper 
headquarters and shall notify the MAGTFTC, MCAGCC CDO. Once notified of such 
an occurrence, COO shall notify the COS. 

15. Training Incidents. Any training incident, which ma}'· resu.:.t: in unusual 
interest by the public news media or arouse co!lgressional interest, or ar,y 
incident that results in serious injury, death o£ military or civilian 
personnel, or extensive damage to military or civilian property, shall be 
brought to the attention of the COS by the CDO. 

16. Dignitaries. For the arrival/departure of Federal or state dignitaries, 
Protocol shall notify the cos. 

17. Casualties. In all cases involving MAGTFTC, MCAGCC personnel of 
suspected suicide, serious illness or injury, homicide, or deach i nvolving 
military personnel or their family members, the CDO shall notify the COS. 
The COS may direct the CDO ~o contact the Duty Chaplain, Jirecto~ of Safety, 
PMO and, if applicable, che PAO, at (760} 401-0191. 

18 . Civilian Death or Serious Illness/Inj~ . coo shall follow the same 
guidance provided in paragraph 16 above. 

19. Destructive Weather . Any weather condition that may interrupt, delay, 
or cancel operations or training, or pose a threat to life or property, is 
considered destructive weather. This includes hurricanes, snow, hail or ice . 
The CDO shall fo_low the guidance contained in re.cerence lgl concerning 
specific duties and responsibi:ities. 

20 . Oil and Hazardous Substance Releases. The CDO shall call ~he 911 
Dispatcher at (760) 830-3333, if calling by cell or dial 911 on a landline. 
and/or the NREA Abatement Chief at (760) 401-9841 if there has been a call of 
any release of ell or hazardous substances affecting the lands or posing a 
th~eat to Installation personnel. The COO shall also notify the cos. 

21. Assistance to Civil Authorities. Any request for use of the Combat 
Center equipment, e.g., fire trucks, off the Combat Center to assist civil 
authoricies, will be brought co the attention of the COS by the CDO. 
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Notification Procedures Involving Resident Unit Commands 

a. Command duty perso~~el from subordinate and tenant commands shall 
report any significant incidents/events to include, but not limited, lo those 
listed in this chapter, to the MAGTFTC, MCAGCC CDO/CDSNCO. 

b. Incidents involving resident unit personnel or family members shall 
be reported to the MAGTFTC, MCAGCC CDO. 

2. Military or Political Incidents. Any inci dent of military or political 
nature, domestic or foreign, that involves individual Marine Corps or Navy 
personnel, units, or installations, and may result in local or national 
official reaction or extensive civilian news media interest shall be reporLed 
to the MAGTFTC, MCAGCC CDO. 

3. Civll Disorders. If a request for Marine Corps assistance in connection 
with civil disorders is made, concact the MAGTFTC, MCAGCC CDO. 

4 . Terrorisc Incidents. Incidents involving terrorism or- any MAGTFTC, 
MCAGCC subordinate installation shall be immediately reported to the MAGTF'rc, 
MCAGCC CDO. 

5. Operational Incidents. For any operational incident, which may resulL in 
unusual interest by the public news media, contact the MAGTFTC, MCAGCC COO . 

6. Sexual Assault. Incidencs involving sexual a ssault , commanders shal l 
have a copy of the OPREP-3/SIR sent to the COO via email at 
29palmscdo.fct@usmc .mil . 

7. Serious Aircraft Accidents/Incidents. Any aircraft mishap, which results 
in seri ous injury, loss of life or extensive property damage to civilian or 
military property shall be reported to the MAGTFTC, MCAGCC COO. The CDOs for 
MWSS- 374 and MAWTS-1 have the responsibility to coordinate all reports with 
the proper headquarters and shall notify the COO. 

8. Ground Accidents/Mishaps. If any ground mishap involving milicary 
personnel occu~s on or near a MAGTFTC, MCAGCC subordinate installation and 
results in serious injur y, loss of life or extensive property damage to 
civilian or military property. contact the MA~rFTC, MCAGCC CDO. 

