
UNITED STATES MARINE CORPS 
MARINE AIR GROUND TASK FORCE TRAINING COMMAND 

MARNE CORPS AIR GROUND COMBAT CENTER 
BOX 788100 

TWENTYNINE PALMS. CALIFORNIA 92278-8100 

COMBAT CENTER ORDER 5210 . 2 

From: Commanding General 
To: Distribucion List 

Subj: RECORDS AND PRIVACY ACT (PA) MANAGEMENT PROGP~S 

Ref: (a ) NAV.~C ~irective 5210 .11E 
(b ) DoD Direct~ve 5 015.2, DoD Records Managemen~ Program 
(c ) SECN~V M-521 0 .2 
(d ) DoD ~irect~ve 5~ 00 .::, DoD Privacy ?rograffi 
(e ) SECN~V:NS7 521!.5E 
( f ) SECN~V ~-521 0 .: 

(g ) MCO ?5750 . ! 
(h ) MCO 5210.11E 
Ci l ceo 5750.1 
( j ) Section 552a, Title 5 U.S.C., Privacy Act 
(k ) SECNAV 5216.5 
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1. Situation. This Order provides policy for the implementation of the 
Marine Air Ground Task Force Training Command (MAGTFTC ) , Marine Corps Air 
Ground Combat Center ( MC~GCC records and PA management programs based on 
references (a ) t~rough (j) . 

2. Mission. 7o establ i sh policy for the records and Ph records ~anagement 
programs and the responsibility for its administration in accordance with the 
references. 

3. Execution 

a. Commander's In~ent and Concept of Operations 

(1 ) Commander ' s Intent. The records management program is 
implemented to control the creation, organization, maintenance, use, and 
disposition of Combat Center records. The PA program is additionally 
implemented to regulate the collection, use, and dissemination of information 
subject t o reference ( j ) . 

(2 ) Concept of Operations. Assistant Chiefs of Staff , Commanding 
Officers , and Directors are responsible for economical and efficient 
~anagement of records and comp:~ance with the PA. Procedural guidance is 
contained in references a and e ~hich descr~bes in detail roles and 
responsibilities, fi:e plans and records mainten~~ce , electronic records, 
federal records holds, freezes and preservation orders, as well as 
informa~ion on archival procedures. 

DISTRIBUTION STATEMENT A: Approved for public re l ease; distribution is 
unlimited. 
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b. Scl>o:-dinac.e :Slerr.en: I>:issior:s 

( l ) Assistant. Chiefs of S~aff, Com~a~dino Officers, and Direc;:~ 

(a ) Concrol the creation of reco:-ds and ensure :he proper use of 
report.s, forms, correspondence, and directives. 

(b ) Keep paperwork to a minimum, e liminating duplicate files cind 
destroying material that has no value for record purposes . 

(c ) Use only Marine Corps approved elec~ronic records management. 
applications. 

(d ) Ensure proper ~se of sta~da:-d scbjec: identifica:ion codes o~ 
all records , as listed in refere~ce (c ) . 

(e ) :de~tify and p:-otect the following reco:-ds: 

~· Reco~ds tha= specify how t~e ~~it or direc~orate wi:l 
operate in case of emergency or disaster. 

2. Records vical co t.he conti~ued operacions during and 
after an emergency or disaster. 

3. Records needed to protect the legal and financial rights 
of persons affected by the Combat Center's actions, as an integral part of 
the Continuity of Operations Program (COOP ) . 

a. The COO? is ma~aged by che rlSSis:ar:c Chief of Staff 
G-7 , Missio'- hssura~ce. References (a ) and f address :he imp~eme~:acio~ c£ 
vi cal reco:-ds g~icia~ce and prog:::-am guidel .:..nes. ·::.:al records mus: be 
p:-ocected, a~cessible, and i~~eci~a:e:y useable i'- case of an emerge~cy o:­
disas:er scena:-io. 

( f ) ~esignate a unit or di:::-ectorate :-ecorcis manager anci P~ system 
of :-ecords manager. The duties for these two managers are: 

1. Know and train all those who handle PA records, including 
concraccor personnel . 

2. Maintain systems of records that are only covered by a 
published system of records notice . 

3. Maintain copies of system of record notices that allow 
fo:- maincenance of the records . 

~ Routinely ~eview records to e~su~e collec~ed i~forma~~on 
is accurate, :.:..~e :y, a~d comp:ete. 

5. Notify :he ?rl Coordinator upon change '" the collec:ion , 
mai~:enance, handling, or disposicion p:-act1ces of da:a mai~-ainec in a 
syscem. 