9. Near-Midair Collisions. Any near-midair collision involving civilian or 
military aircraft shall be reported to the MAGTFTC, MCAGCC CDO. The CDOs for 
MWSS-374 and MAWTS-1 have the responsibility to coordinate all reports with 
the proper headquarters and shal l notify the COO. 
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10 . Accidents Involving Ammunition or Explosive Material. Any explosion of 
ammunition or accident involving explosive ma terial that causes/threatens to 
cause casualties or serious property damage shall be reported to the MAGTFTC, 
MCAGCC CDO . 

11. Fires 

a. Any fire that may impair the operational readiness of a Marine Corps 
unit, or which causes casualties or extensive damage to Marine Corps property 
or civilian property, including major fires not under control by CCFD 
personnel, shall be reported to the MAGTFTC, MCAGCC CDO . 

b. Trash can fires and other fires considered minor and under control 
by CCFD personnel should be reported to the MAGTFTC, MCAGCC CDO. 

12. Inf ecti ous/Communicable Disease 

a. The presumptive diagnosis of any Infectious/Communicable Disease or 
event that may require quarantine or the diagnosis of any disease of 
potential epidemic significance shall be reported by the respective MAGTFTC, 
MCAGCC subordinate installation's Naval Hospital or clinic. The Naval 
Hospital or clinic has the responsibility to coordinate all reports with the 
proper headquarters. 

b. The diagnosis of any disease so widespread among military personnel 
or civilians that it portends, such as an infectious/communicable disease, an 
outbreak extensive enough to degrade mission accomplisrunent will be reported 
by the Naval Hospital . 

13. Extensive News Coverage/Media Interest. Any mishap or occurrence t hat 
may arouse extensive news coverage, media interest or congressional interest, 
any serious crime or incident that may involve possible exercise of domestic 
or foreign criminal jurisdiction over Marine Corps/Navy personnel and ~heir 
family members, or if it may arouse public interest, shall be brought to the 
attention of the MAGTFTC, MCAGCC COO. 

14. Objects Dropped From Mi l itary Aircra=t. Any incident in which an object 
is dropped from a military aircraft while in flight which results in property 
damage or casualties shall be reported immediately . The CDO/OODs for MWSS-
374 and MAWTS-1 have the responsibility to coordinate all reports with the 
proper headquarters and shall notify the MAGTFTC, MCAGCC CDO. 

15. Training lnc'dents. Any training incident, which may result in unusual 
interest by the public news media or arouse congressional interest, or any 
incidenl that results in serious injury, death of military or civilian 
personnel, or extensive damage to military or civilian property, shall be 
brought to the attention of the MAGTFTC, MCAGCC CDO. 

16. Casualties. In all cases involving resident unit personnel of suspected 
suicide, serious illness or injury, homicide, or death involving military 
personnel or their family members, the CDO/OODs shall notify the MAGTFTC, 
MCAGCC CDO . 
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17. Civilian Death or Serious Illness/Injury. CDO/OODs shall follow the 
same guidance provided in pa r agraph 15 above . 

18. Destructive Weather . Any weather condition that may interrupt, delay, 
or cancel operations or training, or pose a threat to life or property. is 
considered destructive weather. This includes hurricanes, snow. hail or ice. 
The CDO/OODs shall follow the guidance contained in reference (g) concerning 
specific duties and responsibilities. 

19. Oil and Hazardous Subscance Releases. The CDO/ OOD shall call the 911 
Dispatcher at (760) 830-3333, if calling by cell, or 911 on a landli ne, and 
the NREA Abatement Chief at (760) 401-9841 if there has been a call of any 
release of oil or hazardous substances affecting the lands or posing a threat 
to installation personnel . The CD0/000 shall also notify the COS. 

20. Assistance to Civil Authorities. Any request for use of the Combat 
Center equipment, e.g., fire trucks, off the Combat Center lo assist civil 
authorities, will be brought to the attenlion of the MAGTFTC, MCAGCC COO. 
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Command DuLy Staff Noncommissioned Officer General Dudes 

J. Assignment . In accordance with Chapter 1, all Staff Sergeants and 
Gunnery SergeanLs, and Master SergeanLs assigned to HqBn, MCTOG. MCLOG, 
TTECG. and the Comba~ Center G- Staff may be assigned :o the Command Jticy 
Watch. 

2. Exemptions. Al1 personnel with 20 years or more time in service are 
exempt from standing the CDSNCO duly . 

3. Restrictions. The following personnel will noL be assigned this duLy: 

a. Marines/ Sailors pending legal action or administrative separation . 

b. Women Marines/ Sailors beyond the 24ch week of pregnancy or with 
medical restrictions from competent medical authority. 

4. Post . The post of the CDSNCO will be at Bulldinq 1554, MAGTFTC, MCAGCC. 
Room 114A will be the desi gnated office of the CDSNCO during his/her post. 
This is a s1eeping posL . 

~ - T~. The raur of duty on weekdays is from 1600 to OA1S. Posting is 
from 1600 until properly relieved by Combat Center Adjutant personnel the 
next day. The tour of duty on weekends and hol~days is from 0815 to 
approximately 0815 the next morning. 

6 . Uniform of the Day. Unless otherwise directed. the uniform of the day 
for this past is the Service ~eN in the summer sea son and Service ~a~ during 
the wint~r season. The seasonal uniform change will occur per reference \C). 

7 . CDSNCO Checklist 

a . The checklist is a tool to assist the CDSNCO in Lhe conduct of their 
tour_ Initialing the checklist does not replace logbook entries . 

b. The electronic Checklists, enclosure (5), are posled on Naval Forms 
Online at https: t/navalforms . documentser~ices. dla . mil /web public/ home. Print 
and complete the checklist, to include enclosure (6). 

c . All checklists for the CDO and CDSNCO must be signed and turned i n 
with a signed hard copy of the Electronic I,ag Book to the Combat Center 
Adjut ant (or designaLed r epresentaLive) each morn i ng after turnover with the 
COS and oncond net COO has been conduc Led . 

8 . Posting and Relief 

a. On weekdays, CDSNCOs must report ~o the Combat Cen~er Adjutant's 
office at 1600 unless otherwise ~nst~cted by the Combat Center Adjutant. 
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b. All CDSNCOs scheduled for duLy will report to the G-1 conference room 

in building 15~4. on Friday preceding ~hat weekend or ho~iday tor the duty 
briefing. 

c. Over weekends and holidays, an informal post and relief of CDSNCOs 
will be conducted by the oncoming COO after morning colors . 

d. On a weekday in which liberty begins at 1630, the COSNCO will post ar 
1600 on weekdays, 1 ':>00 on Fridays. 0815 on weekeJ'ds and holtdilys, unless 
o~herwise called. 

e. CDSNCO will be available to be posted any titne during their assigned 
duty period, as required. 

9. Assignments / Replacements 

a. After publication of the monthly 1601, SNCOs assigned to the Center 
Duty Watch List who become unavailable for duty must notify their chain of 
command and unit adjutant . The unit adjutant must noti fy the Combat Center 
Adjuta.nt timely, via email correspondence, copying all involved parties to 
ensure cognizance of swaps . 

b. Supernumerary Policy 

Ill Personnel assigned as supernumerary will be used onlv in verified 
emergency situaLions within the 24-hour time period of the intended duly. 

(2) Personnel assigned as supernumerary shall remain in the local 
area for the days allocated to them on the CCBul 1601. If the designated 
supernumerary c~1not meet this requirement he •she must locate someone to 
replace them a~d notify cheir chain of command and adjutanL who will then 
notify tne Combac Center Adjutant. 

(3) Other situations thal arise outside the 24-hour time period shnlJ 
be filled by the Marine's work-center or a duty swap. 

10. ~sing. Meals can be conswned at Phelps, Littleton, o~ Dunham 
Messhalls . 
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Chapter 6 

CDSNCO ResponsibiliLles 

1. Absence of the COO. The CDSNC'O will be present at all Limes during the 
absence of the coo . 

2. Exterior Hatches. The front and breezeway hatches, located at. the fr.ont 
and in the breezeway of the South Wing Building 1554, are to be locked dt 
1800. The exterior hatches will be unlocked by the CDSNCO not later than 
0530 on workdays . During weekends and holidays these hatches will remain 
locked. The hex key is provided for this purpose (refer to chapter 8). 