6. Establish appropriace safegua:-ds to ensure security and 
confidentiality of records. 
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7. Know the regulations and procedures :o~ making a 
disclosure and respond to first -parcy requests to access or amend records. 

(g) Ensure all records are covered by authorized retention 
schedules found in reference (f). 

(h) ~nsure no federal records are removed or destroyed wit~out 
pro;er authority. 

(i) Ensure records of historical value are preserved per 
references (g) a~d (i) . 

(j) Upon discovery of a breach of Personally Identifiable 
Information (PII) 1 immediately notify the Base Privacy Act Coordinator. 

(k) Mandate the ar_·mal web-based trai~ir.g course "Records 
~anageme~t. :::·;e.ryone's Responsibility" at !-1ari:-.eNet. L:.nks to Mari:1eNe: are 
available at tte Ylarine Corps Training and Educatio~ Comm~~d website: 
h::::p: I/·.,-.,.,._.. mari:1es. mil/u..~~t. tecom/?ages template:!.. aspx. 

(2) Assistant Chief of Sea:; G- l, Adj~tant. 7he G-: Adjuta~t is 
directly responsible for imp::..e:r.e:1ting an act:. ·.·e and enduri:1g records 
management and PA program. The MAGTFTC, MCAGCC Records Manager, Privacy Act 
Officer, and Privacy Act Coordinator will be assigned in writing and be 
located in the G-1 Adjutant section. They will serve as the focal point for 
general assistance and training. Specific duties include: 

(a) Ensure all s~ordinate ~~it and directorate ~ecords ay~ 
~a:5.::1=a.:.:1ed per Nav-l a:1d :·1ari_ne Corps orders a!!d d!.=-ect.ives. 

(b) ?rcvide assistance to subcrd:.~ate units and directora~es to 
identify vita: records. 

(c) Conduct periodic assist visits and P~. spot checks wi.t:h 
subordinate units and directorates to ensure that disposal instructions, 
retention schedules, and personally identifiable information safeguards are 
followed. An annual year end disposal will be conducted to ensure records 
are properly disposed. 

(d) Serve as t.he ::.:aison \-;i~r. C~·:C .;_~:JB ~ for t~e t.~a~sfe=- of 
records to the Federal Records Centers FRCs 1 as :isted in refere:1ce a) . 
E~su~e all subordina~e un~~ and directorate reco~ds to be cransferred are ~~ 
the appropriate contai:1e~s. packaged properly a:1o marked correctly pr:or to 
being shipped to the FRCs via CMC (~~~B) . 

(e) Provide assistance to G-7 on the development and 
implementation of Vital Records Programs as part of che COOP. 

c. Coordinatina Instr~ctior.s 
==~--

(ll :.e~::erhead 

(a; ~om:.la~d let::erhead !S o::ly aut!"lor~zed fer use by those with 
by direction authority outlined in Combat Center Bulletin 52!6, Authori::y to 
Sign Correspondence. 
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(b ) use of comma~d letterhe ad is o~ly for off~c~al matters of the 
command . 

(c) Do not use command letterhead f or personal stationary. 

(d ) use t}~ed, stamped, computer, or word processor ge~erated 
:etterhead 0:11~· 

(e ) Creation or nodificat~o~ of cc~~a~d lett~r~ead is stricc:v 
prohib~ted. 

( f ) Commanding Officers with spec~al courts-martial co~vening 
authority are authorized to create and utilize u n ique letterhead in 
accordance with ref erence (k ) . 

{g ) The following is the or.ly acceptable header for MAGTF':'C , 
MCAGCC letterhead : 

UNITED STATES MARINE CORPS 
MARINE AIR GROUND TASK FORCE TRAINING COMMAND 

MARINE CORPS AlA GROUND COMBAT CENTER 
BOX 788100 

'TWENTYNINE PALMS, CA 92278-8100 

(2 ) All s ubordinate units and directorates are required to contact 
the G-1 Adjuta:1t's office for records management assistance; (760 ) 830-4189 . 
The DON PA website has comprehens~ve r e ference and crain~ng resources at 
http: //w~.do~cio.navy.m~: /cagresu:ts.aspx?ID=36. 

4. Administratio~ a~d ~og~stics. ~~str~butio~ statement A directi~es iss~ed 
by ::he Comrr.a:1di~g Ge:1eral are distributed v:a e:na:Ll -..:.per: request a~d ca~ be 
viewed at http: //~~~-29palms.usmc . rr.il /dirs/manpower/adj /ccctoc.asp. 

5. Command and Signa: 

a. Command . This Order is applicable to all special staff, 
directorates, and activities located aboard the Combat Center . 

b. §ig:1al. ?his Order is 

Chief of S::aff 
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