3. Touring. Use enclosure '5) to ensure all required areas of touring arc 
completed. 

4. Locking Offices. Upon checking each office space, the CDSNCO will lock 
the office, unless personnel are working there. In the event the office ls 
occupied, the CDSNCO will notify U1e coo. If aHy offices are still occupied, 
Lhe CDSNCO will make tours every hour on the hour until all rooms are 
secured. 

5. Unlocking Offices. No office will be opened unless requested to do so by 
someone on the access roster list for that work section, see reference (d). 

6. Visitor ConLrol. The CDSNCO will not permit any person Lo enter Building 
1554- afLer working hours without first checking their identification and 
ascertaining that the person is listed on an acress roster. Jf authorized 
access, a log book entry will be maintained and reflect the following: 

a. Time of entry; 

o. Visitor's name and grade (prlnted by CDSNCO from ID Curd); 

c . Reason for entry and destination; and 

d. Time of departure. 

(1) Except for the personnel assigned duties within the Command 
Section (CDSNCO will be aware of the rank and names of the Malines), each 
person entering or leaving the building will be required to check in and out 
with Lhe CDSNCO each time they enter or leave the building regardless of th~ 
hour of departure. They will be required to enter and leave through the main 
entrance. 

(2) Other than personnel assigned duties within the command section, 
NO ONE will enter the offices of the CG, COS, or Sergeant Majo1. 

7. Incoming Ca Us. The CDSNCO wi 11 be prompt and court.eous in answering a 11 
t.elephone calls, and will answer in the following manner: 

a. CDSNCO will render the proper greeting ot the day, ~command Duty SNCO 
MAGTFTC 1 MCAGCC (grade and name). How may I help you, sir or ma'am?H 
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b. ln the event the CDSNCO cannot respond to a particular inquiry, the 

caller will be referred to the CDO. 

8. Police Call 

a . The CDSNCO will ensure that the Command Duty Office and the sleeping 
quarters are maintained in a good state of police at all times during their 
tour of duty, and that no one is permitted to loiter at any time. 

b. Trash will be removed from the Command Duty Office and the sleeping 
quarters and both will be vacuumed prior to being relieved. 

c. Dirty linens are to be exchanged each Wednesday for clean sets and 
racks made up prior to securing from duty. 

9. Locator . The CDSNCO is the Base Locator on incoming calls. All efforts 
will be accomplished in order to assisL callers. Typically, callers will be 
attempting to l ocate Marines and are not aware of their unit . 

a . If the caller cannot provide the unit, take the calle~s information 
and let chern know that someone from the unit will be returning the call. 

b. Attempt to locate Marines through the Base Locat or , Marine on Line, 
or the Worldwide locator at 1-800-268-3710. 

c. Once the Marine's unit ls identified, call the CDO/OOD of the 
respective unit and pass on the callers information for their action. 

d . If all ef£orcs fail, the CDSNCO will a~quire the caller's name and 
phone number and request che CDO to make an appropriate logbook entry for 
Adjutant personnel to assist the caller during normal working hours or advise 
the caller to call (760) 830-1658 after 0800 the nex t wor k ing day for 
assistance. Ne ver give out personal phone numbers. 

10. Colors. In the event that the five minute warning misses the cime-hack, 
call PMO dispatch at 830-6800 . 

11. Duty Instructions. CDSNCOs wlll review Lhls Order, and other 
instruction binders located in the CDO/CDSNCO office, listing a comprehensive 
explanation of each function to be performed, prior to being posted. 

12. Calls for Duty Chaplain . When calls are received for the Duty Chaplain, 
provide the duty cell phone number co the caller. 

13. Other Duties. The CDSNCO will perform other duties as may be assigned 
by the CDO and/or t he MAGTFTC, MCAGCC G- 1 Adjutant personnel . 
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Pistol Handling Responsibilities and Procedures 
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1. Responsibilities. The CDO/CDSNCO will be fully aware of and conduct 
themselves in accordance with rete1·ences (j) and (k) . 

2. Duty Swap. If a duLy swap is llt!Cessary, enclosure (2) must be comple~.:ed 
and submitted five days in advance of the actual day of duty. 

3. QualHicaUon. Officers and SNCOs who have qualified with the M9 Sex-vice 
Pistol may stand duty with a sidearm. 

4. Uniform Items. CDO/CDSNCO will wear a cartridge belt, holster, magazine 
pouch filled with a magazine o[ tifleen rounds lanyard, and arm brassard. 

5. Reguired Documents. Prior Lo assuming duty, the CDO/CDSNCO will completu 
enclosures (3) and (4) to be retained on file wiLh the G-1 Adjutant office in 
accordance with reference (n) . 

6. Pistols 

a. Pistols will be drawn from the PMO Ready for Issue Point (RFIP) 
located at Building 1407 prior to assuming duty in the afternoon on Mond<'.ly 
through Friday and in the morning Saturday, Sunday, and holidays. Ask for 
the On-duty RFIP Custodian who will issue the piscol and ammo. Return pistol 
and ammo to the RFIP upon post relief. 

b. The pistol wlll be in condition 3 ac all times. 
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Chapt.er B 

1. auilding 1554 North and South Wing Floor~~ · Figures 1-1 and 1-2 
depict the office spaces and floor plan of Building 15~4 South Wing and 
Building 1S54 North Wi-lg. 
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WEAPONS BRIEF AND 
USE OF FORCE AGREEMENT 

PRIVACY ACT STATEMENT 

OCT 2 7 2015 

AUTHORITY: 10 U.S.C. 5013. Secretary of ttle Navy: 10 U.S C. 50411, Headquarters, Manne Corps, CCO 160117 (series) PURPOSE: To maintain 
a record of the required brief and acknowledgement of instructions regarding the use of force for armed duty slanders. ROUTINE USE: In addition to 
those disclosures permitted under 5 U.S.C 552a(b) of the Pnvacy Act of 1974, I he DoD "Blanket Routine Uses" that appear at the beginning of the 
Navy's compilation of systems of reco~s notices apply to this system pursuant to 5 U.S.C. 552a(b)(3). DISCLOSURE: Voluntary. but failure to submit 
the Information will result tn failure to perform the assigned duty. 

PART A · INDIVIDUAL INFORMATION 

For the folloWing se<:tions. read the text and inltle~l eaCh statement In the space proVIOed tnen pnnt and sign your name on tne tast page 

PART 8 · WEAPONS BRIEF 

t-==----' 1. t understand that t will be carrying a condition 3 M9 Service Pistol. 

a. Treat every weapon as If It were loaded. 

b. Never point a weapon at anything you do not Intend to shoot. 

c Keep your finger straight and off the trigger until ready to lire 

<S Keep the v~eapon on safe until you Intend to fire. 

t-=o;;;;._--' 2. I understand the four weapons condi1ions of the M9/M9A 1 

a. Condition 1 • Magazine Inserted. round tn chamber. 

1----. 

b Cond•tion 2 · Not applicable to the M91M9A 1 

"'"''~'h"' inherent oght and obligation to exercise unit self-defense In respons9 
directed by a unit commander as oeta•led below 1 may-

t?IIP!'ic)Sttlle act or demonstrated hostile lntenL 

and acting as part of a unit. my IndiVidual self-defense should be considered a subset 
may limit my Inherent right of self-defense. 

I understand that' 

Jm~~•:.~s permit. the threalenrng foroe should be warned and given ttle opportunity to withdraw or cease 

be used only as a last resort. and the Ioree used should be U1e minimum necessary. The use of force must be 
•iilolli•'ITle threat If force iS required, non-deadly force ls authorized and may be used to control a situation and accomplish 
nllll~.,.n~~rl .. self-defense of DoD forces, defense of non-DoD persons In the vicinity If directly related to the assigned mission 

protected property when doing so Is reasonable under the circumstances. 

3. The Use 9f Deadly flHCQ Deadly force Is to be used only When ell lesser means have failed or a~nnot reasonably be employed Deadly 
force is authorized under the following circumstances: 

a Wilen there Is reasonable belief that a person(s) poses an Imminent threat of death or sarJous bodily harm to DoD persons Self 
1-='--l defense Includes defense of other DoD persons In the vicinity. 

b. In defense of non-DoD persons In the VIcinity, when directly related to the assigned mission. 
c_ When deadly force reasonably appears to be necessary to prevent the actl.lal theft or S<!botage of properly designated assets VJtal to 

national security. We have one Level3 restricted area aboard MCAGCC Thfs area is the Senslllve Compartmented lnformatton FaCility 
located In the 7th Marines Regiment Bulldlng 1538. Deadly force Is autt1orized In this area to prevent the ttleft or removal of classified 

t--';;.;;..,...;.;...-llnformation. 
d. Ill/hen deadly force reasone~bty appears to be necessary to prevent the c:tctuat theft or sabotage of tnnerently dangerous property (I & , 

1-='-1 exptos•ves, weapons ammunition, etc-). 
e. Ill/hen deadly force reasonably appears to be necessary to prevent the sabotage of national critical tofrastructure For the purposes of 

DoD operat•ons. •national cntlcallnfrastructure• is defined as President-designated public ut!lltles. or similar cnticallnfrastructure, vital to 
1--'='---l public health or safety, the damage to whiCh the President determines would create an imminent threat of death or serious bodily harm. 
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1------. 
4. Additionally ~n directly related to the- ass1gned mission. deadly force is al.ilhorized under the kiROWing circumstance sOC T 2 7 2 Q 

a. When deadly force reasonably appears to be necessary to prevent the commission of a senous ottense that involveS Imminent threat 
of death or senous bodily harm (for example. setting fire to an 1nhab1ted dwelling or snlprng}, Including ltle defense of other persons wtlere 
deadly force Is dlrocted against the person threatening to comrnll the offense Examples Include murder, armed robbery, and aggravatt'd 

~='----1 assaull 
b. When deadly force reasonably appears to be necessary to prevent the escape of a prisoner, provided there Is probably cause to 

believe that such pereon(s) have committed or attempted to commit a serious offense, that Is, one that Involves Imminent threat or death or 
~=:.....-j serious bodily harm, and would pose an imminent threat of death or serious bodily harm to DoD forces or others in the vicinity. 

c. When deadly force reason;1bly appears necessary to arrest or apprehend e person who, there ls probable cause to believe. has 
J-..:.::;.:::!-..J committed serious offense (as Indicated in paragraph 3, above). 

s ~ooal S.Dei:tfi.c to~vu~ 

-. a I am prohibited from linng warning shots. 

b. I wUI remove my pistol from my holster only when: 

( 1 J The use of deadly force is imminent, or to affect the apprehension of a suspect 1 believe to be 
eontl'ol of dangerous situation. 

(2) Ordered lo do so by competent authority. 

(3) Returning It to storage. 

(•) Cleaning It In an authonted area. 

c; I will show due regard for the safety of innocent by-$landel$ wt1en 

~=:.........~ 6. 1 will not po1nt any firearm at any person. except 

a To gain control of a situation. 

b. When I intend to use deadly force. 

7 If I remove my pistol from Ita holster, 
t-='--l NAVMC 11130 Is available on the 

"''""""""n' of Force form (NAVMC 11130) completed. The 
l:llr.l~llfolrms.daps.dla.mll 

'rooe<llj~s pertaining to firearms handling, cleanng. and satety 

be drawn after eosunng the weapon is clear 

amlol'i•ll!lncls will always be properly accounteo for and tumed In prior to cJeanng the weapon, 

or procedures Immediately to the proper authority 

t-='---'9. ~~n,rlvat@lv owned firearm or ammunition on duty. 

nav·roeen Instructed on the use of deadly force and acknowledge that 1 understand and will comply with the basic 
rnrl.,..lnrl safety I acknowiedge that failure to comply with the ba&lc rules for the use of force and weapons 
ad.i•nl!ltrali~r@ disCiplinary and/or cnmlnal penalties 

b. 

cc 1 (10-15) 
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COO CHECKUST OCT 2 7 2015 

INITIALS 1.8QO 

Contact Range control personnel (830-662316535, or go to door on 0-Ciub side of Bldg 1559 and knock If it isn't open) to check on 
exercise training units. Remind them to cc: 29PalmsCDO.fct@usmc.mil on all PCRs and OPREP-3/SIRs. 

1----
Initial the SF 7021ocated on the door of the CG's Conference Room. Bldg 1559. 

Call the Camp Wilson Camp Commandant at 830.9395 WHEN EXERCISES ARE IN PROGRESS to check on training units. Remind 
them to cc: 29PalmsCOO.fct@usmc.mil on all PCRs and OPREP-3/SIRs. 

t----
Call Subordinate OOOsfROOs Establish communlcallon and enforce CCIR: reporting procedures and duty supervision in order to 
preven1 incioents ·---- Call PMO Des~ Sgt and Hospital Quarterdeck. Establlsh communication tor CCIR reponing procedures 

Village Center walkthrough. Look for after hours actiVIties 

Securtty C)lecks 

Bldg 1554 South (all) 
---

Bldg 1554 South (Rm 118 hatch - Security office) 
·---

Bldg 1554 Nor1h (811) 
---

Bldg 1554 N01'1h (three hatches leading to tne Command Dee!() 
---

Bldg 1559 
- --

Bldg 1555 

VIllage Center 

I PAC 

Barracks (record a summary ol 

Officer's Club 

Tum over with COS (with oncoming COO on work days: weekend and holiday duties will have turnover on prior workday) 
t----

E-Mall electronic duty log to distribution list 
1----

Submlt four documonta to Adjutant (duty log, COO Checklist, CDSNCO Checklist, Vehicle Inspection Checklist. all signed 11r1d ~tapl~ 

1----
together) 

Pnnted Name Signature Date 

CC 1601/2 (Rev. 10-15) PRIOR EDITIONS OBSOLETE ADOBE LIVECYCLE DESIGNER ES 
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1a KEY LOCKBOX INVENTORY DISCREPANCIES 

1 . SIGNATURE 

2. Log one security check on the rotloWing 
Initial 

t--- - a Bldg 1554 (Nonh and South) 

J-- -b Bldg 1551 

t---- c. Bldg 1648 

CDSNCO CHECKLIST 

1c. A 

3. Visit/tour subordinate and tenant duties. AdVise of CCIR reporting procedures and comma 

t---
from occurring. (HQBN duties are located at Bldg 1608. Brown & 8th St.) 

4. Tum on the external standlng lights for Bldg 15541ocated In the breezeway 

5. Tum off the external stand1ng lights for Bldg 1554 lOcated in the 

6 At least once dunl'lg the tour: 

a. Barracks (random barracl<s - make a logbook 
t---

b. SNCOCiub 
t--- c. Enlisted Club 

d. Main Exchange 
t---e. IPAC 

OCT 2 7 2015 

conducted between the hours of 1900 to closing. 

9 and pollee the recovery room. On Wednesdays, exchange the linen at Bldg 1102. 

10. and X7201) to the Adjutants office (830-4189) on workdays before ending tour. Dial '72. listen for beeps. 
To cancel forwarding. d!al'73. 

12 Printed Name 13 Signature 14 Date 

CC 1601/3 (Rev. 10~15) PRIOR EDITIONS OBSOLETE Adobe UveCycle Designer ES 
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VEHICLE INSPECTION CHECKLIST 

DATE VEHICLE NO OPERATOR NAME 

INSPECTION ITEM STATUS INSPECnON ITEM 

BODY DAMAGE/ .i.NTr::RIOR DAr:J.AGE EMERGENCY PARKINu DRAKE 

LEAKS, GENERAL CLUTCE 

FUEL, OIL, WATER HEADLIGHTS 

'I'RANSMISSION FLUID 

DRIVE BELTS 

ENGINE WARMUP 

UNUSUAL NOISES 

Sf.A'I' BELTS 

lNS'l'RUMENTS 

Bl\TTERY 

BRAKES 

ODOMETER READING 

SIGNATURE 

NOTE. Tum this checklist and any Sf"·91 or lnodent statement Into Adjutant's office 

3 

OCT 27 2015 

LEGEND· 
OK= OKAY 
X .. DEFECTIVE 
M =MISSING 

STATUS 

N/A 
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